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The Web Application

General

FileSurf Web is the end user search tool delivered from your organization’s intranet.  FileSurf Web is used to file and search for records on-line.   You are able to explore details about the records that you locate and request to have specific records delivered to you or to the location of your choice.  In the case of electronic records, such as document images, you can open and view them right from your web browser.  Authorized users can perform other tasks, such as adding or modifying records.  Access to particular records and record collections adheres to the security assignments controlled by your organization.  

Launch the FileSurf Web Application
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 icon on your desktop

 
Or

· Go to Start>Programs>FileSurf> to display the FileSurf Web Home Page, depicted in Figure 1-1 below.
[INSERT SCREENSHOT HERE]
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Figure 1-1    Web Application Home Page

FileSurf operates within your browser as a single page.  If you use the Back or Forward buttons in your browser you will be moved out of the FileSurf application.  All navigation within FileSurf is through controls presented by the web pages.
You can work with or search for records by clicking on any of the following links from the FileSurf Home Page. The list of available choices will depend upon your level of access and authority to perform tasks. Depending on the task you select, FileSurf will present either a Search Template or a WorkSpace. 

 [INSERT SCREENSHOT HERE]
· Folder Search – used to search the database for Folder profile data

· Box Search – used to search the database for Box profile data
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Document Search – used to search the database for Document profile data 

· Word Search – used to search the database for both Folder and Document profile data
· Content Search – used to search the database for text (content) found in an E-filed document (electronic file) 

· My Ticklers – used to access the ticklers you assigned to items

· My Requests – used to review the status of items you requested

· My Saved Searches – used to quickly retrieve a listing of your saved searches

About Search Templates

FileSurf needs information from you about which records you wish to see.  You will work with Search Templates that allow you to provide a variety of data for defining your search.  You can provide as little or as much detail as is appropriate.

Lookup Tables & Pick Lists

Most Search Templates use information that already exists in the FileSurf database, such as Client Number or File Type.  For these fields, choosing from a Lookup Table or Pick List gives you an alternative to typing in the information yourself and ensures that your entry is valid (recognized by FileSurf).

Using Lookup Tables

· Click on the ellipsis (…) button next to the data field

· Enter the first character(s) of the word or phrase you are looking up in the “Start with” box  (in our example, we entered “W”, the first character of  “Western Wireless”)

· Click the “Look” button to jump to the “W” entries in the list 

[INSERT SCREENSHOT HERE]
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Figure 1-2     Sample Lookup Table

· Click the desired entry on the list

· FileSurf closes the Lookup Table and populates the selected data field 

To return to the top of the list, remove the entry in the “Start with” box (backspace or select text and press the “Delete” key), then click “Look”

· To close a Lookup Table without choosing from it, click on the “Close” button

Using Pick Lists:

· Click on the down arrow (▼) next to the data field.  A listing of valid entries will be displayed

· Click on the entry to select it

· FileSurf closes the Pick List and populates the selected data field 


[INSERT SCREENSHOT HERE]

Figure 1-3     Sample Pick List

Text Fields

Each of the Search Templates contains text fields used to perform searches. Upon entering your search criteria, FileSurf Web performs an extensive search of the database.  Through FileSurf technology, you are able to perform a simplified wildcard search without being required to enter any complex search syntax.  Simply enter the word or phrase in the data field to begin your search.

Date Searching

Dates must use a standard format of MM/DD/YYYY or MM/DD/YY (e.g., 05/22/1992 or 05/22/92) and dates must be valid.  FileSurf will not allow you to enter a date such as 12/32/95.  There are two ways of entering a date:

· Type in the date (MM/DD/YYYY)
Or

· Click on the ellipsis (…) button in the date field to access a Pop-up calendar for selecting a date

· The Pop-up calendar will display the current date

· Click on the down arrow (▼) buttons to select a month and/or year other than the one displayed

· Click on a date in the calendar to select the day

· Click “OK” or “Cancel” to close the Pop-up calendar
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Figure 1-4     Calendar Pop-up 

Date Ranges and Relative Ranges

You can use ranges and relative ranges in the date fields.  When specifying ranges, use the following symbols or syntax:

	MM/DD/YY- MM/DD/YY
	For dates between MM/DD/YY and MM/DD/YY, including both dates

