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About this Guide

This document is intended for use by persons involved in the installation, configuration, and
administration of a PSI:Capture installation. Typical tasks for such administrative persons include setup
of the related and complementary information technology infrastructure (database servers, network,
workstations, and more). Key PSI:Capture administrative configuration tasks that this guide helps with
include:

document types
device profiles
image processing
database lookups
indexing methods
capture workflow
migrations
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Scanner operators, image quality assurance operators, and index operators should refer to the
Application Users Guide as necessary for information relating to how to perform particular workflow
tasks.

About PSIGEN Software, Inc.

PSIGEN Software is a fast growing, privately held, provider of document capture and retrieval software
solutions. Our product lines address production capture, distributed capture, web based retrieval,
including the Microsoft SharePoint platform. Our largest customers include scanning service providers,
business process outsourcers, and the corporate services divisions of Fortune 500 corporations. We
have significant customer concentration in financial services, healthcare, and manufacturing. Our
channel partners include document imaging value added resellers, major brand MFP dealers, Microsoft

solution providers, and document management software vendors.
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Capture Overview and Document Management Market Tutorial
PSI:Capture is a powerful third generation document capture application. Document capture is a

segment of the larger content management software marketplace. The content management software
market is a collection of related applications and technologies, described below.

Recognition _engine technologies provide foundation services for document management
applications. Often sold as software development toolkits (SDKs) to application developers, these
services include Optical Character Recognition (OCR), intelligent character recognition (ICR), barcode
recognition, image enhancement, forms identification, and more. Runtime components of recognition
engine technology are found in document imaging and document management applications.

Document capture applications drive scanning devices and the process of capturing images.
Production capture applications meet mid to high volume scanning requirements in centralized
deployments, using batch capture methodologies. Distributed capture applications meet low to mid
volume scanning requirements in LAN workgroup or web/internet deployments, using ad hoc capture
methodologies.

Forms processing applications extract high value data from document images of paper forms, to
populate line of business applications. Forms processing applications are optimized for accurate
capture of target forms data. Modern forms processing applications can capture data from unstructured,
semi-structured, and structured forms.

Content_management systems provide scalable management services for unstructured content,
including archive, retrieval, search, collaboration, workflow, and application integration. Vendors offer
different flavors of content management systems for web site content, digital file content, document
images, email, digital assets, and more.

The collection of applications described above is sometimes lumped into a singular, categorical
terméso 6Ealtleepri se Content .Managementé, or OECMO

Archive, Retrieval, Search, i
Collaboration, Workflow, More

Content
Services

Content
7 Management

___ Content
] ‘ Capture

Enterprise Content Management Markets
in Relation to Document Imaging



PSI:Capture Modules - Overview

=

e/t Capture/Import Module - Overview

The Capture module performs the core work of physically and logically connecting PC based scan
stations to the scanner and/or file systems. The connection is used to capture images and convert
them to electronic format. Device profiles are used to define specific setup options for different scanner
devices (such as simplex/duplex, double feed d et e c t i oand fileeystend gapture methods (such
as import, auto-import). Barcodes and Patch codes are read by the Capture module to distinguish
between the end of one document and the beginning of another. In addition, barcode values may also
be configured to automatically populate index fields. The Capture module may perform image cleanup.
Cleanup may include removing black hole punch marks, de-skewing or rotating the image, removing
extraneous specks that may appear on the image(called de-speckle within the program), cropping, and
more. The Capture module produces a grouping of enhanced TIFF images for use in the next step of
the Capture workflow.
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auality sssurance. Quiality Assurance Module - Overview

The purpose of the Quality Assurance (QA) module is to verify that the images are legible, contain no
unwanted images and are separated correctly. The QA module enables the user to replace pages that
were inadequately scanned or to insert one or more pages that were found to be missing. The QA user
has the ability to view each image individually, to view all pages of a document via thumbnails, or open
multiple document views simultaneously. A flagging system enables multiple operators and supervisors
to manage the process of identifying review/reject/delete items. The QA module can also be used to
verify that two independent documents were not split or combined in error, permitting the user to
split/combine documents as necessary to achieve batch integrity. Additionally, t he wuser may

i
dropd pages, documents or folders to insure that th

The QA module operates in Tree View and Data View: Tree View supports image QA while Data
View supports index values QA. The heart of many capture workflows is a three step process: 1)

image integrity QA, 2) indexing, and 3) index values QA.

Tree View
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Index Index Module - Overview

The purpose of the Index Module is to build the lookup values, or index fields, for each image. These
values support query and retrieval of the images by multiple users, once the images are migrated to a
content management system. Thus the accuracy and relevancy of chosen index fields per document
type determines retrieve-ability characteristics of the images. Index values are also commonly referred
to as metadata. The Index Module incorporates sophisticated techniques to make the index process as
productive and accurate as possible. Examples include: sticky fields, auto-incrementing fields, pop-up
list boxes, barcode fields, multiple database lookups, required fields, input masks, zonal OCR, zoom
assisted keying from image, and more. Manual indexing can be slow and tedious without a tool like the
Index module. It will speed up key entry, increase accuracy, and in some cases perform automatic
indexing. The result of the Index Module is the catalogue of metadata per document and/or folder for
use in accurately retrieving the archived images from an external content management system after
migration.
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OCR OCR Module - Overview

OCR is an acronym for Optical Character Recognition. The core of the OCR modul e
process: the OCR engine software attempts to read each and every letter/number/word on an image
and write it out to various file formats. The results of OCR depend on multiple aspects of image quality.
Image quality generally stems from the paper quality and print type (font style) and print quality of the
original. One of the most widely used file formats on the market today is the Adobe Portable Document
Format (PDF). The OCR module has the ability to rapidly convert to and output PDF files, with the
OCR as hidden text in each PDF. The results of the full text OCR module can be editable or non-
editable files in a file format and directory of the u s e choise. Supported OCR Output Types include:
PDF (Image Only, Image w/ Hidden Text, Normal), HTML 4, Lotus 1 2 3, Lotus Ami Pro, MS Excel 97-
03, MS Word 97-03, MS RTF, Text (Plain, Comma Delimited, Formatted, Tab Delimited, Line Breaks),
and WordPerfect 8/9/10. The OCR result files are stored in the batch folder and their existence has no

effect on the TIFF images. These files are just another group of files created when this step is added to
a capture workflow.
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miorston ~ Migration Module - Overview

The migration module provides options for moving document images and metadata to file folder
formats, database formats, and content management systems. Two general types of migration formats
are supported: 1) Direct and 2) Flat file. The direct type migration options move images, metadata, and
OCR text directly into the target content management system or Database. The metadata and OCR
text function as index values for image retrieval and Document Management systems. The Flat file
migration types which include delimited ASCII, formatted delimited ASCIl and XML formats. The
Database migration creates a standard MS SQL Server 2005 database or Access 2003 database
where each index field name is a column, the index values are rows in the table, and the final column of
the database table is the path to the drive/directory of the image file associated with each row of index

values.

