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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://lipaddress:port/RVI/SB.PHP

3. Enter a valid internet user id and password.

LO-Rdmsoﬂ_!

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.

Page 4 of 147



REAL VISION SOFTWARE INC One Look (Windows) - 1

Page 5 of 147



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.

Menu -

i WorkBasket
“#  Maintenance
58 Change Password

_-] 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.)

Menu -

g WaorkBasket
7 Maintenance
58 Change Password

_-] Sign Off

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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o

[l sign Off @ Refresh 7| Pop-A-Que &' Sub-Groups

45 -

Ambuy motppiom

40
35
30
-
= 25
2
0 20-
o 15
10
5
1 1 =
0 T T
i A e
et G"‘P'G T
L " Rl 1- W
I SYSTEM - WORKBASKET NAME i
User
’7 Sequence System System Description < FRoute Profile Mame Warkbasket Group Count Aged 1-3.. Aged 4-1.. Aged 11-.. Aged 21-..  Aged 30..
meckenzy 1 K AP APPLICATION APTHY PRIMARY 1 i o o [ 0
mckenzy 1 K AP APPLICATION PACKAGEL PRIMARY 1 1 [] o L] 0
mckenzy 1 z COURT DOCUMENTS... *MANUAL PRIMARY 3 1] [1] o o 3
mekanzy 1 M MATHEW TEST SYSTEM  “MANUAL PRIMARY 42 L] [] 42 L] 0

Double-click the Workbasket record to be opened.

3. Work with the documents that have been routed to the system.

»|

Z-COURT DOCUMENTS AND EXHIBITS  User = mckenzy, Routing Profile = *MANUAL

17

Bk [7] Que Up For Approval  [T) Que Up For Batch Indwing (7] Pop-A-Que  Racords: 3

A Display Chacked =5 Show Row Numbars 5 Workbaskst Charts »

Anmbuy mopppaon -

Select Que Up For Approval, Que U

CASE # PLANTIFF DEFENDANT (CASE TYPE COURT/JUDGE DOCUMENT TYPE PRIORITY CODE

0| Focs A x| % *x | |x |x "]
] ; 657895 K ASHLEY 7 JOHNELL MOTION M MAGTOW RESPOMSE *

] 3 E57895 K ASHLEY J JOHNELL MOTION M MAGTOW RESPOMSE -

; 657855 K ASHLEY JJOHNELL ESC M MAGTOW PETITION *

Double-click the fine item to be worked OR enable the check boxes on the left.

If Pop-A-Que is setup, it can be accessed from this screen. Workbasket Charts are also available.

p For Batch Indexing, or Display Checked.

Hover over corresponding Flags to get tooltips and details including Notes, Packages, Call Back Reminders.
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Aunbuy mogppop

. CASE # PLANTIFF
] Fsgs
x
I - 657895 K ASHLEY
DE$
: = 657895 K ASHLEY
O .
= % 657895 K ASHLEY

0M$

Call back Remainder

Dats Notification Infiormation:

12/27/2018 REQUEST VIDED FILE

Z-COURT DOCUMENTS AND EXHIBITS  User = mckenzy, Routing Profile = *MANUAL

# Back [7] Que Up For Approval [T} Que Up For Batch Indexing  * Pop-A-Que  Records: 3

DEFEMDANT

J JOHNELL

J JOHNELL

J JOHNELL

Additional Information:

One Look (Windows) - 1

?

B Display Checked  §= Show Row Numbers 1231 Workbaskat Charts »

ICASE TYPE COURT/JUDGE DOCUMENT TYPE PRICRITY CODE
® ® x x ®
MOTION M MAGTOW RESPCNSE i
MOTION M MAGTOW RESPONSE .
ESC M MAGTOW PETITION =

Hover over flags to get tool tips and information.

Right-click an item to access additional functions such as Notes, Indexing, and Audit information.

Z-COURT DOCUMENTS AND EXHIBITS  User = mckenzy, Routing Profile = *MANUAL

CASE = FPLANTIFF

[ | Flags

=) 657895 K. ASHLEY
0 B$

e Show Notes

=| & 657895
O & ‘ Add Motes

= = 657895 ]
m| | ‘ Email Image

Bztch Indexing
Appraval

Change Priority
Route Multiple Users
Index Details

PEOAMNA TN

Audit Information

DEFEMDANT

J JOHMELL

J JOHMELL

J JOHHELL

Display Checked

7

E Show Row Numbers i Workbasket Charts

CASE TYPE COURT/IUDGE DOCUMENT TYPE FRIORITY CODE
MOTION M MAGTOW RESPONSE =
MOTION M MAGTOW RESPONSE =
ESC M MAGTOW PETITION =

Right-mouse click a line item to access additional menu options.

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

@ Que Up For Batch Indexing

and

4, Back

button which provides options for

Que Up For Approval
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Asmbur moyppsom

Route Informabon
,--u_ Route Manually
Call Back
v fpproval
" Route Mukiple Users
Indesing

ot
i

Mave Subgroup
Move Profile
A show Routing

& Audit

15/ Remove From Basket

Image [D:ZAAAAAAG

CITY COURT

Applicant information

Fud Name: Da\a ey —-E: ome_1- \B - |2

el )
' Street Address ApartmeniUnit &
oalle, | AZ 313\

City State 2IP Code

"Phone: oO- OOD- cOOD Email — :
_Date Available: E}}& Social Security No.: \} Desired Satary:3 EL(}LH)

position Appiied for: L O ESCACTIN

YES - NO ' YES _ NO
Are you a citizen of the United States? B"/E] If no, are you authorized towork inthe US.? B [0 -

YES NO_ -
Have you ever worked for this company? [0 ¥~ If yes, when?

[T R P S Y Y'E‘S W . i

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.

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

Notes are attached.

Indicates priority routing.

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

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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¥ Z-COURT DOCUMENTS AND EXHIBITS  User = mckenzy, Routing Profile = *MANUAL ?
g
s 4, Back Que Up For Approval E, Que Up For Batch Indexing &7 | Pop-A-Que  Records: 7 Display Checked %E Show Row Numbers i Workbaskst Charts =
% CASE -‘:E T| FLANTIFF DEFEMDANT CASE TYPE COURT/IUDGE DOCUMENT TYPE FPRIORITY CODE
w | |[[E]] Flags "
E ZT Sort Ascending
3 A B §57845 %] ot Descending | JICHMELL MOTION M MAGTOW RESPONSE *
P
ml [E 657895 Ii—‘l Columns 4 J JOHHELL MOTION M MAGTOW RESPONSE *
F
= 657895 K ASHLEY J JZHMELL ESC M MAGTIW PETITION *
0 &
|:| 753951 E 1AM 0 WARD THEFT W REED QUESTIONMAIRE g
A WARD W ATEMENT/PICS
753851 E I4M NARD THEFT W REED STATEMENT/PICS g
Al WARD W ATEMENT/PICS
753951 E IAM 0 WARD THEFT W REED STATEMENT/PICS g
= 587456 L LYHK I SMITH IMIURY 5 I554C SUIT *
[ &

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.

» Z-COURT DOCUMENTS AND EXHIBITS  User = mckenzy, Routing Profile = *MANUAL ? £
:E o
] 4, Back Que Up For Approval ,]_EBI Que Up For Batch Indexing E('E Pop-A-Que Records: 7 Display Checked EE Show Row Numbers i Workbasket Charts - %
% I:‘ CASE = FLANTIFF DEFEMDANT ~ CASE TYPE COURT/IUDGE DOCUMENT TYPE FRIORITY CODE E
= Flags
E RESPONSE a
- "]
= = 657895 K ASHLEY J JSHMELL MOTION M MAGTOW RESPOMNSE * g
D = =
I:‘ = 657895 K ASHLEY J JSHMELL MOTION M MAGTOW RESPOMSE *
=

Columns: Pick the desired columns to be displayed. Select the drop down arrow next to any index then

choose Columns.
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Annbut moppop |

Z-COURT DOCUMENTS AND EXHIBITS  User = mckenzy, Routing Profile = *MANUAL

CASE # ~ PLANTIFF
[ | Flags " -
zT Sort Ascending

D = 657895 il Sort Descending

=
O &

= 6578495 K ASHLEY
= |=

= 987456 L LYHM
= |=
D 753851 E I4M
0 753951 EI&M
|:| 753551 E &M

Rezl Vision Image Inguiry

Di

DEFEMDANT ~

O = 5 = = e 1 T Y

Display Checked

CASE TYPE COURT/IUDGE

SLELLLL MOTION M MAGTOW
URK

MOTION M MAGTOW

SOMNAM

OVERDUE ESC M MAGTOW
FINALIZED

INJURY 5 I55AC
GRP

THEFT
THEFT
THEFT

USER BASKET W REED
W REED

W REED

WE INSTANCE
TYPE

PATH

FILE
CREATE-DATE
VIEW-DATE
PAGES
DELETE
NOTES
ROUTE
STAPLE
CHECKEDOUT
CALLBACK
PACKAGE
CASE #
PLANTIFF
DEFENDANT
CASE TYPE
COURTAUDGE 0 ceenzy
DOCUMENT TYPE

PRIORITY CODE

3.1.1. Create Sub-Groups

One Look (Windows) - 1

? k4

[=]

#= Show Row Numbers i Workbasket Charts ~ %

DOCUMENT TYPE PRIORITY CODE E

E.

RESPONSE * -

8
RESPONSE *
FPETITION ®
SUIT ®
QUESTIOMMAIRE g

STATEMENT/PICS E]
STATEMENT/PICS §

© Real Vison Software. All Rights Reserved.

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.

Page 11 of 147



REAL VISION SOFTWARE INC

One Look (Windows) - 1

Image Systems

D]_ Sign Off @ Refresh EE'_: Pop-A-Que |2l Sub-Groups

Aunbuy mojpHom | |

Eln_ssnmdsunglloa|

45
35
Lt
=
2
o] 20
o 10
5 1 1 3
o T T
™ A \» A
. P-P\N R C.."{‘P“GE . MNQUP* i NP‘N\)P
“- v 1 wh -
SYSTEM - WORKBASKET NAME
12 4
User
l:l Sequence | System System Descriphi . Route Profile Mame  Waorkbasket Group | Count Aged . | Aged Aged . | Aged Agad
mikenzy 1 K AP APPLICATION ABRTHY FRIMARY 1 1 0 ] ] ]
mickenzy 1 K AP APPLICATION FACKAGEL FRIMARY 1 1 0 ] ] ]
mickenzy 1 z COURT DOCUME... | “MANUAL FPRIMARY 3 1] 1] ] ] 3
mekenzy 1 M MATHEW TEST 5...  “MANUAL FRIMARY 42 ] 1] 42 1] ]
3. Click Add Document.
Options Processing
Sub-Groups
() Close |(2) Add Document
Sub-Group Description

4. Enter a 2 digit (Alpha/Numeric) Code. (Do not use special characters.)

5. Enter a Description.
6. Click Submit.
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Options Processing i

Sub-Groups

Sub-Group Cods: = W
Sub-Group Description: Reag Line Items

Deletz Record: [

(2 submit (7) Cancel

Example of Completed Sub-Group Entry:

Options Processing b

Sub-Groups

() Close (L) Add Document

Sub-Group Description
FL FED LIME ITEMZ

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.



»
i’ -~ Back Z
5- =} Email
g
H i Index Details #
H
[ E':l Nates - - :
5 LA |

¥ Route Information ' V I Nvo I c E

&4 Route Manually y: d‘{ ) B sUBPLY

i) Call Back

v 4 Approval BILL SHIP Invaice # 23456

TO | Real Vision Software, Inc, o Sayes Office Supply
Route Mulbple Users d
o Route Multiple User P.0. Box 12958 1405 MacArthur Dr. Invoice Date  01/31/11
3 Indesing Abexandria, LA 71315 Alexandria, LA 71301

= Customer ID 3

ET Mave Subgroup

> Move Prafile

é‘ Show Routing

&= Audit

‘:f Remave From Basket

DESCRIPTION

[ HP15 Large Capacity Toner Carts 100.00 600.00

3. Select a defined group from the Move To Group drop-down list.
4. Click Submit.

Options Processing e
Move Item
Item Code: ALAAACT

Mave From Group:

Maove To Group: b
GREEN LIME ITEMS
RED LINE ITEMS

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

Bussaooug suondo =
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Image Systems

[ sign Off & Refresh 7] Pop-A-Que 2 Sub-Groups

M!mlﬂﬂmﬂma|

ﬁl_mldslll_llloa|

45
35
L)
=
- |
20
o
o 10
5 1 1 3
0 1 I
o 8] L .
st C,%GE .MN“UP\ ,mlﬁ‘\uh
Rda 1 s
SYSTEM - WORKBASKET NAME
1] 4
User
I:l Sequence | System System Descripti . Route Profile Mame | Workbaskst Group | Count Aged . Aged Aged. . | Agad Aged.
mckenzy 1 K AP APPLICATION PACKAGEL PRIMARY 1 1 1} ] 0 ]
mckanzy 1 K AP APPLICATION APTHW RED LIME ITEMS 1 1 1] 0 0 0
mckenzy 1 z COURT DOCUME...  *MANLUAL PRIMARY 3 ] o ] 0 3
mckanzy 1 M MATHEW TEST 5... | “MANUAL PRIMARY 42 0 1] 42 0 0

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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b

Annbut mojppom

Image Systems

COUNT
r

1

% st

,
n\\f"‘\\\jI>~
-

G

, Double-click a workbasket record
to open the workbasket details.

Uszer

Sequence System System Descriptie . Route Profile Mame | Workbaskat Group
mckenzy 1 K AP APPLICATION APTNY RED LIME ITEMS
mckenzy 1 z COURT DOCUMEN...  “MANUAL PRIMARY
mckenzy 1 C COURT SYSTEM *MANUAL FRIMARY
mckenzy i L LOAN PROCESSING PACKAGEL PRIMARY

One Look (Windows) - 1

buissaooag suondo | 4

R pGE"

i .N\N\‘ e P*(-."\'!\

SYSTEM - WORKBASKET NAME

Count Aged 1., Aged4.. Aged 1. Aged2..  Aged 3.

R I SR =1
(== TS
o o o o
o o o o
o o woo

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.

Aanbug moppop

Z-COURT DOCUMENTS AND EXHIBITS  User = mckenzy, Routing Profile = *MANUAL
4, Back Que Up For Approval || [Z) Que Up For Batch Indexing (7| Pop-A-Que  Records: 8 Selected: 3
CASE = PLANTIFF DEFENDANT CASE TYPE
1| Fiags
2 1 3

| =) & 657895 K ASHLEY JICHNELL MOTION
v| E9

= & 657895 K ASHLEY JICHNELL MOTION
0E$

= & 657895 K ASHLEY JICHNELL MOTION
vl E 8§

“K 657895 K ASHLEY 1 JOHNELL ESC
of #@$ i
P & % 657895 K ASHLEY J JOHNELL ESC
OEe
’ - 657895 K ASHLEY JICHNELL ESC

| @

I 657895 K ASHLEY JICHNELL ESC
[l 657895 K ASHLEY JICHNELL ESC

The approval screen will display the first document.

? “

Display Checked = Show Row Numbers 5] Workbasket Charts ~ §

COURT/IUDGE DOCUMENT TYPE PRIORITY CODE
3 ) L

M MAGTOW RESPONSE -
1M MAGTOW RESPONSE
1M MAGTOW RESPONSE .
M MAGTOW FINAL JUDGEMENT
M MAGTOW FINAL JUDGEMENT
1M MAGTOW PETITION
M MAGTOW RESPONSE s I
1M MAGTOW ADDITIONAL EVIDENCE

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.

Workflow Inquiry
Queue Up Approval
(2) Submit M sk @ cancal

Additional Infermation

Approval
@ Approve Disapprove

Audit Information

~
A%
< >
CASE = 657895
PLANTIFF: K ASHLEY
DEFENDANT: J JOHMELL
CASE TYPE: MOTION
COURT/JUDGE: M MAGTOW
DOCUMENT TYPE:
PRIORITY CODE:

Image ID:ZAMAAAAS  #f" Route Multiple Users

Enter Additional Information, Notes,

Select Approve or Disapprove. CITY COURT
L icnnomann
Faname 1 )Q\E, 'Ioﬂf% % ome_|- 1B~ 12
. Stroot Address O Apartmentint #
Faaeacile, LUy A i
ay O Statn 2P Code

pore: _(0O- OOD-00O0  ema IVOANVGULCOON
pate avaianie: 1. |\ R mmmwmm

postion Appiiea for: _L_OWY HOQEACCH

YES - NO YES _ NO
Are you a citizen of the United States? Q//Cl 1 no, are you authorized to work in the U.S.? B 0O

YES NO

Have you ever worked for this company? [m] B'/ If yes, when?
YES
& 8

Have you ever been convicted of a felomy?

H yes, explain:

High Sehoot Eoﬁt_\_"cp aaess_) || BVION Y-

' YES _NO | ., .
fom X 10 faBD&L Oid you graduate? B 0 m::ﬁﬂpﬁlm_'_

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

Buissanoid suondo =

1. Login to your WorkBasket.

2. Double-click the record to display the details.
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b

Annbut mojppom

Image Systems

COUNT
r

1

% st

, Double-click a workbasket record
to open the workbasket details.

Uszer
Sequence System System Descriptie. Foute Profile Mame
mckenzy 1 K AP APPLICATION APTNY
mckenzy 1 z COURT DOCUMEN...  “MANUAL
mekanzy 1 C COURT SYSTEM *MANUAL
mckenzy 1 L LOAMN PROCESSING | PACKAGEL

,
n\\f"‘\\\jI>~
-

G

SYSTEM - WORKBASKET NAME

RED LIME ITEMS
FRIMARY
FRIMARY
FRIMARY

‘Workbasket Group

R

Aged 1.

R I SR =1

One Look (Windows) - 1

L pGE
P pot
-

Aged 4. | Aged 1.  Aged 2.
1 0 1}
1 0 0
] ] ]
] ] ]

buissaooag suondo | 4

Aged 3.

o o woo

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.

Annbuy mopsom

Z-COURT DOCUMENTS AND EXHIBITS  User = mckenzy, Routing Profile = *MANUAL

4, Back Que Up For Approval @ Que Up For Batch Indexing ||~ | Pop-A-Que Records: 5 Selected: 2

CASE & FLANTIFF
[T]{ Fiags ]

[l ! 3 657895 K ASHLEY
@ E 3 657895 K ASHLEY
r ! 3 657595 K ASHLEY
@ [! 3 657995 K ASHLEY
] i 657835 K ASHLEY

|

DEFEMDANT

J JOHMELL

J JOHNELL

J JOHMELL

JJOHNELL

J JOHNELL

CASE TYPE

MCTION

MOTION

ESC

ESC

ESC

The batch indexing screen will display the first document.

3

a Display Checked !E Show Row Numbers ﬁ Workbasket Charts =

COURTJUDGE

M MAGTOW

M MAGTOW

M MAGTOW

M MAGTOW

M MAGTOW

DOCUMENT TYPE

RESPONSE

RESPONSE

FINAL JUDGEMENT

FINAL JUDGEMENT

FETITION

PRIORITY CODE

7

Buissanadd suondn =

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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Workflow Inquiry «

Batch Index Maintenance B G) @ }“ ‘g
G} submit M| Skip (D) Cancel  [] Delete Record B a
CasE = 57995 CITY COURT g
D?FENBANT; JJ':‘-I— NELL . Fuum ’ha\ e. _\IQ(:’U\ P& m_-l' \% i \g
CASE TYPE: ESC Last First \_) ML
COURT/JUDGE: M MAGTOW Ad 000 WeSt g Wow C%l’.QS‘%
DOCUMENT TYBE: FINAL JUDGEMENT ) Stroat Address - O Apartmentunt 8
Priority Code: 1 ¥ & Eﬂnt"—’(\’\“ﬁ. QZ Rq_]‘?)\

ID:ZARAABAF City J Staty TP Code

prone:_T00- OCD-COO0  eman TDOCNGUL COON

| . Date Available: B 5,55 smmm.:m Desired Saiays_ RO OO
Update ind as led. [ : .
pdate indexes as needed . Appiied for: Mh

The user has the option to

YES _ NO YES__ NO
delete the record, Are you a citizen of the United States? 2 0O tno,areyou authorized towark inthe US? B~ 0
If Delete Record is enabled, Have you ever worked for this company? ‘E's "5/ tf yes, when?

the record will be deleted

; YES NO
from the system. Have you ever been icted of @ O El/

1 yes, explain:

High School. EC&*‘\—C){) 1 Blon St
From: m@_ To:e IE‘ Did you graduate? vas’__,vg miiﬁm_ . |

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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deall,

One Look (Windows) - 1

documents are missing Il 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:

Asgnbuy Moo, |

U-HR WORKFLOW SYSTEM

User = LEN, Routing Profile = HR1

-, Back Que Up For Approval __!' Que Up For Batch Indexing Records: 2

EMPLOYEE #

1 FAags

=
L

DATE DEPT

06/21/2018 CLERK

Incomplete Package: (Missing Documents)

»

Annbuy mopspeo

Annbul mopseom

ND# CASE SEQ DETE DOCUMENT TYPE PRIORITY CODE DAYS OLD
Flags
. - CRI3001260000120181 . | CRI300126 00001 20181213 e 40
Double-click the record then select Package to view the Package Information.
- Back
= e 8 00 i
(j) Index Details
E—j Mokes. -
4] Index Maintenance Iveice Number 120215722
72— I P | ﬁ ?OI( E Customer Number 6006072684
Inwaice Date January 9, 2012
& Delete From Basket Parme[r;;: ‘oate Feb ;ezluig

V- DEMOD TMAGES

User = LEN, Routing Profile = HR1

¥, Back Que Up For Approval D Que Up For Batch Indexing Records: 1

<& Audit Information =
'-| Rauting =
8T  Move Subgroup

Image ID:VAARAATY

Package Information
@ Close  iew All
DOCUMENT TYPE PAGES

EMPLOYMENT APPLICATL.. 001

BACKGROUND CHECK
DIRECT DEPOSIT FORM
W4 FORM

401K FORM

@7

Display Checked Ttems iE Show Row Numbers : Workbasket Charts »

DOCUMENT TYPE

B} Display Checked Ttems  $= Show Row Numbers

PRIORITY CODE

110

42 Workbasket Charts =

Web Conferences Unlimited
7147 Hollister Bivd
Springfield, CA 93119

Qe—=0Q.