	>MM/DD/YY
	For dates greater than MM/DD/YY

	<MM/DD/YY
	For dates less than MM/DD/YY

	>=MM/DD/YY
	For dates greater than or equal to MM/DD/YY

	<=MM/DD/YY
	For dates less than or equal to MM/DD/YY

	@TODAY-3y
	Search for all items where date = today’s date minus 3 years 

	>@TODAY-6m
	Search for all items where date = within the last 6 months


Figure 1-5     Syntax for Date Range Searching

Hits Limit

The Hits Limit is a pre-set number of items to be displayed in your search results.  Using the default number (30) as an example, FileSurf will display up to the first 30 items that matched your search criteria.  If the number of matches found exceeds your Hits Limit, click the down arrow and select another pre-set number from the list.  (See Figure 1-6 and Figure 1-7 below)

[INSERT SCREENSHOT HERE]

Figure 1-6    Hits Limit Display

[INSERT SCREENSHOT HERE]

Figure 1-7   Hits Limit Drop Down

Sort Results

The Sort by field is used to sort your Search Results List.  In the example below, you may sort by Code (numeric) or Title (alpha).  

[INSERT SCREENSHOT HERE]

Figure 1-8    Sort By

Template Buttons

Search

Once you have entered your search criteria on a Search Template, click the “Search” button to execute the search.  (See Figure 1-9 below)

[INSERT SCREENSHOT HERE
Figure 1-9   Template Buttons

Clear

Click the “Clear” button to clear the template of all search criteria  

Home

Click the “Home” button to return to the FileSurf Home Page

Top

Click the “Top” button to go to the top of your Search Results List

Request

Click the “Request” button to request delivery of the item(s) selected

Search Results List

Each Search Template contains a Search Results List, which is used to display search results.  The results will be displayed in the same manner, regardless of the Search Template in use or the criteria used for the search.

Your search results will be displayed in a list that corresponds to your organization’s record hierarchy.  In the following example, we performed a word search for Folders or Documents that contain the word “Test” anywhere in the Title or Document Description.  

[INSERT SCREENSHOT HERE]
Figure 1-10    Search Results List

Searching Records

Client Search

When you initiate a search from the Client Template, it is because you need to select Clients using the criteria available to you on the Client Template.   You may need to search Client Notes or you may want to choose Clients by Client Partner and Type.  There may be other items available depending on your permissions within FileSurf.  You specify your search criteria by providing as little or as much detail as appropriate.  
If you had initiated your search from the Folder Template, you would not have these Client search options. 
Important to note is that when you initiate a search from the Client Template, your search result set will always be in the form of a list of Clients available for you to browse and explore.

To access the Client Template depicted in Figure 1-11 click “Client Search” on the FileSurf Home Page
[INSERT SCREENSHOT HERE]
Figure 1-11    Clients Search Template

Note:
As with any search, the more specific your criteria, the fewer your search results will be.

Perform a Client Search

· Enter search criteria in one or more data fields

· Click the “Search” button to begin searching the database

Matters Search

The Matter Template provides a comprehensive facility for finding Matters, within or across Clients, based on a variety of criteria. You specify your search criteria by providing as little or as much detail as appropriate.  FileSurf presents your search results expanded to the Matter level, giving you the ability to browse and explore your results.  

· To access the Matters Template depicted in Figure 1-12 click “Matters Search” on the FileSurf Home Page
[INSERT SCREENSHOT HERE]
Figure 1-12    Matters Search Template

Note:
As with any search, the more specific your criteria, the fewer your search results will be.

Perform a Matters Search

· Enter search criteria in one or more data fields

· Click the “Search” button to begin searching the database

Categories Search

The Categories Template is used to search for Categories using specific search criteria.  You specify your search criteria by providing as little or as much detail as appropriate.

· To access the Categories Template depicted in Figure 1-13 click “Categories Search” on the FileSurf Home Page
[INSERT SCREENSHOT HERE]
Figure 1-13    Categories Search Template

Note:
As with any search, the more specific your criteria, the fewer your search results will be.

Perform a Categories Search

· Enter search criteria in one or more data fields

· Click the “Search” button to begin searching the database

Folder/File Search

The Folder Template is used to search for Folders or Files using specific search criteria.  You specify your search criteria by providing as little or as much detail as appropriate.

· To access the Folder Template depicted in Figure 1-14 below click “Folder Search” on the FileSurf Home Page
[INSERT SCREENSHOT HERE]
Figure 1-14    Folders Search Template

Note:
As with any search, the more specific your criteria, the fewer your search results will be.

Perform a Folder/File Search

· Enter search criteria in one or more data fields

· Click the “Search” button to begin searching the database

Document Search

The Document Template is used to search for Documents based on your search criteria regardless of the document’s Folder/File location.  You specify your search criteria by providing as little or as much detail as appropriate.

· Click “Document Search” on the FileSurf Home Page to access the Document Template (depicted in Figure 1-15)

[INSERT SCREENSHOT HERE]
Figure 1-15    Documents Search Template

Tip:
When using Text Fields only enter key words or phrase; FileSurf will do the rest!

