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% Signing On
The SentryFile “Sign On” screen allows users to sign into the system (shown below).

Administrator’s must provide each user with a username and password to access the

/3 SentiyFile - Microsoft Internet Explorer _[5]
| Fle Edt View Favoiles Took Help ‘
| wBack + & - @ [A) A | [OPersonalBar @ Seach [ Favorites (4| G- S B - 5] % B
Registered to:
ABC Corporation
Username:
Password
SentryFile is Copyright @ 2002 Upper Canada Office Systems
All Rights Reserved, Use of this softvare is governed by the terms of the license agieemen
|&] Done

[ EE e

Some SentryFile administrators will choose to use the integrated Windows NT/2000
userlist. In this case, the user will be prompted for a username, password and domain
as shown below.

Enter Metwork Password B3

% Pleaze twpe vour user name and pazzword,

Site: wi. zentryfile. com

User Mame I

Pazsword I

Domain I

[ Save this pazsword in your password list

Ok, I Carcel |

The username, password and domain will typically be identical to those used when

logging onto Windows.



SENTRYFILE

USER’S MANUAL



SENTRYFILE

USER’S MANUAL

1' SentryFile Interface

The SentryFile interface is designed in 3 sections. At the top of the screen is a listing
of system sections that you can access. On the left side of the screen is a listing of the
functions that you can perform within each system section. The main area of the screen

is where all content is displayed.

a SentryFile - Microsolt Internet E xplorer MEE

J File Edit View Favortes Tools Help |

J R | 7t | [ Personal Bar Gk Search (3] Favartes 74 | 5y S B - %

Saturday, June 01

SENTRYFILE R Y Dl

Management Help Sign Cut

My Homepsage

vielcome to SentryFile - Web-Based Document Management. This is
ﬂ Saturday, June 01, 2002 & sample system message. System messages allowe sdministrators
to communicate information to users.

Personal Bookshelt

& Frequently Used Document & View ) (%]
& Frequently Used Spreadshest & View » a

# My Favorite Search #4 searchp [x]
|&] Dore [ B Losal ntranet

Navigate through the site using both the system sections and system functions frames.

Prompts will be displayed in the content frame.
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@ HomePage

After a user logs into SentryFile the user’s personal “Homepage” is displayed. The

homepage acts as a starting point for all user sessions.

a SentryFile - Microsoft Internet Explorer

J File Edit Wiew Favorites Tools  Help |

J G Back - = - (D 7t | [ Personal Bar  h Search (G Favares 04 | E-S@-2# 5

SENTRYFILE

Management

System M

hy Homepags Welcome to SentryFile - Web-Based Document Management. This is

ﬂ Saturday, June 01, 2002 @ sample system message. System messages allowe sdministrators
to communicate infarmation to users.

Personal Bookshelt

& Frequently Used Document & View »
& Frequently Used Spreadsheet & View »

[ )]

# My Favorite Search # search)p a
|&] Dons [

Available to the user is a listing of system messages posted by the system
administrator. System messages help to keep users informed of information from the

administrator.

The Personal Bookshelf is the location where users can save their most frequently used
documents for quick retrieval at a later time. Items listed in the Personal Bookshelf can
be retrieved by simply clicking the “View” icon. Users can manage their own Personal

Bookshelf. Use the red “X” icon to delete an item from your Personal Bookshelf.
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The Saved Searches listing is the location where users can save their most frequently
performed searches for quick access later. Saved Searches are very similar to the
Personal Bookshelf however, a Saved Search stores a set of search parameters, and not
a single document. Users can perform a Saved Search again by simply clicking on the

“Search” icon.

More will be discussed later about adding documents to your Personal Bookshelf and

saving your search parameters as a Saved Search.
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L Searching For Documents

Searching for documents can be access by clicking the “Search” icon along the top
system sections frame. This will display the list of search types in the left frame. By

default the “Quick Search” is displayed in the content area. Users can select a different

type of search by clicking the appropriate icon on the left frame.

/3 SentiyFile - Microsoft Internet Explorer
J File Edit ‘“iew Favortes Toole Help |
J = Back » = - @ ﬁ | mPersonalBar @Search [Ge] Favorites ®| %v é - ﬁ I%

JAddress I@ hittp: /Alocathost/curent/sentryfileweb/default. asp j @ Gio

SENTRYFILE
*ﬁ(
s
Quick Search o
cabinet: | [ Chris's Cabinet 2]
Keyword(s): ||
Inclex Search
Search
i
Full-Text Search
|&] Dane [ | |8 Localinkaret
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[y
Quick Search

The Quick Search is the convenient and simple method to search for documents. The
Quick Search allows you to enter keywords, all records that contain matching keywords
within the text based fields of the index data will be displayed. This is an extremely

effective way to find most files within the system.

To use the Quick Search you must first select a cabinet to search through. Click the
“down arrow” beside the “Cabinet” drop down list. Next, you must define your search

parameters. Enter your search parameters into the “keywords”field. Lastly, click the

“Search” button to perform the search. See sample below:

; SentiyFile - Microsoft Internet Explorer
J Fle Edit “iew Favoites Tools Help |

J Bk - = - D i | [E Personal Bar Q) Search [ Favortes 4 | - S - &% B

JAddrEss I@ http: 4 /localhost/current/sentrvfileweb/default. asp ﬂ QGU

SENTRYFILE

Management Help

Quick Search
-
*

Quick Search

Quick Search

Cahinet: ([ Chris's Cabinet 'I

Keywordis) |[ABC Carporation

Inclex Search ’—I
Search

i,

Full-Text Search

|&] Done T BE Lacalinranet

Once you click the “Search” button the system will generate your search results and

display them in the content frame. See below:

10
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§ SentryFile - Microsoft Internet Explorer

=18 x]
J File Edit ‘iew Favortes Toolz Help |
J GBack + = - 2 at | [ Pesonal Bar ¢k Search [ Favorites £4 | BN S e & B
JAddress I@ hitp: / localhost/curent/sentrvfileweb/default. azp j @Go

SENTRYFILE

Search Results
Puol

"’i:.
Quick Search

Wieyy Documert Save ToDisk  Annotstions Email Delete  Modify
Company |ABC Corporation
Description |Marketing Firm

File: Mame |doe tif @ cove 10 Bookshelt as:| ﬂl

Index Search

1 docurnent found.

iim

Full-Text Search

Save Thiz Search as: Save | 9

Browse

|&] Dore ’_’_’_ E Local intraret

11
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Q Index Search

The Index Search is the most powerful method of searching for documents. All
documents within SentryFile are assigned “index data” when they are uploaded to the
system. The Index Search allows you to find documents based on the “index data” for

the documents.

