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Using Code ZH Document Management System

The ZH Document Management System (ZH DMS) uses a set of integrated tools to satisfy the
requirements for managing its archive of electronic documents.

Adobe Acrobat Capture provides the necessary tools to convert paper documents into electronic
documents. Manuals, letters, forms and other documents are converted to Portable Document
Format (PDF). Acrobat Exchange allows the user to view and edit electronic PDF documents.
Acrobat Reviewer allows the user to find and correct words that Acrobat Capture may have
recognized incorrectly.

The Web Page interface provides authorized users with the ability to retrieve, view and print
documents.

Microsoft Access provides the ability to create tables and generate reports.
This reference guide addresses the functions for the following applications.

Acrobat Capture

Acrobat Exchange

Acrobat Reviewer

ZH Document Management System (ZH DMS)
Web Page Document Retrieval

Access



Acrobat Capture
e (Getting Started
e Scanning and Processing a document in a single step
e Scanning and Processing a document in two separate steps
e Scanning and Processing a document with more than 100 pages
Acrobat Exchange
e (Getting Started
e Open a PDF document
e Using Thumbnails
-Create a thumbnail
-Browse a document using thumbnails
-Move a page using thumbnails
o Edit a document
-Insert a page
-Extract a page
-Replace a page
-Delete a page
-Delete a page using thumbnails
Acrobat Reviewer
e Getting Started
e Correcting an ACD document
e Add aword to the dictionary
ZH Document Management System (ZH DMS)
e (Getting Started
Check-in a document
Find a DMS document
Find a document using the terms dialog
View a document in Draft or Layout
Check-out a document for editing
Check-out a copy of a document
Show Checked-out documents
e Cancel Document Check Out
Web Page Document Retrieval
e Logging on to ZH DMS Web Page
¢ Find a document from the Web Page
e Retrieve and view a document
Access

Getting Started
Update local data
View data

Run a report

Appendix



Acrobat Capture

Acrobat Capture converts paper documents into electronic documents.

Starting Acrobat Capture

Click “Start’

Click ‘Programs’

Click ‘Adobe Acrobat’
Click “‘Acrobat Capture’

Ll

Acrobat Capture Window

A. Scanner Area shows icons for scanners.

B. Input folder area shows icons for Input folders.

Click a folder icon to select the folder. The
selected folder is outlined, the files in the
selected folder are shown in the contents area
to the right.
C. Input folder contents area show icons for the
files in the selected Input folder’s directory.
D. Output folder area shows icons for Output

folders. Click the desired folder icon to select

the folder destination of converted pages.
Selected folder is outlined, icons for output
files are shown in area to the right.

E. Output folder contents area shows icons for the

output files in the Output folder.

n

button or icon under the cursor.
. Performance indicator shows the selected
performance preference setting.

. Scan displays the scan images to the input
folder dialog box, used to name the file(s).
. Process tells Acrobat capture to process the

selected input folders.
J. Scan & Process display both dialog boxes to
scan and process in one step.

I o

Prompt text box displays a help message for the

W Acrobat Capture 2.0

A

- Acrobat Capture 2.01

File Input Hrocess Outgut Help
Y

B il =
e= LR @ OER Test to be Fisviewsd I ﬁ
s Scan & Proces g—
@ 85x14 300dpi B @ PDF (image Oris)
< MNoFiles »
1 v @ POF (image+Hidden Text)
Scan prem— Process q>
[} FOF not for d/b Image+Hidd
@' TIFF ot for datgbese/pa] | UL ﬁ
@ BATCH TIFFS
< Mo Files »
)
r
r S r S r S
d:hscandatabinputipiece | {PDF} d\scandataboutputinat for dfabase




Acrobat Capture and ZH Document
Management System

Acrobat Capture Menu

05/27/1998

The Acrobat Capture menu contains the following options: File, Input, Process, Output, and Help.

Below is a detailed view of each option.

Acrobat Capture menus

Refresh Fokdars add Scanning Dewvice, .. Scan and Process
Preferancas, .. Setup Sranning Device.. SCan 1o input Folder
Edit Customarny Dicticnary... Rapsove Scanning Device. .. Procass Inpul Folder

Exit Find and F 5 Irkage FHes...

Procmes Input

setup Processing Oplicns...

Add Ousput Foldar... Capture Ontine Guide. ..

Sarug Cutput Foddar. . POFWriTer Online Cuide. ..
Ramaove Outpat Folder Troutleshooring Onlineg Cuida. ..
Edit the: Sebected Output Documien Abaoul Acrobal Caplure

Input and Output Folders

When to choose an Input Folder

An Input Folder must be selected before scanning a document that will be processed at a later
time. The scanned document(s) will be stored in the selected input folder shown in the lower left

portion of the screen.

Selecting the Input Folder

The selected input folder will be outlined in white, and the filenames and icons in the folder’s
directory will appear in the input folder contents area on the right. Each input folder has its own

input setup parameters.

Sample Input Folder

Input Folder Area Input Folder Contents Area

[;ly TIFF ot for database/pd] @l 2{'

@ BATCH TIFFS
< Mo Files »

@ "Reprocess”

d:hecandatahinputhpiece

When to choose an Output Folder



Acrobat Capture and ZH Document
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An Output Folder must be selected before any document can be converted to the Portable
Document Format (PDF). The processed document will be stored in a designated output folder
shown in the upper right portion of the screen.

Selecting the Output Folder

The selected folder will be outlined in white, and the filename and icons in the folder’s directory
will appear in the output folder contents area on the right.

Cleaning out temporary files

Periodically, the Output Folder contents area will need the temporary files dumped. Click the file
to be deleted, click the trash can icon. To delete a number of files, click on the first file to be

deleted and hold the shift key down while clicking on the last file to be deleted. Then click the
trash can.

