ImageSilo Free Trial Tutorial for
Government Agencies

Welcome to the ImageSilo Free Trial! MuniMetriX would like to thank you for considering ImageSilo for

your paperless office needs!
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This ImageSilo Free Trial is “read only”. You will not be able to scan or add documents to the account,
but you will be able to perform searches and view documents, giving you a good overview of how our
solution works. We would also be happy to provide you with a live web-demo of ImageSilo showing the
functionality not available in this demo. Please contact our Sales team at (800) 548-7895 to schedule a

live demo.

This tutorial will walk you through the steps for logging in to ImageSilo, performing searches, and

viewing documents.
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Logging in to ImageSilo
e ImageSilo can be used with Internet Explorer, Chrome, Firefox, and Safari (on iPad devices and
Macs). In your browser’s address bar, type in https://login.imagesilo.com. This will take you

directly to the login screen for ImageSilo. You may want to save this address to your Favorites
or create a shortcut on your desktop.

e The Entity ID for this demo account is 8980. To login, enter the Entity ID and the User Name and
password provided to you by MuniMetriX.
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System or Folders Tab
There are two methods for managing and viewing documents in ImageSilo — the Systems method and
Folders method. You can choose to use one method or a combination of both, depending on your

needs.

System Folders

\

Folders View Method

System View Method

== Available Projects (4)

Council Agendas

Council Minutes

Council Ordinances

Council Resolutions

The Folders method
provides the typical

view for accessing a

Windows Explorer folder

document where you
can organize your files in
folders, subfolders, etc.
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l System ]Fﬂ\ders Search: Council Ordinances

The System method is
a database driven
method where users
search for a record by
entering a keyword,
combination of
keywords or entering
full text search criteria

to retrieve documents.
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System View

The System View method allows users to perform broad document searches within a project by entering
one or more keywords, searching by a specified date range, or a combination of both. The System
View also allows users to perform full-text searches within documents that contain searchable text.

Available Projects
e C(Click on the System tab.

e Click on the . symbol next to Available Projects to expand your project list. MuniMetriX has
set up four projects for this demo — Council Agendas, Council Minutes, Council Ordinances, and

Council Resolutions.

Systeml Folders

Council Agendas

Council Minutes

Council Resolutions

Global Searches

System Settings

D = (FS

Downloads

A Project is a related grouping of documents. You could compare a Project to a file cabinet or a file
drawer. For example, you may have a file cabinet or file drawer where you file your Minutes and a
separate drawer or cabinet where you file your Ordinances. You will separate your various categories of
documents in projects, just like you do your File Cabinets.

You can have an UNLIMITED number of user-defined projects set up in your ImageSilo account.



Searching (System View)
Click on the Ordinances project to display the Search Criteria screen.

The Search Criteria screen contains multiple Document Index Fields that can be used to search for a
particular ordinance.

Index Field Search

To perform a simple search in the Ordinances project, simply enter your search criteria and press Enter
on your keyboard or click the Search button. In the example below, we are performing a search for all
Ordinances passed within a certain date range.
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The results screen will be displayed listing all records matching your search criteria. Also
displayed is the index information for each document.
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To narrow your search down to a specific document, go back to the Search Criteria screen by

<)

clicking the  Search Criteria_ button.

Now with the date range still listed, tab to the Title field. As an example, if you wanted to find
an ordinance related to the installation of solar measures in residential construction projects,
you could simply enter the word “solar” in the Title field.

When using multiple values in a search make sure that the Search Type is “And”. Press Enter or
Search.

Search: Council Ordinances
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e Now, the Results screen displays only one ordinance matching the criteria you entered.
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AMENDING CHAPTER 6, ARTICLE 6-17,
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As you can see, the more information you enter in the Search Criteria screen, the more refined your
results.

Note: If you are consistent when indexing documents that you have scanned or uploaded to
ImageSilo, then locating a specific document is very fast and extremely easy!



Full-Text Search

If your documents contain searchable text, which means that they have gone through an OCR (Optical

Character Recognition) process, you can also perform a text search for any word or phrase.

e To perform a full text search, in the Ordinances project, click in the Full-Text Search Criteria field,

and type in the word “solar” to find all documents that contain the word “solar”.

