MCPS — DocuWare User Guide June 2023

Environmental Services Cabinet — MCPS Staff

Introduction

DoculWare is a Document Management and Workflow tool used widely across MCPS. Selected Environmental Services
documents are being managed within a Cabinet in DocuWare. This guide has been developed to assist you with searching
for and working with these documents. It also addresses common questions you may have when using DocuWare.
Although a considerable amount of planning, testing, and User Acceptance Review (UAR) have gone into the
development of the Environmental Services” Cabinet, it’s not unusual to have questions or even experience an issue
when using the system. Please review this document for sections that may apply to your day-to-day use of DocuWare
and to get answers to Frequently Asked Questions in the F.AQ section at the end of this guide.

Overview of Using DocuWare - The Basics

Searching for documents within the Environmental Services Cabinet is quite simple. For District and School
Administrators, a pre-defined document Search is available to locate documents by a number of search criteria. You can
easily go straight to the Mosz Recent Management Plan Inspection document(s) or retrieve all documents for a specific school
or district building. Search Results can be sorted on-the-fly to locate a specific document more easily.

The basic steps for using DocuWare to locate Environmental Services documents are listed below. Each of these is
illustrated in more detail in the sections that follow.

e Login to DocuWare using Single Sign-On (§50) with your network credentials.
e Use the pre-defined DocuWare Search to retrieve documents related to your building.
e View (and optionally print) documents.

e Logout of DocuWare
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DocuWare Login

DocuWare uses your network credentials with SSO to grant secure

access. Your credentials uniquely identify you and grant specific © pocuware

permission to retrieve and work with documents. After using either the —

https://docuware.mcpsmd.org/DocuWare/Platform/WebClient URL Montgomery County Public Change

Schools

or the link on the MCPS Intranet to get to DocuWare, you’ll be
prompted with a screen similar to the one on the right. From here,

choose the Continue with Microsoft option.

Log in with your DocuWare credentials

The 15 time you access DocuWare using SSO you may see one of the variations of the following screens including the

Authenticator screen on the right.

Login using username@mcpsmd.org

Q Sign-in options

Please note the following two alerts related to the screen to the right.

e The Username and Password option is only used for a DoculVare Service
Account and will not work for a standard log in using SSO.

e Do not use the Reser Password option. Your credentials are not managed

by DocuWare since SSO is being used.

B Microsoft
mestoltz@mepsmd.org

Permissions requested
Docuware [Prod]

This application is not published by Microsoft.

This app would like to:
~~ View your basic profile

v Maintain access to data you have given it access to

Accepting these permissions means that you allow this app to use
ified in their te service and privacy
ermissions at

etails

u can change 1
hittps://myapps.microsoft.com.

Does this app look suspicious? Report it heg

Cancel

@) DocuWare

Log in to
Montgomery County Public Change
Schools

Usamame

Password

Remember me

e

/' % Continue with Microsaft

N—
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DocuWare Tutorial Screen

On your 15t login, you may see the DocuWare Tutorial screen displayed as shown below. If you’d like to prevent the
Tutorial screen from displaying each time you enter DocuWare in the future, uncheck the Show #his Tutorial again checkbox
in the lower-left-hand portion of the screen as highlighted below.

Tutorial (x]
Jenkins |
@DocuWare Peters Engineering b vz > «< Lj é\, e @ X
L1
Qsearches Euss® O [ oo e j
W Basket-Jenkins x INVOICE

U RO AT

‘:)Import - Scan == 1l g

- YOUR ORDER ¥ 132154812

SOLD TO: SHIP TO:

PETERS ENGIMEERING FETERS EXGINEERING
A5H MEADOW AVENLE 368 MEADCHY
EUAGH EWELIRIH

T TTEN AT MO CHARGE

22350

s Toat [ comoe Bl

Welcome to DocuWare

To get started let's review the main features of DocuWare. Click the arrow to the right above
to begin.

+  Show this Tutorial again
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Searching for Documents

After logging into DocuWare, all Searches for which you have permission will be listed when you click on the down arrow
on the blue Search button. If accessing Environmental Services” documents is your only interaction with DocuWare, then
the appropriate Search should be presented automatically. For example, the Schoo/ Administration Documents search is
shown highlighted in yellow in the screen shot below. If you have access to Searches in other DocuWare Cabinets, such as
OHRD Hiring Manager as part of Internal Applicant Records (LAR), then you’d see both Searches listed in the drop down.

