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English

Introduction

Microtek MiDMS (Data Management System) is a file scan and
management system, which is specifically designed and provides the best
solutions for small and middle sized corporations. Through an easy-to-
use interface, users can scan, digitize and upload files to the web server
in few steps. Later, everyone can overview, search or download these
digitized files directly through the access and connection with the web
server.

® FEasy to use — MIDMS is equipped with an easy-to-use operating
interface, which is not necessary to be installed or operated by well-
trained technical professionals. It is perfect for small corporations in
which there are not IT or MIS professionals.

® FEasy to control the access to the server — Through a precise plan,
MiDMS users are classified as normal users and administrator. Normal
users can overview, search, scan, download or upload files in/to the
assigned web server, depending on authority levels classified by an
administrator. It is easy and convenient to control the access to the
web-based server.

® FEasy to share — When adopting the MiDMS, all scanned and digitized
files are dominantly stored in a web-based server. No matter where
the users are or what time it is, users are allowed to access and share
these files through an internet connection fast and conveniently.
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System Requirements

e Web browser: Internet Explorer 7 or Internet Explorer 8

e Free hard disk space as required by the size of your scanned images
and for additional working files

e An internet connection to hook up with the server

Entering the MiDMIS Website

Double-click your web browser icon (i.e. Internet Explorer) on the
Windows desktop or toolbar to extend your web browser. Enter the
assigned server address in the website address box and then press the
Enter button to enter the MiDMS.

Exiting the MiDMS Website

Click the Exit button “X” located at the top right corner of your web
browser to close the web browser. You will be directly exit the MiDMS
website once your web browser is closed. Or, you can click the Log Out
button at the top right corner of the webpage to log out from MiDMS.

(8] x] Click to exit
——— e — MiDMS and close
BB RE -
523 g [*q ooz i web browser

- Bl - o= - fEG- RRE©- IEO- @- 7

] -
s % Click to logout from
Mainipagel (oo[0. MIBNS
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The Entrance Page of the MiDMIS Website

English

Use the drop-down menu

to select the language you
prefer to use. The supported
languages are English and
Simplified Chinese.

M’CROTEK Decumant Menecrmment Syst Betal.l

Canvrinht @ minratak ram e 2014

After entering the correct User ID,
Password and verifying Code, please
click the Log In button to enter the main
page of the MiDMS website.
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The Main Page of the MiDMIS Website

M,CROTE'\ aa a Betal.l T —

Copyright © microtek.com.cn 2011

e Help button — Click to explore the online user’s manual.

e Main Page button — Click to go back to the main page of the MiDMS
application.

e L[og Out button — Click to sign out and exit the MiDMS application.

e Scan — Click to digitize files through the help of scanners; then,
upload these digitized files to the web server.

e Qverview Files — By expanding the file directories, overview and
manipulate files in ways depending on assigned authority levels.
Upload the existed digitized files to the web server.

e Search Files — Click to search a desired file by a given and specified
condition. Also, manipulate the file in ways depending on assigned
authority.

e User Center — Click to modify some personal information.

8
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Scanning and Uploading Files to the Web Server

Scan function allows users to scan and upload files directly into folders
which they are authorized to use on the web server.

To scan and upload a file,

1. Take turns to enter proper strings in the “File Name”, “File
Descriptions” and “Keyword” columns; then, click the Overview
button to select the preferred web directory to store the scanned file.

Note: Each user is classified in different authority levels; therefore, he
or she may see different directories. An user can upload a scanned file
to a directory in which he or she is authorized as one of “Full Open” or
“Upload Only” users.

2. Click directly on the directory to expand the sublayers of the directory.
When found the location to save the scanned file, click the Select
button.

If you want to save a copy of the scanned file in your local computer
workstation, mark "Do you want to save a copy of backup files in this
computer" option.

3. After checking the corrections of each column, click the Scan button
to activate the DocWizard software application to scan.

3

Version 1.1 Beta3 Ty
Mu @MLS Document Management System Beinlrase i —00,Cu

Welcome:Kathleen ‘ /’
/

Scan to Upload

“File Name test 1113 | Reguired o fillin ) Example: & meeting held for discussing a company's trip

File Descriptions : | SM 800 brochure ‘ Examgle: Discussion about date and place

Keyword : | 5M (300 Example: Trip

“Save in: [T EHERR | overview

Do youwantto save a copy inthe computer?

Scan
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To Scan a File, -_— X

1. When the Scan button is clicked and
the DocWizard application software is
activated, a window named “Scan” pops
up on the screen for you to set up basic

Sican Settings

Scan Source | ADF -

and simple scan settings. You can only SeanType |ReBabEs <]
adjust values of “Scan Source”, “Type”

and “Resolutions” options. When done, Resolution | 200 -
press the Scan button to start scanning. |

If you click the Exit button “X” located at

the top right corner of the Scan window,

you can exit the DocWizard and return to
the MiDMS website.

There is a Plus “+ " button in the Scan window. Click it to activate
the detailed scan settings window of the DocWizard.

2. When you finish the current scan job, a window will pop up to ask if
you want to continue to scan.

Continue Scanning ['§|

Scan Settings | | Settings
Scan is done, | Conkinue Scanning |

Click "Continue Scanning" to proceed scan jobs continuously.

Click “Scan is done” button to stop scanning. Next, another window
pops up to ask if you want to upload the scanned files to the web
server.

DocScanDemoNew

L) E Scan is done. Da you wank bo upload the scanned images to the server?
-

‘es Mo
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3. If you click the No button to turn down the uploading of the scanned
files to the web, you can still upload them to the web server later by
using the File Upload function.

If you click the Yes button, a pop-up window appears on the screen
to notify that your scanned file has been uploaded to the web server.
Click the OK button to exit the window and return to the main page
of the Scan to Upload function. You can key in data and prepare for
starting a new scan job right now.

