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PURPOSE

Information is exploding in quantity. As much as 80% of the data you need
today is unstructured - not found in a relational database. It can include
images, paper based documents, forms, CAD/engineering drawings,
enterprise reports, e-mail, or anything hard-to-access and utilize.

Evolusoft accelerates your necessary enterprise operations by developing
software to store, access and utilize your unstructured data.

Our impact is immediate. Information you need is available when you want it,
wherever you are. Our products are useful. Their value clearly grows every
day. Our knowledge continues to advance - as we find increasingly effective
information management solutions through our ongoing commitment to
research and development.

This User’s Guide will provide you with general information about document
management, images, and describes the characteristics of the Evolusoft
Automated Input Module, it explains how to install the software, and
teaches you how to accomplish several batch processing documents between
this product and DocuManager or Secure Archives application server.
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INTRODUCTION

Batch scanning is the technique that consists of placing a stack of documents in a
scanner input tray and scan a group of logically connected documents together in
folders or documents. Evolusoft Automated Input Module (AIM) offers several
solutions for batch scanning.

Batch scanning software is designed to allow scanners to run unattended and create
certain levels of automatic indexes. These values are used to create primary index
information.

It is usually more cost effective to spend time preparing and batching the documents
prior to scanning (studies show that people can batch 750 - 1,000 sheets an hour
depending on the levels of activity needed -- remove from envelopes, unfold, remove
staples and some repair) and then scan the extra pages, instead of scanning and
looking at each document for indexing.

Scanners takes around 1-3 seconds per page to digitize the document, by the time
the operator has looked at the image and located and keyed the index data, 20
seconds may have passed. In this time another 6-19 pages could have been
scanned.

AIM is an extension for Secure Archives® that operates popular TWAIN scanners to
capture documents and uses optical character recognition (OCR) to create index key
values from images.

The program allows OCR on zone and automatic index for Secure Archives® or
DocuManager® management software.

AIM is a software product sold as an add-on module to Secure Archives® or
DocuManager® applications. It enables documents to be scanned locally,
automatically indexed with OCR for fast retrieval, then you can transfer this package
of documents on the moment or you can schedule for transferring later on, in order
to be copied directly to your Secure Archives® or DocuManager® server.
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AIM Index Retrieval

Indexes are easily created by several methods:

1.
2.

Enter keywords in each image's index field.
Use the integrated OCR zoning to automatically enter data from similar forms
into fields.

3. Read Word, Excel, XML and Text documents to import documents and get
index values.

4. Extract data from most common Databases through ODBC Connections.

5. Scans multiple checks and fills out indexes using MICR technology (Magnetic
Ink Character Recognition) with check scanners.

Features

e Fast mid-range scanner models at speeds up to 40 pages per minute. Single-
side (simplex) and double side (duplex) scanning.

e Unattended, automated batch scanning operations.

e Monochrome (grayscale) and color scanning.

e Automated batch indexing: Advanced on-the-fly OCR functions.

e Converting page zones into data fields.

e Fills out indexes using MICR technology (Magnetic Ink Character Recognition)

using check scanners.
OCR text files are automatically linked to the original image.
You can setup a scheduler to transfer the package to your application server.
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How the Guide is organized

This guide is organized on basic step-by-step instructions in order to provided all
users with a fast learning time to perform most of the batch scanning procedure.

It also has each all image window that the original application has. This is to be
easily followed up instruction guide.

This guide has been developed into 9 chapters, each one has all necessary details
from the AIM application in order to provide you with all information needed to
take all advantages from this product.

Chapter 1 and Chapter 2 will guide on the installation and uninstall of the
Automated Input Module on step-by-step procedures showing you all windows
information with all the details clearly explained that you would see during this
process.

Chapter 3 will take you into the first step to the Automated Input Module. You
will see how you must configured this application in order to be able to connect it
to the DocuManager® or Secure Archives® application server. We will go
through the process of login and log out from this application server.

