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Using this Manual

This guide contains instructions for all ES Imaging functions, including searching, marking up and
scanning an image(s). Before using ES Imaging, review the following section, “ES Imaging
Anatomy and Features”, to help with navigation and keyboard shortcuts.

Designates a section

Designates a sub-section

ES Imaging

: Terms Used for terms and notes which are specific to ES Imaging.

Quick Tips and

Used for alternate methods to perform the designated function.
Shortcuts
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ES Imaging Anatomy and Features

General Structure

ES Imaging uses a familiar tree structure and dual panels to provide an intuitive user interface and
experience. Tabs and buttons are used to easily navigate from page to page.

Left Panel

Search/Browse
Workflow
Capture/Index
Administration

&Scarch  Capture  Index  Administer  Report Viewer Properties  Security

| Everlast Software, L...

¥ [ |Everlast Software, LLC

» [ Client Participation

V

Right Panel

e View/Markup/Print
o View/Edit Properties
e View/Edit Security

www.esimaging.com Page 8 of 103
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Dual Adjustable Panels

Screen real estate is maximized by using side by side panels. This provides simultaneous viewing of
the folder tree and images. Panel width can be adjusted to accommodate specific viewing needs.
Both the left and right panel has multiple tabs to view various information and/or functions. Users

may not be able to see all tabs depending upon the security setting.

= ES Imaging Client
& Scarch Capture Index Administer Raport Viewer Properties Security

v [ Jeverlast Softvare, LLC Place cursor on vertical line between panels until
» [l Client Participation . .
o Qsistons the crosshair appears, then left click and drag
Oeverias vertical line until desired width is achieved

» B 1n Progre
» ﬁo“u Do

= Products

Context-Specific Functions

When highlighting folders or files within the tree structure, the available functions are listed when right
clicking. An alternative for Mac users, is to click on the ES icon in the lower left corner and select
“Context” to access these functions. Alternatively, see the “Keyboard Shortcuts” section to
determine function shortcuts. The functions that can be viewed are controlled by the system

administrator.
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= ES Imaging Client L

& Search Capture Index Administer Report Viewer Properties Security

Development ‘

*Browse | MWorkfon,,
=0 7 S0 ME = T R D
v »JE-.‘erlast Softvare, LLC

> [E client Participation Right click on a highlighted item, to view

B oo cuiec available context-specific functions

Cut - Ctrl+X
S Delete - Ctrl+D
g | Import - Ctrl+I
»B  newrolder - ctrlsn

.

> Export - Ctrl+E
»B SearchInside - Ctrl+s
Check Out
Enable History
Open in New Tab - Ctrl+T
Open in New Window - Ctrl+W
Paste - Ctrl+V
Properties - Ctrl+P
Refresh - Ctrl+R
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Multiple Item Selection

To select consecutive items: Hold “Shift” and click on required items.
To select non-consecutive items: Hold “Ctr/” and click on required items.

AN
4 N\

% Search Capture Index Administer Report Viewer Properties Security

v

* Browse |

v & Everlast Software, LLC

ek il ilcadeal ik -l - )

» B Client Participation
» B D=velopment
) Everlast Software, LLC Capture Queue

» B In Progress
v [B office Documents

»  Banking

» M cClients

» i Incomne

» Legal

» . Miscellaneous

When selecting multiple items, the right portion of the screen will contain multiple tabs which are
named with the selected items. This allows toggling back and forth from item to item. If changes are
made to one of the items, a message is displayed prompting for saving or cancelling the changes.
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Keyboard Shortcuts

Several functions have built-in keyboard shortcuts to eliminate extra keystrokes.

= ES Imaging Client
& Search Capture Index Administer Report

v [.] Everlast Softvare, LLC

B ﬁclient Participation
BRI e
OE Cut - Ctrl+X

;i ﬁ] Delete - Ctrl+D

P ﬁ‘ Import - Ctrl+I

»__F  NewFolder - Ctrl+N

» B¢ Export- ctrl+E
Search Inside - Ctrl+S
Check Out
Enable History
Open in New Tab - Ctrl+T
Open in New Window - Ctrl+W
Paste - Ctrl+V
Properties - Ctrl+P
Refresh - Ctrl+R

Copy - Ctrl + C”’

Cut - Ctrl + X°

Delete — ‘Ctrl + D’

Import = ‘Ctrl + I

New Folder — ‘Ctrl + N’
Export - ‘Ctrl + E’

Search Inside - ‘Ctrl + S’
Open in New Tab — ‘Ctrl + T’
Open in New Window - ‘Ctrl + W’
Paste — ‘Ctrl + V*

Properties — ‘Ctrl + P’
Refresh — ‘Ctrl + R’

www.esimaging.com
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Keyboard Equivalents to Mouse

Both functions and navigation within ES Imaging are accessible using the keyboard instead of the
mouse. The keyboard up, down, left, right arrows and tab key are used as follows:

Pressing the keyboard up and down arrow keys navigates from one folder/file/image to another
within the tree structure.

Pressing the right arrow key on the tree structure expands the selected folder.
Pressing the left arrow key on the tree structure collapses the selected folder.

Pressing the tab key moves the focus from one area and/or button within ES Imaging. Use the
keyboard spacebar to fire the highlighted buttons or focus the highlighted tab.
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Logging In/Out

Logging In

If you cannot

Login Id:

Type in Domain Name, Login
Id, Password (using correct
case), Environment
(Production, Trial, Test, etc)
then press “Login”

[demain nzme)i(login id)

Server: M sSecure

www.esimaging.com:9443
Environment:

Production

[Tiogn | T Recetpassword | [T Cancel

remember
domain name,
login id or
password,
contact your
System
Administrator.

Resetting a Password

(domain name)\(login id)

Password:

www.esimaging.com: 9443

Environment:

[T R e —

Type in Login Id, Password,
then press “Reset Password”

New Password: %nter the new password in the

New Password and Confirm

- New Password areas, then
Confirm New Password: CIiCk “OK”

ok Cancel \,

www.esimaging.com
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Logging into an

other ES Imaging Session

Press the ES Icon in the lower left corner

To quickly toggle
from one ES
Imaging user
account to
another, use this
option.

[ Screenshots
> Lagin
» B so :gwtd Select “New Window” and follow the
File » ! . . .
it | Options “Logging In” instructions above
Help y Switch Server Connection
2
Logging Out N
Press the “X” o

= ES Imaging Client

Indax

& Search Capture

¥ | |Everlast Software, LLC

= _

Administer

Report Viewer

| Everlast Software, L...

A mEmeEEE e E we

OR press the ES Icon and
then “Logout”

Login

Logout
Options

Switch Server Connection

Select “Logout”

www.esimaging.com
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Other Settings/Options

Thumbnail Settings

Login
Logout
Options

Switch Server Connection

About

Press the ES Icon in the lower left corner Only designated
and select “Options”

users are able to

"] show Thumbnails on Folders

Thumbnail Size:

view this option

Select the appropriate size from the
drop down list or disable Thumbnails
and click “OK”

ES Imaging Software Version

=
Login
Logout
Options

Switch Server Connection

About

Select “About”

About ES Imaging

General | | Copyrights

ES IMAGING CLIENT v2.2.1
build 32
ES IMAGING SERVER v1.4.3

Copyright ©® 2009-2012 Everlast Software, LLC Al
Rights Reserved.

ES Imaging includes open source software.

4e Client and Server

\ve]sions are displayed

www.esimaging.com
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Left Navigation Tabs

One or more of the following tabs will be shown within ES Imaging, dependent upon the settings
assigned by the system administrator. The main left navigation tabs are “Search”, “Capture”,

“Index”, “Administer” and “Report”.

Search
Search tab g - s e Browse, Workflow and Search
—~ Results tabs (explained in later
sections)
¥ |_jEverlast Software, LLC
» [l Client Participation
» [ocvelopment
QEveriast Softvare, LLC Capture Queus
» B 1n Progrez=
Capture Only designated
users are able to
. imaging Client = =
Capture tab Capture  Index  Administer  Report view thls tab
1 || Monitor Enabl...
[ Encryet On Sa... The Capture Queue holds images/files
T which are scanned, imported (manual or
P b araivesdienmglngaiustarkicubie Gipiadud e automatic), captured or routed through
[) User Manuals\es_imaging_user_manual.pdf p ri ntl n g fl I es
www.esimaging.com Page 17 of 103
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v B 2012-04-22 11:44:52

Folder Type: |

MY

Document Index:

|_ES Imaging - Documentation - System )

Documentation Name:

- User Manual

8l

Date

Document Descrip... User Manual

Index
Index tab T Only designated
- ® ks users are able to
Queue: L Everlast Software, LLC Capture Queue

view this tab

Index images/files by selecting the
Folder Type and Document Index

For more information about the Administer and/or Report tabs, see the Administration Guide.

www.esimaging.com
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Right Navigation Tabs

One or more of the following tabs will be shown within ES Imaging, dependent upon the settings
assigned by the system administrator. The main right navigation tabs are “Viewer”, “Properties”

and “Security”.

Viewer

= ES Imaging Client
Capture Inde;

& Search

Viewer tab D viewe

es_imaging_feature_list.... ‘

rrrrr

v | ] Everlast Softvare, LLC
> E Client Participation

bﬁDe\'e\npment

» Q) Everlast Softvare, LLC Capture Queue L_E

> ﬁ In Progress

» [B offics Documen ts

v |_IProducts

v |_ES Imaging

»|_|Defects

¥ || Documentation

» || Architecture

> Obsolete

»_|Other

v |_System

» [l - Admin Guide

v@- ES Imaging Feature List
es_imaging_feature_list.docx

es_imaging_featura_list.pdf

>ﬁ- Imaging Concepts r

» il - Introducing ES Imaging

5 Ea € #8200

& @ [s16% - o [

Feature List

Table of Contents

Search/Browse Features

Index Features

Capture Features

Image Markup Features

Security Features

Workflow Features

Event/Trigger Features

Other Features

o o v ou B B W W

Clear, delete, save
and apply markups

Viewer  Properties  Security

es imaging quick start guide_1.p...

A BMmMEmEmE T EREEE

Y

Scale, size
(horizontal/vertical),
rotate, print and
open in new window

Navigate
from page
to page

Only designated
users are able to
view this tab

www.esimaging.com
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Properties

Viewer

Properties

Properties tab

- Quick Start Gui...

1c99f8c4-d43d-4fbe-8994-66f787bf3297

- Quick Start Guide

2011-11-28 20:00:23.932

2012-04-22 10:12:56.023

Documentation

System

Keywords

Y =1l Cuick Start Guide

View and change

System Keywords

- properties of
highlighted item(s)

Only designated
users are able to
view this tab

Security

Viewer  Properties

Security tab

Security

- ES Imaging Feature List

Administrator

Capture

Index

Products Capture

View and change User and
Group permissions of
highlighted item(s)

Only designated
users are able to
view this tab

www.esimaging.com
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Browsing for Images/Files

When browsing after importing or capturing files, it is important to refresh the tree, to observe the
latest changes. This can be accomplished by right clicking a folder and selecting “Refresh” (or use
the shortcut, ‘Ctrl + R’).

& Search Capture Index Administer Report Viewer Properties Security

. ES Imaging Marketing Pamp...
+orowse | Workflow, 3

v | | Everlast Softvare, LLC

A 2 2 & x

e Thumbnails will
appear on the right
side of screen within
the “Viewer” tab

e Click on the desired
> i Legai thumbnail image to

i TR view the image

» %9 2011-03-18-Paypal instant payment notifactio "

» [l Client Participation

» [ Oevelopment

» Q)Everlast Softvare, LLC Capture Queue
" Eln Progress

v [B office Documents

» _Banking

» L Clients

» fiiif Income

» %7 2011-11-26 - iPage control panel

» %4 2011-11-26 - iPage email

» %5 2011-11-26 - iPage server info

> 44 2011-11-26 - iPage ss|

Click on the arrow to
expand the folder

» i /ES Imaging Marketing Pamplet

& Search Capture Index Administer Report Viewer Properties Security

ES Imaging Marketing Pamp...

A =2 2 a4 &2 x B BB

+erowse | RN

v JEver\ast Software, LLC A

» @ Client Participation
» [ pevelopment

» Q) Everlast Softvare, LLC Capture Queue

» Bl Progress Scroll through
v [ office Documents in d |V|d Ual

» _|Banking .

» g Cients ] images by
» filij Income . h
>l Losa using the

il e ‘ arrows

» i 2011-03-18-Paypal HTML variables for website pal
on |

» 44 2011-03-18-Paypal instant payment notifaction (i

> “@201‘.-11-26 - iPage control panel

» %9 2011-11-26 - iPage email

» %9 2011-11-26 - iPage server info

»%§2011-11-26 - iPage ssl

» i ES Imaging Marketing Pamplet
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Viewing Workflow Items

Depending on the business needs of an organization, workflow queues might be established for those
involved with reviewing and approving certain documents/files. The workflow queues can be thought
of as an electronic “inbox”. Keywords will be associated to workflow items (by the system
administrator) to manage reviews and approvals. Once an action is taken (such as a status change)
within a workflow queue, the item will be automatically sent to the next person for review/approval
(the workflow sequence is established by the system administrator). For exceptions to the
review/approval process sequence, see “Move Workflow Item”.

Only designated
& Search Capture Index  Administer  Report Viewer  Properties  Security users are able to
~ L G 2-04-27 - Created (Lo... | VieW this tab
“ # Worldlow Workflow tab 1d a89d8aef-5b0d-4f25-8a75-5e212ed4d2a8a

v jE\'Er|EEt Softvare, LLC

LCTUCIN 012-04-27 - Created (Low)

v Products

Create Date/Time 2012-04-27 10:32:50.007

v |ES Imaging

v Defacts Last Update Time 2012-04-27 10:32:50.226

» €Y Defects- >Ended/Closed Folder Type (ST
older Type

Parent P i .

» ) Defects->Needs Testing/Review

v ouefects- >New/In Progress

»§F2012-04-16 - Crested (Low) Keywords

Y2012-04-28 - Created (Low)

§2012-04-27 - Created (Low) Date
erity

w IFnhanrements

When a folder is indexed into ES Imaging and subsequently sent through a workflow queue, a
shortcut symbol is displayed prior to the name (shown below).

