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1. OVERVIEW
This manual was developed for current and potential One Look customers interested in learning about the
features and functions of the One Look viewer. This manual is specific to the Windows Server Based
installation of One Look.

One Look is the latest RVI user interface which provides a consistent look and feel across the IBM i,
Windows, and Cloud platforms. It is a browser based, graphical interface developed in Sencha (JavaScript
Framework) with back-end server code written in PHP (Hypertext Preprocessor is a server-side scripting
language). One Look runs in all browsers, but Internet Explorer (IE 11 or higher) and Google Chrome
(Chrome 60 or higher) are preferred.

Please contact RVI Support to schedule your One Look installation.
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2. LOGIN
1. Open your internet browser.

2. Navigate to http://ipaddress:port/RVI/SB.PHP

3. Enter a valid internet user id and password.

The list of available RVI system codes will appear based on user security set by your system administrator.
Results can be sorted in ascending or descending order by clicking the System or System Name heading.
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Contact your system administrator for assistance with login credentials.!
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3. MENU
The Menu drop down remains available in the top right corner of the left side pane. It is used to access
WorkBasket, Maintenance, Change Password, and Sign Off.

3.1. WorkBasket
To access workbaskets and workflow functions, from One Look:

1. Click the Menu button, select WorkBasket from the drop down list.
(WorkBasket access is based on the One Look user id.)

The user is automatically taken to Workflow Inquiry where they will see a graphical representation of routing
profile counts and a list of workbasket items.

2. Double-click a line item to see a list of documents contained within the system workbasket.
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3. Work with the documents that have been routed to the system.

Hover over corresponding Flags to get tooltips and details including Notes, Packages, Call Back Reminders.
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Right-click an item to access additional functions such as Notes, Indexing, and Audit information.

Users have the option to approve and index directly from the display window or they can return to the

system’s workbasket entries using the button which provides options for

and .
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When accessing the Workflow Inquiry screen, users will have access to functions and symbols to help
them navigate their workbasket.

Flags: Symbols under the Flags column inform the user of special conditions associated with the record.

* The document has been routed outside the normal routing profile.

C Call Back notice has been entered. A red C symbolizes the call back notice is overdue.

N Notes are attached.

0 –
9 Indicates priority routing.

P Packages are setup. A green P symbolizes the package is complete. A red P symbolizes the package
has missing documents.

U Image was routed from another user.

Sort: Sorting allows the user to change the order in which the workbasket items appear. Select the drop
down arrow next to the index then choose Sort Ascending or Sort Descending or click on the column header
to switch between ascending and descending.
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Filter: Filtering allows the user to narrow down the list of workbasket items based on index values. Enter the
desired index values in the input fields below the index headers.

Columns: Pick the desired columns to be displayed. Select the drop down arrow next to any index then
choose Columns.
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3.1.1. Create Sub-Groups
Defining sub-groups (WorkBasket Groups) allows users to define secondary groups within their workbasket.
This allows for better organization of their workbasket documents.

1. Login to your WorkBasket.
2. Click Sub-Groups at the top of the WorkBasket window.
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3. Click Add Document.

4. Enter a 2 digit (Alpha/Numeric) Code. (Do not use special characters.)
5. Enter a Description.
6. Click Submit.
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Example of Completed Sub-Group Entry:

3.1.1.1. Move Documents to Sub-Groups
Moving a workbasket document into a defined sub-group:

1. View a workbasket document.
2. Click Move Subgroup.
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3. Select a defined group from the Move To Group drop-down list.
4. Click Submit.

The document will show moved to “Red Line Items” Workbasket Group on the Workflow Inquiry screen.

REAL VISION SOFTWARE INC One Look (Windows) - 1

Page 14 of 147



3.1.2. Que Up For Approval
1. Login to your WorkBasket.
2. Double-click the record to display the details.
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3. Left of the Flags column, enable the primary check box to select all records or enable only the check
boxes associated with the desired records.

4. Click Que Up For Approval.

The approval screen will display the first document.

5. Enter Additional Information (These will be written to the approval audit.), Enter Notes (Thes will be
written to the notes file.), Choose Approve or Disapprove.

6. Click Submit to finalize, Skip to bypass this record until a later time, or Cancel to exit the approval
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process.

If Submit or Skip are selected, the next document in the queue will display.
If the queue is empty, the user will be returned to the Workflow Inquiry screen.

3.1.3. Que Up For Batch Indexing
1. Login to your WorkBasket.
2. Double-click the record to display the details.
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3. Left of the Flags column, enable the primary check box to select all records or enable only the check
boxes associated with the desired records.

4. Click Que Up For Batch Indexing.

The batch indexing screen will display the first document.

5. Update the indexes as needed. (The Delete Record option is available. This will remove the document
from the user’s workbasket.).

6. Click Submit to finalize, Skip to bypass this record until a later time, or Cancel to exit the approval
process.
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If Submit or Skip are selected, the next document in the queue will display.
If the queue is empty, the user will be returned to the Workflow Inquiry screen.

3.1.4. Route To Multiple Users
Route To Multiple Users is a WorkBasket function that allows users to send a document to multiple users at
the same time.

Refer to Route To Multiple Users topic under the Functions section for more details.

3.1.5. Packages
Packages provide the ability to display documents that have been grouped together. Document packaging
occurs during the routing process based on document package rules.

In the WorkBasket tab, if a package exists, will appear under the Flags column. If a package exists, but
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documents are missing will appear under the Flags column. View package documents by double-
clicking the record. In the subfile list, missing items will be labeled (MISSING). Mousing over the colored
package will list the documents available and missing.

Complete Package:

Incomplete Package: (Missing Documents)

Double-click the record then select Package to view the Package Information.

View any of the existing package documents by double-clicking the desired record. The document will open
in a new window.
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3.1.5.1. Setup Packages
Step 1: Create A Routing Profile

1. Navigate to the Maintenance menu by clicking Menu, Maintenance.

2. Under WORKFLOW MAINTENANCE, select MAINTAIN ROUTING PROFILES.

3. Click Add to create a new routing profile.

4. Give the routing profile a name then click Submit.
In our example, we will name the routing profile PACKAGE1.
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5. Single-click the routing profile name in the Routing Profile Maintenance list.

