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JDox User’s Manual

Chapter 1
Introduction

Welcome to JDox, an innovative solution to data sharing, storage and retrieval that is unlike any
other data storage utility. JDox can best be described as a large database that keeps your
documents in digital format as opposed to having paper documents in a filing cabinet. The key
benefits of using JDox is the search feature that makes locating documents quick and easy.

The benefits of using JDox include:

*  Access JDox anywhere you have internet access

*  Secured Data - JDox is a https:// secured website that uses 128 bit encryption for layered
security

*  Multiple Browser Support - Google Chrome is recommended, but you can use any of
the popular browser such as Firefox, Safari or Internet Explorer

*  Secured with a user name and Password to log on. (Note: immediate online password
reset if you forget your password)

*  Access to the privileges/rights are assigned by school administration

* Ongoing help online or you may contact JDox Support

*  JDox supports multiple file types such as Microsoft Office files, Text Files and jpeg files.
Adobe Reader is recommended, even though you will use PDF most of the time.

Definitions

Metadata — A set of data that describes and gives more information about other data.
Metadata is used to retrieve, use or manage your data quickly and easily. The author, date
created and date modified are examples of metadata.

Metadata in JDox works the same way, which is why it is important to properly label your

documents and files and utililize key Metadata words, such as Purchase Orders, Students, etc., to
save and locate your documents.

Schema — The Schema in JDox are groups of metadata related to file types.  Your Logon an
Password allows you to have access to certain schemas according to your needs.
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If you handle multiple types of records, you will have multiple schemas available via a pick
menu as shown below.

a DOX Home CheckedOut Inbox Upload Help Settings Log off
Upload

™ JR3 Education Assoc Schema: 80 Defaut -
B0 Defauit -
Metadata V BO Finance
| BO Payroll
Document Ty BO Staff/Student -
| Cab MISC =
| Caby Personnal poe
District: | Cab Student Record | -
et | Default 3
Subject:
Notes: EML
Finance Documents
Period Pay I Front Desk VYYY

, General Finance
HR Scherma T —
Select File(s) | Human Resource
| I3 Default Schema
*If uploading more than one file fill in the metadata in the | JR3 Finance
| IR3 Staff

| 5 z | | Misc Record
_Bromeani‘les | o Metadats

Schoal Year:

What You Need

Basic JDox users only need:

v" Internet Access
v" Web Browser (Google Chrome Recommended

Users who will be scanning and/or editing records may also need:

v' Scanner (Fujitsu’s xi500 is a great desktop scanner for about $400
v Adobe Pro (Recommended)

Rights and Privileges

JDox enables the Administrator to assign rights and privileges to each user, based on the
district’s criteria for enhanced security.

* Your Logon/Password allows only the functions and activities as determined by your
local administration.
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* The delete function is reserved for only a critical few. If files are mistakenly deleted,
there is a 30-day grace period for recovery. You will need to contact your System
Administration (JDox) to facilitate the recovery.
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Chapter 2
Getting Familiar with JDox

JDox’s layout is easy to maneuver through. This chapter will familiarize you with all of the
JDox screens and tools available to assist you in uploading/saving, searching, viewing and
printing your district’s files.

Icon/Function Buttons

Throughout JDox you will see Icon Buttons. These Icon Buttons allow you to perform a
function or gives you additional information, with just one click. These Icon Buttons mean and
do the same thing throughout JDox, so becoming familiar with them will simplify your tasks.
2 Edit Button — Allows you to edit a document
7 Check Out Button — opens a document for your use and locks out to others while you are
making changes
&l Details Button — Gives Metadata information such as Filename, Folder ID, Schema,
Uploaded By, Uploaded Date and Description., as well as the ability to Edit the metadata
and folders on a file.
&t Delete Button

Naming Files

Filename Limitations

While most organizations have standardized guidelines for naming their files, it is important to
avoid the following characters when naming files to upload into JDox to avoid potential
uploading errors.

<>, . /\2()!tr - @S %N &
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If filenames contain any of the special characters listed above, programs can interpret these as
operators or functions instead of part of a filename, and can cause uploading and downloading
issues.

Windows hides the true length of filenames and their absolute paths; therefore, long filenames
can also be problematic. Try to limit the characters in the name of the file.

File Naming Convention

To get the most of the Metadata and Schema search features, it is highly recommended that file
naming policies be developed.

How to Access JDox

Make sure you have internet access. When you are setup, you will be given the link to the
appropriate web location for your district.

You will be directed to the Login page shown below.

3

—JDox

DIGITAL STORAGE AND RETRIEVAL
Enter your Username
(case sensitive)

Enter your Password
(case sensitive)

Login by either hitting
the Enter key or clicking
on the Login button

Help Forgot Password

JDox will send you an e-mail if
you forget your password
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When you are logged in, the screen will look like this.

a DOX Home CheckedOut Inbox Upload Help Settings Log off

Document or Metadata el i=1hH "J LS

This indicates you
are at the root of
your district’s files.
Page O of O

¥ Metadata Only Group By: None - Current View: BO Finance View d

Forgot Password

If you forget your password, from the login screen:

Click Forgot Password

OX

DHGITAL STORAGE AND RETRIEVAL

slucker

Click here to have your
password reset

ssssssss

Help  Forgol Password

Enter your e-mail address that is associated with your district or JDox account.

Last Revised 8/24/16 JDox
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Click on Recover Account

a DOX Home Checked Out InboXx

DIGITAL STORAGE AND RETRIEVAL

Password Reset

-~

Enter the email address that is associated with your account and
click Recover Account. We will sent you an email containing a link to
reset your password.

For security reasons the link can on
do not receive your email within . .
folder Y 1. Enter your e-mail address that is

associated with JDox or your district
Your account email

g—
2. Then select Recover Account
Recover Account

Back to Login
3.

A message will pop up telling you
an e-mail was sent

An email was sent l

You will receive a pop-up message telling you an e-mail has been sent.

Check your e-mail for a message with a link to reset your password.

Reset your password for JDox

jdox_No_reply_needed@jr3online.com _ _
Sent: Tue 3/3/2016 9:30 AM CIICk on the |II"I|( to

. reset your password

This email was sent because a request was made | J reset your password.
Your User Nameis: =~

Please click on the link to reset your password
http://ir3.myjdox.com/webapp/Account/ResetPassword?
rt=ujhegSFIWIWHZYcSCZgr502

Last Revised 8/24/16 JDox
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You will be directed to the Reset Password Screen

RLE BECHE SRS H R L

Reset Password -! Enter new password j

mwnmmi_—— |

Confirm Pumoull | — o
M *\[Eonﬂrm password j
Clck 0 reset )

lick to reset

P

JDox will confirm your password was changed.

% DOX Help

MOLAL S ORADE AN EE  Biz¥ho

Reset Password

New Password . |
ﬁ rd!' -
Confirm Password | Confirmation paSSWOrd I

(Reset was changed

Successfully Changed

m

You may return to “How to Access JDox” instructions to access the Login Screen

DIGITAL STORAGE AND RETRIEVAL
stucker

Help Forgot Password
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Functions of JDox

JDox is a very powerful tool. Becoming familiar with each section, such as Home, Checked Out,
Inbox, etc. will assist you in quickly and easily performing the functions of each tab.

