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Ulti-Cabinet 

Overview  
The Ulti-Cabinet product is a Web based, user friendly, easy to use, document repository, designed to replace 

the current physical filing cabinet. It's Web based nature enables secured storing, sharing and downloading of 

documents via a local, wide or public network connection. The product has a variety of cost cutting capabilities 

such as: 

¶ Drastic reduction in paper usage.  

¶ Reduction in clerical help for filing.  

¶ Reduction in printer consumables and printer 

wear.  

¶ Significant improvement in document security.  

¶ Improvement in document sharing.  

¶ Increase efficiency in document handling.  

Product Features  

¶ /ƻƳǇƭŜǘŜ !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ ƳŜƴǳ ŎŀǇŀōƛƭƛǘƛŜǎ  

¶ Create public and private electronic cabinets  

¶ Create users and groups: login, password, 

language settings  

¶ Upload documents using several different 

methods:  

o Email attachment  

o Print using Windows print driver  

o Upload document from your own 

desktop  

o Fax into the Cabinet  

o Scan document from network or local scanner  

o Shared directory on the network 

 

¶ Download documents in several ways  

o Email single or multiple documents  

o Download single or multiple documents  

o Fax single or multiple documents.  

o Print single or multiple documents to any configured network printer.  

o Download document(s) into desktop.  

o XML SDK to integrate with existing application software. 

 

¶ Simple or Advanced document search query capability using several categories.  
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¶ Elegant and user friendly user interface with flip page technology.  

¶ Table of content, including rapid document display feature.  

¶ Online document notes view/add.  

¶ Complete document audit trail.  

¶ Internal document encryption.  

¶ !ōƛƭƛǘȅ ǘƻ ŎǊŜŀǘŜ ŘƛŦŦŜǊŜƴǘ ŎŀǘŜƎƻǊƛŜǎ ŘŀǘŀōŀǎŜǎ ό/ǳǎǘƻƳŜǊΣ ±ŜƴŘƻǊΣ tŀǘƛŜƴǘΣ ŜǘŎΧύ  

¶ Remote FTP documents backup based on schedule  

The Ulti-Cabinet product is a Web server based product coupled with Microsoft SQL server which allows an 

unlimited database size. 

** User Interface - Screenshot ** 

Enterprise Capabilities  

¶ Ability to view/access any virtual cabinet server within the wide area network.  

¶ Access any virtual cabinet server from Blackberry capable device.  

¶ Language based on user settings.  
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Admin Controls  

Creating Users 
The 'User Administration' section allows you to add, edit, or delete 

ǳǎŜǊǎΦ /ƭƛŎƪ Ψ!ŘŘ bŜǿ ¦ǎŜǊΩ at the bottom of the page then fill out 

the simple user information form. Once a user has been added it 

will appear under the users list. To edit a user click edit, modify the 

available properties then click 'Update'. 

Location: »  

 

Creating Groups  
Organize your users in Groups (ex: Accounting, Management, Employees). To create a group, enter the new 

group name and click 'Add'. Once the group is added, you can manage the users within a group by selecting 

'Members'.  

Location: »  

Security Levels  
Security levels are used to manage user restrictions of documents. 

Some documents may require more protection than others and may 

only be available to administrators while other documents may be 

available to the entire department. Security levels can be 

customized by adding or deleting levels. 

Location: »  

Departments  
Departments are the top tier of document organization and are ordered in the following form: Departments » 

Cabinets » Folders » Documents. Cabinets are organized by departments and users belong to a specific 

department. Users can see cabinets in other departments but by default they see the cabinets in the 

department they belong to. To add a department, select 'Admin » Departments' then click 'Add New 

Department' and follow the on screen instructions. 

Location: »  

Public Cabinets  
Public cabinets are designed to be accessible by everyone. To create 

a new public cabinet click 'Add New Cabinet', fill in the fields then 

click 'Add'. The new cabinet is added to the list of Public cabinets. 

