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 The CAI Imaging System is broken into 3 parts, Security, Control, and the Image Management 

System itself.  Each of these are separate applications that interact with each other.  An end user only 

needs to have the Image Management System, as the other two are for administrative use only. 

 

Login 

 

All of the Imaging system is secured with a login screen.  The database is shipped with an 

administrative user set up as ADMIN with a password of cai.  This user will not show up in the 

Security menu, and is for admin purposes only.  It will not get into the imaging system itself.  The 

password can be changed through the Login screen.  

 

 

 

 
 

 

 

 

By entering the correct password and pressing the change password button, the user can enter a new 

password. 

 

 
 

 

Case Sensitive password 

New Password 
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1) Security 
 

The security menu is driven off of groups.  A group contains users and drawers.  If a user belongs to a 

group, and that group has a drawer, then the user has access to that drawer.  Each drawer can be 

secured down to the DocType, with various functions being secured. 

 

 

 
 

 

 

a) Groups 

 

Groups can be added and deleted.   Deleting a group removes all the permissions for those users to 

those drawers, but leaves the users and drawers in the system. 
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b) Users 

 

Users are presented in two windows, current users in group and available users to group.  The two lists 

together represent all of the users in the system.  The arrow buttons add users from one window to the 

other.  A user can only belong to a drawer once.  They cannot belong to two groups that have 

access to the same drawer.   

 

 
 

 

   

 

 

Add Users To Group 

 

Remove Users From Group 

 



 4 

 

To edit all users in the imaging system, press the Edit Users button, which will bring up the 

following menu: 

 

 
 

 

A user has 6 characteristics assigned to it. 

 

1) Login-The users login to the imaging system.  If this user is going to be using the system with a 

CAI application, this needs to match their login name to the CAI Applications.  REQUIRED 

This cannot be changed once entered 

2) Password-case sensitive password with no spaces.  REQUIRED 

3) User Name-User name.  REQUIRED 

4) Department-Optional 

5) Phone Number-Optional 

6) Administrator-Grant this user access to the Security and Control menus 

 

A user may be added, deleted, or modified to the system.  Closing this windows returns to the main 

Security window. 
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c) Drawers 

 

Drawers can be added and removed from a group by the arrow buttons.  If a new drawer had been 

added to the system through the control menu, press the refresh button to refresh the drawer list.  The 

list Current Drawers in Group with Drawers Available to Group make up all the drawers in the system. 

 

 
 

 

 

 

 

 

Add Drawer to Group 

 Remove Drawer from Group 

 

Refresh Drawer List 
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Once a drawer has been added to a group, the functions that will be allowed need to be set.   This is 

done by highlighting the drawer in the Current Drawers In Group list, and setting the functions.  

Selecting or deselecting all functions is made easy by pressing the Select All Functions button, or 

pressing the Un-select All Functions buttons.  To select specific functions, press the Select Specific 

Functions button which will then allow you to access the various functions. 

 

 
 

 

 

The security functions can be applied to all doc types in the drawer, or they can be applied to selected 

doc types.  This is set by the two check boxes under Doc Type Security.  Checking Select doc types 

enables the Select doc types button.  Pressing this button brings up a list of doc types for that drawer.   

 

 

 

Imaging Functions are now 

able to be set 

Apply to All Doc Types 

or Select Specific 
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There are quick buttons for selecting or deselecting all doc types.   

 

 

 
 

 

Once the doc types and functions have been selected, press the OK button to save these selections. 
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2) Control 

 
The control menu is how drawers, doc types and indexes are added to the system.  The system is 

set up as a hierarchy system.  The top level is a drawer.  In a drawer are Doc types.  Doc types must 

be unique in each drawer, but two drawers can have the same doc types.  Underneath the doc type 

is the index.  Each index must be unique in a doc type, but two doc types can have the same index. 

 

 
 

 

 

 

 

Administrative Setup 

Client Profile Setup 

Report Setup 
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a) Drawers 

 

Drawers can be created and modified by pressing either of the two buttons. 

 

 
 

 

 

The basic information required for a drawer is: 

 

1) Drawer Name-Unique Drawer Name 

2) Images stored at-Where the physical documents are stored at.  This can be browsed to, and 

must be a valid location. 

