E-Filing Cabinet Setup
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Exit |

Start with E-Filing Cabinet setup
Only needs to be done once
Or
When adding a new Document Type



Document Setup

x
General |
No Description ﬂ —Instruction for AddingfChanging a Document —
1 WORK EWVALUATIONS : Changing a Document:
2 MIST Double Click on an entry to the left and go to
i Description entry and type a new name and
5 click on "Change it" button
6 Adding a Document:
[ Double Click on the next entry with no
8 "Description®. Then type in a new "Description
?U and click on "Change it* button
11 Mumber ||j|
12
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14
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16
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Exit |

Add/Change a Document/Document Description
Set the E-Filing Cabinet Location




Member Screen

£ Member File
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To access a member’s E-Filing Cabinet Location
Press the E-Filing Cabinet Icon in the top-right corner



E-Filing Cabinet I\/Iam Screen

Electronic Filing Cabinet
Documents |Phutns | This members filing cabinet : 1
Start Post |n1;u1;19un 3: End Post |12;23;4535 E|: Filter |;|
Documents For Member Fetiod Date Fost Date FPost Time
4 | i
Add File 2>
—_— Remowve <4<« “iew File
Add Scan »»
E:xit

To add a file already on your computer or network



Import a File

Select File to Import

Avsailable

WOK EWaALUATIONS
Other — Mot Listed

Document Mame

RIS

Period Date  [08/08/2008 =

e, | Cancel |

For Documents listed in SETUP, E-Filing Cabinet will
automatically name the file.
For Other — Not Listed documents, type in a name
And press the OK button



Browse for File

File name: Folders:

Ii_- F
Cancel
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List files of type: Drives:
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COPY OR MOVE |

\:%) DoYoutwant To COPY or MOVE Thiz Attachment To The Attachment Directon?
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Then choose to COPY or MOVE the file




File Is now In the E-Filing Cabinet

Documents |Phutns | This members filing cabinet : 1

Start Post |n1;u1;19un 3: End Post |12;23;4535 E|: Filter |,qLL |;|
Documents For Member Fetiod Date Fost Date FPost Time
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4 | i
AddFlIE}}
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Add Scan »»

E:xit |

The file i1s available to View/Print
Or
Click the REMOVE button to delete
IMPORTANT: FILE WILL BE PERMANENTLY DELETED!



Scan a File

Electronic Filing Cabinet :

Documents |Phutns | This members filing cabinet : 1
Start Post |n1;u1;19un E|: End Post |12;23;4535 E|: Filter |;|
Documents For Member Fetiod Date Fost Date FPost Time
4 | i
Add File »»
—_— Remowve <4<« “iew File
Add Scan »»
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To add a new file to your E-File Cabinet



Scanning Options

Select Document to Scan

—acan Dptions
v SelectScanner

¥ Hide User Interface
[ Use Auto Doc Feeeder

I~ Auto Feed ADF
™ Use Duplexer
[T This is Multipage Doc. (Meeds ADF)

Document Mame

IF"h';ltl:l

Period Date  [08/08/2008 =

e, | Cancel |

Select checkboxes for more than 1 scanner, to automate the scanning
Process or to use an Automatic Document Feeder with your scanner.
The name is automatically filled in for you.



Scanning (cont)

x

Sources:

HP Scanjet 3500c Seres 1.0 (32-32)
Jasc Paint Shop Photo Album Suppo 1.0 (3
WIA-HP Scanjet 3500c Seres 1.0 {32-32)

Cancel |

Selecting the Scanner
(May look different on your system)

hpscanning __________ x|

Scanning to UCS Scanner...

| i LCancel

Scanning the Document
(May look different on your system)



Vlewmg/Prlntlng File

Electronic Filing Cabinet

Documents |Phutns | This members filing cabinet : 1

Start Post |n1;u1;19un 3: End Post |12;23;4535 E|: Filter |,qLL |;|
Documents For kdember Petiod Date Post Date Post Time
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4 | i
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........................................ S View File
Add Scan »»

E:xit

To View and/or Print the file in Adobe Acrobat,
Press the VIEW FILE button




Viewing / Printing in Acrobat

ﬁ | Adobe Reader - [al_dept_trans_interdepartmental®20memo.pdf]

ﬁEﬂe Edit View Document Tools Window Help
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INTERDEPARTMENT MEMORANDUM

ALABAMA

DEPARTMENT OF TRANSPORTATION

1409 COLISEUM ROULEVARD

MOMTGOMERY ALARAMA 3612303050

May 29, 1998




Adding a Photo

Electronic Filing Cabinet
Docurments Photos | This members filing cabinet : 1
Pressiew
Fost Date Fost Time
[« | i
Add File »>
—_— Remowve <<<<| “iew File Frint Basic Frint Info
Add Scan »»

E:xit

Added in the same way as documents:
From existing file or scanning a new file



Viewing/Printing the File

Electronic Filing Cabinet

Docurments Photos | This members filing cabinet : 1

Pressiew

Fost Dat Fost Time

[« | i
Add File »»
—_— Remowve <<<<| “iew File Frint Basic | Frint Info |

Add Scan »»

E:xit

View Button to view file, Print Basic to print file
Print Info button to print Complete Member Info with Photo
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