This will open the Routing Profile Members Maintenance.

6. Click Add from Routing Profile Members Maintenance.

7. Select a valid user from the Route To User drop-down list. This user will receive the routed
documents.

8. Set Sequence to 1.
9. Click Submit.
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Example of Completed Package Entry:

Step 2: Create A Package

1. Navigate to the Maintenance menu by clicking Menu, Maintenance.

2. Under WORKFLOW MAINTENANCE, select MAINTAIN DOCUMENT PACKAGES.
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3. Click Add to create a package.

4. Input a Package Name.
5. Select Route Member. This is the name of the routing profile you created in step 1 (PACKAGE1).
6. Select a Doc Type. This will become the Primary Package Document Type.
7. Set Index number to Y for those indexes to be considered in the generated package.
8. Click Submit.

The Package will be added to the Package Maintenance screen.

9. Single-click the package (PACKAGE1).
This will open the Maintain Packages window.

10. Click Package Documents.
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This will open the Package Document Maintenance window. The primary package document type, in this
example APP, will already be checked and in bold font.

11. Add a check mark next to the other document type(s) you want to include as part of the package.
12. Click Submit.
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THE MAINTENANCE SETUP IS NOW COMPLETE! You can now route documents to the profile.

3.1.5.2. Route Documents To Package Profile
Routing to a Package Profile is done through Image Inquiry.
Select a record where the Document Type equals the Primary Document Type setup within the Package
routing profile for the selected System.

1. From Image Inquiry, identify the record associated with the primary document type in the package.

Viewing a Document in Image Inquiry:
View a document (Routing, Route Using Profile)

OR

Right-Mouse Clicking a Record in Image Inquiry:
Right-mouse click a record (Route Document , Route Using Profile).
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2. Select the desired Package profile from the drop-down list then click Submit.

3. From the user’s workbasket, you should find an entry where Route Profile Name equals the Package
profile name. (In our example, the Package profile name is PACKAGE1.)

4. Click the record to open.
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An icon of a Present will be seen under the Flags column. This signifies a Package exist.

The Package is incomplete. Documents are missing.

The Package is complete. All related documents are included.

5. Mouse-over the Package icon to see the Package details.

OR

Click the Package icon to open the Package Information.
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The user has the ability to view the image directly from the Package Information screen by double-clicking
the record. This will open the document in a new window.

3.1.6. Pop-A-Que
The Pop-A-Que routing feature allows multiple users to work the items in one central routing queue. For
example, if you have a large number of items that get routed to the Billing routing queue for indexing, you
can set up the Pop-A-Que feature to allow any number of users to automatically retrieve the next available
item from the Billing routing queue and place it in that user’s queue.

Route Documents to Pop-A-Que Profile
From Image Inquiry:

1. Locate the record you want to route then right-mouse click.

2. Select Route Using Profile.
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3. Select the Pop-A-Que profile.

4. Sign-in to Work Basket.

5. Click Pop-A-Que.
The Pop-A-Que button will only be available for users assigned to a Pop-A-Que profile.
Refer to Setup Pop-A-Que Users

The Pop-A-Que button is also available while working in a particular System.*
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6. Click the desired Pop-A-Que profile from the Options Processing\Pop-A-Que window.
This will transfer the next available document in the Pop-A-Que to your workbasket.

7. Click Refresh to update the count.
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3.1.6.1. Setup Pop-A-Que
Create A Routing Profile

1. Navigate to the Maintenance menu by clicking Menu, Maintenance.

2. Under WORKFLOW MAINTENANCE, select MAINTAIN ROUTING PROFILES.
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3. Click Add a to create a new routing profile.

4. Give the routing profile a name then click Submit.
In our example, we will name the routing profile POP2.

5. Single-click the routing profile name in the Routing Profile Maintenance list.

This will open the Routing Profile Members Maintenance.

6. Click Add from Routing Profile Members Maintenance.

7. Enter “Route To User” and “Sequence” values.
• Manually type the value into the Route To User field. Route To User value will not show up in

the routing drop down list. This user will only be used for Pop-A-Que.
• Set Sequence = 1.
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The completed record will look like this.

Setup Pop-A-Que Users

1. Navigate to the Maintenance menu by clicking Menu, Maintenance.

2. Under WORKFLOW MAINTENANCE, select MAINTAIN ROUTING POP-A-QUE.
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3. Click Add WB Pop-A-Que.

4. Select the Primary User from the Drop-Down List then click Submit.

This will add the user to the WB Pop-A-Que Maintenance list.

5. Right-mouse click on this user. Select Maintain WB Pop-A-Que.

The list of all routing profiles is displayed.

6. Check the Pop-A-Que profiles that this user has access too.

If the User does not exist, that user must be added via Maintenance, Users/Group
Maintenance, Maintain Users.*
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The Maintenance Setup is now complete.

3.2. Maintenance
The Maintenance Menu is designed to permit customers to setup RVI functions and tasks.

These options are normally reserved for administrative personnel.
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3.2.1. IMAGE SYSTEM MAINTENANCE

3.2.1.1. Unlock Batch Index Records
From Menu, Maintenance, Image System Maintenance section, select UNLOCK BATCH INDEX RECORDS.

Unlock a batch by right clicking the record

Select Unlock Batch.

3.2.1.2. Remove Deleted Records In Image
System

CAUTION!!! – This job will completely remove records and images from your server.!
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This menu option is controlled by User/Group option
security.

From the Delete System Records prompt,
choose a system from the drop down list.
(Only authorized systems will be
displayed.)

To authorize a user or group to a system, go to
User/Group Maintenance, Options, Option
Security.

To confirm and complete the
deletion process, you must enter the
System Description of the System
being purged.
Click Delete Records to run the
process.

All records that have been flagged for deletion will be removed for the selected system code.

A log file (DLTIMAGES.TXT) referencing the deleted records will be written when the job runs. Subsequent
results will be appended to the log file. This file will get large when deleting millions of records so it is
recommended that you clear the file periodically.