3) Export Index-Only needed if documents will be exported.  Determines the naming 

convention of the files once they are exported.  Example, Recording is Instrument Number. 

4) CAI Application.  Check if this Drawer is to be integrated with a CAI Application. 
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If this Drawer is to be integrated with a CAI application, then additional information is required: 

 

 
 

 

5) Client Machine DSN-The Data source that points to the CAI application database. 

6) CAI View Name-The view created in the CAI application database that contains all of the 

index information. 

 

All of this information can be modified, except the Drawer Name and where the Images are Stored at.  

If either of these need modified, call CAI.   
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b) Doc Types 

 

Doc types are added to drawers.  They contain information describing the documents in the drawer.  

Doc types can be added and modified. 

 

 

 
 

 

A basic doc type consists of: 

1) Description-Description of document.  Deed, Court Docs, Affidavits, etc. 

2) Doc type-Same as description unless needs to be different for a CAI app.  Recording uses 

Transactions for the doc type, and there is a transaction code and a transaction description. 

3) Electronic object-Is this an electronic object?  An electronic object is any electronic data file 

that will be opened with another application.  Examples are Word Documents, pdf files, wav 

files.  These will be opened with their native applications. 



 12 

4) ELO Name-Name of the ELO program.  This is not dependent on the exact name, it is for 

internal purposes only. 

5) ELO Extension-This is how imaging knows what application to use.  Enter the extension that 

this program uses.  Examples are Word Documents use .doc, Adobe uses .pdf, and Windows 

Media Player uses .wav. 

 

If this doc type belongs to a CAI application, then it needs to be one of the Doc types for that 

application.  These are dependant upon the application, so contact the support person for that 

application to get them.  These doc types are for the stand alone imaging product to view images, and 

do not need to be entered if access will only be through the CAI application. 
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c) Indexes 

 

Indexes are how the documents are actually identified.  They provide a way of retrieving the 

documents in the system. 

 

 
 

An index consists of: 

1) Index Name-Name of index.  Needs to be unique for this doc type 

2) Index Type-Type of this index.  We allow Numbers, Decimals, Characters and Dates. 

3) Index Length-Only applies to character, and must be greater than 0 for character. 

4) CAI Implementation Name-If this is a CAI application, then the field name for this index in the 

CAI database. 
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d) Administrative Setup 

 

The administrative setup gathers all the information about the organization.  It is pretty straight 

forward, and is only used for reporting purposes. 
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e) Report Setup 

 

 
 

 

Reports are called from various parts of imaging.  As of Version 1.2, only exporting used reports.  A 

report consists of: 

1) Report Name-Descriptive name of the report. 

2) Path To Report-Path to the report.  This must be a valid path, and can be browsed to. 

3) Charge By-Used in the export.  An export can be charged by Page, Document, or Flat Rate. 

4) Default Report-Is this the default report to use when exporting. 
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f) Client Profile Setup 

 

When exporting documents, a client profile can be used.   A client profile contains all the information 

needed for exporting documents, including the client information, and which Doc types to export. 

 

 
 

A client profile contains: 

1) Name-Name of client 

2) Address 1-Address of client. 

3) Address 2-More address fields 

4) City 

5) State 

6) Zip Code 

7) Phone 

8) Fax 

9) Applies to Drawer-Which drawer to export from 

10) Price 

11) Price applies to: 

a. Per page 

b. Per document 

c. Flat rate 
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Each client profile needs to have the Doc types to be exported selected.  This is done by pressing the 

button Select Export Document Types. 

 

 

 
 

 

By default, no Doc types are selected.  Select which Doc types need to be included in the export. 
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3) CAI Image Management System 

 
The CAI Image Management System consists of a main window, scan window, view window, and 

a search window.  For integration into a CAI application, only the Scan and View Window are 

relevant. 

 

a) Main Window 

 

 

The Main window is presented in a tree structure.  

Levels are expanded by clicking on the + symbol 

next to a label.  At the top level are the Drawers.  

Only the Drawers that the user has access to are 

shown.   