To use the Index Search you must first select a cabinet to search through. Click the
“down arrow” beside the “Choose Cabinet” drop down list. When you choose a
different Cabinet the index fields displayed will change to those for the selected
Cabinet. Next, you must define your search parameters. You may enter as little or as
much information into the search form as you like. The more data you enter, the more
concise your results will be. Fill in search parameters into the index fields to formulate
your search. Then, you can choose how your results will be sorted. Choose the field
that you would like to use to sort your results, and choose wether you would like the
results in ascending or descending order. Lastly, click the “Search” button to perform

the search. See sample below:

12
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soft Internet Explorer

ews  Favortes  Tools  Help

| &Back - = - @D 2 | [EPersonalBar G Search [ Favorites 5% | 55 S

SENTRYFILE Q

Home

Index Search

Index Search ICLIStDmEI’ Records =] @

[] Customer Mame: |[Contains =] |[aBC 7]

Full-Text Search Record Type: ICorporation s 9
Filename: |cnntains =] I @

@ Sort Ely:ICustnmar Name x| |Ascanding || _Search I

Browse

(3] ,_’_,_ (2 Local intranet
Once you click the “Search” button the system will generate your search results and

display them in the content frame. See below:

72} SentryFi
J File E ew  Favortes  Tool  Help

J EBack - = - @ ﬁ'l [ Personal Bar gk Search (3] Favorites £ | - &

<oft Internet Explorer - [8]x]

SENTRYFILE

Index Search Resulis ry

(el SeiEh Vigw Document Save To Disk  Annotstions Email Append Delete  hiodify

Customer Mame | ABC Corporsation

‘i.ﬁ Record Type |Corporation
= " - [7) l— 2
Full-Text Search File Name |simulsted_scan pdf Save To Bookshelf as: ave

Wiew Document Save ToDisk  Annctations Emaill Delete  Modify

Customer Name (Public School

Record Type |Education
File Mame [system_reguirements doc Q Save To Bookshelf as: ﬂl

Yiew Document Save ToDisk Annotstions Emal Append Delele Modify

Customer Mame |SentryFile

Record Type |Corporation

File Mame |sentryfile_brochure pof 9 Save To Bookshelf as: Save

3 docurnents found.

Save This Search as: I Save I 9 “
(3] ,_ ’_ ,_ E Local intranet

13
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I
Full-Text Search

Full-Text Search allows you to search for documents based on the text within the
documents. Not all file formats are supported for full-text searching. Typically
Microsoft Office documents such as Word, Excel, Powerpoint are supported along with
Adobe Acrobat PDF files. Also, more generic files formats are also support such as

plain text files (.TXT) and Web Pages (HTML)).

To perform a Full-Text Search first click the “Full-Text Search” icon on the left frame.
This will load the Full-Text Search form. Next, choose the cabinet that you would like
to search by using the Cabinet drop down box. Enter the keywords that you would like

to locate and press the “Search” button.

a SentryFile - Microsoft Internet Explorer
J File  Edit VWiew Favoites Tools  Help

J EBack + = - (D 7t ‘ [EiPersonal Bar (4 Search (G Favorites 54 | BN S - &% BB

SENTRYFILE

Management Help

Index Search

Cabinet: | ey
[!__lﬁ Keyword(s) |
Ful-Text Search

|&] Dore [ [ [ BE Localintranet

The results are displayed in a similar fashion as the Index Search shown earlier.

14
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Browse allows you to display a complete listing of all the documents stored within a
Cabinet. There a only a few parameter that you must select to Browse a Cabinet. First,
you must select the Cabinet from the “Choose Cabinet” drop down box. Then select

the sort options and click the “Search” button to display the contents of the Cabinet.

“} 5 entryFile - Microsoft Intemet Explorer _[a]x]

File Edt Visw Favoites Tooks Help ‘

wBack - = - (D [2] @ | [EPesonalBar (@ Semrch [ Favarte: 4| - 3 B - 5 % BB

SENTRYFILE

Index Search

Full-Text Search

Browse

&] Done [ [ B Localinianat

The results are displayed in a similar fashion as the Index Search and Full-Text Search

shown earlier

15
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No matter which search method you use, the results display is always the same. Each

document is listed with a “Record Number” attribute. Next to the “Record Number” is

a listing of operations that you can perform on/with this document. There can be up to

7 different operations depending on the rights that you have been given. Below the

operations bar is the index data for the document. The bottom bar shows the filename

of the document and allows you to add the document to your Personal Bookshelf (more

on this later).

3 SentryFile - Microzoft Internet Explorer M

J File Edit ‘iew Favortes Tool:  Help

J GBack + = - (D ﬁ‘ [E Personal Bar () Search 3 Favortes £ | - S - #® 5

SENTRYFILE

Index Search

Full-Text Search

==

Browse

Customer Mame

Search Upload

Index Search Results

Saturday, June 01, 2002

SN

Sign Out

Management Help

Wiew Documert Save To Disk  Annctations Emal  Append Delete  Modify

ABC Corparation

Record Type

Corporation

File Mame

simulated_scan pdf

9 Save To Bookshelf asl Save

Customer Mame

Wiewe Documert Sawe To Disk  Annotstions  Email Delete  Modify

Public Schaol

Record Type

Education

File: Mame

system_requirements doc

9 Save To Bookshelf asl Save

Record 3

Customer Mame

Wiew Document Save To Disk  Annctations Emal  Append Delete  Modify

SentryFile

Record Type

Corporation

File Mame

sentryfile_brachure pof

9 Save To Bookshelf asl Save

3 documnents found.

Save This Search as: I Save 9

2

- |
[T B8 Localintranet

At the bottom of each screen there is a summary showing how many documents were

found. If there were more than 10 documents found there would also be a “Next”

button to allow you to view the rest of the results.

16
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Below the summary is the “Save This Search” feature. This allows you to store the

search parameters for quick access (more on this later).

17
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To view a document simply click the “View Document” link along the operations bar

for the current record.

; SentryFile - Microsoft Internet Explorer

J File Edit View Favortes Tools  Help ‘

J Back ~ = - ﬁ‘ [ Personal Bar <Gk Search (5 Favorites (4 | - @-E 88

ay, June 01, 2002

% 34 - ‘.-‘,_
SENTRYFILE S /C‘ 4 aﬁ?\

Sign Out

Management Help

Index Search Results -

Inclex, Search

Yigw Document Save ToDisk Annotstions Emall Append Delste Modify

Customer Mame | ABC Corporation
Record Type |Corporation
Full-Text Search File hlame |simulated_scan pdf @ save 10 Booksnen as| Save |
Record 2 Wiews Document Sawe To Disk  Annotations Email Delete  Modity
Xy "
Customer Name |Public School
i Record Type [Education
File Name system_requirement=doc @ Save To Bookshelf 2] Save |
View Document Sawe To Disk  Annotetions Email  Append Delete  Modify
Customer Mame | SentryFile
Record Type |Corporation
File Mame [sentryfile_brochure. pof 9 Save To Bookshelt agl Save I
3 documents found,
Save This Search
Save This Search as: I =ave I e =
& B Localintranet

