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DocuServeis atrademark of Automated |nformation Solutions, Inc.

All other trademarks and service marks used on this site are the property of their respective owners.
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Introduction

The purpose of this manual is to describe the setup and installation of the DocuServe by
AISI Document Management program. DocuServe is asimple to use Document
Management system. It allows for the import of document images from any Twain
scanner or files from your file system. It currently uses a Microsoft Access database for
storing index information and stores filesin their native format in afolder specified in the
docman.ini file. DocuServe is multi-user capable and it has a simple security model. The
security model can limit access to certain functions within the program. DocuServe also
allows for creation of multiple databases for organizational reasons or security. An easy
to use Search mechanism allows for users to search for documents and folders using key
words that were applied to them through an index process. A document does not exist in
the document database until it isindexed. Prior to being indexeditisina“To Be
Indexed” queue. Documents and folders are not limited to the number of keywords that
can be applied to them.

Installation

Run the Setup.exe file provided on the installation media. Follow the stepsin the
installation wizard. Upon completion a program group will be created which can be
accessed from the Start Button on your task bar.

DocuServe by AIST Setup
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¥ DocuServe by ATSI Setup x|

Beqin the installation by clicking the buttan belaw,

Click this buttan to install DocuServe by AISI software ko the specified
destination directory.

Directary:
’7C:'|,F'rn:|gram FilesiDocuServe by AISTY Change Direckory:

Exit Setup
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Configuration

Ini File
The docman.ini file contains the necessary parameters to configure a workstation
installation of DocuServe.

[ Par ans]

DBConnect =Pr ovi der =M crosoft. Jet. OLEDB. 4. 0; Persi st Security
| nf o=Fal se; Dat a Sour ce=

DBUser nanme=admni n

DocBaseDi r =c: \ docbhase\

The parameters that should be modified in thisfile are the DocBaseDir, which isthe
location of the document repository. The index database is located in the DocBaseDir.

Database

The database maintains the indexes, folders, and users of a DocuServe data repository. It
isan MS Access Database. The name of thisfileis aways docbase.mdb

DocBase

The docbase is the location (folder) of where all files of arespective DocuServe data
repository reside.

Startup

Upon startup of DocuServe, the user will be presented with alicense window. Enter the
license key that was given to you. You will only be asked this question the very first time
that you startup DocuServe.

T DocuSerye License x|

License Code: IN ane

Enter the licenze code provided to pou for DocuServe
or enter Derno ta rn in demo mode

iR
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Login

If you purchased the Multi-User version of DocuServe, the user will be presented with a
login window. For an initia installation, the username of admin and password of
password will give accessto the system.

ak. Carnicel |

Main Window

The Main window is displayed after successfully logging into the system. From this
window all DocuServe functionality is accessed. The status bar at the bottom of the
window, displays the current time, the number of documents that need to be indexed, the
database that you are logged into, and the username of the person who islogged in.

E= AISI DocuServe 0] x|
File Edit Search Yew Options Admin  Window  Help

A 4 e S @ Y|

Exit Search |File Impart | Scan Inde:x Wiew Lisk

11152007 3:57:02 Ak H Docs to be indexed: 33 Logged in as:admin D atabasze:c: hdocBazeh, 4
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Options

== AISI DocuServe O] x|
File Edit 3Search Wiew | Options  Admin  Window  Help
__ﬁ ) = ¥ Index Import Files

=it Search | Import Delete Original Impart

114342007 11:07:35 Ak Docz to be indexed: 38 Log vl

There are two options available from the main window; Index Import Files and Delete
Original Import. The Index Import Files forces the index window to be displayed when a
user either drags a file on to the main window screen or uses the File-Import — File
system files. By default thisis checked. When it is not checked, the import file goes into
the Index queue, which can be accessed by pressing the Index button on the main
window. The Delete Original Import option forces the original file that was imported to
be deleted. By default thisis not checked.
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Search

Search Docs

The Search Docs panel allows users to quickly locate documents in the DocuServe
system. DocuServe alows usersto perform a number of query types (exact, like, or, and
and). Documents may be found based on an individual docld, the unique identifier for an
document in DocuServe. When this query is performed, all other fields are disabled. If a
like query is performed, wild card operators (* or %) are necessary before and after the
keyfields or title you are searching for.

For example if you wanted to find all documents that had the string bank in thetitle, you
would enter “*bank*” in the Titlefield then click the Like radio button then click OK.
After the query executes, a pop-up window will indicate if the search returned any
results. If the query returned items, you will automatically be placed in the results Tab.

