“Solutions” Image Services
List of Items Scanned and/or Imported for a Specific Date
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Introduction
Use this document to learn how to see a list of items scanned and/or imported in for a specific date.
Process

Open Document Locator
Click on Advance Search

™ IDocumentLocator
DL Adv. Search x

E:I Mew % Open u Save Q Search |

R epositam Path to Search:

IDUcumenlLUcalUl\DUcumenls\ EI

All or part of the file name: . . ) .

I [ike =] Select the profile you wish to list the items for.
Words or phrase in the file:

Profile:
Motor Vehides

Froperty Operator |Va|ue(s}
Title Mumber
Flate Number
WIN Mumber

In the Select File Date field, chose File Imported.

Owner Name
Motor Vehide Doc Type

Search On File Dates

Select File Date:

I - Select Date - /;I IEquaIs _I
-~

—

Version Created
Workflow Requested hl

Record Management

SxzmEhenEsz =) Set the Operation as equals to and then enter in the appropriate
Workflow Information @jl d ate .
More Advanced Options @)
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Results List

Home  Share  View
B~
« v 4 & » DocumentLocator » DoclocatorSolutions > Searches > My Searches » Locator Search Bar
X [Solutionsintermal =&
DL Adv. Search x > & BeckyOppedal * | Name / Version Checked OutBy  Description Profile Modified
v is C0. _Homest... eal Estate Documents 28
B New E90pen [ Seve Q Search I This PC =2 0.000963712107001_H 1 Real Estate D 12/6/2017 10:28:45 AM
> 7130 Objects = 0,000963712107001 Homest... 1 Real Estate Documents
® 4 . X 0027193_20162017.pelf 1 Claims Processing 127772017 8:33:52 AM
s\Documents\ > 7 admin (confere = 0027194_20162017.pcf 1 Claims Processing 12/7/2017 8:33:50 AM
> [ Desktop =X 0027197_20162017 (1).pdf 1 laims P i 1 17 8:34:07 AM
Al or part of the fil name: - - 0027197 20162017 (1).px Ca:ms rocessing 2/7/2017 8:34:0°
>[5 Decuments " 0027198.20162017 (1)l 1 Claims Processing 12/7/2017 83413 AM
[ Like :I' > & Downloads = 0027199_20162017 (1).pdf 1 Claims Processing 12/7/2017 8:34:25 AM
Words or phrase in the file: o [7]20160104_13.ann 2 annotations fo.. Record Indexing 12472017 12:23:18 PM .
[ | > B busic = 640.000963712107001 Hom... 1 Real Estate Documents 12/1/2017 4:50:31 PM 314KB DoclocatorSol...
Profie: > [ Pictures Mg 125201712 11.docx 2 Minutes 1271172017 120540 PM 455K8 DoclocatorSol...
[ - Any property - =] > B Videos = Mtg 6 2017-12-06.pdf 1 extra notes Minutes 4/16/2015 1:5%:48 PM 198KB DoclocatorSol...
Property Operator | Value(s) ] 3 % Windows (C)
Any Property Lk 5> 42 VD RW Drive (
> = boppedal (\cal
> = Phone recordin
> = TigerPaw Linke:
> = company (heal
SEEenAsITe @ > e Libraries
Select File Date: Operation: > i Network
[Fie imoorted =] [etmeen I=] © R Cnteni Banat

Once the results are returned, right click in the results to see additional options.