If the document is capable of being displayed within the web browser then it will open

in the content frame. See below

18
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a SentryFile - Microsoft Internet Explorer
J File Edit VWiew Favortes Tools  Help ‘
J Back ~ = - 7 ‘ [E|Personal Bar i Search (il Favorites 4 | Bra@E-A8% 5
Saturday, June 01 0z
SENTRYFILE ]
il e Sign Out
N T = o
EEIEERCY R EEEEE L EIEEE FlE]
|4 ®[[1< 4> ] FES e YA
Index Search
7 :
2 -
3 SentryFile Elite Beewmmvee
£ End User Quick Start
2
= Users are encouraged to print this document as a reference while using the application.
a System Requirements:
©
<; E Microsoli Windows 95/98/MENT/2000 with the "Imaging for Windows" component installed {10 use the
2 scanner interfacep and the latest version of Intemet Explorer (available free at hitp://www. microsofl. com'ie/ ).
Back ta Reaufts é Other browsers such as Netseape currenily do not suppert the advanced features required by SentryFile Elite.
7 Navigation Tips:
@ 1. Question mark buttons € are y placed 1l the application. They take you into the
E Help menw and give vou a good explanation of the feature
E 2. Afier vou have checked out the home page click on the admin icond® and it will ake vou into the admin
8 section. Explore (click) on the vanous icons en the lefl. The first one is how (o sel up a filing cabinet
> B Click onthe * icon on the top ling, enter a new cabinet name (eg. Customer Records). When vou
@ click on "create cabinet”, it will set up the new file cabinet for vou. Look ta the right of the file cabinet
£ name that you have created and you will see three symhols ® & €# Hold your cursor over each one so
'ﬂé they identify what they do, then click on the first one and add some [ields. There are unlimited numbers
2 of fields that can be created.
3. When vou elick on "users™ ﬁ this allows the administrator 10 add users 10 the svstem, There are two
types of users “Admin” and “Normal™, “Admin” wsers have complete access to everything within the
svstem. “Normal™ users are granted limited access (o the system The rights for “Normal™ users are ;I
(@] [1or5s » M a5xiin OF M <] L
& 0 Intemnst

To get back to your results just click the “Back to Results” arrow icon that appeared in
the left frame. If the document you selected is not capable of being viewed within the
web browse then a “Save File” dialog box will appear. You can either choose to open

the file immediately or save the file to disk and open it later.

File Download x|

You have chozen to download a file from this location.

sentrpfilew3-dist. zip from wens. zentrfile. com

WWhat would you like to do with this file?
€ Dpen thiz file from its curent location
& Save this file to disk

W Always ask before opening this bepe of fils

Qg I Cancel | tore Info |

Typical documents that can be viewed within the browser are Acrobat PDF, TIF, Word

DOC, Excel XLS, Powerpoint PPT, plain text TXT, web pages HTML.

19
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The Save To Disk feature allows you to download a file to your local computer. This

will avoid having the file open within the web browser.

&3 SentryFile - Microsoft Intemet Explorer _ &[] x]

J File  Edit VWiew Favoites Tools  Help

| ©Back » = - D @} | [EiPersonalBar (@ Search (i Favortes ¢4 | By &b - &% B

Inclex Search

Full-Text Search

Brawse

SENTRYFILE

Customer Name

Index Search Results

[LEREE Help Sign Out

View Document Sawe To Disk  Annotstions Emall  Append Delete  Macity

ABC Corporation

Record Type

Corporation

File Mame

simulatec_scan pdf

@ save To Bookshelt as)]

Save I

Record 2

Customer Name

Wigwy Documernt Sawe To Disk  Annotstions Email Delete  Modity

Public School

Record Type

Eclucation

File Name

system_requirements doc

9 Save To Bookshelt asl Save I

Customer hame

View Document Sawe To Disk  Annotstions Email  Append Delete  Macity

SentryFile

Record Type

(Corporstion

File Mame

sentryfile_brochure.pdf

9 Save To Bookshelt asl Save I

3 documents found,

Save This Search as: I Save I 9 ﬂ

2 [T BB ocdliwanet

This is useful if you would like to save a PDF file to your local computer.

File Download E3

‘You have chosen to download a file fram this location.

sentryfilew3-dist. zip from wwnw.sentrfile. com

Wwhat would you like to do with this file?

€ Dpen thiz file from its curent location
& Save this file to disk

W &lways ask before opening this twpe of file

]

Cancel | Mare Info |

The file you download will need to be opened later with a compatible application.

20
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" Annotations

Annotations allow you to make quick notes about documents within the system. To
access the annotation for a documents simply click the “Annotations” link along the top

functions bar for the document.

&3 SentryFile - Microsoft Intemet Explorer _ &[] x]

J File  Edit VWiew Favoites Tools  Help

| ©Back » = - D @} | [EiPersonalBar (@ Search (i Favortes ¢4 | By &b - &% B

SENTRYFILE

Management Help
Index Search Results -

Index Search Wiew Document Save To Disk  Annotstions  Email Append Delete  Modity

Customer Name |ABC Corporation
Record Type |Corporation
Ful-Text Search File Mame |simulated_scan pdf 9 Save To Bookshelt asl Save I
Wigwy Documernt Sawe To Disk  Annotstions Email Delete  Modity
Fe "
Customer Name [Public School
Browse Record Type |Education
File Mame [system_requirements doc 9 Save To Bookshelt agl Save I
WView Document Sawe To Disk  Annotstions Email  Append Delete  Macity
Customer Mame |SentryFile
Record Type |Corporstion
File Mame [sentryfile_brochure pot @ save 1o Bookshelf 25 I— Save_l
3 documents found,
Save This Search as I Save I Q o
£] E Local intranet

The Annotations are displayed in a list format along with the date the annotation was
created and which user posted the annotation. You can add additional annotation by
clicking the white “+” icon along the top of the page. This will display the field where
you can enter the annotation. Click the “Add Note” button to add the annotation to the

system. (see below)

21
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oft Internet Explorer

J File Edt “iew Favaorites Tools  Help

J = Back -~ = - @ 7t ‘ EPersomalEar @E}earch (%] Favorites @ ‘ %v =h

SENTRYFILE
Hoime
Annotations
Add Maote Cancel |
Index Search n

aclmin " . . .
H B 2002 This customer was last contacted on April 25th 2002 regarding theit account status. Q

aclmin o .
L This is & sample annctations for this document. )

Browse

<=

Back to Results Back To Results

ke B B

22
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*': Email

The Email function allows you to email a document directly to someone without having

to attach the document to a message in your email client.

