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Getting Started

https://webex.spawar.navy.mil/wx/ is the site below to login.
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Logging In

Data Source: Leave it at “Default”

User Name: Enter your unique user name, Password: Enter your unique password
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Opening Screen

Menu Options: 

(File, Edit, View, Help).  

Icons: 

Logout, User Settings, Batch List, and Batch Import

Data Sources and Applications you have access to are underneath the open data source.
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In the bottom left corner you will see information on your session: 

Your user name and the Data Source you are using, and what application you are in.

Changing Password:

#1, Right click on Data Source.

#2, Select ‘Change Password.’

#3, Enter the information and click ‘OK.’

New Query

1. Highlight Application, right click, and click ‘New Query.’  OR

2. Put cursor over Application, and double click.
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Below is the query screen that you have the option to type in as much or as little information that you want to narrow your search to.

The ‘key’ icon is to logout, the ‘Clipboard’ icon is the View/Modify your user settings, and the ‘Applications List’ icon is to go back to the Opening Screen.

Figure: New Query Page
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It is up to you which fields will show in your results page.  Each Index Name has a check mark in the box next to the name.  If you would not like that Index information to show when you submit your query, then uncheck that box.

Saving Queries:

Type in the name in the ‘Query Name’ and click save.

The query will show up under the application you saved it in.
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When you click on the icon, with the magnifier glass on top of the green arrow, you will get an opportunity to create a range for that row.  Select your option from the drop down arrow, and put in the ‘Value’ and the ‘And’ if needed.
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When you click on the far right icon you will have the ability to create a search list.  For example, if you are looking for documents from 3 different contracts.  Enter the field contract # is the ‘Field Value’ and click ‘Add.’  Then repeat for the next 2 contract numbers and then click ‘OK’ when finished.  

The documents that match your query will be displayed.

Information on each match will be displayed in columns.

Click on the paper icon for the appropriate document to display.

‘Download…’ will open file in Word or Excel or corresponding software.

‘Render…’ will open in the browser you are using.

Click on the ‘Document Index’ to see the index for the document.

Click on the ‘X’ icon to close the window.

Uploading Batch Files

1. Right click while cursor is over an Application, select ‘Batch Import.’

Note:   FORMCHECKBOX 
 Index Documentation upload, (When Checked) , it allows you to enter all field search criteria.  If you do not, the document will not show up when you do a search.

#2, You can go to the main menu, ‘File’ and select ‘Batch Import.’

#3, You can click on the icon for ‘Batch Import.’
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This is the popup window that comes up after you select ‘Batch Import.’

Figure: Batch Page Import
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#1, Click on the drop down arrow and select the correct application you would like this file to be located in.

#2, Type in the name of the ‘Batch Name.’

#3, Click ‘Browse’ and find the file within your computer and then click ‘Open.’

#4, Check the box ‘Index Document After Upload’ if you would like to enter index information, and the document will be indexed after upload.

#5, Click ‘Upload’ when you are finished.

Note:  When ‘Index Document After Upload’ is checked, then the Document will show up when you do a ‘New Query.’

When ‘Index Document After Upload’ is not checked, then the Document will show up when you do a ‘Batch List.’

This is the next screen you will see if you check the box after you click ‘Upload.’

You need to fill in all the ‘Bold’ row headers, and the non-bold headers are optional.  To complete your upload, click on ‘Save’ at the bottom.

Figure: Document Index Page
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The above is the required fields filled out, and optional fields left blank.

Once you are finished, you can click save to finish the upload of this document.

Uploading Multiple Files/Documents into 1 Batch

To upload multiple files into 1 batch, and to attach all the pages into 1 do the following:

Figure: Batch Page Import
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#1, After you right click on the appropriate Application, select ‘Batch Import.’

#2, You will see the above screen pop up on your screen.

#3, Verify the Application, and if you would like to change it, then simply click the ‘Arrow’ drop down to see all available applications and select the appropriate application.

#4, Type in the name of your batch in the ‘Batch Name’ entry box.

#5, Click ‘Browse’, and find the document that you would like to import.

#6, Make sure that the ‘Index Document After Upload’ is unchecked.

#7, Click on upload.

#8, You will get a pop up message saying, ‘Batch Page Loaded Succeeded’, click ‘OK.’

