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WEBDOCS USER'S MANUAL

INTRODUCTION

WEBDOCS or the Web Enabled Document Conversion System is a World Wide Web (WWW)
based system that DRM Os use to upload and save scanned 1348 documents (and associated
documentation), as well as retrieve and view stored images and data.

The system has two main components. End user hardware and software located at the DRMO
and the WEBDOCS application on the DRMS Web server. Documents are scanned and stored
on the DRMO (also referred to aslocal) PC. Users upload and index the documents by key data
fields and then save the image/indexing in WEBDOCS.

WEB DOCS comesin two phases. The original phase which uploading documentsis donein an
interactive manner with the server and Release Il which is done at the user’s desktop. Releasel|
uploading isthree times as fast as the original versions. However, both versions are still
available for DRMO use.

This guide provides information about set up procedures (folder structure and naming

conventions) for the DRMO PC or LAN, directions for scanning documents using the
commercial software package, ScanApp, and WEBDOCS functions.

WEBDOCS PRODUCTION SYSTEM

The WEBDOCS production system was implemented March 16, 2000. Release Il was
implemented on January 7, 2002. The URL for the production systemis:
http://www.drms.dla.mil/web_docs/web _docs_index.html.

The production system requires aUser ID and password. Please refer to pages 21 and 36 for
instructions about obtaining a User ID and password for the system.

GENERATOR ACCESSTO WEBDOCS

Generators wishing to access the system to retrieve their own records may be given the link
above. We will publish apublic link off the main DRMS web page in Spring 2002.

JUNE 2000 (TIF)
JAN 2002 (applet) 2


http://www.drms.dla.mil/web_docs/web_docs_index.html

WEBDOCS USER'S MANUAL

SECTION 1

SECTION 2

SECTION 3

SECTION 4

SECTION 5

SECTION 6

SECTION 7

SECTION 8

JUNE 2000 (TIF)
JAN 2002 (applet)

TABLE OF CONTENTS

Page
DRMOPC SetUp.....covvvvvieiieieann, 4
DRMO PC Folder Structure................. 4
File Naming Conventions.................... 5
DRMO PC File Maintenance................ 5
Scanning Documents............c.coceevenen 6
Using WEBDOCS.............c.coo v 9
Change User Password........................ 10
Logging Out.......covvvviiiiiiiiee e e e 10
Document Upload................coveinnnnn 11
Add A Pageto Existing DTID............... 14
Image Data Retrieval.......................... 15
Advanced Retrieval................cocooenee. 17
Printing Image Files........................... 19
Downloading Image Files..................... 20
Administration Functions..................... 21
Select a Record for Delete or Edit............ 22
DeleteImage Record...............ccovveenee. 23
Edit Image Indexing.............ccccovev e 24
Replacean ImageFile........................... 25
Purging Records..........ccccovviii i iinennn, 26
Quick Start Reference Guide................... 27
Scanning Documents..............cccceeeeennen, 27
Document Upload...............coovvininnnnnn. 27
Image Data Retrieval............................ 28
Advanced Retrieval................coceienee, 28
Printinganimage..................coovinnen, 28
Deleteor Edit aRecord................cceeee. 29
Replacean ImageFile......................... 30
Annual RecordsPurge................oovevenee 30
Frequently Asked Questions................... 31



WEBDOCS USER'S MANUAL

SECTION 1 DRMO PC SET UP

This section describes the PC (or LAN) set up procedures. Release Il requires additional
software and thisinformation is contained the Release || Guide. For both versions, users must
create folders and sub-folders to temporarily hold image files. Thiswill organize image files for
quick and easy access and facilitate routine file maintenance. Each person working with
WEBDOCS must be familiar with the PC’ s fol ders/sub-fol ders organization and where scanned
filesarelocated. The directory structure below may be created on the LAN if multiple users will
be uploading documents. Again, if you are using Release I1, follow the instructions contained in
the Release |1 Guide for information on set up and creating file folders for images.

SECTION 1.1 General Information

Any PC at the DRMO with an Internet connection may be used for WEBDOCS. Uploading files
requires access to where the image files are stored. Any PC that will be used to access
WEBDOCS must have the latest version of browser software loaded. For Internet Explorer, the
version should be 5.0 or higher. Additionaly, the Java Virtual Machine (VM) must be installed.
The web address for the VM is: http://www.microsoft.com/java/vm/dl_vm40.htm

Oncein thisweb site, scroll to the bottom of the page and select the appropriate download option
(for Windows 95/98 or 2000). Depending on the browser’s security level settings, the user may
see pop-ups asking if the user trusts content from Microsoft, continue the download, and license
agreement screens. The user should accept these options (respond by clicking “yes’ or “okay” as
prompted). After the download is successful, the computer must be rebooted.

