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Introduction

The Texas State Office of Administrative Hearings (SOAH) Document upload system is a
website that enables documents to be uploaded into the TokOpen database. Non-SOAH
personnel can create a user account by registering online to gain access to upload documents. In
addition, registered users will be able to manage the details of their account.

Getting Started
You can view the website by accessing the following URL http://soah-cis-web/webupload/. To
use the site you will need:

e A computer with an internet connection and a standard web browser.
e Ifnot already installed on your computer, you will be prompted to install the Silverlight
plug-in.

Logging in

You will be required to login to the site with your username and password. Make sure the format
of your username is a valid Email address. On successful login you will be directed to the home
page of the website.

If you do not have a user account, click on the ‘Create New User Account’ to register. If
you’ve forgotten your password it can be retrieved by clicking ‘Recover Password’ on the
Login page.

User Name: |

Password:

Create New User Account
Recover Password

@ Local intranet | Protected Mode: Off 3 v H100% -
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User Registration
Follow the steps to create a new user account:

1. Click the ‘Create New User Account’ link on the Login page. You will be taken to the
account registration page.

2. Enter your valid email address (this will be the username for your account) and
password.

3. Create a password that has at least 6 characters and having at least two numeric
characters.

Register button

Enter your personal information and click the ‘Register’
An email will be sent to the email address for registration.

Follow the steps in the email to complete your registration.

N vk

After successful activation of your account you can login to the site with your username
and password.

Registration Information

Name: First Name * Middle MName Last Mame 8]
User Name: Type valid Email ID here  *
Password: El

—

Security Question: ®
Answer: (case-sensitive) ®
Company:

Title:

Telephone: HOOE-HOOK-2000

% %
Type the two words:
i reCAPTCHA

7 | i 3

Done @’ €& Local intranet | Protected Mode: Off fa v H100% ~
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Password Recovery
Should you forget or lose your password it can be recovered by the following steps:

1. Click the ‘Recover Password’ link on the Login page. You will be taken to the password
recovery page.

2. Enter your username.

3. After validating the username, you will be required to answer the security question
(which was created during registration).

4. An email will be sent to your registered email account.

5. Login to the site using the temporary password provided in the email.

Enter yvour User Name.

User Name: |

Done € Local intranet | Protected Mode: Off ‘v H100% -
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Change Password

At any time you can change the password after logging into your account website by clicking on
‘Change Password’. A new window will open the page where you can change the password.
The user profile can also be updated on this page.

NOTE: If you change your email address, this will become your username to access the website.
Once you click the ‘Update Profile’ button. You will no longer be able to login with the old
email address.

| @ Change Passwerd | ©® & v [ @ v Pagew Safetyr Tools~ @~ i
|" State Office of Administrative Hearings \\'::% [
Document Upload System E
S
Welcome Joe S Smith '?_Ex Help Log;:ut
Personal Information
First Name: Joe
Middle Name: S
Last Name: Smith
Email: joe@hotmail.com
Security Question: m
Security Answer: ssee
Company: sample company §
Title: sample title
Telephone: 11111111
Account Information
Old Password:
New Password:
Confirm New Password:
i
' 1 ] v :
Done €L Local intranet | Protected Mode: Off 5 v ®00% -
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Home Page

Start File Transfer
After successful logging, you will be directed to the home page. To get started select from the
following types of upload:

e Single Document: Select this option if you want to upload each file as a single
document.

1. Click the ‘Select’ ISEI_ECtI button which opens up a window allowing you to
select one or more files.

| @ Home ]

BB - &~ Pagev Sofetyv Took~ @

7%

- ( .//r///‘ ol /f“,."r/—) /)i& M
| State Office of Administrative Hearings ‘ 3}

Document Upload System

J

Welcome Joe S Smith P Help  ChangePassword Logout

() single File/Document () Merge Multiple Pages/Documents to Single Page/Document

Select Start Upload

[5 » Libraries » Documents »

m

v | #3 | Search Documents P

| Organize ¥ Newfolder = 0 @

7 Favorites Documents library

Arrangeby:  Folder ¥
I Desktop Includes: 2 locations

1§ Downloads

‘&l Recent Places

A Libraries
[ Documents
o) Music
[ Pictures
[l Projects 2008
5] Projects 2010
5] Public Documents
(5] Public Downloads

