infoHost Quick Start Guide

Log into infoHost — https://www.inforesourcesinc.com/. Select the My Account button in the upper
right corner. Select the infoHost login button.

To Search for a Document

1.

Select the desired project and hover over it with the mouse cursor. Select the magnifying glass
icon.

Insert data in the desired index search field/s or leave all fields blank to search the entire project.
Index field searches are not case sensitive. The search will look for exactly what is typed in

the index field.

If the full index is not known, you can use the asterisk (*) for a wild card search to specify any

number of unknown characters.

For example, searching
e T*in a name field will locate all documents that start with the letter T.

e *T* will locate all documents that have a T anywhere in the name.
e *T will locate all documents that end in the letter T.

The user manual details many other search parameters you may find useful.

WL - INFORESOURCES DEMO

Search: WL - INFORESOURCES DEMO

Index Fields Show/Hide

NAME  Test data
INDEX 2

INDEX 3

INDEX 4

3. Simply double-click on the desired document after the search results have been displayed.

Home / Prajects /| Search ~ / WL - INFORESOURCES DEMO
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Drag and drop here to group by columns
NAME * | mpEx2 i | pExs i | pExas ¢ | @Document Creation Date i | @Document Ip i | @status
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https://www.inforesourcesinc.com/

4. The document will open in either the browser based viewer or the PaperVision Client® viewer

depending on your document viewer selection. See more detail on this topic below.

Datamation on Demand - View Document - Win2 - Google Chrome
@ login.datamationis.com/Home/DocViewer?EntlD=1130&Session|D=54BE00CA2D0189527F12601DB13044DDBTCDSDESSC1D9ASBFAD3219277T00CES52B6CCESETFODTESCOCESBS12B7349DDA6DA931F1BTC1...
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5. To perform a Full-Text search, scroll to the bottom of the search screen and input the text to
search for under “Criteria”.

mi- S Q
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WL - INFORESOURCES DEMO

Search: WL - INFORESOURCES DEMO

Search Type

And -
Sort By

NAME [+] -

[ Include Recycled Documents
Full-Text

Criteria

[J Query After Indexes

Search Type

@ Boolean Search (and, or, not, ...)
O Natural Language

6. The results show how many times the word being searched for is shown in the document. Double
click the document you would like to view.

Home | Projects | Search - | ACCOUNTS PAYABLE ~
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Drag and drop here to group by columns
VENDOR NUMBER * i VENDOR NAME i Invoice Number i Invoice Date i @Document Creation Date i @Document ID i @staus
04-24-2004 2018-02-20 12:36:27 of _ .

40005 Power Cords Company 61

Score: 100, Hits: 1, Tille:  SCANNING SERVICES FOR AP VIA CONTRACT #17-306 PAGE 1 REQUEST FOR QUOTATION REVISED JUNE 2014 VIA Project Mo: 17-306 Issue Dale: June 29, 2017 Closing Date: July 6, 2017 Project Name: Scanning Services for AP Return Bidla. VIA
NOTICE TO BIDDERS: a. Bids must be submitied t

Contract Administrator. Gerry Gamez VIA Metrapolitan Transit Telephone (210) 362- 2401 Procurement Department FAX (210) 362-2588 800 W. Myrlle, Suite 203 E-mail. gerry gamez@viainfo net San Antonio, Texas 78212

7. Select the option along the top tool bar for the document function you would like to perform.
Please note, not all options are available to every user.

Help Options

For help with infoeHost, point cursor to the Help dropdown menu. Selecting Help Topics will open a
popup window with information pertaining to the screen you have open. The User Manual selection
gives you access to the complete infoHost user manual.

9 selected - - Q

Help Topics
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User Manual
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User Options

The dropdown menu next to your username (upper right corner) gives you the option to change your

password, view destruction lists and recycle bin among other choices.

Selecting User Options allows you to format how documents are listed following your search results.

You have two Document Viewer choices, 1) Web Based Browser 2) PaperVision Client®. PaperVision
Client® requires a software download. Once you download the software you can log into infoHost
directly from the PaperVision Client software.
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To download PaperVision Client®, select Downloads (near the bottom of the dropdown menu). Select

the download button under Datamation on Demand Client® and follow the prompts. Software will
install in a folder named Digitech and appear on your computer as PaperVision Client®.
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Home | Downloads

Datamation on Demand Client

Description: Datamation on Demand Client is a Windows based application that provides mast of the same featurss found in the web client (browser-based interface) including searching, viewing, printing, as wel a8 advanced administrative capabiities. The
Datamation on Demand Client also includes the Datamation on Demand Assistant (formerly the Datamaticn on Demand Web Assistant),

Requirements: Microsoft” Windows 7 (or higher); Microsoft NET Framework 4.7 Full package (or greater)

Approximate Size: 274 MB

Version: &6 0.0 30

& Download

Datamation on Demand® External Custom Code Server

Description: The Datamation on Demand® Extemal Custom Code Server provides the bil
Requirements: Microsoft® Windows 7 (or higher); Microsoft NET Framework 4.0 Full packa;
Approximate Size: 10.9 MB

Version: 6.1.0.0

& Download

te custom code scripts defined in an E-Form defition

Datamation on Demand® WorkFlow Custom Code Server
Description: The Datamation on Demand® WorkFlow Gustom Gode Server provides ihe ability 1o execute custom code saripts defined in @ worklow. It includes a configuration utiity that allows a user to specify what Custom Code Worksteps are execuled, set the
priority, and view the status of the custom code s
osoft” Windows 7 (or higher); Microsoft NET Framewark 4.0 Full package (or oreater)
ize:64.5 B

Versior

Datamation on Demand Tools

Pescrintion: Ratamafinn on Namand Tanls allow users in unlasd and manaae dociments diractiy from Word Fxeel PawerPaint and sven Windouws Frnlorer in Datamation n Nemand® making it aasy for users fo fiize snfemise santant mananement without

If you have any questions about using infoHost, please ask. The InfoResources team is happy to help.

Damita Johnson Andy Dobelstein
customerservice@inforesourcesinc.com andy@inforesourcesinc.com
502.966.8722 502.966.5315
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infoHost is powered by Datamation on Demand®/PaperVision Client®



	infoHost Quick Start Guide