HD= CASE

CR130012600001201812 CR1300126

SEQ
oooo1

Purchase Order

DATE
20161213

To

Sayes Office Supply
1045 MacArthur Dr

Alexandna, LA T1301

Customer [D [ABC12345]

DAYS OLD

3

L Tk

Bunssaooud suoiydo

Buissaocouyg swodg

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.

Image Inquiry had Awaiting System Selection

&7
Image Systems Menu > | A Page of 0 No data to display
Total systems: 14 ﬁ WorkBasket

Sy System Name « B Maintenance

D A/P TRAINING @ Change Password

Display Checked E Display Options -

A ACCOUNTS PAYABLE :l Sign Off

2. Under WORKFLOW MAINTENANCE, select MAINTAIN ROUTING PROFILES.

Menu Maintenance “

(]| siagn off

WORKFLOW MAINTENAMCE
MAINTAIN ROUTING PROFILES

3. Click Add to create a new routing profile.

Routing Profile Maintenance

() Close | | &) add

Fouting Profiles

OverDue Routing Rules Approval Rules Stop Rules

4. Give the routing profile a name then click Submit.

In our example, we will name the routing profile PACKAGE1.



Options Processing b
Routing Profile Maintenance

(@ submit () Cancel
Route Name: PACKAGEL] ®

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

Routing Profile Maintenance 4
g
() Close () Add g
Routing Profiles E
CQverDue Routing Rules Approval Rules Stop Rules g
r
J | APInY A8
ES
MATT
FAHEAEE] Iﬂ— Single-mouse click this record to open the Routing Profile Members Maintenance
POP2
THREELEVEL ¥ e
This will open the Routing Profile Members Maintenance.
6. Click Add from Routing Profile Members Maintenance.
Routing Profile Members Maintenance
Route User ID Sequence Stop Rule Route To User Date From Date To Email Notification Messa...

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.



Options Processing wr

Routing Profile Maintenance

lﬁl_.‘s" Routing Destinations

() submit (A Cancel
PACKAGEL

Faute Name;
Rautz To User: MCEenzy W[

Sequence: 1 v

Stop Rule:
Email Document to User: i
* Email Arrival Netification: hd
In Primary User Absence

Raoute To User: b
ate From: |
Date To: B

Celetz Record: [

Example of Completed Package Entry:

Routing Profile Members Maintenance
&) dose | () Add

Routz User ID Saquance Stap Rule Routa To User
PACKAGEL MCKENZY

Diate From Date To

Step 2: Create A Package

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

Image Inguiry had Awaiting System Selection

Image Systems Menu = ~

Page of 0 No data to display

Total systems: 14 ﬁ WorkBasket

Sy System Name ~
D A/P TRAINING % Change Password
& accounTs PavaBLE | [T sign off

Email Hotification Messags
|7
Display Checked E Display Options -

2. Under WORKFLOW MAINTENANCE, select MAINTAIN DOCUMENT PACKAGES.



WORKFLOW MAINTEMANCE
MAINTAIN ROUTING PROFILES
MAINTAIN DOCUMENT PACKAGES
MAINTAIN ROUTING FOP-A-CUE
MAINTAIN USER WORK BASKET ACCESS

3. Click Add to create a package.

Package Maintenance

Document Package Routing Profile Document Type

Input a Package Name.

Select Route Member. This is the name of the routing profile you created in step 1 (PACKAGE1).
Select a Doc Type. This will become the Primary Package Document Type.

Set Index number to Y for those indexes to be considered in the generated package.

Click Submit.

© N o g

The Package will be added to the Package Maintenance screen.

Package Maintenance

@) Close () Add
Document Package Routing Profile Document Type
| PACKAGEL PACKAGEL ape

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

10. Click Package Documents.
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Options Processing s
Maintain Packages

(.3 Package Documents |m| () Cancal
Package Mame: PACKAGEL
Routz Member: PACKAGEL
Coc Type: ARP
Index#1; i b
Index#2: ¥
Index#3: w
Index#4: bt
Index#5: b
Index#6: b
Delete Record: [

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.

€«

Package Document Maintenance

&) Submit Cancel
|

Available Document Types Description
Select
B The Primary Package Document Type
4l BASEMENT will appear in bold font with a check
F TOMDOCL mark under the Select column.
B TGMDOCZ ///
7| App— APPLICATION |
] 4p AP INVOICE
F 04 MIKUTES APRIL COURT MINUTES
F ASMNT ASMNT (ASSESSMENT)
B ASPHALT ASPHALT (ELACKTOF)
B 08 MIKUTES AUGUST COURT MINUTES
] BATH BATH (BATHROOM)
| &l R CREDIT REPORT |
B 12 MINUTES DECEMBER COURT MINUTES
| DOC1 DOCUMENT 1
( Fi v EARMING VERIFICATION | b
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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)

-, Back

E—] Motes -

% Scan Appends

et Appands Uniform Residential Loan Applicatinn

@ Index Details This ks o ba by the AT B Lfders i this ferm a3 ‘Bomewer o o
m-mmmmumumwumu wehwen Dﬂ'... mmeis of 3 porson otfer than

Anachudlng the sponrse) will B usod a3 b Bk for lndan qualifcation or Dﬁnma“dnmmﬂmm

@ Index Maintenance who han P hwn_-u_-mmu“mnnmunmmummn

wummmmm righis p L s reaicing ir 8 cormuTanity properEy stwin, the ooty prperty

locatedina mmmvﬂmummmmm 1 3 COFETNTY property stato at 3 has for repayTneent of tha ioan

= Email i this da an o Jolevt Erwilt, Bearveet ol Cor Bt &1 Sprs B was indind 1 apply o Joind el (g Esiow:
T rems %MW
[ L TVPE OF MORTGAGE AND TESMS OF LOAN ]
Fouts To User Mortgege g”u E Commtionsl L] otrer texptatn: Agency Casa Hurmiber Lendder Case Murmbes
Appiied for: A DA Fharal
Fouta Using Profile __n-""“"w - ’MOBLD.S@ Elw&-r—l ELO-IC{
Amauerd i _ e o Merm [rper—
SR0o0N | B . {360 | Dom Ol

OR

Right-Mouse Clicking a Record in Image Inquiry:

Right-mouse click a record (Route Document , Route Using Profile).
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L-LOAN PROCESSING @7
Page 1 of 1 .,—G' Displaying 1 - 7 of 7 Display Checked E Display Options -
DIVISION DATE DOCUMENT TYPE
Flags
I:l - 4 * X
= TAB
|:| SR o001 02/20/201% APPLICATION
D 5 o001 02/20/201% CREDIT REPORT
|:| o001 02/20/201% EARMING VERIFICATION
D SN 02/20/201% APPLICATION
| [#] add Motes 02/21/2019 CREDIT REPORT
D 5 F-1 Email Image 02/26/201% APPLICATION
[ o Route Document * || Route To User 018 CREDIT REPORT
(L) Index Details Routz Using Profile

2. Select the desired Package profile from the drop-down list then click Submit.

Options Processing b
Route To Profile
PACKAGEL] X |

@ Submit | () Cancel

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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»

Asmbuy molpHOM

Image Systems

2, Sub-Groups

One Look (Windows) - 1

Duissanodd suondo 2

45 -
40
35
= 30
= 75|
=2
o 20 -
QO 15
10+ 7
0 T T I T
A ! e \ = A"
GE el P Nl pGE e
o - R P W B
\.{‘-?P‘ * - A G- W \P—PP W v
SYSTEM - WORKBASKET NAME
User
Sequence System System Descriptio. Foute Profile Mame ‘Workbasket Group Count fged 1. | Agedd.. Aged1.. Aged2..  Aged 3.
mckenzy 1 K AP APPLICATION APTHY RED LIME ITEMS 1 ] 1 ] 0 0
meckenzy 1 z COURT DOCUMEN... *MANUAL PRIMARY 7 3 1 0 0 3
mckanzy 1 C COURT SYSTEM “MANUAL FRIMARY 3 3 0 0 0 0
| meckenzy 1 L LOAN PROCESSING PACKAGEL PRIMARY 1 1 0 0 0 0

An icon of a Present will be seen under the Flags column. This signifies a Package exist.

BB 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.

ted

Annbuy mojom

OR

L-LOAN PROCESSING

User = mckenzy, Routing Profile = PACKAGE1L

?

4=, Back Que Up For Approval Que Up For Batch Indexing Ef' Pop-A-Que Records: 1 Display Checked :=E Show Row Numbers ﬁ Workbasket Charts +

[ Flags

DIVISION DATE DOCUMENT TYPE PRIORITY CODE
X x X X
50001 02/20/201% APPLICATION g
.

Package Information
(DOCUMENT TYPE) (Pages) (DIVISION)  (DATE) (NOT USED)  (NOT USED)  (MOT USED)  (NOT USED)
ARR 1 50001 02/20/201%
CR 1 50001 02/20/201%
{EV) MISSING

Click the Package icon to open the Package Information.
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» L-LOAN PROCESSING  User = mckenzy, Routing Profile = PACKAGEL ? <«
= <
E_ 4, Back Que Up For Approval ]: Que Up For Batch Indexing 7 i Pop-A-Que  Records: 1 Display Checked §E Show Row Numbers i Workbaskst Charts » g
=
§ DIVISION DATE DOCUMENT TYPE PRIORITY CODE ;
= [ | Flags 2
5 X X X xX a
£ i
3 ad so001 02f20/201% APPLICATION 3 g
Clum 8
r 4
Click the Package icon to open Package Information.
Real Vigion Image Inguiry Device Id: 500SFD20D | User ID: MCKENZY © Real Vison Software. Al Rights Reserved.
v ¥
Package Information
() Close
{DOCUMENT TYPE) (Pages} (DIVISION) (DATE)
ARP 1 50001 02/20/201% e . .
—— Double-click a record to view the document.
R 1 50001 02/20/201%
(EV) MISSING

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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Z-COURT DOCUMENTS AND EXHIBITS

Page 1 of 1 & Displaying 1 - 48 of 48
CASE # PLANTIFF DEFENDANT CASE TYPE
Fl
[F1| Flags = =
= TAB:
Fl NR 657895 1 ATHIEY JIOHNELL MOTION
| n 657895 [=) Show Notes ¥ 1 J0HHELL ESC
[ me 657895 I-_" Add Notes N J JOHMELL ESC
Fl nr 657695 [ Emall Image ¥ 7 JOHNELL ESC
| 657895 4 || Show Bonsing ¥ 1 IOHNELL ESC
El £58054 E L [ IMILLS ACCIDENT
[ se -
e @ Index Maintznance
Wik <@ Audit Information
(=L 1 co Folder
[ e (@) z-options
L Oe G Load Indexes

L [l Add to Temporary
F|r £57835 1 IOHNELL ESC

62 Add to Staple Grid
[ & 657895 i 1IOHNELL ESC
& 587456 1| show in Window 15MITH INIURY

3. Select the Pop-A-Que profile.

Options Processing bid
Route To Profile
POP2] X ||

4. Sign-in to Work Basket.

Menu -

ﬁ' WorkBasket

I -
\;’3 Maintenance

5 Change Password

[ signoff

5. Click Pop-A-Que.

@ Submit

() Cancel

COURT/IUDGE

M MAGTOW
M MAGTOW
M MAGTOW
M MAGTOW
M MAGTOW
W EDWARD

M MAGTOW
M MAGTOW
5 15540

One Look (Windows) - 1

@7

B Display Checked == Display Options =

DOCUMENT TYPE

RESPONSE

MISC

FINAL JUDGEMENT
FETITION

FETITION

PIC/FORMAL STATEMENT

RESPONSE
ADDITIONAL EVIDENCE
SUIT

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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* Z-COURT DOCUMENTS AND EXHIBITS  User =, Routing Profile = POP2 ? Options Processing »»
- Back Que Up For Approval [ Que Up For Batch Indexing || 7| Pop-A-Que ||Records: 1 Display Checked §= Show Row Numbers » i
CASE # PLANTIFF DEFENDANT CASE TYPE COURT/JUDGE  DOCUMENT TYPE = PRIORITY CODE @ Close
g [O | Flags Pop From Selected Route Record Count
“AE 657895 K ASHLEY 3 JOHNELL EsC 1 MAGTOW ADDITIONALE.. S [ror2 2

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.

» Image Systems Options Processing bed
;.E' Pop-A-Que
§ |@I Close |
E 45 4 Pop From Selected Route Record Count
E' 40 FOP2 1
354 POFZ 2
h 304
< 254
2
O 20-
O 5]
104
]
5
0 T T ;
ced el 0l Wlas WP
o w- M BT P AP
w-°F * 1 G- W-
SYSTEM - WORKBASKET NAME
r 1]
LSy If I click Pop-A-Que, then select
Sequ..  System | System Des.. Route Profil..  Workbasket.. Co..  Ag.. Ag.~ 4g..  Ag.. | Ag.. . .
the POP2 routing profile, the next
MCKE... 1 K AP APPLICA PACKAGEL FRIMARY 1 ] 1 0 ] 0 aualladl?le rtecgrd":w'th?;:t ti
MCKE... |1 K AP APPLICA APTNY RED LIMNE I 1 ] 1 0 ] 0 I'E.gar ing .D ystem altiiation,
- will be assigned to my ID.
MCKE... 1 z COURT DO *MANUAL FRIMARY G 2 1 0 ] 3
MCKE... |1 C COURT SY5...  *MANUAL FPRIMARY 1 1 ] 0 ] 0 Press thE REfrESh bllttDn to
MCKE... 1 M MATHEW T...  *MANUAL FRIMARY 42 ] 1] 41 1 0 u pdate thE ta bIE.
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One Look (Windows) - 1

» Image Systems
£ Y .
% j[ Sign Off |EE‘ Refresh ||3’:; Pop-A-Que A Sub-Groups
x 45 _ The table is updated with the new record count for the System that was popped.
-E a0 MNOTE: The graph will not refresh.
¥
354
- 30 4
= 25
2
O 20-
O 45
104
6
5
o l l T
et A P Nlag e
Rt w-B¥ i b T
;LT 1. - b
e L
SYSTEM ~\WORKBASKET NAME
k 4
User
Sequence | System System Descriptid._. | Route Profile Mame | Workbsgket Group Count fLged 1. | Aged4.. Aged 1.  Aged 2. | Aged 3.
MCKENZY 1 K AR APPLICATION PACKAGEL FRIMARY 1 ] 1 1} ] ]
MCKENZY 1 K AP APPLICATION APTHV RED LIME ITEM3 1 0 1 1] 0 0
MCKENZY 1 z COURT DOCUMEN...  “MANUAL FRIMARY D 3 1 1} ] 3
MCKENZY 1 C COURT SYSTEM *MANUAL PRIMARY 1 1 0 1] 0 0
MCKENZY 1 M MATHEW TEST 5Y “MANUAL FRIMARY 42 ] ] 4 1 ]
3.1.6.1. Setup Pop-A-Que
n n n n
Create A Routing Profile
1. Navigate to the Maintenance menu by clicking Menu, Maintenance.
Image Inquiry ] Awaiting System Selection @7
Image Systems Menu v | A Page [ of 0 Mo data to display Display Checked == Display Options »
Total systems: 14 g WorkBasket
Sy System Name - ‘:13 Maintenance
D A/P TRAINING 5 Change Password
A ACCOUNTS PAYABLE _-]l Sign Off

2. Under WORKFLOW MAINTENANCE, select MAINTAIN ROUTING PROFILES.

Menu Maintenance

[ sign off

WORKFLOW MAINTENAMNCE

<

MAINTAIN ROUTING PROFILES
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3. Click Add a to create a new routing profile.

Routing Profile Maintenance

(&) Close || (&) Add
Fouting Profiles

OverDue Routing Rules Approval Rules

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

Options Processing *

Routing Profile Maintenance

@ submit () Cancel
Route Name: POP2| %

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

Routing Profile Maintenance

) Close () Add

Fouting Profiles
OverDue Routing Rules Approval Rules

APTNY
ES
MATT
| PoP2 |

This will open the Routing Profile Members Maintenance.

6. Click Add from Routing Profile Members Maintenance.

Routing Profile Members Maintenance

Route User ID Sequence Stop Rule Route To User Date From Date To

7. Enter “Route To User” and “Sequence” values.

* Manually type the value into the Route To User field. Route To User value

the routing drop down list. This user will only be used for Pop-A-Que.
» Set Sequence =1.

Emall

Stop Rules

Stop Rules

Notification Messa...

will not show up in
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Options Processing *r

Routing Profile Maintenance

{1.¥ Routing Destinations (2 Submit | () Cancel

Foute Name: POP2

Route To User: FOP2 v
Sequence: 1 w
Step Rule:

Email Document to User: i
Emazil Arrival Motification: hd

In Primary User Absence

Route Te User: b
Cate From: |
Date To: A
Delete Record: [l

The completed record will look like this.

o«

Routing Profile Members Maintenance

@ dose Q) add

Route User Ik Sequence Stop Rule Route To User Date From Date To Email Notification Meassa._.
POP2 POP2 1

Setup Pop-A-Que Users

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

Image Inguiry 4 | Awaiting System Selection @7
Image Systems Menu ~ | A Page of 0 Mo data to display Display Checked == Display Options ~
Total systems: 14 ﬁ WorkBasket

Sy System Mame = &3 Maintenance
1] A/P TRAINING =@ Change Password
& AcCOUNTS PAYAELE | ] sign off

2. Under WORKFLOW MAINTENANCE, select MAINTAIN ROUTING POP-A-QUE.
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WORKFLOW MAINTENANCE
MAINTAIN ROUTING FROFILES
MAINTAIN COCUMENT PACKAGES
FAINTAIN ROUTING POP-A-QUE
MAINTAIN USER VWORK BASKET ACCESS

3. Click Add WB Pop-A-Que.

WB Pop-A-Que Maintenance

User Count
4. Select the Primary User from the Drop-Down List then click Submit.
Options Processing e
WE Pop-A-Que Maintenance
Primary User: mckenzy W

Delete Record: &l

@ submit () Cancel

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

¥e If the User does not exist, that user must be added via Maintenance, Users/Group
Maintenance, Maintain Users.

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

() dose () Add WB Pop-A-Que

User Count
Mzt 1

mckenzy 1
a Maintain WB Pop-A-Que | 1

The list of all routing profiles is displayed.

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

WB Pog-A-(ue mainternasis
& skt (D) Cancel

Select Profile Namse

ABIRIY

MATT
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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.

IMAGE SYSTEM MAINTEMANCE
MAINTAIN IMAGE 5YSTEM DESCRIFTIONS AND KEY FIELDS
UMLOCK BATCH INDEX RECORDS

REMOWE DELETED RECORDS IM IMAGE SYSTEM
FURGE AUDIT FILE RECORDS

DOCUMENT TAB MATNTENANCE
MAINTAIN DOCUMENT TYPES

MAINTAIN DOCUMENT TAE PROFILES
MAINTAIN DOCUMENT TAB GROUPS
USERS/GROUP MAINTENANCE
MAINTAIN USERS

MAINTAIN GROUPS

EMAIL MAINTENANCE

MAINTAIN EMAIL ADCRESS BOOK
WORKFLOW MAINTENANCE

MAINTAIN ROUTING FROFILES

MAINTAIN DOCUMENT PACKAGES
MAINTAIN ROUTING FOP-A-CUE

MAINTAIN USER WORE BASKET ACCESS
MAINTAIN WORK BASKET ACCESS CODES
SCANNING/IMPORT MAINTENANCE
MAINTAIN SCANMNIMNG PROFILES

MAINTAIN TASK PROFILES

SCRAPE MAINTENANCE

MAINTAIM SCRAPE PROFILES

DOCUMENT RETENTION MATNTENANCE
MAINTAIM RETENTION RECORDS

GEMERAL SYSTEM MAINTENANCE
MOMN-5YSTEM CONTROL PARAMETERS
LICENSED ACTIVE USERS {EXPRESS LICEMSE OMLY)
MAINTAIN CRGE0

MAINTAIN ADMIN CFG FILE

MAINTAIN RVHMULTMAR

MAINTAIN RVHULTEPF

MAINTAIN AUDIT CONTROL FILE
SPOOL FILE MATNTEMANCE
MAINTAIN FORM PROFILES
WORKFLOW AUDITING

WORKFLOW AUDITING GRAPHS/CHARTS
MAINTENANCE MEMU SECURITY
MENU SECURITY

REMDITION BILLING MAINTEMAMCE
MAINTAIN REMCITION BILLING
SIGNATURE PAD MATNTEMANCE
SIGHATURE PAD MAINTEMNAMNCE




3.2.1. IMAGE SYSTEM MAINTENANCE

IMAGE SYSTEM MAINTEMANCE

MAINTAIN IMAGE SYSTEM DESCRIPTIONS AND KEY FIELDS
CD FOLDER MAINTEMAMCE

UMLOCK BATCH INDEX RECORDS

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

Unlock Batch

() Close

Batch ID System Code Create Date

ALSALAANM K 12/07/2016 19:23135

Select Unlock Batch.