2 SentiyFile - Microsoft Internet Explorer _[&]

| Fle Edt View Favoites Took Help ‘

| ek + = - @D [2] @ | [EPesonalBar D Seach [wFavoies (4B S -H & B

rday, June 01,

Al 7 & 2y ‘h "
SENTRYFILE - Z B

Management Help Sign Out
Index Search Results -

b Szieio View Document Save ToDisk Amnotations Emall Append Delete  Modity

Customer Name [ABC Corporation

i Recort Type | Corporation
File Neme | simulated_scan pf © v 7o Bookshet as | save |

Full-Text Search

View Document Zave To Disk  Annotastions Emsil Delste  todify

Customer Name [Public School

Record Type [Education
File Name [system_requiremerts.dac € Save To Bookshet oz ﬁl

Views Document Save To Disk  Annotations  Email  Append  Delste  Modify

Customer Name |SertryFie

Record Type | Corporstion
File Name |sentryiile_brachure pof @ save To Bookshet x| ﬁl

3 documents found.

Save This Search as, save | @ o

2] [ B Localintranet

Click the “Email” link along the top operations bar to display the email form. Then fill
in the Recipients email address, your email address, a subject, and a message. Click the

“Send” button to send the file along with your message.

Z) SentryFile - Microsoft Internet Explorer

Fie Edi View Favoites Tooks Heb |

GBack + = - @ @ 4| [CPesonalBa @ Seach [ilFavoites (4 |- S - H & &

SENTRYFILE

Send By Email

Index Search Recipient's Email Address: |

our Email Address: [

Subject: [

Message:

Send | Cancel

& Done [T [ manet

23
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Append
The Append feature allow you to add additional pages to the current document. The

document must be a PDF file for this operation to be available. You can append a PDF

file or a TIF file to the current document.

2 SentryFil oft Internet Explorer _[&]x]
| Fle Edt View Favoites Took Help ‘

| Back - @D [ A [CPesonalBar QSeach G Favoites % | By S

SENTRYFILE g

Home:

Index Search Results -

b Szieio Record 1 View Document Save ToDisk Annctations Email Append Delete  Modity

Customer Name [ABC Corporation

Recort Type | Corporation

LTt Gmmrch File Neme [simulsted_scan pof e I -

View Document Zave To Disk  Annotastions Emsil Delste  todify

Customer Name [Public School

Record Type [Education
File Name [system_requiremerts.dac € Save To Bookshet oz ﬁl

Views Document Save To Disk  Annotations  Email  Append  Delste  Modify

Customer Name |SertryFie

Record Type | Corporstion
File Name |sentryiile_brachure pof @ save To Bookshet as | M

3 documents found.

Save This Search as, save | @
2] [ B Localintranet

Click the Append link to bring up the append pages form.

oft Internet Explorer =[=]x]

File Edt View Favorites Tools  Help

& Back

- D [ | [CPersonalBar Q) Seach GalFavoites <% | By Sb

SENTRYFILE 'Nq

Home:

e Szarch POF or TF Filefss 6.0vsentryfiledoc.tif | Biowse.. | Preview
AP W] 0T +[=] & &8 X A|A[E]| [FreEmE O

Browse SentryFile - Features/Benefits
Featire Beneiit
Completcly Web Based + Familiar environment for most users, very litle training required
+ Can be accessed/administered anywh worid
* Clients can aceess from almost any eperasing system.
* Noclient software for IT department to install.
Per Server Licensing » N limiations on the number of users that ean secess the system
* Naolimita the number of d Jeabi ||
PDF Suppart = Converts scanned documents 1o PDF, extreme! iliar 1o users.
+ Documents can he viewed on almost any pl {with o PDF file viewer)
Twain Support » Supports Twnin-compatible scanners. Currently the largest image acquisition
standard
Supports All File Types * Files of any format can be uploaded and stored to the system. This includes
Video - any forma!
Madify “on tae fly" . document index fleld values inline while searching
Eimail Decurnent *  Email document dircetly out of the application, no need to have an email client
installed on the client computer.
Recyele Bin + Similar ta the Windows “Recyele Bin™ allows defeted documents to be
System Messages *  Communicate information across all users using the “System Messages™
feature. hd
Pagz 178 =

|&] Done [ | | Intemet

You can either choose an exiting file by clicking the “Browse” button, or scan a new

file by clicking the “Scan” Button on the scanner ActiveX interface. If you select and
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existing TIF document, click the “Preview” button to load the file in the scanner

ActiveX interface. This will allow you to clean the pages before appending.

Once you are happy with the pages click the “Append Document” button to upload the

pages to the system and automatically append them to the existing document.
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The delete function allows you to remove documents from the system. The Delete
operations work very much like deleting files in the Windows operating system. When

you click the Delete link the document is inserted into the “Recycle Bin”.

2 SentiyFile - Microsoft Internet Explorer _[&]

| Fle Edt View Favoites Took Help ‘

| ek + = - (@D [2] @ | [EPesonalBar Y Seach [Favoies (4B P - H & B

SENTRYFILE

Search u £ I
Index Search Resul -

Inidex Search

Wigw Document Save To Disk  Annotations Email  Append Delete  Modify

Customer Name [ABC Corporation

Recort Type | Corporation

File Neme | simulated_scan pf

9 Save To Bookshelf as. Save

View Document Zave To Disk  Annotastions Emsil Delste  todify

Full-Text Search

Customer Name [Public School

Record Type |Education

Browse

File Name [system_requiremerts.dac € Save To Bookshet oz Save

View Document Save ToDisk  Arnotations Emall Append Delete Moty
Customer Name |SertryFile
Record Type | Corporstion
File Name |sentryiile_brachure pof @ save To Bookshet as | Save
3 docurnents found.
Save This Search as: save | @ o

2] [ B Localintranet

To delete a document simply click the Delete link. You will be prompted to ensure that
you want to delete the file. If you accept, you will be given a message informing you

that the document has been added to the Recycle Bin.

J SentiyFile - Miciosolt Internet Explorer _[=]x]

Fle Edt View Favoites Tools Help ‘

ek v = - (D [2] @ | [EPesonalBar QSeach GFavoies (4B S-S $E B

SENTRYFILE

Recycle Document

The document has been added to the recyle bin,
Index Search

Back To Results

&] Done [ | | Intemet
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The Modify operation allows you to change the index data for the current document.

To use the modify operation simply click the Modify link.

2 SentiyFile - Microsoft Internet Explorer _[&]

| Fle Edt View Favoites Took Help ‘

| ek + = - @D [2] @ | [EPesonalBar D Seach [wFavoies (4B S -H & B

rday, June 01,

SENTRYFILE e < 38
Management Help Sign Out
Index Search Results "

Inidex Search

Wigw Document Save To Disk  Annotations Email  Append Delete  Modify

Customer Name [ABC Corporation

i Recort Type | Corporation
File Neme | simulated_scan pf © v 7o Bookshet as | save |

Full-Text Search

View Document Zave To Disk  Annotastions Emsil Delste  todify

Customer Name [Public School

Record Type |Education

Browse

File Name [system_requiremerts.dac € Save To Bookshet oz Save

View Document Save ToDisk  Arnotations Emall Append Delete Moty
Customer Name |SertryFile
Record Type | Corporstion
File Name |sentryiile_brachure pof @ save To Bookshet x| Save
3 docurnents found.
Save This Search as: save | @ o

2] [ B Localintranet

This will change the results display so that you can modify the index data for the

current document.

