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Netuser vs. user accounts
Searching
Search Results
Previewer

Previewer on
Previewer off
Print, zoom, rotate

Operations
Printable Hitlist
Export to excel
Send Link, Send Document and Send Search Results

Keep preferences until internet explorer window shutdown
Results per page
Report errors for correction



Netuser vs. User Accounts

All Tallahassee staff, District staff and Local Program 
staff should be using their user account to logon to 
OCULUS.

Not all operations are available to those using Netuser to 
logon to OCULUS.



Searching
Below is how a search would look to retrieve all fiscal documents with a 
document date of January 1, 2006 to May 15, 2006  for Facility ID number 
8509321.  The search results will be in document date order.

When searching a 
date range, remember 
to change the ‘=‘ to 
‘[…’ and use the date 
format MM-DD-YYYY.



The BPSS tab indicates the number of documents in the search.  If this tab 
indicates 1000, the search has reached its maximum.  Refine the search and try 
again.

Search Results

Documents can be sorted by clicking 
any of the blue column names.



Previewer Turned On

With the previewer on, click the ‘paper’ icon to use the 
bottom of the screen to view the document.

Click to turn the previewer off or on.

To flip through the pages, click on the up and down arrows.



Previewer Turned OFF

To view documents using the previewer, hold down the SHIFT key 
and click on the ‘paper’ icon of the document to be opened.



To flip through the pages, click on the up and down arrows.  

View Document with Previewer Turned Off

To print, zoom, 
etc. right click 
anywhere in the 
document and the 
screen pops up.



Other options are available by click 
the down arrow by ‘Operations’.

Operations



Operations - Printable Hitlist

Warning, popup 
blockers might 
cause the printable 
hitlist screen to 
not open.

Click close to shut 
down this screen.

The blue column names are functional to allow sorting. 

The previewer is functional by hold down the shift key 
and click on the paper icon.  



Operations - Export to Excel
Allows the search results to be displayed and saved in spreadsheet format.



Operations - Send Document

Allows the user to e-mail a 
document from OCULUS.



Send link creates a clickable 
link that will open the search 
results screen with the 
document selected.

Operations - Send Link

E-mail showing 
clickable link.

Search results from 
clicking on e-mail link.



Keep your preferences throughout the day
Because some of the options are not ‘sticky’, every time a new internet 
explorer window is opened you have to select your preferences.  The first 
time OCULUS is opened for the day, select these preferences but do not 
close the internet explorer window all day.  OCULUS will automatically log 
off after 30 minutes but your preferences will be remembered.  Simply log 
back into OCULUS.

A couple other tips:

Results per page . . . can not be changed from the default if using the ‘Netuser’
account.  If you have your own account, change the results per page the first 
time to the maximum allowed based on the search result (or whatever is your 
preference).  All future sorting should be accomplished by clicking the blue 
header title.  This way the number of results per page stays the same.



Reporting OCULUS Errors

Instructions for reporting OCULUS errors are found on the logon screen.  If 
you find an error in OCULUS, please take the time to report the error. 



What information needs to 
be sent to scanning?

EVERYTHING . . . . . . . . WRONG!!!!!
The obvious Proposals

Executed Work Orders
Invoices
Deliverable Reports
VCO’s with backup
Letters – Review/Approval/Requests, etc.
Site Specific Correspondence to and from the Department, 

Contractor, Owners, etc.
E-mail and Phone Logs with Pertinent Site Specific Information
Site Visit/Inspection Forms



What information DOES NOT 
need to go to scanning?

Documents/pages printed from OCULUS.
Phone logs/e-mails with no site specific information.
Program guidance memos.
Duplicate copies of a document.
Most ‘draft’ documents.

Use common sense and ask your supervisor if unsure.

Site manager working files/documents need to be evaluated.  Check to see 
if document has already been scanned.

Post-it notes . . . If there is applicable information, the post it needs to be 
taped in a blank area on the page.  Do not cover up any information on 
the page.

Tape smaller notes/documents to a sheet of paper.  It is less likely to get 
lost or separated from the original document.

TIPS:


