Using the eCabinet™, you can capture and
store business documents from a variety
of sources on your network. Later, you
can quickly and easily retrieve these
captured documents to your PC—
without rummaging through file drawers
and folders.

This eCabinet Brief Tour presents the
basic information you need to understand
the system and to get started using the
software.

Please note:

An eCabinet administrator can always
find and retrieve captured documents. To
make sure your sensitive personal docu-
ments remain private, use the appropriate
eCabinet options to turn

off capture.



System basics

Here are the basics of the cCabinet system.

The eCabinet is a dedicated server that

captures documents from various sources on
the network, including your PC, the web,
printers, scanners, and fax machines.

To capture selected documents
onyour PC, you use the PC Capture
software. You can capture documents
immediately, or at regularly scheduled
times. You can also use the PC Capture
software to capture web pages.

To capture printed documents,
you choose a printer that is linked
to the eCabinet.

To capture e-mail, you cc or forward messages
to the eCabinet.

Your system may include network scanners and
Internet fax machines that are set up to send
scanned or faxed documents to the eCabinet.

What happens when the eCabinet captures a document?

The eCabinet indexes captured documents
by content and word frequency. It also
maintains other document information, such
as date of capture, source of capture, and any
keyword information you’ve provided.
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The Ricoh MMFP
(available in the fall of
2000) provides copying,
printing, faxing, and
scanning from a single
integrated unit on the
network and gives you the
option of eCabinet capture
for all these functions.

More about folders

To search for documents on the eCabinet,
you use a standard web browser on your PC.
You can search by document content, by
document information, or by a combination
of content and information. (You can also
put documents in custom eCabinet folders
and search by folder tag information.)

Once you've located the document you want,
you can retrieve a copy to your desktop.

What about security?

* Only someone with an account
and password can log on to the
eCabinet and search for documents.

* Every document has an owner, either
an individual owner or a group
owner. When you run a search, you
can only find documents you own,
documents that are owned by a
group you belong to, or documents
that have been made “public” by an
owner.

* The eCabinet administrator sets up
the individuals and groups in the
system. You can belong to more
than one group.
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With PC Capture With Printing and E-mail
The PC Capture software lets you easily capture documents You can also capture a document when you print or
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Scarching for a document

Searching for a captured document on the eCabinet is simple.

Username and Password Required

Point your web browser at the
eCabinetand log on by typing

your name and password.

The eCabinet Home page presents several convenient options.

On the Documents page or on the Folders page, you can dis-
play the Search balloon by moving your desktop pointer over

Click here to go to the Documents page and Click here to go to the Folders
search in the general collection of page and search for documents
documents. that are in eCabinet folders.
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Viewing secarch results

You can view your search results in four different ways,

each designed to meet a particular need.

The List view presents

arich set of text information
about the found documents
arranged in columns. You
can sort on any of the columns

displayed.

The Stream view lets you
identify a particular
documentwhenyou
remember what it looks like,
but not much else. Point to a
document in the stream and
you see a facisimile of its

first page on the right.

The Thumbnail view provides
afacsimile of the first page of
each document in the search
results.
sCabinet bme  Fidos Hep
S =1
. Results from your search
Ravigate Al cumari cccumfm
W Souece Creation Date Size  Score Publc Dacument Trile 4
a 0 100 Mo D pdf
& EK 100 Mo CStrict pdf
= 176 100 M CRAL paf
:-j' 1K 100 No CMetadana pdf
8 10K 100 Mo Cpdf
a8 1K 100 Mo Brief pdf
=) 10K 100 Mo E pif
5 10K 100 Mo A pf
) 1100 Mo 9 jpdf
a 1K 100 Mo Topdi
- <l 100 Mo A pdf
= MEK 100 Mo 3dmgd jpg
 B5. % o33 I
The Calendar view provides
aquick
view of the found docu-
- . ments captured
& . Home n Folders  Help X
Gl =0 % on a particular date.
Yiew i
= Results from your search A wpsule summary of
Ima Documents matching owner 5%

1-12 0l 15

adocumentappears when
you pass the pointer over it.

Creation Date: 200000208
Capturs Date: 20000208

4Cabinet. e s Heb
S == S
Results from your search
Novigate Documerts matching owr:
)

Q=
2DB2000 340 PM

00 316 PM

a 3 a

UROBGN00 315 P

< 1.B0l15 =
mne!. Home Folders  Help
Soah =0
.h' Results from your search
Nevigete: Al curent documaens. By
b S sanuany 20000
Sunday Monday Tussday Wednesday Thurs day Fridsy Saturdsy
1
2 3 434 3 & 1 g
3 10 1 1283 EEE sE288 g5
A52as 5
EEE
EEEE
16 19 b 21 22
30 3

You use the View balloon to switch views.

: et.

Seorch
View
Navigate View
i1 Show results in:
Sunday List Wiew
Thumbnail Yiew
Stream View
2 Calendar “iew
2

]




Retricving a document

There are two convenient ways to retrieve a copy of a

document from the eCabinet to your PC You can organize captured documents that are related into

folders on the eCabinet.
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Ifyou own a document captured on the
eCabinet, you can makeit “public.” This
means everyone can see it and retrieve a
copy:

You can copy a document to other
individuals or groups.

A new copy of the document

is made on the eCabinet for each

recipient.

You can change the ownership ofa
document.

information for each folder tag
field.

Later, you can use the Search
balloon on the Folders page to
search for documents with
particular information in the folder
tagfields.
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Learning more

To learn more about using the eCabinet or PC Capture, click the
Help button on the eCabinet web page, or use the Help menu on
the PC Capture software.
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