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Changing Fiscal Year Property in Claims Processing
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Introduction
The purpose of this document is to illustrate the process for changing the Fiscal Year property on a Claims
Processing Document profile.

Summary Process*
Open Document Locator
Locate the appropriate document
Right click, select Update Profile
Enter in the correct Fiscal Year
Check ‘Only Update Property Values that Changed’
Close document to check it in
Right click, select Workflow, Workflow Request
Select the workflow of ‘Move and Rename CL Workflow’
Verify document is named correctly, in the correct folder and has the correct year when the workflow is
complete.
*This process can be done on multiple documents at one time if the fiscal year is the same.

Detail Process

Single Document
Locate your document, right click and select “Update Profile.”

Name Claim Number  Fiscal Year Versic
[ 63973_20142015.4if 63973 20142015 1
o o720 s
&0 63975_20" D 12015 1
2 63976_20" Open With... > 12015 1
[ 63977_20" o 5 12015 1
[ 63978_20" 12015 1
[ 63979 207 Export > 12015 1

63980_20" Print. 12015 1
K easer_20 Print with Black Ice... f2o1s !
& 63982_20" 12015 1
[ 63983_20° e 12015 1
[ 63984_20° Check Out... 12015 1
& 63985_20" Get Latest Version... 12015 1
[ 63985 _20° Create PDF Version... 12015 1
[ 63987_201 Create PDF Version Adobe... 12015 1
63988 207 12015 1
[ 63929_20° IR > 12015 1
E 63990_201 Create Shared Link pao1s 1

Pt Create WebTools Link fzons !
3 63992_20" 12015 1
[ 63993_20° Show Differences 12015 1
[ 63994 _20° o 12015 1
[ 63995 _20° h 12015 1

63996_20" Copy 12015 1
[ 63997_20° History > 12015 1
& 63998_20" 12015 1
2 63999_20" Delete 12015 1
& 64000_20" Rename 12015 1
0 s4001_20° Document Notes f2os !
23 64003_20" 12015 1
[ 64004_20" Collections. > 12015 1
E84005.20 ypate Record Policy 2o !
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In this window, select the correct Fiscal Year from the drop down. Ensure the “Only update property values that
changed” box is checked.

| |
Dooument Profie: [
| 1
| [ﬂmshmtg 3 !
| |Property Vale Reguired !
| ['Chaim Number 63974 v i
| |Fiscal ear 01 42015 | :
| 22203
[ 2032014
| 25206 m
| 2me2M7
2nr2neg
282019

[T Update Auto Generated properties
Babes Mumber tes.

[+ Orly update property values that changed |
1

Note: If you do not see the correct Fiscal Year, contact Solutions Document Locator team at
dl@gmdsolutions.com and request that we add the new year.

Once you have selected the correct Fiscal Year, select Ok to continue.

[~ Update Auto Generated properties
[~ Update Bates Mumber properties
[+ Only update property values that changed

|
ok | canc ||

Once the Fiscal Year is changed, request a Move and Rename CL Workflow.
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To do this, right click that document and select “Workflow Request.”

MName 7

[ 63973_20142015.4f
| 63974_20132014.4
[ 63975_20142015.
[ 63976_20142015.t
[ 63977_20142015.t
[ 63973_20142015.t
[ 63979_20142015.t
[ 63980 20142015.
[ 63981_20142015.t
[ 63982 20142015.
[ 63983_20142015.t
[ 63984 20142015.¢
1 £3985_20142015.t
[ 63986_20142015.¢
[ £3987_20142015.
[ 63988 20142015.t
[ £3989_20142015.
[ 63990 20142015.t
[ £3991_20142015.t
[ 63992_20142015.¢
[ £3993_20142015.t
{2 63994_20142015.t
[ £3995_20142015.t
[ 63996_20142015.t
[ £3997_20142015.
[ 63998_20142015.t
[ 63999 20142015t
I B4000_20142015.t
[ 64001_20142015.¢
I 54003_20142015.t
[ 64004 20142015.¢
[ sanns 20142015+

Fiscal Year

20142015

N4 ANAE

Claim Number

63973

Open
Open With... »

Send... »
Export »

Print...

Print with Black lce...
View...

Check Qut...

Get Latest Version...

Create PDF Version...

Create PDF Version Adobe...

Workflow »

Create Shared Link
Create WebToels Link

Show Differences

Cut
Copy
History »

Delete

Rename
Document Motes

Collections ¥

Version Checked Cut By

o e e ek e ek e ek e e e b e

Worlflow Request...

Create Document Reminder...

Edit Document Reminder...

o e e e e e e e

Select the correct Workflow from the drop-down menu.

You may have a different workflow name such as “Move and Rename Claims Processing.”

If you do not see either of these workflows, contact Solutions.
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2015-04-1
2015-04-1
2015-04-1
2015-04-1
2015-n4-1
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’3@ Request Workflow - DocLocatorSolutions - 63974_20132014...  — [m} X

Indude these files:
File Name
63974_20132014.6f

[ Path |
DocLocatorSolutions\Documents\Claims Processin, .

