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RSWeb Overview

Overview

Welcome to RSWeb, the Record Storage World Wide Web access tool. With

RSWeb, you have control over your own stored recbrelgen though they are

stored offsite. RSWeb allows you to access your record centerS@S database

and perform many tasks yourself, eliminating telephone calls and

miscommunications. Through RSWeb and your Internet connection, you can now
order services, check the status of your orders, and update the information associated
with your stored items.

NOTE: RSWeb can be accessed by any computer using Microsoft Internet Explorer
6.0 or above.

Logging In

Securityis important to you and your records. RSWeb respects that and requires that
everyone who logs in have a current User Name andvBesThese names and
passwords are sap through your record center.

r * | RSWeb.NET
Oy [

Please enter login information

User Mame
Password
[l Remember Me

English

RSWeb MET 4.03.213 Copyright @ 2012 O'Neil Software, Inc. All rights reserved.

Enter your User Name and Password in the appropriate fields.

RSWeb® Client User Guide RSWeb Overview 1 1



If the Remember Meheck box is selected and the login is successful, the User
Name is remembered tinext time the login screen is opened. The Remember Me
check box remains checked.

If the Remember Me check box is cleared, and the login is successful, the User
Name field will be blank the next time the login screen is opened.

If you clear the fields, budo not login as a different user, the last User Name logged
in will appear the next time the login screen is opened. If the last user logged in goes
14 days without logging in again, the Remember Me option expires and the User
Name field will be blank.

If more than one language is available, click the drop down arrow next to the
language field to select the desired language. Click ¢fign button.

If the Terms and Conditiorfeature has been set up by your record center, when
enter your User Name and Password and tlimgin, theTerms and Conditions
page appears.

‘”r’ ‘”‘1EIL Irvine Record Center Welcome Carol
L ¥ Logout

CONDITIONS OF USE

Welcome to IRC. Our company pravides senices to you subject to the following conditions.
If you visit or order from this website, you accept these conditions. Please read them
carefully.

ELECTRONIC COMMUNICATIONS

‘When you visit IRC or send e-mails to us. you are communicating with us electronically.

You consent to receive from us . We will communicate with

you by e-mail or by posting information on this site. You agree that all agreements, notices,

di and other co that we provide ta you electronically satisfy any legal
that such i be in writing.

COPYRIGHT
All content included on this site is the property of IRC or O'Neil Software and protected by
copyright laws.

LICENSE AND SITE ACCESS
IRC grants you a limited license to access this site

DISCLAIMER OF WARRANTIES AND LIMITATION OF LIABILITY - THIS SITE IS
PROVIDED BY IRC ON AN "AS IS" AND "AS AVAILABLE" BASIS. IRC MAKES NO
REPRESENTATIONS OR WARRANTIES OF ANY KIND, EXPRESS OR IMPLIED, AS TO
THE OPERATION OF THIS SITE OR THE INFORMATION, CONTENT, MATERIALS, OR
PRODUCTS INCLUDED ON THIS SITE. YOU EXPRESSLY AGREE THAT YOUR USE OF
THIS SITE IS AT YOUR SOLE RISK. TO THE FULL EXTENT PERMISSIBLE BY
APPLICABLE LAW, IRC DISCLAIMS ALL WARRANTIES, EXPRESS OR IMPLIED, IRC
DOES MOT WARRANT THAT THIS SITE, ITS SERVERS, OR E-MAIL SENT FROM IRC
ARE FREE OF VIRUSES OR OTHER HARMFUL COMPONENTS. IRC WILL NOT BE
LIABLE FOR ANY DAMAGES OF ANY KIND ARISING FROM THE USE OF THIS SITE
INCLUDING, BUT NOT LIMITED TO DIRECT, INDIRECT, INCIDENTAL, PUNITIVE, AND
CONSEQUENTIAL DAMAGES.

{“EAccept Terms and Canditions

Da not accept

RSWeb.NET 4.03.00 Copyright @ 2011 O'Nei Software, Inc. All ights reserved. Session wil timeout in approximately 54:13 minutes,

After you have reviewed the Terms and Conditions, select the Accept Terms and
Conditions check box, and clickontinue. You will be taken to thélome page.
Onceyou have accepted the Terms and Conditions, you will not be asked again the
next time you log in.

If you do not accept the Terms and Conditions, diicknot accept. You will be
taken back to theogin page. You will not be able to log in until you acctp
Terms and Conditions.

Once you log in, the main screen appears. Menu options display along the left side of
the screen.

2 1 RSWeb Overview RSWeb® Client User Guide



Welcome Carol

Getting Started deliveries, senices, materials, reports, and images from the record

M" “”.1EII O'Neil University
M )
L. ¥ Cart (87 items) Logout
o #yHome [f)lnventory
| Home £ ) " 2
= Intro Select the add/edit forms you would like as your default forms, so Check inventory, perform simple or advanced queries. add and
= My Preferences they are easily available each time you log in. You can also change edit items in inventory, perform global edits, save your own
your password and perform administrator functions. inventory lists and much more!
a Change Password i
C Uarim 3;(-‘42 Order Each inventory type has its own menu options and grid for
lf) — N entering information. You can perform rapid data entry or edit
= Inventory 2| Depending on your configuration, you can place requests for pickups, multiple items on one grid and still view the items on another

grid with just a click of the mouse.

Container center. First, add your requests into the Cart. After confirming that all
Filefolder is correct, check out your requests to the record center. You can also

Tape check the status of your orders anytime.

Document
Image

=7

.{,é Order ES
= Getting Started
= Cart

= Order Express

= Image Express

= Order Status

RSWeb NET 4.01.00 Copyright ® 2010 O'Neil Software, Inc. All rights reserved Session willtimeout in approximately 58:44 minutes.