3

Version 1.1 Beta3 e TE |
Mu @M‘S Document Management System i (L0 CU

Welcome Kathleen ‘ /

Scan to Upload

by i . i 3 %
File Name: test 1113 (Required to fillin} Example: & meeting held far discussing a company's trip

File Descriptions * | SM 100 brochure Exatple: Discussion about date and place
Keyward | Sh 800 Example: Trig

“Bavein:

Upload is complete.

0K

Note:

1. After a scan job is done, you can also apply OCR to the scanned

image. The result will be uploaded to the web server together with
the scanned image.

2. When a scan job is on progressing, the MiDMS website is locked and
disabled. You cannot perform any other functions in the website.
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Searching and Manipulating Files on the Web
Server

Search Files function allows users to searh a file by using a spefified
condition, such as file's name, file's owner, keyword and the uploading
date. In additons, users can use these files in many ways by assigned
authority.

To Search Files

1. When the Search Files page is activated, you can use either of “File
Name”, “Owner”, “File Descriptions”, “Keyword” or “Date” as a
searching condition to look for files.

Please take note that it is required to enter at least one searching
condition when you are performing a file searching.

The result will be displayed in a table according to the condition you
assigned.

C Version 1.1 Beta3 B
Mu E)) MLS Document Management System B nzaoc ) oo 0T

Welcome:Kathleen ‘ / ’
—
Search a File
File Marne:
Cwiner:
File Descriptions:
Keyward:
Dates 2012-10-31 To [2012-11-14 2 Search
File Natre Chimer File Descriptions Keyurard Creating Time Manigulate o
I} tesi_1113.twz Kathleen B ign0 201211-1309:28:12  Oweniew Download E-Mail Delete
D button configuration.dwz Doreen 2000 20121113 18:05:16  Oweniew Download E-Mail Delete
I} fiyer i800.dwz Doreen flyer 1211131414408 Oweniew Download E-Mail Delete
D figerignon.anz Doreen fhyer 2012-11-1314:17:32  Owervew Download E-Mail Delete
D fyer s450.0m2 Doreen fhvet 201211-1314:38:48  Oweniew Download E-Mail Delete
] fiyer s4a0h tiz Dareen flyer 2012-11-1314:35:37  Oweniew Download E-Mail Delete
2 sim i800plus._holder jng Kathlzen 2012-11-14 08:26:50  Download E-Mail Delete
 gm iB00plus_hg+prod.jpg Kathleen 2012-11-1409:2542  Download E-Mail Delete
¢ LOBO_5240_filP itk psd Kathleen LOBO 2012-11-1409.03:50  Download E-Mail Delete
 MSF2_brochure_en_Ad.pdf Dareen 2012-11-1318:28:12  Download E-Mail Delete
¢ KEF2_brochure_en_A3 pdf Dareen 2012-11-1318:28:14  Dawnload E-Mail Delete
D button configuration diz Dareen 2000 2012-11-1318:46:34  Oweniew Download E-Mail Delete »
1
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2. If you click the “File Name” or “Creating Time"” column, the listed
files will be rearranged based on the corresponding orders.

English

3. If you click on the file’s name directly, you are prompted a window to
ask if you like to open or download the selected file.

C Version 1.1 Betal TE
Mu @M‘S Document Management System B anl7ase N (Lo O

Welcome:Kathleen ‘ /

Search afile
Flehames[ |
FleDesutipions: | [ X

Keypword = Download to a selected directory.
Date : 2012-07-01
¢ DDL Dally Reportds Hoik {5 Adobe Flash Buider ¢ N “
(5 Application Data
¢ 724 RD meeting record i ) Desktop 11
(727Update) xs ¢ Favorktes
D testt dwz Hicholas (2D Ubrary 21
5 = () Local Settings
7.31 Windows Meeting Vie 1) Applcation Data 93
Recordls 152 Apps
& L e 15 Tamp
0803 - MDMSE =D Derick o K . LA
s < | 3
4 07.26 Mac Meeting
E— i wake NewPolder | [ ok | [ cancel | ¥
&
0803 1P eeting Jim 0120803173505
Recordals
1 test dwz Kathlgen test brochure 2012-08-06 09:57:11  Owenview Download Mail Delete
1 test? e Kathleen test2 brochure_8  2012-08-06 09:58.56  Owerview Download Mail Delete
& tastd tif Kathleen test3 manual_img  2012-08-0610:11:08  Davwnload Mail Delete v
< b)

To Manipulate a Searched File

Depending on different authority levels assigned, users will be able to
manipulate a file in different ways.

=y

Cwmet: f

If this action is activated, you e
can download the selected file . Browse For Folder |
eyward: —

Download:

from the Web server to the Date; 2012-10-31 Dawnload to & selected dirsctory.
folder or directory assigned. )
& Mame “_ |5 Adobe Flash Euilder 4 A fme
E'mail . Wz Vathleen [ Application Data 3
T . ) R # 3 Deskiop
If this action is activated, you s Doreel] ® Ut Favortes g o
. . =] it
can e-mail the selected file to *” Dol O i
. . . . fnz Dareen - 1
the assigned e-mail application — Eiﬂﬂ"ﬁﬂmwa .
& (2 Apps
program. vz Doreen 3 Temp v B2
s_halder jpg Kathleen < | ¥ 2
+ Kathli 2
S'lj? pr?d.mg mhd Make New Folder l [ oK 1 [ Cancel ]
]Ju’Pm‘/Afpsd Kathleen i}
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Overview:

If you are classified as a “Read Only” user, you can only overview the
selected file in the DocWizard and cannot do anything else. Besides,
the files can be overviewed only when they are scanned and uploaded
through the DocWizard software application.

