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INTRODUCTION

This guide is a brief overview of the NC Division of Water Quality’s document management system called
Laserfiche. This system hosts documents for viewing on a website that you may access with most popular
Internet browsers. With the proper credentials, you may log in to the website and view the documents that
you’ve been given permission to view. Though these sites have many features, we will only cover the basics
necessary to view and navigate between different documents. This guide is purposely kept brief and simple.
There are many additional features not documented they are not necessary to review documents.

REQUIREMENTS:

e User Name and Password issued by the NC Division of Water Quality
e Computer with broadband Internet access and an Internet browser.
¢ Adobe Acrobat Reader installed on your computer.

¢ Microsoft Office Professional installed on your computer.

 This guide assumes you are using Windows XP SP3 or Windows 7.

RECOMMENDED WEB BROWSER: Internet Explorer 6.0 or higher, or FireFox 2.0 or higher.

DWOQ, LASERFICHE WEBSITE: http://its.enr.state.nc.us/Weblink8/Welcome.aspx

CONNECTING TO THE WEBSITE
Connect to the Internet and type in the URL shown above to reach this web page:

e ]
@9@52 [© nttp/its.enr.state.nc.us/Weblink/Welcome.aspx ~ (@] ¢ | x |[B Googie

File Edit View Favorites Tools Help [x @~ [x]|
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Laserfiche
WebLink" Version 8.2.4

Repository ~ NCDWQ

User Name

Password

Log In

/ Trusted sites | Protected Mode: Off

WEBLINK LOG IN
As a consultant in this case, click on WEBLINK option to proceed to the log in page.

Enter your user name and password give below into the USER NAME field and your password into the
PASSWORD field and click the LOG IN button to enter the website.

User Name: 401Guest
Password: password
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& Login

N.C. Division of Water Quality

Laserfiche’
WebLink’ verson 8.2+

Repository  NCOWQ

User Name

Password
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Below shows you different types of projects stored in the repository.

AST A \ http://its.enr.state.nc.us/Weblink8/Welcome.aspx?dbid=0
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Welcome to Laserfiche WebLink, the Internet gateway to our Laserfiche document center.

[ search |
The DOT folder holds Department of Transportation projects for 401’s,
buffers, stream and mitigation files for all other projects across the state

The Non DOT folder holds all projects for 401’s, buffers, stream and
mitigation files for all other projects across the state.

BROWSING

You will be presented with a similar screen below showing you the available folders (right pane) and
metadata information about the root folder (left pane). The search field is at the top, and the log out option
is at the top right.

Laserfiche uses a folder system similar to Windows nesting documents inside the folders. You will have to
navigate to the documents inside the folders.

To navigate the folders, double-click on a folder in the center of the window to open it and see what'’s inside
it.
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My Weblink | Help' | B0k =

N.C. Division of Water Quality

‘a Non DOT - Laserfiche WebLink

Entire Repository [~

Name .+ PageCount DWQ# Version ProjectName  DateReceived  County  Doc Type
Non DOT 1987 =
2 Entry Properties | 1988

1989
Full Path &
NCOWQINon DOT B2 19%0
Creation Date B1991
10/4/2006 8:42:00 AM 1992
Last Modified 1993 i
111412013 11:09:31 AM
71994
|x Metadata | £719%5
71996
Fields
1997
Template: Non-DOT Projects 1998
£1999
2000
2001
2002
F2003 S

«/ Trusted sites | Protected Mode: Off 4 v ®10% v

SEARCHING

You can also look for documents using the search feature. To search for documents, click on the tab labeled
“search” circled in the screen shot. A help file has been created to assist you in using this page. To access the
help file click on the link and a separate window will appear.