The welcome message at the top right corner of the screen uses your first name. The
tool tip of the welcome message displays yasgr code and also indicates if you are
a web administrator.

The cart link in the top right corner shows the number of items in your cart and
provides a quick navigation to ti@art page.

Home

From theHome menu, you can gl an introduction of RSWeklgtermine your

default forms for data entryand change your passwotflyour record center has set

up a User Administrator, you can also set up new users and determine which areas of
RSWeb they can access.

Inventory

Through this option you can access yexisting stored items and actually update
information associated with them. You can also add new items to the system.

Order

Any time you need to have something delivered from the record center or have
something picked up by the record center, you can theesppropriate service here.
Schedule orders for specific items, schedule pick ups of new items, order supplies,
order reports, or other services (copying, faxing, etc.). ltems are placed in the cart
and when you are ready, you can place an order. Yiothea check the status of all
existing ordersYou can also place quick orders using Order Expaiagsimage
Express

Time Out Feature

RSWebhas a buikin time out feature. A timer displays at the bottom of each page to
reflect the appndimate time before the session will timeout if no activity occurs. The
timer counts down in ESecond intervals. When it gets down to five minutes, the

text turnsmaroonand it begins counting down every second. When the timer reaches
zero, the texturnsred andchanges to "Session has timed out. Please log in again."
You will be required to log in again in order to contiruarking.

RSWeb® Client User Guide
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Logout

The Logout link in the top right corner allows you to log out of RSWeb when you
are finished.

4  RSWeb Overview RSWeb® Client User Guide



Home

Introduction

Thelntro menuoption is considered to be the home page of RSWeb. It is the page
that displays when you log in to RSWeb. It gives a brief overview of RSWeb.

- 12IL

Welcome Carol
Cart (87 items) Logout

O'Neil University

fj Inventory

EZ\ @Home

=" Home 3

Select the add/edit forms you would like as your default forms, so
they are easily available each time you log in. You can also change
your password and perform administrator functions.

; Order

L
I\) Inventory &' Depending on your configuration, you can place requests for pickups,
= Getting Started deliveries, services, materials, reports, and images from the record

= Intro
= My Preferences
= Change Password
= User Admin

Check inventory, perform simple or advanced queries, add and
edit items in inventory, perform global edits, save your own
inventory lists and much more!

Each inventory type has its own menu options and grid for
entering information. You can perform rapid data entry or edit
multiple items on one grid and still view the items on another
grid with just a click of the mouse.

= Container center. First, add your requests into the Cart. After confirming that all
is correct, check out your requests to the record center. You can also
check the status of your orders anytime.

a Filefolder
= Tape
= Document
= Image
e
.f.e‘-i’ Order £
= Getting Started
» Cart
» Order Express
= Image Express
= Order Status

RSVeb.NET 4.01.00 Copyright ® 2010 O'Neil Software, Inc. All rights reserved Session will timeout in approximately 58:44 minutes.

Data Entry Form Preferences

Forms araused for inputting data when you are adding or editing itemsMihe
Preferences menu option is used to set the default forms that appear. Your record
center may have set up custom forms for you. If so, thes\ai¢able to select. If

your record center has not set up any additional forms, the only choice available is
the default form.

NOTE: This feature determines the form that first appears by default. If additional
forms are available, you can always switckamother one before entering data.

From theHome menu, seledly Preferences. The following screen appears.

RSWeb® Client User Guide Home 7 5



r ‘1 : Irvine Record Center Welcome Carol
'lL’A EIL ‘ Cart (107 items) Logout
Please select default forms.
Container Forms
Add v
Edit | R5Web.NET Container Edit Intermediate * A
Global Edit |RSWeb NET Container GlobalEdit *
Filefolder Forms
Add | RSWeb MET Filefolder Add Intermediate *
Edit | RSWeb.NET Filefolder Edit Intermediate *
Global Edit | RSWeb.MNET Filefolder GlobalEdit ®
Quick Add | RSWeb.NET Filefolder Add Quick * v

<

<

Tape Forms
Add | RSWeb NET TAPE Add Intermediate *
Edit |RSWeb.NET TAPE Edit Intermediate *

Global Edit | RSWeb MET Tape GlobalEdit * v
RSWeb.NET 4.03.213 Copyright ® 2012 O'Neil Software, Inc. All rights reserved. Sess=ion wil timeout in approximatety 40:59% minutes.

For each of the fields, use the drop down arrow to make your selection. Where there
is only one choice available, the field is grayed out. Whenhave finished, click
Submit.

Change Password

TheChange Password menu option allows you to change your own password.

From theHome menu, selec€hange Password.

‘lr .’1 E I L Irvine Record Center Welcome Carol
b 4 Logout

User Name
Old Password

MNew Password

Confirm New Password

RSWeb.NET 4.03.213 Copyright & 2012 O'Neil Seftware, Inc. All rights reserved. Session will timeout in approximately 59:29 minutes.

The UseName field is automatically populated and grayed out. Enter your Old
Password. Next, enter your New Password and type it again to confirm. Click
Change to change the password.

User Admin

User Adminallows an administratqiset up by yourecord centgrto do the

following:
1 add/modify users
1 add/assign model users
1 deactivate users
91 delete users with no activity
1 modify function access

6 T Home RSWeb® Client User Guide



1 modify account access

1 modify available reports

From theHome menu, selectyser Admin.