= Microtek DocWizard Standard - DocWizard

‘warn @ H

anal,

MICROTEK
ScanMaker 4'80?_

Delete: If this action is activated, you can delete the selected file.

& Version 1.1 Beta3 (T TrE
MH Document Management System [ neae e oo oL

T

Welcome:Kathleen d

File Name: ||
File Deseriptions: ||

Date: \201240731 j‘ To \201271144 J‘ [ Search |
© o Fiedams [ Gwier | FleDsswpions | Kewed | CeangTie  Manpoae %
[ test_1113.0we Kathleen Mign0 ____ J012-11-1300:3812  Ovenview Dawnload E-Mall Delete
LD button configuration dwz Dareen R RV T ) 12,1113 18:0516  Oveniew Download E-Mail Delete
[ tyer ia00. owz Doreen > | pzin-riaione_|eaniEsem: it S
o

(D tyer im0ob dwe Doreen \') Areyousure todelete? ) 14.1344:17:22  Overview Download E-Mall Delete
[ fyer 5450 ¢wz Doreen 12-11-1314:3446  Overview Downioad E-Mail Delete

-
[ fiyer s4500.dwz Doreen 12-11-13 143537 Ovendew Download E-Mail Delete
L% st m00pius_holdsriog Kalhleen 2012-11-1409:25:50  Download E-Mail Delete
17 sm m00pius_bg+prodjpy Kathleen 2012-11-1408:3542  Download E-Mail Delste a

1hon & EGao: E e Kathlpen 10RO 2N13-11-14 N n3AN Drwnlaant F-Mail Delete

Note: Refer to The User Manual for the Administrator for the details
about how to assign authority levels to users.
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English

Creating and Uploading Files/Directories to the Web
Server

Overview Files function allows users to search and select the preferred
files their local computer workstation and then to upload them to the
web server. Also, it allows users to create more folders or directories on
the web server if needed.

To Create a New Folder
1. Click the Overview Files icon to enter its funcion page.

2. Click the New Directory button. A column named "Create a new
folder" appears on the screen. Key in the preferred name for the
folder into the column. When done, click the Confirm button.

The new folder with the given name appears in the table immediately.

¢ Version 1.1 Beta3 C TED
Mu E)) M‘S Document Management System N ainjRace e (oo lCLT

Welcome Kathleen ‘ -
/
Overview Files
O o
Current Directory. o™ / B SATHERR /
MNew Directory | | Administrator Create a new folder: wsuﬂ_q Confirm-
Upload
[Select] File MName Oimer Creating Time \Mampu\ate
test_1114 Kathlzen 2012-11-14 08:58:42
Quick Guide Doreen 2012-11-1318:13:24
Flyer Doreen 2012-11-1318:13:10
TSR 2012-10-25 10:07:27
[Select] File Name: Owiner Creating Time ‘Manipulare
test 1116 Kathleen 2012-11-16 D3:09:38 }
test_1114 Kathleen 2012-11-14 03:58:42
Quick Guide Doreen 2012-11-1318:13:24
Clone Nnraen IR R R ERERERI
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To Upload a File from the Local to the Web Server
1. Click the Overview Files icon to enter its funcion page.

2. Click the Upload button.

o Version 1.1 Beta3 | HELR,
MH Document Management System 2B (o[

Overview Files

Current Directory 1 | FIEAT4RIH, /

| New-Birectory | | Administrator

‘\ Upload ‘
7 FieName | Ower | CreengTme  Maipusle
-uQuick Guide Dareen 20121113 18:13:24
= Flyer Duoreen 2012-11-13 181310
- A TiEERL] 2012-10-2510:07:27
O mﬂygﬂgﬂﬂ_dwz Doreen 2012-11-13 20:26:46 Download E-Mail Owerview Modify Delete
O [Doutton configuration oz Dareen 20121113 18:468:34 Download E-Mail Overview Modify Delete

A window named "Upload Multiple Files" pops up on the screen.

/3 Upload Multiple Files -- Webpage Dialog

Upload Multiple Files

{The column below can be left blank if not applied.

File Descriptions:  |LOBQ Marketing Package \

2A
epas 080 )
Select Files: [M—]——‘zB

Remark The maximum size limit for each file is 50 MB

X

httpiff172,16,6.193 midmsidatafUploadFile, php?pathid=4252 ij Local intranet

A. Take turns to key in the information for the file if needed.

B. When done, click the Overview button. You will be prompted a list
of directories in your computer. Find and select the file you want
to upload.

16
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e To upload one file, select the file and click the "OK" button.
The selected file will be uploaded into the assigned folder on the
web server.

English

Click the "Finish" button to go back to the previou page.

a Upload Multiple Files -- Webpage Dialog,

1 files have been uploaded. 1 files are completed:
0 files are failed. )
No. | FileName | Status |
] 1 sm iB00plus_p1.jpg Uploadin...
le is 50 MB
Finish
http:/[172.16.6. 195 /midms/data/UploadFie.php?pathid=41 14 '& Local intranet

e. To upload many files at one time, use the Shift button of the
keyboard and the left button of the mouse together to select the
files you want to upload. When done, click the OK button and
all the selected files will be uploaded into the assigned folder on
the web server.