== AISI DocuServe -10| x|
File Edit Tools Miew Options Admin  Window  Help

A | A | o | g | % | Q)

Ecit Search | File Impark Scan Index Wigw Lisk

e
|

Check Out| Check In Index [Latimch

Search Docs | Search Folders | Results |
Parameters

Do |d: I

Title: I"I:uank"

Boolean Option
’VF Ad  Or

— ke Fields
K.ep W alue: I

Search Type
’Vr Exact &+ Like

—Date Range
Start Date: | End Date: |

Search | Clear | Cloze |

11/21/20071 B:45:34 P |-| Docs to be indered: 24 | Logged in as:admin | Databaze:c:vdocB azeh i
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Search Folders

The Search Folders panel functions in the same way as the Search Docs panel except
there are afew lessfields to choose from. The results are displayed in the results Tab. If
your query returns items, you will be directed to the results tab.

== AISI DocuServe -0 x|
File Edit Search Wiew Options Admin Window  Help

A | A& | G| w | @

Exit: Search | Import | Scan Index | Wiew Lisk

i i search

Check:

[Laumch

| Results I

Parameters

Title: |,.-_~.'|5|2

Boolean Option

’iﬁ' Ad

" Or

K.ey Figldz

Kep W alue: |

{+ Exact " Like

" Search Type

10/24/2001 4:45:35 FM

Docs to be indexed: 20

| Logged in az: admin
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Results Panel

The results panel displays the results from your respective search. This panel is accessed
by clicking on the results Tab. Documents may be viewed indexed checked-out, or
checked in from this panel. Documents are viewed by double clicking on the row.

== AISI DocuServe -0 x|
File Edit Tools Wew Options Admin Window  Help

4 %3 "

Search Scan Index

[y
File Import

2

Yiew Lisk

Results from a document
search. The options

— .
; ) available for the
AN

Zheck Out | Check In Index Laumch document are available

by right clicking on the
Search D-:u:sl Search Folders  Results I document or clicki ng on

< the buttons on the button
bar.

Docld | Title [ ate Created

1.. Claim for benefits 10472007 21531 Akd

1., 0593 b A15] 11/25/2000 11:19:63

| 2|
y -
Zheck Ut | Check In Index [Latmch

Search Docs I Search Folders  Results |

. hE 1835 i i Search

.. Packing List 123 Grou

6. 18335111 Receiverz

=& = E =

Folder Id | M ame
Results from a document &6 2151

search. Double clicking on
the folder will display the
contents of the folder.
Clicking on the results tab ’—
will return you to the folder |- 2O
results. A right click will
allow you to edit the indexes
on the folder.

Search Cancel |
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Scan

DocuServe has the ability to connect to any twain compliant scanner source. Documents
can be scanned into the system by simply clicking on the Scan button located on the
DocuServe menu bar. The scan interface uses your existing scanner’ s scan interface.
Before scanning isinitiated, you must select a scanner using the File-Select Twain Source
menu pick. Once you have successfully identified your twain source, you can scan your
documents into DocuServe. As documents are scanned, they are put into an index queue
for indexing. Theimage may be manipulated by using the controls on the toolbar as well
as the options on the left of the display. Click Save to save your document into the index
gueue. Clicking on the Index button allows you to index the document from the index
window.

s =T
Fie lmage
¥ = r A | & | ;L | I.| & | ] |

Zoom In Zoom Okt | Robsle Lelt | Robabs Raghl SLan

- | W vyl -
= Pan'Windos

i dhuin ol

Based in Colorado Springs, Colorado, Automated I
il svstem integrator that focuses its integration servic:
ol document management and information access
provide custom solutions that integrate best of bree
with vour current business applications. With our
and product offerings we ceggama'se o Justomers
their functional, schedule ar —__ 1. . pquireme
AISL contact our web site 2 =

SRS e fo.com.
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Import

Documents can be imported into DocuServe via the Import button on the main window
toolbar or via dragging them on to the Main Window desktop. If they are imported via
the Import button, a dialog window will be presented as shown below.

| Automateinfo 3 jswdkl _0_1-win [ 1Platform SOK E CUFFLSEr
|| CABDIR [ ¥ofax Release ca Program Files a msg
] Cabinettc Dev [ mailbox [ scelaim YERSION
_lch I msdavnld tmp [ sockets @F‘rice list
] dowrloads 3 Py MLSic [ Telefarm

) L Family_web CIPalm Ca wirtual-sport

m‘\ _Tirr [ 1PalmsoK [ wif_build

- L java [ 1PhatoScan Cwve

by Documents C3 jbuilderd 3 php samples MakEFILE
< |

Open

j Cancel

File name:

Files of type: I
[ Open az read-only

L
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View List

The View List Window is shown when the user clicks on the View List button on the
main Window. Thetree view on the left displays folders within the database. Clicking
on afolder will display its contentsin the list view at the right. From thelist view, the
user may display items by double clicking on them. From the list view, items may be
sorted by clicking on the column headings. In addition documents may be moved into a
desired folder by clicking on the document and then using the Shift-drag to drag the
document to the desired folder.