Sample Output Folder

Output Folder Area  Output Folder contents area

@ OCR Text to be Reviewed @l %'

@ FDF [Image Only)
< Mo Files »

@ PDF [Image+Hidden Tesxt]

[27"’ PDF nat for db [Image+Hidd

Selecting Output Folder Settings



Acrobat Capture and ZH Document
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Each folder in Acrobat Capture has its own setup parameters and can output three styles

of Portable Document Format (PDF) files:

Acrobat PDF [Normal]: Document can be searched, scaled and indexed. This
format produces a ‘likeness’ of the scanned page, not an exact replica. Original
page formatting is retained and graphics are preserved.

Acrobat PDF [Image]: Documents contain bitmap picture of the original

document and has no search capability.

Acrobat PDF [Image + Hidden Text]: Document retains the original bitmap for
exact replication. Search capabilities are enabled.

Acrobat Capture will also convert a file so that it can be edited using the Acrobat Capture

Document [ACD] extension.

Output Folder Setup

Description: IF'DF

| 2HyPDF

Location:

File Farmats:  [Ctrl+Click to toggle selection)

Acrobat Capture [ACD)
Acrobat PDF [Mormal]

Rich Texst Format

Suzpect Settingsz... I

Procezsed Images: IHetain In Place j

|

Defaultz |

N
Cancel |

Changing Output Folder Settings

1. Click the desired folder in the *output
folder’ area.

2. Right-click on the output folder icon.
The Output Folder Setup screen
appears.

3. Complete the ‘Location:’ field.

4. Click the file output format desired in
the ‘File Formats:” field .

‘ @ FOF [Image+Hidden T ext]



Acrobat Capture and ZH Document
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Output Folder Setup E

. Drescriptian: ICI:u:Ie ZH
5. Click OK. (Note: more than one format | | . = |
may be selected.)

File Formatz:  [Chrl+Click to toggle selection]

Acrobat Capture [ACD]
Acrobat FDF [Mormal]
Acrobat POF [Image
Acrobat POF [Image + Hidden Text

ASCH Text

Rich Text Farmat |

Suspect Settings... |

Processed Images: IHetain In Place "I

Defaults | Cancel |




Scanning and Processing a page in
asingle step [Ctrl +A]

1.

Place the document in the scanner’s
automatic document feeder. (Select the
Scanner with the paper size for the
document to be scanned).

Click the output folder where the processed
document is to be saved.

Click the ‘Scan & Process’ button. The
Scan dialog box appears.

Enter the document name in the ‘Document
Name:’ field. (The appropriate extension is
automatically added.).

Click Start. (The ‘Acrobat Capture Server
2.0’ screen appears during document
processing.)

Click ‘Document Finished’ on the Scan
Document dialog box when scanning and
processing is completed. (A new icon for the
PDF document file appears in the output
folder contents area.)

Acrobat Capture and ZH Document
Management System
05/27/1998

(1 8511 300cpi BW j
@ 2,514 300dpi BEw

‘ @ PDF (Image+Hidden Tewt)

Scan & Process

Sen &
Document Mame:

|Code ZH

Start Scanning at:
IFant Side "I of Sheet Mumber: I'I

Firzt Image Filename:
|Code ZH_0007 . tif

Start I Qefault&l Cancel I

Scan Document |

Flace next page(s] on scanner.

Scan Mest Page(s]

Statt Back Sids |

Diocument Finished
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Scanning and Processing a document in two separate steps

Scanning the document [Ctrl + S]

1. Place the page(s) in the scanner’s
automatic document feeder. (Select the
Scanner with paper size for the document
to be scanned).

2. Click the “input folder’ icon from the Input
folder area where the document is to be
saved.

3. Click the ‘Scan’ button. (The Scan dialog
box appears.)

4. Enter the document name in the
‘Document Name:’ field. (The extension is
automatically added.)

5. Click Start. (‘Scanning image to disk’
screen appears.)

@ £.5 111 300dpi Biw
@ £ 5l 4 300dpi Bk

-

=

gyf TIFF {not for database/pd]

@ BATCH TIFFS
@ "Reprocess

< MoFiles »

d:hzcandatahinputhpiece

Scan

v

Scn |

Document M anme:

|Code ZH

Start Scanning atk:

IFant Side "I of Sheet Mumber: I'I

Firzt Image Filename:

|Code ZH_0001 atf

Stark I Defaultz

Cancel I




Acrobat Capture and ZH Document
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Scan Document |

6. Click ‘Document Finished’ on the Scan Place next pagefz] on scanner.

Document dialog box when scanning is

complete. (A new icon appears in the input ... .Dcan Next Pagels]

folder. Each page scanned results in afile :

sequentially numbered.) Start Back Side |
NOTE: The scanned document can be kept in Dacument Finished |
the input folder and processed at a later time.
Processing the document [Ctrl + P]
This process can be done at any time once the ; -
document has been scanned and saved in an [;9 TIFF fnotfor datebase/pd) J ﬁ
input folder.

@ BATCH TIFFS « No Filoss

1. Click the folder icon in the ‘input folder’ @ T—

area containing the document files to be

processed.

2. Click on the icon of the file (.tif) to be
processed. (For multiple page selection:
click on the icon of the first file, hold the
shift key, click on the icon of the last file to
be processed. The files to be processed will
be highlighted.)

d:hzcandatabinputhpiece

3. Click the folder icon in the ‘output folder’

area where the document is to be saved ﬁ OICR Teut fo be Flevianed @l 2< |

after processing.
@ FDF [Image Only)
< Mo Files »

@ FDF [Image+Hidden Text)

[;L" FDF nat for db [Image+Hidd

4. Click the “‘Process’ button. (The ‘Acrobat
Capture Server 2.0’ screen appears during
document processing).

Process [

10




Scanning and Processing a
document with 100 or more pages

1. Place document pages in the scanner’s
automatic document feeder. (Document
should not exceed 100 pages. Adobe
Capture has difficulty creating .pdf files in
excess of 100 pages.)