From here you can edit, add folders, or delete the cabinet. To add a 

ŦƻƭŘŜǊ ŎƭƛŎƪ ΨCƻƭŘŜǊǎΩ ƴŜȄǘ ǘƻ ǘƘŜ ŎŀōƛƴŜǘ ƴŀƳŜ ǘƘŜƴ fill in the fields 
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ŀƴŘ ŎƭƛŎƪ ϥ!ŘŘϥΦ hƴŎŜ ǘƘŜ CƻƭŘŜǊ ƛǎ ǎŜǘǳǇΣ ȅƻǳ Ŏŀƴ ƳŀƴŀƎŜ ǘƘŜ ŦƛƭŜǎ ōȅ ŎƭƛŎƪƛƴƎ ΨCƛƭŜǎΩΦ {ŜŜ ǘƘŜ ΨLƴǎŜǊǘƛƴƎ 

5ƻŎǳƳŜƴǘǎΩ ǎŜŎǘƛƻƴ ǘƻ ƭŜŀǊƴ Ƙƻǿ ǘƻ ŀŘŘ ŦƛƭŜǎΦ  

Location: »  

Private Cabinets  
Private cabinets are designed only to be accessible by the user who 

created it by default. This is useful for keeping important personal 

documents that you want protected from everyone else. Follow the 

ǎŀƳŜ ƎǳƛŘŜ ǳƴŘŜǊ ΨtǳōƭƛŎ /ŀōƛƴŜǘǎΩ ǘƻ ƭŜŀǊƴ Ƙƻǿ ǘƻ ƳŀƴŀƎŜ 

cabinets, folders, and files. You can share a private cabinet by 

clicking 'Share Cabinet' next to the ŎŀōƛƴŜǘΩǎ name. Select the users 

you wish to share with then click 'Add Selected'. 

Location: »  

Default Forms  
When creating a folder in either a Public or Private cabinet you can assign a default form. A form is used to 

specify certain values in a document such as an invoice number which can be used for querying documents. (Ex: 

You have an Invoice folder and you assign the 'invoice form' as its default form. You can now store important 

values in the invoices you import.) 

Email Notifications  
With email notifications you can track the activity of documents within a folder. To setup an email to receive 

notifications select a public or private cabinet, click 'Folders', then click 'Email Notifications'. Enter the email 

address in the field then click 'Add'. When documents come in and out this folder, a notification will be sent to 

the email address. Multiple email addresses can be added to receive notification. 

Categories 
Use categories to organize your contacts. (Ex: Employees, Distributors, Suppliers). To add a category, fill in the 

category name and click 'Add new'. Once contacts are assigned to a category, click 'View' next to a category to 

see all contacts for that category. To add a contact, in the viewing contacts screen, click 'New Contact', fill in the 

fields then click 'Submit'. 

Location: »  

Audit Trail  
An audit trail allows you to track the activity of documents flowing in/out of the cabinet. You can filter the 

results by selecting a particular user, date range, type of document, or action.  

Location: »  
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Changing your Password  
To change your password, simply enter your new password in the 

first field then re-ǘȅǇŜ ƛǘ ƛƴ ǘƘŜ ǎŜŎƻƴŘ ŦƛŜƭŘ ŀƴŘ ŎƭƛŎƪ Ψ¦ǇŘŀǘŜΩΦ 

Location: »  

Preferences  
This section allows you to manage the preferences of your site. Here you can define the default cabinet, 

language, category/contact, email subject, and email body. The email subject and body are displayed on emails 

when sending documents out. 

Location: »  

Download Print Driver  
Install the print driver to expand the capabilities of inserting documents. Click on 'Download Print Driver' under 

the 'Admin' tab to download, then run the easy 1 minute installation. Once the driver is installed, find out how 

to insert documents in the 'Print' section under 'Inserting Documents'.  