The log file contains: System, Indexes (1-6), DocType, File Path, File Name, Page Count, Date
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3.2.2. USERS/GROUPS MAINTENANCE

3.2.3. EMAIL MAINTENANCE

3.2.4. SCANNING/IMPORT MAINTENANCE

3.2.4.1. Maintain Scanning Profiles
Creating scanning profiles allows you to setup predefined attributes for the applications being scanned.

From the Maintenance Menu, navigate to Scanning/Import Maintenance, Maintain Scanning Profiles.
Click “Add Scan Profile” to create a new scanning profile entry.
Double click an existing record to update/maintain an existing scanning profile.

There are 2 types of scanning profiles:

Standard Creates one document at a time. You can scan one or multiple pages. When you accept the scan,
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that one document is created.

Batch
Used to Scan multiple documents at once then burst them into separate documents by means of a
separator sheet. Batch scanning requires you to scan to the pc then upload. Scan direct to the
server is not permitted.

Profile Parameters

Profile
Name: The name given to this scanning procedure.

Profile
Description: A description of the scanning process.

Scanning
Type: Standard or Batch

Image
System ID: RVI Image System ID Code for the imaging system receiving the scanned images.

Destination:
Used to specify scan destination PC or Direct. Batch scan profiles require a destination of PC.
The Direct option will automatically upload the documents after scanning. The PC option requires
the user to run an upload.

Set
Indexing
Flag:

Sets batch indexing flag. Must be set to Y for batch indexing.

Route To
This Profile: Route to the specified profile at scan time.

Index
Constant
Values:

Index data pre-loaded at the time of scanning.

Batch
Scanning
Options:

Only available for Scanning Profile Type: BATCH. Select between 4 separator types to handle the
bursting of the scanned batches.

Delete
Record: Click check box then click “Submit” to delete this scanning profile.
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3.2.5. GENERAL SYSTEM MAINTENANCE

3.2.5.1. Maintain Audit Control File

Use this menu to turn Audit on and off for the following functions:

• View
• Scan
• Workbasket Approval
• Versioning
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• Redaction
• Uploads
• Change Index
• Delete
• Email
• Z-Option
• Signature Capture
• Routing
• Print
• CD Folder
• Batch Indexing
• Rendition Billing

3.3. Change Password
1. Select Change Password from the Menu drop down list.

2. Enter a valid password.

(Password Parameters: Maximum of 30 bytes. Allows for numeric, alpha, alphanumeric, and special
characters excluding &, #, \, /. Can’t begin or end with a whitespace character. Passwords are case
sensitive.)
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3.4. Sign Off
Select Menu, Sign Off then close the browser.

Change Password does NOT apply when using Active Directory.*
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4. TOOLBOX
For user convenience, One Look offers a variety of tools and menus to accomplish tasks within the RVI
system. You will find that many options such as notes, email, and image details are available in multiple
locations throughout the One Look viewer for quick access.

Help & Settings

Navigation & Appearance

Display Functions

Sub File & Right Click Menu
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4.1. Help & Settings
Located in the top right corner of the One Look window.

Settings: Set One Look session preferences.

Help: Access the One Look Windows user’s guide.

Session Settings:

1. Select the icon in the top right corner of the One Look window.
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2. The session settings window will display.

Available Options:

1. Remove Date Formatting: Removes the requirement for users to enter a specific date format during
image inquiry, scanning,and indexing.

2. Items Per Page: Displays up to the number of records set. The default value is 50.
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3. Time Zone: Sets the default time zone.
4. Data Type UNC/FTP: Select UNC to view using the path \\servername or FTP to use

ftp://serveripaddress/. If using FTP, a valid user id and password must be supplied under Image,
Preferences, FTP Support within the RVI pc viewer, if it’s being used in conjunction with One Look.

5. Open In RVI Viewers: Forces the display of scanned images in the native format (TIF or JPG) within
the RVI pc viewer.

6. User Email: Default email address to be used when sending email from One Look.

Help Documentation:

1. Select the icon in the top right corner of the One Look window.

2. The One Look Windows online manual will open.
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4.2. Navigation & Appearance
After initial login and system selection, users are presented with the default Image Inquiry screen.

Default Image Inquiry Screen

The image inquiry screen consists of the Image Inquiry Dialog Box and the Image Inquiry Subfile Window.

Image Inquiry Dialog Box
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Move between systems by selecting

Search and retrieve records by selecting

Access Scan Functions, Drag Drop / Import Functions, Batch Indexing, and OCR Word Search by selecting

Quickly clear index search criteria by selecting

Subfile List Toolbar

Display Checked: Displays all the documents associated with the checked records.
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Display Options:

• Display Temporary Grid: Populates a grid at the bottom of the screen showing a list of documents that
have been added to the temporary holding area. From the holding area, users can view documents
which allows for comparison of documents across different systems.

• Show Row: Displays the numerical row number next to each record. (Will only appear when Hide Row
is active.)
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• Hide Row: Hides the numerical row number next to each record. (Will only appear when Show Row is
active.)

• Grid to Excel: Display a list of the One Look sub file indexes in Excel.
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• User Activity Chart: Includes User Audit and Scan Audit tabs.
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User Audit Tab: A graphical representation of the user’s activity by System Code including View, Email,
Print, Route, Change Index, and CD activity based on the selected date.

Line
View
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Column
View

Scan Audit Tab: A graphical representation of the user’s scan activity including Direct Scan and manual
Upload Scan activity based on the selected date.

REAL VISION SOFTWARE INC One Look (Windows) - 1

Page 55 of 147



Line
View
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Column
View
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4.3. Display & Left Side Functions
Located left of the display window when viewing.

Back: Returns to the search results of the last image inquiry. You can change your search or choose to
view another item from the current list.

Notes:

• Show Notes: Display existing notes.
• Add Notes: Adds notes or view existing notes for the image being displayed. (Notes can not be

deleted using One Look.)

Once a Note is Added:

• The option to Show Notes will be available.
• When notes exist, the system will display a ‘N’ next to the record.

Add Redaction: Hide specific areas on a page within a scanned document using an opague highlighter
from the RVI PC Viewer.(Image must be stored as Type B)
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Add Version: Scan replacement pages to an existing scanned document.