2. Click the input folder icon from the input
folder area where the document is to be
saved.

3. Click the ‘Scan’ button. (The Scan dialog
screen appears.)

4. Type the document name in the ‘Document
Name:’ field. (The filename extension is
automatically added.)

5. Click Start. (*Scanning image to disk’” screen
appears.)

6. Click ‘Document Finished’ on the Scan
Document dialog box when scanning and
processing is completed. (A new icon
appears in the input folder. Each page
scanned results in a file sequentially
numbered.)

Repeat steps 1 through 7 for the next batch of
pages (not to exceed 100).

View the PDF or ACD from
Acrobat Capture

Acrobat Capture and ZH Document
Management System

e 8511 300pi BEW j
@ 2,514 300dpi B

‘ @ BATCH TIFFS

Scan

a4

Sen |

Document Mame:
|Code ZH

Start Scanning at:
IFant Side 'I of Sheet Murmber: I-I

Firzt Image Filename:
|Code ZH_0007 2.t

Start I Qefaultsl Cancel I

Scan Document |

Place next page(s] on scanner.

Scan Mext Fage(s]

Start Back Side |

Document Finizhed |

05/27/1998
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While in Acrobat Capture, locate in the _
‘Output’ folder the file to be viewed. @ FOF (Image+Hidden Text]

Double-click on the desired file. (Acrobat
Exchange or Reviewer launches.)

Click “View’ on the menu to alter viewing
options. (This option in Acrobat Exchange

only.)

Exit Adobe Exchange by clicking ‘File’ on
the menu and click “‘Exit’ to return to the
Adobe Capture screen.

12
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Acrobat Exchange
Acrobat Exchange allows the user to view and edit electronic PDF documents.
Starting Acrobat Exchange
1. Click *Start’
2. Click ‘Programs’
3. Click ‘Adobe Acrobat’
4. Click ‘Acrobat Exchange crobat Exchange 3.1
Open an existing PDF document
[Ctrl + O]
Open
1. Click ‘File’ on the Acrobat Exchange Lackin: |3l Capture? [ j=1
menu. Archive [ Review
Help @ Samples
2. Click ‘Open’. (The “‘Open’ dialogue box In [ Temp
appears.) Log ([ watch
Ot Licenze. pdf
R eqizter

3. Type the document file name in the ‘File
Name:’ field or double-click on the file.

4. Click Open. (Acrobat Exchange opens the | | Filename: | =
document) Files of type: [ icrobat [ pef) =] Cancel |

Using Thumbnails

A thumbnail is a miniature view of each page in
the document and is displayed in an overview | g MR
area. I =

INCIDENTAL OR SPECIAL DAMAGES, INCLUDING ANY LOST PROFITS OR LOST

SAVINGS, EVEN IF AN ADOBE REPRESENTATIVE HAS BEEN ADVISED OF THE

POSSIBILITY OF SUCH DAMAG I 5. OR FOR ANY CLAIM BY ANY THIRD PARTY
ide

Create a thumbnail

usion ml ineplied warranties or limita
1 ve limitations may not apply 1o
m\g\lm]u aranties are limited 1o ninety (90) days, This war g gl
You may have other rights which m staie 1 stae or uuw.huumn jurisdiction. For
funther warcanty information. please contact Adobe’s Customer Suppor Deparimen

1. Click ‘Document’ on the menu.

6. Governing Law and General iniiimn This Agseement will be governed by the laws in [ |

2. Click ‘Create all thumbnails’.

0 its werms, You il I]II.
-\iE]nsIIL\hi\ teansferred or exporie suntry of wsed in net

5 iy
prohibited by \hn United \m \n || \lelm tralion Act or any oler exnort laws. 1o \lmm
W mFsgesats | 91 T ‘m

Browse a document using
13
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thumbnails
1. Click “View’ on the menu.

2. Click *Thumbnails and Page’.

3. Click a thumbnail to choose a page it
represents.

Note: If thumbnail appears as a gray box in the
overview area, click Document> Create All
Thumbnails to have the pages displayed.

Move a page using thumbnails

License.pdf M= E3
g Bl

1. Click on the desired thumbnail page
number box.

INCIDENTAL OR SPECIAL DAMAGES, INCLUDING ANY LOST PROFITS OR LOST
SAVINGS, EVEN IF AN ADOBE REPRESENTATIVE HAS BEEN ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES. OR FOR ANY CLAIM BY ANY THIRD PARTY.
Some states of jurisdictions de not allow the exclusion or lmitation of incidental. consequentia
or special damages. or the exclusion of implied warranties or limitations on how long an implic
warranty may last, s0 the ahove limitations may not apply 1o you. To the extent permissible, an
implied warranties are limited o ainety (90) days, This warranty gives you specific legal rights
You may have other rights which vary {rom state to st or jurisdiction 1 jurisdiction. For
further warranty information, please contact Adobe’s Customer Suppon Pepartment.

2. Left click and drag the thumbnail page
icon to the new location. (When the
mouse is released the pages will be inserted
and all subsequent pages will be
renumbered.)