ASCII Migration Configuration

L asco Migration Configuration @
Migration Settings | Field Settings  Custom File Maming  Folder Output Design Image Pre-Processing
Output File Options Image File Options
Storage Location |z| | Migrate Image Files
Output File Naming Batch Name IE' Storage Location E Mew
Output Fixed File Name Image Output Type | Multi-Page Tiff Image E
QOutput File Extension | tt JPEG Quality 7505
Output File \write Mode | Overwrite Output File |E| OCR File Options
File Delimiter , [+] TextQualifier S ——
Document Path Output | Absolute Paths |Z|

Storage Location E Mew

Include Field Head Encodi -
felude MEld neader neoding [UTF-8 IE' Qutput OCR Text as field in output file

Shared File Options

File Directory Structure |All Files in Storage Location'\Batch Folder |E|
Multiple Record Options | All records peint to same imagelocr files |E|
Duplicate Image/0CR File Behavior |Increment duplicate names (eg: 000001 4if, 000001_1.4if, 000001_2 £if) |Z|
Other Options

Application to Launch Browse...

Application Arguments

Launch Timing Launch application after each Batch iz migrated. IE‘
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Database Migration Configuration

Migration Settings | Field Settings  Custom File Naming

Folder Cutput Design  Image Pre-Processing
Database Output Options
05 E 5 SRR Sl Microsoft SQL Server
Datsbase: | [Select... ]|
Table: | =] Output in Scan HQ Format
Image File Options OCR File Options
Migrate Image Files Migrate OCR Files
Storage Location | [»][ New | = Storage Location [=] [ New |
Image Output Type | Multi-Page Tiff Image =]
JPEG Quality
Shared File Options
File Directory Structure | All Files in Storage Location|Batch Folder [~
Multiple Record Options |AJI records point to same imagelocr files IZI
Duplicate Image/OCR File Behavior | Increment duplicate names (eg: 000001.4f, 000001_1.4f, 000001_2.4if) Izl
Document Path Output | Absolute Paths [~
Other Options
Application to Launch | (Browse...|
Application Arguments | |
Launch Timing Launch application after each Batch is migrated. [=]
[ Save ][ Concel |
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Resorine  Reporting Module Overview

The reporting module brings powerful dusiness intelligence for captured capabilities to production

projects involving mid to high volumes, multiple stations/operators, and multiple capture locations. The

reporting module can support advanced capabilities for project supervisors such as workflow bottleneck

identification, scanner performance characteristics, image pre-processing performance, operator

performance incentives or performance comparison, location performance measurement, charge-back
by capture metrics, and more.
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eachMarager - Batch Manager Module Overview

The Batch Manager in the program manages groups of scanned images as a batch (or unit) throughout
the course of a capture workflow. Batches can be named manually or automatically. Batches are
categorized as either local (to the station) or shared (among stations). The Batch Manager main status
screen shows a summary of the processing status of each batch, including name, document type,
workflow step/progress date created, and more. The Batch Manager also has the ability to manipulate

or launch each individual batch.

& PSkCapture =lE s

: File Security Help

XBD v

Navigator 1 ||Batch Manager
Modules Local | Shared
a8 e (0] T Baich Name ¥ Document Type 7 ‘Workflow Step 7 Workflow Progress Status Created Owmer hd
5 H H tori tori tori test H H

Capture / Import i 3212 Balidis ABOXE5S 03 Attorney “Batch Compicte  |RMMMGOMBEERRRN Checkes In 3252009 2:15:

g 214 BOX A-659 03-26-2009  Attorney Batch Complete _ Checked In 226/2009 3:15:18 PM

3215 BOX-A 660 03-26-2009 - Attorney Migration 5of5 Checked In 3/26/2008 5:14:54 PM

Quality Assurance 3216 A-BOX 66103-27-2009 : Attorney Migration 5of5 Checked In 2027/2008 1:31:25 PM

37 A-BOX 662 03-27-2008 * Attorney Batch Complete _ Checked In 3/27/2008 3:02:04 PM

218 A-Box 663 03-27-2009  * Attorney Migration 5of5 Checked In 27/2009 4:41:36 PM

3219 A-BOX 664 03-28-200% © Attorney Migration 5of5 Checked In 3/22/2008 8:03:34 AM

3220 A-BOX 66503-22-2008 ~ Attorney Migration 5of5 Checked In 3/26/2008 9:51:18 AM

221 A-BOX 666 03-28-2009 ' Attorney Migration 5of5 Checked In 3/28/2008 10:55:37 AM

3222 A-BOX 668 03-28-2009 ' Attorney Migration Bofs Checked In 3/28/2009 11:42:49 AM

e 3223 A-BOX # 669 03-28-20.. . Attorney Quality Assurance 2of5 Checked In 3/28/2009 1:26:47 PM

Migraticn 3224 A-BOX 670 03-25-2008  Attorney Migration 5of 5 Checked In 37292008 11:5%:50 AM

3225 A-BOX 67103-29-2009  Attorney Migration 5of5 Checked In 29/2009 1:17:44 PM

3226 A-BOX 672 03-25-200%  Attorney Batch Complete Checked In 3/29/2008 2:06:57 PM

Reparting 227 A-BOX 67503-29-2009 ~ Attorney Batch Complete _ Checked In 3/29/2009 3:03:53 PM
3228 A-BOX 676 03-25-200% © Attorney Quality Assurance 2of5 Checked Out 3/2%/2008 4:13:13 PM PSIGEN'scan : OPS1

@ 3229 A-BOX 677 03-30-2009  Attorney Migration Bofs Checked In 3/30v2009 2:

Batch Manager 3233 A-BOX 678 03-23-200%  Attorney Migration Eof5 Checked In /3042009 4:31:
ﬁ 0 3232 A-BOX 68103-30-2009  Attorney Quality Assurance Zofs Checked In 3/30v2009 3:13:56 PM
e 3235 A-BOX 679 03-30-200% © Attorney Quality Assurance 2of5 Checked Out 3/30v2009 6:22:16 PM PSIGEN'scan : SCA.
Configuration 9 326 A-BOX 68003-31-200%  Attorney Quality Assurance 20f5 Checked In 3/31/2008 3:08:45 PM
e 3238 A-BOX 682 03-31-200% ' Attorney Quality Assurance 2of5 Checked In 3/31/2009 6:03:51 PM
3237 A-BOX 683 03-31-200%  Attorney Migration 5of5 Checked In 3/31/2008 4:19:55 PM
Security 3239 A-BOX 684 04-01-2009 : Attorney Quality Assurance ZofB Checked In 4/1/2009 1:59:50 PM
@ 24 A-BOX 685 04-01-2009 ~ Attorney QcR 40f5 Checked In 4/1/2008 3:02:15 PM
3241 A-BOXE8520F2 0. Attorney Quality Assurance Zof5 Checked In 4/1/2009 4:11:51 PM
1 - 27 of 27 Batches
Total Folders Total Documents 1 ‘ Total Pages 141
Support
m—— Last Updated [4720/2009 3:09:35 PM |

&, System Administrator  Log Alerts: 0
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Configuration - Configuration Module Overview

The configuration module is used to establish work station modes of operation, document types,
storage locations, auto import, retrieval (optional feature), batch manager, shared counters, and viewer

system-wide configuration settings.

