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We’re making some changes ………
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Summary of changes ………

Based upon customer feedback we are announcing the implementation of a number of changes to
the eServe System.  These changes are designed to make eServe easier to use and improve it’s
functionality in the day-to-day work environment of it’s Users.

In this latest version of eServe you will notice changes in functionality in the following areas:

! Modification in the manner in which documents are added to a Package

! Expanding the use of the Fax Placeholder to include use with both Fax and Scanned documents

! Support for printing multiple Divider Sheets [formerly Fax Placeholder]

! Introducing a new function - Upload Documents

! Display of Printable User Guides on the eServe web site

More details concerning these changes follow within in this document.

These changes are scheduled to appear on the eServe system after January 24, 2005.  If you
have any questions regarding these changes, please contact us on Monday January 25, 2005 at
800.444.4041 ext. 8.

Thanks for using eServe

Bob Lies
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The look and feel of the add a Document to a
Package function has been changed.

Clicking on the Add a Document to this Package
displays a new screen for adding up to 5 documents at
a time.

Adding a Document to a Package
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To add a document to a Package using the Attach
Documents option, begin by selecting a Document
Type.

To select a Document Type click on the words
Please Select …
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Clicking on Please Select … will cause the system to
display a list of NAF Document Types.

Select the appropriate Document Type by Clicking on
the desired Document Type.
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Upon selecting the Document Type the system will display the Choose
file function that is resident on the PC that is accessing eServe.

Use the Chose file function to navigate the PC and authorized Network
Drives.  When the document to be attached is located Click on the
document.  When the document appears in the File name field, Click on
the Open button to add the document to eServe.
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To complete the adding a document to a Package
process, enter in the Description for the Document.

If more than one document is going to be added,
continue the same process of selecting a Document
Type, navigating the PC and Network drives to locate
a document.

After all documents to be added to the Package [up to
5 at a time] have been located, Click on the Attach
Documents Button to upload the documents into the
eServe system.
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After Clicking the Attach Documents Button the
eServe system will upload the selected documents.
When the upload process has been completed the
eServe system will display the documents and the
Document Status will reflect Ready.
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The Add a Document function may also be accessed
from the Documents screen [shown below] as well as
the Package screen.

Clicking on the Add Document Icon              will
cause the eServe system to display the “Attach
Documents” screen.
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Clicking on the Add Document Icon              will
cause the eServe system to display the “Attach
Documents” screen.

When the Attach Documents screen is displayed
select a Document Type, navigate the PC and
Network drives to locate a document, fill in the
Description.  After loading up to five documents
Click on the Attach Documents Button to upload
documents to the eServe system.
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In the original version of eServe an option to add
documents to an eServe Package using Fax was
provided.  In order to add a document to an eServe
Package via a Fax Machine required creating and
printing a Fax Placeholder.  The Fax Placeholder
was used by eServe to route the accompanying
document(s) to the proper Package(s).

In this latest version of eServe the Fax Placeholder
has been renamed “Divider Sheet.”  The Divider
Sheet is used in the same fashion as the Fax
Placeholder when used for the Faxing of Documents.

With this release of eServe the Divider Sheet has an
expanded role in the adding of documents to a
Package.  The Divider Sheet may also be
incorporated into document ensembles that are
created using document scanning technologies.

Adding a Document to a Package Using a Divider Sheet
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Step 1

Create Divider Sheets

Print Divider Sheets

Step 2

Step 3
Assemble Document Ensembles

Step 4
Fax the Document Ensemble

To eServe

Scan the Document Ensemble

Then Upload the Scanned
Document Ensembles into eServe

Or

A “Divider Sheet.” is used in the same fashion as the original Fax
Placeholder when used for the Faxing of Documents. The Divider Sheet
may also be incorporated into document ensembles that are created using
document scanning technologies.

1

3
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To create a Divider Sheet Click on the Add a Divider
Sheet to this Package link.
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Clicking on the Add a Divider Sheet to this Package
link will result in eServe displaying the Create a
Divider Sheet screen.

To proceed with creating a Divider Sheet Click on
“Please Select” which appears after the words
Document Type:.
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Clicking on Please Select will result in the eServe
system displaying a list of Document Types.

Select the appropriate Document Type.
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After selecting a Document Type the eServe system
displays the Create a Document Sheet screen with the
Document Type loaded into the Document Type:
field.

Clicking on the Create Divider Sheet Button will
result in the eServe system displaying the Divider
Sheet.
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Clicking on the Create Divider Sheet Button will
result in the eServe system displaying the Divider
Sheet.

To print the Divider Sheet Click on the Printer Icon
that appears on the top of the page.
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Divider Sheets may also be printed using the Print
Divider Sheets option Icon that appear on the
Documents Screen.

Clicking on the Print Divider Sheets Icon will result
in the eServe System displaying the Divider Sheets.
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Clicking on the Print Divider Sheets  Icon  will result
in the eServe system displaying the Divider Sheet(s).

To print the Divider Sheet(s) Click on the Printer
Icon that appears on the top of the page.



20Copyright © e-Law LLC 2005 All Rights Reserved Page

The eServe system now supports the creation of
multiple Divider Sheets at a time.