6. Governing Law and General Provisions . This Agreement will be governed by the laws in _
foree in the State of Calilornia excluding the application of its conflicis of law rules, This
Agreement will not be governed by the United Nations Convention on Contracts for the
Iniernational Sale of Goods. the application of which is expressly excluded. If any part of this

is found void and i ' i will not affect the validity of the halance of the

Agreement, which shall remain valid and enforecable according  its wrms, You agree thal the
Software will not be shipped, transferred or exponted into any countey or used in any manner

nrohibited by ihe United Siaies Fxoort Adminisiration Act or any other exnor laws, restriction =
4| [Page@ofd | 0,100% | @efxiiin m j v

Edit a document - Insert a page
[Ctrl + Shift + 1 ] Select File To Insert HE
Look in: Ia Capture?

1. Click ‘Document’ on the menu. [0 fuchive (3 Review

. ‘ ’ ‘ : |_dHelp A samples
2. Click ‘Insert Pages’. (The “Select File to = & Tom

Insert” dialog screen appears.) 3 Log 2 watch
3. Type the name of the document file in the 30w License. pdt
‘File Name:” field. 1 Register

4. Click “Select’. (The “Insert’ dialog screen

appearS.) File name: | Select I
Files of tupe: I.-’-‘-.c:rc-bat [*.pdf) LI Cancel |

5. Click the radio button to determine where
the location of the new pages should be

14



6.
7.

placed.
Click OK.
Click ‘File’ on the menu, then ‘Save’.

Edit a document - Extract a Page
[Ctrl + Shift + E ]

=

SR

Click ‘Document’ on the menu.

Click ‘Extract Pages’. (The ‘Extract
Pages’ dialogue screen appears.)
Type the pages to be extracted.

Click OK.

Click “File’ on the menu, click ‘Save’.

Edit a document - Replace Pages
[ Ctrl + Shift+ R ]

Click ‘Document’ on the menu.

Click ‘Replace Pages’. (The ‘Select File
With New Pages’ dialog screen appears.)

Select the file to be replaced.

Click “Select’. (The “Replace Pages’ dialog
screen appears.)

Complete the required fields.
Click OK.

Click ‘File’ on the menu, click ‘Save’.

Acrobat Capture and ZH Document
Management System
05/27/1998

Insert E |

Insert File:  reporte. pdf

— Location

" Befare  {+ Hhifter

—Page

" First 0 Last = Eage:l'l of 4
QK. I Cancel |

Extract Pages Ei |

From: |2 T IE‘I of ¥

[T Delete Pages After Extracting

| k. I Cancel

Select File With New Pages EHE
Lockjn: | =3 Heg71101(C) =] =E=
Acrobatd A Ms [ windaows
BASIS82 32 [CAMS0ffice kathi test. pdf
cabs 2 Frogram Files kathi test1.pdf
Capture2 [ | Sandy Data
Dats (A 5can Dacs
Hpfonts [ | temp

File mame: || Select I
Files of bupe: I.&cr-:-bat [*.pdf) j Cancel |

15




Edit a document - Delete Pages
[Ctrl + Shft + D ]

=

Click ‘Document’ on the menu.

2. Click ‘Delete Pages’. (The ‘Delete
Pages’ dialog box appears.)

3. Click “File’ on the menu, click ‘Save’.

Delete pages using thumbnails

1. Click the page number box on the
thumbnail page to be deleted.

2. Click the “‘delete’ button.

3. Click ‘File’ on the menu, click ‘Save’.

Acrobat Capture and ZH Document
Management System
05/27/1998

Replace Pages

=]

— Original

Beplace Pages: |‘I

To |‘I
In "quick ref guide. pdf*!

af 2

— Replacement

wWwith Pages:

I'I | To: 1 of 1

From "tenpager. pdi"

o]

Cancel

Delete Pages [ x|

From: IE

o]

To |2

of 7

Cancel

Captur_PDF

Acrubat Exchange

Eifit 3 ducument - Tverd s page
JEtH -+ 55+ 1]

E Ol v’ on i s,
1Tk ewer Foyges” (e “Sebavr File w0
fonart”dhaksg sereen

g

5, Clik ibe ko e o e Whess
0 boation ofthe sev pagessbruta be
plaal

[

T Click ‘il b “ra

B =
0| MFage7ofzt | o88% | @esxitin [4] J_»|J
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Acrobat Reviewer

Acrobat Capture and ZH Document
Management System
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Acrobat Reviewer is used to find and correct words that Acrobat Capture may have recognized

incorrectly.

Starting Acrobat Reviewer

1. Click *Start’

2. Click ‘Programs’

3. Click ‘Adobe Acrobat’

4. Click ‘Acrobat Capture Reviewer’

Correct a ACD document
1. Open desired document to be corrected.

2. Press ‘“Tab’. (The insertion point moves to
the beginning of the first suspect word. The
bitmap image of the line appears at the top
of the window.)

Double-click to select the suspect, and type
the correction. (Press tab to move to the
next suspect.)

[ﬂ'.&crnha’[ Capture Reviewer 2.0

E.". zh test.acd - Capture Reviewer 2.0
File Edit Suspect Select Yiew ‘Window Help

ITimes New Roman j |1I] j INulmaI

- B|7|U] x| TIE|=|a]E

[ TR R Tl ]

Fop.and PEzoomodel soapiers
madioard by Pomoams,
fillirithebdgh-endrarge of ite
scarmerprodicts Trehomdor
the prrchias e commitmert wich
mpmns 1 gt wmas
n_mmos odd w dr 0EM,
Pocoum  ageod w  mamer s
[ LML, UL -1
wer bumau makes and e
eapwe oeh Bl & Heeell n

ol Fepeld and  Royels
thags s safically
for Cardif"s TEL Eomm sé-don
wrg chyees aeh a ceab omyle
ficlds,  mark mrer bubbles,  cheek
bors g codks el g
aruchiors onpaper shock mostide-
ally amed Ter moegriven ozl
o, Ascmaut da oty [ADE)
firrthier complemerts a snite of
olwes ofimd by Fomedds in
the arens ofdoommerd proomre-
metit, donmet mAnaZemerd.