=101 =]
=181 x|
gm Dee 1d Tils Dale Crsgbend ChechadDuiBy
T % TEG !jﬂ?il ool asetinPiocesshSeach Engn . 102000 82214 AW
[ arsswest
Colorado 137 Bl b T9ALZ00 10320 .
Colorado Spriregs
[Dve: Msnsgeresnt mh’ﬂ Do Sarye Lipsr W sl TIFTAZ00 42035 P
e i Sl i
Haoime ?? £ oz bachi e Prooes s oadng o 10NN 755 08 P
Merer Progcis
Frogects E of Questionais Fom 19200 1225349 .
ST
S E T TF Queshorsas 2 AWM 125319,
Lt
Ej:ﬁ Prace: & hawt Wiond Do TALZ00 28519 PM
W TIFCD Labsl 1A TOT5T P admin
|'I'I.|'21.'IIII'IE-1-T?IJFII |.Dn:thtim24 Losgpgied i ek incirirs |DIH:|IHE'|.|E'.'HH'\. &

Up to 100 folders will be displayed in the treeview. To see more folders, press on the
arrow located at the bottom of thetree. A splitter bar is also available between the
treeview and listview.
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List View Popup menu

Within the list view, aright click of the mouse will display a pop-up menu. From the
pop-up there are 6 options, Delete, Email, Export, Index, Launch and Properties.

il userManualforDocuServe - Microsoft Word

Jl:il.: Fdit Wiz  Treark Feavrnzk Tecle Tahla WMinda Hale

L 4| 9% |

E E:xit Search  |File Impork | Scan Index Wigw Lisk

[ [5 |  |20| M0

J = |

| Emaill | Check Out| Check In Inde:x Launch

J @v Folders .

| Y Do Id Title Date Created
] A[5)2 &

: L [ﬁj TED 103 c:hvdocE asehnProcesshSearch Engin.. 10/31/2001 £
il | pET— [f] AlShivest )

bl | I [fj Coloradao Anather G 11132001 -

-------------- [fj Colorado Springs

| [ﬁ Doc hManagemert DiocuSers ' | ' 111342000
il | [ Docuserve Y FIEte

| s — [ Home 2? chdochase | Ema 1041542001
1l | R [f] Mewy Projects N Expart

Al D Projects 36 tfQuestion  Index 1041972001 -
M [f] Samples - Launch

Bl | E— [[-_’-j Scanners a7 TIF Questic.  Properties 1041942001 -
|| [E— i Unfiled

The Document Properties window floats on top of the View List window or search results
window when the Properties menu pick is clicked.

Document Properkies |

Title: | Price Shest ward Do

Created By admin

Sizer 3190 bytes

Field M arm

Field W alue
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Email

Documents may be emailed from the DocuServe system by selecting one or more
documents in the window above and clicking on the email button. Thisinvokesthe

following window. Recipients can be added or deleted by clicking on the book button in

the upper right hand corner of the window. Recipients are added using your address

book. The attached documents are listed in the attachment box.

E AISI DocuServe
File Edit Tools Wiew

Options  Admin Window  Help

=10l x|

i 4

e il
Exit: Search

File Import

=

Y

Wiew Lisk

S 5

Scan Indes:

#/5end Mail

Subject:

M ezsage:

Aftachments:

Sk TP:bolam@autamateinfo, com

Thiz iz an email of a DocuServe document

Documents can be emailed from DocuServe using an email client like Outlook.

Cancel |

1142742000 5:20:16 PM

|—| [Docz to be indexed: 21 | Logged in az admin

‘ Database:c:vdock azeh
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Check Out

If documents need to be modified once they are in the DocuServe system, they must be
checked out. Thisisdone by selecting the document and pressing the Check-Out button.
A dialog box will be displayed that indicates where you want to save the document you
want to work on.

Check In

Once you are finished working on a checked-out document, you check itin. Thisis
accomplished by selecting the checked-out document from the contents or search window
and then pressing the check-in button.