Note: You can search using a combination of Full-Text criteria and Index Field criteria.
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e Qur search has returned 18 documents containing the word “solar”.
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Viewing the Full-Text Results

e Toview a document, double-click the document you want to view. The first page of the document
will be displayed in the Document Viewer.
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ORDINANCE MO, 1) 09-.

AN ORDINANCE OF THE MAYOR AND COUNCIL OF THE
TOWN OF ORO VALLEY, AMENDING CHAPTER 6, ARTICLE
6-1-7, “RESIDENTIAL CODE" OTHERWISE KNOWN AS THE
#2006 INTERNATIONAL RESIDENTIAL CODE" TO ADD A
“RESIDENTIAL  SOLAR mnm.\hcn' RIJQUIRIHG
INSTALLATION OF SOLAR
RESIDENTIAL INSTR

CON UCDCIN: KEH:J.I.ING M..L
RESOLUTIONS, ORDINANCES, AND RULES OF THE TOWN OF
ORO VALLEY IN CONFLICT THEREWITH; AND PRESERVING
THE RIGHTS AND DUTIES THAT HAVE ALREADY MATURED
AND  PROCEEDINGS THAT HAVE ALREADY BEGUN
THEREUNDER

WHEREAS, the Town of Oro Valley ic 2 poiitical subdivision of the Stte of Arizona
vﬁd with all associated rights, privileges and benefits and is entitled to the immunities

and exemptions granted mumicipalities and pelitical mhdwmon umder the Constitition
and laws of the State of Arizona and the United States;

WHEREAS, on Decembes 6, 1995, the Council sgproved Ordinance No. (0) 95-55,
ing that certain documcnt entitled “Oro Valiey Town Code, Chipter 6, Building” 25
the sixah ehapier of the official Town Cede; anc

WHEREAS, the Town of Oro Valley's sdopied residential code is the “2006
Intemational Residential Code™, and

WHEREAS, the Town desires to sequize all new single end/or two family residential
construction 1o have connections for fabare selar systems which will redece heating snd
cooling demands, provide more comfortable infoor and outdoar living spaces and avoids
blocking or reflecting sun on adjaceat public spaces or baildings, nd

WHEREAS, it is in the best interest of the Town 1o amend Oro Valley Town Code,
Chapler 6, Building, Section 6-1-7, Residential Code, olberwise known 2 the -zooo
Inernational Residential Code”, sdding the Residential Solar Osdinance, aacl

s Exhibit “A™ and incorporated herein by this reference.

NOW, THEREFORE, BE IT ORDAINED by the Mayar aad Council of the Town
of Oro Valley, Arizous, that:

SECTION I, The certain document entitled Oro Valley Town Code, Chapler 6,
Building, Section 6-1-7, Residential Code, cilerwise known a8 the “2006 Intenational
Resiential Code”, is hercby amended by adding the Residential Solsr  Ondinance,
attached hereto as Exhibit “A™ and incorporsted herein by this reference to be effective

, 0611812011 ORDINANCE OF THE MAYOR AND COUNCIL OF THE TOWN OF ORO VALLEY, AMENDI 3 RESIDENTIAL CODE™ OTHER,

10



e To locate the page containing the word “solar”, click on the Edit tab, and then click on FT Results.

https://login.imagesilo.com/PVEDocViewer.aspx?EntID=8980&SessionlD=B3D52D46FC4DDCCEB3834981FD1D777D56BE

@ 2 L‘_%l

Email  Share

[w Current Status
% Revision History ||
- Alter

Manage Annotate Signatures

e The Full Text Search Results will show the page number and a portion of the text. Simply double
click on the page you want to view.

Full Text Search Results.

E "2006 INTERNATIOMAL RESIDENTIAL CODE™ TO ADD A "RESIDENTIAL

1

CONSTRUCTION,; ...
.. International Residential Code”, is hereby amended by adding the Residential Solar

! Sulie Ordinance, attached hereto as Exhibit "A” and incarporated herein by ...
... ORDINAMCE" REQUIRIMNG INSTALLATION OF SOLAR READY MEASURES IM

1 SOLAR RESIDEMTIAL CONSTRUCTION, REPEALING ALL RESOLUTIONS, ORDINANCES, AND

1 ... andior two family residential construction to have connections for future solar systems

solar ; ; ; ; ¢

which will reduce heating and cooling demands, provide more ...