Below is a brief description of what each category will do for you. Detailed instructions on how

to complete tasks are also provided in this User’s Manual or you may always contact JR3’s
Support Team if you cannot locate what you are looking for by using the Help Feature.

Home

The Home screen, shown below, is the starting point for searching for specific document(s) and
is where you will always go to search for documents.

a DOX Home Checked Out Inbox Upload Help Seftings Log off

- . Document or Metadatz Je i X
| JR3 Education Assoc
M data Only Group By: MNone - Current View: WebSmart Student Record v
Add Criteria | Reset Criteria w

No Documents Found

Page 0 of 0

Checked Out

The Checked Out feature allows a user to access documents to edit and to “lock” the document
so that only they can make changes or updates while it is Checked Out. When changes have
been completed, the document MUST be Checked In so that it is available for others to access.
JDox keeps tracks of how many versions are made to a document and this is done via the
Checked Out and Check In function.

H Dox Home CheckedOut Inbox Upload Help Settings Log off

Checked Out

{ ] Bowse.. | Nofileslected. |

Document Name Version Folder
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Inbox

The Inbox lists all pending documents that have been uploaded. This is where the user assigns
the metadata or schema location to save the document to.

i DOX Home CheckedOut Inbox Upload Help Settings Log off

RIEVAL

No document found

‘ Document Name Status Folder Actions

© 2016 - JDOX

Upload

The Upload Feature allows you to upload either scanned or digital documents into JDox. Please
refer to the Naming Limitations section when saving documents to:

v Make it easier to find documents
v Avoid potential errors uploading (and downloading) documents by not using specific
characters (i.e., comma, backslash, etc.)

The Upload Screen is shown below:

a DOX Home Checked Out

Upload

Inbox Upload Help Settings Log off

Schema: BO Default
Metadata Val

Document Type (Menu):

L =

School Year:
District:
Subject:

Notes:

Period Pay Date:

1096 -
2005-2006 -
foctesll =

mmy/dd/yyyy

S —————

Select File(s)

“If uploading more than one file fill in the metadata in the inbox after uploading.

|| Browse... | No files selected.

Upload

Last Revised 8/24/16
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Help

JDox offers OnScreen Help, which means if you are working on a particular task and need
assistance, you simply need to click on the Help Tab to view the instructions to get through that
process. If you prefer personal assistance, there are also contact names and phone numbers for

JR3 employees who are ready to assist you.

Do)

DIGITAL STORAGE AND RETRIEVAL

To learn more about JDox
visit training

For any questions, help or support call:
Bill Kline: 254-759-1902 xt 207
Dwyane Warneke: 254-759-1902 xt 215

Thank You - JDox Support Team
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Settings

Settings contain information that is specific to each user and allows you to change your password
and/or receive alerts.

E L OX Home Checked Out Inbox Upload Help Settings Log off

Settings

My Information Foldar Alarts I

Log Off

Always Log Off when you are finished. This will ensure your JDox account remains secure.

a DOX Home CheckedOut Inbox Upload Help Settings Log off

[ R — convans = :
¥ Metadata Only Group By: Mone - Current View: General Finance -
=
Ho Documents Found
Page 0 of 0

You will be taken to the JDox Login Screen, which is how you can verify you have successfully
logged off.

DIGITAL STORAGE AND RETRIEVAL

stucket
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Chapter 3
Home Tab & Searching for Documents

The Home Tab is where you search for files and documents.

H DO Home Checked Out Inbox Upload Help Settings Log off

. |
- Metadata On Contains | X
{ ™ Legacy Charter ] =

«| Metadata Only Group By: None - Current View: Test View -

Add Criteria | Reset Criteria

No Documents Found

Page 0 of 0

File storage in JDox is structured the same as they would be with paper files at your school.

Root Directory = School Name/Building
Sub Directory = Which file cabinet they are in (i.e., Student Records, Admin.,
etc.).
Sub Level 2 Directory — Which drawer they are in
Actual File

For large databases (or schools with a lot of documents), it is recommended that you search for
files by using the Metadata and/or Schema methods detailed in this chapter.

Searching Folders

From the Home Page, you may locate files by following folder path as follows:

Last Revised 8/24/16 JDox Page 3-1



Click on the arrow to the left of the folder to expand to other folders.

Root Folder
or Directory

)Ux Home Checked Out Inbox Upload Help Settings Log off

,_,_‘f, Metadata Only Contains j'] *
\ Legacy Charter

¥ Metadata Only Group By: None - Current View: Test View -

Add Criteria Reset Criteria
Click here to see sub No Documents Found
folders or directories
Page 0 of 0

A list of Sub Folders will appear.

Click on the arrows to the left of the Folder name to see more directories and/or to get a list of
the files or documents contained in that folder.

Folders and Sub Folders
organized by subject

hecked Out Inbox Upload Help Settings Log off

— v Metadata Only Contains q
< Legacy Charter :

List of actual files or documents
« 51 Archive

« F=I FSP/Peims
P Test

Function lcon Buttons

=i cycle 1
The folder Cycle 2
that contains [ | Cycle 3
the files 1 Cycle 4

listed on the [~ Cycle 5 4 b 00000020 1 | owz7z018 SO-CLASS CENSUS
right is Cycle &
highlighted o P & W | doc20120718103851 1 | owzrzote
b B B & W | overview 1 | owuzrzo1e
mmer
— o 3 @ m | ExtraOuty Addendum Title lll Allcia 1 | owzTzois 2013-2014 | Extra Duty Addendum
B HR
= payroll B [ 5 B | Board Meeting Agenda 1 | owzrzos 20142015 | Soare Mestng Agenda February 27,
) Special Ed
= Student o [ (G ® | Charer School Start-Up - With P — 20112012 | Charter School Start Up with
Contingencies 5_2_12 4 Contingen:
’_F'Vendor Debarment Contingencies 5 2 12 cles 05022012
| Finance Documents. w [ & M | First Insurance Informaticon 1 01/27/2016 2012-2013 | Property Insurance Documents

Sorting document list

The Group By box has a drop down arrow so that you may sort documents in a variety of ways
based on the Schema used in the view. It will display the documents saved in that group or
Metadata.

a Ox Home Checked Out Inbox Upload Help Settings Log off
T Use Drop Down Armow

to sort de for
- B Document or Metadata Contains 'Tl x ease of retrieval
1JR3 Education Assoc
Document or Metadata Contains ’Tl x

LN

¥l Metadata Only Group By: Nome

Current View: WebSmart Staff

st First | SSWiStudent | Date of
5] Birth

Sttus

® ) & M | sandera- APRIL_123278 1| 4152016 | First Name

« Date of Birth
# ) E W | The Education Center - APRIL_123389 1| 04122016 | siamus
W ) E W | misc 123598 1 | oanzzoms | 20120418
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Group By options are the same as the document headings.