Name

. Bxcel

. Expression

. Fiddler2

. Hibiscus

. microsoft

. MISC

. MovableConnectedRectangles
(2 My Music
a My Music

Date modified Type
12/22/20081142 .. Filefolder
/22010331 PM Filefolder
5/20/2010932 AM  Filefolder
5/27/2010 8:29 AM File folder
1/25/2010540PM  Filefolder
4/26/2010403PM Filefolder
6/15/2010956 AM  Filefolder
12/W0LBPM  Filefolder
T/14/2009 1208 AM  Filefolder

[@ My Pictures 1/22/20101:3 PM  File folder

B videos

[T | L3
File name: | v [Files (*pd"iftif) -

€& Local intranet | Protected Mode: Off 45 B100% - |
2. Repeat this method to add more files to the File Queue. Note: The file types are
restricted to .pdf, .tif and .tiff.
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3. Optionally you can remove any of the files from the File Queue by clicking the
‘Remove’ | "=™* | button corresponding to each selected file.

|| @rome ‘_‘ B M- B - @ - Pager Safetyr Tools~ @+ ”‘I
| s N =
) CHate of Ao /s ’z(,
e v
[ o . . !
| State Office of Administrative Hearings !
1)
Document Upload System
Weleome Joe S Smith 1 Help ChangePassword  Logout
(#) Single File/Document () Merge Multiple Pages/Documents to Single Page/Document
Select. Start Upload|
Cancel Upload
File Queue:
EBTS_v8 1_11-24-081.pdf Remove
NIST - ITL 20070112..pdf Ramove
€ Local intranet | Protected Mode: Off v Bi0% v
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e Merge Multiple Pages/Documents to Single Page/Document: Select this option if you
want to upload multiple files/documents as part of a single file/document.
1. Enter a name for the multiple-file document in the ‘Document Name’ field.

2. Click the ‘Select’ ISEI_ECtI button which opens up a window allowing you to
select one or more files.

@ Home ‘7| B %~ B v @ v Pagev Safety~ Tookw @v
Y, e NG g
Ctate of - Aeaweas 0
e 3
5 2 B !
' State Office of Administrative Hearings z
Document Upload System
Welcome Joe S Smith zﬂelp Change Password ~ Logout
() single File/Document (*) Merge Multiple Pages/Documents to Single Page/Document
Select Document Nama: |samp\e document 1 ‘ | start Upload|
& Open
» Libraries » Documents » = Search Documents =
% E G » :
Organize v New folder =+ 0 @
¢ Favorites Documents library o by Folder
B Desktop Includes: 2 locations
& Downloads Name Date modified Type &

] Recent Places

JJ Visual Studio 2008 B/19/201010:37 AM  File folder
. 11 Visual Studio 2010 B/18/2010 75 PM  File folder
EB'D""ES = J1 Visual Studio 2010 5/17/2010834 AM  Fie folder
" Mmme" 1} Word 12/22/20091143 ... File folder
e :‘( =) Approved-5td-20070427.pdf 4/22/20109:44 AM  Adobe Acrobat Documen
3 p‘ ur:znna ) Card Scan User Manuzl.pdf /2972010718 AM  Adobe Acrobat Documen
jﬂ pmﬁ;mu [ E8T5.8 1.11-24-08L paf 22/20101055AM _ Adobe Acrobat Documen
L ] EBTS 19 _0_User Services_Final 11.30_20091 pdf 3/16/2010122PM _ Adobe Acrobat Documen 7|
&) Public Dacuments = =
e, | 2 NIST - I7L 20070112, pdf 3/16/20101:24PM  Adobe Acrobat Du(umen" -~
Sloros ot ) SOAH Document Upload System User Guide.pdf 7/21/2010855 AM Adobe Acrobst Documen +
B v J | :
File name: "NIST - ITL 20070112..pdf" "EBTS_v8 1_11-24-081 pdf" w | Files (*.pdf;" tif,* tiff) =

€ Local intranet | Protected Mode: Off v H100% v

3. All the files that have been selected are added to the File Queue.
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4. Optionally, to remove files, you can select (check) the files and click the ‘Delete

Selected’ | Delete Selected | bytton which removes the selected (checked) files from
the File Queue.