Capture Server

& Configuration 2 |
Capture Server  Capture Station Operating Mode
" Stand Alone Station
Document Types This station will use local batch manager. logging and configuration services. The
security module will be disabled.
S % Network Station
torage This station will use a Capture Server for batch manager, logging, configuration, and
security services.
Auto Import " Capture Server

This station will provide batch manager, logging. configuration and security services
: for other network stations.
Retrieval

Capture Server
Batch Manager Enter the Capture Server name or IP address: | Ea@m Server

Shared Counters -
Advanced

Viewer

e ) e

Document Types

@ Configuration
Capture Server | Configured Document Types

LX)
[ : Name Description Created
Document Types

Auto Recognize Attempts to automatically identify t | 10/03/2008 |
v Mortgage Files Demo FOLDER LEVEL DEMO 0673012008 | L—
Multi-station test |10/03/2008 | | Copy
sk gkt network po 0972672008 | ( Del-;te
PO Demo PO Demo with DB lookup 04/15/2008
Retrieval ‘PO Demo- Auto Import | Auto Import - PO Demo with DBlo | 04/16/2008
PO Demo 2 | PODemowithZone OCR  |04/182008 | )
Batch Manager PO Demo 2 - Auto Import | Auto Import - PO Demo with Zone | 04/16/2008 | | Bstches
Shared Counters
Export
Viewer

| feply |[ save |[ Cance
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Storage

Name ! Directory
Capture Scans C:\Scanned Images!

capture storage \\Everest\psiraid\Capture Storage!

ouput C:\Output Images\

Batch Manager

Auto Import

[¥] Enable the Auto Import service on the local machine
| [F] Suspend the Auto Import service when Capture is active

Auto Import Service Status
' Location Status

BHENSLEY-LAPTOP Monitoring, Available

Retrieval
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Batch Manager

Shared Counters
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Viewer
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Security

Security Module Overview

The security module provides support for large, multi-operator capture projects by defining users and

roles for multi-station processing. Roles are created to determine which module(s) and document types

can be accessed by each user. Each user is defined to the system and then assigned a specific role

based on the division of labor for a project.

& Security Manager

All Users, Administrator

Roles
Add User | User - | [2] {| Find User ~ | FilterbyRole = (3
Administrator PSIGEN\EHensley

First Name System Last Name Administrator First Name Last Name

Display Mame System Administrator Display Name PSIGENEHensley

Type Application Created 12M4/2007 1203 || Type Windows Created 12/14/2007 03:.46
Status Online Last Login 02/07/2009 10:31 Status Cffline Last Login 02/07/2009 10:29
Machine Name  EXECUTIVET Last Activity  02/07/2009 10:4% || Machine Name Last Activity  02/07/2009 10:31

All Users, Administrator

Roles

Comment

All Users, Administrator

User imported from Active Directory.

Roles

Comment

Roles Roles
User imported from Active Directory.

Comment Comment

PSIGEN\scan PSI1G ENWAdministrator
First Name Last Name First Name Last Name
Display Mame PSIGENscan Display Name  Administrator
Type Windows Created 121472007 03:34 || Type Windows Created 01/07/2008 11:22
Status Online Last Login 02/07/2009 0910 || Status Offline Last Login (05/01/2008 12:15
Machine Name  CAFTURESERVW  Last Activity 02/07/2009 10:4% || Machine Name Last Activity  05/01/2008 12:16

All Users, Administrator

User imported from Active Directory.

<

L
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Configuration Svstem Co nf| qu rati on

Capture Server Tab

QL Configuration 22 |

Capture Server  Capture Station Operating Mode

{" Stand Alone Station
Document Types This station will u
o (¢ Network Station
orage This station will use a Capture Server for batch manager, logging. configuration, and
security services.
Auto Import " Capture Server
Retrieval
Capture Server
Batch Manager Enter the Capture Server name or |P address: | Capture Server
Shared Counters
Advanced
Viewer
Apply ‘|| Save H Cancel ]
Capture Station Operating Mode
I n this tab the wuser wi || define which ACapdault e St

be set to Stand Alone Station Operating Mode. If batches and batch information is to be shared the
user will want to set it to either Capture Server or Network Station. Selecting Capture Server for one of
the stations in an environment will enable the Security Module and its Icon on the main splash screen.

Capture Server

After setting a station to be the ACapture Servero
Stations. NOTE:t hat when selecting ANetwork Stationd you ml
ACaptur e S e statiens @communitate gieport 9000 and must NOT be blocked by a firewall.

When operating in Stand Alone mode the batches are displayed in the Select Batch screens or the

Batch Manager under the Local tab only. When operating as a Capture Server or Network Station both

Local and Shared tabs are available. The batches are displayed in the Select Batch screens or the

Batch Manager under the tab which was configured for that Document Type.

20



Advanced Settings

This section is for the configurations of global (IT) notification of occurrences listed on the notification
tab and affect all Document Types. Granular or department level notification of a particular Document

Type can be defined in Step 1 of the Document Type configuration screens.
Mail

Selecting the Advanced button allows the user to configure mail gateway, defining the user from which

the messages are sent and authentication information for that user.

L Advanced Settings |

Mail Motification  Log Alerts

Mail Gateway
Enter the SMTF server name or IF address mail.domain.com
Authentication

Server reguires authentication

user

User Name Password

Email address to use for sending notifications | user@domain.com|

0K || Cancel

21



Notification

Add or Remove email addresses for one or more of the Available Notifications areas in which a user
desires notification.

& Advanced Settings [
Mail | Notification | Log Alerts
Available Notifications Subscribers Email Addresses
Add r
Butolmport I—I | fred @lintstone.com B
Session Started Remaove

Sezsion Completed

Sezsion Summary

Error
Exception Processing

Batch Rejected

Exception Batch Created

Document Rejected

Document Rejected (with attachm
Log Alerts

Summary

0K Cancel

Available Notifications

The user may get notifications via email by highlighting the desired value and entering a valid email
address.

Autolmport

Session Started - Notification is sent when any Auto Import service starts processing a set of images.
Session Completed - Notification is sent when any Auto Import service finishes processing a set of

images.
Session Summary - Reports image names and page counts for images processed in a single session.
Error - Reports any errors that occur during Auto Import Processing.
Exception Processing
Batch Rejected - Notification is sent when any batch is rejected from a workflow step.
Exception Batch Created - Notification is sent when an exception batch is created.
Document Rejected - Notification is sent when a document is rejected from a batch.

Document Rejected (with attachment) - Notification is sent when a document is rejected from a

batch and the rejected document is attached to the email.
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Log Alerts
Summary - generates a log alerts summary for each workstation.