#9, Repeat steps 5-8 until you have uploaded all your documents for that batch.

#10, Click on Index to start your indexing process.

The Index tab will come up and you will fill it out and then click on save to complete the index.

Click on ‘Attach All Pages’ icon to attach the rest of the documents to the first one.

To Index and separate your batch page by page,  you should do the following:

#1, After you right click on the appropriate Application, select ‘Batch Import.’

#2, You will see the above screen pop up on your screen.

#3, Verify the Application, and if you would like to change it, then simply click the ‘Arrow’ drop down to see all available applications and select the appropriate application.

#4, Type in the name of your batch in the ‘Batch Name’ entry box.

#5, Click ‘Browse’, and find the document that you would like to import.

#6, Make sure that the ‘Index Document After Upload’ is unchecked.

#7, Click on upload.

#8, You will get a pop up message saying, ‘Batch Page Loaded Succeeded’, click ‘OK.’

#9, Repeat steps 5-8 until you have uploaded all your documents for that batch.

#10, Click on Index to start your indexing process.

Click on the index button and then you will see the window below.
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#1, Enter all of your information and then click on save.

#2, Then, click on the ‘new document’ icon to index the next page.

#3, Repeat steps 1 and 2 until all of your documents are indexed.

#4, If you would like to combine 2 or more, just go to that page, and click on the attach page icon and it will attach to the current page you just saved.

Batch Index List Functionality 

When batches are added to AX, information about each batch appears in the list for the corresponding application on the Batch List window. You can then use Batch Index List functionality to index batch documents and manage unindexed batches. 

To access the Batch Index List window: 

•
From the WebXtender window

a) Select Batch Index (List) from the View menu

b) Click the Batch List icon

c) Right click application and select Batch Index (List)

The Batch List window appears. 

Figure: Batch List Window
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The name of the currently selected application appears in the Batches for application field. The batches associated with that application, if any, are listed in the area below the field. 

To work with a different application, select the application name from the Batches for application drop-down list. If batches exist for the selected application, information about those batches appears in the list. If there are no batches for the selected application, an empty list appears. 

The following table describes the information shown in the batch list. 

Table: Batch List Information 

	Column
	Description

	Name
	Batch name

	Pages
	Number of pages in the batch

	Time Stamp
	Date and time the batch was created in AX

	Scanned by
	Name of the user who scanned the batch into AX

	State
	Status of the batch (Idle or Indexing)


Batch List Menu and Toolbar 
The Batch List menu has two choices: Batch and Help. When you click Batch, an options menu appears. 

Figure: Batch Options Menu 
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The following table describes the options in the Batch menu. 

Table: Batch Menu Options

	Option
	Description

	Memo
	View or modify a batch memo for the selected batch

	Delete
	Delete the selected batches

	Batch Status
	Change the status of the selected batches

	Rename
	Rename the selected batch


The toolbar has buttons for each of these options, as well as a Close button and a Refresh Batch List button. 

Figure: Batch List Window Toolbar 
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The following table describes the buttons on the toolbar. 

Table: Batch List Window Toolbar Buttons

	Button
	Description

	Close
	Close the Batch List window

	Change name
	Rename the selected batch

	Show/Modify memo
	View or modify a batch memo for the selected batch

	Delete batch
	Delete the selected batches

	Change batch status…
	Change the status of the selected batches

	Batch page scan…
	Scan one or more pages and add to the selected batch

	Refresh Batch List
	Refresh the current batch list


Managing Unindexed Batches 
Managing batches includes tasks such as changing batch names, viewing or editing memos for specific batches, deleting batches, changing batch status settings, scanning additional pages into existing batches, and refreshing batch lists. 

Changing a Batch Name 

To change the name of a batch: 

1. If necessary, select the application from the Current Application drop-down list. The list of batches for the selected application appears. 

2. In the list of batches, click the selection check box for the batch you want to work with. 

3. Click Rename on the Batch options menu or the Change Name icon on the toolbar. The Batch Name dialog box appears. 

Figure: Batch Name Dialog Box
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The current batch name appears in the Batch Name text box. 

4. Highlight the current batch name. 

5. Type the new batch name. 

Note: With the old name highlighted, it is deleted as soon as you make your first keystroke. You can also highlight the current name, press <Delete>, and then type the new name. 

