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CDP’s web-based Document Management System—CDPdms—is an efficient tool for storing, manipulating, and maintaining electronic documents. Its features include document scanning, document search and image manipulation, all supported and protected by critical, role-based security and storage features.  Additionally, CDPdms can be used to manage back office processes that are common to any organization including Accounts Payable, Accounts Receivable and Human Resources. Yet CDPdms is also designed to handle the document management needs specific to individual organizations.   CDPdms integrates seamlessly with existing business software to enhance its functionality.  CDPdms is widely used in public and environmental health.  It has been successfully implemented in state government in a variety of agencies with diverse missions.
Used by State and Local Governments…

· To instantly provide documents to multiple users via a central repository.

· To significantly increase constituent service by improving access to documents.

· To efficiently meet the most current regulations and reporting standards.

· To mitigate the impact of agency turnover and staffing changes due to elections.

· To connect silos of data within and between agencies.

What and Where is CDP?
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Founded in 1981 in LaGrange, Illinois, Custom Data Processing has over 25 years experience managing, designing, implementing and hosting enterprise health systems.  From Home Health and WIC to Electronic Medical Records and Environmental Health, our enterprise health systems offer comprehensive business software and hardware solutions.  With systems in over 350 locations throughout the United States…and over 3,500 users (and growing!), customers in Illinois, Kentucky, North Carolina, Oregon, Utah and Idaho trust us with their business.  In turn, we strive to provide the best product…customized to meet your unique business needs…and delivered with the best in customer service!  To contact us about other CDP business solutions, call 1-800-888-6035.
Document Management System Buttons & Icons
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Buttons and Icons
To go to the Scan/Import screen, click
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To scan a document, click
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To access current documents, click
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To access pending documents, click
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To perform an audit, click
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To access settings, click 
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For help, click
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To exit a document, click
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To make an edit to a document, click
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To refresh the scan screen, click
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For printing options, click
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To delete selected items, click 
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To import a document, click
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To export a document, click
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To fit to width, click
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To fit to height, click
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To zoom in, click
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To zoom out, click
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For normal view, click
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To rotate 90 degrees, click
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To rotate 180 degrees, click
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To rotate 270 degrees, click
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To zoom out from normal view, click
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For details, click
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To upload a document, click
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To undo the last action, click
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To cut, click
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To copy, click
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To paste, click
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To crop, click
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To revert to the original image, click
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To exit the edit screen, click
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To view a document, click
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Help
For general software questions from 8:00 a.m. to 4:30 p.m. EST, call or e-mail our CDP-Kentucky staff:

Shelly Cecil

Customer Support

Shelly.cecil@cdpehs.com
(866) 237-4814

Mike Combs

Customer Support

Mike.combs@cdpehs.com
(866) 237- 4814

Kevin Kring

Customer Support Supervisor

kkring@cdpehs.com
(866) 237-4814

The Help Screen

The Help screen can be accessed by clicking the Help icon[image: image38.png]


 from the View or Scan screens of the application.
The following screen will be displayed.
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***Note: Entire screen not shown.
Help, continued
The Help screen features: General Help Topics, How-To, Applications, and Support.
How It Works 

Since most of your documents have associated records in our system, a View or Scan button may be placed by each record.

An example is displayed below.
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Once View[image: image41.jpg]


or Scan[image: image42.png]


 is selected, Document Management will check to make sure you have the most current version of the software. If not, it will begin to download. Once Document Management opens, you will be shown the documents for the selected record or if you selected Scan you will be taken to the Scan/Import screen, where you can begin to scan or import documents.

The following message may appear before the application opens.
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Viewing a Document
To view a document using the Document Management System, click the view icon[image: image44.png]


next to the document name. The following message may be briefly displayed.
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The View Document Screen will be displayed.
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Viewing a Document

· To view the document, double-click on the thumbnail of the document, and then click any of the buttons on the top right portion of the screen.
The buttons on the top right portion of the screen are used for viewing the document. These buttons are: Edit, Refresh, Print, Delete Selected Items, Export, Fit to Width, Fit to Height, Zoom In, Zoom Out, Normal View, Rotate 90, Rotate 180, Rotate 270, Details, and Help.
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Viewing a Document, continued
There are also seven buttons down the left portion of the screen. These buttons are: Scan/ Import, Current Documents, Pending Documents, Audit, Settings, Help, and Exit.