Log Alerts

Show or Hide the Log Alerts Notifications area on the task bar. Show this allows the user to see when a
error message occurs in the product.

Log Alerts: 0

& Advanced Settings |

&

Mail  Meotification | Log Alerts

Log Alerts

Show alerts generated on the local machine
[] Show alerts generated on the Capture Server

oK || Cancel
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Document Types Tab

(4 Configuration (=3
Capture Server | Configured Document Types
Discoment Tapes ‘ Nme Descnplon r— Created
Attempts to automatically identify t | 10/03/2008 :
Syags Mortgage Files Demo FOLDER LEVEL DEMO 06/30/2008
Multi-station test 10/03/2008 Copy
Auto Import network po 08/26/2008 g
PO Demo PO Demo with DB lookup 04/15/2008 —
Retrieval PO Demo - Auto Import Auto Import - PO Demo with DBlo | 04/16/2008
PO Demo 2 PO Demo with Zone OCR 04/15/2008
Batch Manager PO Demo 2 - Auto Import | Auto Import - PO Demo with Zone | 04/16/2008
Shared Counters
Expt
Viewer
[ Apply ] [ Save ] [ Cancel
Add and Edit

These options are covered later in the Document Types Confiq uration section.

Copy

Select this button to copy the highlighted Document Type. You will be asked to give the new Document
Type a name has not already been used. This feature copies the complete configuration with exception
of any Auto Import directories to be monitored as two Document Types may NOT monitor the same

directory.
Delete

Removes the highlighted Document Type
Update Batches

This function allows the user to update the configuration of an in progress batch(s). NOTE: Single
batches may be edited in each module provided the user is authorized to do so. Before selecting this
function, edit the desired document type make the changes desired and then highlight the Document

Type and select Update Batches.
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Select Batches

Choose Select Batch, the user will then be presented with a Batch Selection screen.

Select Batches
Local | Shared

FisY k @ D “ Batch Name W DocumentType 7 Workflow Step 7 ‘Wworkflow Progres:
» -1  Batch Complete

7 20080926.154736 (Aut_. Baich Complete |

71 20020826.154756 (fut.. network po Batch Complets _
72 20080926.154837 (Aut_  network po Batch Complate _
73 20080926.154850 (Aut... ' network po Batch Complete _
74 20080526.155001 (Aut_.  network po Batch Complete _
75 20080526.155042 (Aut_.  network po Batch Complete _
76 20080926.155112 (Aut_.  network po Batch Complete _
77 20080926.155215 (Aut.. network po Batch Complete _
78 20080826.155246 (Aut.. network po | Batch Complets qj

4 3

1 - 31 of 31 Batches

Total Folders Total Documents Totzl Pages

Last Updated [9/26/2008 3:47:02 PM |

Select |  Cancel |

Highlight the batch or batches to be updated. They will appear as below.

Select the workflow step to move these batches to or choose leave in current step. NOTE: If you add or
remove a workflow step from the Document Types workflow the batch(s) will automatically be moved to
the Capture step.

Choose whether or not to clear ACompleted fl ag
have been set if a batch completed a workflow step before the user changed the configuration in the

edit step. The user may desire for the batch(s) in question to go through those step again.

WARNING: selecting more than 15- 20 batches is NOT recommended as each one is checked out to

that station and loaded in memory.
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Update Batch Document Type

L Update Batch Document Type ===
Selected Batches to Update
1D Batch Name Created ‘Workflow Step Update Status -
31 20081002.122505 10/02/2008 Quality Assurance | Pending
3z 20081002.153201 10272008 OCR Pending
Select Workflow Step to set Batches to: (RN R S5 =
Clear the Completed flag for steps after the newly selected step

Begin Update

Select Begin update and the system will checkout each batch and update it. The status will be one of
the following: @Pend iblug),dJpdateCanplet¢o(greén); fEmwoc @heckirg ©gt o
Batcho(red) and fAError .Updatingo (red)

Import

This function allows the user to point to a previously exported Document Type configuration. Some
items like storage locations, Auto Import monitoring locations and DataBase configruations may need to

be edited. Check over each of these items to verify they are configured as intended.
Export

This function allows the user to configure a Document Type and export it for use in another location or

Capture Server.

26



Storage

L Configuration (=2
Capture Server Configured Storage Locations
D T Name Z Directory
ocument |y -
sl Cpture Scans Ci\Scanned Images)
capture storage \\Everestipsiraid\Capture Storage!
ouput C:\Output Images\
Auto Import
Retrieval
Batch Manager
Shared Counters
Delete
Viewer
[ Apply ][ Save ][ Cancel ]

Storage locations maybe added, edited or deleted. To delete select the desired storage Name and then
the Delete button.

Add or Edit

& Storage Location Definition @

Storage Location Information

Mame My Storage
Storage Type | Metwork lz‘

Storage Location

Storage Directory | \\COMPUTER NAME\Share Name]

Save ][ Cancel ]

Storage Location Information

When adding a storage location the use must Name this location and choose the storage type (Local or

Net work). Only wuse |l ocal when running in AStand Al o
Storage Location

Storage locations maybe be either UNC path as shown above or mapped drive. NOTE: selecting a

drive by using the Browse button\Network\Computer\sharewillpl ace t he UNC path in t
Directory$tofgy®lgilgedted sthat you use UNC paths when
Server o/ oNetwork Stationod environment.

Save

When the new Storage Location is saved, it will be added to the list of Storage Locations available for

use throughout the system.
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Auto Import

& Configuration [== ]
Capture Server Local Auto Import Service
Enable the Auto Import service on the local machine
Document Types [7] Suspend the Auto Import service when Capture is active
Storage Auto Import Service Status
Processing File Sets: 0 Queued File Sets: 0
Auto Impaort
Location Status
Retrieval BHENSLEY-LAPTOP i fwailable
EXECUTIVET Available
Batch Manager
Shared Counters
\icawes | Advanced | | Detils |
[ Apply ] [ Save ] [ Cancel ]
Local Auto Import Service
To enable the Auto I mport service the | ocal PC chec
mode checking this box will allow the ACapture Serv

Auto Import servicewhenCa pt ur e wil sugpent any ieptogress work when the user enters the

Product and will automatically resume once the user leaves the Product.
Auto Import Service Status

AProcessing File Setsdo shows the number of file set
shows the number of file sets which are queued up awaiting an available PC to be processed. i Qu e u e d
File Setsodo are managewhiclhpassassbet Capeseef BBeereverts to a

The ALocationd (computer name) and AStatusodo of each
shown.

NOTE: error messages are displayed on both the above configuration screen and on the details - auto

import summary screen below.

28



Auto Import Advanced Settings

& Auto Import Advanced Settings (=

[¥] Impersonation Enabled
User Name
user

Password

Domain
psigen

Impersonation allows the Auto Import process to access local and network resources using an
alternative set of credentials. Otherwise the Auto Import process will use the credentials specified in the

Platform Services service\properties\logon tab. NOTE: Setting Impersonation may have unexpected
results and should only be set by a qualified IT Professional.