6. Click OK. The Batch Name dialog box closes. 

7. Click the Refresh button to refresh the list with the new batch name. 

View or Modify Batch Memos 
When you import a batch of documents, WebXtender creates a memo showing the date and time that the batch was created. Authorized users can view and modify the memo text. 

To view or modify a batch memo: 

1. If necessary, select the application from the Current Application drop-down list. The list of batches for the selected application appears. 

2. From the batch list, click the selection check box for the batch you want to work with. 

3. Click Memo on the Batch options menu or the Show/Modify memo button on the toolbar. The Batch Memo dialog box opens. 

Figure: Batch Memo Dialog Box
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4. To modify the memo, highlight the existing text and type your changes. 

Note: If you are only viewing the memo, when you finish, click Cancel to close the dialog box and return to the Batch List window. 

5. To save the memo and return to the Batch List window, click Ok. The Batch Memo dialog box closes. 

Deleting a Batch 
If you have the appropriate user permissions, you can delete batches and their associated pages. Batches must be in an idle state for you to delete them. 

To delete batches: 

1. If necessary, select the application from the Current Application drop-down list. The list of batches for the selected application appears. 

2. Check the State column on the batch list to verify that the batches to be deleted are idle. 

3. Click the selection check box for each batch you want to delete. 

4. Click Delete on the Batch options menu or the Delete batch button on the toolbar. A confirmation message appears. 

Figure: Delete Confirmation Message
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5. To continue with the deletion, click OK. The selected batches are deleted, and the confirmation message closes. 

Additional Features

Using the Key Reference Function 

#1, To use this function, you need to show a Batch Index (List).


#2, Then click on the paper icon of the document you would like to index.


#3, Click on the ‘New Document’ Icon

Enter data into one primary (Contract #, Ex. 12345), or key, index field. When you press [Tab], WX populates the index fields (Solicitation #, Second Solicitation #, Program, Contractor, KTR Cage Code) with data from the record in the Key Reference table that corresponds to the key index field value. For example, assume that the key field is "Social Security." When you enter the Social Security number, WX automatically fills in the associated "name" and "birth date" index fields with data from the Key Reference table record. So the only field where you need to manually enter a value is the Social Security field. 

Key Reference table data is kept in the table even after it is used to index documents. For this reason, Key Reference can be a useful feature for automatically populating index information that will be used to describe several documents and that may need to be changed frequently. 

If an existing data reference value is modified, the data values for all documents with that key value are modified to match. When an existing key reference value is modified, the key field value for just that document is modified; any other documents having that key value are not changed. 

Note: Key Reference is not supported in Netscape Navigator 6.1. 

To access Key Reference data while modifying an index: 

1. Enter data in the key index field, and then click ‘Key Ref & Indexes’ icon.

If more than one record matches the data you entered, an Existing Document Indexes    page appears. 

2. Select an index by clicking the button corresponding to the index values you want to use. The Existing Document Indexes page closes, and the index information populates the Field Value index fields. 

If you change the key value in the Key Reference table, the data values change to match the data values for that record. If you change the key value to a value that is not in the Key Reference table, WX creates a new record based on the new key value. If you change one or more of the data values corresponding to a key value, those data values are changed for every document in the AX database that contains the key value in its index. 

Selecting Indexes

Also to save time, you can bring up indexes so that you do not need to fill in all the information manually.
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When you are indexing, click on the ‘Select Indexes’ icon to bring up a list of available indexes.  If you type in the contract #, it will only bring up the indexes for that contract #.

Click on the paper icon next to the index that you would like to use.   All of the index information will be filled out.

DO NOT CLICK ON THE ICON WITH THE GREEN PLUS.  This will attach that page to the page you are currently working on.

Make the necessary corrections in the fields that you need to make and click ‘Save.’

NOTE: You will not be able to change the first 6 fields.  They are locked and cannot be changed. (Contract #, Solicitation #, Second Solicitation #, Program, Contractor, KTR Cage Code)

 Time Out:

If you time out, and you try to do an operation you will get the below pop up window on WebX and you will need to click ‘ok’ and login again.  The current amount of time to timeout is set at 15 minutes.

Figure: Timeout Message
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Logging Out:

When you are finished with WebX, click on the logout icon (KEY) to logout.
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