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Webdocs for IBM i
Webdocs for IBM iworks like a filling cabinet that allows users to store, manage, and sharedocuments across
your network.

To accessWebdocs, first youmust download and installHelpSystems Insite on aWindows® or Linux®
system. Then, open it in a browser and point it at your existingWebDocs host systems. No updates are needed
to theRobot products you currently have running on your IBM i.

This guide is document version 4. For more information on document version, seeDocumentConventions
and Symbols below.

What Is in This Guide

About HelpSystems Document Management

What Is Not in This Guide

Document Conventions and Symbols

Contacting HelpSystems Document Management

Accessing this Guide
This guide ismeant to beused as a reference tool. Therefore, it's organized so the sectionsmatch theoptions
in theproduct. To access this guide, click the help icon   on any page inWebdocs.

Additional Help
If you don't find the answers you need in this guide, try looking under the Support tab on theHelpSystems
website. There you can find help through LiveChat, many support topics and videos, and the contact
information for Technical Support.

View as PDF

What Is in This Guide
This administrator guideprovides detailed information on how tomanagedocuments, users, and groups in
WebDocs - iSeries Edition.

Here is what this guide includes:

l Section 1 Prefacedescribes this administrator guide, how to find the information you need, and how
to contact RJS Software Systems.

l Section 2 IntroducingWebdocs describesWebDocs - iSeries Edition, shows youwhere to find
installation and licensing instructions, and introduces theWebDocs interface.

l Section 3 SettingUpWebdocs shows you how to set up users, groups, folders, Document Types, and
permissions.
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l Section 4 SettingUpOther Options shows you how to set up auditing, searching, routing, distribution,
and other options.

l Section 5 MaintainingWebdocs shows you how tomanageWebDocs once it is set up.

l AppendicesTheappendices provide additional reference information on troubleshooting, data areas,
databasephysical files, commands, exit points, NFS shares, and integration with other applications.

About HelpSystems Document Management
HelpSystemsDocumentManagement helps companies go paperless by automating business processes and
digitallymanaging the entire lifecycle of their business information.

Weprovide solutions that help you capture, manage, distribute, and route documents digitally, andweprovide
youwith the tools you need to keep that information safe and secure. Learn aboutHelpSystemsDocument
Management at http://www.helpsystems.com/rjs.

What Is Not in This Guide
This administrator guidedoes not describe:

l Configuration and useof individual document input equipment (i.e., faxes or scanners). See the
manufacturer instructions for help.

l Useof individualweb browsers.

l iSeries commands other than those forWebDocs - iSeries Edition.

l How towrite exit programs.

l How to install or upgradeWebDocs - iSeries Edition. For installation and upgrade information, see
http://support.rjssoftware.com/product/webdocs-iseries#install-upgrade.

l How to plan yourWebDocs - iSeries Edition set-up tomeet your organization's business needs. For
planning information, contact RJS Software Systems for a copy of theWebDocs Workbook: A Planning
Guide for Both WebDocs iSeries andWebDocs Windows.

l How to set up single sign-on. For information on single sign-on, contact RJS Software Systems technical
support.

l How to useWebDocs - iSeries Edition. For user tasks, see theWebDocs - iSeries Edition User Guide:
http://support.rjssoftware.com/product/webdocs-iseries#documentation.

l How to install, configure, or use any of theHelpSystemsDocumentManagement applications that
workwithWebDocs - iSeries Edition. For administrator and user guides for other applications, see
http://support.rjssoftware.com/product/webdocs-iseries#documentation.

Document Conventions and Symbols
The following document conventions are used throughout thismanual:

l In step-by-step procedures, the following are bolded: buttons, options, and keys that you press.

l In step-by-step procedures, words, letters, numerals, or symbols that you type into a text box or field
are in both bold and italic type.
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For example: TypeGO RJSIMAGE on a command line.

l IBMhardware can benoted as AS/400, iSeries, or i5. For simplicity, all references in this guideuse
iSeries unless referring to a specific server model.

l For simplicity, all references to the IBMoperating system in this guideuseOS/400 unless referring
specifically to i5/OS.

l TypicallywithWebdocs, as withmost software applications, there are severalways to accomplish the
same thing. This guide shows one simpleway to perform an action.

l RJS Software Systems is referred to asRJS Softwarein every section of this guide except the preface and
index.

l WebDocs for Insite is referred to asWebdocs in every section of this guide except the preface.