Details i Auto Import Summary

Auto Import Summary
Monitored Directories
Document Type Monitored Directory Interval(min)
network po \\Everest\psirzid\Test Files\bruce test Default
PO Demo No Monitored Directories Default
PO Demo - Auto Import C:\Users'\bhensley.PSIGEN \Desktop\Demo PO Barcode Default
PO Demo 2 - Auto Import C:\Users'bhensley PSIGEN!Desktop\Demo PO Zone Default
Suspended File Sets
Document Type Suspended Files Next Retry

Monitored Directories

The screen displays which Document Type, the path to the Monitored Directory and the Interval in
minutes. The default time is 30 seconds.

Suspended File Sets

This screen displays any File Sets have been suspended by Document Type, directory paths of
suspended files and the next retry time.
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Retrieval

(79 Configuration (3]

Capture Server Configured Repositories

Name ’ Directory
Document Types !

Storage

Auto Import

Batch Manager

Edit
Shared Counters Edit

Viewer

Repository Definition

< Repository Definition @

Repository Information

MName My Repositories
Repository Type MNetwork IE'
Annotation Storage Type 2500w is =Rl BLiil u

Repository Location

Repository Directory | WComputer Name\Share Name

| Save || Cancel |

The Retrieval Module is an optional module which contains a repository. The user may search this
repository by index information or by using its full text search capabilities. Annotations may be saved
inside (as part of) the TIFF file or as a separate file. This module only supports TIFF images and is

primarly used by users to query what has already been scanned when they do not have access to a
Document Management System.

Batch Manager
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{{ Configuration (3]

Capture Server Batch Manager Settings

(@] i i
D Tunan || Require unique Batch names

Default Batch Manager tab:

Storage [ Hide Local Batch Manager tab

Auto Import Batch Import/Export Settings
: Default Batch Export Directory
Retrieval
Batch Manager Default Batch Import From Directory

Shared Counters Default Batch Import To Directory

Viewer

Batch Manager Settings
Require Unique Batch Names

S e | e cReguirgunidue Batchnamesd c¢c hec ks e a inthe bataht namagento ensure that no

two batches have the same name. If the user configures this on the Capture Server this setting affects

all shared batches created from Network Stations. However, if the desired affect is for both Local and
Shared batches to ARequire unique Batch naKRGIEO t hi s
even in a Capture Server environment there are always the LOCAL batch manager on that PC and the

SHARED batch manager on the Capture Server.

Default Batch Manager Tab

Select either LOCAL or SHARED this causes the Select Batch screens to default to the selected tab.

Select Batch

= Batch Name o Document Type 7 Workflow Step 7 Workflow Progress

Hide Local Batch Manager tab
Selecting this feature hides the Local tab in Batch Manager and on the Select Batch Screens.
Batch Import/Export Settings
These settings affect the File\Export Selected Batches default options in the Batch Manager Module.

Default Batch Export Directory
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Select the directory(storage location) that will be the default directory which a batch (batch DB, Images,
Folders, etc) are exported to.

Default Batch Import From Directory

Select the directory(storage location) that will be the default directory which a batch (batch DB,

Images, Folders, etc) are imported from.
Default Batch Import To Directory

Select the directory(storage location) that will be the default directory which a batch (batch DB,
Images, Folders, etc) are imported to.
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Shared Counters

& Configuration (=)

Capture Server Shared Counters

Counter Name Counter Value
PO Endorser 1234

Document Types

Storage

Auto Import

Retrieval

Batch Manager

Shared Counters

Viewer

[ Apply ][ Save ][ Cancel]

Shared Counters

The user can define counters which are shared across stations for use in auto numbering fields in Index
Data Fields, Bates Stamping or Imprinting.

Add Counter

Add a new counter by entering a Display Name and an Initial Value

\{ Add Counter [E3m]
Display Name Initial Value
PO Endorser 1224] [

oK || Cancel |

Remove Counter

Highlight the counter to be removed and select remove
Reset Counter

Highlight the counter to be reset and select reset. This will set the value to 0.
Enter New Counter Value

Highlight the counter to be changed and enter a new value

'(. Enter new counter value [ =2

1234

| ok || cancel |
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Viewer

K‘ Configuration [3a)
Capture Server | Image View Settings
Doc t T
Document Types tenent Sype | PO Demo E]
Module Name Display Mode
Storage Capture S|mplex E
Quality Assurance Simpl v
Auto Import o S sl
Index Simplex v
Beieval Retrieval Simplex =
Batch Manager
Shared Counters
: \/ie.\’l‘er :
[ Apply ][ Save ][ Cancel

Image View Settings

The user must first choose a Document Type and then the Module Names of the workflow steps are
presented. The user may then select the drop down box in the Display Mode column next to
eachworkflow setp and set the Display Mode to either A Si mpl ex 06 or ADupl exo.
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Document Type Configuration

Overview

Document Type Configuration is the most important part of configuring PSIl:Capture. Correct

setup of Document Types is essential to a successful capture solution. A poorly defined Document
Type can add unnecessary work that slows the process. The good news is that configuring and fine

tuni

ng

document

types is

easy. A

common

approach

document type configurations for testing with sample documents, folders, boxes, fiche, film, etc.
Document types needing minor or major changes can be edited or easily copied to create similar types,
and modified as projects move from pilot phase to full production.

Configured Document Types

To configure Document Types, select the Document Types tab from the Configuration Module:

L Configuration

Capture Server

Document Types

Storage

Aurto Import

Retrieval

Batch Manager

Shared Counters

Wiewer

Configured Document Types

||
Name Description Created - Ldd

Auto Recognize Aftempts to automatically identif |07/28/2005 || _ -
Adams 0B/23/2007
AMVAC T-Box 04/09/2008
ASCEMNSION Ascension Cemetary 07/28/2008

Delete
Attorney 08232007
BATES IMPORT 02/28/2009
Bruce test 0B/23/2007 Update
Bruce Test2 04/11/2008
CITGO CITGO Petroleum Disc Archivin | 11/01/2007 -

Import
CITI 02/06/2008
Clisnt filss 04r202009 | | | Export

Apply J [ Save l I Cancel I

The buttons to the right of the list allow the user to Add a new Document Type, Edit an existing
Document Type, Copy an existing Document Type, Delete an existing Document Type, Update
processing instructions on existing batches, and Export/Import Document Types as an XML file, for re-
use on other PSI:Capture Systems.

Copy, Delete, Update, Import and Export are covered in the System Configuration under the
Document Types Tab
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Add

To add a new Document Type, press the O0Adddé button
open and walk user through the process of creating a new Document Type.