Location: »  

Download Ulti -Client  
Manage Ulti-Cabinet with the Ulti-Client application. Click on 'Download 

Ulti-Client' under the 'Admin' tab to download. *Make sure you enter the 

site key after installing the application (ex: NEXTECH). 

Location: »  

User Controls  

Inserting Documents  
You can insert documents using five different methods: 

¶ Upload: ¢ƻ ǳǇƭƻŀŘ ŀ ŘƻŎǳƳŜƴǘ ŘƛǊŜŎǘƭȅ ŦǊƻƳ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ǘƻ ǘƘŜ ŎŀōƛƴŜǘ ŎƭƛŎƪ ǘƘŜ Ψ¦ǇƭƻŀŘΩ tab , 

specify the cabinet, folder, and category you want to file under and complete all other required fields 

tƘŜƴ ŎƭƛŎƪ ǘƘŜ Ψ¦ǇƭƻŀŘΩ ōǳǘǘƻƴΦ  

¶ Print: To print a document to the cabinet you first need to install the Ulti-Cabinet Printer Driver. Once 

the driver is availabƭŜ ǳǎŜ ǘƘŜ ǎǘŀƴŘŀǊŘ ΨCƛƭŜ Ҕ tǊƛƴǘΩ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ȅƻǳ ŀǊŜ ǳǎƛƴƎ ŀƴŘ ǎŜƭŜŎǘ 

the Ulti-Cabinet printer. Login using your User Name and Password, fill in the required fields, then click 

ΨhƪΩ ǘƻ ǇǊƛƴǘ ǘƻ ǘƘŜ ŎŀōƛƴŜǘΦ  

¶ E-mail: You can insert a document by attaching it to an email and sending it to a specific email address 

assigned to an ulti-cabinet installation. To specify where you want to file the document, in the subject 

line, specify the following using this format:  
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department;cabinet;folder (mandatory parameters) or.. 

department;cabinet;folder;title;id;category_name (additional optional parameters) 

(using a semicolon between parameters). 

¶ Fax: Use any fax machine to fax documents to the cabinet. The cabinet will have its own specified fax 

number for receiving the faxes/documents. 

¶ Scan: To import scanned documents into the cabinet, first 

select the 'Scan' tab  then place your documents into 

the scanner and hit the scan button on the machine. Your 

documents will be scanned into a 'shared folder' which has 

been specified in the system administrator control panel. 

¶ Directory Sharing: Display documents in a shared directory across the local area network. 

¶ XML API: An application programming interface that enables the product to receive documents 

generated from mission critical application software residing anywhere in the world.  

Downloading Documents  

You can download documents using four different methods available ǳƴŘŜǊ ǘƘŜ Ψ{ŜƴŘκ5ƻǿƴƭƻŀŘΩ ǘŀōΥ  

¶ E-mail: {ŜƴŘ ŘƻŎǳƳŜƴǘǎ ǘƻ ƻƴŜ ƻǊ ƳƻǊŜ ŜƳŀƛƭ ŀŎŎƻǳƴǘǎ ōȅ ŦƛƭƭƛƴƎ ƻǳǘ ǘƘŜ ŜƳŀƛƭ ŦƻǊƳ ǘƘŜƴ ŎƭƛŎƪƛƴƎ Ψ{ŜƴŘ 

E-ƳŀƛƭΩΦ  

o You have the option to consolidate documents into 1 PDF, compress them into a Zip file, 

Request Read Receipt, and Flag as important. 

¶ Fax: Send documents to any fax machine by filling out the fax ŦƻǊƳ ǘƘŜƴ ŎƭƛŎƪƛƴƎ Ψ{ŜƴŘ CŀȄΩΦ 

¶ Print: Use the print form to print a range of documents to any available printer. 

¶ Download: Use the download option to select a range of documents to store directly onto the ǳǎŜǊΩǎ 

computer. 

