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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 

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 called óEnterprise Content Managementô, or óECMô. 
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PSI:Capture Modules - Overview 

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 detection, etcé) and file system capture 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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 Quality 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, the user may ñdrag and 

dropò pages, documents or folders to insure that the images are in the preferred order.  

 

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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Data View 
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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 Module - Overview 

OCR is an acronym for Optical Character Recognition.  The core of the OCR module is a órecognitionô 

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 userôs choice. 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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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 ASCII 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 
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Database Migration Configuration 
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Reporting Module Overview 

The reporting module brings powerful óbusiness intelligence for captureô 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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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.  
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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 

 

Document Types 
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Storage 

 

 

Auto Import 

 

 

 

 

Retrieval 
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Batch Manager 

 

 

 

 

Shared Counters 
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Viewer 
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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. 
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System Configuration 

 

Capture Server Tab 

 

Capture Station Operating Mode 

In this tab the user will define which ñCapture Station Operating Modeò to operate in. It will by default, 

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 ñCapture Serverò all other stations would likely be set to be Network 

Stations. NOTE: that when selecting ñNetwork Stationò you must fill in the name or IP Address of the 

ñCapture Serverò. These stations communicate via port 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. 
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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. 
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Notification 

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

desires notification. 

 

Available Notifications 

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

address. 

 AutoImport  

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. 
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Document Types Tab 

 

Add and Edit 

These options are covered later in the Document Types Configuration 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.  

 

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 ñCompleted flag for steps after the newly selected stepò. This flag would 

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 

 

Begin Update 

Select Begin update and the system will checkout each batch and update it. The status will be one of 

the following: ñPendingò (black), ñProcessingò (blue), ñUpdate Completeò (green), ñError Checking Out 

Batchò (red) and ñError Updatingò (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. 
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Storage 

 

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

the Delete button. 

Add or Edit 

 

 Storage Location Information 

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

Network). Only use local when running in ñStand Aloneò mode. 

 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\share will place the UNC path in the ñStorage 

Directoryò field. It is Strongly suggested that you use UNC paths when running in a ñCapture 

Serverò/òNetwork Stationò 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 

 

 

Local Auto Import Service 

To enable the Auto Import service the local PC check this box. If the system is in ñCapture Serverò 

mode checking this box will allow the ñCapture Serverò to feed this station work. Selecting ñSuspend the 

Auto Import service when Capture is activeò will suspend any inprogress work when the user enters the 

Product and will automatically resume once the user leaves the Product. 

Auto Import Service Status 

ñProcessing File Setsò shows the number of file sets currently being processed. ñQueued File Setsò 

shows the number of file sets which are queued up awaiting an available PC to be processed. ñQueued 

File Setsò are managed by the Capture Server which passes out these file sets to available PCôs. 

The ñLocationò (computer name) and ñStatusò of each PC that has enabled the Auto Import service is 

shown. 

 

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

import summary screen below.
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Auto Import Advanced Settings 

 

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 ï Auto Import Summary 

 

 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 

 

 

Repository Definition 

 

 

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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Batch Manager Settings 

 Require Unique Batch Names 

Selecting ñRequire unique Batch namesò checks each batch within the batch manager to 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 ñRequire unique Batch namesò this setting needs to be set on each station. NOTE: 

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. 

 

 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 

 

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 

 

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 
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Viewer 

 

 

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 ñSimplexò or ñDuplexò. 
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Document Type Configuration 

Overview 

Document Type Configuration is the most important part of configuring PSI: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 

tuning document types is easy. A common approach is to kick off projects by creating óworkingô 

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: 

 

 

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 óAddô button.  The Document Type Configuration wizard will 

open and walk user through the process of creating a new Document Type.  

New Document Type Options 

  

 

Start with blank Document Type 

The user may select ñStart with blank Document Typeò which will then take them to Step 1 below or  

Add Document Type from Template 

Select ñAdd Document Type from Templateò which will ask for credentials to the selected type. Once 

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 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 captured using this Document Type. Examples: Invoices, Purchase Orders, Mikeôs Documents. This 

name is unique 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 

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 serverôs or other 

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 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) 

 

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 WebDAV folder will NOT make the files available to Auto 

 Import. These files must be Published.  

Notification 

 

 

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 

 

 

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 or by selection ñNewò.  

NOTE: Storage Locations can also be defined in the ñStorageò tab on the Main Configuration Dialog as 

covered in the System Configuration Storage section of this manual. 

New 

A new Storage Location can be defined by pressing the óNewô button, which 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 Information 

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

Network). Only use local when running in ñStand Aloneò mode. 

 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\share will place the UNC path in the ñStorage 

Directoryò field. It is Strongly suggested that you use UNC paths when running in a ñCapture 

Serverò/òNetwork Stationò 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.123 to create a batch name ñ01012008 BIG 

JOB BOX 123ò. 
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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. 
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Batch Retention Options 

 

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. 
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Image Storage Options 

 

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 ï CCITT4 (group 4 tiff).  Other choices are TIFF ï CCITT3, TIFF ï LZW, TIFF ï 

RLE or TIFF ï 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 ï JPEG (JPEG v7).  Other choices are TIFF ï Pack Bits, TIFF ï LZW, or TIFF ï 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 ï JPEG (JPEG v7).  Other choices are TIFF ï Pack Bits, TIFF ï LZW, or TIFF ï 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. 

 

 

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 
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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 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 

 

 

 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) 

 

 

  

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 

 

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 ï all archived files will be put directly in the selected Archive Directory 

Batch Name ï archived files will be put in a subfolder within the Archive Directory labeled the batch 

name they were imported into.  

Import Date ï 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 ï 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 
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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. 

 

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 with the ñCreate a Document Record for Each Record Returned from a Lookupò 

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 example below: the batch is ñASC 4 8-26-08ò, then within the Recycle Bin directory 

by folder ñ20080826.12055041ò, by document ñ00000061ò and finally by page ñ00001.tifò 

 

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

Enabling this option copies the source PDFôs to the specified OCR directory and creates pointers in the 

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 
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Document Separation Profile 

 Profile 

 

The following document separation options are available 

None 

Default ï 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 ï any barcode read will cause separation 

Separate on specific Barcode values and patterns ï regular expressions can be used to create a 

desired pattern. If a barcode is read and matches the pattern then separation occurs. 

 

Help 

Pattern Matching Help 

 