=19
Mame © Version Checked Out By Description Profile Modified Size Path
[ ecoesaif 1 Motor Vehicles 10/6/2017 10:50:34 AM 150 KB DoclocatorSol...
=1 CR9236.pdf 2 Motor Vehicles B/26/2015 12:14:48 PM 27.0KB DoclocatorSol...
=1 BFY451.pdf 1 Motor Vehicles 12/8/2015 1:36:46 PM 156 KB DoclocatorSol...
"1 63AB20369.pdf 1 Motor Vehicles 8/4/2015 3:21:25 PM 136 MB  DoclocatorSol...
1 B3AB20368.pdf 1 Motor Vehicles 8/4/2015 3:2500 PM 138 MB  DoclocatorSol..
"1 63AB20343.pdf 1 Motor Vehicles 8/4/2015 3:23:13 PM 1.39MB DoclocatorSol...
=1 63AB20142.pdf 1 Motor Vehicles 8/26/2015 12:14:37 PM 25.7KB DoclocatorSol...
=1 63AB19741.pdf 1 Motor Vehicles 8/26/2015 12:15:00 PM 27.2KB DoclocatorSol...
=1 630105824.pdf 3 Motor Vehicles 10/27/2017 11:50:15 AM 273 KB DoclocatorSol..
=1 610102723.pdf 1 Motor Vehicles 6/25/2015 10:1&:56 AM 175 KB DoclocaterSol...
[0 500VME tif 1 Motor Vehicles 12/20/2016 1:3%:24 PM 220KB DoclocatorSol..,
=1 3268M1.pdf 3 Motor Vehicles 5/13/2016 2:03:00 PM 289 KB DoclocatorSol...
= 21AAB5117.pdf 2 Motor Vehicles 10/27/2017 3:43:31 PM 330KB DoclocatorSol...
=1 21AA53856.pdf 2 Motor Vehicles 10/27/2017 11:51:12 AM 436 KB DoclocatorSol...
ﬂ 21AA28997 (2).4f 1 Maotor Vehicles 10/16/2017 12:07:03 PM 240KB DoclocatorSol.
H 21AA28997 (1).40f 1 Motor Vehicles 10/4/2017 9:4%:07 AM 239 KB DoclocatorSol..,
[ 218828007 £iF 1 Motor Vehicles 5/17/2017 10:38:19 AM 239KB DoclocatorSol...
[ 218820007 ¢ 1 Motor Vehicles 12/20/2016 1:538:30 PM 239KB DoclocatorSol...
[ 218828094 (2).1f 1 Motor Vehicles 10/16/2017 12:07:00 PM 220KB DoclocatorSol...
W 21AA28934 (1).4f 1 Meotor Vehicles 107472017 9:4%:03 AM 220KB DoclecatorSol.
HZ1AA28994¢H‘ View t Motor Vehicles 5M17/2017 10:3%:14 AM 220KB DoclocatorSol..
" 214423994, pdf Line Up lcons Motor Vehicles 6/17/2015 11:03:44 AM 1.66 MB  DoclocatorSol...
=1 2014-161BA. pof Refresh Motor Vehicles 5/13/2016 2:01:55 PM 200KB DoclocatorSol...
=1 161BA.pdf Motor Vehicles 12/8/2015 1:34:24 PM 191 KB DoclocatorSol...
=1 0609MM.pdf Manage Columns Motor Vehicles 10/13/2015 2:40:12 AM 421 KB DoclocatorSol...
=% 040106075.pdf Motor Vehicles 6/25/2015 10:1&:22 AM 180 KB DoclocaterSol...
. Workflow Request

" 03AA46635.pdf Motor Vehicles 9/6/2016 1:17:32 PM 26,1 KB DoclocatorSol...
" 034445205 - Copy (1).pdf Printable View ect orienta... Motor Vehicles 8/24/2016 11:47:28 AM 379 KB DoclocatorSol...
=1 03AA45205.pdf Export File List Motor Vehicles B/24/2016 4:06:53 PM 525KB DoclocatorSol...

New >

My Searches >

Collections >

Properties

There are several options on this popup menu and this quick guide will address a few that are relative to getting
a list of what has been scanned/imported.
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Column Manager
Use the Column Manager to pick and chose which columns to see in the results list.

Available Columns: Selected Columns:
Column MName / | A Column Mame Sart Align
Accessed MName Descending
Accessed By Version Mot Sorted  Left
Activity -, I Checked Out By Mot Sorted  Left
Address Description Mot Sorted  Left
Allow Imparts 44 | Profile Mot Sorted  Left ﬂ
AN_Record Indexing I Madified Mot Sorted  Left
Application Number = I Size Mot Sorted  Right ﬂ
Assigned Users Path Mot Sorted  Left
Birthdate « |
Board
board doc type
Book 7

Column Description:
User Defined Property Map Column

OK I Cancel Help

Printable View
The printable view is an option to print the result list but is not recommended as you may get information than
you desire.

1

]
File View
==
Description Profilel D Dwner Constrained Allowl mports Activity
Motor Vehicles cezadmin 1] 1
Correct arientation... Motor Wehicles cxzadmin 0 1
Mator Wehicles czzadmin 0 1
Motor Vehicles cxzadmin 1] 1
Motor Vehicles cezadmin 1] 1
Motor Vehicles cezadmin 1] 1
Mator Wehicles czzadmin 0 1
Mator Wehicles czzadmin 0 1
Mator Wehicles czzadmin 0 1
Motor Vehicles cxzadmin 1] 1
b atar Wehicles cesadmin 1] 1 W
il i
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Export File List

The result list can be exported as a comma delimited or tab delimited file and automatically opened in its
associated program. Depending on your pc settings, a comma delimited may open in Excel and a tab delimited
may open in Notepad or Wordpad.