Contacting HelpSystems Document Management
Pleasedo the following before contactingHelpSystemsDocumentManagement for technical support:

l Check this guide's table of contents and index for information that addresses your concern.

l Gather and organize asmuch information as possible about theproblem.

Telephone Email Website
Sales/Technical Support:
800-328-1000

General:
952-736-5800

Fax:
952-736-5801

(available business days 8:00
am. to 5:00 p.m. Central Time)

Technical support:
support.rjs@helpsystems.com

Sales:
info.rjs@helpsystems.com

Company:
http://www.helpsystems.com/rjs

Technical support:
http://support.rjssoftware.com
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Introducing Webdocs for IBM i
This section provides a summary ofWebdocs for IBM i (referred to as simplyWebdocs) and is divided into the
following topics:

AboutWebdocs

Installing and LicensingWebdocs

Planning for a Successful Set-Up

Webdocs Concepts

Basic Document FlowUsingWebdocs

Accessing theWebdocsMainMenu

About Webdocs
Webdocs is documentmanagement software. Like a filing cabinet,Webdocs is where you go to quickly find
documents, workwith them, and then return them for others to use.

ButWebdocs ismuchmore than a filing cabinet.WithWebdocs you can:

l Access your files from anywhere you have access to thenetwork.

l Makedocuments accessible across your organization's network.

l View documents from anyweb browser.

l Securedocuments andmanagedocument access.

l Store documents in their native file format.WebDocs does not convert files to a proprietary file format
or to binary largeobjects (BLOBs).

For example: PDF documents are savedwith a PDF file extension. MicrosoftWord documents are
savedwith aDOC or DOCX file extension. And so on.

l Upload documents frommost standard scanners, including TWAIN-compliant products, Kofax-
compliant products, multi-function copier devices, and scanner devices.

ContactHelpSystemsDocumentManagement to learn about RJS Imaging ScanWorkstation, which
was specifically designed to scan paper documents forWebDocs.

l Assign up to ten administrator-defined search keys for each Document Type.

l Set up document routes for approval, rejection, or transfer.

l Reduce your paper usage.

l Create customized programs to integrateWebDocswith your existing applications.

Webdocs Concepts
The following terms have special definitions inWebdocs. To learnmore, see theWebdocs Workbook: A Planning
Guide for Both Webdocs iSeries andWebdocs Windows. To get a copy, contact your HelpSystemsDocument
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Management project team or technical support.

Concept Definition

Document Type Acategory that contains different kinds of related documents.

For example:AP or HR.

Folder Wheredocuments are stored for security. Users and groups
havepermissions to workwith specific folders.

Note: InWebdocs, folders are not theprimaryway to search
for documents.Webdocs uses search keys andDocument
Types to search for documents instead.

Group Acollection of users.

Groups' permissions definewhat their users can dowith
documents.

InWebdocs, you first create a user with the group name, and
then convert that user into a group.

Route Thepath documents take from oneuser'sWebDocs inbox to
another user's inbox. Documentsmove along routes either via
user approvals or automatically via exit programs.

Search Keys
(also called index keys,
indexes, or metadata)

What you use to lookup documents.

For example:Dates, names, or numbers.

Title HelpSystemsDocumentManagement recommends that you
use this as a sub-typewithin aDocument Type. See the
WebdocsWorkbook for more about titles.

For example: Invoice, purchaseorder, or receiving document.

You can use titles in other ways in your implementation.

User An account for oneperson.

Users can beput into groups and havepermissions at theuser
and group level that definewhat they can dowith documents.

Basic Document Flow Using Webdocs
As you useWebdocs youwill find that themajority of your activity consists of four simple functions:

l Uploading documents.

l IdentifyingDocument Types and search keys.

l Searching and retrieving documents.

l Viewing documents.