Scan Appends: Adds pages to the end of an existing image. The scan process is automatically initiated
when the Append button is pressed. The RVI PC Viewer must be active.

Import Appends: Adds pages to the end of an existing image. The Choose File to Upload dialog will open
when the Append button is pressed. Navigate to the file you want to append, click Open then Upload.

Index Details: Shows the details (filename, path, page count, create date) of the document being displayed.

This information is helpful for troubleshooting. Use this information to identify the filename and location of
the file when reporting problems to RVI Support.

Index Maintenance: Allows the updating of index values and the deletion of the record.

Email: Provides an email dialog box with the image automatically attached. An email contact list will appear
with those email addresses that have been setup on the server.

Routing:

• Show Routing: Display the route history for the document being displayed. Only appears when a
document has already been routed.

• Route To User: Route the displayed document by user id.
• Route Using Profile: Route the displayed document by selecting a routing profile.

Audit Information: Provides the ability to view all activity for the document being viewed.
Available filters: View, Print, Email, Change, Route, Fax, CD, Signature

Stapling: Displays a list of the images that are stapled to the primary document. (This button will only
appear when the primary document in the window has stapled documents associated with it.)

Download: Save a copy of the document being displayed.
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4.4. Sub File & Right Click Menu
Available by right mouse clicking on a record from the right pane of the One Look browser window.

Show Notes: Displays notes associated with an image. If notes are not available, the user will get a
message that there are no notes on file for the item.

Add Notes: Adds notes or view existing notes for the image being displayed. (Notes can not be deleted
using One Look.)

Once a Note is Added:

• The option to Show Notes will be available.
• When notes exist, the system will display a ‘N’ next to the record.

Email Image: Provides an email dialog box with the image automatically attached. An email contact list will
appear with those email addresses that have been setup on the server.

Route Document: Manually route the document based on user or routing profile.
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Index Details: Shows the details such as the filename, path, page count, create date.

This information is helpful for troubleshooting. Use this information to identify the filename and location of
the file when reporting problems to RVI Support.

Index Maintenance: Allows for the updating of index values and the deletion of the record.

Audit Information: Provides the ability to view all activity for the document being viewed.
Available filters: View, Print, Email, Change, Route, Fax, CD, Signature

CD Folder: Allows users to manually select and copy images to folders.

Z-Options: Access custom options.

Load Indexes: Loads the index search criteria using the indexes assigned to the record selected. This will
populate the Image Inquiry indexes on the left side of the screen.

Add to Temporary: Adds the document to a temporary folder. It provides a holding area where users can
store a copy of any document from any system to be used for temporary viewing and file comparison. The
temporary folder is updated every time the user refreshes the page.
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5. FUNCTIONS
One Look Windows Server offers the standard functions of Scan, Upload, View as well as many other useful
options such as drag drop, import, index maintenance.

The Functions drop down list includes the primary functions of One Look, but throughout the system you’ll
find additional functions based on file type and format.

All available functions have been identified and described in alphabetical order within this section of the
documentation.

5.1. Append
Add additional pages to an existing image. (Appends can not be executed on OEM documents such as TXT,
PDF, DOCX, XLSX.)

Append to an existing image via scanning or importing.

5.1.1. Scan Appends
1. View an existing image.
2. Select Scan Appends.
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This will open the RVI PC Viewer. If the user is set to PC Control scanning, they will have to click Page or
Batch to begin the scan process. If the user is set to host control, the scanning will automatically begin.

3. Click Finished when scanning is complete.
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4. Click Accept, Continue, or Do Not Accept.
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If the scan is accepted, the upload will automatically run.

5.1.2. Import Appends
1. View an existing image.
2. Select Import Appends.
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This will open the Import Append Document dialog box.
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3. Navigate to and select the document you want to append then click Open. (Image files and OEM
documents are supported.)

4. Click Upload.

A message will appear when the import is complete.
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5.2. Audit
Audit allows for review of all actions taken for a particular record. The Audit feature is available in Image
Inquiry and WorkBasket. The system administrator can control auditing through the Maintenance menu.

5.2.1. Image Inquiry Audit
To access the available audits, double-click a record from the display pane sub file list. When the document
is displayed, the user will be presented with the Display & Left Side Functions. Select Audit Information.

The audit information frame will open below the displayed document.

to select the desired request type to be queried. By default, the audit request type is set to
View Request.
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to access printable bar and pie charts depicting the audit results.
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5.2.2. WorkBasket Audit
WorkBasket Audit

To access the available audits:

1. Open the Workbasket tab by selecting Menu, Workbasket.

2. Click on the desired batch to be worked.
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3. Right-click a record.

4. Select Audit Information.

Here you will find Audit Filters allowing the user to select the desired filter(s).

OR
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Double-click a record to display a document.

Here you will find the audit options at the bottom left hand corner of the screen.

to display the audit information pane along with the audit filters option.

to display the associated workflow audit associated with the document being viewed.

to display the results of the approval process(es) associated with the document being
viewed.
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Additional auditing can be done by the system administrator through the Maintenance menu.

5.3. Batch Indexing
Batch Indexing allows you to take groups of documents, scan or import them into your applications then
index them at a later time. This is very time and cost effective because you can have multiple users indexing
documents at the same time.

1. Select

2. Choose

3. Single mouse click the batch to be worked.

4. Double click the first image in the batch.

To queue up the entire batch, click the box next to Flags to mark all records in the batch then select
Display Checked.
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5. Index the image.

Submit: Updates the index information associated with the document in the window.
Skip: Move to the next document in the batch. The current document will have “-SKIP” appended to the
Batch Name for later indexing.
Cancel: Exits the batch process without updating the current record.
Delete Record: Permanently delete the document.

6. Click to save the index values and move to the next document in the batch.
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OR

7. Click to temporarily skip the current document and move to the next document in the
batch.

5.3.1. Batch Indexing Setup
Batch Indexing requires the setup of a BATCH Scanning Profile. This profile will be used at scan time to
generate the batches based on your profile criteria. Once the scan process generated a batch, the user will
be able to index the batch using the Batch Indexing.

Batch Indexing assigns the following values to every batch:

Batch Name: RVI auto generated batch name.

