University Computing Services

BALL STATE UNIVERSITY

Logging into the ECM system to view Tally Reports ...using WEBI.

The Content Manager imaging system at Ball State University is a powerful tool that allows the university
to distribute and maintain important reports, records and other information efficiently and securely. As
part of that security, each user who needs access must utilize their own ID, which is then in-turn given the
necessary accesses.

Your user name and password is the same one you use to access your BSU e-mail. If you have problems
logging on, please contact Chuck Tuite 5-1386 or Wayne Grile 5-3055.

The following steps will enable you to successfully log into and begin using the system.

Step #1: Open up a web browser and go to http://www.bsu.edu/imaging. This will bring up the
Imaging System web site.

¥%) Ball State University - Imaging System - Mozilla Firefox |’._||’E|rz|
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Security
Imaging System Dieno
The Ball State imaging system is the secure, efficient, and green way to handle reports and scanned 1EM
images across campus. Enterprise reports are available immediately after they are run, eliminating S
Syste
the need to wait for a courier and images can be scanned and shared across campus so multiple
areas can benefit while still being secure and accessible by only those who have appropriate Imagin|
sccese.
Applic;
Click on this link to lo _ N ) L — —
g or specific details or questions, please contact OPSADM @bsu.edu. Server
into WEBI X
™

w\'\"eb Xtender, the old imaging system. Univer:

View Webi, the new imaging system.

Old to New application name cross-reference guide.

Done
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Step #2: Enter youand and MAKE SURE thatODPROD — ReportSJs selected as the

Server drop-down. Then click | LogIn

) |[BM Web Interface for Content Management Version 1.0.2 - Mozilla Firefox

File Edit View History Bookmarks Tools Help

@ - c 'l mﬂl https: /fem04.bsu.edu: 9443 wocommonservices, 5 T ' ,-

# Getting Started (5] Latest Headines | ] eClient | ] webi 1.0.2 | ] webi 1.0.3

Web Interface for Content Management
Version 1.0.2

'.?I' 1 Log inte a server. If you need information about
N 5 your user |10, password, or server name, contact
. your system administrator.
o 0
Passw

password is required.

Log In Change Password

Done am04.beu.edu:9443 |

Step #3: When you have successfully logged on, you will see a screen similar to the following. At the left,
click on the '+’ to expand the All folder. It will then show you everything you have access to see.

F:

) |IBM Web Intarface for Content Management Version 1.0.2 - Mozilla Firefox
History

Bookmarks Tools  Help

i mj l https: fjcmi4.bsu.edu: 3443 jwccommonservices,

Navigation earch In Demonstration Application =
g
Mode: 7% Search

[ CMPROD-Images
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Step #4: Single-left-click on the Item Type (application) you wish to search. A listing of index values will
be shown on the right-hand side of the screen. For the examples in these instructions we will use the

College Tallies, but the same instructions would apply to the Department Tallies. The screen will look

something like this:

Tallies by College

[=] [/ ODPROD - Reports Date - /24/
D [Equals = [osr24r10 E
& Term IEqua|g | | |

College Ilee j I

in Department Tallies

& Departrrient Tallies_terp
"_L-_.Live Tallies

T Mock Tallies [T Keep'sea iteria open after clicking Search

@ ALl ofthesevalues ' ANY of these values

T Mock Tallies - TEST
=

If all you want to see is the most recent Tallies, all you need to do is click on the Search button.

Everything else will be done for you. When you click on it, you will see something similar to this:

| ﬂ? 'ﬁ? @IBM ‘el Interface for Content Management Version ... | | |

Vvhnm 1 l]-' i

Navigation Search In College Tallies
Mode: % Search
BE ODPROD - Reports
=l SgFind
E‘!E Page: I 1= of 1 Mow Showing: 1to 9 of 9
Bl
T College Talies [ Date  Term College
T Demanstration Application B 08/24/10 FALL APPLIED SCIENCE & TECH.
T Department Tallies B 08/24/10 FALL ARCHITECTURE & PLANNING
T._.Department Tallies_temp -
T Live Tallies B 082410 FALL BUSINESS
T Mock Tallies ME  08/24/10 FALL FINE ARTS
%':Mc'ck Tallise - TEST B 08/24/10 FALL SCIENCES & HUMANITIES
\ TEST
T TESTL B 08/24/10 FALL TEACHERS COLLEGE
=] SRecent TE  08/24/10 FALL COMM, INFO & MEDIA
T icollege Tallies ME 08/24/10 FALL HONORS COLLEGE
"_Ln,.Department Tallies
%, Demanstration Application ME 08/24/10 FALL INTERDEPARTMENTAL