 

Expanding a drawer shows the doc types for that 

drawer.  Only the doc types the user has 

permission to will be shown.   

 

Expanding a doc type shows the indexes available 

to that doc type.   

 

Expanding an index shows the documents with 

that index.  To view a document, double click on a 

document. 

 

 

To acquire a document into the system, press the 

scan button.  This is used for both scanning and to 

acquire and electronic object. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

b) Scan Window 

Double Click on 

Document to view. 

Acquire a document. 

Search for a document. 
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For a user to scan, they must have write permissions to the directory where the images are 

stored! 

 

Upon pressing the scan button, the user is presented with a choice of Drawer and Document Type to 

acquire the image into. 

 

 

 
 

 

If the document type is set to images, then the scan window is displayed.  If it is an electronic object, 

then the ELO acquisition window is displayed. 
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Scan Window 

 

 

The scan window is 

where documents are 

scanned into the system.  

 

The system can take 

images either through 

scanning, or it can get 

images through a get 

from disk function.   

 

This window is for 

graphic images 

only(.jpg, .gif, .tif) etc. 

 

Use the Electronic 

Object for other files 

such as pdf, .doc or .wav 

files. 
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The Scan Window’s functionality is accessed by the drop down menu and buttons at the top of the 

screen.  There are 4 menus are: 

 

1) Image-This menu contains the options to acquire the actual document. 

a) Scan Document-Scan a document into the scan window.  If the window is blank, then it 

will scan pages until the scanner is empty.  If there are pages already scanned in, then it 

will append the pages on to the end of the current document.  If the image in the viewer 

is not of type .tif, then this function will be disabled. 

b) Get From Disk-Get an image from disk.  This allows the user to go out and browse for 

an image and bring it into the viewer.  If the image in the viewer is a .tif, then this 

function can be used to get another single page .tif and append it to the end of the 

document. 

c) Clear Document-Clear the image viewer of all images and data. 

d) Accept Document-Accept the current document into the imaging system 

 

2) View-This menu contains options to manipulate how the current image in the viewer is being 

viewed. 

a) Fit To Width-Fit the viewer to the width of the image. 

b) Fit To Height-Fit the viewer to the height of the image. 

c) Zoom In-Zoom in on the image. 

d) Zoom Out-Zoom out on the image. 

e) Rotate Left-Rotate the image to the left.  The image will be saved in the database in the 

orientation in the Scan Window. 

f) Rotate Right- Rotate the image to the right.  The image will be saved in the database in 

the orientation in the Scan Window. 

 

3) Page-This menu contains options to manipulate the pages of the document. 

a) Insert Page-Insert a page into the current document.  This will insert a scanned page into 

the document at the desired location.  

b) Replace Page-Replace a page in the current document.  This will replace a page with a 

scanned page in the document 

c) Delete Page-Delete the current page of the document. 

d) Go To Page-Go to any page in the document. 

e) Clip Area-Clip a certain area of the current page.  This function is useful if the user has 

a large scan and only wants to save part of the page.  This function is turned on by 

selecting it from the menu.  You will now see a check mark by the menu item indicating 

it is on.  Selecting it again will turn it off.  Once on, the user presses the left mouse 

button on the upper left hand corner of their selection, and while holding the mouse 

down, drags the mouse to the lower right hand corner of the selection.  The function 

will crop that area to the viewer and turn the function off.  This is a non-reversible 

function! 
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4) Scanner-This menu contains functions related to the scanner. 

a) Scanner Settings-Brings up a window for setting related to the current scanner. 

b) Save Settings-Saves the settings specified in the Scanner Settings as default. 

c) Select Scanner-Select the scanner to use in scanning. 

d) Color Scan-Sets the viewer to accept color images from the scanner.  Once this is set, 

the user needs to set the scanner to scan in color. 

e) Crop Black-Crops black edges from the image.  This is useful in scanning from 

microfiche, where black edges can get brought in from the microfiche machine, and for 

scanners that do not have auto page size detection.  

f) Continuous Scan-Allow the user to continuously scan images into this drawer and 

document type, while not returning to the main menu. 

 

 

Other buttons that give additional functionality: 

1) Rotate Image 180-Rotates image 180 degrees. 

