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Processing Steps

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 | | “/ L2 (Iﬁ http: e Fullerton eduf )

(j California State University, Fullerton - Windows Internet Explorer

e

the address bar and press Enter on ;

your keybomrd, P Fle Edit ‘iew Favorites Tools  Help w @snaat B g
<7 Favorites ﬁ Califarnia Skate University, Fullerton | |

Step 3:

Under Portal Login, enter your — souras oom  vserare [N - I N

campus username and password. #88| CALIFORNIA STATE UNIVERSITY e Oerrs O aresse

“I* FULLERTON &

C|ick the Login button_ I IIH:’ CURRENT STUDENTS ALUMNI FUTURE STUDENTS FACULTY & STAFF COMMUNITY & VISITORS INTERNATIONAL ESPANOL

Step 4:

Click on the Titan Online tab. Facultnytaff “J""" Log Out

My CSUF Email Services Training BlackBoard Profile
Admin Titan Online
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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.

¥ UOIRpacE provides access to Electronic Forms, Workflow
Processes, and Reports for Finance, Human Resources, and
Student Administration.

Training Resources

=] eForms - FAQ

=] eForm General Training Guide
=] eForm Payroll Training Guide
=] eForm Benefits Training Guide
=] eForm Evaluations Guide

i=] eForm Sharing an eForm Guide

Step 6:
Click on Documents.

CALIFORNIA STATE UMIVERSITY, FULLERTON

cmstraining3 | Wednesday, July 25, 2012

B My Workplace

eForms - HR. Class | Comp
eFaorms - Human Resources

eForms - Finandal Services

Request Form
Documents

Step 7:

You are now able to see all of the
different document searches that
are available to you.

My Workplace
E My Workplace

eForms - HR. Class

@ Search Documents

ns - Human

ns - Finandial Services S0 amR staff @
ork 3 Admin & Finance Documents @
IT Access Request Form A oFa student Records @

Documents

9 search AF AS RECONS Documents (3]
9 search HDCS CREDENTIALS DOCUMENTS ()
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Basic Document Search
Features

Step 1:
Click on the document search you
wish to use.

My Workplace
E My Workplace
nz - HR Cl

@ Search Documents
- Human

| 4 Az staff 3] I

(£ Admin & Finance Documents @
9 oFa student Records (]

ez Request Form

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

Documents

9 search AF AS RECONS Documents (3]

9 search HDCS CREDENTIALS DOCUMENTS (3]

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.

e I

Selected Search Template: TMAGING_0S > 9] A&R Staff

8 Hide Search Criteria

Find released documents, where:

CWID &5 equal fo 388885888

LastName contains v |

FirstName = contains

DOB s equal to

2 giear i)

SEN & equal fo |

ScanDate &equalio (7/18/12

= gear (Mgt

DocType & aqual to |

Schoal i equal to |

Term i equal to |

DocGroup & equal fo |

{2 Printable View

Max Results:

" Search ]I Restore Defaults

Ste 3 ¥ Actions Menu Items Found: 3 View: Detaled = Show Items: 20 =
A ||St Of the dOCUmentS that meet I Title CWID LastName FirstHame DOB DocType School Term ScanDate F_ENTRYDATE DocGroup
i i F ARTranscripts1 888388888 Thomas Joel 7/9/75 12:00 AM  APPU 7/18/12 12:00 AM  7/18/12 12:00 AM  AR_OMLY
you r SearCh Crlterl a appears |:| @ 87654321 888888888 Doe John 7/9/70 12:00 AM APPU 7/18/12 12:00 AM  7/17/12 12:00 AM  AR_OMNLY
(] ARTransaipts3-7654321 888888888 S Robert 7/17/12 1:00 AM  APPU 7/18/12 12:00 AM  7/18/12 12:00 AM AR _ONLY
Step 3a: * Actions Menu Items Found: 3
To sort your search results by a = Title CWID Ler*ame Firsthame DOB DocType
column, click on the column header. |:| @ ARTranscripts1 383835838 Th@ Joel 7975 12:00 AM APPU
&l @ 87554321 335858588883 Doe John 7270 12:00 AM APPU
El @ ARTranscripts3-7554321 838888888 S Robert 71712 12:00 AM  APPU
Step 4 w Actions Menu Items Found: 3
Click on a document title to open it. i Title CWID Lastame & Firstame DOB DocType
[ [ 87554321 538883888 Doe John 7/9/70 12:00 AM  APPU
D ARTranscripts3-7654321 8833883833 S Robert F{17/12 12:00 AM  APPU
[F ARTranscripts1 233888888 Thomas Joel F/9/75 12:00 AM APPU
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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.

\
v S

-

B =
¢ Java

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.

=

Security Information

From:

The application's digital signature has been verified. «
Do you want to run the application? =2
Name: ViewONE

Publisher: International Business Machines

http: {ferpaetstd 2. fullerton. edu:S080

Always trust content from this publisher

This application will run with unrestricted aceess which may put
wour personal information at risk. The publisher’s identity has been More Information...
wverified. Run this application onby if you trust the publisher.

Run H Cancel

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.

An applet from “erpaetst02.fullerton.edu” is requesting
access to your computer.

