Fortis/FortisWeb
What is Fortis?
Fortis is document management software that allows for efficient organization, storage, retrieval, and preservation of Austin Community College records. It has been managed by Records Management Services since 1998.
What is FortisWeb?
FortisWeb is a Fortis module that provides access to live Fortis databases via the Intranet. Once a document is stored in Fortis, it is immediately accessible. FortisWeb provides complete search, retrieval, and viewing of documents. You can zoom-in, flip and rotate documents, and print directly from your desktop.
Access Requirements for Fortis/FortisWeb

How do I get access?
Authorization to access records on Fortis must be obtained from the originating department (owner of the records). To request online access to records, the supervisor should visit our website at austincc.edu/records and click on the link to the left that says Document Imaging.  Then click on the link that says Access to Fortis and select the department which owns the records you need to view.  Once approved by the owner, Records Management Services will provide you the following information:
· Fortis username
· Fortis password
· URL to access records online
Please note: This information is confidential and should be kept secure. Sharing of usernames or passwords is a violation of ACC's Administrative Rules.
Do I need special software?
Yes, you will need to install a web browser plug-in (Active X Controller) to view Fortis documents. Please note only versions of Internet Explorer 6.0 and greater are supported.
How much training is needed before staff can begin using FortisWeb?
Because FortisWeb strictly adheres to Windows standards and uses a standardized web browser interface, it is already familiar to many users. Upon completing this online Fortis/FortisWeb training you should feel comfortable logging in and finding the records you need.
Step 1

Logging on to FortisWeb
Open Internet Explorer. This program is usually located on your taskbar or can be accessed via the Programs folder in your Start Menu.
Type the URL for FortisWeb into the address bar. (http://archivedrecords.austincc.edu) Press the Enter key. When the Fortis Internet - Database Login screen opens you will be prompted to enter the following information:

1. Select a database from the list provided.
· ACC Administration
· ACC Personnel

· ACC Student Records

· VCT

2. Enter your Fortis username (not case sensitive).
3. Enter your Fortis password (not case sensitive).
4. Select the appropriate station type from the pull down menu.
· View Station (default)
· Edit Station
5. Once you have selected and entered the appropriate information click Log On.
Step 2

Selecting a Query Set
Queries are used to find records in Fortis matching specific user-defined search criteria. It may be helpful to think of a query as a request that you are making of the database.
FortisWeb displays the entire list of query sets; however, your access to individual query sets is based on your Fortis user account. Each query set represents a subset of queries available to help you search for records.
Click on the Query hyperlink to open the appropriate query set.
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Click on the Query Set hyperlink to open the appropriate query.
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Running a Query

FortisWeb displays the entire list of queries belonging to the set you selected. Each query represents a method of searching for records in the database. You may only run one query at a time. 

Click on the hyperlink for the query you wish to run.
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Step 3

Entering Search Criteria
The query will prompt you to enter specific search criteria. Usually this information will consist of a Social Security Number or Datatel ID.
When prompted enter only one of the following search criteria:
· Social Security Number (SSN)
· Datatel ID (Student ID/Employee ID)
· Student Name

Additional search criteria can be entered to narrow the query results. For example, Financial Aid users are prompted to enter:
· Award Year (formatted as XXXX-XXXX).
Once you have typed the appropriate information click the Find button.
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Query Results
The query results return all the records matching the criteria you entered. Click the Open hyperlink in the column to the left of the record you wish to view.
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Step 4
Opening Records/Viewing Documents
The FortisWeb Document View opens displaying the record (also called document) selected from the query results. The record displays the scanned images (pages) and index information.
Viewing Pages
The FortisWeb Document View displays the pages of the record, as well as the appropriate index information. A toolbar appears above each page in Document View. You may navigate through the pages of a record by using the right and left arrow buttons on the toolbar.
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Buttons to navigate pages (previous, next)
To view a document in Full Screen mode, right-click on the document and then left-click on Full Screen at the bottom of the submenu that appears.
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Moving through the document in Full Screen:

· Hold the Shift key and press the Page Up or Page Down button on the keyboard to move through the pages.

· To return to normal view, Press ESC key or Click Full Screen again.

Manipulating Page View
Buttons (icons) on the toolbar may also be used to manipulate your view of the record, including rotating pages, zooming in and zooming out.
[image: image8.png]



Buttons to rotate pages (counter clockwise, 180, clockwise)
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Buttons to change magnification (pixels, page width, full page, zoom in/zoom out, area zoom)
Printing Pages Within a Record
The toolbar also provides a button for printing records. You may choose to print individual pages of the record or all pages. All documents are scanned at 100% of their original size and most are scanned in black and white to ensure their legibility when printed.  NOTE:  Please make sure Use XipPrint is NOT selected.
Print button:[image: image10.png]‘@z




Please Note: Access to printing records is granted by the record owner and enforced by the permissions settings of Fortis user profiles.
Step 5

Return to Query Results
If you wish to view another record you may return to your original Query Results, by clicking the Internet browser's Back button. Once you have returned to the original Query Results, simply select the next record you wish to view. Click the Open hyperlink in the column to the left of the record you wish to view.
Running the Same Query for a Different Record
You may wish to query for a different record using the same query. After using the Internet browser's Back button to return to the Query Results, simply change the search criteria. Click the Find button to rerun the query.
Step 6
Running a Different Query
Click the Queries button in the top left corner. This will take you back to the original set of queries. Click on the hyperlink of the query you wish to run. Next enter the search criteria and click Find to see the Query Results.
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Step 7

Log Off Manually
Log out of FortisWeb when you are not using the system. It is both courteous and necessary for smooth operation of FortisWeb. There are a limited number of licenses, therefore, during busy times it is possible for users to be denied access if the system is at capacity. Plus, logging back in is easy.
Auto Log Off
The system has its own mechanism to maintain maximum availability. After 10 minutes of inactivity FortisWeb will automatically log you out of the system.