Other items that are considered supporting documentation can be imported during the workflow
process. However, it is important to note that if these documents are imported into the workflow item,
they will not be retained permanently. When the workflow item is completed, the supporting
document will disappear as it is considered a temporary document.
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—

¥ | || Test Everlast Software, LLC
v | Products
v __|ES Imaging
Defacts
» ) Defects - Ended/Closed
v ) Defacts - Needs Tasting
»gF2011-11-25 - Completed (Medium)
F2011-11-29 - Completed (Medium)
Y§2012-02-13 - Reopened (Medium)
WE2012-02-21 - Completad (High)
¥ |Documentation

v System

;
v YDocumentation - Review Needed

¥ [lES Imaging Concepts

Denotes shortcut (to permanent document)

» fijl - >2012-04-25 - ES Imaging Concept:

Searching for Images/Files/Folders

Using Quick Search

"Search New

Tab” allows for
toggling between
search results

Use the quick search, when a portion of the image, file or folder name
is known. Only exact matches of the entered text will be returned, however
it can be a portion of the file or folder name. In other words, if “imaging” is
entered in the below example, the “ES Imaging Market pamphlet” folder
will be returned, along with any other files/folders containing the string “imaging”.

To search on keywords (attached during indexing) associated to an image, file or folder, see the
“Advanced Search Basics” and “Using Advanced Search” sections.

e Enter word or phrase to search on
e o Press either the magnifying glass icon (places results in
d N E search results tab) or the magnifying glass/folder icon
(places results in a newly created tab which is useful to
view multiple results simultaneously)

e Image, file or folder names that meet the search criteria will be
o/ placed in the Search Results tab which is renamed after the
www.esimaging.c search criteria
e Expand the folder until needed image is displayed within the
viewer tab (right panel)



http://www.esimaging.com/

User Manual

#Search  Capture  Index  Administer  Report

Advanced Search

Advanced Search Basics

The advanced search feature provides searching for criteria within all files or folders. The advanced
search allows for multiple complex search criteria as well as allowing the search to be saved (see the
“Saving a Custom Search” and “Accessing a Custom Search” sections). Additionally, multiple
search results can be viewed simultaneously by using the “Search New Tab ” button.

The following criteria can be used for searching:
e keywords (metadata assigned to a folder during indexing)
e text within documents that have full-text search setting (see “Capturing Document Images
into ES Imaging” and “Full-Text Search” sections)
e text within notes on an image (see “Typing Notes” and “Searching Posted Note Content”
sections)
e system keywords (for instance, “capture queue

name”, “encrypted”).

LE 1] LE 1

, “create date/time”, “checked out by

, ‘parent

When using the advanced search, an object type, field, operator and value are all needed to perform
the search. Additionally, when multiple criteria are needed a conjunction is needed as well. In order
to better understand the advanced search, the below shows the criteria in sentence form:

Search all folders (object type) where status (field) is = (operator) to pending (value)
or (conjunction) status (field) is = (operator) to created (value).
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Object Type —whether to search within a file or folder
e system administrator can select from more than files or folders

Field —what conditions or criteria is used for the search
e keywords used to index folders (documents)
e system keywords, such as:
o “text” (locate text in documents that have been through OCR processing)
o “encrypted” (locate files that have/haven’t been encrypted)
o “create date/time” (to search for a file/folder name created on/before/after the date
provided)
o “parent” (locate files/folders within a specific parent’s folder, used in combination with
other criteria)
o “hierarchy parent” (locate files/folders within a specific parent’s folder, regardless of how
many levels deep, used in combination with other criteria)

Operator — how to evaluate the field being searched

[T ] LTS

, “not =7, “like”, “not like”, “begins with”, “ends with”, “>”, “<”
o “="or“not =" (use only when a match of the entire contents should be evaluated)
o “like” or “not like” (searches for any field/attribute value that contains/doesn’t contain the
supplied search value)
o “begins with” (searches for any field/attribute value that starts with the supplied value)
o “ends with” (searches for any field/attribute value that ends with the supplied value)
o “>7, “<” (evaluates whether field/attribute is either greater or less than the supplied
value)
e Always use “like” when field/attribute is “text” (OCR)
e “like” or "not like” recommended for most searches

e “>" “<”should be used for dates and integer fields/attributes, unless exact match is needed

Value —what is the field/attribute being evaluated/compared against
e enter the string that is being searched for (for example, enter “smith”, “01/01/10”, “urgent”)
e system tags, such as %empty% (blank content), %date% (current date) — see system
administrator for a comprehensive list of system tags

Conjunction —needed if searching is based on more than one evaluation
e “And” (both conditions must be true to return the object in the search results)
e “Or” (either condition must be true to return the object in the search results)
e An unlimited number of evaluations can be added for precise searching
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Using Advanced Search

Click on the wand icon to view the
advanced search dialog window

#erowse  pultiosidion wisanchiicaliag

¥ [ Everlast Softvare, LLC
» [ client Participation

» fl Development

Object Typei | FOLDER v | Field: | Description of Problem v

Build your search criteria
and click on “Search”,
“Search New Tab” or
“Save

Matching images will be placed in a

new tab named after the search criteria
e Continue to expand the folder and view
the images/files as needed within the
viewer tab on the right

"Save” the
search for later
reuse. Saved
Searches are
preceded with an
“*” and will
appear in the
Search drop
down list (see
“"Accessing a
Saved Custom
Search”).

www.esimaging.com
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Full-Text Search

In order for entire contents of an image to be searched, the system administrator must establish the
folder with OCR Queue set to “true” when an image is captured and indexed (see “Capturing
Document Images into ES Imaging” section). If images are consistently clear, the full-text search
will enable accurate searching across all documents that have been through OCR processing.

F

Object Type: | FILE v Field: | Text v

Select “File”, “Text” to search image content.
Build your search criteria and click on
“Search”, “Search New Tab” or “Save”

Operator: like B Value: | security] Conjunction: A

e Images containing the value “security” will be placed in a
new tab named after the search criteria

e Continue to expand the folder and view the images/files as
needed within the viewer tab on the right

Everlast
‘ Software, LLC

Capture  Index  Administer  Rey

security (text)

perm:
* Enables hrarchical securfy wa propagaton to 3
subcrnate foiders

Index Features
« Dynamic ndex struchures, aows for documens o * Recards 30t nformaton of 38 actwiy (vew, updae,
be created during scanning Geete. eic..)
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Searching Posted Note Content

Sometimes images require a “posted note” to communicate or comment on a file/image. ES Imaging
provides a feature to search for a specific word within all “posted notes”.

[onmrn ) semcntowtas | | conce | | smve | o Select, “File”, “Image Markup Text” to
search the posted note content.
o Use the “like” operator and enter the
word(s) to search for.
o Select “Search”, “Search New Tab” or
“Save”

Images containing the
word “notes” within the
posted note are returned

image markup text notes
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Special Advanced Search Techniques

There may be instances where folders need to be searched for a specific name or word. Use the
“Parent Name” and “Hierarchy Parent Name” to accomplish this search. When selecting the “Parent
Name” this returns children directly within the parent selected. If the “Hierarchy Parent Name” is
selected it returns all subordinate children, whether within the first level or a lower level (another
alternative, is the browse to the parent folder, right click and select “Search Inside”, which will lock in
the parent folder within the search — see “Searching Inside”).

g T v foctes ] contncten: (400X ] Build your search criteria and click on
) — “Search”, “Search New Tab” or “Save”

e Matching Images will be placed in a
new tab named after the search criteria

e Continue to expand the folder and view
the images/files as needed within the
viewer tab on the right

To locate encrypted files, the following search should be used either alone (to search across entire
domain) or in combination with additional search criteria (such as a parent) to limit the results.

- Select “File”, “Encrypted”, “like”, “true” to
o r— N r— — return all encrypted files.
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Searching Inside

[N ES Imaging

rrrrr

To limit a search to a specific folder and subordinate items
Right click the folder
Select “Search Inside” (’Ctrl + S’)

Enter the appropriate search criteria

"% import - cul+l

New Folder - Cirl+H

v Tab - Chrl+T

www.esimaging.com
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Custom Search

Saving a Custom Search

e Seeinstructions within “Advanced Search”
e e frthe e e Press “Save”
e Enter a meaningful search description name
e Press “Save”, to save the custom search

Accessing a Saved Custom Search

semrch | Index | Adminter__Repor e Select the drop down arrow in the Search box
e : e Select the appropriate saved custom search (preceded by *)
T e Press the magnifying glass button to search

aaaaa

Click the drop down arrow in the Search box
e Select the appropriate saved custom search (preceded by *)
Right click on the down arrow, and select “Edit”

Refine the search criteria

e Click “Save”to overlay the previous search
description

e Orto create a new search type in a new search

description and press “Save”
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Deleting a Saved Custom Search

Search  Capture  Index  Administer  Report

Click the drop down arrow in the Search box
Select the appropriate saved custom search (preceded

by *)
Right click on the down arrow, and select “Delete” or

Page 32 of 103
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Search Shortcuts

Saving a Shortcut to a Saved Search

A shortcut for a saved advanced search can be created and placed on the desktop or any local or network
accessible storage device. This enables you a direct link to the search results. See “Changing or Cloning a
Saved Custom Search” (existing search) or “Using Advanced Search” (new search).

Object Type: [FILE vJ Field: me vJ
Operator: | like v | Value: é(

While setting up a new or editing an existing
Advanced Search, select “Save Shortcut”

Conjunction: v

Save Shortcut...

| Search | Search New Tab Cancel Save... S¥Je Shortcut... | |
Provide a descriptive name for the search:

— ( Adjust the descriptive name as
maging Guides
needed and select “Save”

Save Cancel

www.esimaging.com
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. - Bekiep I - Search Desktop ye) ‘

Organize v New folder = (2]

-~ -~

. Favorites W " Libraries Q Homegroup E
M Desktop g System Folder System Folder =

4 Downloads

<» Recent Places Laurie | Computer
(M % System Foider ; System Folder

- Libraries E'N fiGwork " Acer Games
., Documents | Systern Folder {g 3 Shortcut
1 r Fol T Il ]

-4 Music ' 256KB

=, Pictures Adobe Photoshop Elements 9
‘ Videos Shortcut
a 1.83KB

Select the local or network location to

1

Adobe Reader XI

Shortcut
102 vD

File name: place the shortcut and click “Save” (do
Save as type: |All Files (+2) not alter the file extension of .esimaging)

“ Hide Folders [ Save ] [ Cancel l

A message is displayed, if the save
was successful

The search shortcut was successfully saved.

ﬁ The new shortcut is now available, either locally
currentesi.. ES ing (such as on desktop) or via a network share.

=] Locate and double-click on the shortcut to access
current.esi.. ES ing the saved search
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Search Capture Index Administer Report

ey perkfiongy <= maging (name)

v [ Everlast Softvare, LLC The search results tab will be displayed (a logon
b B softvare Backup prompt will display, if not already logged onto ES
TﬁDFFice Documents |mag|ng)

L J _ﬁrMistellaneous
‘!’L.,Misl:ellaneous Document f
es imaging action types.txt
25 imaging event types.txt
¥ [} CNET Publisher Services-2012-07-13
es imaging submission to upload.com_1.png
L J a Capture Queues
ToEverlast Software, LLC Capture Queue
L J g 2013-05-01 13:42:22
es imaging client iocs mobile app store webpag
L J g 2013-04-21 09:57 146
ES_Imaging_Client.mobileprovision
‘!’__"F?rodulj's

T_'.ES Imaging

‘!’__"Marl-ceting
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Viewing Images/Files

Scaling the Image

Search  Index  Administer  Report Viewer  Properties  Security

e Place cursor on triangle
e Click and slide arrow to
adjust size

¥ [ Everlast Madic:

b Evarlst Me,
v @ estionts

v & ooe, 10

Patient Information Sheet (Please Prirt) =
Date:
Patient’s name:

(Last neme) (Furst nome) (Date of Brth)
¥ [l Doctor Vit - 20051001 Address
- (Street) (Apt) City) (State) Zip Coge)
Page 1
L= Phone numbers
[ Page 2 (Home) Wer) =

Social Security Number
Employer (if

How did you hear about the dlinic.
If this is an Auto Injury or Workman's Comp STOP HERE. See the front desk for the appropriate forms.

Is this visit for a different type of injury? Specity and give the date of inury)
Name of patient's spouse if applicable:

Names of family members who are patients here if applicable

» | Immunization Release-2007-03-17

» s Investigation Consent-2003-02-04
» & Harrison, Mike

Doctor Visit - 2009-10-01->Pags 1

» & vargas.Jennifer

Policy Holder of Insurance for the patient if a minor/family member OR Policy Information if you
are self-insured: Please provide your card to the front desk

(Lest name) (First neme) (Poley Holders 0:0B)
Relationship to the patient (if not yourself)
Address

Sizing the Image

= = | o (Click on the horizontal icon, to
p—— size the image to the panel
¥ [ Everlast Med Wldth

Overtaat Information Sheet (Please Print) =
»Everlas

v [l Pstients 1 i i i fient's name:
) e Click on the vertical icon to size lent am

ast nams) First name) (Dste of Bty
H H Address.
v oo the file to th | height
E: e Tle 1o e panel hel Sty e e Sater 2o Cose
u Phone numbers
[)poez ome) o) can
» [l immunzation Relesse-2007-02-17 Sochl Securty Number

Employer (if

How did you hear about the dlinic:
> & Harrison.Mike If this is an Auto Injury o Workman's Comp STOP HERE. See the front desk for the appropriate forms.
» & Vargas.Jennifer Is this wisit for a different type of injury? Specity and give the date of injury)

Name of patient's spouse if appiicable:

Names of family members who are patients here if applicable

» & Investigation Consent-2009-02-04 Doctor Visit - 2009-10-01->Bags 1

Policy Holder of Insurance for the patient if a minor/family member OR Policy Information if you
are self-insured: Please provide your card to the front desk

(Lost name) (First nome) (Poley Holders DOB)
Relationship to the patient (if not yourself)
Address
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Rotating the Image

e i memme f=2 - Click on the rotation icon until
p———— the desired effect is achieved. _
v B Evetast Hodical, Inc This rotates the document 90 fion Sheet B

» ) Everlast Medical, Inc. Capture Que: /
v [ patients d h t | 1 k d
8 egrees eacn time clickead. me:
Doe, John (Last pame) (First neme) (Date of Bith)
¥ []] Doctor Visit - 2009-10-01
= / (stee) Ap) (city) (State) (2ip Cooe)
L e numbers
[Pagez / (Home) (Work) (Colly
» 1] Immunization Release-2007-03-17 Social Security Number. -
b & Investigation Consent-2009-02-04 Employer (I Doctor Visie - 2009-10-01->Page 1
“ How did you hear about the dlinic
> & Hamison,ike If this is an Auto Injury o Workman's Comp STOP HERE. See the front desk for the appropriate forms.
» X vargss.dennifer Is this visit for a different type of injury? (Specity and give the date of injury)

Name of palient's spouse If appiicable
Names of family members who are patients here if applicable:

Policy Holder of Insurance for the patient if a minor/family member OR Policy Information if you
are self-insured: Please provide your card to the front desk

[Lest name) (First name) {Policy Holders DOB)
Relationship to the patient (if not yourself)
Address:

Printing the Image

Search  Index  Administer  Report

Click on the printer icon,
R ——— select the appropriate criteria

¥ || Everlast Medical, Inc.

vt e, i Ceptore e and then press “Print” = §

v [l Pstients
v & Doe. John / (Last name) (First neme) (Date of Birth)
¥ [5]] Doctor Visit - 2008-10-01
- / strest) Apt) (City) (State) Zip Cooe)
L]ma=1 Surmbers
JPagez / (Home) (Work) (Celly
» || Immunization Release-2007-03-17 al Security Number. -
o Employer (if "
> & invesigaton Consant-2003-02-04 Enpijer (1 splcatie: __ otor Ve~ 2005-10-01> e ¢
jow did you hear about the linic:
> & Harrison.Mike If this is an Auto Injury o Workman's Comp STOP HERE. See the front desk for the appropriate forms.
» & Vargas.Jennifer Is this wisit for a different type of injury? Specity and give the date of injury)

Name of patient's spouse If apphcable
Names of family members who are patients here if applicable

Policy Holder of Insurance for the patient if a minor/family member OR Policy Information if you
are self-insured: Please provide your card to the front desk

{Last name) {First name) (Pokcy Holders 0OB)
Relationship to the patient (if not yourself)
Address
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Opening in Separate Window

Search | Index

Click on the window icon to view the
e il image in a separate window (allows

¥ [ Everlsst Medicsl, Inc.