(-12IL

Options

Results

Irvine Record Center

Search

Cart (107 items) Logout

Welcome Carol

Ca

Home S I

User Code

Last Name First Name

User Status | Item Security. | Item Security. | Em

Intro

My Preferences
Change Password
User Admin

Inventory #
Getting Started
Container
Filefolder
Tape
Document
Image

Order £
Getting Started
Cart
Order Express
Image Express

Order Status <

Page 1of 1

RSWeb. NET 4.03.213 Copyright ® 2012 O'Neil Software Inc. All rights reserved

Session will timeout in approximately 58:59 minutes.

Add a User

NOTE: Only a Web User Administrator can add new users.

To add anew user, from th©ptions menu, selecAdd.

(eIl |

User Code

Password

User Information

Confirm New Password

Irvine Record Center

Last Name

First Mame

Language

[1 Require Passward Change

Notification Address

User Status

Item Security Code

Email |

Model Users

Account Model
Function Model

Clone User Information
Account Access List
Function Access List
Report Formats

Web Forms

User Policy Information

User Information

| Web Model

Welcome Carol
Cart (107 items) Logout

English v
Active v
v

* Column Format Groups v
* Default Column Formats &
* Sort Format Groups v
* Query Groups v

[ Submit ] [ Reset Form ] [ Back to Results

RSWeb. NET 4.03.213 Copyright ® 2012 O'Neil Software, Inc. All rights reserved.

Session will timeout in approximately 5%:45 minutes.

RSWeb® Client User Guide

Home 7



User Code Enter a code that the system will use to identify the user. It
must be unique in the record @ t e Sk daRl&se. This is what the
user will type when logging into the system. This is a required field.

Password Enter the password the user will type to login. This is a required

field.
Confirm New Password This field allows you to rype thepassword to
make sure you didndédt inadvertently ¢t

different characters in the Password and Confirm New Password fields, the
system warns you when you cli€ibmit. This is a required field when
the Password field has beelmanged.

Require Password Changelf selected, the next time the user logs into
RSWeb, they will be prompted to change their password. They must change
their password to continue. When selected, any existing password policies
are ignored for the passwordtered by the Administrator. However, the

new password entered by the user will need to comply with the password
policies.

Last Name Enter the last name of the user. This is a required field.
First Name: Enter the first name of the user. This is a reqliield.

Language Selecta language for the user. Depending on what your record
center has set up, there may be only one language available.

User Status Select whether the user is Active or Inactive. This is set to
Active by default when adding a new use

Iltem Security: Select the item security code to assign to the user. To access

an item, the userés item security co
assigned to the item. The Administrator can only select item security codes

that are equal to or lower thavhat they themselves have.

Email: Enter an email address for the user (optional).

Model Users: To have this user reference a model user, click the drop down arrow
and select a model us&eferencing a model user means the attributes of the model
user wil apply to this user.

Three separate categories avaikable for referencing. Thidlaws you to assign a
different model user to each category, or to assign a model user to some but not all of
the categories.

Account Model: includes account access, wiidetermines what accounts the user
will have access to.

Function Model: includes function access, which determines which features of
RSWeb the user will have access to.

Web Model: includes forms, column format groups, sort format groups, web query
groups.
Unlike cloning, which copies this information from one user to another, referencing

a model user means if a change is made to the model user, it is automatically made to
any user that references that model user.

NOTE: This field is only visible if a moel user has been created.

Clone User Information: Thissection allows you to clone user access information
from another user. This can save you a tremendous amount of time. Even if the

8  Home RSWeb® Client User Guide



access you want to give a user is slightly different, it may stilabef to clone from

another user, and then make your changes.

NOTE: If information is originally cloned and then a model user is selected, the

cloned information is saved. It is ignored, but saved so that if the model user
unselected, the user theverts back to the cloned settings.

is ever

Account Access List Account Access determines what accounts the user
will have access to. Click the drop down list to select a user to clone
account access from. Only users the Administrator has access to appear in
the list. If none is selected, the new user will not have access to any
accounts.

Function Access List Function Access deteines which features of
RSWebthe user will have access to. Click the drop down list to select a
user to clone function access froBnly users the Administrator has access
to appear in the list. If none is selected, function access is set to No for all
functions.

Report Formats: Report Formats include all the information that is
determined when you print a report, such as PrintepS&mrt Order, and
Column Format. Click the drop down list to select a user to clone report
formats from. Only users the Administrator has access to appear in the list.
If none is selected the new user will not have access to any reports.

Web Forms. Web Fams are all the custom data entry forms available to
the Web user. Click the drop down list to select a user to clone Web forms
from. Only users the Administrator has access to appear in the list. If none
is selected the new user will not have accessydams.

Column Format Groups: Column Formats determines which columns
appear in grids. Click the drop down list to select a user to clone column
format groups from. Only users the Administrator has access to appear in
the list. If none is selected the nemser will only have access to the default
column format.

Default Column Formats: Default Column Formats determines which

column format to use as the default if more than one format exists. Click the
drop down list to select a user to default column fosnfim. Only users

the Administrator has access to appear in the list. If none is selected the new
user will only have access to the default column format.

Sort Format Groups: Sort Format determines the order in which data is
sorted in grids. Click the dpodown list to select a user to clone sort format
groups from. Only users the Administrator has access to appear in the list. If
none is selected the new user will only have access to the default sort
format.

Query Groups: Query determines which search gase are available to the
Web user in each grid. Click the drop down list to select a user to clone
query groups from. Only users the Administrator has access to appear in the
list. If none is selected the new user will not have access to any queries.

User Policy Information: This section displays information that is specific to

password policiedf the User Policy setting is disabled by your record center, this

section will be grayed out and you cannot edit it.