Chapter 4 we will go into our first working session explaining every aspect it, also
we will explain how to work with the file structure in order to understand how to
interact between the client side and the server side.

Chapter 5 we will explain what are a templates and all information related to it.
Since it is the base for the batch scanning process this is a very important
chapter of this guide. Also we will go trough the process of creating a Batch
Template by going on a step-by-step procedures with all window images. We will
go into the process of modifying, deleting and assigning a batch template.

Chapter 6 will explain what are inputs and the different from a batch. When we
need to use an input. Also we will go trough the process of creating an Input
Template by going on a step-by-step procedures with all window images. We will
go into the process of modifying, deleting and assigning an input template.

On Chapter 7 and Chapter 8 we will create a batch and an input package in order
to be able to work on each aspect of a real working session. We will go trough
each part including transferring and scheduler a package transfer.

On chapter 9 we will work on the Transfer log and what happens when we
transfer an erroneous file package to the application server. How can we retrieve
these bad packages and correct them and send back again.

We hope that you get all the advantages of this product. Remember that all this
instructions and descriptions contained in this document we accurate at the time
of printing. However, succeeding products and documents are subject to change
without notice.
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Requirements

To use this product you need to be familiarized with the Microsoft Windows operating
system version 98, 98 Second Edition, Millennium, Windows 2000 Professional. Or if
you are using or will use any printer or scanner, you must also know how to connect
and operate the device.

Also you will require the installation of Imaging for Windows Professional Edition 2.6,
which should come on the installation CD that comes with this software.

Microsoft Office 2000® is also a requirement for this product, since Evolusoft AIM
will use some special files that only comes with this product in order to be able to
process Excel and Word format files. This product must be installed with a legal
license provided by Microsoft ® Corp.

The user must have a legal Evolusoft license in order to have access to the Evolusoft
DocuManager or Secure Archives servers. If you do not have a legal account for this
products please contact your Evolusoft DocuManager or Secure Archives
administrator.

The user must have some experience on using Evolusoft DocuManager or Secure
Archives application basics operations like Login, Logout, Browsing on the File
Structure, Loading, Viewing documents and understanding file and access
permissions.

The client computer must have installed Microsoft Data Access Components (MDAC)
the installation program of this product should come on the installation CD that
comes with this software.
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Evolusoft Automated Input Module - AIM Client

Hardware

Pentium processor 90 MHz or higher

Minimum 128 MB of RAM Memory (recommended 256 RAM Memory)
2GB of Hard Disk free space

CD-ROM

Monitor and adapter Super VGA or higher

Web Card with Internet access

Microsoft mouse or compatible device

Documents Scanner must be compatible with TWAIN 6 BUIC (Optional)

Software

Operating System Microsoft ® Windows 98, 98Se, Me, NT WorkStation 4.5,
2000 Pro or XP

Eastman Software Imaging for Windows Professional Edition Version 2.6
Microsoft ® Data Access Components Version 2.5 or higher

Microsoft® Internet Explorer Version 5.5 Service Pack 1 or higher

Note: For each package of Evolusoft DocuManager acquired, one Eastman Software

Imaging Professional version 2.0 license, is included.
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Chapter 1

Installing Automated Input Module

Step 1:

Please read the Requirements section on this guide, to make sure that you have your
system ready for setting up this product.

Explore on the AIM Installation CD for the file AIM21.MSI, and double click it to start
the setup program.

& Exploring - AIM_CLIENT ... [H=]E3

File Edit “iew Go Fawvarte *
- . o= [ ”
Back Eransand Up

Address | D:\AIM_CLIENT_SETUP j

2 object(s) v

Step 2:
The installer window should be shown indicating that the setup program is running.

The process will takes few minutes because the installer will check your system in
order to avoid any error during the main installation process.

Windows Installer

Preparando la inztalacian. ..

Cancel
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Step 3:

Once the installer had checks your system, the welcome window should be shown.
Please take some minutes to read its content in order to avoid further error
messages. Press on the Next button to continue.