. . . 5 et (Plsase Print
roamme e e el - SimMultaneous viewing of images)
v @ eotients
v & ooe, 1ohn (Last neme) (First name) (Dste of Bith)
w [ Doctor visit - 2009-10-01
Stieet) Apty ciy) (State) (@p Code)
Peget A& umbers
[ rage 2 (Home) Work) Colly
B tmmunization Rel Social Security Number
> 7 Investigation Consent-2009-02-04 Erpery D sansoell
“ How did you hear about the dlinic
> & Harisen Miks If this is an Auto Injury or Workman's Comp STOP HERE. See the front desk for the appropriate forms.
» & vargas.Jennifer 15 this wisit for a different type of injuny? Specity and give the date of injury)
Name of patient's spouse if appiicable
Names of family members who are patients here if applicable
Policy Holder of Insurance for the patient if a minor/family member OR Policy Information if you
are self-insured: Please provide your card to the front desk
(Lest name) (First neme (Poicy Holders DOB
Relationship to the patient {if not yourself)
Address:
Doctor Visit - 2009-10-01->Page 1 x Viewar  Properties  Security

— B (2B [E] &)%) B)E (@] =]

Patient Information Sheet

Other image(s)
can be viewed
Py et e e ity o O Bl ot £ simultaneously

are salfnsurad: Flssss Yo ca 1 i ant cask

ES Medical
corda 0 following

Pt e,

== @ o Immunization Release-2007-0:

Image shows in the new window
(multiple images can be opened
simultaneously). New window can
be moved or resized as needed

card 1o th el s
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Scrolling the Images

Security

Click on the up or down
B icon to scroll through
YuEverlaslMedlta\,lnt‘ .
» {3 Everlast Medical, Inc. Capturs Queus the Imag es /

Search  Index  Administer  Report

(Please Print) =

v [l ratients
v & Do, John s e /  (Fistnome) (Date of Bt
¥ ]| Doctor Visit - 2003-10-01 Address: /
= (Street) Ap) / (city) (State) (2ip Cooe)
paget Phone numbers /
Page 2 (Home) (Work) (Celly
Ly reoe Use the up/down

» | Immunization Release-2007-03-17 Social Security Number

&b Investigation Consent-2008-02-04 arrows on keyb 0 ard E:\S‘:‘V:;:‘C e —— Doctor Visit - 2009-10-01->Page 1

» & Harrison. Mike If this is an Auto Injury or Workman's Comp STOP HERE. See the front desk for the appropriate forms.

» & Vargas,Jennifer to SCro I I th rou g h th e I this visit for a aifferent type of Injury? (Speclty and give the date of inury)

Name of patient's spouse if appiicable

Names of family members who are patients here if applicable

images ,

Policy Holder of Insurance for the patient if a minor/family member OR Policy Information if you
are self-insured: Please provide your card to the front desk

{Lest name) {First name) (Policy Helders DOB)
Relationship to the patient (if not yourself)
Address:
Adjusting View Panel Size
Saearch Index Administer Report Viewer Properties Security

erowee |

v || Everlast Medical, Inc.

Patient Information Sheet (Please Print) =
» Q) Everlast Medical, Inc. Capturs Queus Date:
v @ potiznts Patient’s name:
v & poe, (Las! neme) {First neme) (Date of Burth)
Docte . Address:
Place cursor on vertical S i = Y

LB Phone numbers

. line between panels until S S o

» [7] tmm|

oy . Employer (if
e the crosshair appears
you hear about the clinic:
» ‘ Harriso If this is an Auto Injury or Workman's Comp STOP HERE. See the front desk for the appropriate forms.
Is this visit for a different type of Injury? Specity and give the date of injury)

Click and drag vertical Nime ofpallents spouee T appcatie

. . . . . Names of family members who are patients here if applicable:
line until desired width is r

Policy Holder of Insurance for the patient if a minor/family member OR Policy Information if you

achieved are sl imsured: s st ot ot fon sk

(Last name) (First neme) (Poley Helders DOB)
Relationship to the patient (if not yourseif)
Address:

Doctor Visit - 2009-10-01->Page 1

b & Varges,
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Viewing Notes Posted on Images/Files

& Search Capture Index Administer Report Viewer Properties Security

*es imaging quick start guide_2.png
+erowse i SSSntEa

» B office Documents L=

v Products

v| ES Imaging

Defects

- Demo Guide

Documentation

v

Architecture - - -
Using this Guide

This guide is meant to give you a sampling of the functionality within ES Imaging with a minimal
investment of time. It contains a short list of ES Imaging functions, including indexing, searching and
marking up an image(s). Let's get started! Not sure what to try? We will help you!

Obsolete
Other

4 ¥y v v

System

» il - admin Guide

y@- ES Imaging Festure List

Step 1 - UnderstaniNng the General Structure

» il - 1ntroducing ES Imaging

tree structure and dual panels to provide an intuitive user interface and r
s are used to easily navigate from page to page.

ES Imaging uses a fa
expertience. Tabs and

Click on the note
icon (pencil) to view
the note

¥ il - Quick Start Guide
¥ [l - Obsolets

a= imaging quick start guida_1.png (Search, Index, Administer, Reports, Viewer, Properties, Security)

ng ~li~ an the triangle to expand the main folder
¢ _personnel” folder, expand to view the image below
ab) #° e right correspond to the highlighted item on the left panel

es imaging quick start guide_2.png

es imaging quick start guide_3.png

es imaging quick start guide_4.png

S R TR
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Viewing Files within the External Viewer

Some files are proprietary and can only be viewed within certain software. ES Imaging provides for
opening these files in an external window (outside of ES Imaging) to accommodate this need. This
feature works inconsistently based upon the browser used (Internet Explorer, Chrome, Firefox, etc).

For best results, use this feature from the ES Imaging Air application (client version) instead of the
browser-based version.

L @ e e e

.| “Click here to view externally” message

| will be displayed, if external viewer is
required for the image. Or alternatively,
right click on the highlighted image and
select “Open in New Window”’

www.esimaging.com
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InformedConsentDocument[1] [Compatibility Mode] - Mic

h e
Hume[ Insert  Pagelayout  References  Mailings  Review  View
L
53 Copy

Paste
- Format Painter
Clipboard =

| Times New Roman -

| @AFind~

AaBbCcl AaBbCcl 4aBhCeDdl  AaBbCeDl |AaBb0cI, AaBbCcL AaBbCc AaBb( AaBbCcl b Repiace
%

1 Caption

Change
Styles~ | g Setect -
Styles )| Editing

THeading1 THeading2 THeading3 | THormal |1Ho Spaci.. Heading4 Title Subtitle

ES Medical, Inc.
Specialist Oncology Service
ES Oncology Centre

INFORMED CONSENT DOCUMENT FOR CANCER THERAPY

(Name of patient or guardian / next of kin)
onfirm that T have discussed the proposed treament and the following topics described helow. These discussions involved

Si n c e th iS i m ag e undersigned members of the clinical team involvedin my care / the care of.
WaS | m p 0 rted pIC SIGNED ( by person who discussed with patient)
into ES Imaging

aims oftherapy

as a .doc file, MS e
. v berelevant:

Word is opened N

when viewing

. [ve been given the following information sheets. ...
|| externally

DATE

Inthelight ofthese discussions, Tagree to undergo the course of RADIOTHERAPY/CHEMOTHERAPY/HORMONE THERAPY/
RADIONUCLIDE THERAPY asdiscussed in the treatment plan_

SIGNED ( patient/guardiant)..............c.ocrvueeees

N DAteu.vereassnesssssen i snssss s ssr s st ssb s e

3
OR | THIS PATIENT HAS GIVEN CONSENT TO TREATMENT IN A CLINICAL TRIAL AND ALL OF THE
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Marking Up Images/Files

Using Image Markup Tools

All image markup tools are available within the viewer panel by using two different options. Simply
right click on the image and the markup tools are shown. There is also a “Context Menu” icon which

provides a right-click alternative for Mac users.

Image Markups

&Search | Capture | Index  Administer = Report iewer

» [@ office Documents

v [ |Products
v &S Imaging
»|_|Defects
v |_|Documen tation
» [ Architecture
) Documentation->Needs Review
»[_Obsolete
Other

System

efault-568h@2x.png

f:
Default-Landscape.png
i

fault-Landscape@2x.png

Context
Menu Icon

Highlight
Freehand
Fan

Blotter
Posted Note

are not exported
with an exported
image unless
""'Save Flattened
Image” is
selected (not
available for

0w | poOsted notes).

Color

Clear Unsaved Marl
Clear Selected Markups
Delete All Markups
Save Markups

Save Flattened Image

ups

To retain Image Markups, the image markups must be saved before navigating elsewhere.

Protecting Confidential Information

”

See “"Encrypting
to protect an
entire document

Search  Index  Administer  Report

e Click on Context Menu or right click on
image and select “Redaction”

o Left click in the upper left of the area to be
hidden and continue to depress the left
mouse button, while dragging the cursor to
the lower right area

o Select “Save Markups” from the Context
Menu (or by right clicking on the image)

image.

(Date of Birth)

(State) (Zip Code)

frear about the dlinic

it for a different type of injury? (Specity and give the date of inury)

'Auto Injury or Workman's Comp STOP HERE. See the front desk for the Image Ma rkups

/i patient's spouse if appiicable

of family members who are patients here if applicable.

will be lost if
"Save Markups”
is not selected.

www.esimaging.com
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Highlighting Information

Search  Index  Administer  Report Viewer  Properties  Security

Browss  pcchiealtny|

v [ Everlast Medical, Inc. . " "
Patient Information Sheet (Please Print)

» M Everlast Medical, Inc, Capture Queus

Date:
Patient i
M Patient's name:
¥ & Doe, John (Lost name) (Firs! name) (Date of Birthy
v [ ] Doctor Visit - 2003-10-01 Address

(Street) (Apt) (City) (State) @ip Code)

Phone numbers:

(Home) (Work) (Cel)
EEEEE 2007-03-17 Social Security Nurnber
Employer (if applicable) Qocupation
Consen t-2008-02-04
How did you hear about the dlinic:
If this is an Auto Injury er Workman's Comp STOP HERE. See the front desk for the iate forms.

Is this visit for a different type of injury? (Specify and give the date of injury)
Name of patient's spouse if applicable:
\tn'\es of family members who are patients here if applicable

. - - Holder of Insurance for the patient if a minor/family member OR Policy Information if you
° Cl ic k on CO n text Men U or ri g ht c I ic k on insured: Please provide your card to the front desk
g a o \ (Last name) (First neme: (Policy Holders DOB)
image and select “Highlight” et et :
o Left click in the upper left of the area to be “”\ E—

hidden and continue to depress the left i o P e i

: _ )
mouse button, while dragging the cursor to  — Groupramber
the lower right area o= e

° Select “SaVe Markups” from the CO ntext u{::::ancegali:yinlarmation: llai‘pal\'::D:,p:EI:si:I:;deyculEardlulhe
Menu (or by right clicking on the image)

foroe: G ruter Image Markups
will be lost if
"'Save Markups”
is not selected.
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Notes

Writing Notes

1 e Click on Context Menu or right click on image and
H select “Freehana” —
e Left click and continue to depress while writing
no te S /  Gstoome (Date of Bithy
e Select “Save Markups” from the Context Menu (or by // e o——
right clicking on the image) // S
i II e I
> & var i | ‘:;:::f ,ﬁiﬂ\: (Soscty ana give the date of nury)
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Typing Notes

Ac

e Click on Context Menu or right
click on image and select
“Posted Note”

S J ! ml Image Markups
will be lost if
“"Save Markups” is
not selected.

This is a test

e Type the note into the window’s

text box and click “OK” \:7 :/
e Select “Save Markups” from the T
Context Menu (or by right "Posted Note”
clicking on the image) R DInnnnny Content is
; w<| searchable (see
N —— “"Search Posted
o — Note Content”).

|

Editing Typed Notes

Ferw ey W e ’----"-D"

Note changes will

| |

r Click on the note icon (pencil) be lost if "Save
e The note will open and changes can be made Markups” is not
e If desired, the X and Y coordinates can be % selected.
adjusted to reposition the posted note icon f—rt
o Select “OK” when complete | v
e Select “Save Markups” from the Context Menu Y
(or by right clicking on the image) er

( 0l ¥ 100 ¥: 264

ok Canceal |
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Overlays

Adding a Text Overlay

A text overlay can be used to add textual content to a file/image. This addition can also be saved as
a permanent part of the image/file, by using the “Save Flattened Image” function.