Using Queries 
Queries are used to request information from the database. More simply, it is the search feature within the 

cabinet that allows you to retrieve specific documents. Quick queries can be made in the top-left pane, in the 

ΨǎŜŀǊŎƘΩ ŦƛŜƭŘΦ ¢ȅǇŜ ŀƴȅ ƪŜȅǿƻǊŘ ǘƘŀǘ ƛǎ ǊŜƭŀǘŜŘ ǘƻ ŀ ǎǇŜŎƛŦƛŎ ŘƻŎǳƳŜƴǘόǎύ ǘƻ ƎŜǘ ǉǳƛŎƪ ǊŜǎǳƭǘǎΦ ¸ƻǳ Ŏŀƴ ƴŀǊǊƻǿ 

your search by using advanced queriesΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŘǾŀƴŎŜŘΩ ƭƛƴƪ ƴŜȄǘ ǘƻ ǘƘŜ ǉǳŜǊȅ ǎŜŀǊŎƘ ŦƛŜƭŘΦ ¦ǎŜ ǘƘƛǎ ŦƻǊƳ 

to specify your query range by date, cabinet, security level, etc.  

Query Mode 
Query mode is another powerful method for locating and browsing documents. Once you switch to query mode 

the right pane becomes its own query screen in which you could query documents using various properties and 

browse them in a non-flash (non-animated) format. To use the query function, use the follow options:  

Location:  

¶ Select a cabinet, folder, and contact (optional).  
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¶ Select a Form if you wish to query specific fields within a form (invoice) such as the Invoice #.  

o When a form is selected, User Defined Fields will 

appear below. Here you can set a range for the 

search criteria. The logic is as follows: (Field1 or 

Field2 _and_ Field3 or Field4). Use the various 

operators to narrow your search (LIKE, NOT LIKE, =, 

<>, etc.)  

¶ Enter the Document ID or Title.  

¶ Select a date range to help narrow the results.  

¶ Specify the owner of the document(s).  

¶ Enter a keyword that may be helpful in your search.  

Saving Queries 

You have the option to save a query to eliminate having to repeat query entries. Enter the query name in the 

Ψ{ŀǾŜ ǉǳŜǊȅ ŀǎΩ ŦƛŜƭŘ ŀƴŘ ƛǘ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ōŜ ǎǘƻǊŜŘ ƛƴ ǘƘŜ ǎŀǾŜŘ ǉǳŜǊȅ ƭƛǎǘ ƻƴŎŜ ǘƘŜ Ψ{ŜŀǊŎƘΩ ōǳǘǘƻƴ ƛǎ ŎƭƛŎƪŜŘΦ 

¢ƻ ǳǎŜ ŀ ǎŀǾŜŘ ǉǳŜǊȅΣ ŎƭƛŎƪ Ψ{ŀǾŜŘ vǳŜǊƛŜǎΩ ŀǘ ǘƘŜ ǘƻǇ ǘƘŜƴ ǎŜƭŜŎǘ ŀ ǉǳŜǊȅ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ǘhat appears. 

Navigation Features  

Left Pane 

¶ Browse: ¢ƘŜ ōǊƻǿǎŜ ŦŜŀǘǳǊŜ ƛǎ ŀǾŀƛƭŀōƭŜ ǘƘǊƻǳƎƘ ǘƘŜ ΨIƻƳŜΩ 

tab and it is also displayed under the functions within 

ǘƘŜ Ψ{ŜƴŘκ5ƻǿƴƭƻŀŘΩ tab . The browse feature works as 

a standard tree menu and it allows you to drill through the 

folders and files within the cabinet.  

o Site: This specifies the location (site) where Ulti-

Cabinet is installed. (ex: you may have one site in 

Florida and have another in California)  

o Cabinet: This specifies a particular cabinet within a 

site. (ex: Marketing, Accounting, Warehouse)  

o Category: This specifies the category within a 

cabinet. (ex: For the Accounting cabinet you may 

have Invoices, Statements, Contracts)  

o Contact: This specifies the contact for a category. 