Unlock Batch

E3 Close

Batch ID System Code Create Date

Created By User User Locked Date Locked

TomLucas frad 12/08/2016 15:07:42

Created By User User Locked Date Locked

AAAAARR K : 3 11:50:10

5f  Unlock Batch

TOM Barry 11/12/2016 11:14:23

3.2.1.2. Remove Deleted Records In Image

§ystem

! CAUTION!!! — This job will completely remove records and images from your server.



IMAGE SYSTEM MAINTEMANCE
MAINTAIN IMAGE SYSTEM DESCRIPTIONS AND KEY FIELDS
IMLOCK BATCH INDEX RECORDS

This menu option is controlled by User/Group option

security.
REMOVE DELETED RECORDS IN IMAGE SYSTEM
PURGE AUDIT FILE RECORDS
Delete System Records *

From the Delete System Records prompt,
choose a system from the drop down list. Choose Svstem: | w
(Only authorized systems will be 7 - COURT DOCUMENTS AND EXHIBITS
displayed.) Close '

C - COURT 5¥STEM

To authorize a user or group to a system, go to

User/Group Maintenance, Options, Option F - Purge Files and Data
Security.
Delete System Records ®

Choosa System: Z - COURT DOCUMEMTS AND EXHIBITS w .
o 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.

Close Submit

Confirmation For System Record Deletetion #

Entar System Description: COURT DOCUMENTS AND EXHIEITS

Delete Records

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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b&"# (ABAACD) Tran (ABARNE) DocType Path Filename PageCount Found Date-Time
Sys (ABAACD) Tran (ABAANE) DocType Fath Filename FageCount Found Date-Time
Sys (ABAACD) Tran (ABAANE) DocType Path Filename PageCount Found Date-Time
M RARRATP BHDOC2 C:\inetpub\wwwroot\image4 120828 MARARRTP.pdf 1 15:18:16
M RARRATO C:\inecpub\wwwrootl image' 1l MARARRTO.00L 15:21:36
M RARMEBRE C:\inecpub\wwwrootl image MARARBEE.QOL 15:21:36
M RARREBBO C:\inecpub\wwwroot\image MARARRBEC.00L 15:21:36
M AAAABAE Ci:\inecpub\wwweooth imagehl MARAMBAE .pdf 9 15:21:36
Sy= (ABAARCD) Tramn (ABAANE) Path Filename
Sys (ABAACD) Tram (ABAANE) Fath Filename
Sys (ABAACD) Tran (ABAANE) Fath Filename

12 Sys (ABAACD) Tran (RABAANB) Fath Filename

13 Sys (RBARCD) Tram (RBLRNE) Path Filenams

14 Sys (RBARCD) Tram (RBARNB) DocType Path Filename Date-Time

3.2.2. USERS/GROUPS MAINTENANCE

USERS/GROUPS MAINTENANCE
MAINTAIN USERS

MAINTAIN GROUPS

MAINTAIN USER INDEX LEVEL SECURITY

3.2.3. EMAIL MAINTENANCE

EMAIL MATNTENANCE
MAINTAIN EMAIL ADDRESS BOOK

3.2.4. SCANNING/IMPORT MAINTENANCE

SCANNING/IMPORT MAINTENANCE
MAINTAIN SCANNING PROFILES
MAINTAIN TASK PROFILES

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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Batch

that one document is created.

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:

Profile

Description:

Scanning
Type:

Image
System ID:

Destination:

Set
Indexing
Flag:

Route To

This Profile:

Index
Constant
Values:

Batch
Scanning
Options:

Delete
Record:

The name given to this scanning procedure.

A description of the scanning process.

Standard or Batch

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

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.

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

Route to the specified profile at scan time.

Index data pre-loaded at the time of scanning.

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

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

GEMERAL SYSTEM MAINTENANCE
MOMN-5YSTEM CONTROL PARAMETERS

LICENSED ACTIVE USERS {EXPRESS LICEMSE OMLY)

MAINTAIN CFGED

MAINTAIN ADMIN CFG FILE
MAINTAIN RVMULTHMAR
MAINTAIN RVMULTSPF
MAINTAIN AUDIT CONTROL FILE

3.2.5.1. Maintain Audit Control File

Audit Control Maintenance

LR @ Close | () Add Field
ALY ALY | 3R FRUCILES Audit Description 0=0FF, 1=0N
SCRAPE MAINTENANCE AUDIT_VIEW 0
MAINTAIN SCRAPE PROFILES AUDIT_SCAN 1
DOCUMENT RETENTION MAINTENANCE AUDIT_APPROVAL .
MAINTAIN RETENTION RECORDS AUDIT_VERSIONED 0
GENERAL SYSTEM MAINTENANCE AUDIT_REDACTED o
NON-SYSTEM CONTROL PARAMETERS AUDIT_UPLOADED 1
LICENSED ACTIVE USERS (EXPRESS LICENSE ONLY) AUDIT_CHANGED 1
MAINTAIN CFGBO0 AUDIT_DELETED 1
MAINTAIN ADMIN CFG FILE AUDIT_EMAIL 1
FILE MAINTEMANCE UTILITY AUDIT_Z-OPTION 0
MAINTAIN RVMULTMAP AUDIT_SIGNATURE 0
MAINTAIN RVMULTSPF AUDIT_ROUTED 1
| MAINTAIN AUDIT CONTROL FILE | AUDIT_PRINTED 0
SPOOL FILE MAINTENANCE AUDIT_FOLDER 0
MAINTAIN FORM PROFILES AUDIT_BATCH_INDEXING 1
WORKFLOW AUDITING AUDIT_RENDITION_BILLING 0

WORKFLOW AUDITING GRAPHS/CHARTS
MAINTENANCE MENU SECURITY
MENU SECURITY
RENDITION BILLING MAINTENANCE
MAINTAIN RENDITION BILLING
SIGNATURE PAD MAINTENANCE
SIGNATURE PAD MAINTENANCE

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

* View
e 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. Chan_c_je Password

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

Menu -

WorkBasket

s B

a2,
(
S

Maintenance

&

Change Password

_-] Sign Off

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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Image Inguiry %%

Change User Password Menu -

Sign In Required after Change
Enter Password:

Re-Enter Password:

@ Submit () Cancel

* Change Password does NOT apply when using Active Directory.

3.4. Sign Off

Select Menu, Sign Off then close the browser.

Menu -

WorkBasket
Maintenance
Change Password
Sign Off

=FEY;
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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
a7

Navigation & Appearance

Page |1 of 1 ) Displaying 1-7of 7 Display Checked = Display Options -

Display Functions

- Back

E."—] Motes -
= Add Redaction
i add version
o Scan Appends
LT‘:,:, Import Appends
‘I Index Details
[£2] Index Maintenance
| Email

H:l Routing -
@L Audit Information
=, Stapling

E] Download

Sub File & Right Click Menu
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DOoRORie (N

ERCAN S O

I

T

Show Motes

Add Motes

Email Image

Show Routing
Route Document
Index Details
Index Maintenance
Audit Information
CD Folder
Z-Options

Load Indexes
Download

Add to Temporary
Add to Staple Grid
Show In Window

4.1. Help & Settings

One Look (Windows) - 1

Located in the top right corner of the One Look window.

&

?

Session Settings:

1.8

ik

elect the

Settings: Set One Look session preferences.

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

icon in the top right corner of the One Look window.
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Image Inquiry « | Z-COURT DOCUMENTS AND EXHIBITS 2| [«

8
Z-COURT DOCUMENTS AND... Menu = Page of 0 2 Nodata to display A Displey Checked == Display Options = settings
[l change System CASE = PLANTIFF DEFENDANT CASE TYPE COURT/JUDGE DOCUMENT TYPE ¥
= Flags a
ASE # £
PLANTIF Ready to Search ***
EFENDA
COURT/IUDGE
IME! E
From Create Date (8| To Create Date |
@, search [%g] Functions » 2 Clear

2. The session settings window will display.

Session Settings 4
© Real Vison Software. All Rights Reserved. Version 9.7.2.0819
Femove Date Formatting: [C] onfoOff

Femove Mumeric Formatting: |:| On/Off

Hide WWest Regian after Search: [ On/Off

Combing POF: [C] on/off

Multiple Doc-Type Search: [] on/off

User Email: helpdesk@abccompany.com
Time Zone: America/Chicago o
Data Type UNC/FTP: FTP b d
[tems Per Page: =1 o
Temparary Grid" and 'Showin | yarmal =

Window' initial window size:

O Clzar Cookies Szwve Settings

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.



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.

Image Inquiry “  Z-COURT DOCUMENTS AND EXHIBITS L ]
Z-COURT DOCUMENTS AND EXH...  Menu » Page of 0 > No data to display B Display Checked = Display F.:.»I\E.CEJ:E“E;-

[E change System CASE # PLANTIFF DEFENDANT CASE TYPE COURT/JUDGE DOCUMENT TYPE %

= Flags
. :
Re t ‘g
Q, search [&l Functions = & Clear

2. The One Look Windows online manual will open.
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<« - @ https://www.manula.com/manuals/real-vision-software-inc/one-look-sb/1... ¥ :

— Table of Contents

OVERVIEW a

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 1,
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) or
Google Chrome (Chrome 60 or higher) are preferred.

Please contact RVI Support to schedule your One Look installation.

LOGIN »

Was this helpful?
Feedback e

Post your comment on this topic.

Copyright 1992, 1999, Real Vision Software, Inc. (RVI), Alexandria, Louisiana. No part of this document may
be reproduced, transmitted, franscribed, stored in a retrieval system, or translated into any language or
computer language in any form or by any means without the express written consent of RVI Software, P.O.
Box 12958, Alexandria, LA 71315-2958. However, copies of the One Look Manual can be reproduced, in
whole or part, for use with the Real Vision Imaging System by Real Vision Software Licensee's, for use with
the imaging system.
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4.2. Navigation & Appearance

One Look (Windows) - 1

After initial login and system selection, users are presented with the default Image Inquiry screen.

Default Image Inquiry Screen

Image Inquiry @

Z-COURT DOCUMEMNTS A... Menu

Change System
CASE #
PLANTIFF
DEFENDANT
CASE TYPE
COURT/JUDGE
DOCUMENT TYPE
From Create Di E To Create Date E

Q Search & Cear

’% Functions -

Image Inquiry
Dialog Box

Z-COURT DOCUMENTS AND EXHIBITS

Page of 0 & No data to display

CASE # FLANTIFF DEFENDANT CASE TYPE

[ Flags
*** Ready to Search =**

Subfile List Toolbar

Device Id:$50CBFBCE | User ID: MCKENZY

Rezl Vision Image Inguiry

&2
] Display Checked E Dizplay Options =

COURT/IUDGE DOCUMENT TYPE

Buissanodd suoido | 4

© Real Vison Software. All Rights Reserved.

»

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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Image Inguiry =
Z-COURT DOCUMENTS A... Menu -
Change System
CASE #
PLANTIFF
DEFENDANT
CASE TYPE
COURT/IUDGE

DOCUMENT TYPE

©, search  [*¢] Functions ~ @ Clear

Change System

Move between systems by selecting

Q Search

Search and retrieve records by selecting

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

@ Functions -

l
Quickly clear index search criteria by selecting @ cexr
Subfile List Toolbar
Page |1 of 1 EE’ Displaying 1 - 7 of 7 LA Display Checked E Display Options -

Display Checked: Displays all the documents associated with the checked records.
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Z-COURT DOCUMENTS A... Menu - Page 1 of 1 @ Displaying 1 -7 of 7 | Items selected: 3 |[4 Display Checked | == Display Options =

Change System CASE = PLANTIFF DEFEMDANT ASE TYPE COURT/IUDGE DOCUMENT TY

Flags

O

Buissaoodd suoido | 4

65"
PLANTIFF = TAB:
DEFENDANT I K ASHLEY 1 JOHMNELL ESC 1M MAGTOW RESPONSE

K ASHLEY 1 JOHNELL EsC 1M MAGTOW MISC
CASETIPE . : s ]

. MR 657855 K ASHLEY 1 JOHMNELL EsC 1M MAGTOW JUDGEMENT
COURT/JUDGE o NR §57895 K ASHLEY 3 JOHMELL ESC M MAGTOW PETITION
DOCUMENT TYPE E §57845 K ASHLEY 1 J0HMELL EsC 1M MAGTOW PETITION
78 L5 - [ d o M MA W .‘S

From Create D:|[(3| To Create Date [(3 [ 657895 K ASHLEY 1 JOHMELL ESC M MAGTOW RESPONSE

E §57845 K ASHLEY 1 J0HMELL EsC M MAGTOW ADDITIONAL E...

Search  [g Functions ~ &2 Clear

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.

Image Inquiry had Z-COURT DOCUMENTS AND EXHIBITS a7 %«
£
Z-COURT DOCUMENTS AN... | Menu = Page |1 of 1 @ Displaying 1 - 10 of 10 Display Checked | = Display Options - g
Change System CASE # PLANTIFF DEFENDANT CASE TYPE courRT/1upGs | @ Display Temparary Grid
] Flags 1= -
5+ §= Show Row Numbers
E Grid to Excel
PLANTIFF = TAB: -
) - . N ) " ™ fm] User Activity Chart
DEFENDAMT I:‘ NER 657895 K ASHLEY J JOHMELL MOTION M MAGTOW
D N 657895 K ASHLEY J JOHMELL ESC M MAGTOW MISC
CASE TYPE
- |:| MR 657895 K ASHLEY J JOHMELL ESC M MAGTOW FINAL JUDGEME...
COURT/JUDGE ] NR 657845 K ASHLEY 7 JOHNELL ESC 1M MAGTOW PETITION
DOCUMENT TYPE ]| 657895 K ASHLEY 3 JOHMELL ESC M MAGTOW PETITION
658956 M JONES I MILLS ACCIDENT W EDWARD PIC/FORMAL ST...
From Create Da|[3| To Create Date |[3 0 - "
I:‘ R 657895 K ASHLEY J JOHMELL ESC M MAGTOW RESPONSE
Search  [°g Functions » &2 Clear B r 657895 K ASHLEY 3 JOHNELL ESC M MAGTOW ADDITIONAL EV
|:| 658456 M JCMES I MILLS ACCIDEMT W EDWARD PIC/FORMAL 5T...
I:‘ 658956 M JONES I MILLS ACCIDENT W EDWARD PIC/FORMAL 5T...

+ Show Row: Displays the numerical row number next to each record. (Will only appear when Hide Row
is active.)
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Image Inquiry “
Z-COURT DOCUMENTS AND EX... Menu «
:?(.‘_', Post Lookup @ Change System
65+
PLANTIFF
DEFENDANT
CASE TYPE
COURT/JUDGE
DOCUMENT TYPE v
From Create Date |[3| To Create Date |3
*Batch Exist*
0, Search & Functions - & Cear

One Look (Windows) - 1

Z-COURT DOCUMENTS AND EXHIBITS al? 4

Display Checked = Display Options = g

Page 1  ofl 2 Displaying 1 - 12 of 12
g CASE # PLANTIFF DEFENDANT ~ CASETYPE  COURT/IUD.. DOCUMENT. TYPE cren1 g Display Temporary Grid
Flogs = Display Staple Grid
-
[] MR 657895 K ASHLEY JIOHNELL  MOTION MMAGTOW  RESPONSE  IMAGE 08/21, s
A wn 657895 K ASHLEY 1IOMNELL  ESC MMAGTOW  MISC IMAGE 08/21, &l user Actwity Chart :
] NR 657895 K ASHLEY JJOHNELL  ESC M MAGTOW  PETITION IMAGE 08/06/2018 1
Fl N 657895 K ASHLEY JIOHNELL  ESC MMAGTOW  PETITION IMAGE 08/06/2018 1
Fl N 658956 M JONES IMILS ACCIDENT W EDWARD  PIC/FORMA.. | IMAGE 09/27/2018 2
F 657895 K ASHLEY JIOHNELL  ESC MMAGTOW  RESPONSE  IMAGE 08/21/2018 1
B 657895 K ASHLEY JIOHNELL  ESC MMAGTOW  ADDITIONA.. IMAGE 08/21/2018 1 y
F 658956 M JONES I MILLS ACCIDENT ~ WEDWARD  PIC/FORMA.  IMAGE 09/27/2018 3
B 658956 M JONES IMILS ACCIDENT ~ WEDWARD  PIC/FORMA.  DOCX 09/27/2018 1
] 657895 K ASHLEY JJOHNELL  ESC MMAGTOW  MISC DOCX 02/2872019 1
B 657895 K ASHLEY JIOHNELL  ESC MMAGTOW  MISC DOCX 02/28/2018 1
B 657895 K ASHLEY JJOHNELL  MOTION MMAGTOW  RESPONSE  DOCX 02/28/2019 1

Real Vision Image Inquiry Device Id:$6D03BCA3 | User ID: MCKENZY

© Real Vision Software. All Rights Reserved.

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

active.)

Image Inquiry @

Z-COURT DOCUMENTS AN... Menu ~

Change System
65*
PLANTIFF
DEFENDANT
CASE TYPE
COURT/IJUDGE
DOCUMENT TYPE

From Create Da [[3| To Create Date (3

Q Search

@ Functions ~

& Clear

Z-COURT DOCUMENTS AND EXHIBITS @7 bl

=]

Page |1 oft | b bl | & Displaying 1 - 10 of 10

CASE # PLANTIFF DEFEMDANT CASE TYPE COURT/IUDG @) Display Temparary Grid
O Flags é'E Hide Row Numbers |
o TaB: @ Grid to Excel
= 1| NR 657895 K ASHLEY JJOHMELL M MAGTOW | i TEE7 bty Cha_ﬂ_: .
= 2N 657895 K ASHLEY ESC M MAGTOW MISC
] IINR 657895 J JOHMELL ESC M MAGTOW FINAL JUDGE .
= 4 K ASHLEY JJOHMELL ESC M MAGTOW FETITION
= 5 K ASHLEY JJOHMELL ESC M MAGTOW FETITION
] 6 658956 M JONES I MILLS ACCIDENT W EDWARD PIC/FORMAL 5_..
= 7R 657895 K ASHLEY JJOHMELL ESC M MAGTOW RESFONSE
= 8|R 657895 K ASHLEY JJOHMELL ESC M MAGTOW ADDITIOMAL .
|:| 5 658556 M JONES I MILLS ACCIDENT W EDWARD PIC/FORMAL 5.
|:| 10 658856 M JONES I MILLS ACCIDENT W EDWARD PIC/FORMAL 5...

» Grid to Excel: Display a list of the One Look sub file indexes in Excel.
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One Look (Windows) - 1

Image Inquiry | Z-COURT DOCUMENTS AND EXHIBITS a2} [«
=)
Z-COURT DOCUMENTS AN... | Menu ~ Page |1 of 1 & Displaying 1 - 10 of 10 Display Checked |= Display Options = é’-
Change System CASE # PLANTIFF DEFEMDANT CASE TYPE COURT/1UDG L Display Temparary Grid
5+ o e %E Hide Row Numbers
Grid to Excel |
PLANTIFF = TAB: @
. — ——#— &8 User Activity Chart
DEFENDANT | 1 MR | 657885 K ASHLEY 3 IOHMELL MOTION 1 MAGEOW
— ]| 2| N 657895 K ASHLEY 3 IOHMELL ESC M PAGTOW MISC
CASE TYPE ]| 3 MR | 657885 K ASHLEY 3 IOHMELL ESC ( MaGTOW FINAL JUDGE
COURT/JUDGE | 4 NR | 657895 K ASHLEY 3 IOHMELL ESC M MAGTOW PETITION
DOCUMENT TYPE ]| 5 657895 K ASHLEY 3 IOHMELL ESC M MAGTOW FETITION
From Create Da || To Create Date |3 ]| 5 658956 M JONES IMILLS AC W EDWARD PIC/FORMAL 5
] 7R 657895 K ASHLEY 1 JOHMELL ES M MAGTOW RESPONSE
O, search [ Functions » &2 Clear ] s R 657895 K ASHLEY 1 JOHMELL sC M MAGTOW ADDITIONAL
]| 5 658955 M JONES THILLS ACCIDENT W EDWARD PIC/FORMAL 5
] 10 658955 M JONES TMILLS ACCIDENT W EDWARD PIC/FORMAL 5
Z-COURT DOCLU...
File Home | Insert Page Lay Formulas Data Review View Help | ACROBAT RVl O Tell me [l
j Q'E 4 A = 94 ﬁCUnditional Formatting ~ Eﬂ /.':;. Hi‘F X
Paste l‘-@ Font  Alignment Mumber %Format 2T Cells  Editing Get
. . . - 57 Cell Styles ~ - T Add-ins~
Clipboard = Styles Add-ins s
Al - fe | Z-COURT DOCUMENTS AND EXHIBITS v
A B C D E -
Z-COURT DOCUMENTS AND EXHIBITS
1
2 | CASE# PLANTIFF DEFENDANT CASE TYPE COURT/JUDGE DG
3 _%5?895 K ASHLEY J JOHNELL MOTION M MAGTOW RE
4 _'65?895 K ASHLEY J JOHMELL ESC M MAGTOW MIS
5 _%5?895 K ASHLEY J JOHMELL ESC M MAGTOW FIN.
6 _'65?895 K ASHLEY J JOHMELL ESC M MAGTOW PE]
7 _%5?895 K ASHLEY J JOHMELL ESC M MAGTOW PE]
8 _'858956 M JONES I MILLS ACCIDENT W EDWARD PIC|
9 _%5?895 K ASHLEY J JOHMELL ESC M MAGTOW RE
10 'G57895 K ASHLEY J JOHNELL ESC M MAGTOW ADI
| Z-COURT DOCUMENTS AND EXHIBITS (-!-) [ »
Ready s} 0 - ] + 100%
» User Activity Chart: Includes User Audit and Scan Audit tabs.
Z-COURT DOCUMENTS AND EXHIBITS &7 £
g
Page |1 of 1 l,%“‘ Displaying 1 - 109 of 109 Display Checked [= Display Options ~ l =
2
. CASE = FILE DATE PLANTIFF DEFEMDANT | CASE TYPE COURT/IU IE Display Temporary Grid
| 1
g= Show Row Numbers

e

Grid To Evcel

User Activity Chart
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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.