Home CheckedOut Inbox Upload Help Settings Logg
Group By options are the
same as the headings

shown below.
Metadata Onl Contains |~ x
4 ™ Legacy Charter —|
4 ™ Archive . =
4 B FSpP/Peims ¥| Metadata Only Group By: None - Current View: Default -

B Test _ ——
= Cycle 1 Add Criteria | Reset Criteria
B Cyele 2
F"ECycIe 3 Do t M e . Schema N Folder Path
B Cycle 4 scumant Hame Var - ema Name older Pa
Micyele 5
Bicycle 6 (10-15-15 Pay Date) Courses - Exira Duty Legacy Chaneriio
j:‘; Fall B A E®R | 051008 osaroenz ! | Folderpath BOPayrall | RS Processed Not
=1 Mid
= Summer § Legacy CharteriTo

B Admin B E R é'u”'?n'f;g?a‘t?%g‘;‘;‘m Absence 1 BOPayroll | JR3Processed Not

™ Finance ArchivediCYA

You may also locate or sort documents by clicking on any heading.

a DO Home CheckedOut Inbox Upload Help Settings Log off

N
Metadata Only Contains ™ i n P
B Legacy Charter = (thk an any heading to sort by that item T
+ ™ Archive -
+ B FSP/Peims 7| Metadata Only 3 - Current View: Default -
P!
= E::'.Ile . Reset Criteria Search
&= Cycle 2
- -
p_., (G;:z:: i Document Mame /e Ht%: N% FEIN/SSH Schema Name Folder Path
o
1 Cycle 5
™ Cycle & LCegacy ChartenTa
1 L y Date) - E
= rop g HBdE-5oa DAl LA - Ea D) 1 BOPayrell | JR3Processed Not
&1 Fall Form20151008_09370802
=1 Mid - Archived\CYA
™ Summer . Legacy CharteriTo
[ g o [ & & | [10-15-15Pay Date) Mesquite Absence 1 BO Py JR3Processed Not
1 Admin ayrell
S Forms20151008_11220918 R
=HR Legacy CharteriTo
5 Payroll o B E ;‘“'%?;;‘63‘;;5;;“"“ 1 BO Payroll | JRIProcessed Mot
™= special Ed oms - ArchivedGYA
™ Student = —

You may choose the order you want documents sorted by, such as A-Z or Z-A. Each time you
click on the heading title, it changes the order the documents are shown in.

Home  Checked Out |Inbox Upload Help Settings Log off

- Metadata Only e AT " Click to Sort by Last Name. x
= EE_’-‘WW Charter Click again to change the order
4 == Archive (e, A-Zor Z-A)
4 ™ FSP/Peims | Metadata Only
[
o ?::‘e ; Add Criteria | Reset Criteria @
s,
Cycle 2
i Cycle 3 Document Name Ver  LastName First Name FEINSSN Sadere Schema Name Folder Path
-:: Cycie 4 Decument Filter
(= :
Cycle 5 P Zuniga Arihanda Medical In Zuniga- hach BO Legacy Charter\Student
P Cycle & wBER Aftandance 1 Aguitar sl StafiStudent Documents\Upicaded Documents
B Fall
= Mid WD R | S s | 1| Zmmeman | iian 630-15-1703 B wSiudent | Legacy ChartenTo JR3iStudent
Summer
) i -] Zeravica Marijana BO Legacy Charter\Student
£ Admin w B & m | Zermvice Madane 1 |zeravica  |Marijans | 830-17-8602 ¥ -
5 Finance 06252008 - StaStudent | Documents\Upioaded Documents
o
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Current View Options

The Current View box will display all of the documents in that category (or schema).

Use the Drop Down

ﬁ OX Home Checked Out Inbox Upload Help Settings Log off TSI oNE L I SR
e e groups of documents
vl kil sueh as payroll, financial

oo

Document or Metadata Contaings =1 Eal
"1 JR3 Education Assoc e
Document or Metadata [T eRE e
¥ Metadata Only Group By: Nome 4 Curtent View: Defaull View E
| Cotoutt Ve I8

od Giters ] Reoe rteria 3§ Sowen o

BO PEIMS.
B0 StafffStudent Folder View
April Manthiy Maintenance,
o B - APRIL_123278 1 |oanszome | FOIE0N | suppont. Software. Montly Users | | B0 SHeltShadent View
¥ License 2 .
| Gureral Fisance
| WistiSmart B0 Stalf/Shadent
# B B ™ | The Education Center- APRIL 123389 1 |oanzzome | AIR0I2 | o 2012 WebSmart Senvices N B
b Carmpns.
WediSrrunat Dieefina it
o B RO | pusc 1z3ses 1 |oanzeoe | 20120416 WobSmart District
o B S W | oimstesd-Kik Paper Company_ 123599 1| pannzzone eg:laa;m-ta Pepar Wm'm :':l‘*-::(-"
= WbiSimart Purchasing
o B W W | whits Osk 190 - APRIL_123619 1 D4MZRE ﬁ.‘ozs'm'w BHEng far April Payrall ek 1 Stalt ‘l
® B & " | anBenefits Consultants, inc_123538 1 | ounzrore | FHIZ4E

Documents may be filtered even more by using the Group By option (which is metadata).

CheckedOut Inbox Upload Help Settings Log off

After selecting a Current View category, you
Metadataony. ool
4 Legacy Charter -

uay also Group By. Mote the Group By

options are the same as the Headings.

™ Archive - \v’ =
™ Finance Documents ¥ Metadata Only Graup By: None =
=1
=R L Add Criteria | Reset Criteria

To JR3
™ To Legacy
™ Uploaded Documents Document Name

FERER (10-15-15 Pay Date) Courses - Exira
- Duty Form20151008_08370802

P 10-15-15 Pay Date uite
FRER Absence Forms20151008_11220318

2014-20135

1 2014-2015

& (10-15-15 Pay Date) Plano Absence
HAER | i 20 L 2142015
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The Group By categories are the same as the Headings.

H )Ox Home CheckedOut Inbox Upload Help Seftings Log off

4= Legacy Charter
™ Archive
™ Finance Documents
™ Student Documents
B 10JR3
o Legacy
5 Uploaded Documents

Metadata Only " Q0 el R0 X

| Click on any heading |

to view and/or sort

¥ Metadata Unly Group By: None *  Current View: BO Payroll v

Add Cnteria | Reset Critena

Yer Document School
= Type (Menu) Year

Document Name

You may choose the order you want documents sorted by, such as A-Z or Z-A.
click on the heading, it will change the order the documents are displayed in.

rieterComses=frira
uty Form20151008_ 03370802 Aran

om | (104515 Pey Date) Mesauite
¥ DER | sorce Foms20tsios 122t | 1 AL
g 9§ g | (D1515PayDa)Prossecs |, et

Forms20151007 21005466

Each time you

= Metadata Only o X
47 Legacy Charter Click twice (slowly) to change the
= Archive order (1. A-Z or Z-4)
™ Finance Documents 7| Metadata Only ) | Group By: None +  Current View: B0 Payrol -
=
—— Student Documents —
= o JR3 Add Criteria it
10 Legacy
™= Uploaded Documents orment e o DucmentTpe - Schoo
_— = [Mem) Year
&
il Zuniga Arihanda Medical In
#0ER Aftendance !
Zimmerman filian 04062008 P Legacy
¥ D | Zmemn 1 i
g zeravica pefar 05172010 enroll
?RER | !
g DER | ZermiicaMariana 00252008 | 1
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Document Details

If you are not sure this is the specific document you want to Check Out, edit, etc., you may click
on the “Details Icon Button” to get more information about the document.