7

ii,? Automated Input Module Setup

Welcome to the Automated Input
Module Installation Wizard

Itis strongly recommended that pou exit all Windows programs
betore running this setup program.

Click Cancel to quit the setup program, then close any programs
you have running. Click Nest ta continue the installation,

WARNING: This program is protected by copyright law and
international treaties.

Unauthorized reproduction or distribution of this program, or any
portion of it, may result in severe civil and criminal penalies, and
will be prosecuted to the maximum extent possible under law

JRI[E B

B ECH Cancel

Step 4:

The License Agreement window should be shown. Please take some time to read
carefully your license, in order to avoid any law violation. If you do not agree with
this license, check on the proper radio button, otherwise check the "I agree ...” radio
button and press NEXT to continue with the installation.

ii? Automated Input Module Setup

License Agreement

You must agree with the license agreement below to proceed,

I S

LICENSE AGREEMENT
FOR THE FINAL USER
LICENSE FOR EVOLUSOFT AIM CLIENT®

agreement between yourself (whether the person is a natural or

THIS IS IMPORTANT. READ WERY CAREFULLY:
This license agreement for the final user constitutes a legal

1~ | do not accept the license aé;‘eemenl

) DY

Wwise Installation Wizard!

Beset < Back Nest > I Cancel

Step 5:

The User information window should be shown. Please type in the company and the
organization information on the correspondence fields. Once you are finish typing,

press the NEXT button to continue.

Evolusoft
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i@ Automated Input Module 5etup ol x]
User Information ﬂ
Enter the following information to personalize wour installation

a P L 4o
Full Name: EEOND)
Drganization: |EVDLUSDFT

“Wize Installation \Wizard

< Back Hest » I Cancel

Step 6:

The Destination Folder window should be shown. On this window you are able to
change the destination directory for this application by pressing the BROWSE button.
If you want to accept the default value, just press the NEXT button.

Important!

They only way to change the destination directory is by pressing the Browse
button, you are not allowed to type any destination path, this is by design in
order to avoid any typing error.

ii% Automated Input Module Setup o] x]

Destination Folder /
Select a falder where the application will be installed. i
[1o8)]

The ‘Wise Installation *wizard will install the files for &utomated Input Module in the
follovsing folder.

Toinstall into a different folder, click the Brawse button, and select anather folder.
“T'ou can choose not to install Automated [nput Module by clicking Cancel to exit the
iz nstallation 'wizard

Destination Falder

(E.\Fluglam Filestalbdy Browse ‘

‘wige Installation wizard

< Back Cancel

Step 7:

The Ready to install window should be shown. On this screen you are able to go back
to correct or to review any setting or value before the installation start by pressing
the BACK button. If you are sure that all install information is correct then press the
NEXT button to continue.
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i@ Automated Input Module 5etup ol x]
Ready to Install the Application ﬂ
Click MNext to begir installation

g (4o

Click the Back buttan to reenter the installation infarmation or click Cancel to exit
the wizard

“Wize Installation \Wizard

Cancel

< Back

Step 8:

The updating system window should be shown. On the screen the setup program will
start copying all necessary application files onto the computer on the destination
directory that you choose on preview screen. It also will copy all correspondence files
to the windows system directory. A blue progress bar will be shown indicating the
process progress.

i@ Automated Input Module 5etup M= E
Updating System ﬂ
The features pou selected are cuently being installed.

! # e (4o

Copying new files
File: tadgubf.dll, Directory: C:NWIMIBNSYSTEMY, Size: 242640

i

“Wize Installation \Wizard

Step 9:

Once the setup program had copied and registered all necessary files into the system
and the application directory the Automated Input Module installation had finished.
In some system the operating system will ask for a reboot (Windows 98, Windows
98SE, Windows ME) in other it will not be necessary.
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i@ Automated Input Module 5etup = o]

Automated Input Module has
been successfully installed.