Thediagram below summarizes these functions.
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MostWebdocs activity consists of four simple functions:

l Uploading documents: Adding documents is extremely flexible.Webdocs can store any data typeby
default. Document sources include, but are not limited to, electronic documents currently stored on
local PCs, faxes, email, scanned documents, or iSeries spool files. You can also use additional document
sources such as digital cameras, electronic data interchange (EDI), or electronic forms output.

By default, documents are stored on the IFS on your iSeries local file system.

l Entering search criteria:When documents are uploaded, they are assigned to a folder and a
Document Type. They are also assigned a title, date, and search-key values. System administrators can
assign up to 10 search keys for each Document Type. These search-key values are used to retrieve that
document in searches.

l Searching for and retrieving documents: Users can search for documents byDocument Type, date,
title, and search keys. You can also set up two other optional search features. If you set up link
searching, you can also search using alternate search keys. If you set up full-text searching, you can
search the text of documents thatwere scanned usingOCR.

l Viewing documents: Document viewing is as simple as selecting to view thedocument from a list of
documents: either the results of a search or a list of documents in a folder.

Documents open in the client application associatedwith that document format:MicrosoftWord for
DOC files, Microsoft Excel for XLS files, AdobeAcrobat for PDFs, and so on. RJS Softwarehas an
optional PDF and TIFF viewer, called RJS ImagingClient, that fully integrateswithWebdocs.

Logging In To Webdocs
Before you log in toWebdocs, get your user nameand password from your system administrator. Your
system administrator will have set up your permissions inWebdocs. If you cannot access a document or a
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feature that you need, contact your system administrator.

To accessWebdocs from aweb browser:

1. Open a browser and type yourWebdocs for IBM iURL. 
The log-in pagedisplays.

2. InUsername, type yourWebdocs user name.Note: Theuser name is case-sensitive.

3. In Password, type yourWebdocs password.Note: Thepassword is case-sensitive.

4. Click Login.
 Webdocs for IBM idisplays.

5. When youwant to log out, clickAccount/Log Out in thebottom-left of thenavigation panel, and select
LogOut from themain display.
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The log-in pagedisplays again.

Touring Webdocs
Webdocs for IBM i runs in aweb browser window, so the interfacewill probably be immediately familiar to
you. Aswith otherWindows applications, navigate by clicking themouseor by entering information via the
keyboard.

TheWebdocs for IBM iwindow is divided into two parts: the left side and the right side.

l The left side is for navigation. Use this section to initiate searches, workwith document folders and
inboxes, and log out ofWebdocs.

l The right side is for workingwith documents. This is where you select documents from lists, identify
document index information, and performmany other functions.
There are twomain kinds of windows that display on the right side: Listwindows andDetailwindows.

Note:Do notworry if someof the links or buttons pictured below do not display on your screen. Your
companymay not use all of theWebdocs features or youmay not have security access to certain functions.
Thepicture below is a sample of aUser with full security rights for a company that uses all of theWebdocs
features.

page: 11 www.helpsystems.com User Guide



Introducing Webdocs for IBM i / Touring Webdocs

List Windows
Listwindows display sets of documents: usually the contents of a Folder, Inbox, or the results of a search. This
is usuallywhere you select oneor moredocuments for further action.

Detail Windows
Detailwindows display information about a document. Detailwindows are generally your starting point for
workingwith a document:whether it be to view, route, research, or revise a document.
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Using Webdocs for IBM i
This section shows you how to add, find, edit, and otherwiseworkwith documents inWebdocs.

FindingDocuments

ChangingDocument Information

EditingDocuments

RoutingDocuments

AddingDocumentNotes

Finding Documents
Webdocsmay contain thousands or evenmillions of documents. There are threeways to searchWebdocs:
Document, Link, and Full Text. Contact yourWebdocs administrator to find outwhich searches you should
use.

Document Search

Document Search is thedefaultWebdocs search feature. It is installed withWebdocs. UseDocument Search
to find documents using thedocument information: the folder, theDocument Type, the title, the date, or any
of the search keys.