After viewing the details, you can either Edit the document or go Back to Search by clicking the
correct option at the bottom of the screen.

o

DOX Home  Checked Out |Inbox Upload Help Settings Log off

AND RETRIEVAL
Document
CheckedOutBy :
FileName : Legacy Preparatory SC5000 - Schoolwide FINAL 2015-2016
Folderld : (35) General Ledger
Schemald: (52) WebSmart-Ledger
Uploadedby : Legacy User5

UploadedDate 2015-06-01 17:24
Metadata

SystemlId 5
Description 2015-2016 Fiscal Year

Edit | Back to Search

Click on the file name of the document you want to view or edit.

Folders and Sub Folders

arganized by subject

necked Out Inbox Upload Help Settings Log off
Y "
— Metadata Only  gRe-li=lH T| List of actual files or documents x
<l Legacy Charter
« & Archive Function lcon Buttons "
a E] FSP/Peims v Group By: None - Current View: BO PEIMS -
5 o
Reset Criteria Search
B Cyele 1
— | Cycle 2
The folder =
that contains [/ Cycle 3 w
the files Cycle 4 | Title
listed on the [~ Cycle 5 (= [ & % b oooooo2o 1 | ov2re016 2012-2013 | SQ-CLASS CENSUS
right is 1Cycle &
highlighted 2= Eall o P& B | doc20120718103851 1 | 0w2T2016
B A E B | overview Schedule 1| o1i272018
mmer
o B E R g‘;’ﬁ’w 1 | ow2r2ote 2013-2014 | Extra Duty Addendum
FIHR
=) Payroll @ [ (B B | Board Meeting Agenda 1 | owzriz018 2014-2015 gg:';" Meeting Agenda February 27,
™= Special Ed
= Charter School Start-Up - With Charter School Start Up with
I Student o 5 @ m | thaneracnool Slan-lp - Wb 1 |owz272018 20112012 b
= vendor Debarment Contingencies 5 2 12 Contingencies 05022012
.
! Finance Documents ¥ ) & B | Firstinsurance Information 1 | otizrizoi6 2012-2013 | Property Insurance Documents
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Using Schema to Search Folders

The Current View is the Schema. Use the drop down arrow to select the category to search.

Current View box has a drop down armow that

a DO Home Checked Out Inbox Upload Help Settings Log off EERIEEEENEREICGERVELEIE RN

[ B Lagacy Charter ] Document or Metadata Contatlc'k Sedich ] x v

¥ Matadata Only Group By: Nane - Current View: WebSmart Purchasing :7_
— = ‘WebhSmart Purchasing -
Add Criteria | Reset Criteria Abe Center View
No Documents Found B0 Finance View
BO HR View
BO Payroll
Page 0 of 0 BO :ﬂ:;,

BO Staff/Student Folder View
BO StaffyStudent View
Default
Default 1
General Finance
ILT Students
Student View
Tast View
‘WebSmart BO Staff/Student
‘WabSmart Budgeting
‘WebSmart Campus
WehSmart Campus
WebSmart Campus B

@ 2016 - JDOX

The search will give a list of all the files in the selected option.

DOX Home Checked Out Inbox Upload Help Settings Log off

Document or Metadata  JE®liciiH] - x
{ ™ Legaey Charter ] _ o

¥ Metadata Only Group By: None - Current View: BO Finance View -

Add Criteria | Reset Criteria

Document Type

Documant Name Ver Vendor Name

[Menu)

® N E B | DCU-Verizon 7.15.13 1 2012-2013
® [ & B | Encoliment Forms R-§ 1 2012-2013
® B E B | Dallas Check 1127 1 2014-2015
® B E B | Lunch Account May 2015 1 2014-2015

Using Metadata to Search for Files

Using Metadata search methods, and the Group By box to organize the search results, is a very
powerful and useful tool.

Helpful Hints: When using Metadata, if the Metadata Only box is unchecked (it is checked by
default), it will search for each word on each page of all documents and will slow down the
search process.

Last Revised 8/24/16 JDox Page 3-7



Use Drop Down arrow to get a list of metadata categories.

Use the drop down arrow to

select Metadata calegories
Document or Metadata™ JEeviieT i
™= Legacy Charter ] \ |

7| Metadata Cnly Group By: None | Current View: BO Finance View -

Add Critenia | Reset Criteria HNone
Document Name
. . Document Type — Ck or Pmt School
Document Name Manu District Rel# Year
# NE B | pCUVeizn71513 1 Check Do 2012-2013
# P8 B | ElmentFomsR-S ‘ 1 } ‘ hortmtfer 2 ‘ ‘ 0122013
® & B | nallac thaek 1497 1 Notes WHLINE

You may also use words or phrases to search Document or Metadata.

Enter word(s) to search for

:)OX Home Checked Out Inbox  Uploaa™® o]

- 4
Document or Metadata® el j Purchasing X

Metadata Only box is checked ¥ Metadata Only Group By: None = Current View: BO Payroll .

by ipotinhioy <ot g Add Crieria | Reset Criteri [Exor |

word on each page of all

documents and slow the No Doclments Folnd |

search down,
Page 0 of 0

Add Criteria
Enter additional search information in Document or Metadata
Click Search to begin

2. The Document or Metadata
field will appear. Enter additional
eriteria to search for.

Document or Metadata  JReSUETIAPI ®

P ¥ Metadata Only * Current View: BO Payroll ¥
1. Click Add Criteri 3. Click Search to start searching
o i Add Criteria | Reset Criteria

Document or Metadata  JR®IETE j Purchasing 3 X
{ + = Legacy Charter ] B

No Documents Found

Note: You may add as many
criteria as you necessary

Page 0 of 0
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The search will return a list of all of the documents that contain the words “Purchasing” and
“2016”

iR Ox Home Checked Out Inbox Upload Help Settings Log off

=
Document or Metadata Contains |7 | Purchasi x
™= Legacy Charter xi i 9
Document or Metadata Contains 'I 2016 >

¥ Metadata Only Group By, Mo T Current View: BO Payroll

D B¢

The search will return a kst all
of the documents that contain
the words "Purchasing” and

“2018” o ) MRl | 224 NOGA 2015-2016 1
B B & B | Fomis, Thomas Ci# 12715 1 | AP Payments | 20152016 | L29°CY
B ) ] B | Southwest Air Lines EPAY012038 1 | AP Payments | 2015-2016 m
B B[ | | Office Depot CK# 12773 1 | AP Payments | 20152016 | L290CY
o B @ W | 58S Adminstatve Services Cha 1 | AP Payments | 2015-2016 | L39°CY

You may then select the specific document you are searching for.

Last Revised 8/24/16 JDox Page 3-9



Chapter 4
Uploading Documents

You must upload all of your documents in JDox. You can upload either scanned documents or files that
are already in digital format.

Getting Started

Create a Scan Folder on your desktop. This will be your file loading platform. Whether your are filing
digital documents or scanning hard copies to digital, the Scan Folder on your desktop is your common
point of entry to upload files.

Preparing your Digital Documents to Upload

Copy your files to your Scan File folder, making sure to use the appropriate file naming policies. Note:
You may also change the filename in the Upload process.