ouetomers to ekt e the
Polectdr w0 o pudes
ofimd by FIC In adduon 150
mll peak FTC s mamen
wen wehligr  fee vimrg and
mroaum z pn d e EM
44 LR Infomany Craphics
Corp . bacedin Phoents AZis 2
leading marnTfacharer of COMmmer-
ol sl prdes for e
infbmauen Mg e
Parneme Trchnology oo
uen 15 e oodd wnh lrme

documents spec

L0 W and
dlomrg  wmn w J
and vismedoomme
ek as images e
Fuh de  wely
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larched  amp Ima
v, muting
e Coporucn
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ZH Document Management System (ZH DMS)
Starting ZH DMS
i
1. Select the ZH DMS Basis Desktop icon. ID I:.
2. Type your user id in the ‘Database
username’ field and ‘Database password’.
3. Click the OK button. (ZH DMS displays the | Al
Find screen.) D
atabase username
Note: To retrieve a full list of every document, I
leave the fields blank and click the ‘Find’ Databasze password
button. |
)4 I Cancel
Check-in a document
1. Create document in the appropriate
application. Follow the steps to *Start
ZH DMS’.
2. Click *‘Check-in’ on the Document Seies | 3
menu. Subseries I
Document Type
3. Complete the field group entries on the
‘Check-in’ dialog screen. Sui
ubject
4. Inthe “filename’ field, type the file - -
path and extension or click the * Flenane
Browse’ button to locate the document T I
if it is not known.
Browse... | Clear | Pin dialog [~ 1] | Close |
5. Click OK.

18
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Using Terms dialog with document
CheCk'l n &, CheckIn
E Series | ‘I
Subseries |
1. Click “Check-in" on the Document Document Type
menu.
Subject
2. Click in the desired field. (e.g. Series, :
SUbserieS) Filename
| [C:\Maza Administratars j
3. Click “Terms’ on the Find menu.
Browse... | Clear | Pin dialog [~ 0K | Close |
4. Click on the desired term in the Terms
box.
5. Click ‘Select’. (The term will appear in sTems Q|
the “‘Selected Terms’ box.) Criterion Tems @ Show Index

AEROSPACE |NDUSTHYAj C Show Thesaurus

|4/ARDS AND MUSELIMS

[BIOGRAPHIES 5]

Note: Double-clicking on the desired term will | = Souce

Selected Terms

.- I i vl AEROMNAUTICS
also select the term and place it in the Selected 2l AWARDS AND MUSELIMS
atching Terms
Terms box Matching T BIOGRAPHIES

Docs  Hits  Index Tems

6. Highlight the term(s) to be inserted into
the desired field in the ‘Selected Terms’

bOX. Connector

4 3 O And

7. Click ‘Apply’. (The selected term(s) will O
be inserted in the field.) Lookup [ [ Select |  Deleic Apply Find Close

8. Click “Close’ to close the term dialog
box.

Note: (If every term in the ‘Selected Term’
box is desired, do not highlight any term.)
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Find a DMS document _
@ Record Ho |= = Al

I contains any

Description | equalz

3. Click into the desired field and type
in the search value.

Hame([s] I equals

Sl
Series [List) [inciudes !
1. Click *by form’ on the Find menu. Subseries (Lis) [oaas =N
(The “Find’ screen appears.) Document Type (List) [irciuges =N
Subiect [includes HEd
2. Determine the fields to use for the Folder_Title [inciudes =] [Humprhey. HH. Spesches of
search criteria. Pocument Date containsary ]
Location j
&
&l
[

Date Entered I o

Clear | Find I LClose

4. Set the test operator by clicking on
the appropriate list indicator (7).

5. Click ‘Find’.

Note: To retrieve a list of all documents,
leave the fields blank and click the ‘Find’
button.)

6. Search results will be displayed on 1- Code ZH - Find Results

- Series [List] Subgeries [List] Document Type [List] Subject
the *Find Results’ screen. | BIOGRAPHIES  ASTRONADTS PHOTOGRAPHS G
2 EBIO PHIES ASTROMAUTS MAMUSCRIPTS: PRESS
3 EIOGRAFHIES MASA ADMINISTRATORS MANUSCRIPTS: COMSTAN, GEORGE M.
H H 4 EIOGRAFHIES ASTROMAUTS PRESS RELEASES:; BOEKO, KaROLJ. ("BO")
7' DOUbIe-CIICk on the deSIred document 5 BIOGRAFHIES MASA EMPLOYEES MANUSCRIPTS MISCELLAMEOUS
to VieW. B EIOGRAFHIES ASTROMAUTS MANUSCRIPTS: ALDRIN, EDWIN E.. JR. ["BU

7 EIOGRAFHIES ASTROMAUTS PHOTOGRAPHS ARMSTRONG, NEIL &.
8 BIOGRAFPHIES MASA EMPLOYEES MANUSCRIPTS: ORAL DOMMELLY, PALIL C.
] BIOGRAFHIES POLITICAL FIGURES SPEECHES; TRANSCRIPTS HUMPHREY, HUBERT H.
10 BIOGRAPHIES SCIENTISTS MaNUSCRIPTS ALEKSEYEY, LEONID A.
11 BIOGRAPHIES COSMONAUTS MaNUSCRIPTS ALEXANDROY, ALEXANDER
12 BIOGRAFHIES COSMOMAUTS MaNUSCRIPTS AHAD, MOHMAND ABDLILLS
13 BIOGRAPHIES MASA ADMINISTRATORS MaNUSCRIPTS COLWIM, BILL D
14  BIOGRAFHIES MASA ADMINISTRATORS MaNUSCRIPTS COOPER, BEMITA &.
15 BIOGRAPHIES ASTROMAUTS PHOTOGRAPHS: DUFFY, BRIAN
16 BIOGRAPHIES MASA ADMINISTRATORS PHOTOGR&PHS: PRESS  ALLEN, LEW, JR.
17 BIOGRAPHIES ASTROMAUTS SPEECHES ANDERS, WILLIAM A,
18 BIOGRAPHIES GOVERMMENT OFFICIALS  MANUSCRIPTS ALLEM. RICHARD V.
139 BIOGRAFHIES SCIENTISTS MANUSCRIPTS; NACA ALLEM, H. JULIAN
14 H -
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Find a document using the
Terms dialog sTems Q|
E Criterion Terms @ Show Index
IBIDGHAPHIES 3 AEROSPACE INDUSTHYAj ) Show Thesaurus