To find your desired document(s):

Supply the search criteria: In the red oval in the screen shot below, you can see the various index fields by
which you can search. Most of these fields have Se/ect Lists associated with them so you may pick the Schoo/
Number, School Nanme, Document Type or Document Name from a defined list of options. You may also begin typing

in any field and DocuWare will auto-fill available values as you type. Finally, the more search criteria you enter,
the more narrow the Resw/ts.

Click on the Orange Search Button: After you’ve supplied your search criteria, click on the orange Search
button. It’s in the green oval in the following screen shot.

Sobm Stoltz | - T O @
Mantgemesy Ceurty Putl Schos's

. h

o document opened

View the Results: All documents that meet your search criteria will be listed in the Resx/ts window as shown
below. The 15t document in the Res#/#s will automatically be displayed in the viewing pane. Double-clicking on
any record will also open the document in the viewing pane. Finally, you can right-click on any record in the

Results and be presented with the option to Open in Viewer or Print. You have no permissions to modity, delete,
download, or email the document.

* General Iventory - 763 (o))

Nama ofschon _ B Mer WS
300 Berrgud Dive
Burtowsd Ve, MAD 20066
o meydses™I

Addross

Fhane No,
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Use Change Search to go
back to the search criteria.
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Confidential and Proprietary Information of MCPS
and Aztech DataSystems, Inc.



MCPS — DocuWare User Guide

June 2023

Environmental Services Cabinet — MCPS Staff

Using the Viewing Tools

The screen image below shows the various tools available to control how the selected document is viewed and how to
navigate through all documents in the Resu/fs. Since you have only 17ew and Print permissions, any display changes, such
as rotating a document for easier viewing, will not be saved.

The 1st set of navigation tools allow you to
move from document to document if the
Search returns more than one document.

The 2nd set of navigation tools allow you to
move through the pages within the document
being viewed.
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odify the size and orientation of
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Additional DocuWare Features

Saving a Frequently Used Search as a List

A Search such as Most Recent Management Plan Inspection may be used frequently. DocuWare gives you the option to save a
Search and its criteria as a List. Creating a list from the current search results makes sure this Search is constantly updated
and saves you the trouble of having to run the Searvh each time you want to look for a specific set of documents. When
you want to view the results for the saved Lisz, you just click on the Lis# button in the top toolbar.

To save the currently displayed Resu/ts as a List, do the following:

e Save the List: Click on the 2'::"';'1 N v SRS
vertical ellipsis as shown to the

right. Choose Save this search as a
/ist. 'This should be your only
option.

* Document Type

Mot Recant Management Plan Inspection  AVIERA Exchusion 2002 Addton

Frest MS - 3¥

Frast, Robert M5 Host Recent Managemnent Plan fspection e Rairspiction 2021

e Name the List: Name for Saved Search

o

Enter a meaningful name for the Lisz. Name
0 Choose the Automatic Refresh trequency. The default setting is
. .
30 566'0”&275 and 1r's OI{ to l.eave 1t at. that f.requency' . o If selected, the list will receive information about changes in
0 Click on Save. It’s circled in green in the image to the right. th e cobtoet i cta tme iderict. Ouly A cave of

changes in the file cabinet the list will actually be refreshed. If
not selected, you will be able to refresh manually.

peteive available changes evel

30 seconds

Using the Saved List

To see the Lisz click on the Lists
button in the top toolbar as shown
to the right. Any saved Liszs will

© pocuware

fba Document trays

i= Lists L Tasks

be displayed. Slmply click on the Environmental Services - School Ad inishl Environmental Services - Frost - Most Recent Manage.. @ @
desired L is? to view the current T
< Change search | 3= Tl
Results.
. . Type St... School Type School Number School Name " Document Type
The Trashean icon to the right of
the Lisz is used to delete the Lisz BE  Cument 3-MiddleSchools 03237 Frost, Robert MS  Most Recent Management Plan

and NOT THE DOCUMENTS
IN THE LIST. So, you don’t
need to worry about accidentally
deleting a set of documents.