Click the Finish button ta exit this installation

<Back  |ETRRERTT (Eare]

Step 10:

In order to start the Automated Input Module application, go to the Start button,
choose Programs then look for the link “"Automated Input Module” and click it.

Mew Office Document Micrasoft Dutiock
Microgoft PowerPoint
Microzoft wiord
MS-D0S Prompt

Outlook Express

Open Office Document

Wwindows Update

CEEE0

Programsz

F avontes

Documents

Step 11:
Where to go now?

Once you have finished installing the Automated Input Module into your computer,
then you should read the Chapter 3: Getting Started with Automated Input Module.
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Chapter 2:

Uninstalling Automated Input Module

Step 1:

In order to remove the Automated Input Module from your computer, you must use
the ADD/REMOVE program that is locate on the control panel on your system.

Click on the start button, choose Settings then choose Control Panel. A list of
program will be shown, look for the one named “Add/Remove Programs” and double
click it. A list of all installed programs on your computer will be shown.

E3 Control Panel S [=] B3
File Edit “iew Go Favorites Help

- > ¥ )

Back Forard Up Cut Copy Paste Undo

Addiess I@ Contral Panel

Accessibiliy
Control s
Panel =)

Diisplay
Add/Remove
Programs =3
Sets up y’
programs and
creates

—  Intemet
shaortcuts, Options

e N

AddNew B
Hardware

“#

Find Fast Fonts
Keyboard Mail

(%] =

2 Date/Time

B
;

&,

Garne
Controllers —

Maodems

‘__g‘ My Computer

== |
7

Step 2:

A list of all installed programs on your computer will be shown. Look for “Automated
Input Module” and click it in order to choose it. Then click the "Remove” button.

Please be sure that you do not have the application running in your system,
otherwise you will receive some errors messages.

Evolusoft
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Add/Remove Programs Properties EE
Install/Urinstall I windows Setup I Startup Disk. I

g Tainstall a new program from a floppy disk or CO-ROM

drive, click [rstall.
Inztall...

The following software can be automatically removed by
‘windows. Ta remave a pragram ar ta modify itz installed
components, select it from the list and click
Add/Remave.

Evoluzoft's client
Imaging for ‘Windows® Professional Edition 2.8
Microzoft Internet Explorer B and Intemet Tools
Microzoft Office 2000 SR-1 Premium

Microzoft Dutlook Expresz B

Microzoft WWeb Publishing ‘wizard 1.6

Microzoft Windows Media Player 6.4
Metheeting 3.01

Add/Bemove... |

Ok | Cancel I Sl I

Step 3:

Once you have press the REMOVE button, the application Maintenance windows will
be shown. Choose the REMOVE option in order to remove the Automated Input
Module from your computer. Click on the NEXT button to continue.

ii\% Automated Input Module Setup M=
Application Maintenance /
Select the maintenance operation to perform ..-OL)
1~ Modify

= Select Features dialog, which lets you configure individual features.

B Change which application features are installed. Displays the
@! (m)
=0

" Repair

Reinstall mizsing or conmupt files, registy keys, and shortouts.
%T Preferences stared in the registry may be reset to default values.
=]

i~

Uninstall Automated Input Module from this computer.

‘Wige Installation Wizard

< Bech Mest » I Cancel

Step 4:

The Automated Input Modules uninstall window will be shown, indicating that the

system is ready to start removing all application files. Click on the NEXT button to
continue.
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i@ Automated Input Module Uninstall

Uninstall

Automated Input Module

Thiz will remove Automated Input Module from your machine.
Are you sure wou want to continue?

Click. the Mext button to remove the application,

Click the Cancel button to exit the uninstall process.

=0

< Back

Cancel

Step 5:

The Updating System window will be shown, indicating that the uninstall program is
removing all files from your system corresponding to the Automated Input Modules
application. This procedure will take few minutes.

ii\% Automated Input Module Setup

Updating System
The features pou selected are currently being uninstalled.