/G linlnad bultinla Filae _ Wahnana Malea Upload Multiple Webpage Dialog,
Lock in I@Lubu j ()i Aadm]d
" 5 files have been uploaded. 3 files are completed;
2 files are failed. ,
My Recent
Documents
@ | No. | FileName | Status |
Desklop 1 LOBO_5240_pa:PERX1.psd Uploadin...
ke Lobo.jpg Uploadin...
My Documents n
LOBO_5240.psd Uploadin... L
—eae ’ e is 50 118
My Computer EX IT
My Metwork — File name: I"LDBU_SMU_ﬁu!PLﬁ%.psd”“ASD\ 52401, j Open | Finish
Flaces
Files of type: I j Cancel
;tp:”l?z‘16‘6‘1997miams;aatajUp oaHF\e.pHp?patHiHﬂZSZ E Lacal intranat ol hittp: ({172, 16,6, 199)midms/data/UploadFile php?pathid=4252 H Lacal intranet
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Please take note that the maximum limit for the uploaded files is 50M.
If the selected file exceeds the limit, the system will prompt you a
warning message and the transferring process will be terminated.

No. 2 file is uploading right now. There are inulate
66011624 files.

] 1%

The size of No. 2 File surpasses the maximum limit For upload files and therefore cannot be uploaded. Click "OK" to continue the uploading procedure,

C. The selected file will appear in the window below.
D. Repeat the step A to C until finishing all selections.

3. Click the Exit button to exit the Upload Multiple Files window and to
return to the Overview Files function page.
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To Manipulate an Uploaded File on the Web Server

English

After users uploaded files to the web server, they are allowed to
put these files in use as they desire. These uploaded files can be
downloaded, moved, shared or deleted from/among the web server.

To Manipulate an Uploaded File,

1. After all the files have been uploaded to the web server, find out the
file you want to put in action in the table of uploaded files and folders
and then check the box in front of the selected file.

2. When the box is checked, there will be a list of action buttons
appearing at the top of the table of uploaded files and folders. Use
these action buttons to deal with the selected file.

Version 1.1 Beta3

[ Mainipage i oo Ot

C
Mu Document Management System

07—%1&«1—-( Downlaad Copy Move

Welcome:Kathleen

K™

Overview Files

Current Directory. s/ TG T 44379 /

New Directory | | Administrator

Delete )

[Select] File Mame Owner Creating Time ‘Manipu\ate
test_1114 Kathleen 2012-11-14 03:58:42
Quick Guide Dareen 20121113 18:13:24
Flyer Dareen 20121143 18:13:10
T HRER 2012-10-25 10:07:27
O em i800plus_pl.jpa Kathleen 20121114 09:26:57 Download E-Mail Delete
“sm iB00plus_holder jg Kathleen 2012-11-14 09:25:60 Download E-Mail Delete
T Toam imalis hotorad inn Kathleen 2012-11-14 09:26:42 Dovinload E-Mail Delete

A. Download: If this button is clicked, you can download the selected
file from the web server to the folder or directory assigned in the

local.
LAUNSHLLANSLLIIY. B FIAO @A) !
New Directory | | Administrator
Upload Download C S
e sl < B . - Brawse For Folder ‘1”?‘
[Select] File MNarme Dawrload ko 2 selected directary. ‘Mampulate
test 1114
Quick Guide 1) Adabe Flash Buidsr 4 ~
Flyer 1) Application Data
TR ERARR 3 ety
Favorites
O #smigd0plus_pt.jog B 53 Lrary 1 Download E-Mail Delete
sm B00plus_holder jng = 1) Local Settings Download E-Mail Delete
- () Application Data
g Download E-Mail Delete
a s (B00p(us_bg-+prad, jpy -
L1 Dhutton configuration. duwz B Temp 3 Download E-Mail Oweriew Modify Delete
O D buton canfiguration. duz < == : 5 Download E-Mail Oveniew Modify Delate
O [0 fyer e480b.dwz Download E-Mail Qwerview Modify Delete
O [Dyer iB00b. dwz Make hiew Folder ] Lo ] [ Cancel ] Download E-Mail Overview Modify Delete
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Note: If the file is scanned and upload to the web server, you
cannot use the Download button here to transfer the selected file
to your local computer.

B. Copy: If this button is clicked, you can make a duplicate copy of
the selected file; then, move it to the folder or directory assigned
on the web server.

1) Click the Copy button to activate the Copy window.

2) Click the Overview button to toggle through folders or directories
where you want to move the copy of the selected file to.

3) When done, click the Confirm button to quit the Copy window
and return to the main page of the Overview Files function.

Upload Dawnload Copy Mave Delete
[Selec] File Mame Owiner Creating Time Ianipulate
test 1114 Kathleen 2012-11-14 D5:56:42
Qui;k Guide Doreen 221113 18:1324
Flyer Doreen 2M2-11-13 18:13:10
TAmTTEHRRR

e | Copy -- Webpage Dialog

[T U0 yer 900 dwz =1 Download E-bail Oveniew Modffy Delete
( D button canfiguration. dwz ) Copy To: ’W‘ Overdew Download E-Mail Owendiew Modify Delete
0 putton configuration. dwz Download E-Mail Oweriew Modify Delete
[0 [0 yer saa0b. dwz _ Confirm | Download E-Mail Cwerview Modify Delste
O D fyer s50.dwz Download E-Mail Oweriiew Modify Delete
O nﬂyer {B00b. dwz Doreen 20121113 14:17:22 Download E-Mail Overviewe Modify Delete
O llﬂyer 000 dwz Doraat 2012-11-13 14:14:19 Download E-Mail Overviewe Modify Delste

When you click the folder or directory assigned for the copy of the
selected file to move in, you can see the file is inside then.

Welcome:Kathleen ‘ / -
Overview Files
AT g-pryam
Current Directory “p ™/ 7 ST HYBIE /
New Directory | | Administrator
Upload
[Select] File Name Owiner Creating Time: Manipulate
test 1114 Kathleen 2012-11-14 08:58:42
Quick Guide Dareen 221113 18:13:24
Flyer Doreen 2012-11-13 18:13:10
DTEBER 2012-10-26 10:07:27
=D button configuration, dwz ) Doreen 2012-11-14 09:06-44 Download E-Mail Oveniew Modify Delete
O "ﬂygr\gﬂﬂ dwz Doreen 2012-11-13 20:26:46 Download E-Mail Overview Modify Delete
[ D button configuration. dwz Dareen 2012-11-13 18:46:34 Download E-Mail Overview Modify Delete
O 0 button configuration. dwz Dareen 2021113 18:06:16 Download E-Mail Overview Modify Delete

20 MiDMS User’s Manual



C. Move: If this button is clicked, you can move the selected file from
its current folder or directory to the folder or directory assigned on
the web server.