. . Source Selected Terms

1. Click ‘Terms’ on the Find menu. [Gees | EERONALTICS
AwARDS AND MUSELMS

. . Matching Terms BIOGRAPHIES

2. Click the name of the search field Docs His Index Tems

from the Source droplist box ().

3. Click on the term(s) to be matched
in the Terms box.

Connector

1 3 O And
® 0
4. Click *Select’. (The term will appear Lookup || Select | Delete Apply Find Close

in the ‘Selected Terms’ box.)

Note: Double-click the desired term
will also select the term and place it in
the Selected Terms box.

5. Click a ‘Connector’ operator.

Note: ‘AND’ will select all marked terms
in the selected field. ‘OR’ will select any
marked terms in the selected field.

6. Highlight the term(s) to be matched
in the ‘Selected Terms’ box. (If
every term in the ‘Selected Term’ box
is desired, do not highlight any term.)

7. Click “Find’. (The ‘Find Results’
screen appears.)

View a document in Draft or
Layout.

1. Open the document from the ‘Find
Results’ screen.

2. Click “View’ on the menu.

3. Click the appropriate view option ,
21



Draft or Layout. (The active view is
annotated with a check mark on the
menu.)

Note: ‘Draft’ view allows hit-to-hit
scrolling and viewing of external file icons.
‘Layout’ view allows for text stream
viewing as the document was originally
formatted. Limitations exist in layout view.

Check-out a document for
editing

&

1. Find the desired document by
conducting a search.

2. Click *Check Out’ on the Document
menu. (The ‘Check Out’ dialog screen
appears.)

3. Inthe ‘“Tofile’ field, type the file
path and extension or click the
‘Browse’ button to locate the

Acrobat Capture and ZH Document

Documert  Edit

Draft
v Layout

Management System
05/27/1998

Fill EASIS Desktop

Find Share Database Window  Help

EuEﬂ E!

Eield..
Hit

[DEEum et

Plain Display
v Form Display

v Toolbar
v Message Bar

[E] <2> Training - Document 35

Document # 2r13
Document Name QUESTIONS
AGREEMENT
Author  ACONDES
4| | 3
Question 2.

a. When will the MOU and IGA ™

This iz hard to predict. There are
agreements underway-the IG4 a
NASA-ESA WASA-GOJ and ML
agreements are interrelated all fi
thete are very complex 13sues, su
which require considerable coord
made excellent progress to date,

i B

(0] x]

E ¢2> Training - Document 35 [ [O]x]

Document # 273
Document Name GUESTIONS |
AGREEMEMT
Author  ACONDES
4 | | 3

Question 2. ﬂ

a. Wwhen will the MO and 1GA be signed?

Thiz iz hard to predict. There are five parallel negotiat
Station agreements underwap-the |GA at the governn
MNASA-ESA, MASA-GOJ and NASA-CSA] at the agen:
inter-related all five must be signed at the zame time. |
complex issues, such as the quid pro quos for sach p:
conziderable coordination amang the nations invalvec
progress o date, with the key issues on the table for c

b. Iz either 1GA or the MOUs subject to parliamentary :

"wWith the exception of the US Government, where the:
Executive Agreement, each of the participating nation

n

Layout View

Qpen

Draft View

FIEBASIS Desktop

Edit “iew Find Share Database Window  Help

Delete. ..
Showe Wersions

Check In...

Check Cut ...
Showe Checked Ot
Cancel Check Out

Send Mail...
Prirt...
Print Setup...

Exit
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document.
4. The “‘Open document with’ field Check Out
should show (Associated_ @ Check out
Application) to launch the () Copy
application such as Word, Excel, To file _ Cancel |
Powerpoint, or Acrobat Exchange. [\ tairinghusers\ain_0157234 dor] -]
— Browse. .
DOpen document with _—l
I [Azzociated_Application] ﬂl
5. Click OK. (‘Replace existing’ screen
appears. Select the appropriate
choice.)
BASIS Desktop =
& Replace existing "o \kathi test'"?
Tes
Check-out a copy of a document
1. Find the desired document by
conducting a search.
(") Check out oK |
2. Click ‘Check-out’ from the ©/Copy Cancel_|
Document menu. (The ‘Check Out’ To file
dialog screen appears.) | CACapture2inilyer tf =]
3. Click the ‘copy’ radio button. Open document with
Py I [Azgociated_Application] _LI
4. Inthe “To file’ field, type the file
path and extension or click the
‘Browse’ to locate the document.
5. The ‘Open document with’ field BASIS Desktop |
should show (Associated
Application) to launch the & Replace existing "o \kathi best™?
application.
. . Tes
6. Click OK. (‘Replace existing’
screen appears. Select the
appropriate choice.)

Show Checked-out documents
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NN Edit Wiew Fi

Open
Delete. ..
Showe Verzions

1. Click ‘Show Checked Out’ on the

Document menu. Check Jn...
Check Out...