Count: Number of records in the batch.

Date: User id used to created the batch. Date the batch was created. Time the batch was generated.

The Batch Indexing screen will indicate if any batches are currently being indexed by labeling the batch
LOCKED. Only one user at a time can index a batch. The locked batches will show who has the batch
locked and when the batch was locked. When the user exits the batch indexing page by clicking the “Back”
button, the batch will be un-locked. If the session is closed without first backing out of the page, the batch
will remain locked and will have to be manually unlocked.

A user is never locked out of their own batch, they can continue the batch indexing process at any time. If a
different user want to continue with a locked batch that was closed incorrectly, the batch must be unlocked
via the maintenance menu job Unlock Batch Index Records.
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5.4. Batch Search
Batch Search is a searching method that allows you to search for multiple values in one index field (Invoice
Number = 7531 or 7532 or 7533), or for multiple lines within one search (Customer = SMITH JOHN and
Invoice Number = 7854 OR Customer = DERKINS SUSIE and Invoice Number = 7599).

In Image Inquiry, select Functions, Batch Search to open the grid.

Batch Search options:

1. Horizontal or Vertical search using Finalize Search – updates the results screen with those
records matching your search criteria.

When Batch Search is used, Image Inquiry Index Search criteria will be ignored.*
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2. Horizontal or Vertical search using Finalize W/Totals – updates the results screen with those
records matching your search criteria AND provides a count summary corresponding to the individual
searches.

3. Horizontal or Vertical search using Finalize W/Totals & View – updates the results screen with
those records matching your search criteria AND provides a count summary corresponding to the
individuals searches AND combines the results into a single PDF displayed in One Look.

Horizontal Search:
Include an index record if:

• All indexes from Row 1 match
OR

• All indexes from Row 2 match
OR

• All Indexes from Row 3 match

Continuing through ALL Grid Rows.

Example: Horizontal Search Using Finalize Search
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Example: Horizontal Search Using Finalize W/Totals
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Example: Horizontal Search Using Finalize W/Totals & View
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Vertical Search:
Include an index record if:

• Any indexes from Column 1 match
AND

• Any indexes from Column 2 match
AND

• Any Indexes from Column 3 match
Continuing through ALL Grid Columns.

Example: Vertical Search Using Finalize With Totals
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WildCard Search Examples:

1. Beginning Value: Searching for all case numbers that begin with 9874.

2. Ending Value: Search for all case numbers that end with 18.
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3. Bookend Value: Search for all case numbers that begin with 2 and end with 01.

4. Contained Value: Search for all case numbers that contain 04.
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To clear the Batch Search area, you must either press the Clear or Change System buttons
in the Image Inquiry Index Search window. This will also eliminate the red indicator warning
message ‘An extra search criteria has been entered.’
*
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5.5. Copy to CD Folder
This process allows users to manually select and copy documents to a predefined folder. The folder and
contents can be copied to an external drive where the files will be view-able without the need for server or
internet access.

This function is also helpful when auditors need access to your documents. You can selectively load the
required documents to a folder then give access to that folder without having to grant access to your whole
system.

To start the document selection process, locate the documents that you want to copy to a folder. Click the
check boxes of the desired documents, then right mouse click on any of the records on the page. A menu
box is displayed. Click “CD Folder”.

A list of existing folders is displayed, you can select one of the existing folders or you can create a new

If you have documents from multiple systems that you want to include in the CD folder,
navigate to each system, select the desired documents and point to the same folder and set
CD Burn Type to ‘Add to Folder.’ This will append the new documents to the existing
documents already in the folder.

*
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folder.

Click “Folder Selection” after your selection.

You can “Add to Folder” which will add the selected documents to the documents that already exist in the
folder.

You can “Clear Then Copy” which will remove all documents from the selected folder then add the selected
documents.

Existing Files In Folder: This is the number of files and associated system(s) of documents that exist in the
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requested folder. If the SYS/TRAN has the color blue, that just means that one of the requested documents
already exists in the folder. If adding to the folder, the duplicate record will not be written.

Click “Copy Files”

When the copy process is complete, Click “Close” to return to the main selection page.

Navigate to the folder on your server.

Click on “INDEX.HTM” will display the following page.

Click “View” to display the document.

5.6. Download
Based on user/group security a user has the Download option. By default all users have access to this
option.
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The Download button allows for saving a copy of the document being displayed.

This function is available by a right-click of a record or on the left side of the display window during a view
request.

Download Right-Click a Record

Download Image Inquiry Display
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5.7. Drag Drop

1. Open the RVI PC viewer.

2. Drag and drop a file onto the RVI PC viewer window.

3. Click the button in the bottom left hand corner of the RVI PC viewer.

4. Index the document through the RVI PC Viewer BC/OCR window.

5. Click to exit the BC/OCR window. Leave the RVI pc viewer open.

Drag Drop requires the RVI PC Viewer.!
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6. From One Look, select Functions, Drag Drop/Import Functions, Drag Drop (PC Viewer Indexes).
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The webpage will display a confirmation message when the file(s) have been successfully imported.

The documents are now available for search and inquiry.
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5.8. Email
1. Double click a record to view the image.

2. Click

3. Fill in the fields under Options Processing, Email Image

4. Click

5.9. Import
Documents can be imported from a pc or network drive using the Browse Import feature. Users have the
option of indexing the documents at the time of import or at a later time through batch indexing.

Email contacts are setup and maintained through the email address book in the
maintenance menu.*
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Browse Import Index Methods:

• Browse Import Indexes Above
• Browse Import Batch Index

5.9.1. Browse Import (Indexes Above)
Index documents at import time using the One Look interface.

From Image Inquiry:

1. Select your desired system and enter the indexes values to be associated with the import.

2. Select Functions, Drag Drop/Import Functions, Browse Import (Indexes Above).

3. Navigate to the file location.

4. Select one or more files then click OPEN.
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If multiple files are selected, they will be combined into a single record.

5. Click the Upload button to transmit the file(s) to the server.
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The system will automatically refresh the One Look window showing the newly imported record.
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5.9.2. Browse Import (Batch Index)
Import files then index at your convenience.