SECTION 1.2 DRMO (or Local) PC Folder Structurefor Original WEB DOCS:

Hereis a graphic representation of the folder setup we recommend:
LOCAL PC HARD DISK

(C)
WEBDOCS
( C:/WEBDOCS)
FEBO1 FEBO2 FEBO3
( C:/WEBDOCS/Feb01 ) ( C:/WEBDOCS/Feb02) ( C:/WEBDOCS/Feb03)

32001.tif 33001.tif 34001.tif
32002.tif 33002.tif 34002 .tif
32003.tif 33003.tif 34003.tif

Theloca PC (or LAN) will have afolder named WEBDOCS. Under the WEBDOCS folder,
will be a sub-folder for each day (FEBO1, FEBO2, etc). The scanned images are stored in sub-
folders by the day they are scanned. Naming convention requirements are described on the next
pagein Section 1.2.
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Section 1.2.1 How To Create The WEBDOCS Sub-Folder (local PC):

From the PC Desktop, double-click on the icon for “My Computer”.

Select the C drive by double-clicking on theicon for “(C:)”. The sub-foldersfor

drive C will display on the screen.

3. On the top menu bar, click on “File”. A drop down menu will display.

4. Move your mouse pointer to the menu choice, “New”. Another drop down menu will
display.

5. Click on“Folder”. The new folder appears with atemporary name (New Folder).

6. Type“WEBDOCS’ asthe name for the new folder, and press ENTER.

NP

Scanned images should be stored in separate sub-folders named by the specific day. The sub-
folders correspond with the date for the day’ s workload. We suggest naming sub-folders by the
calendar date. For example, all images scanned on Tuesday, Feb 1, are placed in a sub-folder
titled, “Feb01”. The documents scanned on Wednesday, Feb 2, are placed in a sub-folder titled,
“Feb02". Sub-folders are created in the same manner as the WEBDOCS folder was created.

Section 1.2.2 How To Create the Sub-Folders (local PC):

1. From the PC Desktop, double-click on theicon for “My Computer”.

2. Select the C Drive by double-clicking on theicon for “(C:)”. The sub-foldersfor
drive C will display on the screen.

3. Find the sub-folder called WEBDOCS and double-click onit.

4. At the top menu bar, click on “File”. A drop down menu will display. Move your
mouse pointer to the menu choice, “New”. Another drop down menu will display.
Click on“Folder”. The new folder appears with atemporary name (New Folder).

5. Type the name for the new folder and press ENTER.

SECTION 1.3 File Naming Conventions

We recommend using Julian Date format when naming image files. Each image must have a
unigue name. ScanApp software has an auto-increment function that automatically names each
fileindividually. Thisfunction requires a number at the end of the file name. Aslong asa
number appears at the end of the file name, ScanApp will increment each file name by one. For
example, the starting file name for documents scanned on Feb 1, 2000 is: 32001.tif. If there are
three documents in the scanner and the starting file name is 32001.tif, then when ScanApp
images the second one it will automatically name it 32002.tif, the third document will be named
32003.tif.

Section 1.4 DRMO PC File Maintenance:

When using Original WEB DOCS, scanned images are not automatically deleted from the local
PC or LAN after they are loaded to WEBDOCS. Routine files maintenance is required to
prevent the computer’s hard drive (or LAN) from filling up. The frequency at which scanned
images need to be deleted depends on DRMO volume. Larger sites may need to delete image
fileson adaily basis. Smaller sites may need to delete their images on aweekly basis. We
recommend Administrators establish specific procedures for their DRMO to clean out the old
image files on aregular basis.
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SECTION 2 SCANNING DOCUMENTS

ScanApp isthe Commercial Software Program that runs the Cannon scanner. This software
must be installed on the same PC as the scanner. This software supports many graphics formats.
WEBDOCS uses the TIF format for scanning turn-in documentation. The software
automatically defaultsto “.tif”, so it is not necessary to add this extension when entering the file
name. ScanApp has an auto-incrementing file name function. This means that each document
scanned can be saved in a separate file and the software will automatically increment the file
names. All documentation for this software can also be found within its on-line help option.
The following instructions assume this software is already |oaded on the DRMO PC.

1. Double click the ScanApp icon on the computer’ s desktop and launch the application. The

ScanApp screen looks like Figure 1, below.
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FIGURE 1
2. Place document(s) face up in the scanner’ s automatic document feed tray.

Verify that the TWAIN driver is selected for the Scanner. For Windows 85, the driver is called
CFM Twain32 (Cannon) 4.24. Windows 2000 requires the user to select the CFM-Twain DR-
3020 as the driver (not Twain32).
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3. Inthe File Name text box, enter the starting file name (or use the browse button to select the
file). Make sureto follow the naming convention instructions on page 5 of this document
(i.e., ulian date plus three = 9244001). Remember, it is not necessary to enter thefile
extension (i.e., “.tif"), the software will automatically scan and store the image in the correct
format. If Releasell isused, images are scanned into the WEBDOCSscan folder.

For example:

Click the browse button (located under the File Name box)

ScanApp will display an “Open” Dialog box

Click on the down arrow next to the “Look in:” box and select ( C: )

When folders display, scroll over and double-click on the WEBDOCS folder (Figure 2)
When sub-folders display, click on desired folder (or create a new folder) (Figure 3)

In the “File Name” box, typein the file name (Figure 4)

Click on the Open button

e _______mn| e _______________________mn|
e j";l:lﬁ!i o 1 @) &l T e e
|
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[ ST = i I Piripmm | suoieae = - I Pimwipgm | ceisai | i I
FIGURE 2 FIGURE 3 FIGURE 4

5. Select Automatic Document Feed Single Mode by clicking on the ADF Single button.
ScanApp now beginsto scan al documentsin thetray. Aseach document is scanned, the image
isbriefly displayed on the screen and the fileis saved. After the application saves thefile, the
file name will automatically increment to the next number. When all documentsin the tray have
been scanned, adialog box will display telling you that there is no paper in the feeder (meaning
the tray isempty). Either load more documents into the tray and click on the ‘Retry’ button, or
click on *Cancel’ to stop. It isnot necessary to click on ‘Save New’ or * Save Append’ when

using the ADF option.

