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Processing Steps Screen Shots 

How to Access Filenet 
Documents 
 
Step 1:  
Launch Internet Explorer or Safari 
from your desktop. 
 

 

         

 

 
Step 2:  
Your home page opens.  If your 
home page is not the CSUF 
website, type www.fullerton.edu in 
the address bar and press Enter on 
your keyboard. 

 

 
 

 
Step 3:  
Under Portal Login, enter your 
campus username and password.   
 
Click the Login button.  

  

 
 

 
Step 4:  
Click on the Titan Online tab.  

 

 
 

http://www.fullerton.edu/
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Processing Steps Screen Shots 
 
Step 5: 
Click on My Workplace in the 
eContent panel.  
 

To find out how to make the 
eContent panel more easily 
accessible, view the next section in 
this guide: Moving the eContent 
Panel. 

 

 
 

 
Step 6: 
Click on Documents. 
 

 

 
 

 
Step 7: 
You are now able to see all of the 
different document searches that 
are available to you. 
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Basic Document Search 
Features 
Step 1: 
Click on the document search you 
wish to use. 
 

Some document searches are 
filed in folders. Click on the folder to 
view the available document 
searches in that folder. 

 

 
 

 
Step 2: 
Enter one or more search criteria to 
locate a specific document. 
 
Then click Search. 
 

Depending on the type of 
document you are searching for, the 
available search fields may be 
different. 
 

 

 
 

 
Step 3: 
A list of the documents that meet 
your search criteria appears. 
 

 

 
 

 
Step 3a: 
To sort your search results by a 
column, click on the column header. 
 

 

 
 

 
Step 4: 
Click on a document title to open it. 
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Processing Steps Screen Shots 
 
Step 4a: 
It may take a few moments to open 
the document. You may see a Java 
progress indicator as the system 
processes your request. 

 

 
 

 
Step 4b: 
PC users may see this security 
information notification.  
 
Place a check mark next to Always 
trust content from this publisher. 
 
Then click Run. 

 

 
 

 
Step 4c: 
Macintosh users may see this 
security information notification.  
 
Place a check mark next to Allow 
all applets from 
“erpaetprd.fullerton.edu” with 
this signature. 
 
Then click Allow. 

 

 
 



QRG-Retrieving Scanned Documents from Filenet FINAL 

Last Revised: 07/27/12 Page 5 of 8 

Processing Steps Screen Shots 
 
Step 5: 
The document opens in a new 
window. 
 

 

 
 

 
Step 5a: 
Documents scanned in 2004 or 
before may not load in this view. An 
error message will indicate that 
getting the document content failed. 
 
To request the load of old 
documents, please contact your 
department’s contact person listed 
in the table on the right. 
  

 

 
Department Contact person 
Admission and Records Maria Mezhinsky 

(mmezhinsky@fullerton.edu) &  
Joe Hackbarth 
(jhackbarth@fullerton.edu) 

Div. of Administration and Finance Barbara Scarpa 
(bscarpa@fullerton.edu) 

Financial Aid Wayne Goodwin 
(wgoodwin@fullerton.edu) 

Credentials Kristy Mata (kmata@fullerton.edu)  
  

 
 

 

mailto:mmezhinsky@fullerton.edu
mailto:jhackbarth@fullerton.edu
mailto:bscarpa@fullerton.edu
mailto:wgoodwin@fullerton.edu
mailto:kmata@fullerton.edu
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Basic Document Tools 
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Moving the eContent Panel 
Depending on your Titan Online 
access, the eContent panel may be 
located at the bottom of the screen. 
You can move this panel to a 
different location on your Titan 
Online page to make it easier to 
access. 
 
Step 1: 
On the Titan Online page, hover 
over the eContent title bar. Your 
mouse cursor will change to a four-

way navigation icon ( ).  
 

 

 
 

 
Step 2: 
Click on the eContent title bar and 
drag it to the location where you 
want it to be. 
 
In the example at right, the 
eContent panel is being dragged 
above the Student Administration 
panel. 

 

 
 

 
Step 3: 
The eContent panel has now been 
moved.  
 

You can “drag and drop” any 
panel on the Titan Online page with 
the exception of System Messages, 
Employee Self Service, and 
Manager Self Service. 
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