1 Solar kr_mwn as the "2006 Internatiana! F_lesidentiglt:ode'. adding 13‘_1e Residential Solar
Ordinance, attached hereto as Exhibit "A" and incorporated herein by ...

3 SOLAR ... AMD A HEAT EXCHANGER. Add the following section: SECTION M2301.1.1 SOLAR
SYSTEM DEFINED. SOLAR SYSTEMS SHALL BE DEFINED AS THE FOLLOWING: ..

3 SOLAR ... BE DEFIMED AS THE FOLLOWING: 1. PHOTO VOLTAIC SYSTEMS, 2. S0OLAR

DOMESTIC HOT WATER SYSTEMS, 3. SOLAR HOT WATER HEATING SYSTEMS ...
... COMDUIT, OR OTHER CONMNECTIONS REQUIRED FOR THE FUTURE
i SOLAR COMMECTION OF SOLAR SYSTEMS. THE BUILDING OFFICIAL SHALL DEVELOP
STAMDARDS TO PROSCRIBE IMSTALLATION ...
... DOMESTIC HOT WATER SYSTEMS, 3. SOLAR HOT WATER HEATING SYSTEMS

5 B (ACTIVE), 4. PASSIVE SOLAR HEATIMG SYSTEM _..

3 SOLAR ... HOT WATER HEATING SYSTEMS (ACTIVE), 4. PASSIVE SOLAR HEATING SYSTEM ‘
WHERN DESIGHED BY A REGISTRANT, 5. WIND TURBINE ...

3 SOLAR ... INSTALLATION REQUIREMENTS. THE BUILDER OR OWMNER SHALL INSTALL: *
FULL SOLAR HOT WATER SYSTEM; OR * CONDUIT TO THE ROOF AND ...

5 SOLAR ... PIPING FOR THE WATER HEATER FOR LATER INSTALLATION OF A SOLAR HOT |
WATER SYSTEM WITH; OR * INSULATED PLUMBING FROM WATER ... —

3 SOLAR ... PIPING FOR THE WATER HEATER FOR LATER INSTALLATION OF A SOLAR HOT
WATER SYSTEM; AND * THE WATER HEATER(S) MUST BE ...

3 SOLAR ... SYSTEM DEFIMED. SOLAR SYSTEMS SHALL BE DEFIMED A3 THE FOLLOWING: 1.
PHOTO VOLTAIC ...

3 SOLAR .. WIND TURBINE FOR ELECTRICAL GEMERATION 5. OTHER TECHNOLOGIES THAT
UTILIZE SOLAR ENERGY AS APFROVED BY THE BUILDING OFFICIAL. ...

3 solar ... construction, installation, alteration and repair of equipment and systems using solar

energy to provide space heating or cooling, hot water heating ... -

11



Open in Native Application
Your also have the option of opening a document in its native application. For example, PDF documents
will open up in an Adobe viewer, Word documents will open in Microsoft Word, etc.

e When viewing the document, from the Home Menu, click on Open.

' Home
-
L@

Print

I JI [ |1

ﬁj ; bldelrst dal First c o Eﬂs::aletnl.ﬂ.riqth
'-. HLast LQ]Last = Scaleto Height

Open |Previous MNext gPreuious Mext & Jump Fotate Reset @Scaletowmdow
Document Mavigation : Page Mavigation :

Edit

h
Add
General

Format

® You may be prompted with a message asking if you would like to Check Out the document. If you
just want to view or save the document to your computer, just press Cancel without checking it out.

Ege from webpage |._EE

(Selecting 'Cancel’ will open the document without checking it cut.)

Ok ] ’ Cancel

You may be prompted to either Open or Save the document. If you just want to view the document,
press Open.

Do you want to open or save 20140709142027632-8980-9-1.PDF from login.imagesilo.com? Open Save |T Cancel x
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The document will open in its native application. In the example below, the PDF document opened
in Adobe Acrobat.