Scanning Hard Copies to Digital Files

Scan your documents and save them to your Scan File Folder, using the appropriate file naming policies.
Note: You may also change the filename in the Upload process.

Naming Conventions

While most organizations have standardized ways of naming their files, it is important to avoid the
following characters when naming files to upload into WebSmarti or JDox to avoid potential uploading
errors.

<>, V2 ()it - @HS W N &K

If filenames contain any of the special characters listed above, programs can interpret these as operators
or functions instead of part of a filename, and therefore cause uploading issues.

Windows hides the true length of filenames and their absolute paths; therefore, long filenames can also be
problematic. Try to limit the characters in the name of the file.
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Naming Paths

To get the most of the Metadata and Schema search features, it is highly recommended that you
develop a file naming policy. When files are stored, or uploaded, to JDox, use Metadata or
Schema paths that will save like documents in folders.

Uploading Single Documents

At the home screen, select upload button on top task bar.

Click on Upload

Dox Home  CheckedOut Inbox Upload Help Settings Log off

=8 Document or Metadata Contains | '| -~
Legacy Charter

ta Only Group By: None - Current View: Defaull -

No Documents Found

Page 0 of O

Confirm Proper Schema setting

Upload /@elect proper Schema setting
Mfrom drop down arrow

» ™ Legacy Charter Schema:  BISD Vendor Record Ij

BISD Vendor Record

Metadata V|BO Default
BO Finance

Vendor Name BO Payroll ‘
BO Peims

Vendor Numl BO Staff/Student ‘
BO Student

Tax ID Text: | gynker Warehouse ‘

. Cab MISC

Entitiy Type: Cab Personnel ‘

PO Number: |Cab Student Record ‘
Default

Destination: |Dwyane ‘
Finance Documents

Front Desk
Select File(s) General Finance
HR Schema
*If uploading more than one file fill in the metadata in th| Human Resource
JR3 Default Schema
| JR3 Finance -

H Browse... I No files selected.
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Select Correct Landing Folder

H DOX Home Checked Out Inbox

DIGITAL STORAGE AND RETRIEVAL

Upload Help Se

highlight the root or sub folder

Click the bubble for the landing
folder you want to search or

@ Admin
© = Finance
) B HR
© B3 payroll
© ) Special Ed
© P Student
© ™= Vendor Debarmen
» ™ Finance Documents
» 5 Student Documents
» B9 To JR3
» 59 To Legacy
» B3 Uploaded Documents

< I | »

Schema: WebSmart-Ledger

Metadata Values

SystemlId: ‘

Description: ‘

Select File(s)

H Browse... ] No files selected.

Upload

*If uploading more than one file fill in the metadata in the inbox after uploadir

Click on the “Browse” button and choose a file from your scans folder.

Upload

{ ™ Legacy Charter ] Schema:
Metadata Values

Click on the "Browse"
button and navigate to
your Scan Folder to
select a file to upload

MNotes

Select Jle(s)
*1f uploffling more than one file fill in the metadata in th

| Browse... | No files selected.

Last Revised 8/24/16

Document Type (Menu)

District

Check Date

School Year

BO Finance ol

1096 -

Vendor Namae

Aoctell -

mm/dd/yyyy

Ck or Pmt Ref #

2005-2006 -

JDox
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Select the file you want to upload from your Scan Folder. The selected filename will be
displayed as shown below:

{ Date mmy'dd/yyyy

Destination

Select File(s)

*If uploading more than one file fill in the metadata in the inbox after uploading.

| Browse... | General Ladgu‘mﬁn&doczi The selected file name will appear |

in both places.

Document Name: General Ledger Outline.docx

Upload

\

Fill out as many of the metadata fields as possible.

Metadata fields that have an (*) are mandatory. If they are not mandatory, it is highly
recommended they be used, as they can be very helpful when seasrching for the document at a
later time.

pttings  Log off

DIGITAL STORAGE AND RETRIEVAL .
. o Fill out as many of the Metadata fields as

possible. While it is not mandatory, it is
u pload very helpful when searching for the

document at a later time.
™ Legacy Charter Schema: Finance J

Metadata Values

Vendor/Customer Name ‘ ‘

PO Number ‘ ‘

Document Type (Menu) 1096 v

Finance Doc Type Text

Ck or Pmt Ref #

Invoice No

FEIN/SSN

Summary

Fiscal Year

Date mm/dd/yyyy

|
|
|
|
Subject ‘
|
|
|
|

Destination

—
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Click on the Upload Button

DOX Home Checked Out Inbox Upload Help Settings Log off

Upload

L - ™ Legacy Charter ] Schema:  BISD Vendor Record -
Metadata Values

Vendor Name:
Vendor Number:
Tax ID Text:
Entitiy Type:

PO Number:

Destination:

Select File(s)

*If uploading more than one file fill in the metadata in the inbox after uploading.

| Browse... | General Ledger Outline.docx

Document Name: General Ledger Outline. docx

Click Upload
Upload 4

You will get the following message asking you to choose a folder, if you have not already
selected a folder from the landing folder. The pop up window is asking you to select a folder to
save the document to.

Choose a folder
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Select a folder

DOX Home CheckedOut Inbox Upload Help Settings Log off

AND RETRIEVAL

1. Click the arrow to the left of the root folder to get a list of other

( folders.
= 2. Click to the left of the sub-folder to get a list of subject folders
] Legacy Charter N 3. Click the bubble to select where you want the file to go (the

» B Archive bubble will then be shaded in)

4 ™ Finance Documents Metada
! Uploaded Docun SystemId
» = Student Documents
' ™ To JR3 Description |2015-2016 Test Doc |
» = To Legacy

b B3 Uploaded Documents Select File(s)

< 11l | 3

*If uploading more than one file fill in the metadata in the inbox after uploading.

“ Browse... ]General Ledger Oudine.docx‘

Document Name: |Genera| Ledger Outline.docx ‘

Upload 4. Click Upload j

JDox always gives you verification that a file has been uploaded.

: DO Home CheckedOut Inbox Upload Help Settings Log off

AND RETRIEVAL

Uploaded Files

General Ledger Outline.docx

Verifies the name of the document uploaded

© 2016 - IDOX

Once your file has successfully been uploaded to JDox, delete the file from your Scan folder.
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Upload Multiple Documents via InBox

You can add multiple documents at once provided all documents go to the same folder.

At the home screen, select the Upload button on top task bar.