7} SentiyFile - Microsoft Internet Explorer _[=]x]

File Edt View Favoites Tools Help

G Back ~ = - (D [2] & | [EPersonslBar @ Seach Favoitss (B[ 3 S EE- 2 BB

Adshess [€] hitp:Mocalhast sieB/

SENTRYFILE

Ineiex Search Wigww DoCUment

Customer Name: |[4B.C Carporation Q
mﬂ Record Type: |[ Corporation =] @

Full-Text Search

File Name | simulated_scan pdf Apply Modifications Caneel

Wiew Document Save To Disk  Annotations Email  Delete  Modify

Eoun r Name [Public School
Record Type [Educalion
Fil Neme |system recuirements.doc @ save Togookshefas] | Save |
View Documert Save ToDisk  Arnctations Emall fppend Delete Moty
Customer Name |SertryFile
Record Type | Corporstion
File: Name |sentryiile_brachure pdf @ save To Bookehet s Save
3 documents found.
|&] Done I [ BE Localintranet

When you have completed your modification of the index data click the “Apply

Modifications” button. Please note that if you modify the value of the field that you are
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using to sort your results the record will move to the appropriate location given the new

values.
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" Save To Bookshelf

Save To Bookshelf allows you to place document on your Personal Bookshelf. The
Personal Bookshelf is the location where users can save their most frequently used
documents for quick retrieval at a later time. Items listed in the Personal Bookshelf can
be retrieved by simply clicking the “View” icon. Users can manage their own Personal

Bookshelf. Use the red “X” icon to delete an item from your Personal Bookshelf.

To add a document to the Personal Bookshelf simply give it a name and click the

“Save” button.

2} SentiyFile - Microsoft Intemet Explorer A

J File Edit “iew Favortes Took Help ‘
| “Back + 5 - @ [8) & | [EPesond Bar @ Seaich [iFavaites (4| G- S - 5] & BB

| Acdress [@1 rig: localhostéstess =] @ie

SENTRYFILE

Management

Index Search Results -

Inclex Search View Documert Save ToDisk Annolafions Email Aspend Delete  Modify

Customer Mame | ABC Corporation

Record Type | Corporation

Full-Text Search File Mame | simulsted_scan pdf © sove To Bookshelf as[My Favarite]

ey
Customer Narme [Public School
B Record Type [Education

File Name |system_requiremerts.doc € Save To Bookshelf s Save

View Documert Sawe ToDisk Annotations Emsil Append Delete  Modify

Customer Name |SertryFile
Record Type [Corporation

File Marme | sertrytile_brochure ot @ sove To Bookshelf as ﬂl

3 documents found,

S — =
(3| [T B loalintranet
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The Saved Searches operation allows you to save your most frequently performed

searches for quick access later. Saved Searches are very similar to the Personal

Bookshelf however, a Saved Search stores a set of search parameters, and not a single

document. Users can perform a Saved Search again by simply clicking on the “Search”

File Edit Wiew Favoites Tools Help

GBack + = - @[] A | [DPesonalBar @y Seach (iFavartes (# | B S i - 2] & BB

Adhess [&] hitp:lacalhost/stes

Index Search

Full-Text Search

Browse

SENTRYFILE

Customer Mame

4BC Corporation

Record Type

Corporstion

File Name

@ e o Bookehelt as Save

simulstec_scan pf

Customer Mame

Wigws Document Zave To Disk  Annotations Email Delste  Modify

Public School

Record Typs

Education

File Name

system_requiementsdoc 4@ Save To Bookshelf as:| _save |

Customer Mame

Wiew Documert Save To Disk  Annotetions Email Append Delete  Modify

SertryFile

Record Type

Corporation

Filz Mamz

O sove o Bokshelf 5z Save

sentrytile_brochure pdf

3 documents found,

Save This Search as: [My Favorite Search 2]

[ B Local nbianet

To Add a Saved Search just give your search a name and click the “Save” button.
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Uploading Documents

There are two methods to upload documents into SentryFile. You can either Upload a
document you currently have on your computer (softcopy) or you can Scan & Upload

paper documents using your Twain Compatible scanner (hardcopy).

You can choose the appropriate method by selecting the icon from the left frame.

23 SentiyFile - Miciosoft Intemet Explorer MEE

J File Edit ‘“iew Favoites Took Help |

| ek - = - D 24 | [EPesonalBar QhSearch [ Favoites o4 | B &b - = % BB

| Adsiess @] titpr//iocahast/stes? x| @

SENTRYFILE

Upload Upload Document

<, rie _Biowse.. | _Proview |

Sean & Upload

Preview Area

Click the “Browse...” buttan above to select a file, then click the "Preview" button to attermnpt to
preview the document in this area.

Typically, documents that can be previewed are:
pdf (Acrobat PDF), .doc (Microsoft Word), .ppt (Microsoft Powerpoint)
xls {Microsaoft Excel), .htral (HTML Wweb Pages).

Previewing a document reguires the application used to create the file to be installed on your
computer,

|&] Done | ’7 ’7 Local intranet
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Upload (Softcopy)

To Upload softcopy choose the Upload icon from the left frame. This will display the

Upload form.

/2 SentryFile - Microsoft Internet Explorer MR

J File Edit ‘Wiew Favorites Taool: Help |

| &Back « & - @D [2] & | [EPesonel Bar Gy Search [EFavoites (B | B\ S B - 2 $ B
| Adsress [@] itp://iocalhost/stes? | e

Saturday, June 01, 2002

; 3. i 2 G
SENTRYFILE 3 P N ﬁl\
Management Help Sign Out
Upload : : 1 o

Upload Upload Document
; F,|E_| Browse... Preview I
Scan & Upload Preview Area

Click the “Browse...” buttan abowe to select a file, then click the "Preview" button to attermpt to
preview the document in this area.

Typically, docurnents that can be previewed are:
.pdf [Acrobat PDFY, .doc (Microsoft Ward), .ppt (Microsoft Powerpaint)
xls {Microsoft Excel), .htrl (HTML Web Pages),

Previewing a document requires the application used to create the file to be installed on your
computer,

|&] Done [ [ [BE Localintranet
Choose the “Browse” button to display a “Choose File” dialog box.