New Document Type Options

\{ MNew Document Type Options [E3m]

(™) Start with blank Document Type

@ Add Document Type from [emplate |

Mame Description
ApplicationXtender Template Creates a new Document Type based on an ApplicationXtender Application.
CabinethG Template Creates a new Document Type based on a CabinethNG Cabinet.
Database Table Template Crestes a new Document Type based on a Database Table.
FileBound Project Template Crestes a new Document Type based on 3 FileBound Project.
Microsoft Sharepoint Template | Creates a new Document Type based on & Sharepoint Document Library.

SentryFile Template Creates a new Document Type based on a SentryFile Cabinst.
SpringCM Template Creates a new Document Type based on a SpringCM Document Type.
Create ] [ Cancel

Start with blank Document Type
The user may select AStart with blank Document Type
Add Document Type from Template

SelectiAdd Document Type from Templated which Q@ncd | as
these credentials are entered the program will attempt to configure all index field definitions including

name, type, size and if it is required, any lists of items which may be allowable for each field, and
depending on which one is selected workflow and security related items are also obtained from the

selected system.

EDIT

Highlighting an existing Document Type and selecting edit takes the user to Document Type
Configuration (Step 1 of 9).
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Document Type Configuration (Step 1 of 9)

General Information

Step one of the Document Type Configuration allows the user to enter preliminary information about a

particular Document Type.

(£ Document Type Configuration (Step 1 of 9)

General Information

Document Type Information
MName
Description

Allowed Roles All Users, Administrator

Batch Storage Options
Storage Location
Batch Naming Method @ Automatic

Batch Type @ Local

Batch Retention Options
‘when closing Batches: | Keep Batch

Image Storage Options

Grayscale Image Storage Format

Color Image Storage Format

Cancel

Manual

Shared

[=]

Black and \White Image Storage Format | TIFF - CCITT4 Compression lz‘
TIFF - JPEG Compression
TIFF - JPEG Compression

|Z| Mew

Custom

[+] JPEG Quality 7515
[+] JPEG Quality 7518

s Next =

Document Type Information

Name

The Document Type name will be displayed throughout program including the Batch Manager and
Batch Select screens. For this reason, it should be as descriptive as possible of the Documents that will

be capturedusi ng t hi s

Document

Type.

name is unigue and cannot be duplicated on another Document Type

Description

The Document Type description field allows the user to give a more complete description of a

Exampl es:

nvilbs ces,

Document Type. This can be useful if there are multiple Document Types with similar Names. The

description will be displayed along with the Name when selecting a Document Type in the Configured

Document Types portion of the Document Types Tab.

Allowed Roles

Roles are defined in the Security Module, and which roles can access this Document Type or which
portion of this document type can be selected here or in the Security Module.
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Enable Auto-Import

Enabling Auto-import allows for the monitoring of one or more local, network or WebDAV folder
location. These folders may be populated by MFP devices, network scanners, Fax s er ver 6 s
devices which produce tif, pdf, jpg, bmp, png or other data file types. supported in Document Type
Configuration (Step 6 of 9)/Data File Indexing

Settings

& Auto Import Settings: PO X

Settings | Notification

Lato Import Options
Minimum Time Between Sessions (In Minutes) 0

Menitor Subdirectories

Manitored Directories

Add Directory
Directory Type: @) Local or Network SharePoint (WebDAV)

Path

)

Mote: Mapped drive paths will be automatically converted to UNC paths when Add
adding

Auto Import Options
Minimum Time Between Sessions (in Minutes)
The default is set to 0 minutes but is actually about 30 seconds.
Monitor Subdirectories

Selecting this option will cause the system to monitor all subdirectories which fall under the monitored
directories.

Add Directory
Directory Type: Local or Network
Select the Path to monitor.

The user can add one or more directory paths or UNC paths to monitor for each document type. NOTE:
It is recommended that UNC paths be used where possible. If more than one station in Standalone
mode or if two different Capture Servers attempt to monitor the same directory only the first one coming
up will be able to monitor that directory.
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Directory Type: SharePoint (WebDAV)

Add Directory
Directory Type: Local or Network @) SharePoint (\WebDAVY)

Server ! Path

User Name Password

Enter the Sever/Path ex. http://mysharepoint.domain.com/document library name
Enter the User Name and Password then select Add.

NOTE: Dragging files into a WebDAYV folder will NOT make the files available to Auto
Import. These files must be Published.

Notification

& Auto Import Settings: PO b
Seftings | Maotification

Awailable Notifications Add Subscribers Email Addresses
Auto Import: Session Started | help@help.com
Auto Import: Session Completed Remove
Auto Import: Session Summary

Auto Import: Errer

Save | | Cancel

Notification

Add or Remove email addresses for one or more of the Available Notifications areas in which a user
desires notification. This section is for the configurations of this Document Type at a granular or
department level. The Configuration of the Mail Server MUST be completed in the Configuration
Module\Capture Server Tab\Advanced Settings\Mail section before this feature will work as desired.

NOTE: notification for Exception processing can be configured in Document Type Configuration
(Step 2 of 9) as it is not for Auto Import only but for any configuration type.
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Batch Storage Options

Batch Storage Options

Storage Location Training Scanned I Maote: When using a Shared
g E Batch Manager, ensure the
Batch Naming Method @ Automatic Manual Custom Setup | selected Storage Location is

accessible by other stations
captureserver using this Document Type.

Batch Type Local @ :

Storage Location

The Storage Location specifies the directory that new Batches will be stored in when captured using

this Document Type. It is recommended that a different Storage Location be used for each Document

Type. Specify a Storage Location by selecting one from the drop down list o r by selection
NOTE: Storage Locations can also be definedint h e A S tab ondhg Bld@in Configuration Dialog as

covered in the System Configuration Storage section of this manual.

New

A new Storage Location can be defined by pressing the 6 Né w b y twhich will open the Storage
Location Definition dialog below. When the new Storage Location is saved, it will be added to the list of
Storage Locations and will be automatically selected for the user.

{{ Storage Location Definition (==l

Storage Location Information

MName My Storage

Storage Type  Network =
Storage Location

Storage Directory | \\COMPUTER NAME'\Share Name| Browse...

Save ]| Cancel |

Storage Location Information

When adding a storage location the use must Name this location and choose the storage type (Local or

Network). Only use |l ocal when running in AStand Al o
Storage Location

Storage locations maybe be either UNC path as shown above or mapped drive. NOTE: selecting a
drive by using the Browse button\Network\Computer\s har e wi | | pl ace the UNC pat
Directoryo field. I't is Strondleyn sgwqnod sntge d nt haa tih Cyapu

Server o/ oNetwork Stationo environment.
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Batch Naming Method
This function allows the selection of how a Batch is named when it is created.
Automatic

Automatic Batch naming will use the current date and time to generate a unique batch name
automatically. The batch name can still be changed when Batches are created. The default automatic
batch naming format is yyyymmdd.hhmmss

Manual
Manual Batch naming requires the user to enter a Batch name when the Batch is being created.
Custom

Custom Batch naming allows user to define multiple batch name templates based on formatted dates
and constant string values. When creating a new batch, the user will then be able to select the Batch
name from the list created for the defined templates.