[70r ] Current 3 - Middle Schools 03237 Frost, Robert MS Most Recent Management Plan T
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Additional DocuWare Features - Continued

Setting Viewing Options in Profiles & Settings

DocuWare gives you the flexibility to change the way the viewing pane for a document is presented. All the screen shots
presented in this guide have shown the default setting which is:

e Show DocuWare Viewer always in the same window: This setting shows the document next to the Resu/zs

in the same window.

The 2 other available settings are:

e Open DocuWare in a new window: Choosing this option will open a new window containing just the
document and navigation controls. This setting allows you to have multiple documents open simultaneously.

e Open DocuWare with index dialog in a new window: Choosing this option will open a new window
containing the document, its index values, and navigation controls. This setting also allows you to have

multiple documents open simultaneously.

To change the Settings, do the following:

e C(lick on the down arrow next to your Username and select Profiles ¢ Settings as shown in the red oval below.

e Click on the IZewer tab shown in the green ovel below.

e (Click on the desired viewing option shown in the blue oval below.
e  (Click on the orange Save & Close button on the bottom right of the dialog.

Feel free to experiment with each of the options — you can’t hurt anything by changing this setting.

Schuot Warme | Ducuwent Type

Schol Wumber

Sthwol Twe
I | Cme 3 MddeSthess 0%

m Cumnt 3 MddeSchans 01237 Frush, Rabert MS Mt Recent Man

L T ——
i lan

Ducument tame

Profile & Settings

Profile General

Security

Viewer

& Show DocuWare Viewer ahways in the same window

Open DocuWare Viewer in a new window

Open DocuWare Viewer with index dialog in new window

Viewer Toolbars

Left toolbar Right toolbar
+ Display @ (]|
+ Related @
@ Reset Save & Close
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FAQs and Support

As mentioned earlier, although a considerable amount of planning, testing, and UAR has been conducted, it’s not unusual to have questions or even experience an

issue using the software. You may be able to resolve some issues yourself and others may require technical support from the Help Desk. Please refer to the table

below for common issues that you may experience. It’s important to remeber that the 15t step in seeking support with any issue you cannot resolve on your own is to
submit a Help Desk Ticket. The Help Desk has been briefed on common support issues related to DocuWare and they are the experts in dispatching the appropriate
resource to quickly and efficiently provide assistance.

FAQ or Support Issue

Description

First Course of Action

Second Course of Action

Can't find URL or link to DocuWare

You can't find a way to access the DocuWare application

Confirm you're using https://docuware.mcpsmd.org/DocuWare/Platform/WebClient
or going to the link on the MCPS Intranet

Submit a Help Desk Ticket

DocuWare Login not working

You receive a message indicating that a valid user name/
email address has not been found in DocuWare that
matches the AD account or Login fails.

Confirm that you're logged into the workstation with your credentials and try again.

Submit a Help Desk Ticket

Can't see a Search for Environmental Services Documents

After successfully logging-in to DocuWare, no searches
prefaced with "Environmental Services" appear.

Click on the dropdown arrow in the blue Search button on the DocuWare screen to
display all available Searches.

Submit a Help Desk Ticket

Can't find the Document you're looking for

You successfully log into DocuWare but cannot see the
documents for a specific building, or you can't see the
specific document you're looking for.

Confirm that you're using the correct Building Number or Name and that you've
entered correct search criteria.

Submit a Help Desk Ticket

Found duplicate documents

When searching for a specific document, multiple
results are returned that appear to be the same
document.

Verify that the documents are exact duplicates and not just similarly named

Submit a Help Desk Ticket

Document returned in the Search does not match the search
criteria

There appears to be a mismatch between the index data
and the document returned.

Confirm the search criteria and the document in question

Submit a Help Desk Ticket

As a school Administrator or Building Administrator, you're
able to perform functions on the document other than
"Print" or "View"

School and Building Administrators should only be able
to View and Print documents.

Submit a Help Desk Ticket

The DocuWare Tutorial Screen continues to display

Upon logging into DocuWare, the Tutorial screen
displays and you must close it to view the Search Screen

Make sure the "Show this Tutorial again" checkbox in the lower left-hand corner of the
Tutorial screen is unchecked.

Submit a Help Desk Ticket
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