You can use thedocument search to search for documents based on the fields thatwere enteredwhen the
documentwas uploaded. Youmaywant to do this to find a particular document, or just to seehowmany
documentsmatch certain criteria.

When you use thedocument search,Webdocs searches through folders andDocument Types to which you
have access rights. It will not return documents in folders or Document Types to which you do not have
access rights.

Perform aDocument search using the following steps:
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1. ClickSearch on the Insite left side-bar.

2. Select theDocument search type

3. Type the text to search for in oneor moreof the search fields.
Note:

l Use * or% for multiplewildcard characters, and _ or ? for a singlewildcard character.
For example: "J*ne" finds Jane, June, Jeanne, Jacqueline, and Joanne. "J_ne"only finds Jane and
June.

4. ClickSearch .

The search results display.

Link Search

Link Search provides an alternateway to search for documents.With link search,Webdocs searches alternate
sets of index values. The link search keys are customized to hold values that show how documents are
associatedwith other documents at your company. Thismeans that you can find sets of related documents,
not necessarily documents that only havematching search keys.

When you use Link Search,Webdocs searches through Folders andDocument Types to which you have
access rights. It will not return documents that are in Folders or that are of aDocument Type to which you do
not have access rights.
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For example: If you work in theAccounts Receivable department of a large company, youmight have an
Invoice and aCheckDocument Type. The invoice number may not appear in the index fields for the checks,
but itmay be stored as a link search key for checks. If you did a link search on the Invoice number, the search
would return theoriginal Invoice alongwith all documents associated (i.e., "linked") with that invoice.

Note: Your system administrator must set up link search before you can use it.

Perform a Link search using the following steps:

1. ClickSearch on the Insite left side-bar.

2. Select theDocument Link search option.

3. Type the text to search for in oneor moreof the search fields.
Note:

l Use * or% for multiplewildcard characters, and _ or ? for a singlewildcard character.
For example: "J*ne" finds Jane, June, Jeanne, Jacqueline, and Joanne. "J_ne"only finds Jane and
June.

4. ClickSearch .

The search results display.
Note: If a search findsmore than onematch per document, clickShowDup andHideDup

to show or hide theduplicatematches.

Full Text Search

Full-Text Search is another alternateway to search for documents.With full-text search,Webdocs searches
through the full text database that is created automaticallywhen TIF and PDF files are scanned usingOptical
Character Recognition (OCR). Full-text search also searches for character strings inWord, Excel, and
PowerPoint documents.
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Note: Your system administrator must set up full-text search before you can use it.

Perform a Full Text search using the following steps:

1. ClickSearch on the Insite left side-bar.

2. Select theFull Text search option.

3. Type the text to search for in documents.

4. ClickSearch .

After you find a document:

l To view a document, clickView at thebeginning of thedocument's row.

l To view a document's information, click theDocumentDescription.

Viewing Documents
When you view a document inWebdocs, the document opens in the application associatedwith that
document. For example, MicrosoftWord documents open inWord. PDF documents open in AdobeAcrobat.

You can view a document from:

l Any list window (for example: a folder list or search results).

l TheDocumentDetails.

Viewing a Document from a List Window
To view a document from Folder or from a Search ResultsWindow:

page: 17 www.helpsystems.com User Guide



Using Webdocs for IBM i / Viewing Documents

1. Find a document.

2. Click theDocumentName to view thedocument.
In most browsers, the "FileDownload" icon will appear at thebottom of the screen.

3. Click the file icon to view thedocument.
Thedocument opens in the application associatedwith thatDocument Type. If the application is not
already running, it will be started.
Note:Do notworry about theWebDocs document name (in this example it is AS400DOC-
000000000000197.doc).Webdocs assigns a name for internal tracking purposes. You do not need to
know or remember this name.

Viewing a Document from a List Window
To view a document from Folder or from a Search ResultsWindow:
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1. Display the "DocumentDetails"window for thedocument youwant to view..

2. Click theActions button.

3. SelectView (Download) from themenu.
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In most browsers, the "FileDownload" icon will appear at thebottom of the screen.