Perform a Document Search

· Enter search criteria in one or more data fields

· Click the “Search” button to begin searching the database

Box Search

The Box Search Template allows you to search for Boxes based on a variety of criteria.  Boxes may or may not be associated with a parent record level. The Box search results allow you to explore the contents of a Box.  You can request the entire Box for retrieval or just particular Folders.

[INSERT SCREENSHOT HERE]
Figure 1-16   Box Search Template

Perform a Box Search

· Enter search criteria in one or more data fields

· Click the “Search” button to begin searching the database

Full Search

The Full Search Template is used to perform a broad key word search (broad in the sense that you are not limited to one search template).  In the example below, the Full Search Template allows you to search the Folder Template and the Document Template.

[INSERT SCREENSHOT HERE]
Figure 1-17    Full Search Template

Perform a Full Search

· Mark the check boxes that correspond to the data fields you are searching 

· Enter your key word (or phrase) in the blank text field below the check boxes

· Mark the radio button that corresponds to the type of match results you are seeking:

· All Words - all key words must be contained in the search results

· Any Word – any of the key words must be contained in the search results

· Click the “Search” button to begin searching the database

Content Search

The Content Search Template is used to search the content of electronic documents.

Note:
The Documents must have been previously indexed.  Typically, Documents filed in the system during normal business hours are indexed the same night.  So Documents filed by close of business on Monday may be content searched on Tuesday.

[INSERT SCREENSHOT HERE]
Figure 1-18    Content Search Template

Perform a Content Search

· Enter search criteria in one or more data fields

· Enter key word (or phrase) in the Text field

· Click the “Search” button to begin searching the database 

Working with Search Results

Search Results List

Your search results display in a hierarchical fashion for easy exploration.  FileSurf displays every Box, Folder/File and Document (if applicable) that met your search criteria, up to your Hits Limit, with information about its parent level. 

· Click the ( arrow to expand the record level and see its contents

· Click the ( arrow to hide the record level contents

· Float your mouse over any item and you will see certain “at-a-glance” details pertaining to the item (See Figure 1-21 below)

· Click on any item and you see a Menu of options available (See Figure 1-22 below)

[INSERT SCREENSHOT HERE]
Figure 1-19    View details by floating mouse over record

[INSERT SCREENSHOT HERE]
Figure 1-20    Menu Options

Details

· Click on Details and FileSurf will display detailed information for the item.  The type of information displayed depends on the type of item selected.   Figure 1-23 is a sample of the details for a Folder.   

[INSERT SCREENSHOT HERE]
Figure 1-21    Folder Details 

Request 

Empty checkboxes are located next to all items that are eligible for requesting, i.e., circulation.  If you mark the checkbox for a parent item, FileSurf will mark all items in the record hierarchy.  Note that individual paper Documents cannot be requested.  The entire Folder or File must be requested. 

[INSERT SCREENSHOT HERE]

Figure 1-22    Request Menu Option

Request an Item

· Mark the check box for the item(s) you wish to request

· Click on any marked item and choose Request from the Menu
· Complete the Confirmation Web Page Dialog to submit your request (See Figure 1-25)

· Select yourself or an alternate requestor in the Requested For field

· Select your location or an alternate destination in the Destination field

· Mark the checkbox if you wish to submit a Rush request

· Type in any special instructions

· Click the “Submit” button to complete your request, or the “Cancel” button to cancel your request and return to your search results

· From the FileSurf Home Page, click on “My Requests” to view the status of the items you requested

[INSERT SCREENSHOT HERE]
Figure 1-23    Request Confirmation

Take

If you take possession of a circulating record, FileSurf allows you to identify yourself as the person who now is in possession of the item.

Take an Item

· Mark the check box for the item(s) you wish to take

· Click on any marked item and choose Take from the Menu
· Complete the Confirmation Web Page Dialog to submit your Take (See Figure 1-26 below)

· Select yourself or an alternate requestor in the Requested For field

· Select your location or an alternate destination in the Destination field

· Type in any special instructions

· Click the “Submit” button to complete your take, or the “Cancel” button to cancel the Take and return to your search results

[INSERT SCREENSHOT HERE]
Figure 1-24    Take Confirmation

View

When your Search Results List contains electronic documents, you will see them identified by a floppy disk icon.

View an Electronic Document

· Click on an electronic document and choose View from the Menu 

· FileSurf will launch a non-editable version of the document for you to view

· Close the FileSurf Viewer window to return to your Search Results List
[INSERT SCREENSHOT HERE]

Figure 1-25    View Menu Option

Download

When your list of search results contains electronic documents, you will see them identified by a floppy disk icon.  .  FileSurf allows you to download these electronic files to your computer.