(Ex: For the Invoices category you may want to filter a particular company (contact). Your list 

would be like the following: Company1, Company2, Company3, etc.)  

Á To change contacts, click change under the contact name then select a new contact 

from the window that appears. 
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¶ View Document: Drill through the tree menu then click on a document titƭŜ ǘƘŜƴ ǎŜƭŜŎǘ Ψ±ƛŜǿ 

5ƻŎǳƳŜƴǘΩΦ 

¶ View/Add Notes: ²ƛǘƘ ŀ ŘƻŎǳƳŜƴǘ ǎŜƭŜŎǘŜŘ ƛƴ ǘƘŜ ǘǊŜŜ ƳŜƴǳΣ ŎƭƛŎƪ Ψ±ƛŜǿκ!ŘŘ bƻǘŜǎΩΦ ¢ƻ ŀŘŘ ŀ ƴƻǘŜΣ 

enter the notŜ ƛƴ ǘƘŜ ŦƛŜƭŘ ŀƴŘ ŎƭƛŎƪ Ψ!ŘŘΩΦ 

¶ Edit Document: ²ƛǘƘ ŀ ŘƻŎǳƳŜƴǘ ǎŜƭŜŎǘŜŘ ƛƴ ǘƘŜ ǘǊŜŜ ƳŜƴǳΣ ŎƭƛŎƪ Ψ9Řƛǘ 5ƻŎǳƳŜƴǘΩΦ IŜǊŜ ȅƻǳ Ŏŀƴ ƳƻŘƛŦȅ 

many options such as the document Owner, Cabinet, Folder, Form, Category, ID, Title, Description, 

Expiration Date, Modifiers, and Security Level. Once you are satisfied wiǘƘ ȅƻǳǊ ŎƘŀƴƎŜǎ ŎƭƛŎƪ Ψ¦ǇŘŀǘŜΩΦ 

¶ Delete Document: ²ƛǘƘ ŀ ŘƻŎǳƳŜƴǘ ǎŜƭŜŎǘŜŘ ƛƴ ǘƘŜ ǘǊŜŜ ƳŜƴǳΣ ŎƭƛŎƪ Ψ5ŜƭŜǘŜ 5ƻŎǳƳŜƴǘΩΦ 

Right Pane 

¶ Table of Contents (TOC): ¢ƘŜ ¢h/ ƛǎ ŀǾŀƛƭŀōƭŜ ǘƘǊƻǳƎƘ ǘƘŜ Ψ¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎΩ ǘŀō ƻƴ ǘƘŜ ƭŜŦǘ ǎƛŘŜ ƻŦ ǘƘŜ 

right pane. The TOC displays document information for each document within the cabinet/folder. Click 

on a document in the TOC to flip to that document/page. 

¶ View Document: Simply click on the small preview document to enlarge and view the full document. 

Use the zoom in/out feature at the bottom to adjust readability. You can scroll up/down with the 

scrollbars or with your mouse wheel. Click and hold your left mouse button to drag the document 

ŀǊƻǳƴŘΦ hƴŎŜ ȅƻǳ ŀǊŜ ŦƛƴƛǎƘŜŘ ǾƛŜǿƛƴƎ ǘƘŜ ŘƻŎǳƳŜƴǘΣ ŎƭƛŎƪ ǘƘŜ ƭŀǊƎŜ Ψ·Ω ƻƴ ǘƘŜ ǘop-right to close the 

document. 

¶ Page Navigation: Use the left/right (<, >) arrows at the top to flip back 

and forth between pages. 

¶ Collapse/Expand Left Pane: Click on the double left arrow (<<) on 

the top-left to collapse the Left Pane then click on the double right 

arrow (>>) to expand the Left Pane. 