Last Password ChangeDisplays the lasttime he user 6s
changed.

passwo

RSWeb® Client User Guide
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Last Invalid Password Displays the most recent date/time that an invalid
password was entered by the user.

Invalid Login Attempts : Displays the number of consecutive invalid login
attempts. It is set to zero if the mostent login attempt was successful.

User Locked Out This is automatically set if the user violated the Lockout
Policies set by the Record Center. If a user is locked out, clear this check
box to unlock them.

Once the fields are completed, cliBkbmit to save the new user.

Edit an Existing User

To edit an existing user, load the user onto the grid and fro@pi@®ns menu,
selectEdit.

ﬂl!'l .‘EIL‘ Irvine Record Center Welcome Carol
b 4 Cart (107 items) Logout

User Information

Last Name Dunn
New Password First Mame John
Confirm New Password Language German A
[ Require Password Change User Status Active >
Item Security Code 99 b
Notification Address
Email
Model Users
Account Model MODEL2 ~ | Web Model MODEL2 A
Function Model MODEL2 v
Clone User Information
w w
* | Default Column Formats v
Report Formats hd A
W A

User Policy Information

I Submit I[ Reset Form ] [ Back to Results

RSWeb.NET 4.03.213 Copyright ® 2012 O'Mei Software, Inc. All rights rezerved Session will timeout in approximatety 59:45 minutes.

Make the desired changes and clBikbmit.

When an administrator edits their own record, some figldsunavailable.

10 T Home
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‘lr 0’1 EIL Irvine Record Center Welcome Carol
L 4 Cart (107 items) Logout

User Information

Last Mame Marris
MNew Password First Name Carol
Confirm Mew Password Language English hd

User Status
ltem Security Code

Motification Address
Email

User Policy Information

Submit H Reset Form ] [ Back to Results

RSWeb NET 4.03.213 Copyright ® 2012 O'Neil Software, Inc. All rights reserved. Session will timeout in approximatety 59:44 minutes.

Global Edit Existing Users

To edit several existing users at once, load the users onto the grid and from the
Options menu, seledGlobal Edit. The User Admin Global Edit form appears.

‘lr' 0‘1 EIL Irvine Record Center Welcome Carol
L 4 Cart (107 items) Logout
ULanguage v
[CJuser Status Active v

[item Security Code
[JRequire Passwaord Change Mo |+
Clone User Information

[ Account Access List >
[JFunction Access List e
[JReport Formats e
[Jweb Forms i
[ Column Farmat Groups e
[[1Default Column Formats e
[1Sort Farmat Groups ~
[ Query Groups e
Model Users

[ Account Madel
[ Function Madsl

CIweb Model
Submit ] [ Back to Results
RSWeb NET 4.03.213 Copyright ® 2012 O'Neil Software, Inc. All rights reserved. Session will timeout in approximatety 59:29 minutes.

NOTE: A limited number of fields are available fgiobal edit.

Make the desired changes and clBikbmit to save.

NOTE: You cannofglobal edit the Clone User Information section for erubkat
references a model usérsuch a user is in your global edit list, you will receive a
warning message lettingou know.

RSWeb® Client User Guide
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The user logged in cannot include themselves in a global edit. If the Administrator is
selected in th&Jser Admin grid, whenGlobal Edit is selected the following
message appears.

Message from webpage §|

L] E The currently logged in user cannot be included in global edit,
L

Click OK and the User Admin Global Edit form appears. Changesplied to all
selected users except the user logged in.

Delete an Existing User

To delete an existing user, load the user onto the grid and fro@ptiens menu,
selectDelete. The following message displays.

Message from webpage &|

\:{/ ¥ou are about to delete web user JESS, Continue?

I 04 ] [ Cancel

Click OK to delete he user.

NOTE: The Administrator cannot delete themselves from theSR& database, and
they can only delete users that have not yet performed any work. Users that have
performed work cannot be deleted from thger Admin grid. To ensure these users
cannotiog in to RSWeb, they should be set to Inactive inUser Edit dialog.

Add a Model User

The Model Usefeature was designed to allow you to create a model user that other
users can then reference for the following attributes.

1 accountaccess
1 function access

M forms

1 column format groups
1 sort format groups

1 query groups

This works similar to cloning; however, when changes are made to the model user,
they are automatically made to all users that reference the model user.

NOTE: When a user refences a model user, the attributes inherited from the model
user cannot be modified for the user. Changes can only be made to the model user.

12 T Home
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To create a model user, from tdeer Admin grid, Options meny selectAdd

Model User.
'lr ’ﬁEIL’ Irvine Record Center Welcome Carol
b 4 Cart (107 items) Logout
User Information
User Code Last Mame
First Name
Clone User Information
Account Access List * | Column Format Groups v
Function Access List *  Sort Format Groups A
Web Forms ¥ Query Groups A

[ Submit l [ Reset Form ] [ Back to Results ]

RSWeb. NET 4.03.213 Copyright ® 2012 O'Neil Software, Inc. All rights reserved. Session will imeout in approximatety 59:44 minutes.

Enter a User Code, FirBlame, and Last Name that will help you easily identify this
as a model user.

In the Clone User Information section, use the drop down list to select which user
you want to clone from for each of the attributes. When you have finished, click
Submit.

NOTE: Model users cannot log in to RSWeb

Global Edit Model Users

When global editing model usemly the following fields will be updated. All other
fields are ignored.