User Activity Chart X
User Audit | Scan Audit
|[+] Download Chart | User 1d: MCKENZY Select Date: | 08/16/18 K|

0 -» C- COURT SYSTEM
S 1 % L - PERSONAL PROPERTY
o -
o < Z - COURT DOCUMENTS AND EXHIBI Line
View
0 »
3 ™ & & F
& ¥ N S 3 O
5 (o"@"‘ & Q_Q Q@F\
G
Audits

Column View | Line View © Real Vison Software. All Rights Resenved.
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User Activity Chart

User Audit Scan Audit

['] Download Chart User 1d: MCKENZY Select Date: | 08/16/18 i

9 B C-COURT SYSTEM
§ b B L - PERSONAL PROPERTY
=}
o B Z- COURT DOCUMENTS AND EXHIBI C_olumn
View
0 . . . . |
3 S & & +
g ¥ N SN & o
G
Audits

| Column View | Line View © Real Vison Software. All Rights Resenved.

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.
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User Activity Chart

User Audit || Scan Audit |

One Look (Windows) - 1

X

User Id: MCKENZY

Select Date: | 08/16/18

Counts

Column View m

Audits

=

-»-Z - COURT DOCUMENTS AND EXHIBI

© Real Vison Software. All Rights Reserved.

Line
View
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One Look (Windows) - 1

User Activity Chart (%]
User Audit | Scan Audit l
User 1d: MCKENZY Select Date: | 08/16/18 ]
1~
g @ Z- COURT DOCUMENTS AND EXHIBI
=]
o Column
View
0

Audits

Column View  Line View

© Real Vison Software. All Rights Reserved.
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4.3. Display & Left Side Functions

Located left of the display window when viewing.

- Back

E."—] Motes -
= Add Redaction
(= Add Version

[  Scan Appends
L_:"—:, Import Appends

J - Index Details
@ Index Maintenance
=1 Email

nj Routing ~
Audit Information

=, Stapling

Q Download

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)



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.



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 Motes
Add Motes
Email Image
Show Routing

Route Document P

Lo [ N &

Index Details
Index Maintenance

Audit Information

T 0 B

CD Folder

)

Z-Options
Load Indexes
Download

Add to Temporary

i, @9 (< €D (

Add to Staple Grid

Show In Window

g

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.



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.



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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w RV Image Systemn 9

Image View 5Scan Print Page Host

5 § & w o EE 4| @ P + n o« » oy odk G = OE IO A

| Fuiitsu fi-7160 with SYRS |
@ @ B o e ey
Page Batc Stap Einizhed ——— T omst,
ShadANSa 00 n_ﬁ'rlﬂl CHABE JRED. i

i g £ this e i e

Click Page (scans one page at

a time) or Batch (scans

multiple pages at once) to

scan the additional pages to J

be appended.

T L 2T

Largs 0 i
ERATLAT IR

Once scanning is complete, j
click Finished.

BC/OCH Ready Page 3 of 3 ZaAAADSE 003 Connected Internet

&

4. Click Accept, Continue, or Do Not Accept.
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Image Inquiry @ Close
Z-COURT DOCUMENTS AND EXH... Menu - Z-COURT DOCUMENTS AND EXHIBITS
_ CASE #: 050519
i Post Lookup [E) Change System
T PLANTIFF: JOMNATHAN CHASE JARRED
160519

JONATHAN CHASE JARRED DEFEMDAMNT: TARA ST. ROMAIME JARRED

TARA ST. ROMAINE JARRED CASE TYPE: L
D COURT/IUDGE:  DALTON BARNS
DALTON BARNS DOCUMENT TYPE: PETITION
PETITION v
= = Accept Continue Do Mot Accept
*Batch Exist™ Accept - accept and upload the scanned images.

Continue - scan additional pages.

©, search 3 Functions - & Clear ||« Do Mot Accept - discard the scan.

If the scan is accepted, the upload will automatically run.

5.1.2. Import Appends

bussaoodd suondo | &

1. View an existing image.
2. Select Import Appends.
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Page 1 of4| b B| | & Displaying1-1of4

This will open the Import Append Document dialog box.

Import Append Document *
Select File...

pload
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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.)

£ ChooseFileto Upload

&« v A » ThisPC » Desktop » Court w 0 Search Court yel
Organize * Mew folder == ~ @I o
[ This PC A Name Date modified Type ‘ A B | ¢ | [4]
: 1 |Date Location
-3 3D Objects 657895_KAshley_llohnell.d 7/23/2018 10:21 AM  Microsoft Excel W. s
= % hAshiey lonnefldsc — - [erosoit Beel W 5 | 7/23/2018 Alexandria, VA
esktol . . 2937 } ; B
: P @ 987456_ApplicantMatrix.xlsx 7/23/201810:21 AM  Microsoft Excel W... 3 | 7/15/2018 Redford, AZ
D t rt-moticns-legal-f -t lates_40.. 7/10/2012 10:42 AM  PNGFil B
ocuments court-motions-legal-forms-templates_ } Al ile 4 | 6/25/2018 Jones, AK
“ Downloads legal-letter-template-12-free-sample-exa...  7/10/2078 10:42 AM JPG File 5
|:ﬂ"’ GoFlex Home:l 6 |
|;ﬂi|1 matthew@real’ 7
8
J’! Music —
[&=] Pictures 10|
¢ RVI90zip 11
B Vvideos 12| I
. 05(CH 13
14
E WUSE Drive (D) 15—
2 DVD RW Drive 15 | -
‘1 Libraries v € > K1 D
File name: | 987456_ApplicantMatrix.xlsc e | All Files (*7) ~

4. Click Upload.

Import Append Document #

087456_ApplicantMatriv.xdsy; Select File...

Upload

A message will appear when the import is complete.

Appended ><

1 OEM Docs were Imported,

QK
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5.2. Audit

One Look (Windows) - 1

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.

9.2.1. 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.

Image Inquiry

Z-COURT DOCUMENTS AND...

%) Post Lookup

From Create Dati (3| To Create Date |[3
*Batch Exist™
Audit Information
() Close Page (1  of3 b
User Type
mckenzy
mckenzy VIEW
mckenzy VIEW
mckenzy VIEW
meckenzy VIEW
mckenzy VIEW
mckenzy EMAIL
mckenzy VIEW
mckenzy VIEW
mckenzy VIEW
mekenzyv VIFW
Audit Filters ~

IE Change System

Menu -

- Back
= MNotes -
g Scan Appends

E' Import Appends

(i Index Details

[ 4] Index Maintenance

1 Email

[« Gownload

Image ID:ZAAMAAAG

- Displaying 1 - 25 of 54

Date

08/21/2018
08/21/2018
08/21/2018
08/21/2018
08/21/2018
08/21/2018
08/21/2018
08/21/2018
08/22/2018
08/22/2018
N2 018

Routing -

[E} Audit Information

CITY COURT g

Farame: 10\ -?\_O\ % oae_1- |B- 12 : g
nitrss M@mﬁw ‘

Simoar AR ApartrergUng #

Fagecville. A7 2313\

cy U Swam P Coow
mone._C0OD-OCD- QOO0 emm as
Date Available: ﬁ LA E Social Security No.; maur}jm_

posison Aspseator. _L O HESEQCIN

-

@

Audit Filters ~ 22} Audit Charts

Time

10:08:24
13:08:57
14:08:50
14:08:11
16:08:09
16:08:28
16:08:28
16:08:34
09:08:11
09:08:44
1:NA:N8

Additional Info
Imported Via: Import Browse ~
Emailed To:

W

to select the desired request type to be queried. By default, the audit request type is set to

View Request.
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Audit Filters -

K&Me o

4
L_pH

"
LT

F WORN

| il |
L..l

e, B

All fudit Records
View Reguest
Scan/Impart
Change Request
E-Mail Raquast
Batch Reguest
Route Request
Approvals
Z-Qption
Versioning
Fedaction

Frint

Signature

3] Audit Charts

to access printable bar and pie charts depicting the audit results.

One Look (Windows) - 1
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Bar Pie

Print this Chart

VIEW

DAVE -1
LEN-T
MATTHEW -1

MCKENZY - 37
MONTY - 44

B QTMHHTP1 - 124
Il TERRY -4

Page 2 of2 b b | Displaying 2 - 2 of 2

Page 70 of 147



REAL VISION SOFTWARE INC One Look (Windows) - 1

Bar Pie
Print this Chart

140

120 4

100 -

P s
=
3

60 |
(§)

40

20

4
1 1
. . - . -
& = B » A
§ K> % & & <& &
el &
s N &
USERS
Page 2 of2 b k| Displaying 2 - 2 of 2

5.2.2. WorkBasket Audit

WorkBasket Audit

To access the available audits:

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

Menu -

ﬁ‘ WaorkBasket

\::'3 Maintenance
E Change Password

[ signoff

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

4. Select Audit Information.

Z-COURT DOCUMENTS AND EXHIBITS  User = mckenzy, Routing Profile = *MANUAL ?
4, Back 7] Que Up For Approval [} Que Up For Batch Indexing (7| Pop-A-Que  Records: 3 Display Checked $= Show Row Numbers %] Workbasket Charts ~
CASE # PLANTIFF DEFENDANT CASE TYPE COURT/IUDGE DOCUMENT TYPE PRIORITY CODE
[C] | Flags
O & es7Ess K ASHLEY 1 JOHMELL MOTION M MAGTOW RESPONSE .
0ES
E—J Show Motes
- 657895 3 JOHNELL MOTION M MAGTOW RESPONSE .
] H 3 7] Add Notes
= % 657895 Y 3 JOHNELL ESC M MAGTOW PETITION =
i E| 3 B4 Email Image
3 Batch Indexing
v Approval
S Change Priority
* (-r Route Multiple Users 4
(i) Index Details

@ pudit Information

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

» Z-COURT DOCUMEMNTS AND EXHIBITS  User = MCKENZY, Routing Profile = MCKENZY &7 £«
[=]
4, Back Que Up For Approval Que Up For Batch Indexing Ef' Pop-A-Que Records: 2 = Display Options + {n"‘ Workbasket Charts ?
CASE = FILE DATE FLANTIFF DEFEMDANT CASE TYPE COURT/IUDGE = DOCUMENT . FRIORITY C... DaYs OLD -
= [1 Flags
E ¥ 1
2 El e 201702 08f16/2017 M J0E JLou C DoUGLOUS FETITION 1] g
] S
&l @ ﬁh 658966  09/12/2018 I JAMES W REED w 0 OSCAR PETITION 0
Real Vision Image Inguiry Device Id:500119421 | User Id: MCKENZY © Real Vison Software. All Rights Reserved.
¥
Audit Information
[ close | |4 4 | Page |1 of2| b Bl | Displaying 1-25of 49 || Audit Filters v
User Type Destingd @& View Request Date Time
RICHC VIEW L5 Print Request 01/28/13 14:49:56 ~
QTMHHTTP VIEW [ E-Mail Reguast 03/18/1% 14:46:53
COURT VIEW E;I_f] Changs Requast 03/1%/1% 14:47:06
COURT VIEW 03/15/1% 14:47:10
’}'1 Routz Request bl
MCREMZY VIEW ™ 053/12/18 14:48:43
f= FaxRequest 41
MCKENZY VIEW 05/12/18 14:49:09
B,
MCKENZY VIEW ED NG 08/12/18 14:4::25
MCKENZY VIEW & Signature Request 03/12/18 14:50:20
. W
MCKENZY VIEW 05/12/18 14:51:31

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.

- Back s
& Email
7] Index Details
= Notes -
£2_ Route Information IN THE 16th CIRCUIT COURT OF JACKSON COUNTY, MISSOURI
0 FAMILY COURT DIVISION
st Mty ATKANSAS CITY AT INDEPENDENCE
& Call Back
v 4 Approval : :
IN RE THE MARRIAGE OF:
«” Route Multiple Users
B Indexing )
il
81  Move Subgroup Petiopes { |
Ta Move Profile and } Case No:
‘_*‘ Show Routing } Division:
)
i Audie e Respondent )
<& View Audit Information
A Workflow Audit Information CASE MANAGEMENT STATEMENT - MOTION TO MODIFY
é. Approval Audit Information 3
Instructions:
This Case Management Statement must be completed by each attorney of record. The
original is to filed with the Court, and copies mailed to the Judge or Commissioner and all other
Image ID: counsel at least s::\ln:n duy.s prior to the (“ufu: Muvngcm:nl Conference. Counsel need only
complete those portions which are relevant to issues in controversy. All answers must be tvped. b
<G View Audit
to display the audit information pane along with the audit filters option.
Audit Information
%) Close: Page |1 @ Displaying 1 -Bof 8 | Audit Filters =
= View Request n Date Time
MCKENZY Frie. Request 0S/16/18 11:17:08
MCKENTY E-Mail Request 05/16/18 11:17:38
MCKENZY Change Request 05/16/18 1112108
MCKENZY Reute Request 0516/18 11:21:10
MCKENZY Fa: Request 05/17/18 10:04:29
MCKENZY D Request 05/17/15 10:45:43
MCKENZY Signature Request 05/17/18 10:45:44
MCKENZY iz 05/06/15 10:10:19
EE Workflow Audit
to display the associated workflow audit associated with the document being viewed.
‘Workilow Audit Information
) Dose
User Date Time: Action Instance Record Key Drescription Information Arrival Code Auiliary Code Detail
MCHENZY B4/26/2018 123735 = - Initial Route AAARBUU ABAACOD WCKENZY DEMO R, V- Image Inguiry  User-Selected Rout % - Image Inquiny:

é Approval Audit

viewed.

to display the results of the approval process(es) associated with the document being
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() Close

User Date Tiene Action Instance Record Key Dascription Infarmation Arvival Code Auxiliary Code Detal

LEN K - ApprCisapny ARKABSY ARRACHP APPROVED APPROVED i - ADDITIONAL INF
LEN K- AAAAESY ARLACHP Routirg Rules Appli.. i

TERRY 3 ARARESY AARACNG APPROVED APPROVED

TERRY K- AAAABSY ARRACHG Routing Rules &ppl...

DAVE K - Apprv/Disapre ARAABSY AAALCHR APPROVED APPROVED = ADDITICHAL TNF

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.

@ Functions ~

1. Select

Rim .
9 Batch Indexing
2. Choose —=

3. Single mouse click the batch to be worked.

Image Inguiry “
Batch Index List Menu ~ o
4=, Back

Batch Name | Count @ Date

AARANAT 4 mckenzy 09/27/2018 153:38:42
AAAANNG 5 mckenzy 09/27/2018 15:39:20
AARANAS 3 mckenzy 09/27/2018 16:50:05

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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One Look (Windows) - 1

Image Inguiry «  Z-COURT DOCUMENTS AND EXHIBITS a2l [«
=)
Batch Index List Menu~ (7 A Page 1 of 1 2 Displaying 1-3 of 3 | Ttems selected: 3 Display Checked | = Display Options - g
4 Back - CASE # PLANTIFF DEFENDANT CASE TYPE COURT/JUDGE DOCUMENT TYPE bl
¥ Hags
Batch.. C_ Date E
&
AAMA.. 4 mckenzy 09/27/2018... 3 TAB: 1
AAAMA . 5 mckenzy 09/27/2018 . =il &
AMMA_. 3 mckenzy 09/27/2018. ; -
@ B
5. Index the image.
Image Inquiry £ A 4
[
Batch Index Maintenance Menu ~ E
TH
©submt DM Skp @ Cancel  [] Delete Record 9™ JUDICIAL DISTRICT COURT FOR THE PARISH OF RAPIDES
o ST STATE OF LOUISIANA
NO.: 274911 DIVISION '
PLANTIFF: BOWN, LLC BOWEN, LLC
DEFENDANT: ANNA SMITH VERSUS
IR FRAUD ANNA SMITH, A/K/A ANNALISE JONES
COURT/JUDGE: L IAMS
DOCUMENT TYPE: ORDER| * FILED: DEPUTY CLERK
ID:ZARARACH | |, !
ORDER
CONSIDERING the foregoing Motion for Summary Judgment and Memorandum in
Support thereof,

IT IS ORDERED that Anna Smith A/K/A J\nnaljse]mﬂwwcnueonmzlday
or 4&1[ , 2002 340 o'clock P .m. why said Motion should not be
granted,

IT IS FURTHER ORDERED that defendant show cause why plaintiff should not be
allowed to contsct eny such third parties as may be necessary or advantageous 1o
cffectuate any post judgment judicial remedy.

»

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

() submit

to save the index values and move to the next document in the batch.
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MM skip
7. Click to temporarily skip the current document and move to the next document in the
batch.

9.3.1. 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.
Image Inguiry “
Batch Index List Menu - ™
4=, Back
Batch Mame Count Date
BASAANT 4 mickenzy 09/27/2018 15:38:42
AAAAALS 5 mickenzy 09/27/2018 15:35:20
AAAAANS 3 mickenzy 09/27/2018 16:50:05

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.




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.

Image Inquiry “
Z-COURT DOCUMENTS AND EXHIBITS Menu -~

‘GHE, Post Lookup Change System
CASE #
PLANTIFF
DEFENDANT
CASE TYPE
COURT/JUDGE
DOCUMENT TYFE b
From Create Date [8| To Create Date |

*Batch Exist™®

Search t% Functions = & Clear
&= Scan Functions k
..... Crag Drop/Import Functions B
‘rj Batch Indexing
:q Batch Search

* When Batch Search is used, Image Inquiry Index Search criteria will be ignored.

Batch Search options:

1. Horizontal or Vertical search using Finalize Search — updates the results screen with those

records matching your search criteria.



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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Image Inquiry “ Z-COURT DOCUMENTS AND EXHIBITS
Z-COURT DOCUMENTS A... Menu - Page |1 of 1
[ Post Laakup Change System gl s CASE # PLANTIFF | DEFEMD...
CASE #
PLANTIFF =l TAB:
DEFENDANT |:| N ... | 657895 K ASHLEY 3 JOHMELL
[] m.. 657895 K ASHLEY | 1 JOHMELL
CASE TYPE
. [7] m.. 657895 K 4SHLEY | 1 JOHMELL
COURT/JUDGE | E | s 241780 JOMATH.. | TARA ST
DOCUMENT TYPE v [l 241780 JOMATH... | TARA ST
657855 K ASHLEY | 1 JOHMELL
From Create D:|[3| To Create Date |3 [
= £57855 K ASHLEY | 1 JOHMELL
An extra search criteria has been m 657895 K ASHLEY | 1 IOHMELL
entered -
——————— 657895 K ASHLEY 3 JOHMELL
Q, search |[>g] Functions | &2 Clear
e —— [ 657855 K ASHLEY | 1 JOHMELL
& 657895 K ASHLEY | 1 JOHMELL
|:| 657895 K ASHLEY | J JOHMELL
Vision Image Inquiry Device I1d:599813304
Batch Search Grid

(@) Close | Finalize Search

CASE = FLANTIFF DEFENDANT

657895
241780

Y Displaying 1 - 12 of 12

CASETY...

MOTION
ESC

ESC

D

D
MOTION
MOTION
MOTION
ESC

ESC
MOTION
MOTION

orizontal] | Vertical EE Finalize W/ Totals <@ Finalize W/ Totals & View

CASE TYPE

Example: Horizontal Search Using Finalize W/Totals

COURT/

M MAGT...
M MAGT ..
M MAGT..
QUINCE

DOGGETT
M MAGT..
M MAGT..
M MAGT...
M MAGT ..
M MAGT..
M MAGT..
M MAGT...

User ID: MCKENZY

Display Checked E Display Options -

DOCUME...

MISC

FETITION

AMENDL...

FETITION
RESPONSE
RESPONSE

MISC
MISC
RESPONSE
RESPONSE

CREATE-...

08/21/2...
08/21/2..
08/D6/2...
09/27/2...
09/27/2...
06705/

06705/
08/23/2..
02/28/2.
02/28/2.
02/28/2.
03/27/2...

One Look (Windows) - 1

PAGES

3
2
1
1
1
1
1
1
1
1
1
1

© Real Vision Software. All Rights Reserved.

COURT/IUDGE

DOCUMENT TYPE

E «

[=]
E;
=]
@

TYPE E
£
a

IMAGE

IMAGE

IMAGE

001 ¥

001

XLSX

001

DOCK

DOCK

DOCX

DOCX

DOCK
¥
A~
v
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Image Inquiry

<

Z-COURT DOCUMENTS A... Menu -

% Post Lookup
CASE #
PLANTIFF
DEFENDANT
CASE TYPE
COURT/IUDGE

DOCUMENT TYPE

From Create D: E To C

Change System

b

e Date|[3

An extra search criteria has been

entered

@, search  [g Functions - (& Clear

Batch Search Grid

Z-COURT DOCUMENTS AND EXHIBITS

Page |1

CASE =

I
3
=]

657895

e e

Real Vizion Image Inquiry

of 1

FLANTIFF

K ASHLEY
K ASHLEY
K ASHLEY
JOMATH...

% Displaying 1 - 12 of 12

DEFEMND...