& Home

B % - B v m v Pager Sefetyv ToolsT @+

CHerte oof “Levers ,/

.
| State Office of Administrative Hearings

Document Upload System

/
=/,

Welcome Joe S Smith

1 Help Change Password  Logout

() Single File/Document

(#) Merge Multiple Pages/Documents to Single Page/Document

Select Document Name: Start Upload
Cancel Upload
File Queue:
© [ |2 sample document 1 Delete Selected

|| EBTS_v& 1_11-24-081.pdf
[ NIST-ITL 20070112 pef

5. Click the ‘Start Upload’ |Start Upload| 1,¢40n to begin the file transfer.

6. During file transfer the first progress indicator (top) shows the progress of the current
file being transferred and the second progress indicator (below) shows the overall
progress of the upload process.

@ Home

@ i v B v = # - Pagev Safetyr Tools~v @+

SAeaerd /

P
| State Office of Administrative Hearings

Document Upload System

/
/

Weleome Joe S Smith

lHelp Change Password ~ Logout

() Single Filef/Document (*) Merge Multiple Pages/Documents te Single Page/Document

| select Document Name: |

| Start Upload

File Queue:

Transferring 1.27 MB of 2.027MB. File being transferred: EBTS_v8 1_11-24-081.pdf

Cancel Upload

Transferring 1.27ME of 3.056MB 42%

@ (] | sample document 1
[ EBTS 8 1_11-24-081.pdf
(v NIST - ITL 20070112..pdf

Delete Selected

View Upload List

© 2010 CBM Archives Co. All Rights Reserved
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Cancel File Transfer

1. During the upload process click the ‘Cancel Upload’ M button to stop the
file transfer.

2. You will be asked to confirm the cancel.

3. Choose ‘Yes’ to abort the file transfer or choose ‘No’ to resume file transfer.

View File Transfer List

e During file transfer click the ‘View Upload List’ | View Upload List| bytton to view the list
of pending and completed files.

| & Home L R I v 1 @ v Pagev Safetyv Tookv @v

Certe of - //:I'r/u' / \\

-
| State Office of Administrative Hearings 'z

Document Upload System

/
4
Welcome Joe S Smith = Help Change Password Logout
(*) Single File/Document () Merge Multiple Pages/Documents to Single Page/Document
Select Start Upload
Transferring 0.879 M8 of 1.029MB. File being transferred: NIST - ITL 20070112..pdf
Cancel Upload
i ]
File Queue: Transferring 5.268MB of 5.418MB 97% 1
EBTS_v9_0_User_Services_Final_11_30_20091.pdf Remove -
;J View Upload List
NIST - ITL 20070112..pdf Remove

Upload List
Completed Pending

EBTS_v9_0_User_Services_Final_11_30_2(| NIST - ITL 20070112..pdf

Close

€ Local intranet | Protected Mode: Off v H10% v
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o After the files transfer is complete, the ‘Results’ area shows a summary of the files that
were transferred.

@ Home B % - B v @ v Pager Safeyv Toolsv @+
(7. y / 'r,?/ X

CHbarte of

| State Office of Administrative Hearings

Document Upload System

/
J

Welcome Joe S Smith 1 Help Change Password Logout
(#) Single File/Document () Merge Multiple Pages/Documents to Single Page/Document
Select Start Upload
Can
———+
File Queue: Transferred 5.418MB of 5.418MB 100% 7
Clear Results

Results:

Files Transferred:
EBTS_v9_0_User_Services_Final_11_30_20091.pdf-----4.389 M5
NIST - ITL 20070112..pdf-----1.029 MB

Total: 2 files

Files Deleted:
None

Total Time taken: 0.03 minutes L

€ Local intranet | Protected Mode: Off v ®100% v

e NOTE: Make sure to click the ‘Clear Results’ |©22" R&UE| {4400 before beginning
the next upload process after the current upload completes.

e NOTE: The progress indicators may sometimes appear to stop/pause for a short time;
this could be due to internet connectivity. Please give it a few seconds. If the progress
does not resume after a few seconds, then please restart the upload process (some files
could be partially uploaded).

Logging Out
Users must make sure to logout of the website after they have finished the file upload process;
this will ensure security of the user account.

Technical Support
Contact Help Desk: 512-936-2075
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