¶ View/Add Notes: ±ƛŜǿƛƴƎ ŀƴŘ ŀŘŘƛƴƎ ƴƻǘŜǎ ƛǎ ŀǾŀƛƭŀōƭŜ ǘƘǊƻǳƎƘ ǘƘŜ Ψ±ƛŜǿ bƻǘŜǎΩ ǘŀō ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ 

the right pane. The notes on the left are for the document on left and notes on the right are for the 

document on the right. To add a note, click on ŜƛǘƘŜǊ ǘƘŜ ƭŜŦǘ ƻǊ ǊƛƎƘǘ ƛŎƻƴ ǘƛǘƭŜŘ ά!ŘŘ bƻǘŜǎέΦ 9ƴǘŜǊ ǘƘŜ 

ŘŜǎƛǊŜŘ ƴƻǘŜ ǘƘŜƴ ŎƭƛŎƪ Ψ{ǳōƳƛǘΩΦ ¢ƘŜ ƴƻǘŜ ǿƛƭƭ ōŜ ǳǇŘŀǘŜŘ ŀƴŘ displayed in the notes window. 

¶ Display Thumbnails: Select the 'thumbnails' icon on the navigation bar to display small thumbnails of 

documents in the current folder. 

Troubleshooting  

Reporting Issues/Comments  
If you encounter an error, please use the 'Report Issues/Comments' link at the bottom of the home page. 
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Ulti-Client 

Overview: A New Window into Ulti-Cabinet 
Ulti-Client is a Windows based thin client module that can be downloaded from the Ulti-Cabinet administration 

menu. Ulti-Client elegantly complements Ulti-Cabinet with user level functions that greatly enhance the product 

capabilities.  

Administration Tab  
This menu allows the user to manage users, groups, cabinets, categories security levels, and access the audit 

trail, similar to the Administration Menu in Ulti-Cabinet. Additionally the user is enabled to define specific fields 

for plug in applications and ǎŜŀǊŎƘ ŀŎǘƛǾŜ ǳǎŜǊǎΦ ¦ƴŘŜǊ ά5ƻŎǳƳŜƴǘ ¢ǊŀƴǎŦŜǊέ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ 

transfer documents from one site to another and schedule backups and replication for the entire site. Finally, 

the user will also be able to manage defined forms created for installed plug ins.  

Creating Forms  
A form is a set of User Defined fields that are linked to a particular folder. User Defined fields give a user the 

ability to specify custom document fields that can be indexed and used for querying. (Ex: invoice#) 

How to create a form: 

¶ Click (Administration > Management Menu) 

¶ {ŜƭŜŎǘ Ψ5ƻŎǳƳŜƴǘ CƻǊƳǎΩ ǘƘŜƴ ǎŜƭŜŎǘ ΨҌ !ŘŘΩ 

¶ Enter the form name (Ex: Invoice) 

¶ Default XML is the xml structure for your User Defined fields. The first node is labeled as the form name 

ΨLƴǾƻƛŎŜΩ ǘƘŜn followed by the nested nodes labeled as the user defined fields. 

o Example: <Invoice><InvoiceNo /><Date /></Invoice> 

¶ /ƭƛŎƪ ΨhƪΩ 

¶ ¸ƻǳ ǎƘƻǳƭŘ ƴƻǿ ǎŜŜ ΨLƴǾƻƛŎŜΩ ƻƴ ǘƘŜ ǘǊŜŜ ƳŜƴǳΣ ŜȄǇŀƴŘ ƛǘ ŀƴŘ ǎŜƭŜŎǘ Ψ¦ǎŜǊ 5ŜŦƛƴŜŘ CƛŜƭŘǎΩΣ ǘƘŜƴ ΨҌ !ŘŘΩ 