=

% Comma Delimited

™ Tab Delimited

[ Indude Column Headers

Iw Launch in assodated program

Save export file as:

|rw Diaily List | |

(] 4 | Cancel |

Example of Comma Delimited in Excel

Motor Vel 10/27/2017 15:43 330 KB DoclLocatorSolutions\Documents\Motor Vehicles\21AA65\
Motor Vel 10/27/2017 11:51 436 KB DoclocatorSolutions\Documents\Motor Vehicles\21AA53%
Motor Vel 10/16/2017 12:07 240 KB DoclocatorSolutions\Documents\Motor Vehicles\2017\
Motor Vel  10/4/2017 9:49 239 KE  DoclocatorSolutions\Documents\Motor Vehicles\2017\
Motor Vel 5/17/2017 10:39 239 KB  DoclocatorSolutions\Documents\Motor Vehicles\2017\
Motor Vel 12/20/2016 13:59 239 KB  DoclocatorSolutions\Documents\Motor Vehicles\2016Y

14 |21AA65117.pdf

15 |21AA59856.pdf
16 |21AA28997 (2).tif
17 |21AA28997 (1).4if
18 |21AA28997.tif
19 |21AA28997.1if

HE!'©- | = MV Daily List.csv - Excel Becky Oppedal =
Insert Page Layout Farmulas Review View Help Document Locator ACROBAT Q@ Tell me what you want to do |& Share
.n.D ag Calibri i e A ==Eg- = |[Genen . L:) Q Emmsert -z~ éY p
E@v L= X Delete ~ m' X
Paste < B I U- === e 3= 5 $ -0 2 P Condltlpnal Format as  Cell . Cle. Spr‘t&'. Find &
= Formatting ~  Table~ Styles~ [5d Format e Filter = Select -
Clipboard = Font ] Alignment ] Mumber ] Styles Cells Editing -
Al & S Name v
A B I ¢ I D I E I F I G I H I I J I K I L | M | N Z

1 |[Name [version checked ¢ Descriptic Profile  Modified Size Path
2 |EG9854.1f 1 Motor Vel  10/6/2017 10:50 150 KB DoclocatorSolutions\Documents\Motor Vehicles\Small Trailers and Mg
3 |CR9236.pdf 2 Motor Vel  8/26/201512:14 27.0KB  DoclocatorSolutions\Documents\Motor Vehicles\Small Trailers and Mg
4 |BFY451.pdf 1 Motor Vel  12/8/201513:36 156 KB DoclocatorSolutions\Documents\Maotor Vehicles\Small Trailers and Ng
5 |63AB20369.pdf 1 Motor Vel 8/4/2015 15:21 1.36 MB  DocLocatorSolutions\Documents\Motor Vehicles\63AB20\
6 |63AB20368.pdf 1 Motor Vel 8/4/2015 15:25 1.38 MB  DocLocatorSolutions\Documents\Motor Vehicles\63AB20\
7 |63AB20343.pdf 1 Motor Vel 8/4/201515:23 1.39MB  DoclocatorSolutions\Documents\Motor Vehicles\63AB20Y
§ |63AB20142.pdf 1 Motor Vel  8/26/201512:14 25.7KB  DoclocatorSolutions\Documents\Motor Vehicles\63AB20Y
9 |63AB19741.pdf 1 Motor Vel  8/26/201512:15 27.2KB  DoclocatorSolutions\Documents\Motor Vehicles\63AB19Y
10 |630105824.pdf 3 Motor Vel 10/27/2017 11:50 27.3KB  DoclocatorSolutions\Documents\Motor Vehicles\630103%,
11 |610102723.pdf 1 Motor Vel  6/25/201510:18 175 KB DoclocatorSolutions\Documents\Motor Vehicles\610102%
12 |S00VME.if 1 Motor Vel 12/20/2016 13:59 220 KB DoclocatorSolutions\Documents\Maotor Vehicles\Small Trailers and Ng
13 |3268M1.pdf 3 Motor Vel  5/13/2016 14:03 289 KB DoclocatorSolutions\Documents\Maotor Vehicles\Small Trailers and Ng
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Count and/or File Size
To view the count of the number of files and/or the size of the results list, select all items on the list so they are
all highlighted. Right click and select properties.

In this sample, there are 29 files and they have a combined size of 11.1 MB.

General | Semrityl Summary

i 29 Files, 0 Folders

Type: Multiple Types
Location:  Allin DocLocatorSolutions\Searches My SearchesLocator Search
Size: 11.1ME

Status: Mormal

Template: [~ Make available as template:

QK Cancel Apply
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