Download an Electronic Document

· Click on an electronic document and choose Download from the Menu 

[INSERT SCREENSHOT HERE]

Figure 1-26    Download Menu Option 

· FileSurf will present the following web page:

[INSERT SCREENSHOT HERE]

Figure 1-27    Download Electronic Document 

· Click the right mouse button while pointing at the hyperlink 

· Choose Save Target As…
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Figure 1-28    Download Document – Save As

Choose the directory to which you would like to download the document                      (See Figure 1-30 above)

· Rename the document, if desired

· Click the “Save” button

· When the download is complete, click Close to return to the Download Web Page Dialog
· Close the Download Web Page Dialog to return to your Search Results List
Uncheck All 
· Click Uncheck All to clear items marked for Request or Take

[INSERT SCREENSHOT HERE]
Figure 1-29    Uncheck All Menu Option

Ticklers

FileSurf allows appropriately privileged users to create Ticklers for assigning a review or action date to an item.  This Tickler is associated with an individual.  You can review all of your Ticklers by clicking the “My Ticklers” link on the FileSurf Home Page.

The FileSurf Administrator can provide auto-notification services via email as Ticklers action dates approach.  

Create a Tickler

· Click on an item in your Search Results List
· Choose Ticklers from the Menu
[INSERT SCREENSHOT HERE]
Figure 1-30   Ticklers Menu Option

[INSERT SCREENSHOT HERE]
Figure 1-31   Ticklers Web Page Dialog

· Choose “New” and the following Web Page Dialog is presented

[INSERT SCREENSHOT HERE]
Figure 1-32    Add New Tickler

· Enter the date you wish to be notified or click on the ellipsis for the calendar pop-up window

· Enter any notes regarding the action you will take when the review date occurs

· When the action is completed, enter the date and/or comments regarding the completion of the action

Remove from Tree 

FileSurf allows you to remove an item from your Search Results List.  Remove from Tree could be used to exclude item(s) from other activities you wish to perform, e.g., generating reports, requesting items, etc.  Remove from Tree does not remove the item from the database; it only removes it from your Search Results List.

· Click on the item you would like to remove and select Remove from Tree from the Menu 

[INSERT SCREENSHOT HERE] 

Figure 1-33   Remove from Tree Menu Option

Reports

FileSurf provides an ad hoc reporting facility that lets you generate a detail report on all or any part of your Search Results List.  You define a report format and provide a name for your report format.  It will then be available to you at any time to be applied against any search result set.

In the example below we have marked a Matter and its Files for reporting by clicking on the Matter and choosing Reports.

[INSERT SCREENSHOT HERE]
Figure 1-34    Reports Menu Option

Define a New Report Format

· Click on the item and select Reports from the Menu (See Figure 1-36 above)

· The first time you create a report, the only option available to you will be to define a <New> report (See Figure 1-37 below)

· Click the “Modify” button to define your report.  You will be presented with a Web Page Dialog that lets you specify which detail elements you would like to appear under each division in the record hierarchy (See Figure 1-38 below)

[INSERT SCREENSHOT HERE]

Figure 1-35    Defining a New Report Format

· Enter a Title for your report, which will be used to identify it in the future

· Work through each of the record levels to specify the detail elements to be included and click “Save”  (See Figure 1-38, Figure 1-39, and Figure 1-40 below)

[INSERT SCREENSHOT HERE]
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Figure 1-36    Report Format Detail  (No detail elements are selected for the Matter level)

[INSERT SCREENSHOT HERE]
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Figure 1-37    Report Format Detail (The Status element is selected for the Redweld level)

[INSERT SCREENSHOT HERE]
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Figure 1-38    Report Format Detail  (The Status element is selected for the File level)

· Click “Save” and return to the Reports Web Page Dialog
Delete a Report Format

· Select the Report Format you wish to delete (See Figure 1-41)

· Click “Modify”
· Click “Delete” (See Figure 1-42 below)

· Confirm deletion and return 

[INSERT SCREENSHOT HERE]

Figure 1-39   Select Report Format to Delete

[INSERT SCREENSHOT HERE]

Figure 1-40   Delete Report Format

Generate a Report

· Select the Report Format you wish to use (See Figure 1-43 below)

· Click “Run” to generate your report

· Click “Modify” to make changes to the detail selections for the currently selected report

· Click “Close” to cancel and return to your search results

[INSERT SCREENSHOT HERE]

Figure 1-41    Reports Web Page Dialog

As the report is generated you can see the additional detail being added to each element in your search results.

