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Welcome

« To Etrieve Content Training
« Use the chat feature to ask questions or raise your hand
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What is Etrieve Content

« Etrieve Content is the document storage retrieval part of
Softdocs Etrieve System.

 |tis used to: Store documents securely, Search for
electronic records.

« The Business Office uses this platform to keep records of
Vendor Applications, Contracts, PO’s, BO’s and Payments
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How to Access Etrieve — Content

* Etrieve Content can be access through the following URL:

https://etcontent.redwoods.edu

CR SOESES: * Therecommended Browser is Google Chrome

REDWOODS

Sign in e Signinusingyour full CR email address

full email address

* Enteryour password —this is the same password

as your computer

College of the Redwood * You’ll arrive at the Etrieve dashboard/home screen

New to CR? Click here for help!

Technical Support
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https://etcontent.redwoods.edu/

Using Etrieve Content

==t | etfieve | CONTENT
2 - Once on the home screen you

& Unfiled will see the Search Bar, Tree and
B e the Business Office File.

» Business Office
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Using Etrieve Content

° cow Y 4. You can search by vendor name
| T Fieios
SN CDW - TEST-645087465468 or Vendor ID#
Vendor LU
CDW GOVERNMENT-0003463 « Selectthe correct vendor name
Vendor LU

3 COW-0004153
Vendor LU

k —

Q: COLLEGE:

REDWOOQODS




Using Etrieve Content

(L =,
aas | etrieve | CONTENT

x Vendor LU: COW GOVERNMENT-0003463

« Once the vendor has been
7 Business Office selected you will see the vendor’s

v & Vendor:C . . ;
~ & CDW GOVERNMENT-0003463 file with fiscal year folders.
2019
2020
2021
2022
2023
2024
2025
2026

»
»
»
»
»
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»
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Using Etrieve Content

L] .
2% | etrieve | CONTENT

« Open current fiscal year folder

~ Business Office  You will see two folders inside of it
v & Vendor:C
'+ COW GOVERNMENT-00034 » Accounts Payables
— « Purchasing
> 2020
> i 202 « Open the purchasing folder. You will find
> 2022
o all BO’s and PO’s here
o - To close the vendor’s folder you will click
- = 2026 the x on the search bar
4 Accounts Payable
4 Purchasing
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Thank you for
attending!

Any Questions?
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