Choose file 7 x|
Lack in: | 3] Files ¥ o« ® e E-

. -E E3870770.FDF
=] Konica Email bt

Histary @ Mission Impossible Theme.way

@ E SentryFile Brochure. pdf
L

[ Simulated Scan 2.t
op

@ Simulated S can.tif
S
) [81 System Requirements. doc

1) Simulated S can tif PDF
My Documents @ test tif

File name: || j Open I
Files of type: [ 401 Files ) =] Cancel |

7

Select the file you would like to upload and click the “Open” button.

33



SENTRYFILE

USER’S MANUAL

You can click the “Preview” button to preview the document within the preview area.
Typically, documents that can be previewed are: .pdf (Acrobat PDF), .doc (Microsoft

Word), .ppt (Microsoft Powerpoint) .xls (Microsoft Excel), .html (HTML Web Pages).

2 SentryFile crosoft Internet Explorer
| File Ed
| ek + @ - (3 [H) A (CPesodBa QSeach GFavies (4| 5 S - 2 8% B

| tderess [ 7 . ocalhostystesy

ew Favaries Took  Help

SENTRYFILE
FieJC\Documents and Set | Browse.. | [ Pravien |
[BEE - [asEorlE|ek - e 0OnEE] |©
v [ % B EE N H[EaE-sE-7 -2 BE
Scan & Upload V L
5 w =
H
s
E
£
%
F
g SENTRYFILE
? AR DOCUMENT MANASEMENT
B
E
2
= Information, we all need it to do our job, howsver... Paper files getting larger and
\g larger, ‘borrowed file folders nowhere to be found, dectronic files spread all
0 ¥ over various computers and servers, archived files for historical or legal
£ " A reasons taking up valuable office space... Does this sound familiar? Getting
S you down? Contemporary research indicales that office staff wasle
-] hundreds of hours per year searching for information. If you share these and
T / "
L other document management concems then SentryFile is the Secure
& Document Management Solution to help you better manage your documents
) =]
L/ #) @ 4] 1ofz w0 85x11in O/ = 8 4 = o

|&] Done [ [ E Localintranet

Finally, choose the appropriate Cabinet and set your index data. When complete, click

the Upload Document button to insert the document into SentryFile.

7} SentiyFi et Explorer _[=]x]

File Edt View Favoites Tools Help

G Back ~ = - (D [2] & | [EPersonslBar @ Seach Favoitss (B[ 3 S EE- 2 BB

Adshess [€] hitp:Mocalhast sieB/

SENTRYFILE

Upload

Information, we all need it to da our job, howsver... Paper files getting larger and
larger, "berrowed file folders nowhera o be found, eectronic files sproad all

b over various computers and servers, archived fles for historical or legal
. reasons faking up valuatle office space... Does this sound familiar? Getting

Scan & Upload you down? Cortemporary research indicales that office staff waste
hundrects of hours per year searching for information. If you shar these and

ofher document management concems then SentryFile s the Sacura
Document Management Solution to help you better manage your documents

—— 1=
)@ 1otz » m a5x11in O H M 4]

Choose Cabinet & Set Indes Data ‘ [Customer Records =]

Customer Name: | [ABC Corporation e

Record! Type: [ Corporation =] @

Upload Document__|

{ signature| Comments[ Thumbnails[

& [ [ B Localintranet

You will be given a confirmation screen to summarize your upload.
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2§ SentryFile - Microsoft Internet Explorer _[=]x]

Back - = - (@[3 A [EPersonalBar @ Seach Favoites (B | B S EE - = # B

Adhess [&) brip:Macalhost /oo

SENTRYFILE

Upload Summary

Upload suecessful, below are the details of the information inserted into the cabinet.

Upload Summary
é Filename |simulsted_scan tif

Sian & Uploac! Size 17664 bytes

Cantent Type [application/octet-stream

Customer Name |4BC Corporation

Record Type|36

Post Upload Options

I Convert Document to POF

Process Document

&] Dore [ [ |BE Localintianet

USER’S MANUAL

TIF documents can be converted to PDF after they have been uploaded. If you would

like to convert your TIF file to PDF place a checkmark in the “Convert Document To

PDF” box and click “Process Document”.

[ SentiyFile - Microsoft Intemet Explorer MEIES

File Edit “iew Favoites Tools Help

wBack ~ = - @ 8] A} | [EPersonalBar Q) Search [ilFavoies (3 2 S - H $ B

Address [@&] b/ localhost/sfeS/

SENTRYFILE

Post Upioad Options
Upload Document converted to PDF successfully,

Add snother document

Stan & Upload

&] Done [ BE Cocalinkranet

You will be given a confirmation message to indicate that the conversion to PDF was

successful.
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é Scan & Upload (Hardcopy)

To Scan & Upload hardcopy documents choose the Scan & Upload icon from the left

frame. This will display the scanner ActiveX interface and the upload form.

X 5 entryFile - Microsoft Intemet Explorer _[a]x]

Fle Edt View Favoites Took Help ‘

EBack - = - (D (2] @ | [EPersonalBar Q) Semrch [ Favarte: 08| B Sp B - 5 @ BB
Adehess [&] hitp:/localhost/sfe5/ =] @ ‘

SENTRYFILE

pload Documnent

Scan
Fie _Browse. | Preview |

£ WA || o2+ =] S&|8| XA & e 2 U

Scan & Upload

Do T Bl
Click the “Select Scanner” button to display a list of all installed scanners.

Select Source |

Sources:

CanoScan FEE20U
Konica Metwork, Scanner Driver

Cancel

Select the scanner you would like to use and click the “Select” button.
Next, click the “Scan” button. This will load your Scanner’s Interface. Use the

interface to scan the documents into the scanner control.
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soft Internet Explorer
Fle Edi ‘Wiew Faveries Tools  Help
< Back @D [A A | [CPesondlBar D Search [iFavartes (B |G- S - 2 & B

Address [ 8] htp:ocahoststes | @6 ‘

SENTRYFILE "g

Home

Upload Fiefss 6.0vsentryfiledoc tif | Browss.. | Preview
é AP W] O[T +]=] &|&|d| X BA]E| [FerEm = O

Sian & Upload SentryFile - Features/Benefits

Feature [ Beneiut
Completely Weh Based *  Familiar environment for most users, v

v little training required

icoess: from almost any operating system,

Documents can be viewed on almost any platform (with a PDF fle viewer)
Supports Twain-ompatible scanners. Curreatly the largest image scquisition

+ Noclient software for IT department to install.
Per Server Licensing *  No Emiwtions on the sumber of users that can acoess the system

o Nolimitai the sumber of d bincts. |l
PIF Suppart + Converts scanned documents lo PDF, exiremely familiar o users

Twain Support
standand.

Supports All FileTypes | o Files of any format can be uploaded and stored to the system. This includes
Microsoft Word, Excel, Powerpoint, Avdie, Video — format!

Modify “on the fly" * Modify document index field valucs inline swhile searcing.

Email Document + Emeil document directly out of the application, no need to have an email client
installed on the client computer.