Setup

The example below will cause the batch name for this Document Type to be like 01012008 BIG JOB
BOX |. The user could then key only the box number ie. 123t o0 cr eat e a batch
JOB BOX 1230.

L Batch Custom Naming Configuration 3]
Custom Batch Names
Description Preview Add

k7| My Batch Name <Create Date(MMddyyyy) = BIG JOBBOX
— Remaove
Sections for Current Batch Name

Section Type Section Value Format Add Date

»
|| Constant BIG JOB BOX
Save ] l Cancel
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Batch Type

This section specifies whether Batches of this Document Type will be stored in the Local Batch
Manager on the PC that creates the batch or the Shared Batch Manager on the Capture Server.

Local

Choosing Local will cause this Document Types Batches will appear on the Local Tab in the Batch
Manager and Batch Select Screen.

Shared

Choosing Shared will cause this Document Types Batches will appear on the Shared Tab in the Batch
Manager and Batch Select Screen. Additionally, the name of the Capture Server defined on the

Capture Server Tab of the Configuration Module.

Batch Storage Options

Storage Location Scotts Test New | Mote: When using a Shared
|Z| Batch Manager, ensure the
Batch Naming Method @ Automatic Manual Custom Setup | selected Storage Location is
accessible by other stations

using this Document Type.

Batch Type Local o captureserver
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Batch Retention Options

Batch Retention Options
Wwhen closing Batches: | Dalete Batch E Immediately @ After B 5| days

Batch Retention Options define what happens to the complete Batch directory when Batches are
closed out of the program after the last workflow step is completed. NOTE: The Batch directory may
contain all or most of the following: the batch database, recycle bin for the batch, blank pages detected
at capture time, the batch images and any OCRed files contained in the batch. Keeping or Archiving the
Batch allow the user to re-process the Batch without rescanning.

When closing Batches
Keep Batch

The Batch directory which will be kept and each batch will be marked as closed in Batch Manager.
Archive Batch

The Batch directory will be archived to the specified archival directory either immediately or after the
user specified number of days. When archived, the Batch will also be removed from the Batch
Manager but may still be imported back in at a later date by the user.

Delete Batch

The Batch directory will be deleted and the Batch removed from the Batch Manager either immediately
or after the user specified number of days.

Immediately

Selecting this option will cause batches to be deleted or archived depending on which was selected
above as soon as the batch is closed from Batch Manager.

After

Selecting this option will cause batches to be deleted or archived depending in the number of days
entered and the selection made above once the batch is closed from Batch Manager.

Archive Directory

Select the directory to move the complete contents of the Batch to upon it being closed from Batch
Manager.

43



Image Storage Options

Image Storage Options

Black and White Image Storage Format | TIFF - CCITT4 Compression |E|
Grayscale Image Storage Format TIFF - JPEG Compression |E| JPEG Quality [
Color Image Storage Format TIFF - JPEG Compression |E| JPEG Quality [

Black and White Image Storage Format

This is the format that images in black and white will be stored in while inside the product. NOTE: This
is NOT necessarily the place to define the final output choice but may play a role in what is possible.
The default is TIFF 7 CCITT4 (group 4 tiff). Other choices are TIFF i CCITT3, TIFF T LZW, TIFF i
RLE or TIFF T No Compression.

Grayscale Image Storage Format

This is the format that images in grayscale will be stored in while inside the product. NOTE: This is
NOT necessarily the place to define the final output choice but may play a role in what is possible. The
default is TIFF i JPEG (JPEG v7). Other choices are TIFF i Pack Bits, TIFF i LZW, or TIFF T No
Compression.

JPEG Quality

When selecting TIFF - JPEG Compression for Grayscale Image Storage, user can specify the JPEG
Compression Quality ranging from 0 (lowest quality) to 100 (highest quality). The default is 75. Setting
this setting higher will increase the size of the file.

Color Image Storage Format

This is the format that images in Color will be stored in while inside the product. NOTE: This is NOT
necessarily the place to define the final output choice but may play a role in what is possible. The
default is TIFF 7 JPEG (JPEG v7). Other choices are TIFF i Pack Bits, TIFF i LZW, or TIFF i No
Compression.

JPEG Quality

When selecting TIFF - JPEG Compression for Color Image Storage, user can specify the JPEG
Compression Quality ranging from 0 (lowest quality) to 100 (highest quality). The default is 75. Setting
this setting higher will increase the size of the file.
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Document Type Configuration (Step 2 of 9)

Additional General Information

Step two of the wizard asks for additional general information about the Document Type.

L Document Type Configuration (Step 2 of 9)

S

General Information

Archiving Options
Archive Imported Files [
Archive Directory

Expected Count Validation Exceptions Processing Options
@ Mo Validation Expected Batch Totals Allow Rejection of: Batches
Total Folders - Folders
() Validate Batch Totals | _ = Dacianents
otal Documents

) Validate by Level Total Pages ; S

Archive Subfolder Option
Other Options
["] Show Batch Summary when closing Batches Zone OCR Engine
["] Auto Print Batch Summary when closing Batches from Capture Module Enhanced E
[] Allow Multiple Records per Decument when Indexing
Backup deleted Folders, Documents and Pages to Batch Recycle Bin directory
[] when importing PDFs., use copy of source file as OCR document
Allow Batch overrides when creating Batch [7] Copy Index values when splitting Documents/Folders
Cancel < Finizh

Expected Count Validation

These settings validate batch document size and structure, which can enforce consistency on an entire

project.
No Validation (default)
Validate Batch Totals

Expected Count Validation
Expected Batch Totals

(7) No Validation
Total Folders 0
@ :Validate Batch Totals =
Total Documents 0rs
() Validate by Level Total Pages 0
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Expected Batch Totals

The user can select Total Folders, Total Documents, and Total Pages expected. If for example total
pages are set to 250 and the user tries to close the batch in the Capture Module after capturing 245
pages; the user will be warned that the system expected 250 but only captured 245. At this point the
user may proceed to the next module (close batch), suspend the batch or capture 5 more pages.

Validate by Level

Expected Count Validation
Expected Batch Totals by Level

Mo Validation
Folders per Batch 4
Validate Batch Totals ~
Documents per Folder 10=
L Pages per Document 41

Expected Batch Totals by Level

In the example above the user is requiring that each batch of this Document Type have 4 Folders per
Batch each having 10 Documents per Folder each containing 4 Pages per Document.

Exceptions Processing Options

Exceptions Processing Options
Allow Rejection of: [ Batches
| Folders

| Documents

Matification: Configure

Allow Rejection of: Select the level in which the user would like to allow manual exception

processing to occur using the reject button in certain modules. Conversely the user can choose to force
batch integrity by un-checking all of these.