The digital signature from “International Business Machines” has been
verified.

|| Allow all applets from “erpaetst02 fullerton.edu”™ with this signature

| Show Details... | | Deny | | Allow |
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Page 4 of 8



QRG-Retrieving Scanned Documents from Filenet FINAL

Processing Steps Screen Shots

Step 5: | Image Viewer - [Page 1] ‘ B - B - 0 & - Page~ Safety~ Tools~ @~
The document opens in a new 2 & 8 aa R HE+ & 4P U H 9 5l
window. - >

IH California State University, Fullerton | FormID ]

]

e C A LS T AT
%FULLERTO Finance System Access Request Form [ J

Iy

< El iD:

o (én“ﬁonasee : Campus E-mail:

A First Name: Last Name: _
[a] Bl
D Department Name: Department ID:

= Title: Campus Extension:

()

o Division; Manager:

& |:| Permanent [ | Temporary If Temporary, List Appointment End Date:

) [JFaculty [} Staff [T]Management  [] Student [C] other

(@}

7 e APy i

" ] Distributed User ] central User

Please select the necessary role below. Note: The comresponding Finance Distributed Rofe will be selected

@ ppayealy. o, iy [ =Y " 4 lmis  mmd T Avin A Aani D hd
W[4 [ »w[ i [w [ A Pagetors

NEEEEEEEE oo

Step 5a:
. Error Message
Documents scanned in 2004 or
before may not load in this view. An Getting document content has failed.<br> com.filenet.api.exception.EngineRuntimeException;This
error message will indicate that operation returned because the timeout period expired. [Code=null] ... Object Reference

[DOCUMENT:1] ID "{00921FB6-5866-3573-BD2B-D78F719DB42E}" in ObjectStore "IMAGING_OS";
OMFC/Document/GetContent//E_TRANSACTION_TIMEQUT

getting the document content failed.

To request the load of old Show Details Sign Qut Close Window
documents, please contact your

department’s contact person listed
in the table on the right. Admission and Records Maria Mezhinsky

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

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

Department Contact person

Financial Aid Wayne Goodwin
(wgoodwin@fullerton.edu)

Credentials Kristy Mata (kmata@fullerton.edu)
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Basic Document Tools

& 7 v = Qé ~ Page~ Safety v Tools = I@lv

(€ Image Viewer - [Page 1 tif]

B Qe REFES 24P B0 H 9 Al

-

California State University, Fullerton FormiD
inance System Access Request Form

Campus E-mail:

Last Name:

Annotation Toolbar

Department ID:

Campus Extension:

Manager:

Division:

|:| Permanent [ | Temporary If Temporary, List Appointment End Date:
[ | Faculty [ ] Staff [J Management @l Student [T Other

nelow. Note: The corresponding Finance Distributed Role will be selected

Olale A all 0 dmik 11 .Y AVICE A ceonlfont Maoe
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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 (q%p).

Wi | Articles and Sections

Course Catalog Search
[= Class Schedule Search

Reqistration Guide

eContent

’\41 WorkPlace

My Workplace provides afce)

Student Administration

Training Resources

gForms - FAQ

eForm General Training Guide:
eForm Payroll Training Guide
eForm Benefits Training Guide
gForm Evaluations Guide
gForm Sharing an eForm Guide

Catalog/Schedule of Classes

Processes, and Reports for Fi

FINAL
Processing Steps Screen Shots
Moving the eContent Panel | | s S
Employee
. . . F to-date Fall 2012 fi f it | t T g
Depending on your Titan Online nito fefs folerton eduiceamiormations | o Guide
access, the eContent panel may be Student Administration =

Campus Resources Training Resources

Student
Administration
Student Administration

PeopleSoft Application E
] |

[=] Academic Advising

Academic Calendar

Admissions & Records

Extended Education

FERPA Information
inancial Aid

Library

Parking

[=] Student Financial

Services

[=| Training Resources

Human Resources ]

E" Human Resources
Human Resources
PeopleSoft Application

3 to Electronic Forms, Workflow Campus Resources Training Resources
ce, Human Resources, and .
=| Human Resources
=] Faculty Affairs &
Becords

areer Center

[=| HR Training Resources

Financial Aid
Forms
Finance ]
E" CFS Finance Campus FIS Resources Training Guides
System Resources

as of 7HIO010 =1 FIS Account E R

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.

View All Articles and Sections

Catalog/Schedule of Classes

Course Catalog Search
[F Class Schedule Search

Reaistration Guide

e e T
rates). B AN
Emplovee
For up-to-date Fall 2012 fee information please go to Training
http:/fsfs fullerton.edu/Feelnformation/ Guide

eConfent

i

5]

Student Administration [ ]

248
E" Student Campus Resources Training Resources
Administration
1] Student Administration cademic Advising [=] Training Resources

PeopleSoft Application cademic Calendar
dmissions & Records
xtended Education
ERPA Information
inancial Aid
ibrary
arking

=] Student Financial

Services

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.

rates).

View All Articles and Sections

Course Catalog Search
= Class Schedule Search

Reaistration Guide

For up-to-date Fall 2012 fee information please go to
http-//sfs fullerton edu/Feelnformation/

Catalog/Schedule of Classes =] Training Resources

Tutorial
AN
Emplovee
Training
Guide

eContent ]

MM

~| My Workplace provides access to Electronic Forms, Workflow Processes, and
Reports for Finance, Human Resources, and Student Administration.

eforms - FAQ

eForm General Training Guide
eForm Payroll Training Guide
eform Benefits Training Guide
eForm Evaluations Guide
eForm Sharing an eForm Guide

Student Administration |

= Student Campus Resources

Administration
Student Administration
PeopleSoft Application

Training Resources

=| Academic Advising [=] Trainina Resources

FERPA Information
= Financial Ajd
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