J JOHMELL
J JOHMELL
J JOHMELL
TARA ST

TARA 5T

J JOHMELL
J JOHMELL
J JOHMELL
J JOHMELL
J JOHNELL
J JOHMELL
J JOHMELL

Device [d:$99813304

-

CASETY

MOTION
ESC

ESC

D

D
MOTION
MOTION
MOTION
ESC

ESC
MOTION
MOTION

@ Close q/’ Finalize Search ‘Jerticalﬁ'E Finalize W/ Totals | <& Finalize W/ Totals & View

CASE TYPE

CASE =
6578495
241780

PLANTIFF

DEFENDANT

Example: Horizontal Search Using Finalize W/Totals & View

. | COURT/)

M MAGT..
M MAGT..
M MAGT...
QUINCE

DOGGETT
M MAGT...
M MAGT..
M MAGT..
M MAGT...
M MAGT..
M MAGT...
M MAGT...

User ID: MCKENZY

COURT/IUDGE

Display Checked E Display Options =

DOCUME...

MISC

FETITION

AMENDI...

FETITION
RESPOMNZE
RESPONSE

MISC
MISC
RESPONSE
RESPOMNZE

CREATE-...

1

0821/

=

0821/
0806/
0827/

=]

1

08/27/2...
0605/
0605/

[

1

08292
02/25/2...
027252
027282
03/27/2...

One Look (Windows) - 1

PAGES

3
2
1
1
1
1
1
1
1
1
1
1

a7

TYPE

buissacodd suoydo | 4

IMAGE
IMAGE

IMAGE

001 \
001

XL5X

001

DOCK

DOCK

DOCK

DOCK

DOCK

© Real Vision Software. All Rights Reserved.

DOCUMENT TYPE

<%

Counts
10
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Image Inguiry

Z-COURT DOCUMENTS A...

had

Menu -

% Post Lookup Change System

CASE C — .

SLANTIFE Full Name: .I\\O\(’ T.\_OFE\:B % pee_1- \B- 1%
DEFENDANT Address: () O ’ (o

CASE TYPE ' : Apartmentunt &
o Fmpmue A7 313\
COURT/IUDGE 1 [8) State 2IF Code
ocuaT T ° e _E00- O COFD. e
From Create D:|[3| To Create Date|[® Date Avaiiable: g . ']'EE Social Security No.: : Desired Satary'$ El )Q& '

An extra search criteria has been

entered

Search |W Functions ~

Batch Search Grid

& Clear

CITY COURT

meuhciﬂﬂ&’ﬁ@&h
YES _-NO ' YES _ NO
Are you a itizen of the Unitad States? 8- 0 Mnoameyouauthorized towork inthe US? B O

YES NO _ -
Have you ever worked for this company? [0 [ Hyes, when?

Page |1 of 14 | b B | & Displhying 1- 1 of 14

-

- 1 - s - o P
(&) Close &/ Finalize Search zontal| | vertical 3= Finalize Wy Totals <& Finalize W/ Totals & View

CASE = FLANTIFF DEFEMDANT CASE TYPE COURT/IUDGE DOCUMENT TYPE Counts
657895 10
241780 2

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

buissasodd suodo 4

<
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Image Inquiry “ Z-COURT DOCUMENTS AND EXHIBITS
Z-COURT DOCUMENTS AND E...  Manu = M Page (1 | of1 bl & Displaying1-3of3
gf_il Post Lookup @ Change System B CASE = PLANTIFF DEFENDANT  CASE TYPE COURT/IU... | DOCUMEN...
Fla.._
CASE #
PLANTIFF = TAB:
DEFENDANT M ns 987456 L LYHN I SMITH INJURY 5 I55AC SUIT
Id|F| N 987456 L LYNN I SMITH INJURY §1554C AUGUST C...
ASE TYP
. S D 123456 INJURY
COURT/IUDGE
DOCUMENT TYPE w
From Create Date (9| To Create Date  |[8
An extra search criteria has been
entered
Q, search [ Functions = & Clear
Real Vision Image Inquiry Device Id:$A2TFE260 | User ID: MCKENZY
Batch Search Grid

() Close o Finalize Search [] Horizanta|[V] Vertical

CASE =
587456

123456

1= Finalize W/ Totals W/ Totals & View

PLANTIFF DEFENDANT CASE TYPE
INJURY

INJURY

WildCard Search Examples:

1.

2.

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

Image Inquiry hid Z-COURT DOCUMENTS AND EXHIBITS
Z-COURT DOCUMENTS AND E... ~ Meru ~ M Page |1 | of1 bl @ Displaying 1-3 of 3
_I_Tf_il Post Lookup Change System B CASE = PLANTIFF DEFENDANT  CASE TYPE COURTU... | DOCUMEM...
- Fla...
CASE #
PLANTIFF 3 TAB:
DEFENDANT [F] ns 987456 L LYNH I SMITH IHIURY 5 I554C SUIT
(E| ~ 987456 L LYNH I SMITH INJURY 5 I55AC AUGUST C...
CASE TYPE
(=] 987462
COURT/JUDGE
DOCUMENT TYPE w
From Create Date|[3| To Create Date  |[§
An extra search criteria has been
entered
Q, search  |B Functions = |
Real Vision Image Inquiry Device Id:$A27FE260 | User ID: MCKENZY
Batch Search Grid
@ Close o Ffilize Search (] Horlzontal ] Vertical $= Finalize W/ Totals @@ Finalize i/ Totals & View
PLANTIFF DEFENDANT CASE TYPE COURT/IUDGE

CASE =

8874

Ending Value: Search for all case numbers that end with 18.

One Look (Windows) - 1

[ Ik

Display Checked == Display Options ~

Burssaooud suondp =

CREATE-D._. | PAGES TYPE
oafz1/2018 |1 HLSX
08/22/2018 1 IMAGE .
09/04/2019 1 IMAGE

© Real Vision Software. All Rights Reserved.

o«

DOCUMENT TYPE Counts
2
1
aj?

Display Checked == Display Options ~

Buissasoud suondo | =

CREATE-D.. | PAGES TVYPE
08/21/2018 | 1 XLSX
08/22/2018 | 1 IMAGE 4
09/27/2018 | 1 ?G

© Real Vision Software. All Rights Reserved.

o

DOCUMENT TYPE
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Image Inquiry « | Z-COURT DOCUMENTS AND EXHIBITS &7} |«
Z-COURT DOCUMENTS AN... Menu = 4 4 | Page 1 of 1 sl | @ Displaying 1-6of 6 B pisplay checked = Display Options ~ g
—jﬁ Post Lookup @ Change System Ml r CASE # PLANTIFF DEFENDA... | CASETYPE COURT/).. DOCUME.. @ CREATE-.. PAGES TYPE

CASE #
PLANTIFF = TAB:
DEFENDANT M 090618 M FALLS FMATTH.. © H LEWIS 09/27/2018 1 IMAGE
L 042218 MILLS 11/29/2018 1 »G
CASE TYPE \ 1
H L 122618 0 TAIL W REED M Q JOHNS PIC 12/26/2018 1 PG
COURT/JUDGE B 122618 I WILLS 0 MILES M W EDWARD = PIC 12/26/2018 1 »G
DOCUMENT TYPE v ] 122718 P JONES OWALES M Q MILES 12/27/2018 1 IMAGE
L 122718 L ELLIS E REED s I NEW PIC 27/2018 1 w6
From Create Dal |[8| To Create Date |3 = 1)z
An extra search criteria has been
entered
Q Search @ Functions | & Clear,
Real Vision Image Inquiry Device Id:$2CCSFEEC | User ID: MCKENZY ® Real Vision Software. All Rights Reserved,
¥
Search |[¥] Horizontal | Vertical = Finalize W/ Totals <@ Finalize W/ Totals & View
DEFENDANT CASE TYPE COURT/JUDGE DOCUMENT TYPE
A
3. Bookend Value: Search for all case numbers that begin with 2 and end with 01.
Image Inquiry “! | Z-COURT DOCUMENTS AND EXHIBITS TR

Z-COURT DOCUMENTS AND EXHIBITS ~ Menu « 1 Page |1 |oft » bl | Displaying1-9of9 [} Display Checked = Display Optians ~ i

(K, Post Logkup [ change System s CASE # PLANTIFF DEFENDANT  CASE TYPE COURT/JUDGE DOCUMENT.. | CREATE-DATE | PAGES TYPE
ki 1| s
CASE #

PLANTIFF 3 TAB:
DEFENDANT B 050219 P OWNES L uLEs w CDON APRILCOUR... | 05/02/2019 1 IMAGE
= W B 050219 P OWNES L uLes w CDON JANUARY CO.. | 05/02/2018 1 IMAGE !
bl B 050218 P OWNES L uLEs w cDoN 0sfo2008 1 IMAGE
COURT/JUDGE B 050218 P OWNES L WLES w CDON 05/02/2019 1 IMAGE
DOCUMENT TYPE - B 051719 A 05/07/2019 1 IMAGE
From Create Date 3 To Create Date E o v g L 051"’?;2019 E HAGE
B v 051719 ] 0sf07/2018 1 IMAGE
An extra search criteria has been entered | v 051719 v osfo7/2018 1 IMAGE
] 051819 H HINES E DOUG CVAN JUDGEMENT | 05/08/2019 1 IMAGE
Q, search |E] Functions = D Clear ° i
<7 Image Inquiry Device [d:$2CCSFEEC  User ID: MCKENZY ® Real Vision Software. All Rights Reserved.
¥
Batch Search Grid
7] Horizontal | Vertical §= Finalize W/ Totals <> Finalize W/ Tatals & View
PLANTIFF DEFENDANT CASE TYPE COURT/JUDGE DOCUMENT TYPE
A

4. Contained Value: Search for all case numbers that contain 04.
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Image Inquiry “ | Z-COURT DOCUMENTS AND EXHIBITS [ @7 | [«
Z-COURT DOCUMENTS AN... ~ Menu + ‘ [4 4 |Page 1 | oft| » bl &2 Displaying1-9of9 ‘ A Display Checked = Display Options ~ E
ﬁl’oﬂ:wp uchanggs‘m D iy . CASE & . PLANTIFF . DEFENDA... . CASE TYPE . COURT/]... . DOCUME... . CREATE-... . PAGES . TYPE ‘

CASE # | | | |
| PLANTIFF = TAB.
DEFENDANT N | 042218 MILLS 11/29/2018 1 ¥G
= 2 110419 01/30/2019 1 »G
CASE TYPE 1
020419 02/04f2019 1 IMAGE
COURT/JUDGE 041901 02/04/2018 1 IMAGE
DOCUMENT TYPE v 060419 ™ 06/04/2019 1 IMAGE
060419 BROWSE . TXT 04/2018 1 ™
From Create DaI|B| To Create Date |B 0 i
0604198 SCAN TMA.. 06/04/2018 1 IMAGE
An extra search criteria has been 060419 DO 06/04/2018 1 IMAGE
F 060419 PDF 04/2018 1 IMAGE
Q Search l@ Functions ~ | & Clear i i
ion Image Inquiry Device Id:$2CCSFEEC = User ID: MCKENZY © Real Vision Software. All Rights Reserved.
i |

Batch Search Grid

(@) Close |4 Finali [¥] Horizontal || Vertical $= Finalize W/ Totals <@ Finalize W/ Totals & View

%i/ PLANTIFF DEFENDANT CASE TYPE COURT/JUDGE DOCUMENT TYPE
=04=

* 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.’

Z-COURT DOCUMENTS AND EXHIBITS T Menu -
11 Post Lookup Change System

CASE # |
| PLANTIFF |
| DEFENDANT |
| CASE TYPE |
| COURT/JUDGE |
| DOCUMENT TYPE ™
|Frum Create Date |I3|Tu Create Date ||3|
An extra search criteria has been entered

©, search [>4! Functions - & Clear
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9.95. 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”.

Z-COURT DOCUMENTS AND EXHIBITS

Ttems selected: 2 Page |1 of 1 .ff,i' Displaying 1 - 3 of 3
CASE # PLANTIFF DEFEMDANT CASE TYPE
[] | Flags
= TAB:
IR 6578095 K ELL ESC
L. SO SO W E—J Show Motes
57845 (i IHMELL ESC
SRR S [ i ] :|'||:E:": D'Eta |s
|:| 657895 K JHMELL ESC
@ Index Maintenance
< Aydit Information
B CD Folder
£ 7-Options
G Load Indexes

* 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.

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



folder.

Click “Folder Selection” after your selection.

Choose CD Burn Folder *
Choose Foldar: C:\RVIMER cburn\MCKENZY v
Combine Images: O/ Off
CD Burn Type: @ Add to Folder O Clear then Copy

IDalT hais B LH =

Mext

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.

Choose CD Burn Folder *

CD Burn Folder Options

CD Burn Folder:  C:ARVIWER \cdburn® \MCKEMNZY
Copy Type: Add to Folder

Combine Images: True

Existing Filzs in Falder
Systemn - Z ¢ 1 Files

Back Copy Files

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.

Home Share View

- v P » Metwork » 12.27.233.217 » cdburn » MCKEMNTY w 0 Search
* Downloads Mame Date modified Type Size
Documents 2] INDEXHTM 7/30/2012 11:08 AM  HTML Document 6 KB
=] Pictures " ZAAAAAAF.pdf 7/30/2018 11:08 AM  Adobe Acrobat D... 85 KB

p
L Google Drive # " ZAAAAAAH.pdf 7/30/2018 11:08 AM  Adobe Acrobat D... 82 KB

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

U Il = 1012,27.233.21 7 edburn\ MCKENZY\INDEX.HTM - e

@ Real Vision Software, Inc.

Real Vision Software, Inc.

Index List

COURT DOCUMENTS AMD EXHIBITS |
DOCUNENT TYEE CASE= PLANTIFF DEFEMDAMT CASE TYPE COURT/IUDGE

View  65T78%5 kK ASHLEY JJOHMELL ESC I BAASTOW JUDGERERT

Wiew  63T73%5 KILZ0ASHLEY  J3220JOHMELL  ESC M220MAGTOW  PICTURE

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

Z-COURT DOCUMENTS AND EXHIBITS @
Page |1 of2| b B| | & Displaying 1 - 50 of 81 Display Checked = Display Options
- CASE = PLANTIFF | DEFEMD.. = CASE TYPE | COURT/]. DOCUME . CREATE-. | PAGES TYPE
F
= TAB
] N.. | 670" s teaUNE ] MOTION M MAGT 08/21/20... 3 IMAGE
! ' OH 5 MMAGT... | MISC 8/21/20... IMA
I 6! B show Notes OHMELL = ESC MMAGT.. ML 08/21 2 MAGE
I 61 [7] add Note OHMELL = ESC MMAGT .  PETITION  08/06 1 MAGE
[ n 65 Email Image ILLS ACCIDENT | WEDWA . | PIC/FOR..  09/27/20.. 3 IMAGE
[l 5 2 ¢ RouteDocument b RAST. D QUINCE  AMENDL..  08/27/20.. 1 001
[ (1) Index Details 05/27/20... 1 sl
7 08/27/20.. 1 001
D <& Audit Information 1ed7 8
{ _ A GG ! 27/20...
2 y RAST.. | D DOGGETT | PETITION | 0927 1 001
=] CD Folder
T ey MITH | IMJURY 5I554C  SUIT 08/21/20... 1 WLEX
() z- ) _ o )
[l n | of & ZOptions MITH | IMJURY 5ISSAC | AUGUST... | 08/22/20.. 1 IMAGE
= ] o
[ g\ Load Indexes 0g/24/20. 1 IMAGE
] 6/ [¢] Download 05/24/20... 1 IMAGE
[ 0 [5] Add to Temporary  AATTH. O H LEWIS 09/27/20... 1 IMAGE
BN |32 Maintain Staple DREW  DAMAGE P WALTER 09/27/20... | 1 IMAGE
(] 7 = addto staplegrg [VARD | THEFT WREED  QUESTL.  09/27/20.. 2 IMAGE
= A o \al
VWARD ATEM... 27/20... CX
v/ NARD | THEFT WREED | STATEM.. | 09/27 1 DOCX
[T) Show In Window .
[ 7! _WARD  THEFT WREED  STATEM..  08/27/20.. 2 IMAGE

Download Image Inquiry Display
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One Look (Windows) - 1

Image Inquiry

1657895

| PLANTIFF

| CASE TYPE

|
|
| DEFENDANT |
|
|

| COURT/JUDGE

| DOCUMENT TYPE bl

|Fr0m Create D:|E|To Create Date|E|

Q Search @ Functions ~ & Clear

9.7. Drag Drop

-, Back
Z-COURT DOCUMENTS A... ' Menu = 1 Email
@E Post Lookup Changa System D Download
Signature -

! Drag Drop requires the RVI PC Viewer.

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 Lloes

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

Page 89 of 147



REAL VISION SOFTWARE INC One Look (Windows) - 1

me. BVl Image Systemn 8

Image View Scan  Print Page Host
5 1 o |w o ZE & @ P+ 1o« oy on ik G XM O

Re=sults:

Indexed = 1 Not Indexed = O | sC-100 [P 3;::;;';,.5

If you reeive chis form, you are being sued.
i rroest s s Civuart, 0 you sy e the cme Being
wanewn, ecrip, sad vy evidenon e need 1o peove
o i, [ oo Bk, thie Cowrt cis onder that yonsdt
wagrs. manny s propery be wal wpay this dasm
Rl whas foemm w0 pestsct your ngh

IF you wre suing, Gl ost hin foem, resd
SC-1%0 o b o e aesed oo moy

‘This is a Comrt Order:
T b Daic Dy  Timec Roam Mo,
5YS. foe o Om
CODE IE-EDUHT DOCUMENTS AND EXHIBITS j (L e
o The Plainsll (the porios wha is msing) in
M o

CASE # Mailing Addres:

[s57951 R

PLANTIFF e B R e = 1 S

IA EDWLED [ oeee shn s persen s suing, amacke SE- 10N and cherk v

o The Diefoadns {ihe prson belng wued) e
Bine
DEFEMDAMT e i
|o DREW
—t Step 2

CASE TYPE

IDAH.F&GE

COURTAIUDGE

IP WALTER

DOCUMEMT TYPE

||::LAIH

Mext Known Indes Mext Unknown Index
Clear Indey Delete Entry

Close 44— Step 3
= Bar Code/0CH Indexez €% Import Eiles

SC-100_Pre.jpa [Docurment 1 Page 1 af 1
€ Full Text es!llts € 'word Estract Results I _Prepa g J

BC/OCE | Ready

Diocument 1 of 1 ‘E:HHVIHIMF‘H?DFE&'I.ipg Connected: &4 B C Socket y

6. From One Look, select Functions, Drag Drop/Import Functions, Drag Drop (PC Viewer Indexes).
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& Drag Drop/Import Functions * |(Z® Drag Drop (PC Viewer Indexes)

I:,‘_ﬂ Browse Import (Indexes Above)

| Eﬂ Browse Import (Batch Index)

The webpage will display a confirmation message when the file(s) have been successfully imported.

Message from webpage >

| Imported 1 file(s) from the viewer

The documents are now available for search and inquiry.

Image Inguiry 4 Z-COURT DOCUMENTS AND EXHIBITS &7 «
=]
Z-COURT DOCUMENTS AN... © Menu - 4 Page 1 | of1 i Displaying 1-1of 1 | Ttems selected: 1 B pisplay Checked == Display Options = i
@J Change System i CASE # PLANTIFF DEFENDANT CASE TYPE COURT/IUDGE DOCUMENT TYPE
357951 i E
PLANTIRF = TAB:
DEFENDANT 1= 357951 A EDWARD O DREW DAMAGE P WALTER |
CASE TYPE

COURT/JUDGE
DOCUMENT TYPE

From Create Da|[3| To Create Date [3

Q\Saan:h ’EFun-ctionsv & Clear 1 i

Real Vision Image Inquiry Device 1d:51D4CDE10 | User ID: MCKENZY ® Real Vison Software. All Rights Reserved.

»
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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
Options Processing el
Email Image
MOOUG@LAW.COM
M DOUGLAS
CC:(EMAIL ADDRESS)
COURT DOCUMENT
LIPDATED COURT DOCUMENT FOR CASE 7,234

SUPPORT@REALVISIONSOFTWARE.COM

= Send Email | ) Cancel

=1 Send Email

4. Click

«¥e Email contacts are setup and maintained through the email address book in the
maintenance menu.

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.

cf.i Drag Drop/Import Functions ¥ | (' Drag Drop (PC Viewer Indeves)

B Browse Import (Indexes Above)

Bl Browse Import (Batch Index)
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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).

Image Inguiry « Z-COURT DOCUMENTS AND EXHIBITS @) ? <«
[=]
Z-COURT DOCUMENTS AN... Menu = Page of 0 @ No data to display = Items selected: 1 Display Checked == Display Options ~ E
fis] change System 1| Floge CASE # PLANTIFF DEFENDANT CASE TYPE COURT/(JUDGE DOCUMENT TYPE E
753951 ]
E IAM *** Ready to Search *+*
Q WARD
THEFT
W REED
QUESTIONNAIRE
From Create Da|(3| To Create Date [§
Q sexch [ runcions ] e ‘
g Scan Functions L4

7! Drag Drop/Import Functions » ' ' Drag Drop (PC Viewer Indexes)
] Batch Indexing

Ll Browse Import (Indexes Above)

] ocr word search
& Browse Import (Batch Index)

Real Vision Image Inguiry Device [d:$1D4CDEL0  User ID: MCKENZY © Real Vison Software. All Rights Reserved.

Fy

»

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.