Recyele Bin + Similar ta the Windows “Recycle Bin™ allows deleted documents to be

System Messoges

toinformation scross ol users using the “System Messages™
feature. ~| - |

& Dore T B

Use the buttons along the top of the Scanner ActiveX Control to manipulate the
document. Features include, delete page, negative image, deskew, despeckle, page

rotation, zoom in/out and scan-append pages.

Finally, choose the appropriate Cabinet and set your index data. When complete, click

the Upload Document button to insert the document into SentryFile.

Tool:  Help

| Back - = - @[] 4| [EPesonalBar @ Search

| Addiess [8] g locahoststesd =l @oe

SENTRYFILE

Clients can access from almost any oper

- g
Mo client software for IT department to install.
Per Server Licensing Mo limitations on the number of users that can sccess the system
Upload . N ations on the number of documents/cabi |
PDF Suppart . s seanned documents 1o PDF, exiremel liar 10 usess
. yrm (with a PDF file viewer)
Twain Support . 5. Currently the | image cquisition
Supports All File Types « Fi is includes
Scan & Upload
Modify “on the fy" *  Modify document index field values infine while searching.
Email Decument  Email document directly out of the application, no need to have an email client
installed on the client computer.
Recyele Bin = Similar to the Windows “Recycle Bin™ allows deleled documents o be
“Restors
System Messages *  Communicate information scross all users using the “System Messages™

feature.

Page 1/8

Chiose Cabinet & Set Index Daha‘ [Customner Recards =]

Customer Name: | [Sample Scanned Document [7]

Record Type: || Corporation = 9
[ Upload Document |

|
@] Done [T B2 Localintranet

You will be given a confirmation screen to summarize your upload.
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2§ SentryFile - Microsoft Internet Explorer _[=]x]

Back - = - (@[3 A [EPersonalBar @ Seach Favoites (B | B S EE - = # B

Adhess [&) brip:Macalhost /oo

SENTRYFILE

Upload Summary

Upload suecessful, below are the details of the information inserted into the cabinet.

Upload Summary
é Filename |simulsted_scan tif

Sian & Uploac! Size 17664 bytes

Cantent Type [application/octet-stream

Customer Name |4BC Corporation

Record Type|36

Post Upload Options

I Convert Document to POF

Process Document

&] Dore [ [ |BE Localintianet

USER’S MANUAL

TIF documents can be converted to PDF after they have been uploaded. If you would

like to convert your TIF file to PDF place a checkmark in the “Convert Document To

PDF” box and click “Process Document”.

[ SentiyFile - Microsoft Intemet Explorer MEIES

File Edit “iew Favoites Tools Help

wBack ~ = - @ 8] A} | [EPersonalBar Q) Search [ilFavoies (3 2 S - H $ B

Address [@&] b/ localhost/sfeS/

SENTRYFILE

Post Upioad Options
Upload Document converted to PDF successfully,

Add snother document

Stan & Upload

&] Done [ BE Cocalinkranet

You will be given a confirmation message to indicate that the conversion to PDF was

successful.
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ﬁ Management

All SentryFile Management can be done through the web browser. Not all users are
given acces to the management functions of the system. The Management section

allows you to manage Global Options, Cabinets, Users, Groups, Rights, System

Messages, Recycle Bin and Server Info.

/Z SentiyFile - Microsoft Intemnet E xplorer MEE
J File Edit ‘“iew Favoites Took Help |
| ek - = - D 24 | [EPesonalBar QhSearch [ Favoites o4 | B &b - = % BB
| Adsiess @] titpr//iocahast/stes? x| @
SENTRYFILE
- jobal Options
T
CREIDEIES ¥ Enable Full Text Search Apply Changes
I Enable Process Folders
Cahinets I Shaw License to users logging in
License Text:
Groups n
% Authentication scheme:
Users Internal =
Apply Changes
J =
|&] Done | ,7’7 Local intranet

39



SENTRYFILE

USER’S MANUAL

Q Global Options

Gobal Options are system properties that apply to all users. To access the Global

Options click the “Global Options” icon on the left frame.

/2 SentryFile - Microsoft Internet Explorer MEE
J File Edit ‘Wiew Favorites Taool: Help |
| &Back « & - @D [2] & | [EPesonel Bar Gy Search [EFavoites (B | B\ S B - 2 $ B
| Adsress [@] itp://iocalhost/stes? | e
SENTRYFILE
= Searc Management Help
o Global Options
9
Sk
GRS [ Enable Ful Text Search Apply Changes
@ I Enable Process Falders
Cahinets ™ Show License to users logging in
Licenze Text:
Groups n
%/ Authentication scheme:
Users Internal
: Apply Changes
Rights
- =
|&] Done [ ,_’_ Local intranet

Enable Full-Text Search allows you to Enable/Disable Full-Text Searching for all
users. Full-Text Searching can be a server intensive operation and some administrators

may prefer to disable it.

Enable Process Folders allows you to Enable/Disable the use of Process Folders.

Process Folders are used to integrate third party application into SentryFile. If third

party application are not used, it is convenient to disable the Process Folders feature.

Show License to Users Logging in allows you to enable/diable displaying your own

corporate privacy policy. The policy can be entered into the “License Text” field.
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Authentication Scheme allows you to choose which method SentryFile will use to
authenticate users accessing the system. There are two options, they are Internal — uses
the built in SentryFile authentication mechanism and Windows NT/2000 where

SentryFile will authenticate users against a Windows NT/2000 domain.
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3 Cabinets

Cabinets allow you to create and manage the Cabinet and index fields within the
SentryFile system. “+” icons are used to add Cabinet and Fields, while red “X” icons

are used to delete Cabinets and fields. Blue arrow icons are used to modify the names

of Cabinets and Fields.

; SentryFile - Microsoft Internet Explorer
J File  Edi aw  Favortes  Tools  Help ‘
J EBack - = - 7 ‘ [EPersoral Bar Q) Search (] Favoriees €4 | BN S - &% 58
| Address [ @] hitp:ocalhost/stes =] @t
SENTRYFILE
s Cabinets -
=R
Contract: &
G\obeﬁ)?mons E ﬂ racts &
L7 customer b (Texty Qo
[ contract Date (Date [<Ne
27 contract Type (Lookup Fisid) + @0
Cahinets —+ Equipment Lease (<N e"
— Rental (<Nl
5 — Service Contract (<Nl
g Customer Records Co N e
G
S LJ Customer Mame (Text) 0 Cu
> Record Type (Lookup Field) L <Re
= Corporation (<"
L\I-sar"s — Education QO
— Government (<Nl
— Non-Profit [xNe"l
[EJ supplier Records < N e"]
Rights & Supplier Mame (Text) [N
> Supplier Type (Lookup Field) L <Re
FEG —» Equipmert Qo
=) o T 2> o
@] Done ||| ¥ Localintranet
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Groups allows you to manage the groups and group members within SentryFile.