Select Route To Start:

Flip from a Titled Vehicle to Trailer A
Manual Step Only

Manual Step Only

Military Records .
Mator Yehicle VYalidation AutoPopulate

Matar Vehicle Validation Full

Matar Vehicles Autol ame and AutoPath

IMove and Hename CL

[ One route instance per file
& One route instance for all files

After selecting the Workflow, select Ok to continue.

Once the Workflow is complete, verify that the document is properly named and located in the correct folder.

Multiple Documents at Once

Locate and highlight multiple documents to change to the same Fiscal Year. Right click and select “Update

H ”
Profile.

Mame # Claim Mumber  Fiscal Year Vere
83420_20142013.kf 83420 20142015 1
3421_20142015.tif 83421 20142015 1
3422_20142015.tif Open 1
3423 20142015.F Open With.. N 1

1
Send... > 1
Export > 1
Print... 1
Print with Black Ice... 1
View.. !
Check Out... :
Check In... f
420154 Undo Check Out... 1
0142015.6F Get Latest Version... 1
6_20142015.6f Create PDF Version... 1
420154 Create PDF Version Adobe... 1
1
420157 [ LA 2 1
)_20142015.4if Create Shared Link 1
1_20142015.tif 1
Show Differences 1
Cut !
C 1
o)

3445 20142015.8iF i 1
6_20142015.tif History > 1
20142015.tif B 1
42015.8iF sl 1
)_20142015.5if Collections > 1
3450_20142015.6if T ——— 1
83451_20142015.4if pdate Recard Policy 1

Update Profile k

Properties
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Select the correct Fiscal Year from the drop-down menu. Ensure the “Only update property values that changed”
box is checked.

TE......."L'...'L". 33420 201420154 Set Document Profile I_ i
Document Profie: ,
|l:la-n19 Processing LI .

| |Property | value | Required

| | Claim Mumber v

| |Fiscal vear |

; 20102017

| 20maz2mz2

| 22203

| 20132014

f B

20E207

| Warning!!! |

5 Do NOT type anything in the Claim Number Field. ’

This will change all Claims to that number!!!

[~ Update Auto Generated properties

| I Update Bates Number properties |

[ [F Only update property values that dhanged ] !

f |

| i |

Note: If you do not see the correct Fiscal Year, contact Solutions Document Locator team at
dl@gmdsolutions.com and request that we add the new year.
Click Ok to continue.

Once this window opens, ensure that the only property showing is “Fiscal Year.”

DoclocatorSolutions - 10_20172018.tif,... - Set Document Profile

You have selected to only update the following PROPERTIES if
i lé they exist in a file's PROFILE.
Mote: You can uncheck the "Only update properties that
changed' option to update all property values.
1. Fiscal Year

Do you want to continue?

Yes Ma |

Click Yes to continue.
Once updated, request a Move and Rename CL Workflow.
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Right click the selected documents and select “Workflow Request.”

Name 7 Clsim Number ~ Fiscal Vear Version Checked OutBy Modifiec
Jrir|83420_20142015 ¢ 23420 20142015 1 2015-04-
23421 20142015 1 2015-04-
""""""" 1 2015-04-
Ores 1 2015-04-
Open With... > | 201504
e N 1 2015-04-
1 2015-04-
Export > 1 2015-04-
e 1 2015-04-
Print with Black Ice... ! 2015-04-
1 2015-04-
U | 2015-04-
Check Out. 1 2015-04-
Check In.. | 2015-04-
Undo Check Ot.. 1 2015-4-
Get Latest Version... 1 2015-04-
Create PDF Version. ! 2015-04-
1 2015-04-
Create PDF Version Adobe... | 1504
Workflow > Workflow quusl.]} -
S —— Workflow Multi Voter.
e — Create Document Reminder...
Edit Decument Reminder... -
& i 2015-04-
Copy 1 2015-04-
History N 1 2015-04-
1 2015-04-
Delete 1 2015-04-
Collections > ! 2015-04-
1 2015-04-
Update Record Palicy 1 2015-04-

Update Profile

Properties

Select the Move and Rename CL Workflow from the drop-down menu. You may have a different workflow
name such as “Move and Rename Claims Processing.” If you do not see either of these workflows, contact
Solutions.

*@ Request Workflow - DecLocaterSolutions - 83420_20142015... O X

Indude these files:

File Name

1] 83420_20142015.6F
[ 83421_20142015.4f
i 83422_20142015.F
1 83423_20142015.4f
- i

| Path ~
DoclocatorSolutions'\Documents\Claims Processin.
DodlocatorSolutions\Documents\Claims Processin.
DoclocatorSolutions\Documents\Claims Processin,
DoclocatorSolutions\Pocuments\Claims Processin. ,

>

Add | Remove ]

Select Route To Start:

LI Custom |
Flip from a Titled Vehicle to Trailer ~
M areets Step Only
Manual Step Only
Militany Records
Matar Vehicle Validation AutoPopulate
Motor Vehicle Validation Full
totor Vehicles AutoMame and AutoPath

*" One route instance per file
" One route instance for all files

Once you have selected the proper Workflow, ensure that the “One route instance per file” option is marked.
This allows the Workflow to continue other documents if one stops in error.

Select Ok to continue.

Once all Workflows are complete, verify that the documents are properly named and located in the correct
folder.
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