Index

Document indexes may be modified by selecting the document from the contents or
search results window and pressing the index button. This brings up the index screen and
the document selected and allows the user to modify index fields or document location in
afolder.
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View List Menu Options

The View List window has its own menu options. From the File menu, you can Create
New Folders, Import documents either from KOFAX, DOS Files, or your Twain scanner.
Y ou can aso delete documentsif you own them or you are an admin, you can email
documents, Launch documents in their native application or close thiswindow. The Edit
menu allows you to index a selected document and the view menu allows you to refresh a
folder.

== AISI DocuServe - [DocBase]
&) File Edit View

Mew b I | = [ﬁ C@ @
Kofax Scan Index Wieww List
Delete D05 Files
q Emiail Scan % m
: P ST — T
:\.r-ﬂr-l--— ok B cudachastnPmosHiFio [Latmch
e I'f':' PPT oG e P E Clase ut| Check In | Indesx Launich
H | of B o i P el .
:u:::m ||:|h-' TR @, Folders | Dacd | Title

When documents are imported in DocuServe from the View List window, they will be
added to the folder that you currently have open. If you do not have afolder open, they
will be placed in the Unfiled folder, which is a system default folder. The Unfiled folder
can be renamed but not deleted.

E E AISI DocuSerye - [DocBase]
le B File Edit view

: b || iy [y |
; Import * L IFiIe Import|  Scan Index Yigwm Lisk
~ Delete
- = O (5 % m
o
— Laurch i |
e ut || Check In Index: Laureh

E
N I Foers | Dac1d | Title
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Folders

DocuServe can maintain documentsin folders. Folders are containers that have attributes
or indexes just like documents. These attributes may be searched on using the Search
Window.

Create

Folders can be created in DocuServe viathe main window or in the contents window. In
the main window use the File-New Folder menu item. In the contents window, right
click inthe folder tree view. The following screen will be displayed.

& Mew Folder 10| x| == AISI DocuServe - [DocBase] [
5l File Edit Wiew

Marme I =
| - T = . - I
k.ey Field I j E:xit Search |File Import|  Scan Index | Wiew Li
KeyWalue: | e B % m
Add Value | Bemave \:"aluel Email  |check @ut] CheckIn || Index Laumch

Doc Id | Title

Field Marne | Field Walue

_-- ] &z
i

.............. A2

.............. [ﬁj AlSlvvest

-------------- [ﬁj Ancther new folder
.............. [fj Colarado

.............. [l’ij Colorado Springs
.............. [fj Doc Management
.............. ﬁ:j DocuSerye

If thiswindow is accessed from the View List window, the folder will be created in the
folder that is currently open (Subfolder). Therefore, in order to create folders at the top
level, be sure that no folders are currently open except the folders folder.

Thiswindow allows you create he folder and add indexesto it. To make the folder
permanent, click on the add button. To close the window, press cancel.
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Edit

Folders can be edited in the contents window as well as the search window in the results
tab following afolder search. Inthe View Contents window, right click on the folder you
want to edit. In the search window results tab, right click on the folder item in the folder
resultslist. The following window will be displayed.

dit Folder - 10| x|
Mame Ilnde:-:ed Folder
K.en Field I j
K.ep W alie: ||
Add alue | Femove Y alue |
Field Mame | Fieldalue
B Project DocuServe
B4 Internal Project A5
1] |+

Edit | Eancell

Thiswindow allows you to modify the indexes on the folder. To make the changes
permanent, click on the edit button. To close the window, press cancel.

Delete

Folders may aso be deleted. Thisis done by right-clicking on the folder you want to
deleteinthe View List window. Documents that have been filed in this folder will no be

found in the un-filed folder.
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Index

In order to locate documents in a document management system, the documents must be
indexed. Indexes are keywords that allow the user to locate documents. DocuServe
allows multiple users to index documents that require indexing. Documents that require
indexing are any that are scanned or imported into DocuServe. The Index button on the
main menu is how a user invokes indexing. Upon pressing the index button, the screen
shown below is displayed. A user can then pick an entry and press OK or double click on

it.