Notification: Configure
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Exception Notifications: (doc type name)

& Exception MNotifications: PO |2 |

Matification

Ayailable Notifications . Subscribers Email Addresses
Batch Rejected :
Excception Batch Created Remaove
Document Rejected
Document Rejected (with attachment)

Save || Cancel

Notification

Available Notifications
Batch Rejected - Notification is sent when any batch is rejected from a workflow step.
Exception Batch Created - Notification is sent when an exception batch is created.
Document Rejected - Notification is sent when a document is rejected from a batch.

Document Rejected (with attachment) - Notification is sent when a document is rejected from a

batch and the rejected document is attached to the email.
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Archiving Options

Archiving Options

Archive Imported Files

Archive Directory \CAPTURESERVER\S-Drive
Archive Subfolder Option | Batch Name =]

Archive Imported Files

Selecting this checkbox Archives files that are captured using the import or auto-import function.
Archive Directory

Key in a valid path or Browse the local or network file system to select the location for the archive.
Archive Subfolder Option

The drop down list provides the following options:

No Subfolders T all archived files will be put directly in the selected Archive Directory

Batch Name i archived files will be put in a subfolder within the Archive Directory labeled the batch
name they were imported into.

Import Date i archived files will be put in a subfolder within the Archive Directory named with the date
on which they were imported.

Import Date/Batch Name 1 archived files will be put in a subfolder within the Archive Directory named
with the date on which they were imported and then in a child subdirectory labeled the batch name they
were imported into.

Other Options

Other Options
[] Show Batch Summary when closing Batches Zone OCR Engine
[] Auto Print Batch Summary when closing Batches from Capture Module Enhanced |E|

[T Allow Multiple Recerds per Document when Indexing

Backup deleted Folders, Documents and Fages to Batch Recycle Bin directory

[] \hen importing POFs, use copy of source file as OCR document

Allow Batch overrides when creating Batch [T Copy Index values when splitting Documents/Folders
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Show Batch Summary when closing Batches

Selecting this option causes the program to display the Batch Information Summary dialog whenever
the Batch is closed out of a Module. The Batch Summary displays information about the current Batch
as seen below.

Batch Name: | 20080910.080519 'w] [7] High Priority Batch
Workflow Step: | Batch Completed ?J Suspended Batch
Batch Fields

No Batch Index Fields Defined

Batch Totals

Total Folders 1 |  Total Documents 1| Total Pages 10

Batch Summary

Document Type: PO

Batch Folder ' ‘.";E-.'erarpsnrvald \C aplure Siorage"deBOSi 0.080519
Created 9/10/2008 8.05:19 AM

Auto Print Batch Summary when closing Batches from Capture Module

Selecting this option causes the Batch Summary information to be printed to the default printer that is
defined on the station that closes the Batch from the Capture Module.

Zone OCR Engine
Choose the OCR engine that is to be used for this document type during Zone OCR.
Allow Multiple Records per Document when Indexing

Selecting this feature enables the user to create multiple index records for one Document. This can be

useful if, for instance, you are scanning checks that pay more than one invoice number and a record is

desired for each invoice number it pays. So that in the Document Management system the end user

may search by invoice number and see the check or check number and see all invoice numbers that

the check in question paid. There are two parts to this feature the first is for manual indexing which is

discussed in the Index Module Operations section of this manual and the second is if this option is

enabled in conjunction withthe A Cr eat e a Document Record for Each Re
is also selected in the Lookup Configuration function in Document Type Configuration (Step 6 of 9)
Advanced Indexing.
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Backup deleted Folders, Documents, Pages to Batch Recycle Bin directory

This option is selected by default and causes items deleted to be placed in the Recycle Bin directory of
that Batches storage location. The contents of the Recycle Bin for the current Batch can be viewed by
clicking the Recycle Bin icon on the QA toolbar in the Capture and Quality Assurance modules. They
are stored as in the examp-R60 8boe | otvh:e nt hwei tbhaitnc ht hies RieA
by folder A20080826.1205504040d8, fbgadbgumegnpadge@0noo0o0e6

ASC48-26-08
20080826.12055041
Deleted Blanks
Recycle Bin

20080826.12055041
00000061

When Importing PDFs, Use Copy of Source File as OCR Document

Enabling thisoptionc opi es t he source PDFb6s to the specified C
batch database so that it appears that the PDF conversion feature of OCR has already been run on the
Document.

Allow Batch overrides when creating Batch

This option is selected by default and allows certain Document Type settings to be overridden when
creating a new Batch in the Capture module. The overrides include: 1) Modifying Expected Count
Validation and 2) Changing pages per document for fixed length separation.

Copy Index values when splitting Documents/Folders

When splitting Documents or Folders select this options if you would like the values which have been
collected to be copied to the new object's index fields.
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Document Type Configuration (Step 3 of 9)

Separation Options

This step allows the user to define methods by which to separate Documents and Folders during
Capture. This is a very powerful tool that when scanning many documents at once allows the program

to determine when to begin a new Folder and/or Document occurs.

The user can easily create a

structured Batch containing multiple folders and multiple documents. Setting up multiple profiles allow
the user the ability to change which type of separation method occurs based on triggers.

Document Separation

\{ Document Type Configuration (Step 3 of 9)

Separation Options

Document Separation Folder Separation
Profile Name Type Has Trigger Add
Separation Profile Yariable Length Documents Mo =
Clear
Cancel < Previous | [ F
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Document Separation Profile

Profile
Document Separation Profile @
Trigger
Profile Options
Mame: Fixed Length Documents - 1 page each
Separation Type:
Mone @ Fixed Length Documents Wariable Length Documents se Script Edit Script

Fixed Length Separation Options

Pages Per Document: 155

Document Separation Options

Keep Document Sep

Delete back of Document Separator Sheets

[ ok || cancel |

The following document separation options are available
None

Default i The program will not attempt to perform any separation of documents. All pages that are
captured will be placed in one document.

Fixed Length Documents

Select this option if all of the documents that will be captured using this Document Type have the same
page count. When selected, user will be able to specify how many pages each document should have.
The program will automatically create a new document when the current document reaches the
specified page count.

Variable Length Documents

Select this option for documents that do not have a fixed page count per document and need to be
separated. In order for the program to separate the documents and create new documents, it is
necessary to specify the method by which the user wants the documents to be separated.
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The user may choose from the following options:

Separate on any Barcode i any barcode read will cause separation

Separate on specific Barcode values and patterns i regular expressions can be used to create a
desired pattern. If a barcode is read and matches the pattern then separation occurs.

' Document Type Configuration (Step 3 of 9) (3]

Separation Options

Document Separation Folder Separation
") None () Fixed Length Documents (@) Variable Length Documents [ Use Script E
‘ariable Length Separation Options
Separator: Separate on specific Barcode values and patterns |Z|
Zone to search: | <Entire Page> |Z| Define Zones
Barcode Value(s) to Add: Barcodes Values to Separate On

Add 950008 Edit

Hint: To add multiple values at once. enter [C] Match Case
one value per line or separate with commas.

Document Separation Options
Keep Document Separator

[T iDelete back of O Separator Sheets

< Previous I I Mext > =

Help

Pattern Matching Help
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