¶ Enter the name of the UsŜǊ 5ŜŦƛƴŜŘ ŦƛŜƭŘ ΨLƴǾƻƛŎŜbƻΩ 

¶ 9ƴǘŜǊ ǘƘŜ ·tŀǘƘ ΨϝκLƴǾƻƛŎŜbƻΩΦ ¢ƘŜ ŀǎǘŜǊƛǎƪ όϝύ ƛƴŘƛŎŀǘŜǎ ǘƘŜ Ǌƻƻǘ ƴƻŘŜΦ 

¶ /ƭƛŎƪ ΨhƪΩ 

bƻǿ ǿƘŜƴ ȅƻǳ ǉǳŜǊȅ ŀƴ ƛƴǾƻƛŎŜΣ ȅƻǳ Ŏŀƴ ƛƴǇǳǘ Řŀǘŀ ŦƻǊ ΨLƴǾƻƛŎŜbƻΩ ǘƻ Ŝŀǎƛƭȅ ǘǊŀŎƪ Řƻǿƴ ŘƻŎǳƳŜƴǘǎΦ 

Virtual Stamps  
This is an innovative feature that allows you to block out certain areas of a 

document that may contain sensitive information. To apply a virtual stamp, 

Ǝƻ ǘƻ !ŘƳƛƴƛǎǘǊŀǘƛƻƴ Ҕ aŀƴŀƎŜƳŜƴǘ aŜƴǳΣ ǎŜƭŜŎǘ Ψ5ƻŎǳƳŜƴǘ CƻǊƳǎΩΣ ǎŜƭŜŎǘ 

a form, right-ŎƭƛŎƪ ǘƘŜ Ψ±ƛǊǘǳŀƭ {ǘŀƳǇǎΩ ǎǳōŘƛǊŜŎǘƻǊȅ ǘƘŜƴ ŎƭƛŎƪ Ψ!ŘŘ ǾƛǊǘǳŀƭ 

ǎǘŀƳǇΩΦ ! ƴŜǿ ǿƛƴŘƻǿ ǿƛƭƭ ŀǇǇŜŀǊΦ {ŜƭŜŎǘ ŀ ǘŜƳǇƭŀǘŜΣ ŜƴǘŜǊ ǘƘŜ ŘƻŎǳƳŜƴǘ ƴŀƳŜΣ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ΨhǇŜƴΩΦ  

You are now in the virtual stamp creation screen. To add a stamp, click and drag your cursor over the section 
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you wish to block. Enter the stamp name on the top-left, enter the security settings (default is Apply to All), and 

ǘƘŜƴ ŎƭƛŎƪ Ψ{ŀǾŜΩ ƻƴ ǘƘŜ ǘƻǇ-right. 

Linked Sites  
Here is where you specify the site names with their corresponding links. Go to Administration > Management 

Menu, and ǎŜƭŜŎǘ Ψ[ƛƴƪŜŘ {ƛǘŜǎΩΦ ¢ƻ ŀŘŘ ŀ ǎƛǘŜΣ ǎŜƭŜŎǘ ΨҌ!ŘŘΩ ŀǘ ǘƘŜ ǘƻǇΣ ŜƴǘŜǊ ǘƘŜ {ƛǘŜ L5Σ {ƛǘŜ ƴŀƳŜΣ ŀƴŘ {ƛǘŜ ¦w[ 

ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ΨhƪΩ 

Documents Tab  
This tab will allow the following tasks: 

Document Browse  
This function enables users to look for documents based on specific criteria without the need to login to Ulti-

Cabinet. It would also allow you to log in into multiple servers as part of the Enterprise Version. 

Import Document(S)  
This function enables users to import single or multiple documents from their computer into a specified 

cabinet/folder in Ulti-Cabinet. This function is really helpful when you want to load multiple electronic 

documents in a batch sequence. As an additional shortcut, if you right-click a file in windows, you have the 

ƻǇǘƛƻƴ ǘƻ ΨǎŜƴŘ ǘƻ -> Ulti-CabinetΩ.  

View Un-routed Faxes 
This function allows the user to view and route incoming faxes to the cabinet. 