File Edit View Favorites Tools Help
<l¢ Favorites | 9% oom NCDENR - NC Dept. of En... uq NCDENR - NC Dept. of En... [=] Suggested Sites

| Non DOT - Laserfiche WebLink [ ]

R Entire Repository [~
Entire Reposito
Current Folder

1987

= 7 / I RS

Type in search request

This allows you to search the entire
database or narrow your search to a
folder



Search Phrase Matching Phrase: River walk
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Customize Search [«] * Sort results by: Hits | Rel
Customize Search
Text 3
DocumentFolder Name Results 1-20 of 82 Next>
{Template
Field
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Within Volume DOT Projects - 866 pageld
. | Relevance: 26 - Hits: 80 - Page Count: late Name: DOT Projects - Volume Name: DEFAULT - Doc Type: Complete File
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Electronic Documents. Circle and 7 on Riverwalk Lane). The construction of
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search results.
R 20001077 &
Non-DOT Projects - 94 pagel(s)
This is a list of Relevance: 1 - Hits: 74 - Page Count: 94 - Template Name: Non-DOT Projects - Volume Name: DEFAULT - Doc Type: COMPLETE FILE
Page 1 ...e Oak Development/ Riverwalk North /Convention Center DWQ Project & 001077 N...
ways to he city's pubtic riverwalk project, Attached is a copy of the revised fieid...
,1105 Ift. The riverwalk wil be 10 swide along the entire length.) Break...
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following the
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initial search Non-DOT Projects - 67 page(s)
Relevance: 4 - Hits: 41 - Page Count: 67 - Template Name: Non-DOT Projects - Volume Name: DEFAULT - Doc Type: Application
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existing City 5 Riverwalk system with some of the fixed patforms and ...
extsting City s Riverwalk The total ength of shoreine within this RW ...
h for t.
irders for the Riverwalk were secured to the concrete wal Since then de...
M
|- Search Reset M 19980994

After you have performed a search, the results will be shown in the center window. The results will include
the file name and how many hits it received. Hits are how many times your search criteria were found within
the corresponding document. Clicking on the document name will display the document in the document
viewing screen.

LASERFICHE FILE FORMATS
The types of files you will find in Laserfiche.

Inside the folder, you may see more folders or documents or nothing if the folder is empty. The documents
are electronic files that are in the following format:

¢ Laserfiche Documents .TIFF (image) - a native image format readable on your computer for PC/Mac

You will need the appropriate programs on your computer to read these documents. Otherwise when you
click on the file to open it, your computer won’t recognize the file and it won’t open.

OPENING DOCUMENTS

Document icons reflect the program that created it. Native Laserfiche TIFF image documents have a generic
page icon with no graphic on it. Any other document file is what is called an Electronic File. In that case, an
external program created the document, and this program is also required to view that document. When an
electronic file is opened within Laserfiche, it will launch the appropriate program on your computer’s hard
drive to display the document, so it may take a few seconds more to open it than a native Laserfiche
document.
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N.C. Division of Water Quality

&5 120013 - Laserfiche WebLink

Name 4 Page Count DWQ# Version Project Name Date Received ~ County  Doc Type
120013 [ John W Colbert Lot 8 8 120013 1 John W Colbert Lot 8  1/5/2012 Jackson  Application
2 Entry Properties | . John W Colbert Lot 8 (2) 2 120013 1 John W Colbert Lot 8 2/14/2012 Jackson More Info Letter
. John W Colbert Lot 8 (3) 2 120013 1 John W Colbert Lot 8 2/28/2012 Jackson Approval Letter
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Creation Date
1/10/2012 12:41:30 PM
Last Modified
3/1/2012 1:18:56 PM

4 Entries

2 Metadata

No Metadata Assigned

To open a document, double-click on a document icon and you will be presented the appropriate document
page.
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GETTING AROUND
Once again, the meta data information about the document is in the left window pane and the actual
document is displayed in the right window pane.

ik e
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Prev Page Fit to Page

Full Page
Doc Thumbnail Next Page Fit to Width €
umbnai

viewer Page Zoom In
Jump

Info
Zoom Out

To navigate the page viewer you have the following features to help you read the document.

Thumbnail view allows you to navigate pages by clicking on the page icons to jump to different pages.
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Full page view option uses the entire window to display the document making it easy to read.
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Toggle Full
20120013 Page View

The following 1s an abbreviated application form for those applymg for a 401 Water Quahty
Certification to impact FERC (Federal Energy Regulatory Commussion) regulated lake shore or
bottom under the US Army Corps of Engineers Pernut GP30 Thus Apphication cannot be used
for wetland or stream mmpacts Please provide five (5) copies of this application and supporting
mmuMu-m-mmqummmuwmmumm
formp.:umhhbouomoﬂesﬂnnlmlnd&'ﬂibﬂfonmpmmhhmdmor
equal to 1 acre.