NOTE: Scanning Height. ScanApp defaultsto 11 and 14 inch scanning heights. Since the
DTIDs are half-sheets, this leaves alarge black box at the bottom of each DTID scan. This
wastes quite a bit of space and if printed, alot of toner. Users may correct this situation by either
temporarily or permanently changing the scanning height. To temporarily change the height

each time documents are scanned:

-In ScanApp (before documents are scanned), select “ Settings’ tab off the top line menu.
Then select “Bottom” from the drop down menu. A Scan Height box will display.

-Enter 5.5 in the dialog box and click the OK button. Notice that 5.5 now appears as an
option in the Scan Height box. Make sure this option is selected before DTIDs are scanned.
Thisisonly atemporary setting and will revert back to standard once the application is exited.
To change the setting permanently, follow the directions on the next page.
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How to Per manently Change Scanning Height Buttonsto 5.5 and 11

Notice in the ScanApp software there is an option to select the scanning height. Itis
automatically configured for 11 or 14 inches. This setting may be changed to include the
option of 5.5. A 5.5 height scan will eliminate the large black area at the bottom of the
image. We recommend that if users are only scanning the DTIDs, they select 5.5 asthe
scanning height. The “scan32.ini” file of ScanApp must be updated. It islocated at
C:\Program Files\Informatic Inc\ScanApp.

The best way to edit the fileisto use Microsoft Notepad. Here are the specific directions:

a. Launch Notepad by selecting it from Start Menu, Programs, Accessories.

b. Select “File” from Notepad’ s top bar menu and then pick “ Open”

c. Thefileiscaled “Scan32.ini”. Browse for thisfile by looking in C:\Program
Files\Informatic Inc\ScanApp folder. Change the File typeto All Files (*.*) in order
to view the “ Scan32.ini” file.

When “Scan32.ini” islocated, double click the file to openit.

The system displays a set up file. About 11 rows down, there are two options called

Scanbottoml and Scanbottom?2. These options determine the scanning height for

documents. See screen display below.

Change Scanbottom1 to 5.5 by clicking on that line and backspacing over the 11.

Enter thetext: 5.5

Next, change Scanbottom?2 to 11 by clicking on that line and backspacing over the 14.

Enter thetext: 11

h. Select File, Save from the top bar menu. Exit Notepad.

i.  When ScanApp is launched, it will now reflect scanning heights 5.5 and 11. Use 5.5
when scanning DTIDs. The 11 height may be used for standard, full-size scans (8 ¥2

x 11).

o o
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SECTION 3 USING WEBDOCS

WEBDOCS alows DRMO personnel to scan Disposal Turn-in Documents (DTID) and
associated documentation, and save them to the web.

Currently, the main menu for the WEBDOCS lists four selections (Figure 5, below). The
Document Upload selections and Administrative Utilities functions require User ID and
password. The Image Data Retrieval function isavailable to all users and does not require a
password.

- Document Upload: Use thisto upload individual DTIDS (and their accompanying documents)
using interactive (slower) process. Only authorized DRMO users are allowed to access the File
Selection and Upload menus. Refer to page 42 for instructions on obtaining a User Id and
Password.

-Release Il Document Upload: Use this process to upload documents in a desktop process that
isthree times faster than the original document upload version. Refer to Release |1 Guide for
directions.

-Image Data Retrieval: Use this option to retrieve and view previously uploaded and indexed
images. User ID and password is not required.

-Administrative Utilities: Use these functions to add, change or delete users, delete individual
records, purge records, and edit/correct indexing fields. Only authorized users are allowed to

access the Administrative Functions menu.
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FIGURE 5
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Section 3.1  Selecting an Option from WEBDOCS Main Menu

1. From the Computer Desktop, launch the Internet browser (usually Internet Explorer).

To access the production system, enter the following URL in the browser’ s address box:

http://www.drms.dla.mil/web_docs/web_docs_index.html

At the WEBDOCS Main Menu, click on selected option.

If option requires alogin, enter user code and password. Note: Document Upload and

Administrative Utilities options require the user to enter alogin ID and password to access

the functions.

4. The system displays a*“Java Plug-In Security Warning” dialog box asking if the user wants
to install and run signed applet distributed by DRMS. Select “Grant always’ by point &
click.

W

Section 3.2 Changing Your Password

1. Fromthe WEBDOCS Main Menu (see figure 5, Page 9), click the “ Change Password” link
displayed to the left of the screen under the “Help” link.

2. Enter user ID and password in the dialog box. Click OK button.

3. The Netscape Server Account Management screen will display. Click on the Password link
under the General tab (on the left side of screen).

4. The system will display a screen allowing the user to enter their current password as well as
the new password. The new password must be entered twice for verification purposes. Enter
current password and new password information. When finished, click Change Password
button.