[INSERT SCREENSHOT HERE]

Figure 1-42    Generating a Report

· Click “Print” to print a paginated copy of your report  

· Click “Title” to make changes to the title of the report for this instance only  (this change will not affect the default title in the stored report format)

· Click “Close” to cancel and return

Refresh Node

The Refresh Node allows you to view “all” the items under a record level, not only those retrieved as a result of your search.  Refresh Node “all” is useful when you add new items from Search Templates. When you return from the WorkSpace, you can use the Refresh Node to see the items you just added.  It will also reflect any changes to item details that you made in the WorkSpace.
· Click on the level you would like to refresh and select “Refresh Node”” from the Menu 

 [INSERT SCREENSHOT HERE]

Figure 1-43   Refresh Node Menu Option

About WorkSpaces

FileSurf WorkSpaces provide a facility for creating new Folders and Boxes, adding Documents as well as modifying data pertaining to these items.  When you click on an item in your Search Results List, and select Folders, Boxes, or Documents from the Menu, FileSurf will bring you to a WorkSpace.  

[INSERT SCREENSHOT HERE]

Figure 1-44    Search Results Menu Options 

The WorkSpace displays all of the items that were part of your search results. An “All” button is available so that you can retrieve all other items into the WorkSpace if necessary.  You can now see and work with all items for that particular record level.  The “ALL” button disappears once it has been engaged.  

[INSERT SCREENSHOT HERE]

Figure 1-45    WorkSpace Example – All

Note that some levels may contain very large numbers of items.  Retrieving ALL into the WorkSpace may exceed the practical limitations of the FileSurf browser interface.  

The WorkSpace uses the concept of a currently selected record.  Notice the green circular cursor symbol on the first record in Figure 1-48 below.  To add or modify a record, right-click the item and select an option from the Menu.  

[INSERT SCREENSHOT HERE]

Figure 1-46     WorkSpace Menu Options

Folders

Add New Folders 

Authorized users can conveniently create a new Folder directly from the Folder Search Template or from any Search Results List.

From Folders Search Template

· Click on the “Folders” link on the FileSurf Home Page

· Click on the “Add New” button on the Folders Search Template

· This will take you directly to the New Folders WorkSpace 

[INSERT SCREENSHOT HERE]

Figure 1-47    Folder Search Template – Add New

· Select the appropriate Category or Client-Matter combination from the Lookup Table
· Complete the New Folder profile; bolded fields are required (See Figure 1-50 below)

· Click “Print” to print the Folder profile

· Click  “Save” or “Cancel” to return to the Folders WorkSpace
· Click “Close” to return to the Folders Search Template
[INSERT SCREENSHOT HERE]

Figure 1-48    New Folder Profile

From Search Results List

· Search for records using any Search Template 

· Click on the appropriate parent level in your Search Results List and choose Folders from the Menu (See Figure 1-51 below)
· This will take you to the Folders WorkSpace
[INSERT SCREENSHOT HERE]

Figure 1-49    Folders Menu Option
 [INSERT SCREENSHOT HERE]

Figure 1-50     Folders WorkSpace

· Click the “New” button in the Folders WorkSpace
· Complete the New Folder profile; bolded fields are required (See Figure 1-53 below)

· Click “Print” to print the Folder profile

· Click  “Save” or “Cancel” to return to the Folders WorkSpace
· Click “Close” to return to the Folders Search Template
 [INSERT SCREENSHOT HERE]

Figure 1-51    New Folder Profile

Duplicate Folders

Authorized users can duplicate the current Folder profile to create a new Folder with the next available volume number.

· Search for records using any Search Template 

· Click on the appropriate parent level in your Search Results List and choose Folders from the Menu (See Figure 1-54)
· This will take you to the Folders WorkSpace 
[INSERT SCREENSHOT HERE]

Figure 1-52    Folders Menu Option
 [INSERT SCREENSHOT HERE]

Figure 1-53     Folders WorkSpace

· Right-click on the Folder to be duplicated

· Select Duplicate from the Menu
· Modify the New Folder profile if necessary; bolded fields are required (See Figure 1-56 below)

· Click “Print” to print the Folder profile

· Click  “Save” or “Cancel” to return to the Folders WorkSpace
· Click “Close” to return to the Folders Search Template
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Figure 1-54    Duplicate Folder Profile

Modify Folders 

Authorized users can modify an existing Folder, including changing its Redweld or Jacket assignment or changing its volume number.