From Image Inquiry:

1. Select your desired system.

2. Select Functions, Drag Drop/Import Functions, Browse Import (Batch Index).
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3. Navigate to the file location.

4. Select one or more files then click OPEN.

If multiple files are selected, they will be combined into a single record.
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5. Click the Upload button to transmit the file(s) to the server.
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6. When you are ready to index the files, navigate to Functions, Batch Indexing.
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5.10. Redaction
Redaction is a feature that allows for hiding specific areas on a page within a scanned document.

This function is accomplished using One Look and the RVI PC Viewer. By default, all users will see the
redacted copy of the document. Redaction can be done on image files such as TIF, TIFF, JPG, JPEG, PNG,
BMP, PCX, GIF.

NOTE: Disk Caching MUST be turned on in the RVI PC Viewer.

• Click Image
• Click Preferences
• Click Disk Caching tab
• Ensure that Temporarily Cache Images is checked

Add Redaction
1. Open the RVI PC Viewer and One Look.

2. From One Look, locate the document to be redacted.

3. Double click the record to view the document inside of One Look.

This option operates under the rules of option security. If a user does not have authority to
add redaction, they cannot use this feature.*
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4. Click (The document is opened in the RVI pc viewer.)

5. Click the redaction button. Using the black or white opaque highlighter, draw a box around the area on
the page to be redacted.
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6. Return to One Look once all desired areas have been redacted.

7. Click Accept.

Change redaction color:
Image, General, Redactions Black (checked),White (unchecked).*
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Notification by page number will be displayed when the process is complete.
All pages including those previously redacted will be included.

5.11. Routing
Send documents to user workbaskets based on established routing profiles setup in Maintenance. Route
through a routing profile can be accomplished through scanning, batch indexing, and manually selecting the
route.

5.11.1. Route To Multiple Users
Routing to multiple users is available in WorkBaskets.

From inside your WorkBasket, there are 2 options for routing to multiple users :

STEP 1:

Option 1
Right-click on the record to be routed, then click Route Multiple Users.
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Option 2
Double-click the record to view the document, then click Route Multiple Users from the left pane.

STEP 2:

Fill in the input fields in the Route Multiple Users selection box.
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Once you enter User 1, User 2 will
become available. Continue until you
have selected all the users for this routing
instance.

Delete Originator: This defaults to
Checked. This flag controls if the
documents to be flagged as deleted from
the originators workbasket once Submit is
clicked.

Based on our example in Setting Up
Route To Multple Users, we want this
option checked because the last user
approves this document then the
document is routed back to the originator
indicating the approval process is
complete. If the document is disapproved
at any time during the approval process,
it will be routed back to the originator.

5.11.1.1. Setting Up Route To Multiple Users
STEP 1: Create Reserved Routing Profile (MULT_USER_ROUTE)

1. Click Menu, Maintenance, Maintain Routing Profiles.

Notes are available during any stage of the process.*
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2. Double-click MULT_USER_ROUTE profile.
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• Set Sequence: = 1

• Set Email Arrival Notification: = Y (Optional)
When using Route Multiple Users button in workbasket, it will send an email to the users.
Emails will be sent for initial routes and Approval process.

• Click Submit to finish the creation of the routing profile.

STEP 2: Create Overdue Notification

1. Click Menu, Maintenance, Maintain Routing Profiles.
2. Right-click the routing profile MULTI_USER_ROUTE.
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3. Select Maintain Overdue Notifications.
4. Click Add.

5. Fill in the following fields:
Route Name: Automatically populated with MULTI_USER_ROUTE
Overdue After A Period of: Set the numeric value for the Overdue notice.
Days/Hours/Minutes: Set the increment of time.

STEP 3: Create Approval Rule

1. Click Menu, Maintenance, Maintain Routing Profiles.
2. Right-click the routing profile MULTI_USER_ROUTE.
3. Select Maintain Approval Rules.
4. Click Add.
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5. Fill in the following fields:
Route Name: Automatically populated with MULTI_USER_ROUTE
Approval
Action To Take: ORIGINATOR
Force Notes: A (Auto Notes on Approval/Disapproval)
Disapproval
Action To Take: ORIGINATOR
Force Notes: A (Auto Notes on Approval/Disapproval)

Setup for Route To Multiple Users is now COMPLETE!

5.12. Scan

Through this menu, the user can scan black and white or color images into an existing image system code.
Images are normally scanned to the PC hard drive and later uploaded to the server.
The alternative is Scan Direct, which makes the scanned images immediately available to the users by
uploading while scanning.

1. Select a system code. The scanned images will automatically be uploaded to the system code the
user is currently logged into.

One Look requires the RVI PC Viewer (8.1.1389 or newer) for scanning.!
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2. Select the button.

3. Select the button.

4. Select one:
a. Scan Using Indexes Above (Uses Scan Direct)
b. Scan Using A Profile (Performs Based on the Scan Profile Settings)

5.12.1. Scan Using Indexes Above

1. Type the desired index value(s) into the index search window.

The RVI PC viewer must be open and connected to the scanner.!
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2. Select

3. Select

4. Choose Scan Using Indexes Above.
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5. Based on your RVI PC Viewer preferences, the scan process will initiate by pulling the paper through
the scanner or prompting the user to select Page or Batch to start the scan. If the user’s scan source
is pointing to the Kofax Import engine, the user will be prompted to navigate to the document(s) they
want to scan/import into the system.

6. After the scan is complete, the user will return to One Look to Accept or Reject the scan.

5.12.2. Scan Using A Profile

Provides the user with the ability to select a predefined scanning profile for this application.

1. Select the button.

The RVI PC viewer must be open and connected to the scanner.!
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2. Select the button.

3. Choose Scan Using A Profile.

4. Choose a scan profile from the list of available profiles.

(Scanning profiles are created using Menu, Maintenance, Maintain Scanning Profiles)
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5. Based on your RVI PC Viewer preferences, the scan process will initiate by pulling the paper through
the scanner or prompting the user to select Page or Batch to start the scan. If the user’s scan source
is pointing to the Kofax Import engine, the user will be prompted to navigate to the document(s) they
want to scan/import into the system.

