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Document Manager Update

» You will no longer have the option to switch to Classic View, you will now view
Document Manager in the Standard View
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Using Standard View

» When navigating in Standard View, notice that the middle folder pane no longer
exists

» To navigate to a folder, simply click the plus sign to expand the folder tree and
locate the folder you wish to access
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Using Standard View

» You can also navigate to folders using the documents file path at the top of your
Documents screen

» Simply click the arrow next to documents, and continue selecting until you locate
the appropriate folder
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Using Standard View

» When you click on a document, you can view more information about that
document in a preview window on the right hand side.

» Here, you can view which record numbers this document is linked to
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Document Manager

» To upload a document to Document Manager, click the
Upload Arrow button| +

» Your normal upload window will open and you will continue the normal upload
process
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211




