CAPTURE DOCUMENT

This application is used to save a single electronically generated document (Word,
WordPerfect, Excel, etc.) to OurLibrary server.

From the Explorer:

1. Locate the document on either your local machine or from anywhere on your network.
2. Right mouse click choice Send To / Capture Document
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From the Desktop:
1. Double-click on the Capture Document icon on the desktop. The following window will
appear:
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2. Click 1
3. The Save As window will appear oc Client Files
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Add Click to add a document to the library
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Exit Click to close (exit) the application

Help Click to get help
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