If you want to see historical Tallies, first figure out the date of the earliest one you want to see (remember
that these used to run weekly, so some earlier versions will only have the information as of a Friday of
any given week), as well as the latest one you wish to see. When you have determined those dates, then

you will need to follow the steps on the next page.
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Step #5: Enter the two dates from the previous step. You can either type them in in MM/DD/YY format
(EXAMPLE A) or use the date pickers to set them (EXAMPLE B). When you're done the screen will look

like EXAMPLE C.
EXAMPLE A

r Content Management

Navigation

[=1 [/ ODPROD - Reports

= GEFind
| &

Bl &al
T callege Tallies
E-_.Demonstration Application
Ty Department Tallies
T Department Tallies_terp
E-_.Lwe Tallies
T Mack Tallies
Tmock Tallies - TEST

Date

Date 15 required

Term IEquaIs j | j

College IL‘ke j I

@ ALL ofthesevalues € ANY of these values

| Search

[T Keep search criteria open after clicking Search

EXAMPLE B

Navigation

Mode: 53 Search

[=I [ ODPROD - Reports
= SgFind
| ®
=K~
T college Tallies
Ty Demaonstration Application
IE-__.Department Tallies
T Department Tallies_temp
Ty Live Tallies
T Mack Tallies
Ty Mock Tallies - TEST
ToTEsT

[

rTallies by College

Date  [Between x| [04/01/10
Date is required 4 April »

Term |Equa|5 vl SMT WIL
College |Like vl

45678 910
11 12 13 14 15 16 17
& ALL ofthesevalues ¢ PTSRTIETNETIE S0 SN

Search % 2% 27 82BN

™ Keep search criteria open a

EXAMPLE C

[ [ ODPROD - Reports

= EFind
| &

E &Hal
'E-_.College Tallies
i-_.DemDnstratiun Application
Ty Department Tallies
IE‘--_.Department Tallies_temp
T Live Tallies
ook Tallies
T mock Tallies - TEST
TomesT

rTallies by College

Date [Between =]  [04/01/10

Term |Equa|s =l | =l

College ILike j I

& ALL ofthesevalues € ANY of these values

[E] and [08724710 =

[T Keep search criteria open after clicking Search
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Step #6: Click on the Search button. Everything else will be done for you. When you click on it, you will

see something similar to this:

/2 18 Wb Interface lor Content Management Version 10.2 - Windows Intermet Explorer T |
@f_\ v [l bengeems b, edureadiesoenorasrices BN T e

B [% Yew Fguoke [k leD
Uds @ Best of theweb @ ChamlGusde @ CustomieLieks @ Free Hotmad @ Iterned Explirer Newss. @ Bbmnel St 2 Resblayer @ Windows 10 Windows: Markstplacn 0 Wirnddonss Medka

| e o e .. FitHoms = [ Fe=ce

) = Pages [ ] 819 [, [ Mo Shavns 110 2566 458
L’:" T r Date  Term College
T Demerstraton Application I 0615010 2D SUMMER, 2005-10 APPLIED SCIENCE & TECH
:-fmvmﬂ" Talles CIE 061910 24D SUMMER, 200910 ARCHITECTURE & PLANNING
«:?;:"I_::,'l alie_smrve CIE 06110 2D SUMMER, 200910 BUSINESS
T Mok Talles T E 061910 34D SUMMER, 200910 FINE ARTS
:."“_;‘_‘[ Talles - TEST B 061310 24D SUMMER, 200910 SCIENCES & HUMANES
ety rIE 061310 3ND SUMMER, 200910 TEACHERS COLLEGE
&l @Recant FIE 061810 24D SUMMER, 200910 COMM, INFO & MEDIA
T college Taties FE 061510 240 SUMMER, 2005-10 HONORS COLLEGE
4 B MFROD - bmages FIE 061510 24D SUMMER, 200910 INTERDEPARTMENTAL
sl TIE 06110 FALL 2010-11 APPLIED SCIENCE & TECH
¥l FE a0 FAL 200011 ARCHITECTURE & PLANNING
rE o630 FALL 201011 BUSINESS
rE 0613010 FALL 2010-11 FINE ARTS
rE osnano FALL 2010-11 SCIENCES & HUMANTIES
rH 061310 FALL. 201011 TEACHERS COLLEGE
rH o630 FALL 200011 COMM_INFO & MEDL,

rIE 067510 3MD SUMMER, 700910 APPLIED SCIENCE & TECH
FE 062510 34D SUMMER, 200310 ARCHITECTURE & PLANNING
I 062810 2MD SUMMER, 2005-10 BUSINESS

T IE 062610 34D SUMMER, 200910 FINE ARTS

T B 052510 24D SUMMER, 2009-10 SCIENCES & HUMANTIES
B 0626/10 3ND SUMMER, 200910 TEACHERS COLLEGE

B 0626110 2MD SUMMER, 200910 COMM, INFO & MEDIA

FIE 062610 3ND SUMMER, 200910 HONORS COLLEGE

FIE 062610 24D SUMMER, 200910 INTERDEPARTMENTAL

" The search retumed 459 documants.