(& Choose File to Upload ot
- w #» ThisPC * Desktop » CourtEx Docs w | [ Search Court Ex Docs 2
Organize - Mew folder == - [TH o
[ This PC ~ Mame Diate rodified Type 5i ™
;' 3D Objects D QAAAAFTD.00M 71272018 8:16 AM 001 File
I Desktop ] QAAAAFT2.001 7/12/2018 16 AM 001 File
Documents D OAAAAFTX.001 71272018 8:16 AM 001 File
* D load D QAAAAFTX.002 71272018 &16 AM 002 File
ownloads
D QAAAAFTX.003 71272018 &16 AM 003 File
S Music [ QAAAAFTX.004 7/12/2018 816 AM 004 File
=] Pictures [ ] QAAAAFTX.005 7/12/2018 816 AM 005 File
m Videos D QAAAAFTX.006 71272018 &17 AM 006 File
08 (C) (] QAAAAFTX.007 712/2018 8:16 AM 007 File
. HP RECOVERY ( D CAAAAFTH.O02 7122018 &16 AM 008 File
) DVD RW Drive (E D CAAAAFTX.009 712/2018 816 AM 009 File
o _ [ QAAAAFTY.001 7/12/2018 816 AM 001 File v
= Microsoft Office
v o< >
File name: | QAAAAFTO.001 v| | ANFiles () v

Cancel
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One Look (Windows) - 1

magelmuy < ZCOURTDOCUMENTSAWDBGMBNS e

ST |

4 Page 0 o0 b bl | @ Nodatatodeplay | Mems seected: 1

B) Display Checked = Display Options ~

(&) change System

753951

CASE #

PLANTIFF

CASE TYPE

COURT/JUDGE

DOCUMENT TYPE

|

|
ELM |
QWARD |
|
|
|

THEFT

|W REED

|QUESTIONNAIRE

|From Create Da|[F| To Create Date |3

QAR 001, QA s

oms

—

*2* Ready to Search ***

Real Vision Image Inquiry

Device Id:§1D4CDE10 | User ID: MCKENZY

® Real Vison Software. All Rights Reserved.

——

The system will automatically refresh the One Look window showing the newly imported record.

Page 95 of 147



REAL VISION SOFTWARE INC

Image Inquiry <«

Z-COURT DOCUMENTS AN... Menu ~

fis] change System
753951
E IAM
Q WARD
THEFT
W REED
QUESTIONNAIRE
From Create Da|[8| To Create Date |[§

O, search & dear |

7‘3 Functions =

Z-COURT DOCUMENTS AND EXHIBITS

Page 1 of 1 o

Displaying 1 -1 of 1

One Look (Windows) - 1

)7

L
=)
Fa Display Checked = Display Options = E
X CASE # PLANTIFF DEFENDANT CASE TYPE COURT/IUDGE DOCUMENT TYPE E
| Flags
= TAB:
(& 753951 EIAM Q WARD THEFT W REED QUESTIONNAIRE |

Real Vision Image Inquiry

Y

Device Id:$1D4CDELD

User ID: MCKENZY

© Real Vison Software. All Rights Reserved.

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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One Look (Windows) - 1

Image Inquiry

(2]

Z-COURT DOCUMENTS AN...  Menu =
w Change System
[cask #

[PLANTIFF

DEFENDANT
[casE TYPE
[ courT/IUDGE
:DOCUMENT TYPE

[From Create Da E‘To Create Date (8

O, search [ Functions ~| & lear

Z-COURT DOCUMENTS AND EXHIBITS

4 4 | Page 0 of0 » | @ Nodatato display
CASE #

DHags|

PLANTIFF DEFENDANT CASE TYPE

*** Ready to Search ***

3 5Scan Functions

T Batch Indexing
Bl ocr word search

2

&7.| Drag Drop/import Functions ¥ | (' Drag Drop (PC Viewer Indexes)

& Browse Import (Indexes Abave)

i |539 Browse Import (Batch Index)

Real Vision Image Inquiry Device 1d:$8B32A1D2  User ID: MCKENZY

(@]
[|[]
2

[ Display Checked

COURT/JUDGE

:
it

© Real Vison Software. All Rights Reserved.

e

[»]

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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@ Choose File to Upload >
Yk » ThisPC » Desktop * Court ExDocs w0 Search Court Ex Docs 0

Organize « Mew folder = ~ [ 0

L "y
EH This PC

_J 3D Objects

I Desktop
Documents

; Downloads

J‘ﬁ Music

[&| Pictures

B Videos

e 05(C)

s HP_RECOVERY
. DVD RW Drive (E
= Microsoft Office v

QAAAAFTH.OM QAAAAFTX.002 CAAAAFTX.003 QAAAAFTX.004

QAAAAFTH.O05 CAAAAFTH00E CAAAAFTX.O0T7 CAAAAFTX.O0E

File name: |"QAAAAFTX.00M" "OAAAAFTILO01" "QAAAAFTILO0; ~ | | All Files (%) il

Open Cancel

5. Click the Upload button to transmit the file(s) to the server.
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- Image Inquiry

o

- Z-COURT DOCUMENTS AN...  Menu ~

ﬁ Change System

|CASE#

|PL.mmFF

| DEFENDANT

|CASET‘|'PE

| COURT/JUDGE

| DOCUMENT TYPE

| From Create Da (3| To Create Date |3

| QAAAAFTX.001; QAMAAF | Select Fille.

& Cancel

One Look (Windows) - 1

6. When you are ready to index the files, navigate to Functions, Batch Indexing.

1 ~ m
Image “®

- Z-COURT DOCUMENTS AN...  Menu~
[E change System
|casE #
| PLANTIFF
| DEFENDANT
| CASE TYPE
| COURT/JUDGE
| DOCUMENT TYPE
|From Create Da |g| To Create Date @ H
Qe [Rnts] Qoo

l\u 4 |Page 0 of0| b b | R Nndﬂhtnd'wlw‘

CASE # PLANTIFF DEFENDANT CASE TYPE ‘COURT/JUDGE DOCUMENT TYPE
Flags | | | r
*** Ready to Search ***
Ilhi.\ﬁnh_elnm-'y Device Id:$BA1E27D1 | User ID: MCKENZY ® Real Vison Software. All Rights Reserved.
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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.

* This option operates under the rules of option security. If a user does not have authority to
add redaction, they cannot use this feature.

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.

Image Inguiry « Z-COURT DOCUMENTS AND EXHIBITS a2

Z-COURT DOCUMENTS AND E... Menu ~ Page 1 of 1 & Displaying 1 -1 of 1 Display Checked = Display Options +

% Post Lookup Change System | Flags CASE = PLANTIFF DEFEMDA... | CASE TYPE | COURT/] DOCUME... | TYPE CREATE-... | PAGES
05181%

H HIMES = TAB:

EDOUG | 051815 H HINES ELCOUG Q CWAIN JUDGEME... | IMAGE 05/08/2019 | 1

Q

CWAIN

JUDGEMENT o

From Create Date E To Create Date E

*Batch Exist™

Search @Functorsv & Clear

3. Double click the record to view the document inside of One Look.
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One Look (Windows) - 1

-, Back
= Notes =

m  4dd Redaction

| iy |

= Add Version
% Scan Appends
% Import &ppends
(i) Index Details
[£] Index Maintenance
| Email

ﬁ:l Routing -
@ Audit Information
B Download

Image ID:ZAAALMAFS

LOUTSIANA UNIFORM ABUSE PREVENTION ORDER

COURT MAME AND PARISHACITY
W JUDICTAL DIVISICN: o IMWEEUHGS

RAPDES/ALENANIHE A FILEN: CLERK:

JUDGEMENT OF DISMISSAL

FETTTIONER'S MAME: CIkLY L ETEVENS

Flest mMHMe [t

O behalf of (napae, dais of hath. aved relatkonabip v peitinner):
SARAH STEVENS, (L0908, DAUGHTER

Trate v Hieth LR S _F Ruce: _©

TEFEMDANTE NaAME: PHILLIF 0, STEVEMS
Firer Meniclen kil st
Tate of Binh QAR Hexs M Hare: O
Adklrias: 111 Sam Hill #d, Ak=aandrin, LA 7150]
Huwckad Fecurivy _IMA1-N-GOnn e Lic. ¥ 123450780 Sl LA Bap.  _HEZW1Y

IT 05 HERERY OIERED, ALUDGED, sml DECRELD thar the Pesitun for Peotection fram Abuse fled an
iha by uff _ b thi: same
i herelny dismissed.

WITHELE) PRESUDNCE:
I peLitiomer g i
i petitiorer's failure 10 appear ood proseed __ {provide seagun)

WIATH PREMWIMCE:

N peEitiner s Faslure to proace by e apprapriae standaed the alkzgatioss comnpinel in the
X Psetition for Protecisan From Ahuse fpnevitte roisom )

hate of Cinler

ST
Mty ivr,

SIRTTEE SRR o
SIGNATURE OF JUDGE

Copaes 10 1) S Dile 2) Petitioner 3] Dafencam 4} Law Vinforremein sgowcy Jeslgmivd for service ) Lovisinsy
Erotective drder Reglany

FANE  MAILED T LA, PROTECTIVE DROENL RECISTRY (AT LRERE:
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. =, Add Redaction ) ) )
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.

i, RVl Image Systern 9

Image View 5Scan  Print Page Host

5 1 & w o E

=
E
h O X2 O mlm|T T

LOUISIANA U[\‘IN‘RM ABUSE PREVENTION ORDER
COLHT NAME AND PARISHACITY: .
ut JUDECIAL DOCKT NG
RAPDESALEXANDHIA T CLERE
JUDGEMENT O
FETETIONER'S HAMT. oKDY L STEVENS
First Messen g st
[ of Birth _UT-']SJE_ Sew F Fpe: O
Oy behal Fal (e, date of hink, s relniowshin 1o gesitinner)
SARAM STEVENE, 03:00,90, DALGHTER
—_ —_ ™
. \
DEFEMDAMT'S MAME; PHILLIP i, HTEVEMS \
Fiest Araton At dasi
[hate of il #1257 Sex M Bace
Aiklriss: 111 Sarm Hill B4, A l=xzndria, La T |
Fawikel Becuriy § _ Urotde 2 1254367R®  Smw LA Fapo  RIW13 | c -
! I — Click the Redaction button. Draw

IT 5 BEREHY OUERED, ADIUDGED, sxl OECREED thar the feimion for Paoscting from Abuse filed oo th E rEd E":t"}n On tO th E I ma gE'
i dayal [ RUTETE I
is henchy dismissed

[pravide feamn)

ions comaningl in the
xL)

Date of Onler

ST
Mndibayivr.

Ceggiies 100 11 Coun dile 2) Paiivione 3 Dafercdon 43 Lame Enfoooumen agency desigmiod oo service 51 Lovisisn
Protuelivg Cnder Begiane

FANED WAL TO LAl pROTECTIVE DROEL REGISTRY  DATE TLERE:

[Document 1 Page 1 of 1)

Ready Docurment 1 of 1 CARVINCACHE \ZassssE S 00 Connected: & B C D Socket Y
-
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«¥s Change redaction color:
Image, General, Redactions Black (checked),White (unchecked).

%] General _ _ _
5 Screen Scrape [ Display Sticky Motes Automatically
Index Options v Close Sticky Nates Autamatically After Add
% E-tail ] [v Dizplay Status Bar
Gk External Viewers
7 Disk Caching W Display Toolbar
i Signature Pad [ Remove Digplay Window on Delete
= Scanner Support
S Auto Import Support [v PFreload All Thumbnailz on Dizplay
@ FTF Suppont [v Search Multiple Seszions
& Internet Suppart
ﬁ EHLLAFI [ Return to [BM Host System Seszion Automatically
[~ Retain Current Filename On Clipboard
[ Dizable Search for Highlightz
[v Dizable Search for Full Text OCR £ones [for faster retieval of images)
[v Dizplay warning when importing files larger than average during drag and drop
YWarn for files larger than 1 kB
[v Redactions Black [checked), White [unchecked)
[v Use Adobe Reader to dizplay PDF files
[ Backup Drag/Drop files
[ Bypazz Highlight Confirmation
Modify Toolbar...

k. | Cancel |

6. Return to One Look once all desired areas have been redacted.

7. Click Accept.

) Close

Accept Do Mot Accept



Notification by page number will be displayed when the process is complete.
All pages including those previously redacted will be included.

Fedaction Complete, The following pages are redacted for
! this document: 001

Ok

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.
Z-COURT DOCUMENTS AND EXHIBITS  User = mckenzy, Routing Profile = *MANUAL ?
4, Back Que Up For Approval -= Que Up For Batch Indexing Er Pop-A-Que Records: 3 m Display Checked iE Show Row Numbers i Workbasket Charts =
CASE # PLANTIFF * DEFENDANT CASE TYPE COURT/JUDGE DOCUMENT TYPE PRIORITY CODE
F"gs x x x x x x x
5 3 6578595 K ASHLEY JIOHNELL MOTION M MAGTOW RESPONSE -
— [E) Show botes .
E 3 657895 ) J JOHNELL MOTION M MAGTOW RESPONSE
[#1 add Motes
= "i 657895 | [] Email Image 3 JOHNELL ESC M MAGTOW PETITION *
) Batch Indexing
\/ Approval

= Change Priarity

From Workbasket, right-click a record. Choose Route Multiple Users.

I} Index Details
& Audit Information



Option 2

Double-click the record to view the document, then click Route Multiple Users from the left pane.

- Back

Email

(i)  Index Details

|__=D-] Motes -

(¥ Route Information
0

% Route Manually

e

& Call Back
\/ Approval
4-{') Route Multiple Users
E Indexing

ET Move Subgroup
Y Move Profile
‘_{1 Show Routing

L Audit -

Tl Remove From Basket

=i

Image ID:ZAARANNG

STEP 2:

CITY COURT
[ Applicantnformation |
Full Name: DQ\F jﬂﬁg‘k‘i} ?r’ pae_ - 1B - 1%
Addross: MEELLM&%“— ‘_%.f_pa’-}
Fagecville, &1 2313\

prene: 00 DOD- 0OOD W
Paesition Applad

e _LOud esearon | —

YES . MO ' YES _ NO
Ade you 8 citizen of the Urited States? B 0 o, ane you suthorized to work in e US? B O

YES WD .
Hmwummmdh_mw ] B""r I yeu, when?

YES
- Have you ever bean convicted of 8 felomy? [0 ﬂE.'IQf

H yes, angplain:

¥ Voo nsress_| 1] BYNON Y
From: '\Qﬂﬁ rn"ﬂﬁl—L Did you graduste? =0 mﬁ?ﬁﬂlﬁ_
came: NOODCA asoss
From: BDB_ m Did you graduate? YE‘”‘EI anwllhm‘\

Other. |, lhﬂll.f,

From: BEED_ i’u:m Didyou grauate? EF (3 Degres: Lo

profazsions references.

Dack, Dot romsonn BOSS,

Fill in the input fields in the Route Multiple Users selection box.



Route Multiple Users

Uszer 1: Barry Harrington
User 2: Fred Broussard
User 3: Matthew Leleuy]
User 4: Select User ...

Delete Originator:

* Notes are available during any stage of the process.

Seq#:

Seq#:

Seq#:

Seqw:

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.

9.11.1.1. Setting Up Route To Multiple Users

STEP 1: Create Reserved Routing Profile (MULT_USER_ROUTE)

1. Click Menu, Maintenance, Maintain Routing Profiles.
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Menu Maintenance «“

3] sign off

Routing Profile Maintenance

&) Close

Routing Profi

IMAGE SYSTEM MAINTENMANCE
MAINTAIN IMAGE SYSTEM DESCRIFTION
UNLOCK BATCH INDEX RECORDS
REMOVE DELETED RECORDS IM IMAGE 5

o]

PURGE AUDIT FILE RECORDS
DOCUMENT TAB MATNTENANCE

ACKAGE DOCUMENTS

ACKAGEL

MAINTAIN DOCUMENT TYPES

FOF2
MAINTAIN DOCUMENT TAE PROFILES

THREELEVEL
MAINTAIN DOCUMENT TAB GROLUPS

TOM
USERS/GROUP MAINTEMANCE

TOMLUCAS

MAINTAIN USERS
MAINTAIN GROUPS
EMAIL MAINTENANCE

MAINTAIN ROUTING PROFILES
MAINTAIN DOCUMENT PACKAGES
MAINTAIN ROUTING POP-4-QUE
MAINTAIN USER WORK BASKET ACCESS

MAINTAIN WORK BASKET ACCESS CODES

Options Processing

Routing Profile Maintenance

OverDue

b

(&) Submit | (A Cancel

Route Mame: MULT _IUSER_ROUTH

2. Double-click MULT_USER_ROUTE profile.

x

Routing Rules

Approval Rules

One Look (Windows) - 1

Stop Rules
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Menu Maintenance * Routing Profile Maintenance
:1 sign Off IZI Close (5 Add
Routing Profilez
IMAGE SYSTEM MATNTENANCE ~ OverDue
MAINTAIM IMAGE S5¥STEM CESCRIPTICN
i'. DI ”\ i
UNLOCZK BATCH INDEX RECORDS !
ES
REMOWE DELETED RECORDS IM IMAGE 5
MATT

PURGE AUDIT FILE RECORDS
MULT_USER_ROUTE
DOCUMENT TAB MATNTENANCE

PACKAGE DOCUMENTS
MAINTAIN DOCUMENT TYPES

PACKAGEL
MAINTAIN DOCUMENT TAB PRC 1 =]
POF2
MAINTAIM DOCUMENT TAB GROUPS
THREELEVEL
USERS/GROUP MATNTEMANCE
TOM
MAINTAIM USERS
TOMLUCAS Y

MAINTAIN GROURS

EMAIL MAINTENANCE
MAINTAIMN EMAIL ADDRESS BOOK
WORKFLOW MAINTENANCE

| MAINTAIN ROUTING PROFILES |

MAINTAIN DOCUMENT PACKAGES

Routing Profile Members

Route User ID Sequence Stop Rule Route Tao User

*%* Mo Routing Profiles *

+ Set Sequence: =1

+ Set Email Arrival Notification: =Y (Optional)

Date From

Options Processing »
Routing Profile Maintenance
{)¥ Routing Destinations @& submit | () Cancel
Rautz Mame: MULT_USER_ROUTE
Raoute To User: v
Sequence: 1 4
Stop Rule:
Email Document to User: .
Email Arrival Netification: A ¥

In Primary User Absence

Route To User: i

Dats From: |

Date To: |

Celetz Record: [F]

¥

Date To Email Hatification Ma...

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.

Routing Profile Members Maintenance

) Close (&) Add
Route User ID Sequence Stop Rule Route Te User
MULT_USER_F.. 1

STEP 2: Create Overdue Notification

1. Click Menu, Maintenance, Maintain Routing Profiles.
2. Right-click the routing profile MULTI_USER_ROUTE.

kol

Date From Date Ta Email Motification Me...

W



3. Select Maintain Overdue Notifications.
4. Click Add.

Menu Maintenance

[3] sign off

IMAGE SYSTEM MAINTEMNANCE
MAINTAIN IMAGE SYSTEM DESCRIFTION

ha Routing Profile Maintenance

@) Close ) add

Fouting Profiles

OverDue Routing Rules Approval Rules Stop Rulss

~

APINY
UNLOECK BATCH IMDEX RECORDS

ES
REMOVE DELETED RECORDS IM IMAGE 5

MATT

FURGE AUDIT FILE RECORDS
DOCUMENT TAB MAINTENANCE
MAINTAIN DOCUMENT TYPES
MAINTAIN DOCUMENT TAB PROFILES
MAINTAIN DOCUMENT TAB GROUPS

| MULT_USER_ROUTE |\

PACKAGE DOCUMEN... " =
PACKAGEL ]
POF2

USERS/GROUP MATNTENANCE THREELEVEL Delete Route Profile &nd All Related Records
TOM

MAINTAIN USERS
TOMLUCAS Y

MAINTAIN GROUPS
EMATL MAINTENANCE

1. Select MAINTAIN ROUTING PROFILES.
2. Right-click MULT_USER_ROUTE.

MAINTAIN ROUTING FROFILES

3. Select Maintain Over Due Notifications.

MAINTAIN DOCUMENT PACKAGES 4. Click Add
Overdue Notification Mai
Foute Fouts Member System/Doc Ty... | Overdue After... Freguency Supervisor

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

Click Menu, Maintenance, Maintain Routing Profiles.
Right-click the routing profile MULTI_USER_ROUTE.
Select Maintain Approval Rules.

Click Add.

A

Wotify Supervisor

Matify Membar Fouts To Profile

Buissanodd suoiydo &

R



MAINTAIN USER WORK BASKET ACCESS

MAINTAIN WORK BASKET ACCESS CODES

SCANNING [IMPORT MAINTENANCE

MAINTAIN SCANNING PROFILES

MAINTAIN TASK PROFILES

SCRAPE MATNTENANCE

MAINTAIN SCRAPE PROFILES W
NOCTIMENT RETENTTON MATNTENANCE

Approval Rules Maintenance

(& Qose

Route

(2 Add

Auto
Delete

Approval

Doc Type Action

** No Approval Rules For This Routing Profile *+*

5. Fill in the following fields:

Routing Profile Maintenance
@ cose () Add
Routing Profiles
OverDue Routing Rules Approval Rules Stop Rules
APINV
~
ES
MATT ‘
| Mainkain Over Due Notifications
PACKAGE DOCUMENTS
| Mainkain Routing Rules
PACKAGEL
PoP2 e = 1. Select MAINTAIN ROUTING PROFILES.
THREELEVEL e e e 2. Right-click MULT_USER_ROUTE.
TOM 3. Select Maintain Approval Rules. .
TOMLU ¥ 4, Click Add.
Approval Approval Approval Appraval Disapp Disappraval Di i Disapproval D I
Auto Delete: Change PTY Force Notes Copy/Move  Adtion Auto Delete Change PTY Force Motes CopyfMeve

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

Buissaoold suondo o

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

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.
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@ Functions =
2. Select the button.

