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DocuNECT Overview  
DocuNECT is an electronic document management software platform which provides a central repository for 
electronic documents. Coupled with DocuNECT Capture, documents can be managed throughout their entire 
lifecycle from creation/capture, through management and finally archived. 
 
This document provides a complete overview of the product and is broken down into the following sections: 
 

 DocuNECT Lifecycle Overview 
  

 Searching for Documents 
  

 Document Actions 
  

 Homepages and Dashboards 
  

 The Lifecycle Dashboard 
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DocuNECT Document Lifecycle Overview 
Portford has been a document management service provider for many years and as such we have been working 
closely with customers on their document management challenges. The presentation of documents to a user is 
challenging in that a central document management repository can contain many documents to sort through.  
 
When we designed DocuNECT Lifecycle we wanted to make sure that users had easy access to the documents 
they worked with. Any document management system needs to classify documents and store index data against 
it. For example, an invoice could be classified as a finance document with index information like Vendor No., 
Vendor Name, Invoice No, Invoice Amount, etc. 
 
Presenting documents in a folder structure can be counter-intuitive. Businesses have been storing documents on 
network-based file shares and local PCs for years and the only way to represent index data is within the folder 
and filenames. When implementing a document management system that supports both index data and a folder 
structure, it can create confusion. 
 
The other way is having a search interface on a large repository of documents. This is effective and often used for 
transactional document management (also known as imaging), but misses the mark with more collaborative 
document management as users are continually conducting searches to get to the documents they frequently 
access. In collaborative document management users access a small number of documents in the overall scope 
making constantly searching for documents repetitive. 
 
DocuNECT Lifecycle addresses both presentation problems. DocuNECT Lifecycle does have a powerful search 
interface that allows users to search for documents by their content and/or the index data. Although it does not 
have a folder structure, it does have a My Documents area for users to tag commonly used documents in different 
ways. 
 
In the DocuNECT Capture we have cabinets that have an index schema associated with it. One repository may 
have multiple cabinets to manage different business scenarios. A cabinet stores similar documents that share the 
same indexing schema. DocuNECT Lifecycle uses the same cabinet structure. Typically, a cabinet would be 
created for each function, division or department within an organization. 
 
Let’s consider how we have designed our own DocuNECT Lifecycle system for use internally. We have designed 
the system around the different functions in our organization:  
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The following screenshot shows the administration configuration for the Administration cabinet. For this cabinet, 
we have setup “business” indexes for Document Name and Category (with values in a pick-list). 
 

 

 
 
Index values can be assigned to auto-generate a document name that supports the cross-cabinet searching of 
documents. 
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DocuNECT also automatically manages system indexes for each cabinet, which includes: 
 

 Document ID 
 Batch ID 
 Check In Date 
 Check Out  
 Check Out By 

 Check Out Date 
 Version No 
 File Size 
 Originating DocuNECT User 
 Originating Windows User 

 
Index values can be represented as a folder structure in the Browse Cabinets feature and profiles can be created 
to specify groups of documents to drive security. 
 
Each cabinet has a home page where the business administrator of that cabinet can create an HTML homepage, 
if desired, to provide a more intuitive experience for the user. In addition, public and private queries can be 
created to give a department a self-contained space that they can present in their own way. 
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Searching for Documents 
DocuNECT Lifecycle provides three levels of search that fits different skill sets of the user and the complexity of 
the search. 
 

 Global Search 
 Basic Search 
 Advanced Search 

 
When discussing document searching there are three pieces of information DocuNECT needs for all searches: 

 Index Value – The index field to be searched 
 Criteria – The index value to be searched 
 Operator – For more than one criteria an operator is required which describes how the values are to be 

searched together  
 Condition – The condition the value is to be searched by 

 

 

Global Search 
As discussed earlier, one or more index values can be used to dynamically create a Document Name. The global 
search searches all the values contained in the Document Name index, and the content of the document, in all 
cabinets the user has access to. The condition is always Contains. 
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The search results display the name, indexes and the text with the first phrase that was found. 
 

 
 

Basic Search 
The basic search, or default search, provides a method to search for document by their index data (both business 
and system indexes), and/or the content. The condition is always contains and the operator defaults to OR but 
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Advanced Search 
The advanced search allows more complex searches to be created. 
 

 
 

The advanced search supports the following features: 
 Different operators can be specified for each index data. For example, search for all documents where 

the Document Name contains Training OR the Category is Meeting Minutes AND the text contains the 
word Tutorial. 

 Negative operators are supported. For example, search for all documents where the Document Name 
does NOT contain the word Training. 