Note changes will
be lost if "Save
Markups” is not
selected.

Accessl ng Document . ciick on Context Menu or right click on
image/file and select “Text Overlay”
Click on the location of the image where
the text is to be placed (upper left
corner of text area)

Type the text to be added to the image
and click “OK”

If adjustments needed, click on the text
and alter the x and y coordinates

Select “Save Markups” from the Context
Menu (or by right clicking on the image)

June 1, 2012

LN
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Adding an Image Overlay

Option 1 (importing a network image)

Performance
Report.doc

Incident

| Favorites
- Report.doc

B Desktop

12 Downloads

_
¢ Click on Context Menu or right click on

image/file and select “Image Overlay”
e Click on the location of the image where

of text area)

and click “Open”
o Select “Save Markups” from the Context
Menu (or by right clicking on the image)

File name:

— w1

“

<« .~\
LR \N)

the image is to be placed (upper left corner

e Select the image to be added to the image

L

X 110

Scale Width: | 1

AA R

Réfer;al éheét.doc -

Form.doc

Note changes will

_ be lost if "Save

gf,\‘g*{‘a Markups” is not
selected.

es imaging logo
big retnad.png

IE Web

Browser.jpg X
v Al Files ¢ v -

’ Open |V] [ Cancel ]
—

=

Scale Height: |1

e To adjust the size and location
click on added image

¢ Make x/y and scale adjustments
as needed

\ e Select “Save Markups” from the

Context Menu (or by right
clicking on the image)

\ 4
L Ok J [ Cancel J
> v __ \
P 8 The newly added scaled image

logo is shown in the upper left
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Option 2 (using copy/paste with an image from within ES Imaging)

L Logos
Default-568h@2x.png
Default-Landscape.png

Default-Landscape@2x.png

Default-Portrait.png e Locate the image to be added
Default-Portrait@2x.png Copy - Ctrl+C e Select “Copy” from the Context Menu
Default.png Cut - Ctrl+X (or by right clicking on the image)

Delete - Ctrl+D

Default@2x.png
es imaging logo big ipad.png Excport - Ctrl+E
Save As
es imaging loego big retna.png
Save Shortcut As
es imaging logo big retnad.png
Launch With External Viewer - Ctrl
es imaging logo big.pn
sina fes 8-png Stream Launch With External Viev

= ITELTE [EEERTE Download With Web Browser

T .

ES Imaging Demo Handout.jpg

Crag Toaol
) e Open the image that requires an image overlay

¢ Right click on the location where the image should
be placed and select “Paste”

Select Tool
Crop Tool
Redaction
Highlight

Freehand
Fan

Blotter

Posted Note Click on the

Text Overlay image to make
adjustments to
location or scale

Image Owverlay

LIN<

To save the pasted image, either select “Save
Markups” from the Context Menu (or right click on the
image) or select “Save Flattened Image” (to make the
overlay a permanent part of the image)

AR
A

+ 4 Accessi
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Using Special Effect Tools \

Search  Index  Administer  Report Viewer | Properties|

e Click on Context Menu or right click on image and
select “Fan” or “Blotter”

e Left click in the area to begin the special effect

e Continue to depress the left mouse button, while
dragging the cursor to the complete the effect

e Select “Save Markups” from the Context Menu (or by
right clicking on the image)
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Clearing Markups

Clearing Unsaved Markups

right click on image and select “Clear Unsaved

| Click on the eraser icon, the Context menu or
I Markups” to remove the latest unsaved markups

Clearing All Markups

If Image Markups
have been
flattened into the
image, then they

= th
v & poe, John Le o) {First name) (Date} Canno e
¥ | ‘| Doctor Visit - 2009-10-01 /
o ey ot T erey F Cleared_

Search  Index  Admimister  Report Viewer

= Click on the “X”icon to remove all markups
L (whether previously saved or not)

bl h’
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Clearing Selected Markups

#Search  Capture  Index  Administer  Report Viewer  Properties  Security

Click on Context Menu or
right click on image and

MBS *+ Beoin (r

v [ ]| Test 10

= AR e
Drag Tool

¥ B Human Resources Select Toc!
s 5 Redaction
v g personnel select “Select Tool Mighiht
12
v fL Harper, Sarah R Freehand INNEL ACTION
v | ! Personnel Employment Fan
v [ Bagin Employment-2009-01-01 PART A - Requesting Office comple:.  oua: 32, 33, 36, and 39;}

1. Actiona Raquastad j2. Mequest Number

__]Page 1 Posted Note

a " Begin Employment 1234
¥ i, Long:. Betl 3. Tor Additioral Information Gall (arelind Talealors M 4. Froponad Ffieciive Bmn
v [ Parsonnal Employmant Joan Harris (2371 HE-8934 Color » 01/01/09
> Begin Employment-2008-03-01 E. Action Raquested Dy [Typed Nume, Tile, SGraiure, ond i m Autherized by (Typad Name, This, Signature, and Concumence Date)
v B Lovder,Henry Michael Lutz, CIO Clear Unsaved Markups  jbeLh Cochran, CRO
" personnal Employment Clear Selected Markups
PART B - For Preparation of SF 50 (Use onfy ¢1  Delete All Markups 2-1. Show all dates in month-day-year order.)
[ Begin Employment-2006-12-06 1. Nane il ast, First, Middiel Save Markups il Security Number 3. Date of Birth J4. Etfective Date

Harper, Sarah A

CmeT AnTION OES REROND ARTION If Image Markups
have been
flattened into the
image, then they
cannot be
cleared.

& Search Capture Index Administer Report Viewer Properties

Bremse ) & Begin (personnel transaction), 2006-06-01 (trans...

v [ |Testi0 Drag Tool

+ Select Tool

v [B Human Res

@t o Click on all markups that B
T rechan NNEL AGTION
Vi should be cleared (selected Feehne
v . Slotter 32, 33, 36, and 39,/ -
markups will change color) 2 Femt e

- ® Click on Context Menu or right WV T R
8 click on image k- S, o
= o Select “Clear Selected

A Autharized by (Typed Name, Tile, Signature, and Concumence Date]
Clear Unsaved Markups beLth Cochran, CED

Clear Salected Markups

0 (Use onfy 60 pajcre Al Markups 2-1. Skow alf dates in month-day-year order.)
> s . | Security Nomber 3. Date of Birth . Effective Date
Markups | sevevekw-  NENEEEEEEN | o1/20/63 | 03/01/09
A SECOND ACTION .

e Click on Context Menu or right /
click on image ~{ec- |- e A
e Select “Save Markups” ' . o [B oge tr

I-I‘ FHOO0 it

BA. codels—a Naturs of Action

umber TE. TO: Postion e and Numbar
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Saving a Flattened Image

In order to make image markups a permanent part of the image, the “Save Flattened
Image” function must be used. When exporting an image outside of ES Imaging,
these markups can be viewed after using this function. Please note that all image
markups except “Posted Note” can be flattened into an image.

ES Imaging Demo Handout.p... |

s (BT S E T O
Select Tool
Crop Tool
Redaction

Highlight

Freehand

Fan

Acces - ;uments/Images

Posted Note

Text Overlay

Color »

Clear Unsaved Markups -

Clear Selected Markups

Click on Context Menu Or XX oeiete Al arkups x

right click on image and 2 :a:““dl [ 7a N .

ave attene: mage | :
select “Save Flattened w'—- ( n -
Image” : Smart

-~
I ‘ Client Fhane Web Browser
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Image/File Management

Copying/Pasting Shortcuts are

available for

..... | Secer some of these
options. Simply
press the two
designated keys
simultaneously.

rrrrr

Right click on the file/folder to be
copied then left click on “Copy”
e Or click on the file/folder and

Delste - Chrl+D

2= Import - Ctrl+T

press Ctrl and C simultaneously

> @ tlinois oy Foldar - Cirlén
F @ New Y Export - Cul+E

Search Inzsids - Ctrl+5

Open in New Tab - CEl+T

2 Legal
3 5an Diega Capturs Queus
¥ @ colorada
YEL Copy - cultc
1 Cut - Chrl+X
*|  Delete - Cl+D
»@ U mport - Cerl+1

»@ ey Hew Folder - Ctrl+n

Right click on the destination folder then
left click on “Paste”

e Orclick on the destination folder and press
Ctrl and V simultaneously
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Cutting/Pasting

Right click on the file/folder to be copied then
left click on “Cut”

Or click on the file/folder and press Ctrl and X
simultaneously

rrrrr

) 5an Diego Capturs Queue
v @ colorado

¥ i D

Right click on the destination folder then left click
on “Paste”

e Or click on the destination folder and press Ctrl

and V simultaneously
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Deleting

WARNING!
Deleting a folder
permanently
removes ALL
subordinate files,
folders and

[ ES Imaging

¥ || Legal Files

it Archive

v @ california

¥ it San Diego

Right click on the file/folder to be deleted then left click
on “Delete”

e Or click on the file/folder and press Ctrl and D

simultaneously

¥ Enninearnn

Copy - CHl+C
O

»et e

Cut - Ctrl+x

Delete - Crl+D.
. Osa Impart - Ctrl+T
» @ coloradd

New Folder - Ctrl+N
> @ 1llinoi= Export - Ctri4E
> @ nevYork  Search mnsids - Ctri<s

Open in New Tab - Ctrl+T
Gpen in New Window - Ctrl+w
Paste - Ctrl+V

Properties - Ctrl+P

Rafrash - Ctrl+R

T e OOTYewEW

t to delete 1 object(s)? C||Ck on ‘yes ”, to
proceed with delete
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Importing Directly

[N ES Imaging

Search  Capture  Index  Administer  Report Viewer  Properties  Security

Proves uicahicsle|

¥ [] Legal Files

v @ california

¥ it 5an Diego

e Right click on the destination folder then left

Dalete - Ctrl+D

click on “Import”
e Or click on the destination folder and press Ctrl
and | simultaneously

&S Impart - ctrlsl

@ ey Folder - cirl+n

» @ Export - ChISE
Search Inside - Ctrl+5

Open in NewTab - Ctrl+T

Open in New Window - Cerl+w
Pasta - Ctrl+V
Proparties - Cirl+P

Rafresh - Ctrl+R

Search  Capture  Index  Administer  Report Viewer  Properties  Security

| Engineering

Browse | SearchResults | Select file o upload by appyEveriastsofewarcAir vt S

v [l Lagal Files Lookin: [}, Demo Samples | e EerEr

» fint Archive -
- = Name Date modified  Type Size Tags
v @ california e Bt
N ” B Customer Prospect Priority Matrix
v i San Diego Eetael i ippest Len
= ppeal Letter
3 Ergineiog || (5] FOLA Request Letter .
> Legal Desidop ] FQIA Request with Fee Waiver ° Select the file to be
€Y San Diego Capture Queus = = House Blueprint
> @ colorado \ ] Litigation Hold Letter I
> @ tlinais Ouner EZ)Monthly Sales Report Im po rted
> @ nev vorke A T Performance Appraisal R 111 7
@i \Ei]anazyActrAppaal of Refusal to Am) (] CI IC k on Open to
K ] Privacy Act - Denial of Access Appeall
"

- B4 Privacy Act - Request for Access Letter
Network ) Privacy Act - Request to Amend Record...
[8) Sales Development Process Model

import

Fie name: [ |
=

Files of type: [ Fies )
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Exporting

To save a file/image to either a local or network location with the folder hierarchy within ES
Imaging, the “Export” function can be used. If the folder hierarchy is not needed, see “Save As”.

(o

Copy - Ctrl+C

et IR Right click on the file/folder to be
@ vt exported then left click on “Export”

e Or click on the file/folder and press Ctrl

Search Inside - Ctrl+s

Open in Hew Tab - Cirl+T
ow - Chrl+W

and E simultaneously WARNING! Image

Markups are not
retained within
exported
images/files

= unless "Save

P e e e e e Flattened Image”

s e o st o oo AR = = Iessswsesnnn Option is used

Lok n: |}, Dema Sampies - « ®BerEr g
_ = : prior to export.
e = MName Datemodified  Type Size Tags,
- . ';; ] Customer Prospect Priority Matrix
v Tf:” Di=go S TS ) FOIA Appeal Letter
>“.‘. Egh==icy g ! ¥ FOLA Request Letter . 2
» ¥ Legal Deskiop V] FOIA Request with Fee Waiver L NaVlgate tO the a.pp ro p Il a.te
) 3an Diego Capture Queue s "I House Blueprint . . n
» @ colorado L0 i) Litigation Hold Letter dest|nat|0n folder and CIle
> @ Llinois S B2 Monthly Sales Report
> @ Newr York .\. 2 Performance Appraisal Type: Mi I
Crrersy ) Privacy Act - Appeal of Refusal to Am| Size: 300 KB to se eCt
_ {#]Privacy Act - Denial of Access Appeal | 22te modified) . i“ il
:" &) Privacy Act - Request for Access Letter o CI IC k Export
Network ) Privacy Act - Request to Amend Record...
[ 53les Development Process Model
File name [ =l
Fies of type [ArFies 9 =]
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Save As

To save a file/image to either a local or network location without the folder hierarchy within ES
Imaging, the “Save As” function can be used. See “Export” if the folder hierarchy is necessary.

¥ | |Products
¥ | |ES Im=aging
|  Defects
¥|_|Documentation

¥ | Architecture

QDo:umentation-}Needs Review

»[ |Obsolet| Copy- Ctrl+C

[l Other Cut - Ctrl+X
v jSystem| Delete-crliD Highlight the file/image to be
vizoos TP ciE saved, right click and select
In “Save As”

Save Shortcut As

D ' Launch With External Wiewsr - Ctrl+L
[ = ﬂ 2Nt

Organize ~ New folder g ~ 9
- & - i
i Favorites I " Libraries Homegroup |§|
B Desktop » System Folder Q System Folder o

4 Downloads E

=» Recent Places Laurie | Computer
% System Folder System Folder

- Libraries Y Network _“4” Acer Games

.. Documents | - .‘;. % Shortcut

System Folder L oy
-4 Music & 256 kB

&=, Pictures Adobe Photoshop Elements 9
B videos Shortcut
2 1.83 KB

Adobe Reader XI
Shortcut

Navigate to the appropriate local or network

e reme location, make adjustments to the file name (if
Save as type: IA" Files (*%) needed) and click “Save”
“ Hide Folders [ Save J l Cancel l
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Save Shortcut

To create a direct link to a file or image from a local (for instance, the desktop) or network location,
the “Save Shortcut” function can be used.