6. After the scan is complete, the user will return to One Look to Accept or Reject the scan.

5.12.3. Upload Scanned Documents
Move scanned images from the pc to the server.

Scan Using Indexes Above does not require an upload. These scans are set to scan directly to the server.

Scan Using A Profile can be setup to scan direct or as a scan upload. The scan upload option requires the

user to select the button to move the images from the pc to the server.

The RVI PC viewer must be open and connected to the scanner.!

By selecting when there are not any images waiting to be
uploaded does NO harm.
*
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5.13. Stapling
Stapling: Allows for the grouping of images into a bundle. RVI offers automatic and manual stapling of
documents.

1. Automatic Stapling
The bundling process occurs at scan-upload time or during batch-indexing. This option displays a list
of the images that are stapled to the primary document.

2. Manual Stapling The bundling process is triggered by the user adding a primary document and
supporting documents from any available system code to the Staple Grid then selecting the Finalize
button from the Staple Grid.

5.13.1. Auto Stapling
Auto-Stapling is a feature that allows for the automatic grouping of images into a bundle. The bundling
process occurs at scan upload time or at batch indexing time.

Setup Auto Staple:

Example:Assume that you have Image System L set up for Loan Processing. Index 1 is Division, Index 2 is
Document Date, and Index 100 is Document Type. The possible document types for the Loan Processing
system are APP (Application), CR (Credit Report), and EV (Earnings Verification). For purposes of this
discussion, we want to automatically staple the customer’s Credit Report (CR) to the customer’s application
(APP) as soon as the Credit Report is scanned. It is further assumed that the customer’s application (APP)
will always be scanned before the credit report (CR) is scanned.

1. Navigate to Menu, Maintenance, Maintain Image System Descriptions and Key Fields.

The elements of a stapled bundle are the primary document and the secondary documents
that are stapled behind the primary document. A primary document has no limit on the
number of secondary documents that can be stapled behind it. It is not required that the
secondary document resides in the same Image System as the primary document. Multiple
entries can be setup such that a document type within a Image System can be stapled to
multiple primary documents.

*
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2. Right-click on the desired System.

3. Select Maintain Stapling.

4. Click Add.

5. Enter the conditions under which the secondary document will be stapled behind the primary
document then click Submit.
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In our example, when document type CR is
scanned into System L (the secondary
document criteria), it will be stapled behind
the first document found in System L where
index 1 is the same as index 1 of the
DOCSTAPLE document.

Notes on Index Comparisons (assume that
a document was scanned to System L with
Division # (index 1) of S0001, Document
Date (index 2) of 10/22/2015 and Document
Type (DT) of DOCSTAPLE.

• If the Comparison 1 and Comparison 2
entries are both blank for an index, that
index will not be used in the stapling
determination process. In our example, the
values of indexes 2-7 are not used in the
comparison process. If an image exists in
System L with index 1 of S0001, index 2 of
10/22/2015, our newly scanned secondary
document would be stapled behind that
primary document, REGARDLESS of the
values of indexes 2-7 of the primary
document.

• If the comparison for any specified index
fails (index 1 and index 7 in our example),
the newly scanned secondary document will
not be stapled.

A record will be created showing the new staple setup.

Auto Staple Process:
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1. Scan and upload the Primary staple document.

2. Scan and upload the Secondary document(s).

Based on the staple profile, the system will automatically staple the documents.

An “S” appears in the Flags column indicating that this is the Primary staple record.
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If you click the Primary document for viewing, the Primary and ALL stapled documents will be displayed.

5.13.2. Manual Stapling

Repeat the step above using any available system code. Documents added to the Staple Grid after the
primary document will be considered supporting documents. Supporting documents will automatically
display when the Primary document is viewed.

When you are ready to finalize the staple process, select Display Options, Display Staple Grid. Select

to complete the staple process.

RVI security exists ONLY on the primary document. If a user has authority to view the
primary document, then the user inherits that authority for the secondary documents that
are stapled behind the primary document which means they will be able to view ALL
secondary documents.

!
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The system will display ‘S’ under the Flags column next to the primary record once the staple is finalized.

5.13.2.1. Add Additional Documents to a
Stapled Bundle
(Before you begin, the staple grid must be cleared. Select Display Options/Display Staple Grid/Clear
Staple Grid.)

1. Right-mouse click the primary record. (The record with the S in the Flags column.)

2. Select Maintain Staple.

These buttons operate under the rules of option security. If a user doesn’t have authority to
staple, they cannot use this feature.*
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The Staple Grid will open with a list of the existing documents in the stapled bundle.
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3. Navigate to the record you want to add to the stapled bundle.

4. Right-mouse click the record you want to add to the stapled bundle.

5. Select Add to Staple Grid.
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6. Select Display Options / Display Staple Grid.

7. Select Finalize Staple to add the new document to the existing bundle.

5.13.2.2. Resequence Stapled Documents
(Before you begin, the staple grid must be cleared. Select Display Options/Display Staple Grid/Clear
Staple Grid.)

1. Right-mouse click the primary record. (The record with the S in the Flags column.)

2. Select Maintain Staple.

Stapled records do not have to belong to the same System. In this example, we are adding
a document from System C to a stapled bundled in System Z.*
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The Staple Grid will open with a list of the existing documents in the stapled bundle.
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3. Drag and drop the record to the new position in the sequence.

4. Select Finalize Staple.

The reorganization of the records is now complete!

5.13.2.3. Delete a Stapled Bundle

(Before you begin, the staple grid must be cleared. Select Display Options/Display Staple Grid/Clear

The Primary (Seq 1) can not be moved or overwritten.*

This will delete the entire stapled bundle.!
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Staple Grid.)

1. Right-mouse click the primary record. (The record with the S in the Flags column.)

2. Select Maintain Staple.

The Staple Grid will open with a list of the existing documents in the stapled bundle.
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3. Right-mouse click the record you want to remove.

4. Select Remove Record.

5. Click Finalize Staple to complete the deletion of the stapled bundle.

The staple flag S will be removed from the primary document.
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5.13.2.4. Remove a Document from a Stapled
Bundle
(Before you begin, the staple grid must be cleared. Select Display Options/Display Staple Grid/Clear
Staple Grid.)