5. The system will display a message notifying the user that the password was successfully
changed.

6. Usethe browser’s back button to return to the WEBDOCS home page.

Section 3.3 L ogaing Out of WEBDOCS

Log out of the system by either closing the web browser (select “File” from browser’stop line
menu, then select “ Close” or click on the box with the “X” in the top right corner of the screen).
Users may also click on the “Return to Main Menu” link displayed in the lower right corner of
the WEBDOCS menu. From WEBDOCS Main Menu, use the browser’ s back button to return to
the DRMS WWW Home page.
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SECTION 4 DOCUMENT UPLOAD

Use Document Upload original version to upload and index individual DTIDs and associated
documentation. When Document Upload is selected, the application will display the Image File
Selection — Document Upload screen (Figure 6, below). The instructions below assume the user
has first scanned the DTIDs and saved them on their local PC or LAN (see Section 2, page 6).
The first step in uploading a document to WEBDOCS is selecting an image file from the local
PC’ s sub-folders.

SECTION 4.1 I mage File Selection-Document Upload

1. Enter the complete file name (including path) of the file to upload from the local PC or use
the browse button to select the file. Example: C:\WEBDOCS\Feb01\32001.tif

2. Click onthe Display & Index mage button or press the Enter key on the computer
keyboard. The Clear button may be used to delete the information in the file selection box.

(3 vt it e

= A
s B s Powian Tooln el

b v oo () 4] G e e O

dien | | =]
imie i Febut [P ey @M B e o e B e g B B PR @R S L

WEB IMM's

Imapge File Selection - Document [plond

[“rmve emiwy e cxeploie B pews of e rmage Br erelek be berwey bpicn i3 adest s Se b epbad Ol tr “Tophe & e Inage beon 1o apiead wwd

B lip arpcwd Bs

1 Beimnn

The b sre e ohal wpds s far 20332 wae: tee sl o

[wiptry & wiwseemm : i |
Bebrnto Main Mewin

[evagn Fie Zalmcior Hals
o] Corm B e

iliant’ | e b | Ll e | g Gt SO ey e s | e i . - | ol st || B peide | OB LRSS g am

Note: This screen also displaysthe User ID and file name (local file from DRMO PC) of the last
successful file upload.
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SECTION 4.2 | mage | ndexing Screen

Please note that the first time the system displays and index it may take a minute or two for the
Java Applet to load. The user may also see adialog box display asking to grant this session. If
this appears, select Thiswill only occur the very first time in each session, after that the user’s
browser will cache the applet and images will load faster. The image display and indexing
screen shows the image at the top and the indexing fields below it. There are scroll bars around
the image displayed. Users should view the document to ensure they are loading the correct
DTID. (Figure7, below). Itisimportant to note that when loading documents to WEBDOCS
application that the first page is alwaysthe DTID. Supplemental documentation is aways
loaded after the DTID (page 2, 3, 4, €tc).

1. Using the scroll bars, verify the image displayed in the top frame is the document to upload.
2. Review theindexing field descriptions on the following page. Click inthe DTID field.

Using either keyboard or bar code wand, index the key fields of the document. A description

of the indexing fieldsislisted on the next page.
3. Onceadl fields have been entered and verified, click the Accept Entry button.
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FIGURE 7

4. After theimage and indexing data are saved, the system will return to the previous menu,
Image File Selection (Figure 6, Page 11) for selection of the next image.

5. This sequence of selecting afile and indexing the key fieldsis continued until al desired
documents are uploaded to WEBDOCS.
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SECTION 4.3 Key Index Field Descriptions

Listed below are the key index field descriptions. Please refer to Figure 7, on the previous page
(11), for agraphic display of the indexing.

DRMO RIC: Thisfield is mandatory. It isautomatically filled based on the user’slogin ID.
The RIC field may be changed to reflect adifferent RIC. Oncethisfield is modified, it will
continue to display the changed RIC until the user changes it back to their RIC or exitsthe
Document Upload function.

DTID: Thisfieldismandatory. Thefirst 6 characters are the DODAAC, next 4 positions are
Julian Date, and final positions are the serial number.

NSN: Thisfieldisoptional. Thefirst 4 positions define FSC and remaining positions are NIIN
or LSN.

UCN: Thisisan optional field. Users may enter UCN number for document if applicable.

Recor ds Retention Box: Use this drop down selection to identify the record type and
disposition of the document. Note that the list contains a brief description, the official file
number, and records retention timeframe. The drop down selection has five options:

Standard Files, 630.55 (3YR) use for standard DTIDs/documentation

DEMIL non-SASP, 610.25 (4 YR)  usefor all non-Small Arms Serialization DEMIL
SASP, Gen DEMIL, 620.90 (5 YR) usefor Small Arms property DEMIL by generator
SASP, DRMO DEMIL, 110.34 (N/P) use for Small Arms property DEMIL by DRMO
APOP Sale, 630.60 (5 YR) use for abandoned privately owned property

The user selects the appropriate file type of the document by highlighting the option. The
selection now appears in the Records Retention Box. Note that the disposition date appearing
below the box will not change in the indexing display. When the document is retrieved, the user
will see the correct disposition date.

Entry Date: Thisisamandatory, system generated field containing the date the document was
uploaded.

