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DOCUMENT QUICK START GUIDE 

Please refer to the Document Tracking “PC Install” guide to get your system downloaded.  

After installing, start by double-clicking on the Document Tracking System icon located on the desktop. 
If you are using a network location, only the first person to enter the system will need to follow these 
steps. 

1. Enter in the Server name and Database name. When entering the SQL Server Name or IP 

Address, add it backslash if you are using a named instance. (Ex. myserver2\SQLExpress) 

2. Enter the Customer Ident and License Key that was provided in your Order Acknowledgement 

email, and click “Register”.  

CREATE ACCESS GROUPS 

 

Start by creating Access Groups under the Admin icon. You can create as many Access Groups as you 
wish. Press “Add” and the Group Details section will appear on the right-hand-side of the screen. Give 
the group a Name, Description, and Set Access Levels. Access Levels are none, read only, or full edit 
rights. Then Hit Save. The ‘Administrator’ access group will already be in the system and you will be 
unable to Edit this group. Here are a few examples,  
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CREATE USERS 

 

Next, go to Admin, Employees. Now we can enter specific user information and assign them to one of 
the Access Groups we created. Press “Add” and fill out the Employee Details box on the right. Every 
Employee will have a barcode (unique identifier), first and last name, login information, and be 
assigned to an Access Group.  

 

 

LOCATION TYPES 

 

To create your Location Types hierarchy, go to Admin, Locations. Here you will build the general 
structure of where your Documents might go or be stored. You can choose to get very specific with 
your hierarchy or very general. Remember, you are not yet entering specific Location information but 
just the structure. When adding in a Location, you will pick “Add Child” if that location goes underneath 
the one on top. Here is an example structure,  

 

 

When adding in a new Location Type, you will need to give it a name, Barcode Prefix (or check the box 
for auto-barcode), an image (custom or use a stock image in the system), and choose whether this 
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Location Type is transferrable or not. A transferrable item means that you are able to move that 
Location to another Location. For example, I can move a File Box to another Location therefore it is 
Transferrable. I cannot move a Court Room to another Court Room.  

 

On the second tab under Location Types, you can also add in User Defined Fields. All items that are 
greyed out are required fields and are not able to be edited. To Add a field, simply click “Add” and enter 
the Location Field Details on the right.  

 

 

LOCATIONS 

 

Using the hierarchy, you just built, you can now enter specific Locations. Click on the Locations Icon. 
Press “Add” and you will be able to choose which Type of Location you want to Add. If your auto-
barcode is on, you will just need to give the Location a name. Any User Defined Fields will be listed 
under Additional Details for that Location.  
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ITEM TYPES 

Items Types, or documents, are much like Locations and Location Types. Go to Admin, Item Types to 
start building your hierarchy for your Documents. In this section, we are not yet entering specific 
documents but just the structure that they will fall under. You can choose to get a specific as you want 
with your types. Press “Add” to add in a new type. Give it a name and a barcode prefix, select an image, 
and choose with this Type is Disposable or Transferable. You can then start creating a hierarchy by 
adding in “Child Type” underneath. For each Item Type, you can also add in User Defined Fields (second 
tab). Here is a basic hierarchy,  

 

Here is an example of a field for the “Promissory Note” type that asks for a check box if the item is 
‘Paid’,  
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ITEMS 

Now, we can enter actual documents or Items. Click on the Items icon. Press ‘Add’ to add in a new 
document. Below is a basic structure of a Case with children underneath it as the actual documents. 
Continue doing this for all of your documents.  

 

TRANSFER 

Finally, you can transfer documents to Locations or Employees. Click on the ‘Transfer’ icon. Here we 
can scan the barcode of the Location or Employee we want to Transfer to or simply click on the 
employee or location look-up images. Then scan the barcode of the documents you are assigning to 
that person or location.  

 

SUPPORT 

This quick-start guide is meant only for quick system setup and usage. Please refer to the User Manual 
for a more detailed explanation of the system. If you have specific questions, please contact 
support@gigatrak.com 

mailto:support@gigatrak.com