***Note: There may be several thumbnails of documents. To use any of the viewing functions, you must select one of the thumbnails. 
Selecting a Document

Documents can be selected by Document Type, Date Range, or by typing in the name of the document in the Search filter. 

· To select a document by Document Type, click once inside the circle next to Show all documents, or Show by Document Type.

[image: image48.png]Document Type.

© show all documents

® Show by Document Type

Document Type




If selecting by Document Type, choose the type of document by left-clicking on the drop-down menu, and selecting an answer choice. 
· If selecting by Date Range, click Show all dates or Selected date range.
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Viewing a Document, continued
· To search for a document by title, left-click in the search filter and type in the exact title or words contained in it, and then click[image: image50.png]Search



.
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· To clear the search filter and reset the default options, click[image: image52.png]


.

Scanning a Document
· To scan a document, you can click the scan icon[image: image53.png]


 next to a document. Or click the Scan/Import button[image: image54.png]


 from the View Document screen. 
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The following message may be briefly displayed.
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Scanning a Document, continued
The Scan/Import Screen will be displayed. 
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· Click Select Source to find your scanner. Your scanner should be listed inside the Sources box. Left-click once on the scanner, then click Select.



Scanning Options
Scanning options include: Auto Feed, Advanced Scan, and Multi-Page Files. 
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Use Auto Feed if your scanner has an Automatic Document Feeder.

Scanning a Document, continued
Use Advanced Scan if you would like to change resolution, quality, and color depth.

Selecting Multi-Page Files will attach all items scanned to the same document. This option can only be used for PDF and TIFF documents. 

· To change the Settings of your scanner, click[image: image59.png]


.

· Once you have found your scanner, and selected the scanning options, click[image: image60.png]


.

A thumbnail of your document will appear on the screen. 

· Double-click the thumbnail to enlarge the document.

The buttons along the top right portion of the screen allow you to: Edit, Refresh, Print, Delete, Import, Save, Adjust the size of the document, and Rotate the image.
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Indexing a New Document
There are two methods for indexing new documents, Quick index using the document details, or bulk index using the Pending documents section. The Quick index, using the details form, is best suited for single documents, while the pending documents section allows you to index multiple documents with like details. 

Quick Index
From the Scan/Import screen, right click on a thumbnail image and choose Details from the menu.
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***Note: Entire Scan/Import screen not shown.
Indexing a New Document, continued
The File ID, Filename, File Type, Size, Image Size, and Resolution sections will have information displayed and cannot be changed. 
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· Use the drop-down menu to select a Document Date and Document Type. 
The document date is usually the date on the first page of the document. The document types are chosen during the initial setup of your application. Once a document type is used it cannot be removed. New document types can be requested through your supervisor. Notes can be any text that you want to be able to search through later.
· To save changes made, click[image: image64.png]Save and Index



. 

Pending Documents
From the Scan/Import screen you can select as many thumbnails as you wish to index. 
· To select thumbnails, hold the control key on your keyboard, click on each thumbnail you want to index, and release the control key when finished. 
Indexing a New Document, continued
· Click the Accept button [image: image65.png]


on the top right portion of the screen, and each selected thumbnail will be moved to Pending Documents. The Pending Documents screen will be displayed. 
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All documents that were chosen will be shown in the Pending Files section. 
· To index documents from this location, select each thumbnail you wish to index, choose a document type, document date, and any keywords or notes. Click the Save button[image: image67.png]


, and click Submit Changes.

***Note: The documents may take several minutes to upload depending on your Internet connection and the file size. 

The Audit Screen
To audit a document, click the Audit button[image: image68.png]


.
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The Audit screen will be displayed.
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The Document Auditing screen allows you to search by the following categories: Search for box, System, Section, Document Type, Action, User, Record ID, Agency, Site, and Log Date.
· Once you have entered the search information, click[image: image71.png]


.
The information that will be displayed for your results will be: ID, Log ID, District ID, County ID, Update User ID, Description, Update Date, System Description, Site, Session ID, Description 1, and Change Notes. 

Exiting the Application
To exit the Document Management System application from the View Document screen or the Scan/Import screen, click the Exit button[image: image72.png]


.

[image: image73.png]Document Management
Version 1.0.3.1

Document Type

® show all documents

© Show by Document Type

Date Range

© show all dates
© selected date range.

s
|
© baamin O contans

Search (/]

000000





***Note: Entire screen not shown.[image: image74.png]
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