Show Checked Out

Cancel Check Clut

Print...
Print Setup. ..

E xit

E == Code ZH - Checked Out

Record Ma Series [List) Subszeries [List) Diocument Type [List]
BIOGRAPHIES HasSa ADMIMISTRATORS MaMIISCRIPTS; PRESS RELEA
2. The ‘Checked Out’ dialog box
appears listing your checked out
documents.
Ll |
Cancel Document Check Out B} <4> Training - Checked Out

Document #  Documnent Mame

1 50043 MEMO TO DR. SMITH

1. On the “‘Checked out’ dialog screen,
select the document to be canceled.

2. Select ‘Cancel Check-out” from the
Document menu. (Note: To verify
document cancel, click Show Checked-
out on the Document menu.)
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Cocument IR

Open
Celete. .
Showy Yersions

Check In...
Check Out...
Showw Checked Cut

Cancel Check COut

Send Mail....
Print...
Prirt Setup...

Exit
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Web Page Document Retrieval

Logging into ZH DMS
Golo:l j N
l. Open Netscape wihat's Mew? | what's Cool? Destinations | Met Seaich | People | Software | i

2. Type the URL address in the ‘Location’
field and press Enter. (The ‘Office of
History’ screen appears.)

3. Click the *Report’ type desired. (The
‘Log into Basis’ screen appears.)

4. Type your username and password in
the ‘Basis Username’ and ‘Basis
Password’ fields.

5. Click *OK’.(The ‘Find’ screen appears.)

8| [Documert: Done | B

Log into BASIS

BASIZ usamame:l

BASIS passwnrdl

Okl Clear |
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Find a DMS Document from the
Web Page

wiy Netscape - [<CODEZH.ZHCORE=ZHCORE Search Form]
File Edit ‘“iew Go Bookmarks Options Directory Window  Help

Search

b

iiges

Stop

=

Opeh

|

Find

oc

Eoward

Y

Hame

0

Back

Fririt

&

Feload

1. Complete the ZH DMS Web log on _
process. ot &l N
wihat's New? | wihat's Cool? | Destinations | NetSearchl Peoplz | Soflwarel ) |

2. On the ‘Find’ screen, determine the ., E
fields to use for the search criteria. = ﬂ @ @ % % @ ﬁ
3. Click into the desired field and type in Okl Clearl
the search value. (Note: To retrieve a list

of all documents, leave the fields blank and _
click the *‘OK’ button.) IRj“"fﬂN“mher-jl

4. Set the test operator by clicking on the Serles :
appropriate list indicator (). |contains the phrase ] |

5. Click the ‘OK” button. Subseries :
Icontainsthe phrase jl =

6. The ‘Find Documents’ Results screen

. . Document Type :
appears |IStIng Documents.

Icuntainsthe phrase j |

Suhject :
||:0ntainsthe phrase j |

Folder Title :
Icontains the phrase j

Document Date :

|cuntainsthe phrase j |

Location :
|c0ntainsthe phrase j |
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Retrieve and view a document

1. From the ‘Find Documents Results’
screen, click on the desired item. (The
‘Metadata’ screen appears.)

2. Click ‘Down Load’. (Acrobat Exchange
launches.)
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Microsoft Access

Starting Microsoft Access

N =

o

Click ‘Start’
Click ‘Programs’

Click “Microsoft Access’ (The Microsoft

Access screens appears.)

Click radio button ‘Open an Existing
Database’

Click the database file to be opened.
Click ‘OK’ or double-click on the
database file name. (The selected
database opens.)

Update local data

1.

2.

Click the “‘Queries’ tab.

Highlight ‘Update Local Data’.

Click ‘Open’ or double-click the
selection. (The Access screen will read
“You are about to run a make-table

query...)

Click “Yes’. (The Access screen will read
“The existing table ‘Local Data’ will be
deleted...”)

Click “Yes’. (The Access screen will read
“There isn’t enough disk space...)

Click “Yes’. (When processing is
complete, the Access screen will read

Acrobat Capture and ZH Document
Management System

A Microsoft Acc

Microsoft Access

— Create a Mew Databaze Using

" Database Wizard
=

05/27/1998

é} & Open an Ewisting D atabase

I:\HOQ-DMShcode-2\zhreport. mdb

C:haccesshccesshS amplestMarthwind. mdb
I8APP_IMFOWRLYWARL mdb
Chaccess\Access\ARL mdb

o]

Canhicel

i=

" ETabes | P Oueries | Farms [ B Reports [ 2 Macios [ fd Mudulesl

g .i__|.F|

Open
Design

Hew
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““You are about to paste...”) Microsoft Access ]

*fou are about to run a make-table query that will modify
data in your table.

Note: It will take the system about 3 mins.
to process the request.

Are you sure you want to n this action query?

Click, Help for information ot how bo prevent this meszage fram
7. Click “Yes’. displaying every Hme you iun an achion quer.

Microsoft Access %]

The existing table 'Local Data' will be deleted before you
run the query.

[l you want to continue anyways

Yes

‘ Microsoft Access |

| There isn't enough disk space or memory to undo the
data changes this action query iz about to make.

Do pou want bo n thiz action guen anpwa’?

For information on freeing disk space or freeing memory, search the
Microzoft Windows anling index for 'disk space, freeing or 'memary,
troubleshooting.'

You are about to paste 15367 row(s] into a new table.
| Once you click Yes. you can't uge the Undo command to
reverse the changes.