Once the document is open in its native application, you can save the document to your PC, perform
additional full-text searches within the document, etc.

- st 583 08 A K ==
05

File Edi‘t Document Comments Forms Tools Advanced Window Help

- — ~
: _:rj Create El.;r;g Combine ~ @ Collaborate = L‘;d Secure v f Sign - @ Forms = & Multimedia = ,_’> Comment ~

OBEHOP 4% NG &

N
ORO VALLEY IN FLICT THEREWT
THE RIGHTS AND DUTIES THAT HAVE ALREADY MATURED
AND  PROCEEDINGS THAT HAVE ALREADY BEGUN
THEREUNDER

WHEREAS, the Town of O Valley i 8 political subdivision of the Siste of Arizona
wested with all associaed rights, privileges and benefits and is entitled to the immunities
and fons granted municipalities und palitical subdivisi ibati
arsd laws of the State of Arizors and the United States; and

WHEREAS, on December 6, 1995, the Council approved Ordinance No. {0) 93-85,
adapting that certain document entitled “Ore Valley Town Code, Chapter 6, Building” ss
the sixth chapter of the official Town Code; arnd

WHEREAS, the Town of Oro Valky's sdopted residential code is the “2006
Internationa] Residential Code™; and

WHEREAS, the Town desires 1o require all new single and'or two family residential
consiraction 1o have connections for fiture solar systems which will reduce heating and
coaling demands, provide more comfortable indoor and owldear living spaces and avoids
blocking or reflecting sun on adjacent public spaces or butldings; and

WHEREAS, it is in the best inlerest of the Town io amend Oro Valley Town Cixle,
Chapeer 6, Building, Section 6-1-7, Residential Code, otherwise known a8 the “2006
Internutional Residential Code”, adding the Residential Soler Ordinance, stached hereto
as Exhibit “A” and incorporated berein by this reference.

NOW, THEREFORE, BE IT ORDATNED by the Muyor snd Council of the Town
of 0o Valley, Arizona, that:

SECTION 1. The certuin document entitled Oro Valley Town Code, Chapter 6,
Building, Section 6-1.7, Resideatial Code, otherwise known as the 2006 International
Residential Code”, is hereby amended by adding the Residential Solar  Ordinance,
attached hereto as Exhibit “A" and incorporuted herein by this reference to be effctive
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ImageSilo®

. . >
Searching - (Folder View) Add  Scan

Now, try out the Folder View. System Folders

 / [ Council Agendas
Click on the Folders Tab.

[H Council Minutes

[E Council Ordinances
e If any Folders exist under a project, there will be [ Council Resolutions

a plus + sign next to the Project name. Click the plus
sign to expand Folders.

Folder View

e If you are looking for a particular Ordinance that was passed in 2011, just click on the 2011 folder to
display all the Agendas for that year.

ImageSilo® Mobile Device: | |

B B b 0 8 B > L

PrintResults ExportResults  Alter  Delete  Print  Email  Export  Add  Scan  Refresh

System = Folders Council Agendas: 12011 (19 Documents Displayed)
= @ Council Agendas G
d 2010
Up Page 1 of 1
] 2014
Date
i
J 2013 011202011 Regular Session
] 2014 01/20/2011 Regular Session
= [H Council Minutes 02102011 Study Session
1 2010 02102011 Study Session
ﬂ.j 2011 031082011 Special Study Session
1 2012 05/05/2011 Regular Session
05052011 Regular Session
) 2013 05/19/2011 Regular Session
] 2014 05192011 Reqular Session
=1 @ Council Ordinances 06/18/2011 Mew Council Retreat
1 2010 07109/2011 Special Study Session
1 2011 07i21/2011 Regular Session
0712112011 Regular Session
) 2012 00/08/2011 Study Session
J 2013 09/21/2011 Work Sessian
] 2014 09/21/2011 Work Session
= IJ Council Resolutions 10/06/2011 Regular Session
1 2010 10/06/2011 Regular Session
ol 2011
o 2012
1 an42

e Toview an Agenda, just double click the Agenda you want to view.

14



The Results Screen
Depending on a user’s security rights and the user’s document viewer, various functions can be
performed from the results screen in ImageSilo.