1. Right-mouse click the primary record. (The record with the S in the Flags column.)

2. Select Maintain Staple.
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The Staple Grid will open with a list of the existing documents in the stapled bundle.
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3. Right-mouse click the record you want to remove.

4. Select Remove Record.

5. Click Finalize Staple to comlete the removal of the record and update the stapled bundle.

5.14. Versioning
Versioning is a feature that allows for scanning replacement pages to an existing scanned document.

NOTE: RVI does not keep multiple copies of the versioned document, only the original document and each

The Primary (Seq 1) can not be removed.*
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versioned page that is created.

1. Open the RVI PC Viewer and One Look.

2. From One Look, locate the document to be versioned.

3. Double click the record to view the document inside of One Look.

4. Click (The document is opened in the RVI pc viewer and remains open in One Look.)
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5. Click OK to the notification to navigate from within the RVI PC Viewer to the page you want to version.

6. Navigate to the proper page inside the RVI PC Viewer. (You can only version one page at a time.)

7. From One Look, click Scan Version Page.

The scan will automatically start.

8. Once the page is scanned, Accept or Do Not Accept.

If the version is accepted, a notification will be displayed with the page number that was versioned.

A V will now appear next to the versioned record.
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5.14.1. Previous Versions
Previous Versions allows for viewing previously versioned pages.

The most recent version of each page of the document is seen by all users, but for those users that have

authority to the option View Previous Versions, will be available when viewing a
versioned document. By selecting this button, the user will be presented with a grid of all available pages
and their versions.

Once a page(s) of a document have been versioned, the previous versions can be viewed by selecting

from Image Inquiry.

This option operates under the rules of option security. If a user does not have authority to
View Previous Version, they cannot use this feature. They will only see the current version
of the document.
*
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To view a different version of a page, single-mouse click a record in the View Previous Versions grid.
Notice that the column labeled Page Versioned will identify the Page that was versioned as well as the
record containing the original instance. All versioned records are date/time stamped.
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5.15. View
1. From Image Inquiry use a single mouse click to select an image system code.
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When an image system code is selected, the One Look interface will bring up the defined index fields.

2. Enter one or more index values to narrow down the results.

If no index value is required, the user can select the button to view ALL images in the system
code.
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Users have the option to specify a From Create Date and To Create Date to search by a date range. Wild
card searches are allowed using , @, or *

Example: Using 01/@@/2018 in the date field will result in the search results for all documents matching the
month of 01 and the year 2017. Using 65* in the case number field will results in the search results for all
documents starting with case number 65 in the first two positions.

Use filtering to limit the number of records. For each index column displayed, there is a space to filter the
total items displayed in the sub file list. For example, if in the DOCUMENT TYPE column the user entered
PETITION, the sub file list results would only show those items with PETITION in the DOCUMENT TYPE
field.

One Look will list up to 800 records per page. To view additional records, click the arrow
buttons at the top of the window to move to the next page.*
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3. To display a document, double click a record or select multiple records by placing a check mark next

to the records then click the Display Checked button .

By default, One Look displays images as PDF. Customers needing to view OEM documents
(ie. Word, Outlook, Excel, Videos) or wanting to view scanned images in their original file
format will need to install the RVI PC Viewer then set their session settings to enable Open
in RVI Viewer.

!
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6. CUSTOM FUNCTIONS
These are functions that are available, but are considered custom work. Please contact RVI Support for a
quote.

6.1. HTTP Post Request
The user signs into the One Look application.

The user initiates an HTTP POST request from within their application passing parameter values for User,
Image System, Index Values, and Request Type.

Example
HTTP Post Link for VIEW Request
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http://localhost/rvi/php/
rvimainxml.php?rqstyp=externallink&sys=Z&i1=100919&profile=&usr=mckenzy&type=”

type=SCAN Open RVI PC Viewer for Scanning

type=IMPORT Open Browse Import Box

type=” Blank or Not Included in the View Request Link

The server receives the HTTP POST request then makes the information from the request available to the
user within the One Look search pane.

The user can now click to process the request.
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If more than one record is found for the post data, the list of matching documents is displayed.

If only one match is found, the image is automatically displayed.

If no indexes match the requested values, the search pane displays No Indexes Found.

6.2. Z-Options
Contact Real Vision Software to discuss One Look Z-Option setup.

Setup for Z-Options is done from the IBM i green screen and a custom program is required.
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Refer to Chapter 18 (Z-Option Menu) in the RVI 90 IBMi User Manual for details on Z-Options.
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7. FAQ

7.1. How To Instructions
This section provides How To instructions for completing common tasks needed for One Look installation
and setup.

7.1.1. Install the RVI PC Viewer
1. Download the latest RVI PC Viewer from Real Vision Software, Support, Support Resources, Login

rvi4579, PC Applications.
2. Select RVI PC Installation Version 8.1.1xxx.
3. Extract the .zip file to the PC hard drive.
4. Right mouse click setup.exe.

a. Select ‘Run As Administrator’ (if available).
5. Take the defaults throughout the installation.

7.1.1.1. Navigate the RVI PC Viewer
Starting the Real Vision Imaging System PC Viewer
To start the Real Vision Imaging System with One Look, first open the One Look browser session, then
open the RVI PC Viewer. The Real Vision Imaging System PC Viewer will try to automatically connect to
One Look. The RVI PC Viewer will show ‘Not Connected’ in the bottom right corner even though it is
communicating with the browser. The ‘Not Connected’ is associated emulation interfaces which we are not
concerned with for the One Look browser interface.

Scanning in Google Chrome requires RVI PC viewer 8.1.1389 or newer.!
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For detailed information on the RVI PC Viewer features, reference Chapter 1 in the RVI
System Operator’s Guide.*

REAL VISION SOFTWARE INC One Look (Windows) - 1

Page 146 of 147

http://www.realvisionsoftware.com/Downloads/Manuals/RVI80Manual.pdf
http://www.realvisionsoftware.com/Downloads/Manuals/RVI80Manual.pdf


8. HELP

8.1. Contact Real Vision Software
Phone: 318-449-4579
Email: support@realvisionsoftware.com
Website: www.realvisionsoftware.com
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