4. Click the file icon to view thedocument.
Thedocument opens in the application associatedwith thatDocument Type. If the application is not
already running, it will be started.
Note: Do notworry about theWebdocs document name (in this example it is AS400DOC-
000000000000197.doc).Webdocs assigns a name for internal tracking purposes. You do not need to
know or remember this name.

With thedocument open in Viewmode, you can:

l UseFile\Save As (or similar menu options) to save a copy of thedocument to a new location outside of
Webdocs.

l Checkout and update thedocument. (seeEditingDocumentsdd).
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l If your company uses theMicrosoftOfficeAdd-Ins component, you can checkout thedocument from
MicrosoftWord or Microsoft Excel. For more information, seeCheckingOutOpenDocuments.

Changing Document Information
When a document is added toWebdocs, the document is assigned aDocument Type, title, and search keys so
thatWebdocs users can find it.

To change a document's information:

1. Display the "DocumentDetails"window for thedocument.

2. Change any information you need to.
Note: Changing theDocument Typeusually also changes thenames of the search keys.

3. Click theActions button.

4. SelectUpdate from themenu.
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Aconfirmationmessagedisplays, and thedocument's information is updated.

Note: If your organization is using link search, the self-referencing link for this document is not updated and
still contains theoriginal document information. However, a new link is createdwith thenew document
information.

Routing Documents
Webdocs uses routing to automate themanual process of moving a document from person to person for
approval. YourWebdocs administrator may have set up routes for your organization or department.

This topic is divided into the following:

Adding aDocument to a Route

Using Your Routing Inbox

Adding a Document to a Route
To add a document to a route so that other users can approve it:

Note: Before you begin, make sure your administrator has told youwhich routes to use.

1. Display thedocument information for thedocument to route.

2. Click theActions button.

3. SelectRouting from themenu.
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The route list for thedocument displays.

4. ClickAdd Route.
Add Routedisplays.

5. Fill the routing information, based on the following descriptions:

Field Description

Inbox
To send thedocument to one inbox, choosewhich inbox to send it to.
Note: If you choose an inbox and a route, thedocument is sent to the
inbox, not the route.

Routing Definition
If you are routing thedocument, choose the route to add thedocument to.
Note: Youmust also set InboxtoNone.

Route Title
(Optional) If you are routing thedocument, type a title that displays on this
document's routing list. If you leave the title blank, it uses thedefault title
Document Route.

Route Note
(Optional) If you are routing thedocument, type a note for the route.
Other users on the route can see this note.
For example: Special considerations, concerns, instructions, or so on.

6. ClickCreate Route.
Thedocument displays in the inbox of the first person on the route.
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Using Your Routing Inbox
If your administrator has assigned you to a route, any documents you need to approvedisplay in your routing
inbox. Depending on how your administrator has set upWebdocs , youmay receive a notification emailwhen
you have a new document in your inbox or youmay need to check your inbox regularly.

To workwith documents in your routing inbox:

1. Click Inbox or another inbox you areworkingwith.

The inbox displays.

2. Decidewhether to approve thedocument:
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a. ClickView (on the left side of thewindow) to look at thedocument.

b. Click theDocumentDescription to display thedocument information.

c. ClickRouting Slip to view the route thedocument is on.

3. (Optional) InNote, include a note for this route.

4. Choosewhether to:
Note: There is also a set of buttons to thebottom-left of thedocument information that you can use to
quickly approveor reject thedocument.

l Approve Doc - Send thedocument to thenext inbox on the route.

l Reject Doc - Return thedocument to theprevious inbox on the route.
Thedocument is sent to the step you chose, and it is no longer in your routing inbox.

l Add an inbox to the route - ClickAdd on the step to add an inbox to, choose the inbox to add, and
clickInsert Inbox.
Note:When you add an inbox, it is added after the step you click.

Adding Document Notes
Webdocs lets you add notes to documents that only specific groups of users can see.

To add a note:

1. Display a document's information.

2. Press theActions button.
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DocumentNotes displays.

3. ClickNew Note button.

Enter NoteText displays.

4. Type thenote.

5. ClickSave .

Thenote is added, and it displays in DocumentNotes.
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