Apphcations should be sent to

Division of Water Quality 401 Oversight/Express Review Permitting
1650 Maul Service Center

Raleigh, NC 27699-1650

1 Apphicant Information

1 Owner/Applicant Information $ E'&'m
Name J:?m\) W CoLn trr—,"c/ho Sto0E Pbnt gy

Mailing Address Sr-2oe —
4\ r.d MA1cane 1 A  Tni=. ocBO
Done  Trusted sites | Protected Mode: Off A v K10% v

To return to the parent folder and exit the document view, click on the DOCUMENT PATH or BROWSE
button.

Return to

/ Top level \

PRINTING IN WEBLINK

There are 2 ways to print within WebLink.
¢ Single Page Printing
¢ Download to PDF Printing

SINGLE PAGE PRINTING
Log in to the WebLink website and open the document you wish to print.

Right click on the image and select PRINT PICTURE to from the drop down menu.

NOTE: This will only print the page that is currently displayed. To print another page scroll the window down
so that the document is in view, then select the PRINT PICTURE again.
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Creation Date =
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Template: Non-DOT Projects mﬁms erdue Charles Wakild P E ion Eiamar
Public Document Director Secretary
Yes Open Link
"’2";;1"3 February 28 2012 Open Link in New Tab
Vorsdon Open Link in New Window
1 Mr John W Colbertand Ms CalaB (>4
Project Name /o Stone Pigman Pt Target
John W Co'lbert Lot8 546 Cmndelet St Show Picture
i New Orleans LA 70130 3588 Save Pcture As.
E-mail Picture... H H
Coun Right click :
il Subject 401 Water Quality Cer _PrintPicture.. BT C' = _page
Doc Type Summer Hill Lot #8 (Jo ~ G0toMyPictures Select print picture.
Approval Letter DWQ Project #12 0013 Set as Background
Jackson County Cut
LTNO2/ Glenville Lake,  Copy WS III HQW B
Copy Shortcut
Dear Mr Colbert and Ms Colbert Paste
Add to Favorites...
e - The Division of Water Quality has com A it Water Quahty Certification application L
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NOTE: If you don’t wish to print single pages, but an entire document, click on the PRINT AS PDF icon.

PRINT AS PDF ON WEBLINK
Log in to the WebLink website and open the document you wish to print.

In document view, look for the PDF icon in the menu bar immediately above the document.

N.C. Division of Water Quality

R 1 2 m Bmw @@mﬁ ViewPlainText | 8.52x 11.28% [

R fop—— |

Press the PDF button to begin the download process.

The document will start downloading to your computer as a PDF file.

NOTE: This may trigger your browser’s security mechanism. Without your approval, the download will stop
here and nothing else will happen.

Internet Explorer’s security will show as a yellow banner as below.
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John W Colbert Lot 8 (3)

Last Modified
6/14/2012 2:15:16 PM
Creation Date
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Your browser's popup blocker has prevented WebLink from sending
you the PDF file. Please allow popups for this site and try again.

| ipurces
Fields
Beverly Eaves Perdue

Dee Freema
Govemor — orecor Secmtatc

Template: Non-DOT Projects

Public Document
Yes

(Our FAQ section shows you how you can later disable it.)

To continue the download, click on the yellow banner and select DOWNLOAD FILE or TEMPORARILY ALLOW
POP-UPS.

!

Download File...

What's the Risk?

.; To help protect your security, Internet Explorer blocked this ¢

When using Windows 7 you may receive the error below.

f/its.enr.state.nc.us/WebLink8/DocView.aspx?id=160194
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57 Pop-up blocked. To see this pop-up or additional options click here... @  Diagnose Connection Problems.. x

Q,_E, Reopen Last Browsing Session

Temporarily Allow Pop-ups

Pop-up Blocker

Bl

Always Allow Pop-ups from This Site... Manage Add-ons

Turn Off Pop-up Blocker Work Offline

[E2R° 1}

Pop-up Blocker Settings

Compatibility View
Compatibility View Settings
Full Screen Fi1

S [ Tanlhare >

28 1 (e B0 @0HR

Bl

Once the download continues, you will see the options to download all the pages or just a range.