English

1) Click the Move button to activate the Move window.

2) Click the Overview button to toggle through folders or directories
where you want to move the selected file to.

3) When done, click the Confirm button to quit the Move window
and return to the main page of the Overview Files function.

Current Directory(2" | B R4T44 589 ¢

New Directory | | Administrator

Upload Download Copy Mave Delete
[Select] File Name Owiner Creating Time ‘Manipu\ate

test_1114 Kathleen 221114 08:58:42

Quick Guide Dareen 20121113 18:13:24

Flyer Doreen 2012-11-1318:13:10

EPEYPEN

g Mt 2 Move - Webpage Dialog
“zm B00plus_pl.jpg ) — | Download E-Mail Delete
T Zsm B00plus_holder jpg Mova To: [EEEREE " Overview | Download E-Mail Delete
O 9 sm B00plus_by+prod jpg Download E-Mail Delete
L D button configuration, dwz _ Confirm | Download E-Mail Ovenisw Modify Delste
O Doutten configuration. dwz Download E-Mail Overaew Modify Delete
O nﬂwrgdmh dwz Doreen 2012-11-13 14:35:37 Download E-Mail Overview Modify Delete

When you click the folder or directory assigned for the selected file
to move in, you can see the file is inside then.

Current Directory
New Directory | | Administrator
Upload
[Select] File Name Owiner Creating Time Mampu\ate A
Kathleen 1113 test 2012-11-13 09:37:40

k 0 sm i800plus_pl jng ) Kathleen 2012-11-14 09:26:57 Download E-Mail Delete
u] ASDI 62405 _folded.psd test 2012-11-1310:25:50
O L2 AsDI 62405 _folded jpg lest 20121113 10:25.50
O |&AsDis2405_button psd test 20121113 10:25:45
O L2AsDIE2405 button jpg test 20121113 10:25:45
[ 1230162408 g test 20121113 10:25:44
O L2A3DI62405 folded jpg test 2012-11-13 10:1B:47
O L2asp E2405_button.psd test 2012111310181
O |#A3DI62405_button jpg test 2012-11-13 10:16:10
[T L& Al RN ine test 20121113 10:18:10
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D. Delete: If this button is clicked, you can remove the selected file
from the web server.

Current Directory 75 | BT 478, /

New Directory | | Administrator

Upload Download Copy Move Delete
[Select] File Name Owner Creating Time \Mampulate
test_1114 Kathleen 2012-11-14 08:58:42
Quick Guide Dareen 021113181324
Flyer Doreen 20121113 181310
AT iR Message from webpage @ 100777

D button configuration. dwz
D fyer 900, dwz

Dhutton configuration. dwz
Dutton configuration. dwz

nﬂyer 5450k, dwrz
Navar ~ten dum

| ]| o | | o | [

Download E-Mail Overview Modify Delete
Download E-Mail Overviewe Modify Delete
Download E-Mail Overview Modify Delete
Download E-Mail Overview Modify Delete
Download E-Mail Overview hModify Delete
Niwnlnar F-Mail Overieie Modife Deleta

To Manipulate an Uploaded File According to the Assigned
Authority

MiDMS not only allows users to conduct their own files on the web
server, but also to manage others' files uploaded to the web server.
However, how they can handle others' files on the web server is based
on the authoriy levels assigned to them. They may download, email,
overview, modify or delete the files on the web server if they are
authorized.

Note: Refer to The User Manual for the Administrator for the details
about how to assign authority levels to users

1. After the main page of the Overview Files function has been activated,
find out the file you want to use from a list of files and folders.

Note: If the file you are looking for is inside a folder, double click on
the folder to enter its sub-layer. Then, you will see he file you are
looking for is inside.

2. A column in the table named "Manipulate" details what you can do
with the selected file.
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English

C Version 1.1 Beta3 T ThE
MH ID) M S Document Management System e (N o0 01 S

Welcome Kathleen \ /,
_

Overview Files

Current Directary. s/ BT, /

New Directory | | Administrater

Upload
[Select] File Name Owmer Creating Time \Aanipu\ale

Quick Guide Dorsen 2012-1-1318:13:24

Flyer Doreen 2012-1-1318:13:10

TRAT AR 2012-10-2510:07.27
O [0 yer ia00. dwz Dareen 2012-11-13 2026 d( Dovnload E-Mail Overview Modify De\etg
O [0 button configuration. dwz Dareen 20121113 16:48:34 Dovenload E-Mail [Overview Modify Delete
[0 D button configuration. dwz Doreen 2012-1-1318:06.16 Dowinload E-Mail [Overview Madify Delete
O nﬂyergasnh dwz Doreen 2002113143537 Dowinload E-Mail [Overviewe hModify Delete