· Search for records using any Search Template 

· Click on the appropriate parent level in your Search Results List and choose Folders from the Menu (See Figure 1-57 below)
· This will take you to the Folders WorkSpace
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Figure 1-55    Folders Menu Option
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Figure 1-56     Folders WorkSpace

· Right-click on the Folder to be modified

· Select Edit from the Menu
· Modify the Folder profile; bolded fields are required (See Figure 1-59 below)

· Click “Print” to print the Folder profile

· Click  “Save” or “Cancel” to return to the Folders WorkSpace
· Click “Close” to return to the Folders Search Template
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Figure 1-57    Edit Folder Profile

Delete Folders

Authorized users can delete a Folder. 

· Search for records using any Search Template 

· Click on the appropriate parent level in your Search Results List and choose Folders from the Menu (See Figure 1-60)
· This will take you to the Folders WorkSpace
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Figure 1-58    Folders Menu Option
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Figure 1-59     Folders WorkSpace

· Right-click on the Folder to be deleted

· Select Delete from the Menu
· Confirm the deletion or press “Cancel” (See Figure 1-62)

· Click “Print” to print the Folders in the WorkSpace
· Click “Close” to return to the Folders Search Template
 [INSERT SCREENSHOT HERE]

Figure 1-60    Delete Folder 

Folder Security

Authorized users can examine or modify security for a Folder.

· Search for records using any Search Template 

· Click on the appropriate parent level in your Search Results List and choose Folders from the Menu (See Figure 1-63)
· This will take you to the Folders WorkSpace
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Figure 1-61    Folders Menu Option
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Figure 1-62     Folders WorkSpace Menu

· Right-click on the Folder to view or modify its Security

· Select Security from the Menu
· FileSurf will present the Security Web Page 

· Click “Print” to print the Folders in the WorkSpace
· Click “Close” to return to the Folders Search Template
Documents 

Add New Documents 

Authorized users can conveniently add a new Document directly from the Documents Search Template or from any Search Results List.

From Documents Search Template

· Click on the “Documents” link on the FileSurf Home Page

· Click on the “Add New” button on the Documents Search Template

· This will take you directly to the New Documents WorkSpace 
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Figure 1-63    Documents Search Template – Add New

· Select the appropriate Folder

· Identify the appropriate Profile Type, e.g. PAPER, EFILE, EMAIL, IMAGE (See Figure 1-66 below)

· FileSurf will automatically assign the next sequence number

· Complete the New Document profile; bolded fields are required (See Figure 1-67 below)

· Click “Print” to print the Document profile

· Click  “Save” or “Cancel” to return to the Documents WorkSpace
For EFILE, EMAIL, IMAGE document types, clicking “Save” will bring you to the Upload Web Page

· Click the “Browse” button to locate the document to add

· Click the “Upload” button to add the document

· Click “Close” to return to the Documents Search Template
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Figure 1-64    New Document Profile Type
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Figure 1-65    New Document Profile 

From Search Results List

· Search for records using any Search Template 

· Click on the appropriate Folder level in your Search Results List and choose Documents from the Menu (See Figure 1-68 below
· This will take you to the Documents WorkSpace (See Figure 1-69 below
[INSERT SCREENSHOT HERE]

Figure 1-66    Documents Menu Option
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Figure 1-67    Documents WorkSpace Menu

· Click the “New” button in the Documents WorkSpace 

· Identify the appropriate Profile Type, e.g. PAPER, EFILE, EMAIL, IMAGE (See Figure 1-70 below)

· FileSurf will automatically assign the next sequence number

· Complete the New Document profile; bolded fields are required (See Figure 1-71 below)

· Click “Print” to print the Document profile

· Click  “Save” or “Cancel” to return to the Documents WorkSpace
For EFILE, EMAIL, IMAGE document types, clicking “Save” will bring you to the Upload Web Page

· Click the “Browse” button to locate the document to add

· Click the “Upload” button to add the document

· Click “Close” to return to the Documents Search Template
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Figure 1-68    New Document Profile Type

Figure 1-69    New Document Profile

Duplicate Documents

Authorized users can duplicate the current Document profile to create a new Document with the next available sequence number.  