Are pou zure you want to create a new table with the selected
records?
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To view data

1. Click the ‘Tables’ tab.
2. Double-click ‘Local Data’ or Click
‘Open’.

Run a Report

1. Click the “‘Reports’ tab.
2. Double-click on the existing report or
click “Preview’.

Acrobat Capture and ZH Document
Management System

05/27/1998
g zhreport : Database !EIE
Tables | Queries | Forrnz | B Feparts | 2 Macros | «?& Modulesl
Open |
Dezign |
Mew
i zhreport - Database - |ofx] I
Tables | Dueries | Foms B Repoits | 2 Macis | & Modules |
Preview |
Design |
Mew

31



Acrobat Capture and ZH Document
Management System
05/27/1998

ASSISTANCE

The Help Menu provides the user access to instruction on most HQ DMS functions. For
DMS Technical Assistance, contact the NASA IR & MS Service Center:

358-HELP (4357)
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APPENDIX

Acrobat Capture: Suspect Words

Acrobat Capture identifies five types of suspect words. When viewing in Acrobat
Reviewer the highlighted color indicates the words suspect type:

Words with confidence levels below the specified threshold are recognition
suspects. Capture doubts that they have been recognized correctly. Recognition
suspect words are highlighted in yellow.

Words not found in the dictionary are spelling suspects and highlighted in blue.

Words with uncertain fonts are font suspects and highlighted in green.

Words with a mix of alphabetic and numeric characters are alpha-numeric terms
and highlighted in magenta.

Words containing all numerals are numeric terms and highlighted in orange.
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Basis Desktop Concepts: Defining the search criteria

Field Lahels Test Operators Search Values

Document # |= j| I ! —
Document Hame |equal3 j| I
Author | equals j| I
Created By | equals j| I
Date Created ||:un j| I
Last Checked In By |equals jj I =
@ ﬁﬂd [:lea[ | Find I EIDSE
Cr Or
Connecior Operators List Indicator Command Butions
Find Form Components
field labels specifies the field you want the system to search
test operators indicates the desired relationship between the search values

and the data in the field(s) being searched

search values specifies the data you want the system to compare each
document’s field against

connector operators combines two or more search conditions
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Test Operators
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Test Operators indicate the relationship between the search value and the data in the field

being searched.

Numeric fields Test Operators

This test operator

not =

Text Test Operators
This test operator

includes

contains all
contains any

contains the phrase

Searches for a value that

matches the search value

is greater than the search value

is greater than or equal to the search value
is less than the search value

is less than or equal to the search value

does not match the search value

Searches for

any keywords in any order (when the search
values are separated with commas or
ampersands)

all keywords in any order
all keywords in any order

all keywords and stopwords* in exact order
and position

*Keywords are words that are not stopwords. Stopwords are small, common words that
have little retrieval value, such as “the, a, of, and for””. Stopwords are used as search
values in find operations that involve the exact matching of character strings.
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Date Fields Test Operators
This test operator

on

after

on or after

before

on or before

not on

Wildcards

Acrobat Capture and ZH Document
Management System
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Searches for a date that

matches the search value

is greater than the search value

is greater than or equal to the search value
is less than the search value

is less than or equal to the search value

does not match your search value

represents one miscellaneous character

represents 0-15000 miscellaneous
characters

represents 1 miscellaneous character string
in a phrase

Character patterns (* or ?) can be used in a search only when the test operator is:

equals = (for numeric)

is not not = (for numeric)

contains any

Phrase patterns contain a #. Phrase patterns can only be used when the test operator is

“contains in order”.
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PROTOTYPE TERMS SCREEN

Using terms dialog with document
check-in

Click “Check-in’ on the Document
menu.

Click in the desired field. (e.g. Series,
Subseries)

Click “Terms’ on the Find menu.

Click on the desired term in the Terms
box.

Click “Select’. (The term will appear in
the “‘Selected Terms’ box.)

Note: Double-clicking on the desired term will
also select the term and place it in the Selected
Terms box.

6. Highlight the term(s) to be inserted into
the desired field in the “Selected Terms’
box.

Click “‘Apply’. (The selected term(s) will
be inserted in the field.)

Click ‘Close’ to close the term dialog
box.

Note: (If every term in the ‘Selected Term’
box is desired, do not highlight any term.)

. CheckIn

Senes | I

Subseries I

Document Type

Subiject

Filename
| [C:\Masa Administrators j
Browse. .. | Clear | Pin dialog [~ 0K | Close |
Search for: Indexed Words
b Il
Source Field
Names M CERMAN, EGENE A
CHARLES [PRINCE OF WALES)
COLLIMS, MICHAEL ﬂ
peokiints Selected Words
Docs  Hits  Index Tems
q 3
Connector O And @® Show Index
®0r Ci Show Thesaurus
Lookup I Select Delete Anply Find Cloge
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Find a document using the
terms dialog

I

1. Click ‘Terms’ on the Find menu.

2. Click the name of the search field
from the Source droplist box (+).

3. Click on the term(s) to be matched
in the Terms box.

4. Click “Select’. (The ‘term’ will
appear in the ‘Selected Terms’ box.)

Note: Double-click the desired term
will also select the term and place it in
the Selected Terms box.

5. Click a ‘Connector’ operator.

Note: ‘AND’ will select all marked terms
in the selected field. ‘OR’ will select any
marked terms in the selected field.

6. Highlight the term(s) to be matched
in the ‘Selected Terms’ box. (If
every term in the ‘Selected Term” box
is desired, do not highlight any term.)

7. Click ‘Find’. (The ‘Find Results’
screen appears.)

Acrobat Capture and ZH Document
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. Terms
Search for: Indexed Words
lo Il
Source Field
Namels) d CERNAN, ELIGENE A&
CHARLES [PRINCE OF WALES)
COLLINS, MICHAEL =
o oo Selected Words
Docs  Hits  Index Tems
14 ¥
Connector O And @ Show Index
o] O Show Thesaurus
Lookup I Select Delete Apply Eind Close
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