"Manipulate" column

A. Download: If this action is activated, you can download the
selected file from the web server to the directory assigned in the

local.
New Directory | | Administrator
Upload —
Browse For, Folder ‘1”‘8
[Select] File Name Downioad to a selected directary, \Aampu\ate
test 1114
Quick Guide ) Acrobats -
Flyer D555
AT B () db1fas4nazeh3cns1F46052
= [ Documents and Settings =
L0 [0 yer io00. dwz & el Dowinload E-Mail Owervew Modify Delete
O Dputtan configuration. dwz 2 kpcs Dowinload E-Mail Owerview Modify Delete
O D button configuration. dwz 0 ek Download E-Mail Overview Modity Delsts
(5 Microtek MEio
O Dfyer st50b. dwz 53 MOV temp ‘ Download E-al Overview Modify Delete
O [Dfyerianoh dwe < S 1 3 Download E-Mail Overview Modify Delete
L0 [0 yer ia00. dwz Dowinload E-Mail Owerview Modify Delete
O [Diest 1113.0wz [M‘ikENEWF”ME’ ] [ ] [ Cancel ] Download E-Mail Overview Modify Delete

B. E-mail: If this action is activated, you can e-mail the selected file to
the assigned e-mail application program.

C. Overview: If this action is activated, you can only overview
the selected file in the DocWizard and cannot do anything else.
Besides, the files can be overviewed only when they are scanned
and uploaded through the DocWizard software application.
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54 Microtek DocWizard Standard - DocWizard

SCdNVIgREr (JUY

ScanMaker ¢900

D. Modify: If this action is activated, you can use the DocWizard
software application to modify the file which is saved in your local
computer workstation. When done, you can upload the modified
file to the web server again. If the selected file has been applied
with OCR, the system will remind you to apply the OCR to the
modified file again. When the DocWizard is activated, the MiDMS
website is locked and disabled. You cannot perform any other
functions in the website.

4 Microtek DocWizard Standard - DocWizard

|gm-wearn 22I REA
FLEP SR

OCdNIVIRET (IUU
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E. Delete: If this action

New Directory | | Administrator

Upload

[Select]
test 1114
Quick Guide
Flyer
TR
nﬂyer 1900, dwrz
D button configuration. dwz
D button configuration. dwz
nﬂyer =450b. dwz
Myer iB0b. dwz
Miver B00. dwz

I 0 oo o]

Current Directory. s | B AT, /

File Name

Owimer Creating Time

Kathleen 2012-11-14 08:58:42
Doreen 20121113 18:13:24
Doreen 2012-11-1318:13:10

Message from webpage E\

2

&

5 163537

10:07:27
[ 20:26.45
Are vou sure to delete? B 18:46:34
3 18:05:16

14:47:22

Dareen 221113141418

A Department Administrator

If you are authorized as a department adminisrator, when the

‘Mampu\ate

Download E-Mail Overview hModify
Download E-Mail Overview hModify
Dowinload E-Mail Overview Modify
Download E-Mail Owerview Modify
Download E-Mail Owerview Modify
Dowinload E-Mail Owerview hModify

is activated, you can delete the selected file.

Delete
Delete
Delete
Delete
Delete

Delete

English

Overview Files function page is activated, you can see a button named
"Administrator" appear beside the New Directory button. Under other
circumstances, this button will not be shown here.

C
Mu Document Management System

Version 1.1 Beta3

L

[ Main|page e (o0 |0u i

Welcome:Kathleen

Current Directeiy 8 / B @748, /

New Directory Administrater

Upload

[Selec] File MName
Quick Guide
Flyer
TR
"ﬂyer 1900, dwz
D button configuration. dwz
D button configuration. dwz
nﬂyer 450 dwz
nﬂyer 450 dwrz
"ﬂyer 1800k, dwz
Dver 80 iz

] ) ) f

Overview Files

Orwiner
Doreen

Doreen

Doreen
Doreen
Doreen
Doreen
Doreen
Doreen

Doreen

Creating Time
20121113 18:43:24
2012-11-1318:43:10
2012-10-25 10:.07:27
2012-11-13 20246
20121113 18:45:34
2012-11-13 18:05:16
2012-11-13 14:35:37
20121113 14:34:45
20121113 14:47:22
2012-11-13 14:14:19

\Maﬂipu\ate

Download E-Mail Overview Modify Delete
Download E-Mail Overview Modify Delete

Download E-Mail Overview Modify Delete

Download E-Mail Overview Modify Delete
Download E-Mail Overview Modify Delete
Download E-Mail Overview Modify Delete
Download E-Mail Overdew Madify Delete
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When you click the Administrator button, a window named "Management
of Department pops up on the screen. You can use commands and
functions inside to modify users or files categorized in the department
you charge.

Window of the Management of Department

C Version 1.1 Beta3 [N —— €
Mu Document Management System e 2

>

Department Management/Modify the authority of an User ID

e 4%@ an User ID Select an User D | — | Moy iy | Copy Auhorty

The list below i the authority assigned to the selected User ID:

[ modity an Userin|
= Previous  Sub-directory|
[Mod\fytheAuthnmy R
) Directory lij

04‘.—Manage Files |
O——

1. Help button — Click to explore the online user’s manual.

2. Exit button — Click to close the window of the Management of
Department and return to the main page of the Search and Upload
Files function.

3. Manage an User ID button — Click to modify an user’s password and
user name in your department. You can also use it to modify other
users’ authorities for using files in your department.

4. Manage Files button — Click to modify files and folders in your
department.

5. Manage Departments button — Click to download tables of
information about users and files in your department.
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Manage an User ID Button

When you click the Manage an User ID button, there are two subsidiary

buttons you can use additionally. One is the Modify an User ID button

and the other is the Modify Authority button.

Modify an User ID button

Click the button to modify some basic information of an user in your

department.

N =

ID, such as the password, user name and domain restriction.

w

the selected User ID.

o

Version 1.1 Beta3

Mu Document Management System

[ TTED
B0

Department Management/Modify an User ID

Manage an User ID

Wu

“ — an User 1D (el E= il
|Mod\rytheAulhuruy User ID: Georgesun
| Manage Files Passwird: sessssssss
|  Wanage | User Name: |GeorgeSun
Departments —
e Department: FmITHERR

Assigned as a restricted domain? Yes V|

Submit

o

. Use the scroll-down menu to choose the User ID you want to modify.