Imagesi|o® Mobile Device:. | User: Government Demo (8980)
= ™ s = 4 ; {
P H P oY o 08 B> g4 9
Print Results Export Results  Alter Delete Print Email Export Add Scan Refresh + Logout Help
System | Folders Council Agendas (19 Documents Displayed)
= Available Projects (4) @
Council Agendas Search Criteria Page 1 of 1 Select All
s Date
A 01/06/2011 Reqular Session ]
_ 01/20/2011 Regular Session
= 0172012011 Regular Session
SELE 02110/2011 Study Session
0210/2011 Study Session
Q@ Global Searches 03/08/2011 Special Study Session
= 05/05/2011 Regular Session
4 System Setiings 05/05/2011 Regular Session
05/19/2011 Regular Session
o Dow
Rmlcinlonds 05119/2011 Regular Session
5 06/18/2011 New Council Retreat
_Puwered by_PapEl‘VisiD\ 07/09/2011 Special Study Session
[COmTO 21208 20 Dgech oy alarm: toc 0712112011 Regular Session
07/21/2011 Regular Session
09/08/2011 Study Session
09/21/2011 Work Session
09/21/2011 Work Session
10/06/2011 Regular Session
10/06/2011 Regular Session

3 W P QD o0 A B >

Print Results Export Results  Alter Delete Print Email Export  Migrate Add acan

Print Results — Prints the selected documents from the results list in a Table format.

Export Results — Exports the selected documents from the results list to an XML format. (The XML file
can then be opened in Excel for editing which is perfect for compiling a report from ImageSilo)

Alter — Document index values can be altered from the results screen. You can also alter index values
for multiple documents at one time by selecting multiple documents from the results list. (This function
is disabled for the demo account)

Delete — Deletes one or multiple documents from ImageSilo. (This function is disabled for the demo
account)

Print — Prints the selected document or documents.

Email — Sends documents from any MAPI-complaint email application. (This function is disabled for the
demo account)

Export — Exports a copy of the selected documents to user’s PC. ImageSilo can export to various file
formats, such as multi-page PDF, multi-page TIFF, JPEG, etc.

Add — Uploads documents from your PC to ImageSilo. (This function is disabled for the demo account)

Scan — Scans documents into ImageSilo using a dedicated, desktop scanner. (This function is disabled for
the demo account)
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Viewing a Document

e Toview a document, double-click the document you want to view from the results list. The first
page of the document will be displayed in the document viewer.

Imagesjilo® Mobile Device: | User: Government Demo (8980)
.- D s 4 £
P H B e 2 $ B> 4 9
Print Results Export Results  Alter Delete  Print  Email  Export Add Scan  Refresh ‘ Logout  Help
System | Folders Council Agendas (19 Documents Displayed)

= Available Projecis (4)

Council Agendas Search Criteria Page 1 of 1 Select All

Council Minutes

|RegularSession | |
_ 01/20/2011 Regular Session
= 0172012011 Regular Session
Sl 0211012011 Study Session

M gﬁ;:ﬁ;m gr;éaslzii:‘luvgessmn
R ) : :
rere— Double-click the document you wish to view.

05/19/2011

5 06/18/2011

Powered by PaperVisio| 07/09/2011 Special Study Session

[COmTO 21208 20 Dgech oy alarm: toc 0712112011 Regular Session
07/21/2011 Regular Session
08/08/2011 Study Session
09/21/2011 Work Session
09/21/2011 Work Session
10/06/2011 Regular Session
10/06/2011 Regular Session

You will be able to perform various document operations, depending on your security access rights and
the type of document you are viewing.