· Search for records using any Search Template 

· Click on the appropriate Folder level in your Search Results List and choose Documents from the Menu (See Figure 1-72 below)
· This will take you to the Documents WorkSpace (See Figure 1-73 below
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Figure 1-70    Documents Menu Option
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Figure 1-71     Documents WorkSpace Menu

· Right-click on the Document to be duplicated

· Select Duplicate from the Menu
· Modify the New Document profile if necessary; bolded fields are required (See Figure 1-74 below)

· Click “Print” to print the Document profile

· Click  “Save” or “Cancel” to return to the Documents WorkSpace
For EFILE, EMAIL, IMAGE document types, clicking “Save” will bring you to the Upload Web Page

· Click the “Browse” button to locate the document to add

· Click the “Upload” button to add the document

· Click “Close” to return to the Documents Search Template
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Figure 1-72    Duplicate Document Profile

Modify Documents 

Authorized users can modify the data pertaining to an existing Document, but not the content of the Document.
· Search for records using any Search Template 

· Click on the appropriate Folder level in your Search Results List and choose Documents from the Menu (See Figure 1-75)
· This will take you to the Documents WorkSpace (See Figure 1-76)
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Figure 1-73    Documents Menu Option
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Figure 1-74     Documents WorkSpace Menu

· Right-click on the Document profile to be modified

· Select Edit from the Menu (See Figure 1-76 above)
· Modify the Document profile; bolded fields are required (See Figure 1-77 below)

· Click “Print” to print the Document profile

· Click  “Save” or “Cancel” to return to the Documents WorkSpace
· Click “Close” to return to the Documents Search Template
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Figure 1-75    Edit Document Profile

Delete Documents

Authorized users can delete a Document. 

· Search for records using any Search Template 

· Click on the appropriate Folder level in your Search Results List and choose Documents from the Menu (See Figure 1-78)
· This will take you to the Documents WorkSpace (See Figure 1-79 below)
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Figure 1-76    Documents Menu Option
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Figure 1-77     Documents WorkSpace Menu

· Right-click on the Document to be deleted

· Select Delete from the Menu
· Confirm the deletion or press “Cancel” (See Figure 1-80 below)

· Click “Print” to print the Documents in the WorkSpace
· Click “Close” to return to the Documents Search Template
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Figure 1-78    Delete Document 

Boxes

Add New Boxes

Authorized users can conveniently add a new Box directly from the Boxes Search Template or from any Search Results List.  Boxes may or may not be associated with a Category or Client-Matter number.

From Boxes Search Template

· Click on the “Boxes” link on the FileSurf Home Page

· Click on the “Add New” button on the Box Search Template

· This will take you directly to the New Boxes WorkSpace 
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Figure 1-79    Boxes Search Template – Add New

· Select the appropriate Category or Client-Matter combination from the Lookup Table, if required

· Select a Warehouse from the Pick List and FileSurf will automatically assign the next available box number

· Complete the New Box profile; bolded fields are required (See Figure 1-82)

· Click “Print” to print the Box profile

· Click  “Save” or “Cancel” to return to the Boxes WorkSpace
· Click “Close” to return to the Boxes Search Template
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Figure 1-80    New Box Profile 

From Search Results List

· Search for records using any Search Template 

· Click on the appropriate parent level in your Search Results List and choose Boxes from the Menu (See Figure 1-83)
· This will take you to the Boxes WorkSpace (See Figure 1-84 below)
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Figure 1-81    Boxes Menu Option
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Figure 1-82     Boxes WorkSpace

· Click the “New” button in the Boxes WorkSpace
· Complete the New Box profile; bolded fields are required (See Figure 1-85 below)

· Click “Print” to print the Box profile

· Click  “Save” or “Cancel” to return to the Boxes WorkSpace
· Click “Close” to return to the Boxes Search Template
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Figure 1-83    New Box Profile

Duplicate Boxes

Authorized users can duplicate the current Box profile to create a new Box with the next available Box number.

· Search for records using any Search Template 

· Click on the appropriate parent level in your Search Results List and choose Boxes from the Menu (See Figure 1-86)
· This will take you to the Boxes WorkSpace (See Figure 1-87 below)
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Figure 1-84    Boxes Menu Option
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Figure 1-85    Boxes WorkSpace Menu

· Right-click on the Box to be duplicated

· Select Duplicate from the Menu (See Figure 1-87 above)
· Modify the New Box profile if necessary; bolded fields are required (See Figure 1-88 below)

· Click “Print” to print the Box profile

· Click  “Save” or “Cancel” to return to the Boxes WorkSpace
· Click “Close” to return to the Boxes Search Template
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Figure 1-86    Duplicate Box Profile

Modify Boxes 

Authorized users can modify an existing Box, including changing the Box number.

· Search for records using any Search Template 

· Click on the appropriate parent level in your Search Results List and choose Boxes from the Menu (See Figure 1-89)
· This will take you to the Boxes WorkSpace (See Figure 1-90 below
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Figure 1-87    Boxes Menu Option
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Figure 1-88     Boxes WorkSpace Menu

Right-click on the Box to be modified

· Select Edit from the Menu (See Figure 1-90 above
· Modify the Box profile; bolded fields are required (See Figure 1-91)

· Click “Print” to print the Box profile

· Click  “Save” or “Cancel” to return to the Boxes WorkSpace
· Click “Close” to return to the Boxes Search Template
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Figure 1-89    Edit Box Profile

Delete Boxes

Authorized users can delete a Box. 