Disposition Date: Thisisamandatory, system generated field containing the date the document
is scheduled for deletion. The date is calculated on the entry date and selection of the drop down
records retention menu property (see description of buttons, above).

The Generator RIC: Thisisan optional field used to define the RIC for the generating activity.
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SECTION 4.4 Adding a Page

The “Add Page”’ function may be used any time the user wishes to add a supplemental page to
the DTID. Thefirst page should always be the DD 1348-1A, Disposal Turn-In Document or

DTID. Subsequent pages may be added behind the DTID. These directions assume the user has

already scanned the supplemental documentation in accordance with Section 2, page 6.

1. Follow thedirectionsin Section 4.1, page 11, to first select thefile. After file selection, the
document will display on the Image Indexing Screen (Figure 7, page 12).

2. TheDTID isthe only indexing field required for adding pages. Enter the DTID that is
associated with documentation in the DTID indexing field.

3. Click the Add Page button.

4. The system will search the database to locate the matching Page 1, DTID, and add the
document as a Page 2 (or 3, 4, etc).

5. After theimageisadded to the DTID, the system will return to the previous menu (Image
File Selection) for selection of the next image. In cases where multiple DTID matches are
found, WEBDOCS will display alist of matches and prompt the user to select the correct
Page 1 DTID.

NOTE: If the Accept Entry button is selected instead of the Add Page, the system will generate
an error message notifying the user that minimum field entries were not met. However, if the

user filled the DTID and NSN fields, the system will accept the record, causing aduplicate DTID

in the database. While thiswill not harm the system, it will be confusing when future retrieval
actions are attempted.
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SECTION 5 IMAGE DATA RETRIEVAL

The image retrieval function is designed to provide the user with a variety of methods to retrieve
document images from WEBDOCS. We recommend the user enter as much information as
possible when retrieving documents. A minimum entry of three charactersisrequired in any
field.

Users may retrieve documentation by entering information in at least one of the following key
fields: DTID, Julian Date, NSN, Generator RIC or UCN. Entering information in multiple key
fields will narrow the search results. The most effective method of retrieving a document is to
use a combination of DRMO RIC and DTID.

Section 5.1 Retrieving | mages

1. Fromthe WEBDOCS Main Menu (Figure 5, Page 9) click on the Image Data Retrieval
button. The Image Retrieval menu will display (Figure 8, below).

2. Enter information for document retrieval in appropriate key field boxes.

3. Click onthe Display Results button. The Reset button may be used to delete information
from the fields.

4. If the search isfor Batch Cover Documents only, mark the box to restrict results.
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Notes:

1. Documents cannot be retrieved using the DRMO RIC key by itself.

2. A minimum of three charactersin any field isrequired - except for DRMO RIC and Julian
Date. Both those fields require four positions.

3. If amore comprehensive search is desired, use the Advanced Retrieval Search Form (see
page 17 for directions).
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Section 5.1.2 Viewing Retrieval Results

Based on the key information entered in the Image Data Retrieval search fields (Figure 8, page
15), the application will return alist of documents matching the selected criteria (Figure 9,
below). To view animage, click on either Show I mage button or on the blue “View” underlined
I|nk in the d&ecrlptlon list. Theimage and indexing datawill display (Figure 10, below)
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The Retrieval Results screen displays the first 10 matches of the search criteria. If there are
multiple pages to an image (remember, the first page is always the DTID), the additional pages
will be available for viewing when “VIEW” is selected.
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SECTION 5.2 Advanced Retrieval

Users experiencing difficulty locating an image using the standard retrieval search, may find the
Advanced Retrieval form helpful. Use this search when only minimal information about a
document is available (partial/incomplete DTID, NSN, or UCN). Thissearchisalso useful for
identifying documents that were entered into WEBDOCS during a specific date range.

When using Advanced Retrieval, enter as much information about the document as possible.

1. From the Image Retrieval Search screen (Figure 8, Page 15), click on the Advanced
Retrieval Form button. The Advanced Retrieval form will display (Figure 11, below)

2. Enter search criteriain appropriate key fields.

3. Check the box to the left of the field to show those results in the match list header. If no
boxes are checked, the system will return DRMO RIC, DTID, and Page header information
only. Inthe example below, Figure 11, note that the box for FSC is checked. When the
Ir:;s;(lati é))f. this search are returned, FSC will di FIGURE 10 the header list (Figure 12,

4. Users may sort their return results by DTID, NSN or Entry Date. To sort the selection list,
click the appropriate radio button listed at the bottom of the Advanced Retrieval screen.

5. When finished entering search criteria, click on the Display Results button (or press the
Enter key) to begin the search and display the match list. The Clear button may be used to
erase all data entered in key fields.
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Thisfigure below, isthe return results based on the search criteria entered on the previous page
(Flgure 11 Page 17) Note the header list data contains DRMO RIC, DTI D, Page and FSC.
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FIGURE 12

To view the image, click onicon “Show Image” or blue underlined linked “VIE

The document will display on the screen. Indexing fields are shown at the top. The viewable
image at the bottom.
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Section 5.3  Printing Image Files

Users may create a PDF file to print image files. Adobe Acrobat Reader isrequired. Acrobat
Reader is available for free download from the Adobe web site (www.adobe.com). The print
function is only active from the Retrieval option.