E AISI DocuSeryve

=101 %]

File Edit Search Miew Options Admin  Window  Help
A o] = S S 2)
Exit Search | Impaork | Scan Index | Yiew Lisk

&% To Be Indexed

Filename

D ate Scanned/mported

371597.4433305556.f
37197.45311 34253 4
3719745361111 1Lk

371597 4563541667 4

371597 457974537 Hf

371597 4BE71 2963 4f

37197 4718065741 4

37197 4734490741 tif
371597.4740046236.f
371974783101 352 4
3715748070601 554

371597 4826967593

37197 BOSE226852
Business Server Document. tif
Facts & Features of Archive ..
Paperless Office Presentatio...
1

11./02/2007 06:45:02 P
11/02/2007 06:52:37 P
110242007 06:53:22 P
110242007 06:57:17 P
110242007 08:55:36 P
110242007 071214 P
110242007 07:15:39 P
11/02/2007 07:21:54 PM
11/02/2007 07:22:43 P
11/02/2001 07:258:54 P
11/02/2007 07:32:22 P
1140242007 07:35:13 P
110242007 08:12:35 P
1043142007 04:44:083 Pr
1041942007 17:21:37 P
101942007 11:20:13 P

114342007 17:06:00 &k

Docsz to be indexed: 38

Log A

Documents may be re-indexed at any time viathe View Contents window or the Search

Results tab.
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(Famders =lalx)
e [ Oelw] & 0 oiml o] &g BE FE S
nwhed [ 3 o Bl@I|[*alz]E #A% = 14 |
ot I i PN -
idsiia’ || Nenviciia] . "‘L.J}..."I. " 4| Thisinvokesthe
e T AL - indexing panel as shown
"N E U i totheleft. TheTitle,
=\ = A v | key Fieldsand Key
4 Lo i . (| Véluesfields may be
el e illed in which identify
S0 0 7 the document to the
E | AT AP system. In addition, the
":_:Hm \ O\ "‘1, e iai i N document may be placed
T | ARG | inafolder by clicking
3 1 X g 1| onthe appropriate folder
S .~ .+ ' linthetreeviewinthe
- frei® L W I | lower left of the
e %~ window. Upon
LU i e completion the user
L T gy SPU clicks the OK button.
=R

ot ] |l O ]

Administrative Functions

The following features are accessible from the main window Admin menu only if you
purchased the Multi-User version. They are only accessible to usersthat are in the admin

security group.

T e e e e e

en AIST DoCuServe

-|Flrﬂrrhﬂnn-plrhm|mhﬁmmh
Ly
[radec: Fiald Mames:
Aepesi Dk abase

2 |22
[4 Eskt | Sesrch | Import
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Users

From the users menu, you have the capability to administer users within a database. You
can add users, remove users, set security levels and set passwords. Users do not have
access to the database until their respective password is set. The security levelsinclude
admin, edit and search. The admin group is the super user group. All functionswithin
DocuServe can be performed including deletion of documents. This user group should be
assigned sparingly. The edit group allows users to add documents, checkout and check-
in documents thus allowing users to edit documents within the database. The search
group isaread only group. Users may only view documents in the database.

=10/ %]
Field Mames

Lzend name: pazsword au:lm_in
| 3 adrmirigtrator gyl adrmin

brian Brian Clary bk edit

althea Althea brilig zearch

test test LI edit

test? rat zearch
*

M ew Paszward I
0K | g:iswurd Cancel |
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Index Fields
From the index fields menu, you have the capability to administer index field types.

», Index Fields -0 =|

Field M amesz
FieldH ame
p |Description
Dac Type
Group
Froject
Topic
|nternal Project

Cancel

Repair Database

In the unlikely event of the database being corrupted, from this menu you have the
capability to repair the index database. This function repairs and rebuilds the index tables
aswell as compressing the database. If your database has a number of deletions, this

function will reclaim wasted space.
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Open New Database

With DocuServe you can select multiple document databases. These might be delivered
to you from a service bureau. To open a different document database use the File-Open
New DocBase menu item from the main window. |If the DocBase does not exist, you will
be prompted to create a new Document Database.

i' == AISI DocuServe -|O| x|
L| Fle Edit Search Wiew Options  Admin  Window Help

Cpen Mew DocBase | .;% @

Index | Wiew Lisk

Irnport 3
Login Zkrl+L
Expork

Mew Folder

Select Twain Source

Delete Doc e[ +D
Exit

114342000 11:13:53 Ak Docz to be indexed: 33 Log 7
T

The following window will be displayed.

E= Database Selection ;IEIEI

Dacument o hdocB azel, _I

D atabaze Location

] Cancel |

Use this window to select the database and the document location folder. Be certain that
the corresponding database points to the correct document folder location. After pressing
OK, you will be prompted to Login to the new database.

L&, DocuServe Login x|

Lzer Marme: Ia.jmin

Pazsword: Ixxxxxxxﬁ

ak. Cancel |
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