Just press the EXPORT button after you set your page option, skip the document security.
11



Print

Pages to Print: 1-2
Enter page numbers and/or page ranges separated by commas.
For example, 1,3,5-12.

After downloading, print the document using a PDF reader (e.g.
Adobe Acrobat).

Download & Print H Cancel

The export will continue downloading all the requested pages into an Acrobat file.
This can take several minutes, so please be patient.

Once the download has completed, the document will now open in Adobe Acrobat and you can print any of
the pages or save them.

That completes the printing process on WeblLink.
BROWSER SECURITY PROMPTS

DOWNLOAD PROMPTS

Opening documents inside the Laserfiche website may cause the browser to prompt you every time you
click on an electronic document in Laserfiche. This is a known issue with Microsoft’s Internet Explorer and
may also occur in other browsers. As the document is opened, it downloads to your computer so that the
parent program will open it. Internet Explorer’s default security will not allow documents to be downloaded
without approval. It will prompt you every time you try to download and item with a yellow action banner
across the top of the window stating:

“To help protect your security, IE blocked this site from downloading files to your computer.”
Once you click DOWNLOAD FILE, the file will be downloaded to your computer, but it will not open without
your interaction. You must select OPEN to display the document.

TRUSTED SITES PROMPT

If your security setting is set to normal or higher, you will be prompted each time you click on a link for
permission to proceed. This security feature can be a major inconvenience if you are reviewing hundreds of
documents, unless you add the site to a trusted list, or disable it.

The proper solution is to tell the security feature that this website is “trusted” and to disable all security
alerts for this website, but continue to prompt the user for all other non-trusted websites.

ADDING TRUSTED SITES
In your Internet Explorer browser window, select the Tools menu and then Internet Options.
Once the Internet Options window opens, click the SECURITY tab at the top.
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Internet Options.

GeneraI‘SEf‘-‘”tY‘Prwaw Content | Connections | Programs | Advanced

Select a zone to view or change security settings.

@ €@ v O

Internet  localintranet YISl Restricted
sites

ESEE
i f This zonz contains websites that you
W trustno: to damage your computer or

wour files.
‘fou have websites in this zone.

Security level fer this zone

Custom
Custom settings.
-To change the settings, dick Custom level.
-To use the recommended settings, dick Default levd,

[ Custom level... H Default levd

[ Reset all zones to default level ]

Inside the zones box, you will see 4 large icons.
Click the TRUSTED SITES icon with the green check mark.

Once that icon is highlighted, press the SITES button below it.

Internet Options E|E\

General SEC\J”tYanvacy Content | Connections || Programs | Advanced

Internet  Local intranet JIIEEEEIES | Restricted
sites

Trusted sites
f This zone contains websites that you
a4 trust not to damage your computer or
your files.
‘fou have websites in this zone.

sites

Security level for this zone

Custom
Custom settings.
-To change the settings, dlick Custom level.
~To use the recommended settings, dick Defalt leve.

[ Custom level... H Default leve ]

[ Reset all zones to default level ]

Once you have navigated your way to the TRUSTED SITES window, you will see a field named:
“Add this website to the zone:”

In this field type http://its.enr.state.nc.us/WebLink8/ (the computer may have pre-populated the field for
you).

Click the ADD button to add it to the known trusted websites field, then click the CLOSE button to exit.


http://its.enr.state.nc.us/WebLink8/

4’ You can add and remove websites from this zone. All websites in
< V'/ this zone will use the zone's security settings.

Add this website to the zone:

http://its.enr.state.nc.u's;’WebLinkB Add

Websites:

Exiting the TRUSTED SITES window should place you back at the INTERNET OPTIONS window.

CONCLUSION

Hopefully, this guide provides you with enough basic knowledge to navigate the Laserfiche website and to
allow you to review and print documents. The more you use the website, the more familiar you will become
with the website.

For additional assistance you can contract Beverly Strickland at 919-807-6350 or by email at
bev.strickland@ncdenr.gov.
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