Account Access List
Function Access List
Web Forms

Column Fort Groups
Sort Format Groups

Query Groups
14 O'Neil University Welcome Carol
i 12IL Cart (87 items) Logout
[Language hd
Cluser status Active v
[item Security Code v
[IRequire Password Change No |+
Clane User Information
[ Account Access List N
[JFunction Access List N
[JReport Formats i
Clwveb Forms A
[ Column Format Groups i
[ Default Column Formats A
[ sort Format Groups b
[ Query Groups b
Model Users
[ Account Model
CFunction Model b
CJweb Model
RSWeb.NET 4.01.00 Copyright @ 2010 O'Neil Software. Inc. All rights reserved Session wil timeout in approximately 58:45 minutes.
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Function Access

This menu option is used by the Administrator to edit function access for users. This
determines which features the user will have access to. The only function access

recods that appear are the ones that the Administrator has access to.

NOTE: The Administrator can view his own function access but cannot change it.

Edit

To edit function access for a user, load the user onto the grid and fr@ptions
menu, seledEunction Access.

|||r' ‘I"ﬁEIL O'Neil University Welcome CAROL
il
. d Logout
g\ Options Results
@l Home @&
= Intro ~ | Web Group Web Page Description Access Type |
» My Preferences 7} Home Change Password Change Password |Yes — |-—— ~
= Change Password Home Configure My Preferences Yes  [-----
= User Admin Home User Admin |- No |-
> Home User Admin Account Access Mo Web User Admin
IJ |nvent0ry Fy Home User Admin Add Mo Web User Admin
m Getting Started Home User Admin Add Model User Mo Web User Admin
= Container Home User Admin Advanced Search |Mo Web User Admin
m Filefolder Home User Admin Cart Access Mo Web User Admin
= Tape Home User Admin Delete No Web User Admin
= Document Home User Admin Edit Mo Web User Admin
= Document Image Home User Admin Export No Web User Admin
Home User Admin Function Access No Web User Admin
g Order = Home User Admin Global Edit Mo Web User Admin
= Getting Started Home User Admin Global Edit Cart ... |No Web User Admin
= Order Express Home User Admin Load from List Mo Web User Admin
= Cart Home User Admin Quick Search Mo Web User Admin
= Order Status Home User Admin Reports No Web User Admin
Home User Admin Account Access | Edit Mo Web Account Access 2
— B . — F — B
Page 10of 3 W b Selected: 0 Unselected: 135 Total: 135
RSWeb.NET 3.06.230 Copyright ® 2008 O'Neil Software, Inc. All rights reserved. Session will timeout in approximately 58:44 minutes.

from theOptions menu, selecEdit.

1“" O'Neil University Welcome CAROL
«1E2IL
w A Logout

Web Group

Web Page

Description

Type

Access Yes hd

[ Submit ] [ Back To Results ]

RSWeb.NET 3.04.243 Copyright ® 2007 O'Neil Seftware, Inc. All rights reserved. Ses=ion will timeout in approximately §0:00 minutes.

Use the drop down arrow to change the Access field andSlibknit. Access for
the selected function is changed.

NOTE: If auser references a model user, you cannot edit function access for that
user. You can, however, edit function access for the model user and all changes will

be applied to users referencing the model user.

14 T Home
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Global Edit

To edit more than one function accesa ime, select the functions you want to edit.
From theOptions menu, selecGlobal Edit.

(O [0 i s
o od Logout

Access Mo e
I Submit I [ Back To Results ]
RSWeb NET 3.04.208 Copyright ® 2007 O'Neil Software, Inc. All rights reserved. Session will timeout in approximately 19:45 minutes.

Use the drop down arrow to change the Access field andStlibknit. Access for
all selected functions is changed.

Account Access

The Administrator can use this menu option to edit account access for users. The
only accounts that appear are the ones that the Administrator has access to.

NOTE: The Administrator can view his own account access but cannot change it.

Edit

To edit account access for a user, load the user onto the grid and fromttbeas
menu, selecAccount Access.

‘“tl’ mleIL O'Neil University Welcome CAROL
. d Logout

e\ Options Results
°d Home &

= Intro J‘ Account Access
= My Ereferences | | P 1000 Yes A
= Change Password 100045000 Yes
= User Admin ileail Yes
Lo 2000 Yes
L) Inventory % 200041044 Yes
m Getting Started 2000%104411021 Yes
= Container 2000104411022 Yes
= Filefolder 200011045 Yes
= Tape 2000141046 Yos
= Document 200041047 Yes
= Document Image SRS Yes
> 3000 Yes
Eg Order 3 4000 Yes
» Getting Started 40004100 Yes
= Order Express 400041004100 Yes
= Cart 400041001200 ves
= Order Status 40001200 Yes
40004300 Yes 3
1
Page 1 of 1 Selected: 0 Unselected: 30 Total: 30
RSWeb NET 3.06.230 Copyright & 2008 O'Neil Software,_Inc. Al rights reserved Session will timeout in approximately 58:45 minutes.

Select the account access you want to edit, and fro®@phi®ns menu, selecEdit.

RSWeb® Client User Guide
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Welcome JAY

1||r' ""1EIL‘ O'Neil University
. d Logout

Account

Access Yes v

[ Submit ] [ Back To Results ]

RSWeb.NET 3.04 208 Copyright ® 2007 O'Neil Software, Inc. All rights reserved. Session wil timeout in approximatety 20:00 minutes.

Use the drop down arrow to change the Access éirtticlickSubmit. The selected
account access is changed.

Global Edit

To edit more than one account access at a time, select the accounts you want to edit.
From theOptions menu, selecGlobal Edit.

" O'Neil University Welcome JAY
(- 12IL :
L d Logout
Access Mo v
[ Submit ] [ Back To Results ]
RSWeb NET 3.04.208 Copyright @ 2007 O'Neil Software, Inc. Al rights rezerved. Session will timeout in approximately 20:00 minutes.