Click on Upload

Ox Home Checked Out Inbox Upload Help Settings Log off

- Document or Metadata Contains !"| >
— ! Legacy Charter 5

¥ Metadata Only Group By: None - Current View: Default

Mo Documents Found

Page 0 of 0

Confirm the proper Schema setting.

upload /_Select proper Schema setting
- //I\Jrom drop down arrow

‘ ™ Legacy Charter ] Schema:  BISD vendor Record [+

Metadata V BO Default

BO Finance

Vendor Name BO Payroll L
BO Peims -

Numt BO FfStudent

BO Student

Tax ID Text: g nker Warehouse

- Cab MISC

Entitiy Type: Cab Personnel

PO Number: | Cab Student Record
Default

Destination: Dwyane

L Finance Documents
Front Desk =

Select File(s) General Finance
HR Schema

*If uploading more than one fila fill in the matadata in th Human Resource
JR3 Default Schema

JR3 Finance =)

| Browse... | No files selected.
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Select Correct Landing Folder

a DOX Home  Checked Out Inbox  Upload Help Se

DIGITAL ST AND RETRIEVAL

Click the bubble for the landing
Uplo " folder you want to search or
highlight the root or sub folder )

a = Legacy rter Schema: WebSmart-Ledger -
« ™ Are
1 Metadata Values

¢ }I::_Ir:r':le SystemId: ‘ ‘
® HR Description: | |
@) Payroll N
© Special Ed :
© B Student Select File(s)
© ™ Vendor Debarmen *If uploading more than one file fill in the metadata in the inbox after uploadir
> P Finance Documents
» B Student Documents “ Browse... ] No files selected.
» P To JR3
> = To Legacy
v B3 Uploaded Documents

< | 1 | »
\ Upload

Choose the files from your scans folder

a DOX Home  Checked Out Inbox Upload Help Settings

DIGITAL ST ND RETRIEVAL

b B Legacy Charter Schema: WebSmart-Ledger -

Metadata Values

SystemId: | ‘

Description: |

Select File(s)

*1f uploading more than one file fill in the metadata in the inbox after uploading.

“ Browse... ] 2 files selected. | Note: It will tell you how many files you have selected

to upload and not the individual file names
Upload Click on Upload j
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JDox will confirm the documents were uploaded.

a Ox Home Checked Out Inbox Upload Help Settings
DHGIE PAL

Uploaded Files(Files Uploaded.

General Ledger Qutline.docx = =
How to Setup New Payroll Accounts.docx You will see which documents were uploaded

& 2016 - JDOX

Note that when uploading multiple documents, the documents go to the inbox

Go to Inbox (click on Inbox at menu on top of screen)

Click Upload to view the uploaded files

Checked Out Inbox Upload Help Settings Log off

The list of files uploaded will be
INboOX shown here

S~ Document Name General Ledger Outline.docx
Document Name Status Folder Actions
Uploaded Edit | Schema WebSmart-Ledger -
General Ledger Outline.docx Inbox Documents
Upioadad Edit | Systemld o
ploa
General Ledger Outline.docx Inbox Documents Delete Description

b et

For each document, you will enter the metadata, then click on save and continue until all
documents in the list have been saved

Note: If you just click on “save” it will simply save the file. If you click on *“Save and

Continue”, it will save the document that you just finished and it will open up the next file to type
in the metadata.

Click Upload to view the uploaded files

DO Home  Checked Out Inbox Upload Help Settings Log off

DIGITAL STORAGE AND RETRIEVAL

The list of files uploaded will be
INbOX shown here

e Document Name |General Ledger Outline.docx ‘
Document Name Status Folder Actions
. Uploaded Edit | Schema WebSmart-Ledger -
General Ledger Outline.docx Inbox D Delete
T —— it | SystemId ‘0 |
. ploade: Edit
General Ledger Outline.docx Inbox D Delete Description ‘ |
@ Save & Continue

Once your documents have been uploaded to JDox, delete the files on your computer from your
Scan folder so that you will know it has been uploaded.

Last Revised 8/24/16 JDox Page 4-9



Chapter 5
Checked Out Feature

JDox has a unique feature that allows users to “Check Out” documents just like you would check
out books in a library. The benefit is that no two users may be editing or working in a document
at the same time.

How to Check Documents Qut

From the Home tab, select the folder(s) that contains your document
Locate the document you want to check out.

Helpful Hint: If you see a file that has a circle with a line through it, it means that the file is
checked out. If you look at the details of that file, you will see who has checked it out.

Select the second icon to left of document (checkout).

a DOX Home  Checked Out Inbox Upload Help  Settings Log off
<l — Select folder
["Gcale document and click on the—"]

Check Out button
¥ Metadata Only - Current View: Default 1

Add Cniteria | Reset Critenia

™ To Legacy =
™ Uploaded Documents Ver Vendor Name

o PriEl B | Mmasquite Time - Ending 6.30.14

# ) & % | cR-Schulman, Loper & Hoffer 4-25-13

o 2 & | | pou-verizon 7.15.13
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Select what you want to do with the file, such as Open or Save.
Opening Mesquitew

I You have chosen to open:
. 0 e e pd O 0 O

i Mesquite Time - Ending 6.30.14 Select appropriate option

which is: 14 File (284 KB)

e ™ from: http://12.181.192.148:82 /
4 5 Legacy Charter Document or Metal What should Firefox do with this file? :' x
5 Archive ) Open with =

5 Finance Documents Metadata Only - v
5 Student Documents f @3 fle

El To JR3 { Do this automatically for files like this from now on.

HTo Legacy

&5 Uploaded Documents

<| I | b 2 RER ok || cancel |
N # 2 H R | croTOMETTORETTrONErYS T
= A & B | nellaverdzan 715 13 1

By Default the file will be found in your Downloads folder if you choose to save it.
If you choose to Open with Browser, it should automaticallyopen in word, excel, PDF, etc.
With the file open, make the changes and then savesave

Go to Checked Out on menu and check in file

Checked Out Tab — Verification

Go to the Checked Out tab to see a list of the documents you have checked out. Reviewing your
Checked Out documents frequently will ensure you do not have documents checked out that
others may need to use or that you may have forgotten to check back in.

Click on Checked Out Tab

Click on Checked Qut

a DO Home  Checked Out Inbox Upload Help Settings Log off

Checked Out

[ It ] | Browse... | No file selected.
Document Name Varsion Folder
Legacy Prep y SCH000 - Sc ide FINAL 2015-2016 1 General Ledger Unde Checkout
| ] Proposed Budget 2015-2016 Slide 14 | 1 [Budgeﬂng ] Unde Checkout J

A list of documents you have checked will display.
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Notice that there is an Undo Check Out and also a Check In option.

Undo Checkout if you checked out the document in error or did not make any changes to it.

a DOX Home  Checked Out Inbox Upload Help Settings Log o

Select Undo Checkout if you
checked out the wrong
document in error or made no

Checked Out changes
=D )| oome.. no e seteces
Document Name Version
Legacy Preparatory SC5000 - Schootwide FINAL 2015-2018 1 General Ledger Unde Checkout
| ‘ Proposed Budget 2015-2016 Slide 14 | 1 I Budgeting Undo Checkout

Checking Documents In

After a change has been made to a document, it will need to be Checked In for the version
number to change. This is JDox’s way of tracking how many times, and by whom, a document
has been revised.

To check a document in, select Browse, locate the file and Click on Check In.

DOX Home Checked Out Inbox Upload Help Settings Log off

Browse your files to locate the document

Checked Out you want to check back in
- il
=
m ] | Browse... 'Generall.ulgert‘.‘lutiin&docxz
\ Document Name Version
@ Geaneral Ledger Outline.docx 1 Uploaded Documents Undo Checkout
1

Budgeting Undo Checkout

Proposed Budget 2015-2016 Slide 14

The document is no longer shown in the Checked Out list

a OX Home Checked Out  Inbox Upload Help  Settings Log off

The document you checked in is no
Che‘:kea OUt Cﬂnger available in the Checked Out tl]
. s _—
=D [ -
Document Name Version Folder
Proposed Budget 2015-2016 Slide 14 1 Budgeting Ungdo Checkout

Last Revised 8/24/16 JDox Page 5-3



The version has changed from 1 to 2.