 The advanced search provides more flexibility with the condition for the different types of indexes fields 
(either Text, Numeric or Date) 
 

 For Text index fields, specify: 
o Contains 
o Is Exactly 
o Is Empty 

 For Numeric index fields, specify: 
o Equals 
o Is at Most 
o Is at Least 
o Is More Than 
o Is Less Than 
o Is Between 
o Exists 

 For Date index fields, specify: 
o On 
o Before 
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o On or After 
o On or Before 
o Between 
o Yesterday 
o Tomorrow 
o Today 
o In The Last 7 Days 
o In The Next 7 Days 
o Last Week 
o This Week 
o Last Month 
o Next Month 
o Exists 

Saved Searches 
Complex queries can be saved for re-use.  
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The Search Results 
The search results are displayed columns and display the icon of the document format. A glasses icon is used to 
indicate whether document viewing is supported. The remaining columns display the business and system 
indexes. Icons are displayed indicating whether the document is currently checked out, has comments against it, 
or is in a workflow. 
 

 
 

 Hovering over the check-out icon will display who has it checked out. 
 Hovering over the comments icon will display how many comments the document has. 
 Hovering over the workflow icon will display how many active workflows the document is in. 

 
By right-hand clicking on the document, a list of document actions is displayed. 
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DocuNECT can also thumbnail images in the search results as shown below: 
 

 
 

Document Actions 
Once the document has been located, different actions can be performed on the document directly from the 
search results context menu, or the document toolbar menu: 
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Open/Download 
To display a document double click on the search results, or select Open from the context menu. The document is 
displayed in its native format in a document viewing window. DocuNECT also has a built-in image viewer that 
supports TIF, JPG, BMP, PNG, and GIF files. If the image file has multiple pages, then page thumbnails are 
displayed. 
 

 

Versions 
Different versions of a document can be stored and accessed for reference purposes: 
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Indexes 
Depending on the user’s permissions, this option either views or edits the index values: 
 

 

Checkout, Check-In, and Undo Checkout 
Depending on the user’s permissions, documents can be checked out for editing. This places a lock against the 
document to prevent other users from editing at the same time. On check-in, the user can set the version and 
enter any change comments. 
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Email Document and Email Link 
Either the document or the link to the document can be emailed to external users or users within the system. 
 

 
 

Copy Link 
This option copies the link to the document to the Microsoft Windows clipboard so it can be copied into another 
system or document. 

Document Comments and Annotations 
Comments and annotations can be made on a document as part of a review process. Links to other documents or 
web sites can also be included.  
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Workflow Info 
Displays the history of all the workflows the document has been associated with. 
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Records Retention 
Documents needs to be kept for a period of time to meet regulations and internal policies. DocuNECT's document 
retention allows rules to be applied to different types of documents to manage the retention and document 
disposition process. 

 Add retention rules to different categories of documents. 
 Retention rules can be based off the document's business or system attributes. For example, a rule can 

be created to keep all invoice documents 7 years from the creation date. 
 An owner is assigned to the business rule category that receives notifications of documents that are 

becoming eligible for disposition. 
 DocuNECT supports different methods of disposition from a security change (take the document out of 

users view) to actual deletion. 
 Documents can be placed on hold if they are still involved in a business process. 

 
The following screenshot shows document categories and sub-categories and the assigned retention policies. 
 

 

Once the records retention period on documents have been reached a workflow task is sent to the category 
owner so they can approve the disposition, or place documents on hold. 
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Homepages and Dashboards  
Homepages are static documents or HTML pages that can present information to users, whereas dashboards 
extend the homepage to become more dynamic with information and functions. 

Homepages 
To give the users a more intuitive experience, dashboards can be added at the system level, for each role, or for 
each user. A homepage is an HTML document that is imported into the system, or a link to a document already 
within the system.  
 

 
 
As soon as one of the homepages is setup the Home link becomes available on the user’s menu bar when they 
log in as shown below: 
 

 
 
Cabinets can also have home pages as discussed earlier, so by using a combination of Home and the Cabinet 
homepages users can navigate the system more in a web site structure.  

Dashboards 
Dashboard allows DocScript to be added that dynamically populate information. For example, a homepage can 
be created that contains a link to all the error batches, or a list of document searches. The following information 
can dynamically be added to a dashboard: 
 

 Admin Information:  
o Storage space monitoring  
o Connectors that have an execution error 
o Link to Application Logs 
o Links to the different parts of the Administration sub-menu 

 User 
o Batch status information 
o Document count information by index field criteria. (For example, count the number of invoices in 

the Finance cabinet that have a status of Paid) 
o Cabinet list with descriptions 
o Dynamic hyperlinks for saved searches, data tables, inbox, document upload, and batches 
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Folder Structure 
Each cabinet can have a defined folder structure, which is based on cabinet indexes for consistency. This 
provides a “drill-down” to business documents: 
 

 

Taking It a Step Further 
As dashboards use HTML, they can also be extended to provide powerful functionality and can be made more 
interactive with the use of JavaScript, JQuery, and AJAX coupled with DocuNECT’s web services. A good 
example of this is the My Documents dashboard that uses these technologies to present graphs and real-time 
information. 
 

 


