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                              Document Management Center (DMC)

                              How can we assist you with your documents, today?

                           
					

				

                     


                        
                           
                              About DMC

                              The Document Management Center (DMC) scans documents for a variety of on-campus departments. With DMC services, we can help you with the following:

                              	Custom document index retrieval
	Document security
	Electronic viewing
	Eliminate the need of storing and retrieving the physical document
	Retention policy guidelines


                              You can learn more about our process at DMC Process Overview.

                              Have questions? Contact us or submit your scanning project request!

                           
					

				

                     



                  
                     
                           
                              
					

				

                        


                           
                              
                                 Batch & Index Coversheets

                                 
                                    Academic Affairs
                                 

                                 	
                                       Academic Programs Batch Coversheet[image: PDF File]
                                          [image: Opens in new window]
                                       
                                    
	
                                       Academic Programs Course Index Coversheet[image: PDF File]
                                          [image: Opens in new window]
                                       
                                    
	
                                       Academic Programs Program Index Coversheet[image: PDF File]
                                          [image: Opens in new window]
                                       
                                    


                                 
                                    Dean of Students
                                 

                                 	
                                       Dean of Students Batch Coversheet[image: PDF File]
                                          [image: Opens in new window]
                                       
                                    
	
                                       Dean of Students Index Coversheet[image: PDF File]
                                          [image: Opens in new window]
                                       
                                    


                                 
                                    Environmental Health & Safety (EHS)
                                 

                                 	
                                       EHS Index Coversheet[image: PDF File]
                                          [image: Opens in new window]
                                       
                                    


                                 
                                    Faculty Affairs and Records (FAR)
                                 

                                 	
                                       FAR Confidential Index Coversheet - One Document[image: PDF File]
                                          [image: Opens in new window]
                                       
                                    
	
                                       FAR Confidential Index Coversheet - Multiple Documents (1-12)[image: PDF File]
                                          [image: Opens in new window]
                                       
                                    
	
                                       FAR Confidential Index Coversheet - Multiple Documents (12+)[image: PDF File]
                                          [image: Opens in new window]
                                       
                                    
	
                                       FAR Faculty Index Coversheet - One Document[image: PDF File]
                                          [image: Opens in new window]
                                       
                                    
	
                                       FAR Faculty Index Coversheet - Multiple Documents (1-12)[image: PDF File]
                                          [image: Opens in new window]
                                       
                                    
	
                                       FAR Faculty Index Coversheet - Multiple Documents (12+)[image: PDF File]
                                          [image: Opens in new window]
                                       
                                    


                                 
                                    General
                                 

                                 	
                                       General Batch Coversheet[image: PDF File]
                                          [image: Opens in new window]
                                       
                                    
	
                                       General Batch Separator Sheet[image: PDF File]
                                          [image: Opens in new window]
                                       
                                    


                                 
                                    Resource Planning and Budget
                                 

                                 	
                                       Budget Index Coversheet[image: PDF File]
                                          [image: Opens in new window]
                                       
                                    


                                 
                                    SONAR - Human Resources Diversity and Inclusion
                                 

                                 	
                                       SONAR Batch Coversheet for Individuals[image: PDF File]
                                          [image: Opens in new window]
                                       
                                    
	
                                       SONAR Batch Coversheet for Multiple Individuals [image: PDF File]
                                          [image: Opens in new window]
                                       
                                    


                              
					

				

                        


                           
                              
                                 DMC Process Overview

                                 	
                                       Prepping

                                       Prepping refers to the process of preparing documents for scanning. The prepping process is conducted by all departments who scan documents. We provide a prepping training upon request. We tailor this training to your department in terms of details and questions.

                                    
	
                                       Scanning

                                       This process involves a presentation of the scanning implementation phases, along with an actual demonstration of the process.

                                    
	
                                       Retrieving

                                       This is the process of viewing your documents electronically after they have been scanned. In this training, we demonstrate how to view your documents, and talk about what access is needed to view documents.

                                    
	
                                       Archiving

                                       After a document is scanned, it is returned to the department. The department then decides whether they will shred the hard copy or send them to be stored/archived.

                                    
	
                                       Electronic Retention / Purging

                                       An electronic copy of documents are kept for a specific period. When the set date arrives, we request permission to purge/delete the specified documents. DMC will never purge documents without the approval of the customer/owner of documents.

                                    


                              
					

				

                        


                           
                              
                                 FileNet Access Request Requirements

                                 To request, change, or remove FileNet document access, please submit your request to the Document Management Center[image: Opens in new window]
                                    . The following information below will be required.

                                 1. Name of the individual(s) that need(s) access

                                 2. List the campus-wide ID (CWID) of the individual(s)

                                 3. Name the individual to copy access from (if applicable)

                                 4. Name one of the following request types: 

                                 	New Access
	Update Access
	Remove Access


                                 5. Name the level(s) of access for the individual(s)

                                 	Read - ability to view only
	Write - ability to view and create or edit annotations
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                              Contact Us
                           

                           Administrative Systems (AFIT)

                              afitsupport@fullerton.edu
                              
(657) 278-3737

                           Concur

                              concur@fullerton.edu
                              
(657) 278-3600

                           Document Management Center (DMC)

                              dmc@fullerton.edu
                              
(657) 278-2412

                           
                              Location
                           

                           California State University, Fullerton
 2600 E. Nutwood Ave.
 CP-340
 Fullerton, CA 92831

                           
                              Office Hours 
                           

                           M-F: 8:00 am - 5:00 pm
Sat-Sun, Holidays: Closed
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               This site is maintained by 
						Administrative Systems (AFIT).

                Last Published 12/15/22

               To report problems or comments with this site, please contact 
						afitsupport@fullerton.edu. 
					
© California State University, Fullerton. All Rights Reserved.

            

            
               Web Accessibility

               
			CSUF is committed to ensuring equal accessibility to our users.  Let us know about any accessibility problems you encounter using this website.

			We'll do our best to improve things and get you the information you need.
		

               	Resources:
	Download Adobe Acrobat Reader
	
                     Adobe Reader
                  
	Download Word viewer, or download Excel viewer, or download PowerPoint viewer
	
                     Microsoft Viewers
                  
	
                     Report An ATI Issue
                  
	
                     Accessible @ CSUF
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