Scan Functions [

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)

Image Inguiry Lt
Z-COURT DOCUMEMNTS AN... Menu -~

Change System
241780
PLANTIFF
DEFENDANT
CASE TYPE
COURT/JUDGE
DOCUMENT TYPE

From Create Da|[3| To Create Date |[B

Q s £ ce

E Scan Functions 4 Scan Using Indexes Above
c7\ Drag Drop/Import Functions # | £, 5can Using A Profile
‘?'fj Batch Indexing

a Upload Scanned Documents
OCR Word Search

(=

5.12.1. Scan Using Indexes Above

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

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

- Image Inguiry @'

- Index Search 'Menuv N

Z-COURT DOCUMENTS AND EXHIBITS Change System

|241?au

! [

|HANHH

|DEFENDANT

| CASE TYPE

|CGURTHUDGE

|DGCUMENTTYPE

| From Date |E| To Date |E

Q, search [3! Functions ~ & Clear

[ Functions -

2. Select

Scan Functions 3

3. Select

4. Choose Scan Using Indexes Above.
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Image Inguiry L
Z-COURT DOCUMENTS AN... Menu -

Change System
241780
PLANTIFF
DEFENDANT
CASE TYPE
COURT/JUDGE
DOCUMENT TYPE

From Create Da (8| To Create Date |[3

search  |[°g Functions = | & Clear

E Scan Functions 4 Scan Using Indexes Above
7. Drag DropfImport Functions P ,:-9:, Scan Using & Profile

T% Batch Indexin
= g B Upload Scanned Documents

1®] ocr word Search

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

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

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

@ Functions -
1. Select the button.
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Scan Funchions

2. Select the

3. Choose Scan Using A Profile.

Image Inguiry %
Z-COURT DOCUMEMNTS AN... Menu -

Change System
CASE #
PLANTIFF
DEFENDANT
CASE TYPE
COURT/JUDGE
DOCUMENT TYPE

From Create Da|[d| To Create Date |[3

Q se @ oo

button.

E Scan Functions b Scan Using Indexes Above

Drag Drop/Import Funcions P

=

-
L¢

Batch Indexing

(=

OCR Word Search

E:, Scan Using A Profile

B Upload Scanned Documents

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

(Scanning profiles are created using Menu, Maintenance, Maintain Scanning Profiles)

One Look (Windows) - 1
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One Look

Image Inguiry R
Profile Search Menu -
4, Eack
[Mame = Syst.. | Short Namea
COURT DOCUMENTS FOR ... £ COURT DOCL

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

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

B Upload Scanned Documents

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

a Upload Scanned Documents

By selecting when there are not any images waiting to be

uploaded does NO harm.



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.

9.13.1. 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.

* 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.

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.
IMAGE SYSTEM MAINTEMANCE

MAINTAIN IMAGE SYSTEM DESCRIFTIONS AMD KEY FIELDS




2. Right-click on the desired System.

3. Select Maintain Stapling.

Maintain Image System And Key Fields

() Close (@) Add System

Syskem - Description
5 DOCUMENTATION
1 SPOOL FROM ISERIES
3 OTTERTAIL COUNTY
A ACCOUNTS PAYABLE
B BARRY SYSTEM
C COLRT SYSTEM
o AJF TRAIMNING
F PAYROLL APPLICATION
e COMSTANT ATEST
K AP APPLICATION
L LOLAK BROCFSSTHG
[ | Maintain Linking sesTEM
T | Maintain Stapling IEM
4w | Display Images To Be Uploaded | COUNT SYSTEM a
‘ | Change System Description FNTS AND EXHIBITS
f _ FERSOMN COUMTY]
| Delste Systzm
4. Click Add.

Maintain Stapling

() Close| | () Add

Document Type | Primary System | Secondary Sy Index-1

Index-2 Index-3

*** Mo Staple Records *5=

Index-4 Index-5 Index-o Index-7

5. Enter the conditions under which the secondary document will be stapled behind the primary

document then click Submit.

4



Options Processing i

Maintain Stapling

(£ Submit | () Cancel

When Document Type

CR

I= Created In Svstem
L

Staple It Behind The First Existing Document In The Following
System Whose Indexes Satisfy The Comparison Rules Below:

L

COMPARISON-1; The Existing Index Must Match The Newly
Created Document Index, .
COMPARISOM-2: The Existing Index Is Thiz Defined Value.

Index Name Comparisonl  Comparison2

Indexs1: Yoo | lar
Indexz2: ~ or
Index#3: ¥ oor
Index#4: ¥ oor
Index#5: v or
Index#6: ~ or
Cochype: ~ lor

Celate Record:

A record will be created showing the new staple setup.

Maintain Stapling

@) Close | () Add

Document Type Frimary System Secondary Syst...  Index-1 Index-2 Index-3

CR L L Y

Auto Staple Process:

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.

Index-4 Index-3 Index-6 Index-7
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1. Scan and upload the Primary staple document.

Image Inguiry <« L-LOAN PROCESSING
| L-Loan PROCESSING | Menu Page 0 | of0
gﬂa Post Lookup Change System CIVISICN
1| Flags
S000L
02/20/2019 3
APPLICATICN b
From Create Date [3| To Create Date 3

QEearch @Functionsvl & Clear

=, Scan Functions 4 | Scan Using Indexes Above

i Drag Drop/Import Functions P & scan Using A Profile
of% .

3 Batch Indexin
- < a Upload Scanned Documents

3 Extra Grid Search

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

Image Inguiry “ L-LOAN PROCESSING
L-LOAN PROCESSING Menu = Page [ of 0
Jjﬂn,_i, Post Lookup Change System DIVISION

1| Flags
50001
02/20/2019 A
CREDIT REPORT .
From Create Date [3| To Create Date |

Q, search [#g] Functions ~ | & Clear

E 5Scan Functions b | Scan Using Indexes Above

gr. Drag Drop/Import Functions P & scan Using & Profile

Batch Indexin
o ¢ a Upload Scanned Documents

E Extra Grid Search

One Look (Windows) - 1

= d

@ Mo data to display Display Checked »
DATE DOCUMENT TYPE

X X 4

*** Ready to Search ***

1. Navigate to System L.

2. Input indexes including Document
Type (Application).

3. Click Functions, Scan Functions,
Scan Using Indexes Above,

@27

e Mo data to display Display Checked S
DATE DOCUMENT TYPE

X x x

*** Ready to Search ***

Scan your 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.

L-LOAN PROCESSING

Page 1 of 1 EE‘ Displaying 1 - 2 of 2

DIVISION DATE

[T | Flags

= TAB:

[l so001

02/20/201%

a2

Display Checked E Display Options -

DOCUMENT TYPE

APPLICATION
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If you click the Primary document for viewing, the Primary and ALL stapled documents will be displayed.

o =

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.

9.13.2. Manual Stapling

Image Inquiry “ | E-AR SYSTEM AR
Index Search Menu ~ T . . N e .
Page 1 of 1 i Displaying 1-4of 4 E Retrieve Request Display Checked == Display Options -
LI STIE Change System CUSTOMER # | NAME DATE DOCUMENT T... | TYPE CREATE-DATE | PAGES
[E1 | Flags
321
NAME &l 321 DUMDER MIFF.. | 12/22/2010 PURCHASE 0. | IMAGE 2018/10/10 001
ot = [l 321 DUMNDER MIFF... 11 INVOICE IMAGE 2018/10/10 001
AlE
&l 321 DUMDER MIFF.. | 01/03/2011 REMEWAL DO.. | IMAGE 2018/10/10 001
DOCUMENT TYPE &l 321 DUNDER MIFF..  01/18/2011 CHECK IMAGE 2018/10/10 001
From Date [A| To Date | ®  Add Notes
Q Search [>2 Functions ~ & Cear 4 ? Eaalinacs
(i) Index Details
@ Index Maintenance
Audit Information
[l addtoTemporzy | ydentify the primary document then

&= Addtostaple Grid | right-mouse click on the record . Select Add
) show n window to Staple Grid.

W

[

(PDF) Device [d:$00114116 | User Id: MCKENZY © Real Vison Softwars. All Rights Reserved.

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

= Finalize: Stzpl
& TR ") to complete the staple process.

Page 120 of 147



REAL VISION SOFTWARE INC

Image Inquiry « D-AP SYSTEM
Index Search Menw ~ | o, Page |1 of 1 a Displaying 1 -4 of 4
D-AP SYSTEM @ Change System VENDOR. 2 COMPANY DATE
"} | Flags
321
OMPANY 4| F 321 DUNDER MIFF...  12/22/2010
321 DUNDER MIFF. 01/03/2011
DATE [ —
3 DUNDER MIFF...  01/03/2011
DOCUMENT TYPE . @l 321 DUNDER MIFF... | 01/18/2011
om Date [3| To Date 3
o V| roR) Device 1d:50011411
Q) search [l Functions » &2 Clear { :
Hanual Staple Grid

® Close | &2 Clear Staple Grid |== Finalize Staple

(AR SYSTEM) (CUSTOMER. #) (NAME)
Primary (Seq 1) E 321 DUNDER MIFFLIN
(AR SYSTEM) (VENDOR #) (COMPANY)
Secondary (Seq 2 ) D 321 DUNDER MIFFLIN
Secondary (Seq 3 ) (] 321 DUNDER MIFFLIN

(DATE)
01/18/2011
(DATE)
01/03/2011
12/22/2010

er Id: MCKENZY

One Look (Windows) - 1

ST/ L

=]
1‘3«. Retrieve Request B Display Checked |E Display Options = 3
DOCUMENT T. TYPE CREATE-DAT [ T"; Display Temporary Grid
| &= Display Staple Grid |
=
PURCHASE 0.  IMAGE 2018/10/10 | §=_SHOW Row Numbers
INVOICE MAGE 201840710 Grid To Excel

RENEWAL DO...
CHECK

2018/10/10 | £ User Activity Chart
2018{10/10 00Y

© Real Vison Software. All Rights Reserved.

(NOT USED) (NOT USED) (NOT USED)

(NOT USED) (NOT USED) (NOT USED)

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

* These buttons operate under the rules of option security. If a user doesn’t have authority to

staple, they cannot use this feature.

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.
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Z-COURT DOCUMENTS AND EXHIBITS @22
Page |1 | ofl| » || @ Displaying1-4of4 [ Retrieve Request Display Checked == Display Options ~
CASE # FILE DATE PLANTIFF DEFENDANT CASE TYPE COURT/IUDGE | DOCUMENT TYPE
[C] Flags
[l 011319 04/24/2019 K ILES 0 PALIL E W TIME JUDGEMENT
011319 04/24/2018 K ILES 0 PALIL E W TIME ORDER
[ na13413019 K ILES 0 PALIL E W TIME PETITION
[ Sl 24/2019 K ILES 0 PAUL E W TIME PIC
Route Document
Linking b Right-mouse click the primary stapled record then select Maintain Staple.

Load Indexes
Audit Information

Add to Temporary

Maintain Staple

BEEJADEECR A HC O

Add to Staple Grid
Show In Window
Download

Delete Item

The Staple Grid will open with a list of the existing documents in the stapled bundle.
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Image Inguiry “ Z-COURT DOCUMENTS AND EXHIBITS &7

Ed £«

i Meni~ il ||| (4 4 |Page [1 |oft| b Pi| @ Otsplaying 1-4of4 [ Retrieve Request [B) Display Checked == Display Options + E

Z-COURT DOCUMENTS AND EXHIBITS E Change System B CASE # FILE DATE PLANTIFF DEFENDANT CASE TYPE COURT/JUDGE DOCUMENT TYPE

Flags

011319

04/24/2019 @ ||| m 011319 04/24/2019 KILES 0 PAUL E W TIME JUDGEMENT

[p— [ 011319 04/24/2019 KILES 0 PAUL E W TIME ORDER

||3 s 011319 04/24/2015 KILES 0 PAUL E W TIME PETITION )

DEFENDANT B 011319 04/24/2019 KILES 0 PAUL E W TIME PIC

CASE TYPE

COURT/JUDGE

DOCUMENT TYPE

From Date 5| To Date |

Search 1 Functions + Clea

Q éﬁ € d {PDF) Device 1500121748 User Id: MCKENZY ® Real Vison Software. All Rights Reserved.
Manual Staple Grid

|(%) Qlose | &2 Clear Staple Grid <=2 Finalize Staple

(COURT DOCUMENTS AN... | (CASE #) (FILE DATE) (PLANTIFF) (DEFENDANT) (CASE TYPE) (COURT/IUDGE)
Primary (Seq 1) z 011319 04/24/2019 KILES 0 PAUL E W TIME
Secondary (Seq 2 ) z 011319 04/24/2019 KILES 0 PAUL E W TIME
Secondary (Seq 3 ) z 011319 04/24/2019 KILES 0 PAUL E W TIME

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.

Image Inquiry “ | Z-COURT DOCUMENTS AND EXHIBITS RO
Index Search Menu = [ 4 | Page[1 o1 | D | | @ Displaying 1-4cf4 E‘ eve R Bl:'l o = D i
Z-COURT DOCUMENTS AND EXHIBITS Change System _ CASE # FILE DATE PLANTIFF DEFENDANT CASE TYPE COURT/JUDGE | DOCUMENT TYPE
| Fags

011319

04/24/2019 m ||| B 011319 04/24/2019 K ILES O PAUL E W TIME JUDGEMENT

PLANTIFF i 011319 04/24/2019 K ILES 0 PALIL E W TIME ORDER

A s 011319 04/24/2019 K ILES 0 PALL E W TIME PETITION I

DEFENDANT 11318 n4f24/2019 K ILES 0 PALL E W TIME PIC

CASE TYPE (3 Add hotes

COURT/JUDGE |t g

; (1) Index Details
DOCUMENT TYPE

- [#] tndex Maintenance

From Date (3| To Date 3 e Right-mouse click the record you want to add to the stapled bundle.

Q search B3 P 2 tes = Select Add to Staple Grid.
7 ' (PDF) ] lLeac] Device 1d:$00121748 | User Id: MCKENZY © Real Vison Software. All Rights Reserved.
[® pudit Information - =
¥
Manual Staple Grid
() Close | & Clear Staple Grid == Finalize Staple
(COURT DOCUMENTS AN...  (CASE #) (PLANTIFF) (DEFENDANT) (CASE TYPE) (COURT/IUDGE)

Primary (Seq 1) z 011319 044242019 KILES 0 PAUL E W TIME
Secondary (Seq 2 ) z 01131% 042472019 KILES O PALL E W TIME
Secondary (Seq 3 ) z 011319 04/242019 K ILES O PAUL 3 W TIME
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One Look (Windows) - 1

* Stapled records do not have to belong to the same System. In this example, we are adding

6. Select Display Options / Display Staple Grid.

a document from System C to a stapled bundled in System Z.

|E Display Options - |

4

Dizplay Temporary Grid

o]

=

Dizplay Staple Grid

L
2 —
—

E|

P

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

Showe Row Numbers
Grid To Ewcel

zer Activity Chart

Manual Staple Grid

(%) Qose &P Olear Staple Grid

(COURT DOCUMENTS AN

Primary (Seq 1) Z

Secondary {Seq 2 )
Secondary {Seqg 3 )

Secondary {Seq 4 )

NN N

(CASE #)
011319
011319
011319
011319

(FILE DATE)
04/24/2019
04/24/2018
04/24/2019
04/24/2019

(PLANTIFF)
K ILES
K ILES
K ILES
K ILES

(DEFENDANT)

O PAUL
O PAUL
O PAUL
O PALL

(CASE TYPE)

m m

(COURT/IUDGE)
W TIME
W TIME
W TIME
W TIME

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.
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Z-COURT DOCUMENTS AND EXHIBITS @22
Page |1 | ofl| » || @ Displaying1-4of4 [ Retrieve Request Display Checked == Display Options ~
CASE # FILE DATE PLANTIFF DEFENDANT CASE TYPE COURT/IUDGE | DOCUMENT TYPE
[C] Flags
[l 011319 04/24/2019 K ILES 0 PALIL E W TIME JUDGEMENT
011319 04/24/2018 K ILES 0 PALIL E W TIME ORDER
[ na13413019 K ILES 0 PALIL E W TIME PETITION
[ Sl 24/2019 K ILES 0 PAUL E W TIME PIC
Route Document
Linking b Right-mouse click the primary stapled record then select Maintain Staple.

Load Indexes
Audit Information

Add to Temporary

Maintain Staple

BEEJADEECR A HC O

Add to Staple Grid
Show In Window
Download

Delete Item

The Staple Grid will open with a list of the existing documents in the stapled bundle.

Page 125 of 147



REAL VISION SOFTWARE INC

Image Inguiry 4

Index Search Menu =

Z-COURT DOCUMENTS AND EXHIBITS [55) Change System
011319

04/24/2019 ]
PLANTIFF

DEFENDANT

CASE TYPE

COURT/JUDGE

DOCUMENT TYPE

From Date (3| To Date 3
O, search \* Functions = & Clear
Manual Staple Grid

(%) Close | &2 Clear Staple Grid == Finalize Staple

(COURT DOCUMENTS AN (CASE #)
Primary (5Seq 1) Z 011319
Secondary (Seq 2 ) Z 011319
Secondary (Seq 3 ) Z 011319

3. Drag and drop the record to the new position in the sequence.

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

4. Select Finalize Staple.

Manual Staple Grid

S 0 e it ]

(COURT DOCUMENTS AN | (CASE &)
Primary (Seq 1) z 011319
Secondary (Seq 2 ) z 011319
Secondary (Seq 3 ) [~] Drag and drop to reorganize 011319

Z-COURT DOCUMENTS AND EXHIBITS

Page 1 of 1

011319
011319
011319
011319

(FILE DATE)
04/24/2019
04/24/2019
04/24/2019

(FILE DATE)

04/24/2019

04/24/2019

042472019

&

FILE DATE

04/24/2019
04/24/2019
04/24/2015
04/24/2019

Device 1500121748  User Id: MCKENZY

¥

The reorganization of the records is now complete!

5.13.2.3. Delete a Stapled Bundle

Displaying 1 - 4 of 4

PLANTIFF

KILES
K ILES
KILES
K ILES

(PLANTIFF)
KILES
KILES
KILES

(PLANTIFF)
K ILES
KILES
KILES

One Look (Windows) - 1

L TRAE “

|3 Retrieve Request B Display Checked == Display Options ~

DEFENDANT CASE TYPE

COURT/IUDGE

DOCUMENT TYPE ?

O PALL E W TIME JUDGEMENT VE
0 PAUL E W TIME ORDER
0 PALUL E W TIME PETITION I
0 PAUL E W TIME PIC
& Real Vison Software. All Rights Reserved.

(DEFENDANT) (CASE TYPE) (COURT/IUDGE)

O PALIL E W TIME

0 PAUL E W TIME

0 PAUL E W TIME

¥

(DEFEMDANT) (CASE TYPE) (COURT/IUDGE)

O PALL E W TIME |
O PAUL E W TIME

0 PALL E W TIME

! This will delete the entire stapled bundle.

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

Z-COURT DOCUMENTS AND EXHIBITS AERE
Page 1 of 1 2 Displaying 1-4 of 4 [} Retrieve Request Display Checked = Display Options =
CASE # FILE DATE PLANTIFF DEFEMDANT CASE TYPE COURT/IUDGE  DOCUMENT TYPE
[C] Flags
[ 011319 04/24/2019 K ILES O PAUL E W TIME JUDGEMENT
011319 04/24/2019 K ILES O PAUL E W TIME ORDER
0 13413019 K ILES O PALL E W TIME PETITION
[ (& Add Notes 24/2019 K ILES 0 PAUL E W TIME PIC
Route Document
Linking b Right-mouse click the primary stapled record then select Maintain Staple,

Load Indexes
Audit Information

Add to Temporary

Maintain Staple

Add to Staple Grid
Show In Window
Download

EP E6 (7 fi|=0)08 @O & & B

Delete Ttem

The Staple Grid will open with a list of the existing documents in the stapled bundle.
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Image Inguiry “

Tndex Search Menu =

Z-COURT DOCUMENTS AND EXHIBITS [55) Change System
011319

04/24/2019 |
PLANTIFF

DEFENDANT

CASE TYPE

COURT/IUDGE

DOCUMENT TYPE

From Date 3| To Date 3
O, search (>4 Functions = & Clear
Manual Staple Grid

|(%) Qlose | &2 Clear Staple Grid <=2 Finalize Staple

(COURT DOCUMENTS AM... | (CASE =)
Primary (Seq 1) z 011319
Secondary (Seq 2 ) z 011319
Secondary (5eq3 ) F4 011319

Z-COURT DOCUMENTS AND EXHIBITS

(PDF)

Page |1 of 1

011319
011319
011319
011319

(FILE DATE)
04/24/2019
04/24/2019
04/24/2019

@ Displaying 1- 4 of 4

FILE DATE

04/24/2019
04/24/2019
04/24/2019
04/24/2019

PLANTIFF

KILES
K ILES
KILES
K ILES

One Look (Windows) - 1

L Tk

Retrieve Request [ Display Checked == Display Options ~

Device Id:500121748  User Id: MCKENZY

¥

KILES
KILES
KILES

3. Right-mouse click the record you want to remove.

4. Select Remove Record.

Manual Staple Grid

(%) Close & Clear M!Wm 2. Click Finalize Staple to delete the stapled bundle.