¥ | |Products
¥ | |ES Im=aging
h_'DeFe:fj
‘!'_'Dm:umentation

> _'Arl:hite cture

oDocumentation-bNeeds Review

h-_'Dbsolet Copy - Ctrl+C
»| |Other Cut - Ctrl+¥
Delete - Ctrl+D

L J _ System

vigiaoos PO CUE Highlight the file/image, right
Save As click and select “Save
Save Shortcut As Shortcut”

In

D ' Launch With External Viewer - Ctrl+L
[ ﬁ 2hadd

Search Desktop

Organize ~ New folder = - Q‘
v Favorites I " Libraries Homegroup |§|
B Desktop g System Folder Q System Folder B

4 Downloads E

=» Recent Places ) Laurie | Computer
% System Folder System Folder

il Libraries Y RO, "4 Acer Games
2, Documents | _ /p ™ Shortcut
System Folder =y
-4 Music W 256KB
2~ Pictures Adobe Photoshop Elements 9 Adobe Reader X1
" Videos Shortcut Shortent
) | - 183 KB Navigate to the appropriate local or network

location, make adjustments to the file name (do
not change the .esimaging file extension) and
click “Save”

FENEL=Af maging_concepts.pdf.esimaging

Save as type: IAII Files (*.%)

«' Hide Folders [ Save ]l Cancel l
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Moving Workflow Items

From time to time, an item in the workflow will not follow the normal process established by the
system administrator. For instance, an extra review/approval step is required due to an unusual
circumstance. In order to provide for this exception, the “Move Workflow Item” can be utilized to
send the item to a pre-defined workflow queue that is outside of the normal approval sequence. This
can be used in conjunction with “Assign Check Out”, if needed.

A ™<= (vorkow te..

v [ Everlast Softvare, LLC
v [ Products
v __|ES Imaging
v | Defects
» ) Defects->Ended/Closed
» ) Defects->Neads Testing/Review
» ) Defects->Nev/In Progress

v __ Enhancements

» ) Enhancements->Ended/Closed

» ) Enhancements->Needs Testina/R aviaw
Copy - Ctrl+C

v ) Enhancements->New/In Pro
Cut - Ctrl+X

e Right click on the item to be moved
e Select “Move Workflow Item”

|/ 2012-04-07 - Created
. Move Workflow Item
-04-07 -

[ 2012-04-07 - Created T

) 2012-04-13 - Created Tmport - Gt

Destination Workflow Queue:

( %)

Documentation->Needs Review

Enhancements->Ended/Closed

Enhancements->Needs Testing/Review

Enhancements->New/In Progress

Select the appropriate queue where the item
should be routed

Management Review

s wake it possible to search on t%
Click on “OK”

Cra atli‘
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Check In/Out

Check Out

This feature can be used to ensure others do not edit properties while changes are in process, which
prevents changes being inadvertently overlaid. However, the check out still allows others to view the
file/folder (if authorized).

% Search  Capture Index  Administer  Report

*erowse o lorko e R

v [ Everlast Software, LLC

» ﬁcapture Queues

> ﬁchent Participation

» [ D=velopment

» [ 1n Prograss

» [ office Documents

v Products

v __|ES Imaging

Copy - Ctrl+C
Cut - Chrl+x
Delete - Chrl+D
Import - Crl+I
Mew Folder - Ctrl+N

» [ softs  Export - Ctrl+E

Semreh Inside - Cuite Right click on the file/folder to be checked out then

Check Out

Enable History left click on “Check Out”

Open in New Tab - Ctrl+T

& Search Capture Index Administer Report Viewaer Properties Security

*- ES Imaging Feature L...

erowse  pigriione mSsanchisming

» [l Client Participation +

84728111 1c64-44a2-b750-ff6467c476e0

- ES Imaging Feature List

» [l pevelopment

» [ 1n Progress

[ ucr'r'ice Documents Last Update Time 2012-04-22 10:12;40.351

2012-04-22 09:50:03.601

L Products *Folder Type Documentation

¥ __|ES Imaging

System

» | Defects

¥ __|Documentation Yl john.dos|

» | Architecture Keywords

> Obsolate . B . .

[ Othar Checked Out items are designated with a checkmark prior to
v System

their name
e See “Checked Out By” to determine who has the folder
currently checked out (see Properties tab, as shown above)

» i~ Admin Guide
v ﬁ]»f- ES Imaging Feature List
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Check In

& Search Viewer Properties Security

*- ES Imaging Feature List

+erowse  ioiim SSSEhESEN

¥ | | Everlast Software, LLC -

647a811f-1c64-44a2-b750-ff6467c476=0

- ES Imaging Feature List
» [B client Participation

2012-04-22 09:50:03.601
» [l pevelopment

w1 Progress [ECREEEIER NN ©012-04-28 18:40:28.702

» B office Documents AL Pl Documantation

v Products
Parent (ST
¥|_ ES Imaging

> Defacts Checked COut By  [EhRIN[E]

¥ | Documentation Keywords
> Obsolete
Copy - Ctrl+C Document Descrip... |EiiEiig
»|_|Other Cut - Ctrl+X
v | System Delete - Ctrl+D

[ @- Admin Guide Import - Ctrl+1 R 4
stem Keywords
/8 imaging  MNew Folder - Cirlsn ¥

Export - Chrl<E ure Queue

» il - 1ntroducing E

N Right click on the file/folder to be checked in then
> - Technical Spa oo L0

= . . | enableHistory left click on “Check In”

Checked Out By

+ Search Capture Index Administer Report Viewer Properties Security

-~
A 2 B
+erowse o o e R e

A= Everlast Software, LLC -
» E Capture Queues
» [B Client Participstion

2012-04-20 - Feature List

J- I 547a811f-1c64-44a2-b750-ff6467c47 60

Name 2012-04-20 - Feature List
Create Date/Time 2012-04-22 09:50:03
bEDe:—elcpment Last Update Time 2012-05-01 19:11:10

[ 2 E Email Folder Type Documentation

Within the “Browse” tab, click on the file/folder that I System
is checked out then select the “Properties” tab to CLull 2 files, O folders
view who has the file checked out and who Pty R
assigned the check out also Ecioned 5y [ILIRTE
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Assign Check Out

With appropriate permissions, a file/folder can be checked out to another user. This might be useful if
the file/folder was checked out, but not currently available (for instance, employee is out sick or on
vacation).

¥ | | Documentation
» | Architecture
Q Documentstion->MNeeds Review
|  Obsclete
> |OtH Copy - Ctrl+C
¥|  Sys Cut - Ctrl+X
'ﬁ Deleta - Ctrl+D
> ﬁ Import - Chrl+I
. ﬁ MNew Faolder - Ctrl+N
Export - Ctrl+E

>
ﬁ Search Inside - Ctrl+5 /I
> i

Check Out Right click on the file/folder to be checked out then
left click on “Assign Check Out”

> ﬁ Assign Check Out
- &

User to assign the check out to:

Click the drop down arrow, select the

l]nhnDne i .
appropriate user and click “OK”

Ok J | Cancel J A

L
™
-
-
1

Success

A window is displayed showing the
assignment was successful

The check out assignment was successful.
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Document History (Audit Trail)

Enable History

This option provides an audit trail of changes made to the keywords which is specifically helpful
during workflow approvals. Additionally, property changes to a folder are also tracked with this
feature. By setting the “Enable History” option, changes made to keywords can be viewed within
the “View History” option (shown below).

& Search

v [ Everlast Softvare, LLC
» [l Client Participation
» [l pevelopment
» Eln Progress
» [l Offic= Documents
A Products
¥ ES Imaaing
v|_|Defart=
Copy - Ctrl+C
) '
Cut - Ctrl+X
»>
© Delete - Ctrl+D
) Impaort - Ctrl+1
FLIP2 New Folder - Ctrl+n

»_|Enl  Export - Ctrl+E

»| ESPrg Check Out

» [B softvmrs | Enable History

s erowse  pltiogke itk i

> Ma Search Inside - Ctrl+5

Viewer  Properties  Security

2012-04-19 - Completed (Low)

71266d64-3d0c-4391-37c6-a90e58a59bf5

2012-04-19 - Completed (Low)

2012-04-19 19:38:42.421

Last Update Time 2012-04-22 13:05:55.117

Folder Type Defect

Parent Defects->Needs Testing/Review

Keywords

[EICW 2012-04-15

Defe v

Descriptic WM If creating 2 new enhancement, and it's workflow item flag is set to 'true’ immediately on 'new, a rule
won't fire that checks the 'previous workflow item’ flag as false. I've since updated the rule in production
to just do it when 'workflow item' equals true, and that fixes the problem. BUT, I need to test it out on
the test ES domain with the old rule and fix the actual bug as to why it wouldn't fire anymore. I think it

Right click o the appropriate folder then left click
on “Enable History”

View History

v [ |Defacts

» € Defects->Ended/Closec
v ) Defects->Neads Testin|
F2012-04-19 - Comp

Y 2012-04-22 - Comp
*@2012-04-26 - Comg

¥ 2012-04-26 - Comp

4 2012-04-26 - Comp

> 2012-04-26 - Compg
@ 2012-04-26 - Comp

W 2012-04-27 - Canng

Copy - Ctrl+C

Cut - Chrl+x

Move Workflow Item
Delete - Ctrl+D
Import - Ctrl<I

Hew Folder - Ctrl<n

Export - Ctrl+E

Search Inside - Ctrl+5
Chack Out

Disable History

Right click on the appropriate folder then left click
on “View History”

View History
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Save performed by darrell.fortae at null.

D iption: 1 ki d value(s) hanged: B -
“Defect Complete Date” changed from ** to "2012-04-22" The history of changes to keywords is
Save performed by darrell.fortae at 2012-04-22 13:05:55.132. dlsplayed CIICk “OK” to eXit'

Description: 1 keyword value(s) were changed:
“Defect Complete Date” changed from *" to “2012-04-22"

Disable History

& Search

sorowie  uerkfiowe wench Resuitay

» [l client Participation -

» [l pevelopment
[l 1 Progress
» [B offics Documents
v [ Products
¥|_|ES Imaging
v| | Defects
» €Y Defects->Ended/Closed
v 3 Defects->Nead  Copy - Crl+C

G 2012-04-1 Cut - Ctrl+X

2010-0a-00  Move Workflow Ttem
Delste - Ctrl+D

§2012-04-2 elete - Ctr

Import - Ctrl+1
W zo12-04-2
New Folder - Ctrl+N

W zo12-04-2
Export - Ctrl+E

»Fzoiz0sz Search Inside - Ctrl+5

ﬁ:zt::z;‘jz ek ot Right click on the appropriate folder then left click
: on “Disable History”
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Encryption of Files/Images

Encrypting

The only way to protect confidential information under every circumstance is the “Encrypt” feature.
This feature allows the user to assign a password to an image(s). Use extreme caution when
assigning and entering the password, since the image is not retrievable if the password is
forgotten. Please note that only files can be encrypted and this feature will not work for folders.

Encryption can also be done when scanning into ES Imaging to ensure an extra level of security (see
“Scanning Documents”).

—
i, WARNING!
v Somumarasen Passwords for
» @ DocumentationHieads Revien Encrypted images
o are
v ,;i:m Gomr Gtz unrecoverable. If
sy e : : : forgotten, the
.@,m‘: poen eHeE e Rightclick on the file/folder to be image will not be
-y Encypt encrypted then left click on retrievable.
“Encrypt”

See "Protecting

Please provide the password to encrypt the file. COnflden t’al
— ; : Information” to
xxxxx Type in a password and confirm pal .
_ s redact portions of
Confirm Password: press OK .
[ an image.

e A message will be displayed reflect
encryption

WARNING: The file will be permanently lost if you forget the passwor

I ok J | cancel |

An image that has been encrypted cannot be viewed without entering the appropriate password.
However, if the same password is used for encrypted images, the password only needs to be
provided one time per ES Imaging session. Providing a password to view an image is temporary
and is different from the “Decrypt” function, which permanently removes encryption.
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Decrypting

Decrypting an image permanently removes the password protection of the image. It is basically an
“‘undo” of encryption and a password will no longer be required to view the image.

& Search  Capture  Index  Administer  Report Viewer  Properties  Security

il o af & x @ & BH

ersonnel Employmeant
Begin Employment-2009-01-01
L]Page 1
e Wi Extarnal iavar Right click on the file/folder to be decrypted
e e e - T then left click on “Decrypt”
Open in New Window - Ctrl+W
Properties - Ctrl+P

Type in a password and press
“OK”

A message will be displayed
reflecting successful
decryption
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Versioning

Creating New Version (via Launch with External Viewer)

When images and files require updates, sometimes it is necessary to retain the previous state of the
image/file. The “Create New Version” provides this functionality. There are two methods to create
a new version of an image/image as shown below.

The First Method to Create a New Version (updating a file via ES Imaging “Launch With External
Viewer”)

CLR = —————

» [l oevelopment =
'Et” Progress
» [l Office Documants
v Products
¥ ES Imaging
> Defects
¥|_|Documentation
» [ Architecture
» [ ]Obsolete
» [ Other
¥ | |System
> il - Admin Guide
> il - B 1maging :m::‘;;:-::tctrl—c
» il - 1ntreducing ut - il
P Quikstert o cuiso
> TenE S port - cul+ Right click on the file to be updated then left
il - User Manual  Launch with Extarnal Viewer . . .
Y20tz 0428 Enerpr click on “Launch with External Viewer”
| Jimaging_cd  Create New Version

imaging_concepts_E04DCSBE-C470-9A33-A058-00462253B943 doc [Compatibility Mode] - Microsoft Word

Page Layout References Mailings Review View

Arial -1z - ||A AT|[Z]E

E &2l 7| AsBbCeDe AaBbCeDe | AaBbCel | AaBbC AaBb( AaBh¢

|B I U -abe x, x Aa~| %~ A~ | - B TMormal T Mo Spaci.. | Headingl | Heading 2 Title Subtit

Font ] T Styles

1|§ I S N R - R R T R A .

Make changes within the
file and click the “Save”
button. Return to ES
Imaging.

Before you begin to explore documentimaging system options, it is helpful to have a
basic understanding of some of the imaging industry terms and concepts. This
documentis meant to provide just that.

Let's start with what document imaging actually means. Documentimagingisthe
process of making paper documents available to individuals in an electronic format. A

documentimaaina svstem provides a secure means to organize documents for easy
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The file namad 'imaging_concepts.doc' has changed. Do you want to save the changes?