Section 5.3.1 How to Print |mages

1. Using one of the document retrieval screens (page 15 or 17), select theimage. The document

should be displayed on the screen (see Figure 13, page 18). Click on thelink, “Click hereto

generate a pdf”.

When the PDF file is processed, a second link will appear on the screen, underlined in blue.

Click on the new link. Adobe Acrobat Reader will launch (if you have it installed) and the

image will display on the screen (see Figure 14, below)

4. To print, click theicon that looks like a printer (it isthefirst icon on the Adobe toolbar).

5. Complete directions for Adobe Acrobat functions can be found within the software’s help
files. http://www.adobe.com

6. Useyour browser’'s back button to return to WEBDOCS.
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FIGURE 14

NOTE: In ScanApp (Section 2) if the scan height setting is 11, the DTIDs (which only half
pages) will appear AND print with alarge black space at the bottom of the page. To prevent this
from happening, change the Scan Height setting to 5.5. This can be done during each setting or
the user may change the .ini file permanently. Please refer to Section 2 (page 8) for directions.
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Section 5.4 Downloading | mage Files

The user may download an image file from WEBDOCS. Thisfunction isonly active from the
Retrieval option.

Section 5.4.1 How to Download an |mage

1. Using one of the document retrieval screens (page 15 or 17), select theimage. The document
should be displayed on the screen (see Figure 13, page 18).

2. Click the underlined link for download IMAGE. The IMAGE link appears directly above the
viewable image, below the indexing fields.

3. A Microsoft file download pop-up screen will display. See example below. The display
defaultsto “ Save thisfile to disk”.
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4. Click “OK” the system will then prompt the user to select the directory on the local PC
wherethe fileisto be stored. See example below.
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5. Note the name of the file that was assigned to the image. Select the directory and click
“Save’. Theimage will download into the directory specified.
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SECTION 6 ADMINISTRATIVE FUNCTION

Administrative utility functions are limited to authorized DRMO users. These functionsinclude:

User Management: User management is disabled at thistime. If accessis required to add,
change or delete users, contact Sherri Underwood, DRM S-CP, e-mail:

sunderwood@mail.drms.dlamil or DSN: 932-7229. Please DO NOT USE the AURA System
to process these changes.

Data Maintenance: These functions include deleting erroneous records, editing incorrect

indexing data, and purging the system of old records (in accordance with approved records
retention requirements).

Section 6.1  Accessing Administrative Utilities:
1. At WEBDOCS Main Menu, click on the Administration Utilities button.
3. The Administrative Utilities menu will display (Figure 15, below).
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SECTION 6.2 DATA MAINTENANCE

Data Maintenance functions allow authorized DRMO Administrators to search for and display
images stored in WEBDOCS using standard Image Data Retrieval forms. The Administrator
may then perform data maintenance activities. These activitiesinclude: editing indexing data,
replacing dataimage files, deleting records, and annual records purge in accordance with
approved records management procedures. Annual records purge activities must be performed
from the Advanced Retrieval Form.

Section 6.2.1 Selecting | mage Recor d(s) for Editing or Deletion

1. Fromthe Administrative Utilities Menu, click on Select Recor ds button under Data
Maintenance header. Note: Thefirst step in any data maintenance action isto select image
record(s).

2. Thestandard retrieval form for image selection will display. Note that the title also indicates
Data Maintenance mode (see Figure 16, below).
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FIGURE 16

3. Enter as much information about the record as possible. Thiswill not only speed up the
search, but will reduce the number of matches displayed. Purging of records must be done
from the Advanced Retrieval Form (see directions on page 17).

4. The system will display alist of records matching the search criteria. Records are displayed
with acheck box next to the “ Show” Image button. If records appear in the match list
without check boxes, it means the Administrator does not have appropriate permission to
modify the record. Only those records associated with the DRMO Administrator’s RIC may
be modified by the Administrator.
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5. Proceed with Data Maintenance activity. Refer to page 23 for directions on deleting records.
Refer to page 24 for directions on editing records. Refer to page 25 for directions on
replacing an imagefile.

Section 6.3.2 How to Delete an I mage and | ndexing

1. From the Image Selection Results Data Maintenance screen, select the record for deletion by
either clicking the check box next to the Show Image button. If all records matching the
search criteriaare to be deleted, click in the box at the bottom of the screen for “Check to
select ALL records that match the search criteria’. (Figure 17, below).

2. Click Delete Checked Record(s) button.
3. The system displays confirmation delete screen. Check appropriate response (Y es or No).
4. Click Accept Entry button.
5. The system will display a successful deletion message.
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FIGURE 17

Note: Records may also be deleted from the Show Image view. To view theimage, click on
Show I mage button. The system will display the indexing and image file. Click the Delete
Record button. The system will display a screen to confirm the delete. Check the appropriate
response (Yes or No) and click on Accept Entry.
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Section 6.3.3 How to Edit | mage | ndexing Fields

1. From the Image Selection Results Data Maintenance screen, select the record for editing by
clicking on Show I mage button.

2. The system will display the record (indexing fields and image) (Figure 18, below).

Click on the Edit Record button.

4. The system will display a screen with indexing fields available for editing (Figure 19,
below). Enter corrected information in appropriate fields.