(COURT DOCUMENTS AN_.. | (CASE #)
Primary (Seq 1) z 011319
Secondary (Seq 2) z 011319
Secondary (Seq 3 ) z

(FILE DATE)
04/24/2019
D4f24/2019
04/24/2019

(PLANTIFF)

K ILES
KILES
KILES

“
DOCUMENT TYPE E
JUDGEMENT '
ORDER

PETITION
PIC

® Real Vison Software. All Rights Reserved.

DEFENDANT CASE TYPE COURT/JUDGE
O PALL E W TIME
O PAUL E W TIME
O PAUL E W TIME
O PAUL E W TIME
(DEFENDANT) (CASE TYPE)
O PAUL E
0 PAUL E
0 PAUL E
(DEFENDANT) (CASE TYPE)
0 PALL E
O PALL E
0 PALL E

(COURT/IUDGE)
W TIME
W TIME
W TIME

(COURT/JUDGE)
W TIME
W TIME
W TIME

1. Right-mouse click a record and select Remove Record. Repeat this for every record except Primary.

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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[T] | Aags

]
]
]
]

Page 1

CASE #

011315
011315
011319
011319

L;f\:‘,_‘l

FILE DATE

04/24/2018
04/24/2018
04/24/2018
04/24/2013

Displaying 1 - 4 of 4

FLANTIFF

K ILES
K ILES
K ILES
K ILES

@7+
E. Retrieve Request Display Checked E Display Options =
DEFENDANT CASE TYPE COURT/IUDGE DOCUMENT TYPE
O PAUL E W TIME JUDGEMENT
O PAUL E W TIME ORDER
O PAUL E W TIME PETITION
O PAUL E W TIME PIC

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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Z-COURT DOCUMENTS AND EXHIBITS @22
Page |1 | ofl| » || @ Displaying1-4of4 [ Retrieve Request Display Checked == Display Options ~
CASE # FILE DATE PLANTIFF DEFENDANT CASE TYPE COURT/IUDGE | DOCUMENT TYPE
[C] Flags
[l 011319 04/24/2019 K ILES 0 PALIL E W TIME JUDGEMENT
011319 04/24/2018 K ILES 0 PALIL E W TIME ORDER
[ na13413019 K ILES 0 PALIL E W TIME PETITION
[ Sl 24/2019 K ILES 0 PAUL E W TIME PIC
Route Document
Linking b Right-mouse click the primary stapled record then select Maintain Staple.

Load Indexes
Audit Information

Add to Temporary

Maintain Staple

BEEJADEECR A HC O

Add to Staple Grid
Show In Window
Download

Delete Item

The Staple Grid will open with a list of the existing documents in the stapled bundle.
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Image Inguiry 4

Index Search Menu =

Z-COURT DOCUMENTS AND EXHIBITS [55) Change System
011319

04/24/2019 ]
PLANTIFF

DEFENDANT

CASE TYPE

COURT/JUDGE

DOCUMENT TYPE

From Date

Q Search

(3| To Date |

\* Functions =

Manual Staple Grid
@ Clase | &2 Clear Staple Gid <= Finaliza Staple

(COURT DOCUMENTS AN (CASE #)
Primary (5Seq 1) Z 011319
Secondary (Seq 2 ) Z 011319
Secondary (Seq 3 ) Z 011319

Z-COURT DOCUMENTS AND EXHIBITS

Page 1 of 1

011319
011319
011319
011319

(FILE DATE)
04/24/2019
04/24/2019
04/24/2019

2 Displaying 1- 4 of 4

FILE DATE

04/24/2019
04/24/2019
04/24/2015
04/24/2019

PLANTIFF

KILES
K ILES
KILES
K ILES

DEFENDANT

CASE TYPE

One Look (Windows) - 1

“
|3 Retrieve Request B Display Checked == Display Options ~ E
h-]

COURT/IUDGE

&7

DOCUMENT TYPE

O PALL E W TIME JUDGEMENT

O PAUL E W TIME ORDER

O PAUL E W TIME PETITION I
O PAUL E W TIME FIC

Device 1500121748  User Id: MCKENZY

¥

(PLAMTIFF)

KILES
KILES
KILES

3. Right-mouse click the record you want to remove.

* The Primary (Seq 1) can not be removed.

4. Select Remove Record.

Manual Staple Grid

(%) Close ¢ Clear Staple Gﬂm 2. Click Finalize Staple to remove the record and update the stapled bundle.

(COURT DOCUMENTS AN | (CASE #)

Primary (Seq 1) Z 011319
Secondary (Seq 2 ) Z 011319
Sacondary (Saq 3 ) z

il Remove Record

(FILE DATE)
04/24/2019
04/24/201%
04/24/2019

(PLANTIFF)

K ILES
KILES
KILES

(DEFENDANT)

O PAUL
O PAUL
O PAUL

(DEFENDANT)

O PALL
O PALL
0 PALL

& Real Vison Software. All Rights Reserved.

(CASE TYPE)
E
E
E

(CASE TYPE)
E
E
E

1. Right-mouse click the record you want to remove. Select Remove Record.

(COURT/IUDGE)
W TIME
W TIME
W TIME

(COURT/IUDGE)
W TIME
W TIME
W TIME

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
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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.

Image Inguiry «| | C-COURT SYSTEM J|
C-COURT SYSTEM Menu = Page |1 of 1 @ Displaying 1 - 1 of 1 Display Checked = Display Options =
(3, Post Lookup Changs System B o CASE = FILE DATE PLANTIFF DEFEMDANT | CASE TYPE COURT/JUDGE = DOCUMENT

92821
11/23/14 = TAB:
ADVANCED NATIONAL WELDING D 52521 11/25/14 ADVANCED N CRAVEN COUL.. T A VWHIMES HOTICE

CRAVEN COUNTY TAX COLLECTOR
T

A WHINES

NOTICE

From Create Date [3| To Create Date |

o

Search [#2] Functions = & dear

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

o= Add Versi
4. Click e e (The document is opened in the RVI pc viewer and remains open in One Look.)
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One Look (Windows) - 1

- Back

E—] MHotes -
{m  Add Redaction
im  add Version
@@ Scan Appends

IS‘@ Import Appends

@

[£] Index Maintenance

Index Details

Email

B
8]
[Z Audit Information

[

Routing -

Download

TR

B I A s

Pl ADRIAMC, ELVIA JLENTH
S0 EMGLEWDOD LN
HEW BERN NC 2B582-3417

YEAR TICKET NMUMBER

ek imedi]

ACCOUNT NUMEER |

T

PROPERTY ADDRESS

PROPERTY TAX NOTICE
IMPORTANT: PLEASE READ FPRONT
AND BACK CAREFULLY

fMust Be Paid By Janwvary 5, 2016

. Ermnen Soumty
; CREVEN COURTY Tox COnLECTOR

i 2% POALLOCK 5T

] HEW BEERN hT 285002 b

-
¥ you hove sal the reol propenty assessod o you
please notify the now owner of ary unpad lases.

LAZEAC

o your morgage company is 1o pay this bill, pease
aEEUE That they have the smfarmaticn that they sl
noed te LNEars & proper and timaly paymsot, B yau
havd aivy Guostions sgaring this, plesss comact
wawe rncstpage coanpay diroctly,

For your convenience, parlial paymenis w8l be
acoepied bul the accouwnt musl be paid im bl by
January 5. 2016

.

B ¥ EGLER Bisd Sl

BILLING DATE ACREAGE
TW2R04

FIRE | CITY

LEGAL DESCRIPTION:

JURISDICTIOMTYPE TAX

BILLING INFORMATION AND CALCULATION

TAX RATE PER $100 VALUE TAX AMOUNT
03673

COLNTY GENERAL TAX v2vn | TAXABLE VALUATION
TWP# FIRE DISTRICT L 04068 178
Ly
BUILDINGS
TOTAL REAL
PERSOMAL ZE
RECYCL MG FES 1 0
COLMTY LATE LISTRIG 141
' TEaTal 7 EA
Crudshor wmes sten fow
N o A B M S
DUE DATE PRIOR YEARS TAXES DUE i - 1]
TOTAL DUE 551,45

ACOOUNT
MNLIMBER

Q134T0 | e |00s eI g

DETACH AND RETURN THIS PORTION WITH PAYMENT

PAY THIS

FIRE | CITY | 830 AMOUNT

L 19125200 26145

T G AHGE YU AL A0 LRSS, PLEATE
FLE V0T ML AGOAESS SO

HDURERR,
o

SIATE I

SORIAHG, BV JUDITR
530 EMGLEWOOD L -
HEW FERK MC 2ETG2.3457

Image ID:CALAAAAT

A RETAACE R

CRAVEN COUNTY Tax COLLECTOR
223 POLLOCK ST 6,
MEW BERM RC 235804981 .
Illl-”ulhllln"llllI-|II-IIIIIi-lI-IIIIIIIIII-I‘IIlrI.i-IIII

2
E ' B T
551000037020 1'-|I:II:I'“IE'=|.E':|1.-E-|!1:IEII:II:ISLHEElr

4

o

Ll
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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.

Yleszage from webpage X

| Position to the page to be versioned in the RV Viewer, Then
Click the 5can Button Below,

Ok

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.

() Close

Scan Version Page Do Mot Accept
The scan will automatically start.

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

() Close |

Accept Do Mot Accept

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

Message from webpage

| Version Complete, The following page was versioned:
CAamnaANT 001

A V will now appear next to the versioned record.
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C-COURT SYSTEM a7

Page |1 of 1 .E,—”‘ Displaying 1 - 1 of 1 LA Display Checked E Display Options -
CASE = FILE DATE FLANTLFF DEFEMDANT CASE TYPE COURT/JUDGE = DOCUMENT
[ | Flags
= TAB:
|:| 92621 11/25/14 ADVANCED N CRAVENCOU... T A WHIMES HOTICE

5.14.1. Previous Versions

Previous Versions allows for viewing previously versioned pages.

* 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.

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

. . . . . M4 Previous Versions . ] o
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

M Previous Versions .
from Image Inquiry.
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Image Inquiry <«
C-COURT SYSTEM Menu ~

/i, Post Lookup Change System

ADVANCED NATIONAL WELDING

CRAVEN COUNTY TAX COLLECTOR

T

A WHINES

NOTICE

From Create Date|[8| To Create Dhte |3
Q, search [*4 Functions & Clear

-~ Back
E—] Notes -

I # 5can Appends

+ Import Appends
(i) Index Details
| ] Index Maintenance
E1 Email
:‘| Routing -
@. Audit Information

[ Download

Image ID:CAARAAAT

LEGAL DESCRIPTION:

BILLING NFORMATION AND CALCULATION

JURISDICTIOMTYPE TAX
ARTY GENERAL T

CODE| TAX RATE PER 5100 VALUE

One Look (Windows) - 1

~ |l
. -
TAX NOTICE g
ASE READ FRON 7
BACK CAREFULLY g
i

W

&«

View Previous Versions

@ Close Page |1 of 1

Dot Type Index 1
NOTICE 52921
NOTICE 92921

-]

@ Displaying1-2 of 2

Date
05/08/1%
05/08/1%

14:56:19

Page Versioned

1
1

= Driginal

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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Image Inquiry

C-COURT SYSTEM Menu -

{3} Post Lookup E Change System
92921

112514

ADVANCED NATIOMAL WELDING

CRAVEN COUNTY TAX COLLECTOR

T

A WHINES

NOTICE

O, search

[8|7 eate Late 3

& Cear

7@ Functions ~

View Previous Versions

® Close Page 1 of 1

Dot Type ndex 1
NOTIC 52521
NOTICE 52521

9.15. View

<

-
E—J Notes

i
44 Previous Versions 15

Back

0

(YT
.= Add Version
=y

[0 Scan Appends

(e Import Appends

(i) Index Details

o [6] Index Maintenance
(| Email
:] Routing -

H Audit Information

j Download

Image ID:CAAAMAAT

Versioned Document

T

IR

One Look (Windows) - 1

o 4«
Ermien Wawnty AR e Ao SR g
L PROPERTY TAX NOTICE ]
IMPORTANT: PLEASE READ FRONT E
AND BACK CAREFULLY -
il Must Be Paid By January 5, 2016
LTI —
2 W piu have sold the re| propery assassed 8o you. | =
vt iy ety e mew owor of sey urgaid tases. | & ¥
:5} W your mor "_ =
. NG pririoly :
b ME ¥ 1|y
W comwenience, parial pagments will be ;
soepted bat She accoun must e pad in full by |2
January "
TICKET NUMBER ACREAGE N
|
BILLING INFORMATION AND CALCULATION E
[ sumispicrionrPe Tax_{co0E| TAX RATE PER §100 vALLE |
COLINTY GENERAL TAK 14375 ‘ o TAXABLE VALLIATION
LAl
| T
| I
| |
KAATE L i o
| | e
*
~
CEeEEah Page Versioned
Srmwon Ensmy s e . ol i
; PROPERTY TAX NOTICI 1 - Original
IV TAXT: FLEASE READ FRONT Rk
AND BACK CAREFUILLY 1
Must Be Paid By Jaruary 8, 2016 \
Single-mouse click a record
- to view a previous version.
Yo 1o cemmpary
The image will open in a
new window.
ety TAXABLE VALUATION
] T v

1.

From Image Inquiry use a single mouse click to select an image system code.
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Image Inguiry “ Awailing System Selection &7
Image Systems Menu + || A Page of 0 No data to display Display Checked == Display Options =

Total systems: 8 [l

Sy System Mame =~ i

Bmssacoud suondo =

** Ready to Search *
D AP TRAINING

ACCOUNTS PAYABLE

AP APPLICATION

COURT DOCUMENTS AND EXHL...

COURT SYSTEM

DOCUMENTATION

PAYROLL APPLICATION

1 SPOOL FROM ISERIES

ER G

hd Real Vision Image Inquiry Device Id:SEED70969 | User ID: MCKENZY & Real Vison Software. All Rights Reserved.

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.

Q Search

If no index value is required, the user can select the button to view ALL images in the system

code.
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Image Inquiry “ | Z-COURT DOCUMENTS AND EXHIBITS e «
Z-COURT DOCUMENTS AND EX.... Menu = Page 1 of 1 A Displaying 1-7 of 7 B Display Checked E Display Options - g
{i=) change System - CASE # PLANTIFF DEFENDANT CASE TVPE COURT/IUDGE DOCUMENT TYPE 3
== Flags E
65" £
P TIFF = TAB:
DEFENDANT El N 657895 K ASHLEY J JOHMELL ESC M MAGTOW RESPONSE
Fl N 657855 K ASHLEY J JOHMELL ESC M MAGTOW MISC
E TYPE
[F] NR 657895 K ASHLEY J JOHMELL ESC M MAGTOW JUDGEMENT
. |_| NR 657895 K ASHLEY 2 JOHMELL ESC M MAGTOW PETITION
DOCUMENT TYPE ] 657895 K ASHLEY 7 JOHMELL ESC M MAGTOW PETITION
From Create Date (3| To Creste Date |3 E r 657385 K ASHLEY 7 JOHMELL ESC M MAGTOW RESPONSE
F eate Date ) Create Date
|_| R 657855 K ASHLEY 2 JOHMELL ESC M MAGTOW ADDITIONAL EVID.,,
Q Search [#@l Functions « & Qear |« .
Real Vision Image Inquiry Device 1d:$EE0709B9 | User ID: MCKENZY © Real Vison Software. All Rights Reserved.

r s

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.

* 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.

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.

CASE = FILE DATE FLANTIFF DEFEMDANT CASE TYPE COURT/IUDGE DOCUMENT TYPE

Flags
[ Fiag PETITION|
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One Look (Windows) - 1

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

Display Checked

Image Inquiry

Z-COURT DOCUMENTS A... | Menu =

Change System

65

| PLANTIFF

| DEFENDANT

| CASE TYPE

| COURT/JUDGE

| DOCUMENT TYPE

|Fr0rr| Create D:|E|T0 Create Date|E

Q Search @ Functions + & Clear

- Back

E)  Show Notes
@ Add Notes
M Frevious Versions

Add Redaction

o
I..J

Scan Appends

Scan Versions

© &) 8P

Index Details
[£] Index Maintenance
=l Email

;:I Route Manually

[E Audit Information

IN THE 16th CIRCUIT COURT OF JACKSON COUNTY, MISSOURT
FAMILY COURT DIVISION

AT KANSAS CITY AT INDEPENDENCE
IN RE THE MARRIAGE OF;
]
Petitioner 1]
¥
amel ) Crse Moz
¥ Division:
}
Respondent )

CASE MANAGEMENT STATEMENT — MOTION TO MODIFY
Instructions:

This Case Management Statement must he completed by ech attorney of record. The
original is to filed with the Court, and copies mailed to the Judge or Commissioner and all other
counsel al least seven days prior to the Case Management Conference,  Counsel need only
complete those portions which are relevant to [ssues in controversy. All answers must be typed.
Present date:

Atorney's name and party represented:

State the rames and ages of any minor invelved in this procecding:

Is begal or physical custody a contested issue?

Submit your proposed Parenting Plan to opposing counsel and the Court with the Case
Management Statement.

Set forth a concise description of any isswes regarding restriction of visitation,

State any isswes which moy require the nppointment of a Guardinn Ad Litem.

Have the parties attempied mediation? IF not, suggest a proposed medlator for the
Court 1o consider. {NOTE: 1 the parties canaotl ageee on a mediator, one will be

Appointed by the Court at the Case Management Conference.

Has your client attended Re-FOCIST Provide the dates your client attended or is
Scheduled to atfend the Re-FOCIS classes,

ﬁ!mdsmlglloa|

Image ID:ZAALARAS

I4 4 |Page |1 |oft| b Wl|&Y Displaying1-10f1

- |

=

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?rgstyp=externallink&sys=7&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.

Image Inguiry L
Z-COURT DOCUMENTS AND EXH... Menu -
Jjﬂa Past Lookup Change System

CASE #:

PLANTIFF

DEFEMDANT

CASE TYPE

COURT/IUDGE

DOCUMENT TYFE w
From Create Date |[3| To Create Date [

Search @ Funchicns = &2 Clear

SUE Past Lookup

The user can now click to process the request.
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Image Inguiry L

Z-COURT DOCUMENTS AND EXH... Menu -

|,GUE Post Lookup Change System

CASE #: 100919

PLANTIFF

DEFEMDANT

CASE TYPE

COURT/IJUDGE

DOCUMENT TYPE w

From Create Date |[3| To Create Date B

©, search [*¢! Functions « & Clear

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.

Image Inquiry « Z-COURT DOCUMENTS AND EXHIBITS a)?
Z-COURT DOCUMENTS AND EXH... Menu = Page |1 of 1 @ Displaying 1-3 of 3 Display Checked == Display Options =
{5 Post Laokup [ change system CASE = PLANTIFF DEFENDANT CASE TYPE COURT/IDGE DOCUMENT TYPE
= o Flags
CASE =

ENDANT 100519 A APBLE B BELL = D DOLE ORLER
- 100919 A& APPLE B BELL C D DOLE PETITION
ASE TYPE & 100819 A APPLE B BELL c D DOLE AMENDMENT
JURT 5
JCUMENT E e
o Date |3 ToC 3
Q Search [>al Functions « & Qear Results after clicking Post Lookup button based on the criteria from the original post:

http: / [localhostf rvif php/ rvimainxml.php?rgstyp=externallink&sys=1&11=100919&profile=&usr=mckenzy

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.

! Scanning in Google Chrome requires RVI PC viewer 8.1.1389 or newer.

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.


http://www.realvisionsoftware.com/

B rRVI Image System 9 — O *

Image View Scan  Print Page Host
5 1t e o o g5 @& P + =1
k O 2 o T I AN |.-'1'«ppr|:|veu:| J

kA
>
#

LOUISIANA UNIFORM ABUSE PREVENTION ORDER

COURT NAME AND PARISHACITY:
JUBICTAL DA ISB0N: DOCKET MO -
RAPDESFALEXANDRLA FILED: CLERK:
JUDGEMENT OF DISMISSAL
FETITIOMER'S MAME: CINDY L STEVENS
Firme Aiden i =
Dtz of Birth ON1 5480 Semi _F Rage:

a behall of (e, dats of bink, and resonship W petitionerc
SARAH STEVENS, 0a99%%, DAUGHTER

DEFEMDANT'S NAME: PHILLIF . STEVEMS _
Fired M Lt
Dune of Bind 0125Ta Sex M LT _
Adidress: 10 Sasm HiTl B, A bpesadria, LA 0301
Sncial Securiy # QO0D0-00%0 O, Lie, § | FMEETER St LA Bap. RG]

IT I5 HERERY QDERED, ADIUDGED, med DECRELD tha the Petition for Protection from Atuse filed on
dayaf — T

e ___ J—
i hereby disméssed.
WITHOUT PREIUENCE:
O partilioner's mostion
O peiitioner's feilure o appear end procesd {provide roum

WITH PREJUTHCE:
O pelilicmes’s failurs o prove by the apsropriale sandard ihe slegetions costmined i the

& Perition foor PredectSen From Alide. s reemnk
Dane of Chnder
s £ T p———— __?_
o SIGRATURE OF JUBGE. ’

Cepies e 1) Cowrt file 7} Pains 1) Defawde d) Lirw Eall i e srrviee §) Lo
e i Brecram| sgeracy dosigasted fos wrvise i

PAMED BUAILED TO LA PHOTLETIVE CRDER EEGISTRY  DATE: CLERE:

B54 [Document 1 Page 1 of 1]

Ready Document 1 of 1 C:AAvISCACHENQ AdAAFUIE. 001 Connected: A

* For detailed information on the RVI PC Viewer features, reference Chapter 1 in the RVI
System Operator’s Guide.
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8. HELP

8.1. Contact Real Vision Software

Phone: 318-449-4579
Email: support@realvisionsoftware.com
Website: www.realvisionsoftware.com
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