2} SentryFile - Microsoft Internet Explorer _[&]x]

| Fie Edt Vew Favoies Toos Help |

J GBack + = - D) 7t ‘ [EPersonal Bar (0 Search (3] Favorites @l = S - W B8
| scress [ hip i/ocahost/sies =l @co

SENTRYFILE

£ oavid
g Don
ﬁ‘ Service Staff | -
Q Chris [x]
Q Mike a

[T BErocdimanet

Groups can have a variety of permissions to access various parts of the Managements
area. The permissions include Global Options, Add Cabinets, Manage Groups, Manage
Users, Manage Rights, Manage System Messages, View Server Info. “+” icons are
used to add Groups and add users to a group, while red “X” icons are used to remove a
group or remove a user from a group. Blue arrow icons are used to modify the

permissions of the group.
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Users allows you to manage the users within SentryFile.

3 SentiyFile - Microsoft Internet Explorer _[&]x]
J File Edit “iew Favortes Took Help ‘
| ¢Back - 9 - (D 2] 3| [EPersonalBar @ Seach [GfFavoites (4| - S - DI @ B
| Addiess [ bitg: rocahostistes/ =l @6 |
@] ) L
SENTRYFILE o 7 31\?\
Management Help Sign Out
Global Options (oK ]
(SN %]
Cakinets @
o~
Groups L]
[ x]
Users
PES
=
|&] Done || | B Localintranet

Users can have a variety of permissions to access various parts of the Managements
area. The permissions include Global Options, Add Cabinets, Manage Groups, Manage
Users, Manage Rights, Manage System Messages, View Server Info. “+” icons are
used to add users, while red “X” icons are used to remove a user. Blue arrow icons are

used to modify the permissions of the user.
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Rights

Rights allows you to manage who can access what documents within the system and

what operations they can perform with those documents.

3 SentiyFile - Microsoft Internet Explorer
J File Edit View Favorites Tools  Help |
J aBack v = - @ 7t | [ Personal Bar @Search (] Favorites @ | %v =] - % B
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% . J—— 9 ﬂ > e
Users
- MED=oRQHlwE oo
=4
: £ chie ﬂ o Q
Righits
E Supplier Records =p
= n ﬂadmin El J;ﬂ%a w@ ﬁan
& [ [PELocalinmanet

Users and groups can be assigned the rights to do specific operations on specific
Cabinets. The rights are Search/View Documents, Upload Documents, Add/View
Annotations, Email Documents, Modify Index Data Values, Delete Documents,
Append Pages to PDF Documents, Manage documents in the Recycle Bin, and Manage

the Index Fields for a Cabinet.

“+” icons are used to give rights to users/groups for a cabinet , while red “X” icons are

used to remove a user/group’s rights to a cabinet. Blue arrow icons are used to modify

the rights of the user/group within the Cabinet.
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Messages allows you to communicate information to other users of the SentryFile

system. To add a message simply click the white “+” icon and enter your message. To

delete a message click the red “X” icon.

J File Edit ‘“iew Favoites Took Help

3 SentiyFile - Miciosoft Intemet Explorer MEE

| ek - = - D 24 | [EPesonalBar (@i Search [ Favortes o4 | B~ &b - = #8 BB
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SENTRYFILE 7 ]
Management Help Sign Out
- Messages
g
wglcome to SentryFile - Web-Based Document Management. This is a sample system message. System
1] 142002 Q9
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Fal =
|&] Done | Local intranet
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@ Recycle Bin

The Recycle Bin shows which documents have be deleted by users. Users with access

to the Recycle Bin have the ability to permanently delete documents or restore

documents.
3 SentryFile - Microsolt Internet E xplorer MEE

J File Edit View Favortes Tools Help |

J R | ﬁ| [ Personal Bar Q) Search (3] Favorites @“%v =) %
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Saturday, June 01, 2002
SENTRYFILE = ]
Maragement Help Sign Out
a Recycle Bin -~
i oo Wiew Document Restore Document Delete Permanent!
it Customer Mame | SentryFile

Record Type | Corporation
File: Mame |sentryfile_brochure pof
Messages

Wiew Document Restore Document Delete Permanently

Customer Mame |Public Schoal
Record Type |Education

@_

Recyele Bin File: Mame | system_reguirements.doc
= ! View Documert Restore Documert Delete Permanent!
éer;ar Customer Name | ABC Corporation

Record Type |Corporation

E File: Mame | simulated _scan pof

Aot wiew Documerd Restore Document Delete Permanentl
Customer Mame |ABC Corporation
Record Type | Corporation ﬂ
|&] Dore ZE Local intranet

The user will only be able to view documents within the recycle bin which he has

recycle bin rights for.
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The Server area gives information about the SentryFile server. This information
includes the server address, application path, free hard drive space, the number of users

within the system, and the number of cabinets within the system.

3 SentiyFile - Miciosoft Intermet Explorer

J Fle Edit Wiew Favoites Tools Help |

J GBack ~ = - D 7al | [ElPersonalBar i Search (4 Favortes 4 | B S - &% B8
JAddress I@ hitp: #lacalhost /sfel/ j ﬁGD

SENTRYFILE

N Server

Server:
Server Address. |ocalhost
SertryFile Address: hittp:Mocalhost/steSidetault asp
Application Path: CunetpubtwwserootisfesiSentryFileWebl
Hard Disk:
Free Storage: 0.669 Gh free of 5.996 Gh total
File System: NTFS
Users:

Total Mumber of Users:

@

Admin Users:

o

Mormal Uisers:

o

Cabinets:
Mumber of Cabinets:

w

Mumber of Fields:

=

|@ Done ’7’7’7 E Local intranet
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To sign out of SentryFile click the “Sign Out” icon in the top right corner of the screen.
You will be asked to confirm whether you want to sign out, if you choose “OK” then

you will be returned to the Sign In screen.

3 SentiyFile - Miciosoft Intermet Explorer

J Fle Edit Wiew Favoites Tools Help |

J GBack ~ = - D ﬁ| [ Personal Bar Q) Search (5] Favorites 4 | B S - &% B8
JAddress I@ http: /ocalhost /sfe5/default. asp?signoff=yes j G0

SENTRYFILE

Registered to:
ABC Corporation

Username: ||
Pasawared:

SentryFile is Copyright ® 2002 Upper Canada Office Systams
All Rights Reserved. Use of this software is governed by the terms of the license agreement,

| |
|&] Done ||| E Local intranst

Because web browsers cache the pages you have visited you should close your browser
to flush the history. Otherwise a malicious user could use the “Back” button to view
data that you viewed during your session. A malicious user would not be able to access
any new content, when you sign out your security credentials are removed. This means
the malicious user might be able to view data from your history, but he will not be able

to make new requests.
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