5. Click Accept Changes button.

6. The system will display a confirm edit screen. Click the appropriate response (Y es or No)
and then click the Accept Entry button.

7. System will then display edit complete message.
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Section 6.3.4 How to Replace an | mage File

1. From the Image Selection Results Data Maintenance screen, select the record for editing by
clicking on the Show I mage button.

2. Thesystem will display the record (indexing fields and image) (Figure 18, page 24).
3. Click Edit Record button. The system will display the edit screen (Figure 19, page 24).
4. The current image is displayed on the screen. (Figure 20, below).
5. Select new image file by clicking on Browse button and selecting a new image file from
DRMO Local PC (or LAN).
6. Click Accept Changes button.
7. A confirm update screen will display. Click appropriate response (Y esor No).
8. Click on Accept Entry button.
9. The system will display a successful message when the action is complete.
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Section 6.3.5 How to Purge Records

Records must be selected for the annual records purge from the Advanced Retrieval Form.
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From the Administrative Utilities menu, click Select Records.
The standard retrieval form for image selection will display. Note that the title also indicates
Data Maintenance mode (see Figure 15, page 21). Click Advanced Retrieval Form button.
The Advanced Retrieval Form will display (Figure 11, page 17).

Enter DRMO RIC infield 1, DRMO-RIC

Enter disposition date in field 10, Starting Disposition Date. For example, to delete records
that have adisposition date of 10/01/2004, enter 10/01/2004 in the first date field of
Disposition Date.

Click Display Results button.

System will display alist of matching records (see Figure 17, page 23).
Verify these are the correct records for purge.

Click the check box next to the statement “ Check to select ALL records that match the search
criteria’. NOTE: Thiswill delete every record in the system that matches the search criteria.
Click Delete Checked Records button.

. The system will display a confirm delete screen. (see Figure 21, below). If any records have

adisposition date that has not yet passed, the records will display with the disposition noted
inred text. If recordsdisplay with red text indicating that they do not meet the disposition
time frame, this means your search criteriawasin error. For annual records purge use the
disposition date field to select records. |If correct disposition date was entered, all records
should meet the disposition timeframe. Users should not purge records earlier than what the
destruction timeframe indicated by records retention guidelines allows

11. Click Accept Entry button.
12. The system will display a successful purge message when action is complete.
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SECTION 7 QUICK START REFERENCE GUIDE

Section 7.1 Scanning Documents

~oODNRE

o 0

Launch ScanApp by double clicking onicon

Place 50 (+-) documents face up in Cannon Scanner ADF tray

Select CFM Twain32 Driver

Type in beginning file name or use Browse button to select folder
Remember image files are stored in sub-folders named by specific day
within WEBDOCS folder. Files are named using Julian Date. The
beginning file name for documents being scanned on Feb01 looks like this:
C\WEBDOCS\Feb01\32001. Review pages 4-7 of thisguideif additional
assistance is required.

Click on ADF Single button

When documentsin tray are scanned, a dialog box will display with a message

telling the user no paper in feeder. This meansthetray isempty. Either load

more documents into the tray and click on Retry or click Cancel to stop

scanning documents

Section 7.2 Document Upload

N

oo kw

From the WEBDOCS Main Menu, click on Document Upload button
At the Image File Selection-Single M ode screen, enter the complete file name
of the image or click on the Browse button to select afile from the local PC
Click on Display and Index I mage button
Verify the image displayed in the top frame is the correct document
Use keyboard or bar code wand to index key fields of document
When finished, click Accept Entry button to add new record
OR
If image is a secondary page to an existing record, click Add Page button.

Refer to page 13 for complete directions

1.

System will return to Image File Selection screen for selection of next image
file.
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Section 7.5 |mage Data Retrieval

1. From WEBDOCS Main Menu click on Image Data Retrieval button

2. Enter as much information as possible about the document into the key fields.

3. To begin search, click Display Results button. System will display list of
matching records.

4. Toview arecord, click on Show Imageicon or click on blue underlined link
“VIEW . Page lisalways DTID. All other pages are supplemental
information. Supplemental pages are viewable by clicking on blue number
associated with page (2, 3, 4, etc).

Section 7.6 Advanced Retrieval

From WEBDOCS Main Menu click on Image Data Retrieval button

Click Advanced Retrieval Form button

Enter as much information as possible about the document into the key fields.
Click appropriate radio button at bottom of screen to sort results

To begin search, click Display Results button. System will display list of
matching records.

To view arecord, click on Show Imageicon or click on blue underlined link
“VIEW”. Page lisawaysDTID. All other pages are supplemental
information. Supplemental pages are viewable by clicking on blue number
associated with page (2, 3, 4, etc).

aokrwpdPE

o

Section 7.7 Printing an |mage

User must have Adobe Acrobat |oaded to print image files.

1. Follow directionsfor retrieving image. The image you wish to print should be
displayed on screen.

2. Click onthe “Click hereto generate PDF” link to create a PDF file. System
generates PDF file and displays link on screen.

3. Click onlink. Adobe launchesand image is displayed on screen.

4. Click onicon that looks like a printer to print image file
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Section 7.8 Data M aintenance — Delete A Record

1.
2. Enter information about record for retrieval (or use Advanced Retrieval) and

3.
4.
5. System displays screen requesting the user confirm the delete. Check

6.
7. System displays a delete confirmation message. Action iscomplete.