(2) Save a New Version

Select “Save a New Version” and click
“Save 1

() Replace the Current Varsion

Provide a descriptive tag for the new version: Type |n a meaningful deSCI’iption Of the

pevemen updates and click “OK”
ok | p

The new version is shown and the description is
appended after the name in parenthesis. The previous
versions can be viewed by clicking on the arrow.

» [ - User Manual
v 1 2012-04-28 - Imaging Concepts
3 imaging_concepts.doc (New Version )

imaging_concepts.pdf
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Create a New Version (via Importing Existing File from network location)

The Second Method to Create a New Version (updating a file via ES Imaging “Importing Existing
File from Network Location”)

» [ - ES Imaging Festure List

» jiji- Introducing
» [ - Quick Start
> ﬁ- Technical §|
> () - User Manui
v (i) 2012-04-28
» l_] imaging_t

Copy - Ctrl+C

Right click on the file to be updated then left
click on “Create New Version”

Cut - Ctrl+X

Delete - Ctrl+D

Export = Ctrl+E
Launch With External Viewer
Encrypt

Create New Version

Provide a descriptive tag for the new version:

New Varsion - Mathod 2

— Type in a meaningful description of the updates and click “OK”

ok

, Lookin: [ Desktop ~| e @erEr P
|
H = Name Size Type Date modified E
<
Recent Places 1 ~Ser Manual 4-29-12.docx C Budget.xlsx
: Microsoft Office Word Docu.. 1 ! 1rcm oft Office Excel Work.
|| 16 2K
Desktop deskto ini DVD Decrypter M
F « on Settings Shortcut
i 43 (@B} 175 KB =
Owner DVD Shrink 3.2 ESImage Capture ‘
Shortcut Shortcut
i& 83 202 KB
Computer = Google Chrome
' ESImagingClient.exe @ | shortcut
- o [ 1.99 KB %
< . . . ”y
Network i Hanson Engineering Resume Imaging Concepts SeleCt the flle tO |mport th en C||Ck Open
(=)= #3.docx. (] 1 4-29-12doc
File name: I \J Open I
Flesoftype:  [Al Fles () = Concsl |

» [l user Manual
¥ [Gl2012-04-28 -
» imaging_cc
imaging_ee
workflow and |
»| |Enhancements
> Marketing

» __|ES Process Engine

Saarch Inside - Ctrl+S

Chack Out

Enabla History

Open in New Tab = Ctrl=T
Open in New Window = Ctrl=w
Paste = Ctrl+V

Properties = Ctrl+p

Refrash - Ctrl+R

Click on the parent folder then click “Refresh”

» |imaging_concepts.doc (New Version - Method 2)

I ¥ 52012-04-23 - Imaging Concepts

imaging_concepts.pdf

The new version is shown and the description is
appended after the name in parenthesis. The previous
versions can be viewed by clicking on the arrow.
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Replacing Selected Version (via Launch with External Viewer)

If it is not necessary to retain the previous state of the document/image, this feature can be used.
Just like “Creating a New Version”, there are two methods to creating a new version of a

document/image as previously shown. The process is the similar for replacing a new version of a file

as shown below.

The First Method to Replacing a Selected Version (updating a file via ES Imaging “Launch With

External Viewer”)

FLR " —————

» [l Development
» [l Progress
» [ Office Documents
A Products
¥|__ES Imaging
»| |Defacts
¥ Documentation

Architecture

Other

>
» | |Obsclete
>l
v

System

> il - Admin Guide

il - ES Imaging Femkusa Lin

il - 1ntroducing
» il - Quick Start ¢
il - Technical 5p
> il - user Manual
¥ i 2012-04-28 -

| | imaging_cc

Copy - Ctrl+C
Cut - Chrl+X
Delete - Ctrl+D

Export - Ctrl+E

Launch With External Viewer

Encrypt

Create New Version

The file named 'imaging_concepts.dec’ has changed. Do you want to save the changes?

() S=ve = New Version

(=) Replace the Current Version

Select “Replace the Opened Version” and
click “Save”

N

Save

» [l - user Manual
\J @2012-03-28 - Imaging Concepts
imaging_concepts.doc

imaging_concepts.pdf

Right click on the file to be updated then left
click on “Launch with External Viewer”

The newly updated version is shown and the file has
been replaced. The properties tab will reflect the
updated date/time of the replaced file.
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Replacing a Selected Version (via Importing Existing File from network location)

The Second Method to Replacing a Selected Version (updating a file via ES Imaging “Importing
Existing File from network location”).

s srowse | iaiion

» [l 1n Progress
» [l office Documents
¥ | Products

¥ __|ES Imaging

» || Defects

¥ |__|Documentation
» [ Architecture

»|  Obsolete

»|_ Other

¥|_ System

» il - Admin Guide

;ﬁ- ES Imaging Feature List

» fiji- Introducing ES Imaging

> ﬁ Quick Start Guide Copy - Ctrl+C
» [l - Technical Specificatio]|  Cut - Ctrl+x
» il - User Manual Delete - Ctr+D

¥ [§§2012-04-28 - Imaging ~ EXPOTt" Crl+E

‘ ]im:ging_mnuph.d Launch With External Viewer

Encrypt
imaging_concepts.p

Right click on the file to be updated then left
click on “Replace Selected Version”

Create New Version
viorkflow and events.dc
Replace Current Version
» | |Enhancements

D Select () o uplosd by pprEverastSottuarcarsnt | NN ==

Lookin: | BB Desktop ~| e mekEr
k= Name Size Type Date modified =
s
A ‘g — Google Chrome
iz HOCoTS: FIoces ESImagingClient.exe @ | Shortcut
[ i

Select the file to import then click “Open”

Hanson Engineering Resume [ = Imaging Concepts
I #3.docx (] 4] li50c
o Viicrosoft Office Word Doct Microsoft Office Word 97 -

il
0 lrfanVlew == | Lennox_Hearth_t GHC GRD-..
* :p- \dobe Acrobat Document ‘
Ay = 4 |2

- L:benas Full Text. doc MetaFrame Presentation
Compuber @ )7 @ | Serverlog ln
‘. AW Internet Shortcut
-
SC Vacation s Services
flawokc LS Compauson docx Ui, Shortcut
V |ﬂ"‘;‘-:u:n s
File name: llmagung Concepts 4-29-12.doc z‘ Open
Files of type: [ Fies ) ~| Cancel

» fill - user Manual

The newly updated version is shown and the file has
been replaced. The properties tab will reflect the
updated date/time of the replaced file.

¥ ﬁzmz—m—zs - Imaging Concepts
["|imaging_concepts.doc

imaging_concepts.pdf

www.esimaging.com Page 73 of 103



http://www.esimaging.com/

User Manual

Deleting a Previous Version

sorowse NN

» @l pevelopment

» [l 1n Progress
» [ Office Documants
v|  Products
v ES Imaging
> Defects
T Documentation
»> Architecture
» | Obsclete
»| | Other
v System
» il - Admin Guide
;ﬁ- ES Imaging Feature List
> ﬁl Introducing ES Imaging  Copy - Ctrl+C
» il - Quick Start Guide Cut - Ctrl+X
[l - Technical Specification Delete - Ctrl+D
» fifl- User Manual Export - Cr+E
¥ [ 2012-04-28 - Imaging Launch With External Viewer
v | |imaging_concepts.doc Encrypt
Create New Version
» | |imaging_concepts.
Replacs Current Version

i ts.pdf
imaging_concepts.p charle Ot

sorowse |

» B oevelopment
» [l 1 Progress
= ioff-ce Documents
¥ | Products
¥ __|ES Imaging
- Defects
v | |Documentation
» | Architecture
> | Obsolete
»|  Other
¥ | System
» i} - Admin Guide
» [l - ES Imaging Feature List
[S ﬁ Introducing ES Imaging
> ﬁ Quick Start Guide
> ﬁ Technical Specification
b il - User Manual
v ﬁzmz—m—za - Imaging Concepts
imaging_concepts.doc

imaging_concepts.pdf

To view previous
versions of an
image/file
expand the folder
and click on the
appropriate
image/file.

Right click on the version to be removed
then left click on “Delete”

After selecting “OK” to the delete prompt,
the version is removed and the original file
is displayed
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Viewing Properties

e Right click on the desired file/folder
then left click on “Properties”

e Or click on the file/folder and press
Ctrl and P simultaneously

- A
ES Imaging.png Properties

1d  10edcas3-2a96-472d-8365-6452826329b3

Name ES Imaging.png

Create Date/Time | 2011-11-28 20:00:26.948

Last Update Time | Unknown

Fila Type | image/png

The properties of the selected
file/folder are displayed (Name, create

date/time, last update date/time, type,
keywords, etc.)

Parent | Logos

Size | 12877 bytes

Delete |

[ Js 1maging.png
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Download with Web Browser

This function can be used for a variety of purposes, dependent upon the browser’s ability to support
various file types. One use might be to locate the sound file, right click and select “Download with
Web Browser”.

Stream Launch with External Viewer

The “Stream Launch with External Viewer” function can be used to play sound or video files, such as
.mp3 or .wmv files (a media player with streaming capabilities must be installed on the client machine
to utilize this function). The sound or video file begins playing before the file is fully downloaded
(preventing a delay in response). Simply, locate the sound or video file, right click and select
“Stream Launch with External Viewer”. See “Download with Web Browser” for a possible
alternative method.
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Refreshing

[ ES Imaging

Search  Capture  Index  Administer  Report

Right click on the desired file/folder then Refresh is needed
left click on “Refresh” at times when a

e Or click on the file/folder and press Ctrl change has been

and R simultaneously made, but is not

yet reflected
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Scanning and Importing

Capturing Document Images into ES Imaging

ES Imaging software supports a variety of ways to load document images that require indexing.
Capturing a document can be achieved with three different methods;

1) Scanning an image (see “Scanning Documents”)

2) Mass import (see “Automatic Import of Electronic Files”)

3) Individual document import (see “Importing Electronic Files” and “Enhanced Importing
Electronic Files?”)

Some document images require the ability to search on every word within the image. This
functionality is known as full-text searching. The administrator will set this functionality (with OCR
gueue set to true) when creating the folder. Upon scanning/indexing any document or importing pdf
documents, images that are indexed or placed within a folder set appropriately by the administrator,
will automatically have the entire contents searchable (see “Full-Text Search?”).

The following sections describe the necessary steps to accomplish all of the above methods.
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Scanning Documents

Search  Capture  Index  Administer  Report Viewer  Properties  Security

2l EHER. =) | | Monitor Enabl...

E-NAS BEN-NAE

|| Encrypt On Sa...

From the Capture tab, click the output/capture settings icon

Queue: —SELECT-—
Document Folder Type: | Unknown
Loglin Id:
es\aurie hayward V| Auto Crop Imag
Password: Auto Crop Thresl 1
ot e Select the appropriate Capture
Capture Interface I n terfac e
WIA - 2 i
e e Software will determine the most
pestszeforthe wes efficient Output Image Format
Mazdmum Color Format i
unimited during the capture process
= e Select the appropriate Maximum
Color Format
Click “Save”
Saearch Capture Index Administer Report Viewer Properties Sacurity
= 'NR=N = || Monitor Enabl...
& Click the select a device icon

|| Encrypt On Sa..

Queus: —SELECT— - |

Document Folder Type: | Unknown v |

8 Select Device

e Choose the “Device” (see

Which device do you want to use? . .
“Select Device” window

> Lﬂ Lﬂ Lﬂ ‘ﬂ above)
HP Deskjet USB CF USB M5 USB SD USB SM
F4100 Reader Reader Reader Reader ° CI I c k on “O K Ll w I t h I n th e
“Select Device” window
Manufacturer:  Hewlett-Packard ‘ Properties |
Description: HP Deskjet F4100

OK | Cancel
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Search

Index

Capture

Administer

Properties

Viewer

Security

L& | @ X || = onitor Enabled
s 8] Click the device settings icon
[ Encryst On Seve
Queus: [ —sELECT— HP Deskjet F4100 Properties
Document Folder Type: (Runknoen General |Everrts |CD|Dr Management
P Merinchestty oot ko
Scanner Status
Status: Devios Ready  OnPot. A \Usbscan e The scanner settings window
Opticl escton: 2400:2400 0P (see above) for the selected
Diagnostios scanner will be displayed
e Make necessary adjustments to
the settings (see the scanner’s
settings for instructions
To encrypt the
oK — document(s)
upon uploading
to the server,
click “"Encrypt on
Save”.
Search & Capture Index Admini: port
| 3% | = Load the document(s) into the scanner
s B’ & e Click obtain images (scan) icon (this begins the scanning process)

L_| Encrypt On Save

Once scan is completed, it will be displayed in the capture window

Search & Capture
L B (%X | =
E=NN BN

Index

L_| Encrypt On Save

Queue:

| Ewverlast Software, LLJ

| Moniter Enabled

Administer Report

e Select the appropriate Queue and Document Folder Type
e Optionally, type in a Batch Name for the file(s) to be
saved (otherwise date/time is used).

Document Folder Type:

Batch Name:

|| ES Document ImagesiComputer Service Bil

Unknown

Yodatetimeds

o Highlight the document to be captured into ES Imaging

e Click “Save”to upload the file(s)limage(s) to the
designated Queue

e Continue with indexing the document (see “Indexing”

section)
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Importing Electronic Files

Click on the “Capture” tab
Click on the “Import” icon (open door with arrow)

[ Search | Capture | Index | Administer | Report Viewer L Properties __Security

&l ] X Monitor Enabled

& (B9 (B Lookin: | g Desktop j « @ of @y
.1 Enervet On & = Name - Date modified
Queue: Everlast Software, LLC Capture Queue v ~p # DivX Movies 12/23/2011 6:09 PM

ocument Folder e nknown v R tPl
o t Folder Type: ( Unla ecentrlaces . ES Image Capture 12/23/2011 7:00 PM

] = e5_imaging_user_manual 11/284011 9:42 PM
Desktop & Fall & Autumn Rose Petals
o #\Free Easy Burner
> # Google Chrome . =
Ubraries 2011 ogistcs Resume Select the file(s)to be imported
Ay B pdf view issue 5 » 2
Corpuar ProcessMonitor T—— CI | C k O n Open
. & Properties Pop Up Window .
@ TCPView | Date modified: 4/7/2
Network @ test htm!

AAAAAAAAAAAAAAAAAA

File name [

Files oftype: [AiFiles ()

Search & Capture  Index  Administer  Report

The selected file(s) will be displayed

e Select the appropriate Queue and Document Folder Type

e Highlight the file(s) to be saved

e Optionally, type in a Batch Name for the file(s) to be
saved inside (otherwise date/time is used).