Use the drop down arrow to change the Access fielccheldSubmit. Access for
all selected accounts is changed.

Reports

The Administrator can use this menu option to edit report access for users. The only
reports that appear are the ones that the Administrator has access to.

NOTE: The Administrator can view his own report access but cannot change it.

Edit
To edit report access for a user, load the user onto the grid and fr@ptitvas
menu, selecReports.

16  Home RSWeb® Client User Guide



‘“r' |”|1EIL O'Neif University Welcome CAROL
L d Logout

@\ Options Results
°} Home £

Intro ~ Report Type Report Profile Access

| B Acct Transaction Rpt Transactions by Month No
| Container Activity Rpt ‘ Monthly |Ye5 |

My Preferences

Change Password

User Admin

Inventary %
Getting Started
Container
Filefolder
Tape
Document
Document Image

Order ®
Getting Started
Cart
Order Status

Order Express

Page 1 of 1 Selected: 1 Unselected: 1 Total: 2

RSWeb.NET 3.05.01 Copyright & 2007 O'Neil Software. Inc. All rights reserved. Session will timeout in approximately 60:00 minutes.

Select the report access you want to edit, and fro@thieons meru, selecEdit.

‘“r' II\I1EIL O'Neil University Welcome CAROL
- d Logout

Report Type
Report Profile

Access No N
[ Submit I [ Back To Results
RSWeb.NET 3.05.01 Copyright & 2007 O'Neil Software. Inc. All rights reserved. Session will timeout in approximately 60:00 minutes.

Use the drop down arrow to change the Access field and®litknit. The selected
report access is changed.

Global Edit

To edit more than one report access at a time, select the reports you want to edit.
From theOptions menu, selecGlobal Edit.

‘“r- |”|1EIL O'Neil University Welcome CAROL
L4 Logout

Access No b
[ Submit ] [ Back Te Results
RSWeb.NET 3.05.01 Copyright & 2007 O'Neil Software. Inc. All rights reserved. Session will timeout in approximately 60:00 minutes.

Use the drop down arrow to change the Access field andSlibknit. Access for
all selected reports is changed.

Cart Access/Global Edit Cart Access

These options allow the administrator to edit or global ediAtloev Admin to

Modify Cartched box for users. When set to Yes, the administrator can delete or
check out items from the user's cart. The administrator can also view orders
submitted by this user.

RSWeb® Client User Guide
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mtl' O'Neil University Welcome CAROL
' I E I L
. d Logout
Allow Admin to Modify Cart Yes hé
[ Submit ] [ Back To Results ]
RSWeb.MET 3.06.219 Copyright ® 2008 O'Meil Software, Inc. All rights reserved. Session wil timeout in approximately 59:14 minutes.

The user logged in cannot edit their own cart access, or include themselves in a
globaledit. If the administrator is selected in theer Admin grid, whenGlobal
Edit Cart Access is selected, the following message appears.

Windows Internet Explorer

!5 The currently logged in user cannot be included in global edt.

[ ]

Print / Export

You can print or export fim theUser Admin grid, the samas all other grids in
RSWeb

18 T Home
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Inventory

Introduction

The beauty of RSWeb and its connection with your record centef®RJprogram

is that you can access your stored items and actually update the tidorma
associated with them. You can also add new items. This makes data entry easier,
eliminates duplicating labor, and ensures accuracy.

Containers, Filefolder§,apes and Documentsach have their own menu options

and grid for entering information. Yawan add new items at the click of a button, or
conduct a query to find all the existing items for which you want to edit data. The
database at the record center will be searched, and the items that meet our criteria
will be loaded onto your screen. Once items are loaded, you can click each one
and edit any of the fields for each item. You can also globally edit several items at
once.

Menu Options

TheGetting Started menuoption providesan overview of the Inventory options as
well as links to some of the most commonly used features.

-1l
gﬂ\ Home £

= Intro
m My Preferences

Welcome Carol
Cart (87 items) Logout

O'Neil University

Welcome to the Inventory Section of RSWeb NET where you can check all your records, perform simple or advanced
queries, add and edit information related to records, perform global edits, save and print inventory lists and much more.
Simply select the item type and action below:

» Change Password
= User Admin

&
L) Inventory &

Getting Started

£ =Add ltems

«” Quick Search

\.;'\\Advanced Search

Add new records into your inventory.
You can select from available data
entry screens. You can add:

Quick Search your inventary using

Perform an Advanced Search on your

pre-defined queries for simplicity. You inventory using a powerful Boolean logic

can quickly find:

query tool.

-
» Container &, # -~
w Filefoldar . Container wf Container . Container
= Tape - § .
e en ¢y Eilefolder |t Eilefolder 2 Filefolder
Image 3
g' A Tape o Tape 1 Tape
= Order A 1 ] =
| = Document | Document | 2 Document
= Getting Started L A —— L pr Hocument iy ocument
= Cart T 3 Image
» Order Express §f mage | Image
= Image Express
= Order Status

RSWeb NET 4.01.00 Copyright & 2010 O'Neil Software, Inc. All rights reserved Session will timeout in approximately 58:44 minutes.

TheContainer, Filefolder, Tape, Document, andlmage menu options each
bring up a grid. Each of these grids has several menu options available alomm the to

RSWeb® Client User Guide
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of the grid.Many of the menu options are the same throughout the grids. However,
there are a few that are specific to certain grids

Options

Add (Container, Filefolder, Tape, Document only)

This option is used to add new items. It is described inldatar in this chapter.

Edit (All)

This option is used to edit existing items that have been loaded on the grid and
selected for editing. It is described in detail later in this chapter.