The document is now shown in the original folder.

H DOX Home  Checked Out Inbox Upload Help Settings Log off
- — "
= HE_.‘egaw_rCharter

Group By: None - Current View: Default -

{ 7| Metadata Only

Add Criteria Reset Criteria

= Finance Documents
™ Uploaded Documen

To JR3
E To Legacy DocumentName  Ver S35 ENSUCUempygey o SWOAM T sohoma Name Folder Path
Uploaded Documents = == ==
L] Jﬂe—r - . ‘WebSi -
A Al ¥ o B E R g:;:::;n“ 1 The document is back in the Lﬂg;‘nn II__‘agucy CMMFIMM:
appropriate folder and notice the -
General Ledger 'ersion has changed to ‘WebSmart- Legacy Charter\Finance
FERER 4 Wersion hi hi dto2
Qutline.docx = Ledger D Jploaded D
[ General Ledger WebSmart- Legacy Charter\Finance
¥ BE ( outline.doex > 2 Ledger DocumentsiUpicaded Documents
Page 1 of 1

Last Revised 8/24/16 JDox Page 5-4



Chapter 6
Inbox

The Inbox is where documents that have been uploaded but not yet moved to a folder are shown.

Click on Inbox

a :)OX Home  Checked Out Inbox Upload Help Settings Logoff

List of files that have been uploaded
Inbox by not moved to a directory

Document Name General Ledger Outline.docx

Document Name
Sch WebSmart-Ledgel T
General Ledger Outline. docx Inbox oot el hema S
. Systemld ]
Description

o =D

Select the Schema location to save the document to from the drop down arrow.

a DOX Home  Checked Out |Inbox Upload Help Settings Log off

DIGITAL STORAGE AND RETRIEVAL

Inbox

Document Name General Ledger Outline.docx |

Document Name Status Folder Actions

" Uploaded Edit | Schema WebSmart-Ledger u

General Ledger Outline.docx Inbox TS Delete SW AP A
SystemI SW Payroll ‘

SW AR Funding
Descript] General Finance ‘

JR3 Default Schema

JR3 Staff

JR3 Finance

WebSmart-Purchasing

) WebSmart-Vendor
Select the location to save the file to WebSmart-Student
2016 - JDOX VEC Business Adrr_lirllistra.tion
TEC Student Administration
WebSmart-Budgeting

WebSmart-Ledger
WebSmart-Default
WebSmart-JournalEntry =
WebSmart-Staff
WebSmart-PRBatch
WebSmart-District
WebSmart-Campus -

You may rename the file if necessary
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Click Save & Continue

a :)OX Home  Checked Out Inbox Upload Help Settings Log off

Inbox

You may rename the file
from this location

Schema WebSmart-Ledger -

Systemid 0 Click Save &
- Continue
Description e

Document Name
General Ledger Outline.docx

Document Name General Ledger Outline.docx i
Folder Actions

Save & Continue

The file is no longer shown in the Inbox

a DOX Home  Checked Out Inbox Upload Help Settings Log off

DIGI GE AND RETRIEVAL

Document Name Status Folder Actions

‘ No document found

The file upload process has been completed and the file is now available for other approved users
to access through Metadata, Schema or the Folder path located on the left of the screen.

Document or Metadata Contains E ~

Legacy Charter

© P Archive

4 ™ Finance Documents
sl Uploaded Documen

for other approved users to access.

AddCriteria | ResetCriteria Sealls

i Motadata Only The file is now fully uploaded and available j T Carent View et =

~ o R
= .
To Legacy Document Name = S FENIS SN D““i::::';:lm Foider Path
™= Uploaded Documents 4 HuCimmart o
Genaral Ledger -
R E Genaeral Ladger 1 WabSmart. Legacy Charter\Finance

Cutline.docx Ledger Documents\Uploaded Documents
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Chapter 7
Export

The Export feature is a powerful tool that allows the users to export data or files into another
format, such as a spreadsheet and is similar to making a copy of a document or organizing
multiple documents into one formation. You will see the metadata information in columns in
the spreadsheet when you export the information. An example would be to export all School
Year 2015-2016 Purchase Orders into one spreadsheet for reference purposes.

You may use the export data to capture the grid view of your screen to a spreadsheet. You will
see the metadata information in columns in the spreadsheet when you export.

Exporting Data

Exporting Data allows you to search for associated documents, such as Purchase Orders, and
move the list to a spreadsheet.

Select the folder to search
Enter the phrase or word in Document or Metadata

Add additional criterial to filter the search

Click on Search

2. Enter key words to search for

a DOX Home  Checked Out Inbox Upload y Settings  Log off

3. Enter additional criteral to search for

1. Click on root to search all files

Document or Metadata eIl CRRERET o / ~
—_Legacy Charter -
:: Archive Document or Metadata e el S TG x
< Finance Documents P e —
5 Uploaded Documen || Sipatasact rew: [Webre ha B
P= student Documents Metadata Only sl : ] - Current View: WebSmart Purchasing
P Processed Not Arck
™= Finance
P HR =
= Payroll
B PEIMS R E S CR-Symonds Flags & Poles Purchase 5 Symonds Flags
] Special Ed - Order 000007 - 8-16-12 = &amp; Poles
™ Student VERIZON

® B & % | 00000025

™ To Legacy
= Uploaded Documents

WIRELESS (EFAY)

® B E B | CR-C.Robinson 8-23-12 Charlotte Robinson

1= | i

® [ (E B | check 1088 and CiCis purchase

B &l CR-Insect Lore 11-15-12 (purchase
® B E% ety
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Once you have the list, click on Export

DO Home Checked Out Inbox Upload Help Settings Log off

Document or Metadata JEeieTi "l Purchase x Click on Export
|

+ ™ Legacy Charter

» = Archive Document or Metadata ey =) -Bhgieln bR 101 x
« ™ Finance Documents
B=
A b—é;iilﬁfgeoit?n‘:;#&wn | Metadata Only Group By: None hd Current View: WebSmart Purc
«BEToJR3 Add Critenia | Reset Criteria
55 Processed Not Arck
[
=1Finance ; ;
E HR Document Name Var Vendor Nama N“:—ger Status  Reguestor F% %!%
| Payroll
B PEIMS ¥RER CR-Symonds Flags & Poles Purchase 5 Symonds Flags
[ Special Ed Qrder 000007 - £-16-12 &amp: Poles
[ =]
= Student VERIZON
B E
P To Legacy ‘ ¥RER |m ‘ 1 | wiReLESS (EPAY)

A pop up window will appear asking if you want to “Open” or “Save.” Recommend Opening
results

Either Open with option or Click on Save File
(To see export results, Open With Option)

—re——

Help Settings Log off
=

- Document or Metadata
4 7" Legacy Charter

™ Archive Document or Metadata
4 ™ Finance Documents

™ Uploaded Documen ||, | -
"%Etudl::ntDocumenls ' Metadata Only What d Firefox do with this file? v Current View: WehSmart Purchasing -

4™ ToJR3 m LAy @ Openwith | Microsolt Excel (defaull) 7]
B Processed Not Arch , T
B Finance |
EIHR
; Payroll R
~ PEIMS ¥FRES -Symondsf! '
:?Special Ed Qrder J00KT ' ‘E | Cancel |

= | |
! Student o RER s

™ To Legacy [ FW
| e S,

Microsoft Excel Comma Separated Values File (L7 KB)
fron e

nvoice

|| Do this automatically for files like this from now on. | W Status  Regquestor

o

If you Open the file, it should look similar to the example below.