If more that one Divider Sheet is required to support
the submission of documents, Click on the Multiple
Divider Sheets Tab that appears on the Create a
Divider Sheet screen.

After Clicking on the Multiple Divider Sheets Tab.
Click on the Divider Sheet Button that appears next
to the words Add New.

Adding Multiple Divider Sheets
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Clicking on the Divider Sheet Button that appears
next to the words Add New results in the eServe
system displaying the screen for creating the Divider
Sheets.

To initiate the creation of a Divider Sheet, Click on
the blank space that appears under the word
Document Type.
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Clicking  on the blank space that appears under the
word Document Type results in the eServe system
displaying the Add a Divider Sheet screen.

To add a divider sheet Click on the words Please
Select that appear next to the label Document Type:.
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Clicking on the words Please Select that appear next
to the label Document Type: will result in the eServe
system displaying a list of Document Types.

Select the appropriate Document Type to seed the
document type in the Document Type: field.
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With the Document Type field seeded complete the
Divider Sheet creation by filing in a name for the
Document in the Document Name: field and entering
in a description of the document in the Description:
field.

After filing in the Document Name and Description
fields Click on the OK Button to complete the
Divider Sheet creation process.
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Clicking on the OK Button on the Add a Divider
Sheet screen will result in the eServe system
displaying the information [Document Type,
Document Name and Description] that has been
entered for the Divider Sheet that will be created.

To add another Divider Sheet Click on the Divider
Sheet Button that appears next to  the words Add
New.
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Clicking on the Divider Sheet Button that appears
next to  the words Add New will result in the eServe
system adding another row for the entry of
information for a subsequent Divider Sheet.

Repeat the steps in the prior illustrations to create the
additional Divider Sheets.
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When the information for all Divider Sheets
[Document Type, Document Name and Description]
has been entered Press the Create Multiple Divider
Sheets Button to create the Divider Sheets.
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Clicking on the Create Multiple Divider Sheets
Button  causes the eServe system to create the
Divider Sheets.

The eServe system displays the Document Screen
after it has completed creating the Divider Sheets.

To view and print the Divider Sheets Press the Print
Divider Sheets Icon.
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Clicking on the Print Divider Sheets  Icon  will result
in the eServe system displaying the Divider Sheet(s).

To print the Divider Sheet(s) Click on the Printer
Icon that appears on the top of the page.
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Uploading Scanned Documents Containing Divider Sheets
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2

Step 1

Create Divider Sheets

Print Divider Sheets

Step 2

Step 3
Assemble Document Ensembles

Step 4

Scan Document Ensembles

Then Upload the Scanned
Document Ensembles into eServe

1

3

Step 5

After creating, printing the divider sheets and
creating a Scanned Document Ensemble the next step
is to Upload the documents into the eServe System
[STEP 5].

NOTE:

At the current time the eServe system
recognizes and will process document
ensembles that are in the .TIF format.
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Clicking on the Upload a Document with Divider
Sheets hyperlink will result in the eServe system
displaying Upload Document Screen.
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Upon Clicking on the Upload a Document with Divider Sheets hyperlink
the eServe system will respond by displaying the Upload Document
screen.  Clicking on the Browse Button initiates a User guided search of
the Users PC and authorized Network Drives.  This search is designed to
locate the .TIF file that contains the scanned document ensemble.
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Upon Clicking on the Browse Button on the Upload Document screen
the system will display the Choose file function that is resident on the PC
that is accessing eServe.

Use the Chose file function to navigate the PC and authorized Network
Drives.  When the document to be attached is located Click on the
document.  When the document appears in the File name field, Click on
the Open button to select the file to be uploaded into eServe.
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Clicking on the Open button will cause the eServe system to prepare to
upload the document that was selected.  When the document path and
name appear in the Document Name: field the document is ready to be
Uploaded.

To complete the document upload process Strike the Upload Document
Button.
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Striking the Upload Document Button results in eServe transferring a
copy of the document into the eServe system.  When the file copy
transfer is completed the eServe system responds by displaying the
Folder Options screen for the Folder into which the documents have been
uploaded.
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Clicking on the + symbol associated with the Folder that contains the
Uploaded Document will display the Packages that are contained within
the Folder.

To view the Documents that have been uploaded proceed by Clicking on
the Package that contains the Uploaded Documents.
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Selecting the Package that contains the Uploaded Documents will cause
the Package Screen to be displayed by the eServe system.

To view the Documents that have been uploaded proceed by Clicking on
the Documents Tab.
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Clicking on the Documents Tab results in the eServe system displaying
the individual documents that were contained in the Document Ensemble
that was scanned and uploaded into the eServe system.

Once the documents have been uploaded and verified by the User the
Package is ready for processing.
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User Guides

Upon entering the eServe System the User is presented with the eServe
Main Screen.  Clicking on the User Guide will display User Guides that
have been added to the system for use by eServe Users.

These Guides are formatted for printing.
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Clicking on the User Guide will display User Guides that have been
added to the system for use by eServe Users.

These Guides are formatted for printing.  To view and print the User
Guides Click on the name of the document.
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Clicking on the name of the document will cause the eServe system to
display the User Guide that was selected.

To Print a copy of the Guide Click on the Printer Icon.