Click on the “Save”icon

Continue with indexing the file (see “Indexing” Section)

al = X ) | [ Monitor Enabled

&) (B8R

Encrypt On Save

Everlast Software, LLC Capture Queue

cument Folder Type: | Defect

_| Desktop\pdf view issue. pg

www.esimaging.com Page 81 of 103



http://www.esimaging.com/

User Manual

Enhanced Importing Electronic Files using the ES Image Capture Application

(Windows operating system only - Not available for Mac and Linux users)

: < i
1-Zip b LR.LS. OCR Registration

Home | Insert  Pog | p4Desk(Registered) + | @ Internet Bxplorer
4 cut caipy | AdDeskPro v |[&] Microsoft Office PowerPoint Viewer 2003
~—1 23 Copy |, Accessories v | &8 Microsoft Works Task Launcher [rBbCCDC
P romstrainter | B | |, Acer Empowering Technolagy » | @) Virtual Earth o spad...
Clipboard ] | AcerSystem v |[E] vZAccess Manager
|| AVGFree90 » |3 Windows Calendar —
|, BlueVoda Website Builder » |E=) Windows Contacts :
| Catalyst Control Center » | Windows Defender
| Catalyst Install Manager v B Windows DVD Maker
| EasyApps » |88 Windows Live Messenger Download
eSabiv2 v | (31 Windows Mail
- I71 7
Everlast Software 48 Disable ES Image Printer Driver Clipboard Monitor (] Select AII Programs from the
| Extras and Upgrades J 0 ES Image Capture
J Games » ] ESImage Printer Driver Clipboard Monitor Wl n d oWwSs Start b utton
|, Google Chrome » |Bh ESImage Printer Diivet File Systerm Monitar |
|, Google Desktop » @8 ESImage Printer DriverFite System Processor———t CI 3 k 171 S ftW 12
| Guild Wars » &} ESImage Printer Driver Launcher Settings L4 |C EverIaSt O are
HP » 4 ESImage Printer Driver Settings a
. 173 7
| Wfanview + ® ESImage Printer Driver User Manul e Click “ES lmage Capture
|, iTunes » (& Uninstall ES Image Capture 1
. Lexmark 2500 Series » & Uninstall ES Image Printer Driver
| Maintenance s
|| Microsoft Office 3 anual
e — | Microsoft Silverlight ,
| Microsoft Works v
[()1 HPSolution Center | || NTIBackup NOW!4.7 v
M |, NTICD & DVD-Maker7 »
PokerStars s
Ji Palm button
1 Windows Update I PartyPoker >
| Pokerstars ,
fa Programs | QuickTime » fate sca
- | RegCure v
&b, Documents |\ B sfar ,
agl ES Image Capture sl - o] (5.
Settings
Capture Gueue:
Personnel Capture @ =
DooumertFlder e e Select the appropriate Capture
Consutart -
- Q yp
f “ 7
o Click “Import
[ S:‘:; SD;'\Es — ] [ Capiure ] = Drop A =
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ol Open

() [ = Demosamples2 = [42 ][ Searcn

o]

Wy Organize = 238 Views ~ [ Mew Folder

Name Date modified  Type
] FOIA Appeal Letter - Sample 1
THIFOIA Appeal Letter - Sample 1

Favorite Links

IE) Documents

(% Recently Changed
[Ra| FOIA Appeal Letter - Sample 1

% Recent Places ] FOLA Appeal L

Type: PNG Image

Mere » () FOIA Request Li-Dimeasions- 2448 x 3423
Folders ~ | EH)FOIA Request L-5ize 131 K8
Coltin » | E)Request for Access Letter - Sample 1
dfortae | Request for Access Letter - Sample 2
drivers A
DRV
Everlast Software - Doc Mgmt Site
Backgrounds

Demo Samples
Demo Samples 2

Narimentatinn =

File name: FOIA Appeal Letter - Sample 1

e Select the file(s) to be imported into ES
Imaging
e Click on “Open”

7/

u ESImage Capture /

Settings
Processing complete.

=

e A message will display and the selected file will

e Click on the pages (left panel) to be imported into

display in the window

ES Imaging
Click on “Save”

Document Folder Type:
Consultant v

Refresh

4.l ESImage Capture

Settings

1fies have been saved into the ‘Personnel Capture Queus' capturs queus.

~~ A message will display when the save is complete
/ and the file is available within the selected

Capture Queue
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Index  Administer  Report

Queus: | Personnel | Capture Queue

> JL7/1/2010 8143 AM
» Jh7/1/2010 9:02 AM
» fL7/1/2010 5:23 AM
»(Jun 15, 2010 9:11:36 PM

Login to “ES Imaging”

Click on the “Index” tab

Select the appropriate Queue

View the image within the “Viewer” tab on the right panel
Continue with indexing the file (see “Indexing” Section)

»(3un 22, 2010 8:21:21 PM
»(1un 22, 2010 8:21:42 PM
» 03 Mar 20, 2010 11:50:55 AM
> (1 Mar 30, 2010 1:22:47 PM
(] Mar 30, 2010 2:01:30 PM

» £ Mar 30, 2010 2:02:57 PM

Documant Folder Typs: | —SELECT—

Docurnent Index: | -—-SELECT—
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Automatic Importing Electronic Files

&5 ES Imaging Client - /I-. o - Ve o

Search & Capture
&l 1 ) (X
s (8] (=

|| Encrypt On Save

% ES Imaging Client '/I R ——

Search  &Capture  Index  Admini

s (8] (%) (@ Click on the “Directory Search”icon.
& | (B (&) &b selacts direcm

Encrypt On Save
Search | & Capt Index  Administ Report View: -
| =l = x [¥] Menitor Encbled |
[}
& B &) 8
ESEMMEEEREEER
|_] Encrypt on s
Queue: L Everlast Software, LLC Capture Queue v
Decument Folder Type: | Defect v

Browse For Folde =),

Directory to Monitor for Files

Security
User Manuals
White Papers.
Workflow

4 Images

Select the appropriate
folder to monitor and then
press “OK”.

ES Imaging
GlossyOrb
Tctall Linke

l

Make New Folder ]
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Page 85 of 103



http://www.esimaging.com/

User Manual

Select “Yes” if subdirectory
contents should be imported,
otherwise select “No”.

Do you also vant to monitor subdiractories?

Contents of the selected directory will display
Highlight the file(s) to import

Select the appropriate Queue and Document Folder Type
Optionally, type in a Batch Name for the file(s) to be saved
inside (otherwise date/time is used).

e Press “Save”
Continue with indexing the file(s) (see “Indexing” section)

aging Feature Evaluation.doc

aging_feature_list.docx

aging_feature_list.pdf

[1) White Papers\Table Structure Diagram.docx

() White Papers\~$_imaging_initial_setup_guide.docx

www.esimaging.com Page 86 of 103



http://www.esimaging.com/

User Manual

Removing Documents/Files from Capture Queue

Select the document(s)/file(s) (use ‘Shift” or ‘Ctrl” to highlight

() (B8] 05 multiples) to be removed from the queue for index processing
L) () and press “X”.

[) White Pa)
() White Pa)
[) White Pa)
() white Paj
[) White Papars\

[) White Papars\

[} White Papers\Table Structure Diagram.doox

_] White Papers\~$_imaging_initial_setup_guide.doox
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Indexing

Using Keywords to Index Documents

In order to fully utilize the ES Imaging search features, keywords must be associated to documents.
This provides for searching for a document with a variety of search criteria. The system administrator
establishes the keywords necessary for each type of document based on the business needs. The
keywords needed are determined by the document folder type selected.

Some document folders are established by the system administrator with Optical Character
Recognition (OCR), which allows full-text searching (see “Full-Text Search”). However, if the image
quality is poor (such as handwritten documents) or a non-typical font is used, it is crucial to ensure
that key text within the image is searchable. The contents of the “text” area can be corrected as
needed (see “Correcting OCR Document Text”).

ES Imaging has built in efficiencies for indexing, such as:
e Searching/recalling previous document keyword values, so that these are not repeatedly
entered
e Sharing keywords across several folder hierarchies (set up by the system administrator)
e Drop down lists of previously entered keyword values are also available during indexing
e Multiple documents (batch indexing) can be indexed all at once

The following sections describe the necessary steps to index a document(s).
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B (x] 2]

Queue: [ Everlast Software, LLC Capture Queue
» @ 2012-04-27 08:41106

(2](x](e]

[ Everlast Software, LLC Capture Queue
b i@ 2012-04-27 08:41:06

Quaue:

v il 2012-04-28 11:10:33
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Existing Document Folder/Index

To eliminate redundant entry of keywords during indexing, ES Imaging allows for selecting a previous
index (within the same folder path) and automatically extracts the associated keywords. This not only
saves time, but it increases the accuracy of keyword values. Please see “Existing Document
Folder/Index (within alternate folder path)” which covers another scenario.

Search Capture & Index Administer Report

(B 2| X&)

Queue: | Everlast Software, LLC Capture Queue v |

792012-04‘27 08:41:06 2
v [ 2012-04-28 11:10:33
" | Imaging Concepts.png
;;lmaging Concepts_2.png
:;Imaging Concepts_3.png

| Imaging Concepts_4.png

R Imaging Concepts_5.png

Select the appropriate Document Folder
Type and Document Index

e Required Index information (known as
keywords) necessary for the selected
document folder type and index will be

| Imaging Concepts_6.png

" | Imaging Concepts_7.png

Document Folder Type: | Documentation v

Document Index: | ES Imaging - Documentation - System v

Documentation Name:

[ -—-sELeCT— |v) 2 JLeJ )
«-SzLEC’T; v = d ISplayEd
- Admin Guide |

- ES Imaging Feature List

e Click on the drop down arrow to make a
selection (as shown to left) or click on the
Magnifying Glass icon (as shown below)

- Imaging Concepts

- Introducing ES Imaging

- Quick Start Guide EJ
K2

- Technical Specification

Indexing Search Results

v [] Everlast Softvare, LLC
v Products
v |_|ES Imaging

v Documentation

v System
fiJi - Admin Guide
j - ES Imaging Feature List

j - Imaging Concepts

- Quick Start Guide
j - Technical Specification

- User Manual

&
@
fil - Introducing ES Imaging
[
@
@

Ok | | Cancel
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Indexing Search Results

v || Everlast Softvare, LLC
v Products
v|_JES Imaging
v |_|Documentation
v | | System
- Admin Guide
- ES Imaging Feature List
- Introducing ES Imaging
- Quick Start Guide
- Technical Specification

- User Manual

LI ST

| Ok | | Cancel |

2012-04-28 - Imaging Concepts

If only one
indexed
document
currently exists,
then the
“"Indexing Search
Results” screen is
not displayed

Click on “OK”

“New Document/Folder Index”’

Previously indexed documents will be displayed
Select the appropriate location for the file/image

If appropriate folder/document is not found, use the

'@ licon (may not be available) to view other folders
that might be suitable for sharing keywords or see

Search Capture Index & Administer

1B le ] x]L2]

Queus: | Ewerlast Software, LLC Capture Queue

Report

v)

» i@ 2012-04-27 08:41:08

v jii 2012-04-28 11:10:33
Imaging Concepts.png
Imaging Concepts_2.png
Imaging Concepts_3.png
Imaging Concepts_4.png
Imaging Concepts_S.png
Imaging Concepts_6.png

Imaging Concepts_7.png

Document Folder Type: | Documentation

Use the Eraser
icon to clear a
mistaken
selection (if
multiple index
levels the
subordinate
keywords clear as
well)

/_' index information

Document Indesx:

| ES Imaging - Documentation - 5ystem/

Documentation Name:

2012-04-28 - Imaging Concepts IS

Dste 2012-04-28

Document Descrip... Imaging Concepts

e The keyword(s) are automatically filled with the correct

e A green checkmark is displayed signaling the keywords
are locked in from the selected folder/document

e Click “Save”to complete indexing

e A message that the “Save was successful” will display
across the bottom of the screen

e The document can now be searched (see “Using Advanced

Search” section) using these keywords
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Existing Document Folder/Index (within alternate folder path)

When the folder does not already exist for the selected index, but it does exist elsewhere, the ability
to share keywords is available (if the system administrator has enabled this feature). This might be
the case when there are clients located within several paths, for instance, Accounts Payable and a
Clients folder. A keyword associated to a client might be the work phone. In order to maintain this in
one place and prevent updating these keywords, the shared keywords should be used.

Notice that there is a “Client Billing”
within “Assets/Accounts Payable”
and also in “Clients/Organizations”
The “Properties” panel shows the
keywords for ATT

The following steps show how to ensure both “Organization” and “Work Phone” (as well as any
other associated keywords) can be shared when indexing.

No existing folder was found in the hierarchy, but keyword matches were foun

L 4 ..j exs trial
TﬂClients
T'J'f-n[}rganizatiuns

m * ATT

Select the “ATT” from the “Organization” drop
down list

o Click the Magnifying Glass icon

e The results will be highlighted in orange to

signify that the organization was found within
another hierarchy

Cancel
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New Document Folder/Index

If the previous steps yield no results, then the keywords will need to be entered. Once entered and
saved, this search criteria will be available for reuse by following the steps in “Existing Document

Folder/Index”.

v k| @ ESImaging

=
M v B v = v 5k Page = i) Tools

Dacument Folder Type: | Personnel Transaction

Document Index: |_Personnel Employment

Personnel File Name:

| Lowder,Henry | 2l

First Name  Henry
Last Name Lowder

SSN  233-33-32333

Bagin Employmant
Personnel Transactio

+ Payroll Dues Deduction
Prior Service

Personnel Transac...