From the Administrative Utilities Menu, click Select Recor ds button.

click Display Results button.

Select the record(s) for deletion by placing a check in the box next to the record
(or check the box at the bottom to select ALL records matching search criteria).
Click Delete Checked Recor ds button

appropriate response (Yesor No).
Click Accept Entry button.

Section 7.9 Data Maintenance — Edit A Record’s Indexing Data

1.
2. Enter information about record for retrieval (or use Advanced Retrieval) and

> w

N o

© ®©

From the Administrative Utilities Menu, click Select Recor ds button.

click Display Results button.

Select the record for editing by clicking on the Show | mage button.

The system displays the indexing and image. Click the Edit this Record
button.

The system displays the indexing fields for editing. Enter the corrected
information.

Click Accept Entry button.

System displays screen requesting user confirm edit action. Check appropriate
response (Yesor No).

Click Accept Entry button.

System displays an edit confirmation message. Action is complete.
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Section 7.10 Data M aintenance — Replace an | mage File

1. From the Administrative Utilities Menu, click Select Recor ds button.

2. Enter information about record for retrieval (or use Advanced Retrieval) and
click Display Results button.

Select the record for editing by clicking on the Show | mage button.

The system displays the indexing and image. Click the Edit this Record
button.

Enter the file name of the new image file or use Browse button to select afile.
Click Accept Changes button.

A confirm update screen will display. Click appropriate response (Yesor No).
Click Accept Entry button.

System will display confirmation screen. Action is complete.

> w

©oNOo O

Section 7.141 Data M aintenance — Annual Records Purge
Annual Records purge must be done from the Advanced Retrieval Form.

1. From the Administrative Utilities Menu, click Select Recor ds button.

2. Click the Advanced Retrieval Form button.

3. Enter DRMO RIC infield 1 and disposition date in field. For example: to
purge all records due for destruction 10/01/2004, simply enter 10/01/2004 in the
first datefield of field 10.

4. Click Display Results button.

5. System will display al matching records. Review records to ensure they meet
records retention criteria for destruction.

6. Check the box at the bottom of the screen for “check to select ALL records that

match this search criteria’.

Click Delete Checked Recor ds button.

All records that contain a disposition date that has not yet passed will display.

Their disposition dates will be highlighted in red text. Refer to page 31 for

detailed instructions.

9. System will display a delete confirmation screen. Select appropriate response
(Yesor No).

10.Click Accept Entry button.

11. System will delete records and display complete message. Action is complete.

© N
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FREQUENTLY ASKED QUESTIONS

Scanning Equipment

1. Doesthe DRMO need a dedicated PC for the scanning station?
No, the imaging scanner and software may be set up on any DRMO PC. When determining
the best location for the scanner, remember to consider where the primary user(s) is located
versus where the equipment is set up. Once documents are scanned, they may be loaded to
WEBDOCS from any PC that has an Internet connection and access to the local image files.

2. Arethere any special PC requirements?
Yes. All PCsthat will be used for WEBDOCS must have a connection to the Internet, the
latest version of browser software. For Internet Explorer, the version must be 5.0 or greater.
Also, the Java Virtual Machine (VM) must be loaded. The web address for the VM is:
http://www.microsoft.com/javalvim/dl_vm40.htm
Oncein thisweb site, scroll to the bottom of the page and select the appropriate download
option (for Windows 95/98 or 2000). Depending on the browser’ s security level settings, the
user may see pop-ups asking if the user trusts content from Microsoft, continue the
download, and license agreement screens. The user should accept these options (respond by
clicking “yes’ or “okay” as prompted). After the download is successful, the computer must
be rebooted. 1f the PC will be used to upload the images to WEBDOCS, access to the local
image file directories is aso required.

3. Wewould like another scanner. How do we order one?
The scanners are very fast. They can image an average of 40 documents per minute. This
means that up to 2400 document could be scanned in one hour! The scanners also have high
durability ratings--they rarely breakdown. For thisreason, we determined that one scanner
per site should be sufficient. The equipment is expensive, about $3500 per scanner.
However, if the DRMO has a valid business requirement for an additional scanner, standard
equipment ordering procedures must be followed. Develop aMission Analysis
Requirements Document (or MARD). The MARD is submitted through the DRMO Chief to
the Zone Manager (ZM) for initial approval. If the ZM approves, the request is sent to
National Command. After National Command approves the purchase, it comesto DRMS-C
and if approved, the purchaseis placed.
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Frequently Asked Questions

Scanning Equipment (continued)

4. The bar-coding equipment we have won't work with WEBDOCS. Every time we useit, we
receive an error message from WEBDOCS.
The problem islikely due to a configuration issue. Please e-mail Sherri Underwood
(s9d3151@mail.drms.dlamil) for configuration information.

5. We have an old HP5 scanner. Will it work with WEBDOCS?
No, the ScanApp software will not work with the HP5 scanner. ScanApp requires afully
TWAIN compliant scanner. The HPs are not fully TWAIN compliant.

6. Thereisaproblem installing the equipment. Who can help?
Please contact the DRM S Help Desk at DSN: 932-4999 or commercial (616) 961-4999.

7. Arethe scanners