Global Edit (All)

This option is used to edit multiple items at szane time. It is described in detalil
later in this chapter.

Add to Cart (Container, Filefolder, Tape only)

Onceitems have been loaded on the grid, you can send them directly to the cart.
SelectAdd to Cart and the following screen appears.

Windows Internet Explorer P§|

\:..i/ You are about to add & item(s) to the cart. Continue?

[ Ok, l [ Cancel

Click OK to continue. The following screen appears.

1“.- " 1 E I L‘ O'Neif University Welcome CAROL
| Logout

Requestor Cost Center
Comments
Add To Cart ] [ Back to Results l
RSWeb.NET 3.03.00 Copyright ® 2007 O'Neil Scftware. Inc. All rights rezerved Sezsion will timeout in approximatety 59:30 minutes.

Use the drop down arrow to select the type of service you want for these items. Enter
a Requestor name and Cost Center if desired. You can also inclodereent for

the record center. When you are finished, chAdd to Cart. The following

summary appears confirming the items have been added to the cart.
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‘“ ""1EIL O'Neil University Welcome Carol
o d Cart (90 items) Logout

[ Print H View Cart ][ Order Now ][ Back to Results ]

Font Size |8pt

Add to Cart Summary

Service Type: Deliver (Bring the item to me.)
R tor: Joe

Cn;l Center: 300
Comments: Please deliver to shipping dock.

code| Type |Alternate CodejAccount] Status

v
1134501 Y 11000 |~dded to cart successfully |

1134502 it PPP 11000 [~dded to cart successfully)

[1345023 |Container148 11000 |sdded to cart successfully.

RSWeb NET 4.01.00 Copyright ® 2010 O'Neil Software, Inc. All rights reserved Session will timeout in approximately 5244 minutes.

Click theView Cart buttonto view the items in the cart.

View Description (Container, Filefolder, Tape only)

This option is used to view the Description, if one exists, for an item.

Welcome CAROL

[On [T TRRR g
o d Logout

[F'rimF'age H Back To Results ]

Item 134515 Description

Cancelled checks for 1999
Branch 532

mailto:jsmith@bank.com

RSWeb.NET 3.03.00 Copyright © 2007 O'Neil Software, Inc. All rights rezerved. Se=zzion will timeout in approximatehy 60:00 minutez.

The description view supports the following and converts them into links:

1 http
T www
T mailto

For example, if www.oneilsoft.com is included in the diggin, clicking on the
reference will take you to that website. The same is true of email references, so
clicking on mailto:jsmith@bank.com will attempt to invoke an email program with
the To: field completed automatically.

NOTE: The links bring up the URin a separate browser window. When you close
the browser or email program, you are returned to the Description screen.

Click theBack to Results buttonto return to the Inventory grid.

View Contents (Container, Filefolder, Tape only)

This option works the same as the View Description option, but displays Contents
for an item rather than the Description.

RSWeb® Client User Guide
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MI' " 1 E I L ‘ O'Neil University Welcome CAROL
WA Logout

[F'rintF'age ” Back To Results ]

Item 134509 Contents

| Checks 100 - 400

RSWeb.NET 3.05.14 Copyright ® 2008 O'Neil Software, Inc. All rights reserved. Seszion wil timeout in approximately 59:45 minutes.

List Images (Container, Filefolder, Document only)

This option lists all images contained in the selected item. Select a cofftainer
filefolder or document) in the grid and under @ptions menu, selectist
Images. TheContainer xyz Image screen appears.

4 O'Neil University Welcome Carol
i w ,
L ¥ Cart (90 items) Logout
Options Results Search
GTE Home 3 J| Document Code| Reference Description Add Date | Image Size | Image Type SequencE|
2 o | b 1111222 Japan itinerary 10/29/2007 | 413377 GIF 1
- M: BIEIE_aees . [1111223 Asian Tours |Japan itinerary £2 |2/28/2008 |21172 IPEG 4 |
cl Passy
" -nangs rasswer [1111223 Asian Tours |Korea Tour 3/5/2008 |68144 TIFF 7 |
= User Admin
F’
3 Inventary 2
m Getting Started
= Container
m Filefolder
= Tape
= Document
= Image
0
i
‘::‘44’ Order 2
m Getting Started
m Cart
= Order Express
= Image Express
= Order Status
1
Page 1 of 1 Selected: 0 Unselected: 3 Total: 3
RSWeb.NET 4.00.274 Copyright ® 2010 O'Neil Software, Inc. All rights reserved Session will timeout in approximatety 59:45 minutes. |

All images contained in the current item are displayed.

1 For containers images in the container, images in the filefoldersd(
images in the documents in those filefolders) in the container, and
images in the documents in the container.

1 For filefolders- images in the filefolder and images in the documents in
those filefolders.

Items will be sorted by Container Code + Filefmid€Code + Document Code +
Sequence.

View Images (Container, Filefolder, Document only)

This option allows you to view all images contained in the selected item. Select a
container (or filefolder or document) in the grid and undeiQp&ons menu, select
View Images. The images for the current item appear along with the image
information.
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Container 123659 Image

Viewing IS o 12 tora eSS

Japan itinerary

Container: 123659 Index Field 4
Filefolder: Index Field 5:
Document: 1111222 Index Field 6:
Sequence: 1 Index Field 7:
Index Field 1: Index Field 8:
Index Field 2: Index Field Date 1:
Index Field 3: Index Field Date 2:

Click the arrows to navigate between multiple images. Click the thumbnail to view
the full image.

View Image (Image only)

This option allows you to view images from tlneage grid. You can select and view
multiple images at the same time.