2) Despeckle Image-Removes fine dust and spots that get brought in from the scanner. 

3) Deskew Image-Straightens the image up if scan came in crooked. 

4) Invert Image-Invert colors on image. 

5) Tools-This is a drop down menu on the right that gives tools for viewing the page. 

a) Zoom Area-User the mouse to zoom in on an area of the image 

b) Magnifier-Holding down the left mouse button on the image creates a magnifying 

glass over the image  

c) Hand-Move the image around once it has been zoomed in on. 

6) OK-Pressing the OK button accepts the image into the imaging system. 

 

 

Electronic Object Window 

 

Choosing to acquire a document from a doc type that is set to an electronic object brings up the 

following window. 

 

 
 

 

The Browse button allows the user to browse for a file of the type specified in the ELO doc type. 

Pressing OK accepts the document into the system, while Cancel cancels the operation returning to the 

main menu. 
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Index data entry (Non-CAI Drawers only) 

 

Once a document has been accepted into the system, the user is prompted for the index data.  The 

screen is customized for the indexes contained in that document type.  It will look similar to the 

following window. 

 

 
 

The fields are masked according to the index type created.  At least one index must be filled out to 

store the document.  The other indexes can be filled out later.  Once the data has been entered, pressing 

OK saves the index data with the document. 
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c) View Window 

 

Documents can be viewed by selecting a document from the tree, or using the search function(see next 

section).  Either method will bring up the view window below.  The viewer is a floating window, and 

will be updated without being closed when another document is selected from the main menu. 

 

 
 

 

All documents associated with the selected index criteria are listed in the right hand column along with 

their document type.  By default, the viewer opens the first document.  Clicking on a document brings 

it to the viewer.  The first 5 indexes of that document are displayed in the lower right hand corner. 

 

The View window contains 6 drop down menus that contain the viewer functions. 

Available Documents 

Document Index Data 
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1) Image-This menu contains functions related to the document. 

a) Rescan Document-This will delete the current document and replace it with what is 

scanned in from the scanner.  This is non-reversible. 

b) Print-Print the current document.  Printing will ask if you wish to print annotations even 

if there are none there.  This is due to the way that we store annotation and redactions in 

the system.  If there are none, just press no.  If a user does not have permission to see 

redacted data, the data will be redacted in the printout. 

c) Save As-Save the current document to a file on a disk. 

d) Delete Document-(Non-CAI Drawers)-Delete the current document.  This will delete 

the current index data, and if this is not a linked document, it will delete the document 

as well.  If it is a linked document, the user will be prompted if they want to delete the 

document and other linked indexes as well.  This is non-reversible. 

e) Link Index-(Non-CAI Drawers)-Take the current document and link it to another set of 

index data.  Similar to a copy, but keeps only one instance of the document in the 

database. 

 

2) View- This menu contains options to manipulate how the current image in the viewer is being 

viewed. 

d) Fit To Width-Fit the viewer to the width of the image. 

e) Fit To Height-Fit the viewer to the height of the image. 

f) Zoom In-Zoom in on the image. 

g) Zoom Out-Zoom out on the image. 

h) Rotate Left-Rotate the image to the left. 

i) Rotate Right- Rotate the image to the right. 

 

4) Page- This menu contains options to manipulate the pages of the document. 

a) Insert Page-Insert a page into the current document.  This will insert a scanned page into 

the document at the desired location.  

b) Replace Page-Replace a page in the current document.  This will replace a page with a 

scanned page in the document 

c) Delete Page-Delete the current page of the document. 

d) Go To Page-Go to any page in the document. 