. Take turns to modify the columns of information for the selected User

. When done, click the Submit button to carry out the modification for

MiDMS User’s Manual
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Modify Authority button

When this button is clicked, you are able to assign authority to users
in other departments to look up, change, download or delete files in

your department. Also, you can also copy an user's auhority in your

department and paste it to users in other departments.

A. Modify Authority

This function button allows you to assign authority to users in other
departments for manipulate files in your department.

1) Use the scroll-down menu to choose the User ID you want to
modify. Then, click the Modify Authority button at the top.
W e
i Mndifylulimriry::; Copy Authorty

The list below is the authority ass\@hed,tuthe"se\ected User [Ds

[ Modiyan user D | .
— Previous | Sub-directory
I Modify the Authority

| Manage Files T T Fully Open
| Manage
Departments

Use the scroll-down menu to select
the user you want to modify

A new window appears on the screen immediately.

Department Management/Modify the Authority of an User ID

Manage an User (= Department Management/Sat up the Authority - Windows Internet Explorer

\ Maodify an Usel

UserID : GeorgeSun
[Mndlfy the Authf Current Directory: Sub-directory E

Name Curtent Authority Shown Putto Use

| Manage Files T Fully Open Yes _ Change | L

| Manage
Departments
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2) Click the Change button in the column named "Put to Use".

You are prompted a table of authorities to choose. Make your
selection and click the Confirm button to put it into action.

WERAILISHL MAHAYSIHISIUNIVUILY WIS AULIVIILY VI QI W21 1w

ELEEURIEY - Department Management/Set up the Autho do s e o

Modify an Use
=——1 UserID: Geon

fadify the Auth| Current Directof

Fully Open O Use -
(0]

lanage Files [ | Tpload i
== Dewnload ®
Manage .......
Jepartments|( Read-only (0]
None (0]
Shown i
Confirm

You will see the selected user has been authorized to the files and
folders in your department then.

M

c Version 1.1 Beta3 A
H Document Management System T

Department Management/Modify the Authority of an User ID

Manage an User D Select an User ID Nay Aoty | opyhuoiy |

The list below is the authority assigned to the selected User IDs

Modify an User ID -
_ Previous | Sub-directory
Modify the Authority

Manage Files ST Dowinload

Manage
Departments

Authority
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B. Copy Authority

This function button allows you to copy an user's authority and
paste it to users in other departments for manipulate files in your
department.

1) Use the scroll-down menu to choose the User ID you want to
modify. Then, click the Copy Authority button at the top.

L
Department Management/Modify the Authority of an User ID

) — =3
[Manage an User D[~ Sefect an User ID [Ceogesin { (AT { o Moty |

The list below is the authority dssigned to the selstied User [D:

I Modify an User ID l
= Previous  Sub-directory
I Madify the Authority \

‘ Manage Files Tl ST Fully Open
‘ Manage
| Departments

Use the scroll-down menu to select the
user you want to modify

A new window appears on the screen immediately.

2) Select the user in the column whose authority you want to copy
and paste it to the selected user in other departmen.

When done, click the Copy Authority button. The authority of the
selected user in your department will be copied and pasted to the
selected user in other department. Click "X" button to go back to
the previous window.

LR
Department Management/Modify the authority of an User ID
Click to shut
fj Department Management/Copy the Authority - Windows Internet Explorer \._”_‘&I dqwn the
et window and
3 go back to
—————— Destination Account: GeorgeSun the previous
!Mcdlfy the AUt oo,rca Account: | Daoreen CopyAutorty | : layer
| Cument Directory/Sub-directory
Use the scroll-down | Manage Files Mame Department Current Authority Shown o
menu to select the ]

user whose authority |Tage

you want to copy. Departments
and paste it to the
selected user in other
department
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Manage Files Button

English

When this button is clicked, you can modify files or folders in your
department as you like.

C Version 1.1 Beta3  [ENHELRAN
Mu E))MLS Document Management System -

Department Management/Department Folders

Current Directary </

Manage an User [D||  frevius Subirectory

Department Putto Use

Manage Files - ] TR Rerame  Decte  Password |User Authority

Manage
Departments

U1

A. Rename: If this button is clicked, you can give a new name to the
selected file or folder in your department.

B. Delete: If this button is clicked, you can remove a seleced file or
folder out from your department.

C. Password: If this button is clicked, you can set a password
protection for the selected file or folder in your department

D. User Authority: If this button is clicked, you can have a preview of
users and their assigned authority levels in your department.
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Manage Departments Button

When you click the Manage Departments button, there are two subsidiary
buttons you can use additionally. One is the Authority of the User button
and the other is the Authority of Files to be Previewed button.

¢ Version 1.1 Beta3 m
Mu Document Management System T

Department Management/An User's Authority

‘Manage an Userip| Yseril— A ﬂ, Download the table below
T
‘ Manage Files

Manage
Departments
An User's Authority
" Folders to be |
[_Olerviewed

Authority of the User button

Click the button to download a table of authority levels assigned to the
selected user in your department.

1. Use the scroll-down menu to choose the user you want to download.
Then, click the Submit button beside.

2. A table containing the information about the selected user appears on
the screen. Click the Download the table below button to retrieve and
download the table below.

Use the scroll-

L g
Department Management/An User's Authority
IManage an User ID“ User D

down menu to
select the user you
want to download

Kathleen Sbmit | Download the table helow

C 1t

Manage Files 1 . Dwnl;;d - Fully Open A table of
w 2 Do you want to open or save this file? : Cal Opmi |nf0rmat|0n
' about the

: — @ Name: A Table of Lisers' Authorities xis selected
An User's Authority Type: Microsoft Excel TS, 4.00K8 user
[Fi\es 10 Be Overviewed Fom 172166199

Open H Save l[ Cancel ]

l-’ While files from the Inbemet can be usehul, some files can potentially
harm your computer, 1f you do not tust the source, do not open o
save this fle. What's e risk?
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Authority of Folders to be Previewed button
Click the button to download a table of authority information about
Folders in your department.