Transaction Date

L

Search & Index Administer Report Viewer Properties Security
ENENEIES
Queus: | Personnel Capture Queue ¥ |
[Page 1
J e Stamdard Form 52
[|Pagez Rev. 7/91
Fini S, 30655, Bt REQUEST FOR PERSONNEL ACTION
PART A - Requesting Office (Also compléte Pari B, ftems 1, 7-22, 32, 33, 36, and 39.] i
1. Actions Raquosted 2. Request Nurnber
Begin Emplgyment e 1003
3. For Addirion: mmation Call (Mame and Talepframs Nurmben 4. Prapased Effrctive Date:
.Joan/, 1231) 5934 ) o 12/16/06
5. Actig By Typed Name, Titls, Signaturs, ard Requast Date) 6. Actson Authorized by (/yped Name, Tk, Signatuce, and Concumence Date)
5! . CIO Elizabeth Cochran
Document Folder Type: L Personnel Transaction M i . y . . . .
T = e If apreviously indexed document is not found (using
[ LowderHenry - 2)le] Magnifying Glass icon), then type in the appropriate values
R for each keyword
¢ Notice that the “Personnel File Name” is automatically built
with the entered “Keyword” values

PART B - For Preparation of SF 50 {Use only cedes in FPM Supplement 292-1. Show all dates in month-day-year order.}
1. Neme fLast, First, Aicolel |

3. Date of Birth

. Fifective Dote
06/01/70 12/16/06

|2. Social Security Number
er, Henry |

|
T ACTION SECOND ACTION

frie| 5-8. Nature of Action
Begin Employment

|8-A. Coce|6-B. Nature of Action

}a| 5-5. Lagal Authority

|pe| 5-F. Logal Authority

[6°C. Godo
|

6-D. Lagal Authaority

|6 Codo
]

6-F. Lagal Authonty

e Tab to the next indexing area

e Select the appropriate value (or type in the value if not found) from
the drop down list and enter the date

e Press “Save”

e A message that the “Save was successful” will display across the

bottom of the screen
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Batch Indexing

Another feature appropriate to reduce redundant entry of keywords during indexing is the “Batch
Indexing” function. This saves time and increases the accuracy of keyword values for images/files
with the same index values (or for a multi-page image).

Search  Capture & Index  Administer  Report Viewer | Properties arity

B (2] (x](2]

Queue; | P Indexas the batches of the selectad items (if files are

“—— selected, their parent batches are actuzlly indexed)
v /[ 2010-09+0=

P 1 . . -
LiRES e To apply the same keyword values to all pages within a
[yPagez
(page= folder, type or select in the appropriate values for each
[|Page 4
[yrage s keyword
j Page 6 ‘“ - 9y : .

e Press on the “Batch Indexing” icon (folder icon)
(2>l 3932 | I
Ev (7vped Nome, Tite, Signoture, and Request Datel i8. Action Authorized by (Typed Name, Titke, Signature, and Cancuerance Darel
Mid) | CIO %Elizabeth Cochrzan, CEOD
PART B - Forpparation of SF 50 (Use only codes in FPM Supp}smsnr 292-1. Show all dates in month-day- yaor order.)
" 1. Narne {Lagr, Firsz, Middie) 12. Sacial Security Numbar 3. Date of Birth Effective Date
Document Falder Type: | Personnel Transaction M e | I l 07/06/88 | 10/01/08
Document Index: L Personnel Employment M FIRST ACTION . . B SECOND ACTION
Personnel File Hame: 5-A. Code|5-B. Nature of Actior ) &-A_ Code| 6-B. Nature of Action
¢ G7 | Suspension ! L
LI P leo 5-C. Cods|5D. Logal Authorty 6-C. Code 60, Lage Amthority )
First Name Beth b
- B-E. Code|5-F. Legal Authority 6-E. Code 6-F. Legal Authority
Last Mame Long
SSN  222-22-2222 T TRONE Postion Tide ond Narmber T 10 Poscon Tie and Nurmber
Search Capture & Index Administer Report Viewer Properties Sacurity
=B (X & |
Queue: | Personnel Capture Queue v |
|EeEmE R EE
Notice that the Capture Queue is empty, since all pages
were indexed at one time
1240
rastion Call fiarne and Telaphone Number) 4. Propozad Effective Uste
(231 M- e531 | sofosos
5. Action Requested BY (Fyped Name, Tive, Signature, and fequest Date) TE. Action Autharized by (Typed Normi, Thie, Signature, sndl Cancurrence Datel
Michael Lutz, CIO jElizabeth Cochran, CEO
PART B - For Preparation of SF 50 (Use onfy codes im FPM Supplamsnl‘ 292-1. Show all dates in month-day-! YBM’ order.]
s s ey (T ———— . 1. Name fLast, Firsr, Micidle)] .2 Sacisl Security Numbar 3. Date of 8ith . Effective Date
L J Tong, Deth | 07/06/88 10/01/09
Docurment Index: L Personnel Employment ¥ FIRST ACTION B N |SECOND ACTION
B-A. Code|5-B. Nature of Actinn . 6-A. Coda| 6-B. Nature of Action
Personnel File Name:

o7 Suspension
§-C. Codel&-D. Leaal Authority |6-C. Code{ 6. Lagd Autharity

Long, Beth P |9
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Correcting OCR Document Text

In order to rely on full-text searching, there are times when scanned text needs to be corrected. The
below identifies how to do so.

* Search Captura Index Administer Report Viewer Properties Security

#Browse _tue (ocrauens) |

v []Test 10
» [ Accounting [SECN DIV 2010-10-02 21:26:57.428

(S Page 2

» [B capture Queues File Type [NIuEECU=LE]
B contracts
[ customers

45762 bytes
B Firance

v [ Human Resources SN Standard Perm sz

[ E=oin Employment-20-_-_

B eal Rev. 7/31 1

v g Personnel
= u.s. Office of Parsonne Management
» [l Harper, sarah
FPM Supp 296%. Subm 3 REOUEST FOR PERSONNEL ACTION
» 2 Long, Beth
v 2 Lovder Henry PART A - Requesting Office {Also complets Part B, [tems 1, 7-22, 32, 33, 33, and 39. )

¥ Personnel Employment 1. Actions Reguested 2. Request Number

v [ Begin Employment-20-_-_

T Locate and select the document image

» [ Begin Employment-2006-12-06

[B 1nformation Technology Joan Harris (231)--8934 12/16/06

O ti =
B operstion 5. Action Requested By {Typed Meme. Title, Srynature, and Request pete; rs. Aeudn Authorized by {Typed Name, mre,
[} Welcome To ES Imaging S@nature, eee ceneurresee ueter

* Search Capture Index Administer Report Viewer Properties Security

+erowse |

¥ [ |Test10
» B Accounting [SEEL VAN P 2010-10-03 21:26:57.428

*Name

bECapturE Queues *File Type [RINCEEA)
B contract=
[B customers

[ Eogin Employment-20-_-_

45752 bytes

e Click on the “Properties” tab . Er—
e Click on “Edit” to enable

u.s. Office of Personne Management

u pd ati n g teXt FPM Supp 296%. Subm 3 REOUEST FOR PERSOMNEL ACTION
Upd ate th e text |n error an d PART A - Requesting Office {Also complete Part B, Items 1, 7-22, 32, 33, 33, and 39. )

1. Actions Requested 2. Request Number

press “Save”

Begin Employment 1003

[\ Begin Employment-2006-12-06 2. For Additroner mtermatian cerr {Meme and Terepnerre rvumberr 4. Freeeeea erteetrve Date
8 rformation Technology Joan Harris (231)--6334 12/16/06

o] ti s e ~
[ operation 5. Action Requested By {Typed Mema. Title, Srynature, and Request pate; rs. Asudn Authorized by {Typad Hama, mre,
') welcome To ES Imaging S@nature, ees ceneurreses uater

Refresh  £dt [Cancel | Bove Delete
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Capturing Screen Shots and Printed Documents

Storing and Indexing Screen Shots and Printed Documents

Certain business needs might benefit from storing screen shots or report images within ES Imaging.
For instance, for Help Desk functions, the development of a knowledge base is extremely helpful to
document support issues and resolutions. Screen shots can be captured and documented with
keywords. Just like scanned or imported documents, these images can be indexed with keywords for
searching at a later time.

For reports that are currently generated from other software products, it might be helpful to retain an
image of the report to later easily recall using ES Imaging search functionality.

The following section describes the necessary steps to capture screen shots or route reports into an
ES Imaging capture queue and document folder type. It requires the ES Image Printer Driver
Clipboard Monitor to be installed.
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Setting Screen Shot Destination

% &

@ ESImaging Product Features [}

ES Clipboard
Monitor needs to

Home

be installed to
access this
functionality

Products > Features

Batch or
Single/Document

Application-produced

[ Products || _ sSwpor [ ___ FA@ |
Security
) )
< | | ..
\{ Availability —I tl“sablmy
Scan/Capture
L F - ~
) ML A e
% e = /‘j

Document

W Y .

C
Routinely monitored Disaster Recovery
network directory

See the ES Imaging Feature List white paper for a more p ive list of f
Availability
LB, -« Non-proprietary software allows access to any type of file

To designate the ES Imaging capture queue, click on the “ES Image Printer
Driver Clipboard Monitor” icon (if not found, select “Programs”, “Everlast

Software”, “ES Image Printer Driver Clipboard Monitor” to add the icon).

Host: Jrwwss.esimaging. com:9443

Web Service Path: llaxisp’serwces,iSturageWEbServicE
Login Id: ks\iohn.doél
Password:

I
I
Capture QUsUe! “Everlast Softwars, LLC Capture Qususs |

Docurnent Folder Type: ‘Documentation =N

ok || canceL |

Refresh

L

> EB0Ee ¢ 10:3am

Click on the “Storage” tab and
enter the appropriate Login Id,
Password, Capture Queue and
Document Folder Type.

These settings
are retained until
a change is
necessary.
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Saving Screen Shots

Wk ‘ (& ESImaging Product Features ‘ ‘

ES Clipboard
Monitor needs to
be installed to
access this
functionality

Batch or
Single/Document

Application-produced
Document

Routinely monitored
network directory

Security

& 9

Availability

F. \\\\’ﬂié'_‘g )
=
-

2

Business Continui

tIUsability

~|

Search

m;‘_l Image

Disaster Recovery

See the ES Imaging Feature List white paper for a more p

ive list of fe

Availability

al » Non-proprietary software allows access to any type of file

Printer Driver Clipboard Monitor” icon.

>

Call up the image to be captured and click on the “ES Image

1

EB0CMe F0 103am
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Products > Features

ES Clipboard Monitor Image Capture

Do you want to process the image captured to the clipboard?

CANCEL

Batch or
Single/Document

Document

Application-produced

Routinely monitored
network directory

Disaster Recovery

Click on “Ok” to import the image to the
destination capture queue designhated
within the ES Image Printer Driver
Clipboard Monitor settings (see previous
section).

Continue with indexing the image (see
“Indexing” section)

e

Home Products Support FAQ

Products > Features

(=

=5

Batch or

ES Image Printer Driver uploading 1 files to the remote storage e...
@ IZ s " S

A dialog box will appear reflecting
the status of the upload.

Capture Queue

? [ 2010 4:57:36 PM

» @ Mar 21, 2010 4:58:33 PM

v @ Mar 30, 2010 10:38:07 AM
] printed_16.png

» @ Sat Nov 7 2009 12:07:09 PM

» @ Sat Oct 3 2009 07:58:49 AM

> @ sat Oct 3 2009 08:35:23 AM

[} FOIA Appeal Letter - Sample 1.png

. € 3 - EIme———eryy

The image is placed within the capture queue
designated within the ES Image Printer Driver
Clipboard Monitor settings previously
established and placed in a folder that has
date/time of the screen capture.
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Setting Image Printer Driver Destination

File Edit View Document Tools Window Help

[5-]@ B 1/5

& ® 1%

L ﬁi:l i Find

To designate the ES Imaging capture queue, click on the “ES Image Printer
Driver File System Monitor” icon (if not found, select “Programs”, “Everlast
Software”, “ES Printer Driver File System Monitor”to add the icon).

ES Printer Driver Settings

weh Service Path:
Lagin Id:
Password:
Capture Queue:

Document Falder Type: unknown

oK

CANCEL

Click on the “Storage” tab and
enter the appropriate Login Id,
Password, Capture Queue and
Document Folder Type, then click
“Ok”.

ES Printer Driver J
needs to be
installed to
access this
functionality

SOUE® &6 ram

www.esimaging.com

Pag

These settings
are retained until
a change is
necessary.
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Routing Printed Document

B es imaging feature listpdf - Adobe Reader
Window Help

i Edit View Document Tools

VEIIEH i Find e

(=1 Open... Ctrl=0
Create Adobe PDE Online...

(& Start Meeting...
Save a Copy.. Shift+Ctrl+S
Save as Tex.
Attach to Email...
Close Cirl+W
Properties Cirl+D

Digital Editions

Shift+Ctrl+P
Ctrl+P

Print Setup.

=4 Print...

1 C\..\es_imaging_feature list.pdf
2 C\..\es_imaging_techni...specifications.pdf
3 C\.ASIR Advertisement.pdf

4 C\Users\Owner\AppDiata\...\3323-717[2].pdf
5 C:\Users\Owner\AppData\..\3323-717[1].pdf

Exit Ctri+Q

B es_imaging_feature_list.pdf - Adobe Reader

ES Printer Driver
needs to be
installed to
access this
functionality

“Print”.

Open the file to be routed to ES Imaging and select

Document Imaging System

Feature List

= @v B 1/5 8 ® 4% - ] ¢ Fina -
E 1
) A 1
| =) J
Printer -
o [E3 P = Select “ES Image Printer
Status:

HP Officejet Pro L7500 Series
Type: HP Dfficejet Pro L7A00 Series fax
anark 2600 Series

Driver”.

Lex
Fiint Rang Microsoft XPS Document Wiiter
5 7

@Al Send To OneNote 200 }*ﬁ
) Curent view i \‘
() Current page

() Pages 1-5
Al pages in range -

] Reverse pages
Page Handing

Subset,

Copies: = Calate 1
Page Sealing: | Shiink to Printable Area -

AutoRtate and Center

[T Choase Paper Source by PDF page size —

L

(] Print ta file

Units: Inches Zoom: 4%

14501) [l

aging System

Feature List
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B es_imaging feature_list.pdf - Adobe Reader
File Edit View Document Tools Window Help x

=2 At B 1 /5 &8 wr - B [

A dialog box will appear

P9

reflecting the status of

the upload When the >age Printer Driver uploading 5 files to the remote storage e... -
dialog box disappears “gagmg
the upload is complete. (&% Z

=

Document Imaging System

¢ Feature List

Search  Capture  Index  Administer  Report iewer

rrrrr

The image(s) is placed within the capture
queue designated within the ES Printer
Driver settings previously established and
placed in a folder that has date/time that
the print was done

e Continue with indexing the image (see
“Indexing” section)

> @) Mar 30, 2010 11:50:59 AM

v @) Mar 30, 2010 1:22:47 PM

) printed_22.png
_) printed_23.png
] printad_24.png

) printad_25.png

) printad_26.png
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