Delete (Document, Image only)

This optionis used to delete document or image from tidatabase.

Add Document Imaging Requests to Cart (Document only)

This option is used to add anadging request to the cart. See Becumensection
for more information.

Add FF/Container to Cart (Document only)

This option is used to add the filefolder or container that a document is contained in
to the cart. See theontaineror Filefolder section 6r more information.

View Keywords (Document only)

This option works the same as the View Description option, but displays Keywords
for a document.

‘|| r’ " 1 E I L‘ O'Neil University Welcome CAROL
. d Logout

[Prthage H Back To Results I

Document DOC002W Keywords

1999-2002
Jack

Medical Record
Wilson

RSWeb NET 3.05.14 Copyright ® 2008 O'Nei Software, Inc. All rights reserved Session will timeout in approximately 50:00 minutes.

Print (All)

Thisoption is used to print the data displayed on a §kitlen this menu option is
selected from within any grid, the data in the grid is formatted into a printable black
and white table.

RSWeb® Client User Guide
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Welcome Carol

1|| t" i 1 E I L O'Neil University
o d Cart (90 items) Logout

|t Print Page | [ Back to Results ]

Font Size 8pt v

Container
Bal Iternate Code| Add Date Time |Destroy DatelCurrent Status| Status Date Time [Container Type| Account
134502 [PFP 4/21/2000 12:00:00 AM[10/30/1988 _ |In B/7/2010 10:27:41 AMARCHIVE 1000
134503 148 4/21/2000 12:00:00 AM[10/30/2000  |in [9/3/2010 8:41:17 AM |ARCHVE 1000
134505 MM 4/21/2000 12:00.00 AM214/2001 lin 2/3/2010 8.41:17 AM JARCHIVE [1000AS000]

Session will timeout in approximately 58:59 minutes.

RSWeb. NET 4.01.00 Copyright ® 2010 O'Neil Software, Inc. All rights reserved

The default font size is 8 pt. Click the drop down arrow to change the point size. You
can use your browser's Print Previfeature to see how the page will look when
printed. Click thePrint Page buttonto print the table.

Export (All)

All grids in RSWeb have aBxport featureThis allows you to export data to a .txt
file that can beviewed in Microsoft Excel.

Load the data you want to export onto the grid. FronQjpions menu in any grid,
selectExport. TheExport Grid dialog appears.

1 " O'Neil University Welcome CAROL
-12IL g
I e 4 Logout
Delimiter |.
Quotes around fields
RSWeb MET 3.03.00 Copyright ® 2007 O'Neil Software, Inc. All rights reserved. Session wil timeout in approximately §0:00 minutes.

By default, the Delimiter is a comma (,) and the Quotes around fields check box is
selected. Bth settings can be changed.

Click theDownload button to begin the export. Ti&le Download dialog gives
you the option t@pen or Save the file.
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-
File Download

Do you want to open or save this file?

Mame: Container.txt
Type: Text Document, 515 bytes
From: dbssd2k3001

Open ] [ Save ] [ Cancel l

harm your computer. i you do not trust the source, do not open or

|@ While files fram the Intemet can be useful, some files can potentialhy
L
R save this file. What's the gk ?

Click Save, and theSave As dialog appears.

Savein: | = TEMP

My Recent
Documents

My Documents

My Computer

-

File name: |C0ntainer.bd

My Netwark Save a5 type: |Text Document

Enter the path where you want the file saved. You can atsne the file. Click
Save when you have finished.

Choose Column Format (All)

This option is used to determine which columns appear on the grid. Custom formats
may have been creatéat you by the record center.
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1” tl' , 1 E I L ‘ O'Neil University Welcome CAROL
W d Logout

Please select a format for the columns to display.

Expanded View with Content/Description &4

Description
Expanded View with Contents and Description

[ Submit ] [ Back to Results ]

RSWeb.NET 3.03.00 Copyright ® 2007 O'Neil Scftware, Inc. All rights reserved. Session will timeout in approximately 59:00 minutes.

To change to a different format, click the drop down arrow and make your selection.
A description of the format displays in the Description field. When you have made
your selection, cliclSubmit. Click Back to Results to reurn to the grid.

Results

Select All

This option is used to select all items on a grid. When an item is selected, its row
appears with a dark blue background.

Unselect All

This option is used to unselect all itemsagrid.

Invert Selection

After selecting several items in a grid, you may decide to make a change to all the
other unselected items. In this case you can invert the selected items. This causes all
selected items to become unseld¢tind all unselected items to become selected.

Clear All

This option clears all items from the grid.

Clear Selected

This option clears only selected items from the grid.

Find / Find Next

TheFind menuoption is used to locate a particular item that is listed in a grid. If
your grid spans several pages you can us€ithe menu option to locate an item
quickly, rather than scrolling through each page.
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MI' ||||1EIL‘ tebaind e CARQOL
W d Logout

Please select a field and the value for finding the item.

Barcode 1%

[ Search for embedded text

RSWeb. MET 3.03.00 Copyright © 2007 O'Neil Seftware, Inc. All rights reserved. Seszion will timeout in approximately 59:15 minutes.

Click the drop down arrow to selethe field you want to use, and then enter the
value. For example, you may want to find items in your grid that are of a certain
container type. Select Container Type and then enter the type of container in the
value field. To include embedded text inugsearch, select the Search for embedded
text check box. Clickind to locate the item in the grid.

The first item matching the value entered is highlighted in the grid. To continue
searching for the next item that matches the value entered, USiathBlext menu
option.

Sort

This option is used to determine which columns you want your grid sorted by.
Custom sort options may have been created for you by the record center.
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