- &) [l scale to widtn
v'w 4y Last | {IJ [g [igh Last c = Scale to Height

Mext Next ™' Jump  Rotate Reset [F] Scale to Window
Document Mavigation Page Navigation |

General Format

AGENDA
ORO VALLEY TOWN COUNCIL
REGULAR SESSION
JANUARY 6, 2010
ORO VALLEY COUNCIL CHAMBERS
11000 N. LA CANADA DRIVE

REGULAR SESSION AT OR AFTER 5:00 PM
CALL TO ORDER
ROLL CALL

EXECUTIVE SESSION AT OR AFTER 5:00 PM

Pursuant to ARS 38-431.03 Personnel Matters - Annual Evaluation of the Town
Attormey

RESUME REGULAR SESSION AT OR AFTER 6:00 PM
CALL TO ORDER
ROLL CALL

SWEARING IN OF NEW COUNCILMEMBER PAT SPOERL WITH TERM
EFFECTIVE TO JUNE 2, 2010

PLEDGE OF ALLEGIANCE

UPCOMING MEETING ANNOUNCEMENTS
COUNCIL REPORTS

DEPARTMENT REPORTS

Informational Items

The Mayor and Council may consider and/or take action on the items listed
below:

ORDER OF BUSINESS: MAYOR WILL REVIEW THE ORDER OF THE

All of the indexing information for the 03 o et of trepuck s showed
document and the number of pages is
displayed at the bottom of the View o compioing i b Spedber card

Document window.
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Document Navigation
The Browser-Based viewer features an intuitive ribbon interface with large icons representing groups of
related operations, such as scaling, zooming, and document/page navigation operations.

Home dit W .*- 1“ il
P uﬂ First First | G [l scaletowiatn
; .! | I ?J é J ,g Last d | [g II:H Last c = Scale to Height

Print  Add  Open EF‘remous Iext revious Next ™ Jump Rotate Reset @Scalemwmdow

General Document Mavigation | Page MNavigation Format

Printing Documents

To print the displayed document, select the Print ¥ icon. Select your printing parameters, and click
OK.

Adding Documents

@‘ The Add option allows you to upload almost any type of document format to ImageSilo by simply
browsing to and selecting the document on your PC. This function has been disabled for this Demo
account.

Open Document

Although ImageSilo offers document viewing capabilities for various types of documents and image
formats, it may be necessary at times to open a document in its native application. ImageSilo offers the
ability to open the file you are viewing in its native application (as determined by your operating
system).

£

To open a document in its native application, when viewing the document in ImageSilo, select the [2ren
icon. You will have the option of Checking Out the document or opening the document without
checking it out. For purposes of this demo, press Cancel to open the document without checking it out.

Message from webpage Ful

I.-"_"‘-.I Would you like to Check Out the latest version of this document
Y instead?

(Selecting 'Cancel’ will open the document without checking it out.)

| ok || cancel |

You may be prompted to Save or Open the document. Click Open if you want to just view the
document, or Save it to your computer if you need to save it.

a Do you want to cpen or save 20140606122927475-8980-7....PDF from login.imagesilo.com? Open Save hd Cancel b4 E

—— m— S— =

Note: The Check Out/Check In functions are related to ImageSilo’s extensive document revision control
features, allowing you to manage multiple versions of documents.
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Document and Page Navigation

Depending on the number of documents found in the search and the number of pages comprising each,
some of the navigational toolbar icons may be disabled. The following toolbar icons navigate you
through documents and pages.

%,J wtﬂqLast LIJ By (il Last %‘j‘

Previous Ned Previous Next ™ Jump

e ot

Previous: Returns to the previous document in the search results list

Document Mavigation | Page MNavigation —
i ‘ Next Proceeds to the next document in the search results list
ﬂi” First: Returns to the first document in the search results list
-
H| Last: Advances to the last document in the search results list

a| Previous: Returns to the previous page of the current document

Next: Proceeds to the next page of the current document

@| First: Returns to the first page of the current document

@” Last: Advances to the last page of the current document

Ly . .

c) Jump: Jumps to the user's specified page of the current document

Rotate, Reset & Scale Image

iy |1 Scale to width
c = Scale to Height
Rotate Reset [5] Scale to Window

c

The Rotate Bt jcon rotates the image 90 degrees clockwise.

The Reset icon (Besef resets the image to its original size within the window.

Scale to Width H displays the image at its full width.

=
Scale to Height == displays the image at its full height.

Scale to Window @ displays the whole image within the window.
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Contact Information
MuniMetriX would like to thank you for your interest in the ImageSilo paperless office system.

To learn more about ImageSilo or to schedule a live web-demo you may contact our Sales Team at:

MuniMetriX Systems Corp.
sales@munimetrix.com
(800) 548-7895
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