B C D E [ G H | ] K
Document Name Ver Vendor Na PO Numbe Invoice Nc Status Requestor Bill To Faci Ship To Facility
CR-Symonds Flags & Poles Purchase Ord 2 Symonds Flags &amp; Poles
25 1 VERIZOMN WIRELESS (EPAY)
CR-C. Robinson 8-23-12 2 Charlotte Robinson
Check 1088 and CiCis purchase 1
CR-Insect Lore 11-15-12 (purchase ordel 1
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Exporting Documents

Exporting Documents enables you to extract or make a copy of a document or file.
Enter the file name in the Document or Metadata or enter key word.
Click on Search

When the results are displayed, click on the document you want to export.

1. Enter the name of the file
you want to Export

Upload @FHelp  Settings  Log off

H )O Home Checked Out Inbox

!
= Document or Metadata™ eIy B CR. Robinson 8-23-12 X
47 Legacy Charter
™ Archive -
d E_;' Finance Documents o Metadata Only 2. Click on Search  § By: None v Currenl View: WehSmearl Puchasing v
Bl atsrlclll 1" Crieia | Reset Crieria
™= Student Documents _
= T00R3 3. Click on the file
! E] Processed Not Arch Document Name BT _ L watus  Requestor  Bill ToFacility  Ship To Facility
B -
L Finance o D E B | CRC.Robingone 2312
—JHR
| T

From the pop up screen, select to either Open With or Save the file.

Click “OK”

Select to either Open With 0g O
E—— or Save the document
ing €|
You have chosen to |
- Document or Metadata | |SSAS x
4 " Legacy Charter “L CR-C. Robinson 8-
:__ Archive which is: Adobe ¢/ dat Document (189 KB) IF ) .
4 'Enanw Documents | Metadula Only from: nitpy13/ A 197 14882 - Current View: WebSmart Purchasing -
%g&uﬂﬁfgﬁigﬁﬁgen' RGeS A What should Firslox do with this file? @
4 "';T_n‘: JR3 9 Cpenwith | Adobe Acrobat (default) -|
E P_mcessed Not Arch ZReT
= Finance
E" HR "1 Do this gutomatically for Tiles like this from now on.
=1
E, E?lrl':"log Page 1 of |
| Special Ed ; Cancet
£ Sfudenl - e | l J
™ To Legacy
B= | inlnarad Mr
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If you choose to Open the file, you will see the actual document.

LEGACY CHECK REQUEST FORM

Make Check Payable to:

Vendor:

Charlotte S

Amount:

$128.22

Date Needed:
8/23/2012

Address

LD Mgpepies Bhsamminrs 4

City/State/ Zip

McKinney, TX 75070

Please give a general description below of items or services received for this payment.

Half Price Books
Half Price Books

36.70
91.52

|42D-1 1-6399.00-003-2-11-0-00

Reimbursement for purchase of classroom reading books:

(See supporting documentation)

You may then save the file to your desktop or other desired location.
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Chapter 8
Settings

The Settings Tab allows you to change your password as well as setting up alerts when a new
document is added, moved or deleted.

a DOX Home CheckedOut Inbox Upload Help Settings Log off

Settings

My Information Folder Alerts ]

Prim: =
“r"':'i'l’:“ stuckerijr3online.com Document Name W Emall Sent?

Change
PaEsiond

Folder Settings

Alerts

1 A new document / version is added
| & document is moved
| A document is deleted

Available

| JR3 Education Assoc\Demo\Dwyarie

183 Education Assoc)Axtell\Ecabinet

| JR3 Education Assoc\Austin Discovery\Finance
03 Education Assoc\Contracts\ECABINET

Changing Your Password

Go to the Settings Tab

& i Ox Home Checked Out Inbox Upload Help Settings Log off

Settings
My Information ] Folder Alerts
Erimary
Emails stuckeranjrionline.com
'_l"J‘l-'-\-D‘—'l-Eu- Chck to Change
‘‘‘‘‘‘ Fassward

Folder Settings

ument / version is added
A daeumant 4 meved
A document is deleted

Available

Logpacy Chia
Legacy Chin
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Enter your current password.

Enter your new password.

Re-Enter your new password.

Click Change Password to complete.

a DOX Home Checked Out Inbox Upload Help Settings Log off

DIGITAL STC D RETRIEVAL

Manage Account.

Confirms your Login

You're logged in as s
Enter your current password
Change password
Current password ,r
£ ‘ Enter your new password
—
New password ‘ ‘ k

Confirm new password | ‘\r j

\Refnter your new password
Click Change Password to complete |

You will receive confirmation your password has been changed.

Change password

© 2016 - IDOX

H DOX Home  Checked Out Inbox Upload Help Settings Log off

D

Manage Account.

Your password has been changed. Confirmation your password has
heen changed.

You're logged in as stucker.

Change password

Current password | | *

New password ‘ ‘

Confirm new password ‘ ‘

Change password
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Alert Settings

You may receive alerts when a new document or version has been added, when a document has
been moved or when a document has been deleted.

Check each of the boxes that you want to receive alerts for

Click Save to activate the alerts.

a DO Home Checked Out Inbox Upload Help Settings Log off

Settings

My Information ] Folder Alerts

Primary

Email: stucker@jr3enline.com Action Document Mame Ver Logged Emall Sent?

Change

Password | &
Check the box for each of the

Folder Settings alerts you want to receive

Alerts

¥ A new document / version is added
¥ A document is moved
41 A document Is deleted

Available

CEQACY CTaTEr| 10 CEgacy YFnance =]

Legacy Charter\To Legacy\HR |

Legacy Charter\To Legacy\Payroll = Click Save to activate the alerts
Legacy Charter\To Legacy\PEIMS =
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Chapter 9
Log Off

Always Log Off when you are finished with your task to maintain YOUR account’s security.

Click anywhere on the Log Off tab

>
OX Home Checked Out Inbox Upload Help Settings Log off =

== . Document or Metadata JResiElbCahd x
! JR3 Education Assoc -
| Only Group By:  None - Current View: General Finance -
Add Criteria | Reset Criteria

No Documents Found

Page 0 of 0

Once you click on the Log Off tab, you are immediately taken to the Log On screen (shown
below). This verifies that you are logged out. If you logged off in error, it enables you to
quickly log back on and resume working.

Refer to the “How to Access JDox” to get detailed instructions on how to Log In

“J)ox

DHGITAL STORAGE AND RETRIEVAL

You will be taken to the JDox Home Screen

Last Revised 8/24/16 JDox Page 9-1



Chapter 10
Frequently Asked Questions & Error Codes

Currently there are no Frequently Asked Questions or Error Codes to display.

Please check back frequently for updates.
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