· Search for records using any Search Template 

· Click on the appropriate parent level in your Search Results List and choose Boxes from the Menu (See Figure 1-92)
· This will take you to the Boxes WorkSpace (See Figure 1-93 below
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Figure 1-90    Boxes Menu Option
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Figure 1-91     Boxes WorkSpace Menu

· Right-click on the Box to be deleted

· Select Delete from the Menu (See Figure 1-93 above)
· Confirm the deletion or press “Cancel” (See Figure 1-94)

· Click “Print” to print the Boxes in the WorkSpace
· Click “Close” to return to the Boxes Search Template
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Figure 1-92    Delete Box 

Box Security

Authorized users can examine or modify security for a Box.

· Search for records using any Search Template 

· Click on the appropriate parent level in your Search Results List and choose Boxes from the Menu (See Figure 1-95)
· This will take you to the Boxes WorkSpace (See Figure 1-96 below
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Figure 1-93    Boxes Menu Option
 [INSERT SCREENSHOT HERE]

Figure 1-94    Boxes WorkSpace Menu

· Right-click on the Box to view or modify its Security

· Select Security from the Menu
· FileSurf will present the Security Web Page 

· Click “Print” to print the Boxes in the WorkSpace
· Click “Close” to return to the Boxes Search Template
My Saved Searches

FileSurf allows users to define search criteria on any template and save that criteria as a Saved Search.  That Saved Search is then always available for easy retrieval.  After every search you perform, if you return to the “Top” of the page you will see a link – “Save Search” - has appeared to the left of your Search Template.  (See Figure 1-97 below)
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Figure 1-95    Save Search Link

Save Search

· Perform a search using any Search Template
· Click the “Save Search” link to display the Save Search Web Page dialog depicted in Figure 1-98
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Figure 1-96   Save Search Dialog 

· Enter a name for your search

· Mark the Include Results box if you wish to save results

· Click “Save” to save your search

· Click “Cancel” to abandon this task

Execute Saved Search

· From the FileSurf Home Page, click on “My Saved Searches” and FileSurf will present the Saved Searches Web Page Dialog (See Figure 1-99)

· Click on the search and choose Load Criteria from the Menu to execute your search

[INSERT SCREENSHOT HERE

Figure 1-97    Saved Searches Web Page Dialog

· Rename will allow you to change the name of the saved search

· Delete will allow you to delete the save search

My Requests

You can use the My Requests Search Template to check the status of all records requested, currently circulating and/or previously circulated to you or other personnel.  

Perform Request Search

· Click on My Requests from the FileSurf Home Page

· Using the Lookup Table(s), enter your search criteria
· Select from the Request Status Pick List if you wish to specify the status:
	All
	Status of all Boxes or Folders ever requested

	Waiting
	Requests for Boxes or Folders are pending, awaiting check-out or delivery

	Circulating
	Boxes or Folders are currently circulating; have been checked-out

	History
	Boxes or Folders have been returned from Circulation, have been checked-in
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Figure 1-98    Request Search Template

· Click the “Search” button to begin searching the database

My Ticklers

You can use the My Ticklers Search Template to view or modify the Ticklers you created.  

Perform Ticklers Search

· Click on My Ticklers from the FileSurf Home Page

· Using the Lookup Table(s), enter your search criteria
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Figure 1-99    Ticklers Search Template

· Click the “Search” button to begin searching the database

My Preferences

FileSurf allows you to personalize what is presented to you when you perform certain tasks.  By clicking on “My Preferences” on the FileSurf Home Page, you can specify:

· What is shown when you click on an item in your Search Results List

· What record level to use when you add a new item
· Default values and Short Lists for entering profile information
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Figure 1-100    My Preferences Web Page Dialog

Specify Preferences

· Click on the Pick List to select When item clicked show:

· Menu – a list of options available for the item

· Details – detail information about the item

· Click on the Pick List to select Add New uses:
· Parent

· Favorites

· Click the “Modify” button to enter default values for item profiles

Enter the default values on the Edit Screen Personalization Web Page  (See Figure 1-103 below)

· Click on the field and enter the default value

· Click the “Add” button to add a value to the Short List for the field selected  

· Click the “Delete” button to delete a value from the Short List
· Click the “Up” button to move the selected value up in the Short List  (The default value should be the first value in the Short List)

· Click the “Down” button to move the selected value down in the Short List 

· Click the “Save” button to return to the FileSurf Home Page
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Figure 1-101    Edit Screen Personalization
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