L [T [ Trested stes iR -

Check the box in front of the report you want to see and the click the View” icon to display the
report page.

You can also view multiple entries at the same time by single clicking the check box next to those desired
entries, like the example below. Then click the “View” icon.

W E EL ‘W Searchn College Tallies

[ | ODPROD - Reports

E Gind IR ADNSIE -
& Page: |1 'l of 19 L LH Now Showing: 1 to 25 of 458

= U;”. . - Date Term College ~
i College Tallies
T\ Demanstration Application rE 0611910 2ND SUMMER, 2003-10 APPLIED SCIENCE & TECH.
. Dapartment Tallies rE 061910 FALL, 2010-11 APPLIED SCIENCE & TECH.
ﬂn_Department Tallies_ternp
T o Tallios T E  06/26/10 2ND SUMMER, 2009-10 APPLIED SCIENCE & TECH.
T Mock Tallies ~ & 06/26/10 FALL, 2010-11 APPLIED SCIENCE & TECH.
%‘NDCK Tallies - TEST ~E 07/03/10 FALL, 2010-11 APPLIED SCIENGE & TECH.
5 TEST
{.:'Tp.m —E 071010 FALL, 2010-11 APPLIED SCIENCE & TECH.
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If you selected multiple entries, in this example two, they will be displayed in a tabbed view. To alternate

between the two entries simply click the appropriate tab. To close a single entry, click the small red x
associated with thatpage. To close all the entries click the large red X in the upper right-hand corner of

the window.

/2 https://cm04.osu.edu:9443/ ?showL ayouts=truetdesktopTheme=/wccommonservices/styles/client - 06,/ - Windows Internet Explorer

[SG6126110" (<] ST e E|E‘[L| d b
g8 @A galk|o]i

GRM ID: REG1026 BALL STATE UNIVERSITY TALLY REPORT FOR FALL, 2010-11 PAGE 1 é
WH DATE: D6/26/10 ALL CLASSES BY COLLEGE OF APPLIED SCIEHCE & TECH. |
UH TIME: 16:15:19 FOR ALL STUDENTS CL - THDICATES CLASS IS CLOSED

EPT 1 AQUA * - INDICATES A TAU

H - IHDICATES CLASS IS OH HOLD

REF DEPT CRSE SECT TIMES PART OF TERM SEC HUM SPACE
HBR HAME HBR HBR HOUR DESCRIPTION IHSTRUCTOR START END DAYS BLDG ROOM START EHD CHTRCT LMT EHR LEFT
76679 AQUA 150 001 3.0 IHNTR TO AQUA YARGER 1000 1115 M W PL 209 25 15 10
COURSE TOTALS - LIMIT: 25 EHROLLED : 15 REMAINIHG: 10
16687 AQUA 215 o001 1.0 IAT SWIM YARGER 0800 0850 M W LP sU 25 2 23
COURSE TOTALS - LIMIT: 25 EHROLLED : 2 REMATHIHG: 23
76695 AQUA 217 001K 1.0 CANOE KAYZK STAM 1130 1600 F LP SU 8727 - 10429 14 10 4

MEETS 10 WEEKS;

COURSE TOTALS - LIMIT: 14 EHROLLED : 10 REMATHIHG: 4
76709 AQUA 215 001 1.0 OFFICIAL AQ STAM 1400 1450 TR PL 209 25 0 25

COURSE TOTALS - LIMIT: 25 EHROLLED : [} REMAINIHG: 25
T6T1T  AQUA 220 o001 2.0 OP H20 SCUBR REED 1500 1650 M W BB o001 16 14 2

1500 1650 H W PL 209
OPEH OHLY TO EXER SCI MJR, 106H***%;

COURSE TOTALS - LIMIT: 16 EHROLLED : 14 REMATHIHG: 2
16725 RQUA 221 o001 2.0 ADV SCUBA REED 1500 1650 TR BB o001 16 17 1-cL -

General Usage items:

Arranging your windows:

1 . YO u may nOtICG once yo u CI | Ck 2 1M Web Interface for Content Management Version 1.0.2 - Mozilla Firefox

e £t yew Mgory Eosmis ook Heb
@n' c o W rrsseisomos sy o sizmazmmmonservoess -1 - J

M Gettng Started G Lstestraadines | ] eclent | ] webi 1.0.2 | ) webl 103

the search button all your

search fields disappear and you

are presented with a list of the PR T
p [ ODPROD - Reparts " ) | Equals -
. —1 S Find Vendor Mam o -
search results. To display your x =
oA
search fields again simply click iy ——— —
3 [ CMPROD - Images g < Bl E 4
and slide the three dark circles Loy e ligen fsm————
a A3 Of Date Vendor Hame Veendor Number Check Number Voucher Number PO Nu nvoic™
(m] 23} 01731705  ACME DEVICE CO. FARRRRRRREE] 000001 0000001 2000001 12245¢€
at the top Of the searCh resu“s (m 21} 0131709 ACME BIRDSEED CO. prrrrrrrrred 000002 0000002 2000002 2567
FIE L 013109 ACME STEAMROLLER CO.  Z3333333333 000003 0000003 2000003 V12
WlndoW doWn' H.r‘ 0308 ACME DYMNAMITE WORKS FEEERREEERE] 000004 0000004 Z000004 JassTE
(! 4 MAAUNG  ACUE RANMNAGE ©1 TERELEREERE ANAANE AOANNAE FAOANNE nnee ¥
" The search returnad 9 documents.
Done anos.beu.edectH

2. The search fields will be

viewable once again.
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3. To keep your search fields always viewable, click the check box just beneath the search button:

@& ALL ofthese values O ANY of these values

|Search | |C|ear | |F‘.e5et| |Clear Results |
M [¥]Keep search criteria open after clicking Search

Downloading to your PC:

1. If you wish to download a report(s), select the desired item by clicking the check box next to it and

click the Download button on the toolbar.

Barcn resu or Llemonsiratzaon Application

E Page: of 1
L As Of Date Vendor Name Vendor Numbe
V1B 01/31/08  ACME DEVICE CO. 21111111111
O 01/31/09  ACME BIRDSEED CO. L2222222222
1B 01/31/09  ACME STEAMROLLER CO.  Z3333333333

2. This will invoke the download interface box. Specify how you want the file, either opened up in Excel
or saved to a file on your computer. FireFox and IE will look slightly different.

File Download El Opening properties.csv FIREFOX @
I E You have chosen to open

Do you want to open or save this file? .

EL] properties.csv
Name: properties.csv whichis a: Microsoft Office Excel Comma Separated Values File
@a prop: ) from: https: /fem04.bsu. edu:9443
i Type: Microsoft Office Excel Comma Separated Values Fil...
What should Firefox do with this file?
From: cm04.bsu.edu
@:Qpen w\m: Microsoft Office Excel (default) v
o | S
l-" While files from the Intemet can be useful, some files can potertially
g) ham your computer. f you do not trust the source, do not open or
save this file. What's the risk?

A) If you selected Excel — the page you selected will be presented to you in Excel. You can then save it
as desired.

B) If you selected, save file, you will see a download window appear briefly as the download takes place.
Once the window disappears the operations is complete.
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Copy Pages:

1. When you want to only copy select pages from a
large report, use the copy pages option. Open the
report you wish to save and click the Copy Pages

icon.
ahH
L]

e
=
Q& 2 kgl i

BALL 5TATE UNIVERSITY
WIDGETIAL RECORDE SYSTEHM
‘0 DATE CASH DISBURSEMENT REGISTER THRU 01/31/0% - NAME SEQUENCE

THEER P.0. INVOICE BATCH HOLD GROSS DI&C
PTION  NUMEER  REF DATE TC FLAG AMOTNT AMOITHT
Z000oo0l 111111 ABC1Z3 111 1,234.00
# CHECK 01-000001 TOTAL * 1,234.00
Z000002 Z22Z2Z2 ABCE234 11z 567.00
* CHECKE 01-00000Z TOTAL * 567.00

2. This will bring up the ‘Copy Document Pages to File’ dialog box. Here you have the option to select

All, Current page, or Select pages.

Copy Document Pages to File E|
Filename: |Serlingsnphelps‘tDesktopITestduwnload|
Pages

[ Al Pages

Current Page
[ ] Selected Pages

3. Click the ‘BROWSE’ button to select the destination of the report you are about to download and give

it a name you can remember and click ‘OK’. The copy pages dialog box will disappear once the

download has completed.

For additional instructions and hints on conducting searches, please look through the documentation

located at www.bsu.edu/imaging
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