
IMPORTANT:

To use DIS County Silo, the latest version of the Viewer is required.  To download the latest version log on to DIS County Silo.  On the left of the screen is a download bar.  Click on the download bar. Download the first item on the list – “ImageSilo® Document Viewer Controls”. 

Follow the download instructions.

DIS CountySilo Website Instructions
The following information is presented to you – the County for your use on the County’s website. This should help you present the New DIS CountySilo program to your website visitors. You can describe the new tool to your constituents in any fashion you like – and then present these navigational aids.

We see a need for the County to include information on their website in the following sections; however, you can do what you desire to communicate with your constituents.
1. Introduction to the new records access point “DIS CountySilo”, possibly including links to A. Instructions and B. Login page.
2. Access to DIS CountySilo with instructions to the Login Screen (this should be text on the web page). The hyperlink or web address is: https://login.imagesilo.com/pve.aspx
3. Instructions for using DIS CountySilo to access Commissioner Documentation (this could be a document in PDF, or text on the web page)
INTRODUCTION TO DIS COUNTYSILO
DIS is collaborating with Counties throughout Montana to host the DIS COUNTYSILO program, (others, like schools and public offices may also take part). We bring this to you because of the heavy wear and tear on the original paper documents from normal use over time and the need for records retention, safeguarding, and access issues. Today, with DIS COUNTYSILO, all of those issues are addressed. DIS COUNTYSILO is a shared system.  The Counties of Montana can share in the overall costs by only paying for what they use, and yet, benefit by taking advantage of the reduced costs from having more and more Counties join. 

Record keeping is not a fun task for most people, and we know this. We also know that repetitive use of paper records cause damage. In some cases irreparable. We now offer DIS CountySilo that not only can be a bit fun, but it can also help those other duties of record safeguarding; like eliminating lost documents. 

DIS COUNTYSILO is an Electronic Content Management (or ECM) system that efficiently, economically archives, and stores records maintained by the County. 

ACCESS TO DIS COUNTYSILO
To access DIS COUNTYSILO, please click “HERE”.  You will see the following window open. 

IMPORTANT NOTE: YOU MUST BE USING MICROSOFT INTERNET EXPLORER VERSION 6.0, 7.0, 8.0 ONLY! 
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Please note the login window in the graphic to the right. You will require the knowledge of three items to log in successfully. 
Those items are:

Entity ID: 
‘4975’
User Name:
‘18public’ (lower case)
Password:
‘public’ (lower case)
In the case of “User Name”, each county may have a public user account, which would be preceded by the county number.
USER INSTRUCTIONS 
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There is a complete user manual available to users once logged into the program. It can be located by selecting the “Help” icon at the far right of the program window. You must be logged into CountySilo to see this icon bar; however, we are providing the following instructions as a quick starter. 
The instructions below cover the basics and recommend you read the instructions for more detailed information.

1. Click on “Available Projects” located on the left side of the screen

2. Click on the name of the project you want to access (if there is only one-click that one)
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This will bring you to the Search Criteria page where you will enter the criteria you wish to search. Enter the appropriate information into the index field(s) you wish to use. (Only one entry is required, but others may be used for more refined searching. If you use this option, be sure to change the “Search Type” to either “AND” or “OR”.) 
4. This will provide you with a results page showing the documents (each row) that matches your search criteria.
5. Double Click on a document (row) to open that document. It will open in a separate window. You can have multiple documents open at the same time.

6. The Green help icon, located at the top right of the icon bar near the top of your browser window, can always help with steps not listed here. 

7. To Log Out – Click on the Logout icon at the top right of your screen.
To Search:
1. Enter information into any of the index fields. You can enter as much or as little information; you want to help with the search. 
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To perform a wildcard search use an * before or after the information you type in the index field. This will bring up anything scanned with that particular information in it. For example: To search for anything that contains the word “Data” – type *data*
3. To search the “text” of a document, enter your criteria, like a property name such as “Little Lake Creek” into the “Full-Text Criteria” box. 
4. Click on search.
5. –To search within a document use “control t” on your keyboard.--
A list of search results will be displayed. Double click on the document you wish to view. 

A new window will open with the document you wanted to view.

Once the document opens, you can now view it and use the icons at the top of the screen to perform tasks such as: Print, email, make annotations and more if you have privileges to do so.

To View The Text You Searched:
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The text is searchable, and considered a “layer”. When you search text, you are searching a text file from the electronic recognition of the document.
2. Right Click on the document page to bring up additional options, as in the middle image below.
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Select the ‘Full Text Search Results’ to see a new window showing the listing results of your search (bottom image). 
4. This listing shows the page number, the word found and a sampling of the text. You can use this to locate the information on the page.
5. Select the line item of your choice to view the appropriate page showing the text found.
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To Print a Document: By permission only

There are three options to print a page while viewing the document.

1. Option 1 is “right click” on the page, and select the words “Print Current Page” from the pop-up window.

2. Option 2 is “left click” on the printer icon on the icon bar at the top of the window.

3. Choose the printer to which you want to print, verify the pages you wish to print (i.e., “all”, “current selection” or “pages 2-10”) and enter the number of copies you want printed.

4. Click “Print”

5. When finished close document window.

6. Option 3 is to zoom into a portion of the document, and select the second ‘print’ icon, which will only print what your zoom view shows in the window using the “default printer” on your computer.

The following icon bar will be visible once you open a document:
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This window shows the program after you are logged in. 





This window shows the log-in screen. 





This window shows the project selected, and the searching options. 








Providing Network Management Services & Business Intelligence Security

P. 800-254-1347 • www.dismt.com • info@dismt.com