Fax History  
Fax History records the activity of inbound/outbound faxes and presents it in a detailed list. You have the ability 

to filter by a particular fax number, fax status, user, date range, etc.  

Email History  
Email History records the activity of inbound/outbound emails and presents it in a detailed list. You have the 

ability to filter by a particular email address, user, status, or date range.  

Register Existing Barcode  
This function is helpful when the user wants to file 

a document with a pre-existing barcode into Ulti-

Cabinet. User must be aware that on multiple 

pages documents the barcode must exist in every 

page. 

Print and Register  New Barcode 
This function is for batch scanning and enables the 

user to register the barcode to be used. Ulti-Client 

can print the barcode on an existing printer and, once the user registers the barcode, the user can place the 
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batch of documents on the local scanner preceded by the printer barcode to file into a specific cabinet/folder. 

This feature is very helpful to electronically archive historical documents. 

Advanced Security Settings  
Advanced security settings allow you to customize security policies even further by restricting access to 

cabinets/folders/documents for a particular user or group. To access these settings, click Documents > Browse, 

then find a cabinet, folder, or document you wish to work with. Right-ŎƭƛŎƪ ƛǘΣ ǘƘŜƴ ŎƭƛŎƪ ΨtǊƻǇŜǊǘƛŜǎΩΦ ! ƴŜǿ 

ǿƛƴŘƻǿ ǿƛƭƭ ŀǇǇŜŀǊΣ ŎƭƛŎƪ ǘƘŜ Ψ{ŜŎǳǊƛǘȅΩ ǘŀōΦ CǊƻƳ ƘŜǊŜ ȅƻǳ Ŏŀƴ ŀŘŘ ŎǳǎǘƻƳ ǳǎŜǊ ƻǊ ƎǊƻǳǇ ǇƻƭƛŎƛŜǎΦ {ŜƭŜŎǘ Ψ!ŘŘΩΣ 

select a user or group, mark off the permission settings, ǘƘŜƴ ŎƭƛŎƪ ΨhƪΩΦ 

Ulti -Scan Tab 
By selecting this tab the user will be prompted to: 

New Scan Job 
It will open a window to the scanning menu and enable the user to select the scanner in his/her system to use 

for scanning from Ulti-Client. It is important to know that the local scanner MUST work on Windows before Ulti-

Client could use it. 

¶ SCAN: The user can select installed scanners, destination and type of scanning job from a drop down 

menu.  

¶ SCAN TO: Select between the Cabinet and an Outbound Folder as destination of the scanned 

documents. 

¶ SCAN TYPE: Select between REGULAR scanning to scan individual documents into Ulti-Cabinet but they 

will be prompted on each individual page. BARCODE READING NO GUIDE PAGE to batch scan with a 

previously registered barcode. BARCODE READING WITH GUIDE PAGE to batch scan with a newly 

registered and printed barcode page. The difference is that when batch scanning without guide, the user 

will be prompted after every document is scanned. This function includes the ability to receive scanned 

documents from a shared folder on the local area network. In each case the user will be prompted to 

specific Ulti-Cabinet parameters such as cabinet name, folder name, and security level to assign. 

¶ OPTIONS (Max, please describe) 

Ulti -Id Tab 
Comprises plug-ins that have been customized for different tasks in specific corporate segments.  

Calibrate Scanner  
Certain specialty scanners require periodic calibration; we have included the calibration process in Ulti-Client for 

user convenience. 

Specific Customizations  
Depending on the purchase license, the user will have access to Ulti-Id modules such as:  

¶ Bank Edition 
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¶ Hospital Edition 

¶ Human Resources 

¶ Ulti-3047 

¶ Ulti-Mailroom 

¶ Ulti-AGS 

Tools Tab 
The user can also select the OPTIONS MENU and LANGUAGE of preference. 

Windows Tab  
Similar to WINDOWS the user can choose icon display preferences. 
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