 

5) Scanner- This menu contains functions related to the scanner. 

a) Scanner Settings-Brings up a window for setting related to the current scanner. 

b) Color Scan-Sets the viewer to accept color images from the scanner.  Once this is set, 

the user needs to set the scanner to scan in color. 

c) Crop Black-Crops black edges from the image.  This is useful in scanning from 

microfiche, where black edges can get brought in from the microfiche machine, and for 

scanners that do not have auto page size detection. 
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5) Annotation – This menu contains functions related to adding and editing annotations on a 

document 

a) Edit(Select)-This will allow the user to select an annotation for editing or deleting.  An 

annotation is selected by bring the mouse over it, and pressing the right mouse button 

and selecting the appropriate action.  This function can also be accessed by right 

clicking on the image and selecting Select Annotation. 

b) Add Note-This adds a note to the upper left hand corner of the image.  Once selected, 

the user can add text or resize. 

c) Add Line-Allows the user to draw a straight line on the image. 

d) Add Highlight-Allow the user to draw a highlight box on the image.  By default the 

back style is opaque, and needs to be changed to translucent from the edit annotation 

menu. 

e) Add Arrow-Adds an arrow to the image in the upper left hand corner.  This can be 

moved and manipulated by selecting the ends and moving them. 

f) Draw Freehand-Allows the user to draw freehand on the image. 

g) View Annotations-Toggles the annotations on and off for the current page.  This is also 

accessed by a button on the top of the window that shows this state(red x for off). 

h) View Other Annotations-Brings up a list of groups annotations.  The user can click on 

the groups that they want visible. 

 

6) Redaction 

a) Add Redaction-Allows the user to draw a redaction box over sensitive data.  This is 

accomplished by left clicking the mouse at the top left corner of the data and while 

holding the mouse button down, moving the mouse to the bottom right corner. 

b) Edit Redaction-Allows the user to select a redaction and resize it or delete it by right 

clicking on the redaction. 

c) View Redaction-Toggle the redactions to the visible state.  By default, if a user has 

permission to view redacted data, the redactions are turned off when the viewer is 

opened. 

d) Hide Redaction-Toggles the redactions to the hidden state. 

Redactions can also be toggled on and off by the button on the viewer.  It displays a red X if 

they are off. 

 

Other buttons that give additional functionality: 

1) Edit Index Data-This allows the user to edit the indexes on an image.  Pressing this 

button brings up a list of the indexes, along with the current data.  A user can then 

change the data and save it.  The user must enter at least one valid index for the indexes 

to be saved.  The indexes do not update in the viewer until the viewer has been 

refreshed. 

2) Note-There is a note button in the upper left corner of the viewer.  This note is a 100 

character long field that is stored with the document.  This cannot be searched on, and is 

only viewable by pressing this button. 

3) Tools-This is a drop down menu on the right that gives tools for viewing the page. 

a) Zoom Area-User the mouse to zoom in on an area of the image 

b) Magnifier-Holding down the left mouse button on the image creates a magnifying 

glass over the image  

c) Hand-Move the image around once it has been zoomed in on. 
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d) Search Window 

 

The Search window is used to find images based on at least one index, and a document type if 

specified.  Pressing the Search button brings up the following panel. 

 

 
 

 

The search panel contains the following items: 

1) Image Drawer-Drop down list containing all drawers available to this user.  Select a drawer to 

search in 

2) Image Document Type-Document types in that drawer available to this user.  Select a 

document type to search for. 

OR 

3) Search all Document Types-Select this if the search is to be across all document types in that 

drawer. 

For indexes 1-5 

4) Drop down list of all indexes for that drawer and if selected doc type.  Select an index to search 

against. 

5) Equal To, Greater Than, Less Than Between-Select a search criteria for that index.  Between is 

inclusive of the entered values. 

6) Index Value-Enter a value to search against. 

Index Value 

Between Second Value 
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7) Between Second Value-If between has been selected, a second input box will be available for 

the between value. 

 

Once the correct values have been entered, pressing process will bring up the results of the search in 

the document viewer. 
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Appendix 
 

 

Requirements: 

 

Server: 

 SQL Server 

 

 

Client: 

 ODBC data source set to CAI IMAGING 

 

 Administrative Tools(Control and Security) 

  -This user must have permissions to the database to create tables. 

 

Scan-User must have permissions to write to the directory where the images are stored and to 

write to the SQL database 

 

 View 

-View only- If someone only needs to view images, they only need view permissions to 

the imaging directory.  In order for this to work, the Imaging security MUST HAVE 

edit annotations and redactions permissions turned off for that user. 

 

-View and Edit-If someone needs edit and annotations permissions, then they will need 

read and write permission to the Imaging directory. 

 