English

1. Click the Folders to be Overviewed to retrieve a table of folders in
your department.

2. When the table appears on the screen, click the Download the table
below button to retrieve and download the table below.

Department Management/The Assigned Authority to Go over Department Folders

‘Manage an User ID Download the table helow 70

‘ Manage Files ‘ 1 Flyer Doreen i

THEM Fully Open

2 Flyer Genrgesun [Edter =il Fully Open
Manage —
Departments 3 Flyer Kathleen [Edter =il Fully Open
e
| PETRERRTR 1 4 Flyer Siwan ﬁumﬁﬁ‘aﬁ?ﬁ Read-only
> Quick Guide Dareen T Fully Open
0 Folders to be ] —
L _Overviewed 8 Quick Guide Geargesun T Fully Open
7 Quick Guide Kathleen FmiTiEE Fully Open
5 ik Guide Swan [Edter =il Rear-only
El test_1114 Doreen [Edter =il Fully Open
10 test_1114 Genrgesun EmiTEEM Fully Open
11 test_1114 Kathlsen T Fully Open
12 test_1114 Swan TR Read-only

A table of folders in your
department
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Modifying Perfonal Information

User Center function allows users to modify some personal information,
such as the log-in password and the local directory used to save your
file.

¢ Version 1.1 Beta3 T
Mu @M‘S Document Management System [ DRG]

Welcome: Kathleen
Modify the Password
Modify Password The Old Passwords |
The MNew Passwort:
Temporary Directory i
Cconfirm the hew Passwort: I
E Confirmi
| ™. T

To Change a Password

The Modify Password function button allows user to change the old
password into a new one.

1. When the main page of the User Cener function is activated, click the
Modify Password button at the left of the window.

2. Take turns to key in your old password, new password and re-enter
the new password for the confirmation.

3. When done, click the Confirm button at the bottom, and a window
pops up on the screen to remind that your old password has been
replaced by the new one already.
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Version 1.1 Beta3 0 HELP; |

C
MH Document Management System (TR _

-\med'l“'@ The Old Password:

; The New Passwort:
\ — . ij Caonfirm the New Passward:

Welcome: Kathleen

Modify the Password \

AT

To Change a Temporary Directory

The Temporary Directory function button allows user to change the
current temporary directory in use to save files in the local to a new one.

To activate this function,

1. Click the Temporary Directory button when the main page of the User
Center is activated.

Version 1.1 Beta3 b HELP |

@ ———Femponr D

C
MH Document Management System B vainaae i _

Welcome:Kathleen

Set up a temporary directory

\MOdifY PM Current Temparary Directory:  C:temp

J Set Up a Temporary Directarys | overview |
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2. Click the Overview button to toggle through the lists of saving
directories in your local computer workstation. Select the one you
want to use to replace the old temporary directory and then click the
OK button.

3. When done, click the Confirm button to execute the action. The
temporary directory in your local computer workstation will be
reassigned as the one you just modified.

6] Version 1.1 Beta3
MUDMS socument Management system e misscnmn

Welcome Kathleen

Browse For Folder:

=

Mod'fy PasmrdJJ Saveln

Curre

#l () Application Data
[ ) Desktop
) Y} Favorites
= 153 Local Settings
& | Application Data
B 3 Apps

. et Up [ I Adobe Flash Buider 4 Al f OV!MQ_W
Temporary DlrettTn]J
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Appendix

English

Q&A

Q: Why can | not perform a scanning task properly in Windows 7 or
Vista?

A: In Windows 7 or Vista, during the default settings of IE (Internet Explorer),
MiDMS is categorized as un-trusted websites; therefore, you cannot
initiate MiDMS correctly. The possible solution is that you can list MiDMS
as one of trustable websites, refresh the webpage, and finally you will be
able to initiate the program normally.

Q: Some software programs treat DMSOCX as dangerous files. Should |
allow them to do so?

A: MiDMS will not bring any damages to your system. When scanning to
upload, having a overview, and proceeding a modification of images or
documents, MiDMS needs the help of DMSOCX to access DocWizard
program in your computer. Therefore, if you forbid the use of DMSOCX,
some functions in DocWizard program cannot be operated properly.

Q: Why can | not have an overview of or initiate MiDMS in other web
browsers except Internet Explorer?

A: You can only use MiDMS in Internet Explorer. If you try to use MiDMS in
other web browsers, for example Chrome and Firefox, some functions in
MiDMS cannot be opened and operated properly.

Q: When | perform some tasks, such as scanning to upload,
downloading in batch and so on, why are there no responses with
my computer?

A: Please make sure that you have already installed DocWizard program
and your scanner in your computer properly.

Q: When | have an overview of MiDMS in Internet Explorer, why is there
an error message shown for Javascript?
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A: First, pleas check if the version of your Internet Explorer is beyond
version 7. MiDMS can be used in Internet Explorer 7 and Internet
Explorer 8.

Q: After scanning, if | failed to upload the scanned image or document,
why is there a message “The directory path is invalid.” appearing on
the screen?

A: Please initiate the User Center function page and check if the setting
for the Temporary Directory function is OK. The default setting is C:\
temp. If the value of the setting is null, please re-assign a path to be
use as a temporary directory.

Q: When | log in MiDMS, why is there always a prompted window on the
screen in which a message shows "Contact your administrator”?

A: Contact your administrator as soon as possible.
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