I I B

Unregistering modules
File: PT askPad. ocs, Folder: C:\Program Fileshalbdy

Time remaining: 1 seconds

‘Wige Installation Wizard

i Cancel

Evolusoft
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Step 6:

Once the uninstall program has finished removing all files from your system. The
Uninstall successfully window will be shown. Click on the FINISH button to close the
uninstall program. In some system you will be asked to reboot your system in others
will not be necessary.

i@ Automated Input Module 5etup = o]

Automated Input Module has
been successfully uninstalled.

Click the Finish button ta exit this installation

<Back  |ETRRERTT (Eare]
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Chapter 3:
Getting started with automated input module
Introduction

This chapter is intended for new user of Automated Input Module. It describes the
basics of configuring up a connection between AIM and DocuManager or Secure
Archives server.

Remember that before setting up AIM you must have a valid license to use this
product and also you must have an active account. If you do not have an account on
DocuManager or Secure Archives application server please contact your system
administrator.

Subjects of the chapter include:
e Configuring Automated Input Module

e Login into DocuManager or Secure Archives severs using AIM
e Logout from DocuManager Server or Secure Archives server
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Configuring Automated Input Module

Once the Automated Input Module (AIM) is started the General Parameter window
will be shown. This windows is use to setup all required connections parameters in
order to be able to connect to a DocuManager or Secure Archives application server.

To load this window you must click the following icon:

This icon is located under the menu bar

Directories Tab

The Directory tab will show you the working directories for the AIM application. On
this tab you are able to change the location for this folders by pressing the browse
button on the left side of their corresponding fields. We recommend you to accept
the default values for each folder location and name.

-l
J Session Yiew Templates Bakch Input  Windows Help |
FEREEEEEEIN
x
B2 Directory ] ﬁatonnectinn ] General g
Batch Directarny: IBatch J
Input Directony IInput J
Log Directory ILDg J
Batch not Active | v

Batch directory function

The batch directory is used to store all batch packages that you have created
and saved on your computer. Once you transfer any of this package it's
corresponding directory will be deleted.

Input directory function
The input directory is used to store all input packages that you have created

and saved on your computer. Once you transfer any of this package it's
corresponding directory will be deleted.
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Log directory function
The log directory is used to store a log registry when any batch or input has
been transferred.

Connection Tab

The connection tab is used to set all parameters needed in order to enable the

communication between AIM and DocuManager or Secure Archives application
servers.

o
|Sessi0n|\-‘iew Templates  Batch Input Windows Help |
FEEAEIEEEE =N

x
ES Diectoy | gpConnecton ) (g Genenl )
HTTP Protocol: Ihltp vl
Server Name
Remote: bttp:d? [sybase {+ Active Connectian
Local: http: 4 I '

|Jzer name: Ihmatthews
| Batch not Active | 4
HTTP protocol

The http protocol field is used to define if you are using secure server by
having a Digital Certificate installed on the server. If you do not have a Digital
Certificate installed on your server then you must choose “HTTP” value.
Otherwise you must contact your administrator to find out if DocuManager or
Secure Archives application are running using Digital Certificates.

Remote Server Name

On the remote server name field you need to type the Secure Archive server
name. You do not need to type a complete URL address. Type only the server
name.

Local Server Name

On the remote server name field you need to type the DocuManager server

name. You do not need to type a complete URL address. Type only the server
name.
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Active connection

This option is used to define which connection will be active when you start
the AIM application. In order to change from remote to local serves you only
need to activate the proper connection.

Username

On this field you must type your username, the same one that you use when
you login into a DocuManager or Secure Archives application server. You can
use either lower or upper case. Remember that you must have an active
account.

General Tab

The General tab is used to setup the startup screen, once you start the AIM
application.

¥ Automated Input Module -0l x|

|Sessi0n|h‘iew Templates  Batch Inpub Windows Help |

FEREIEEEEEEN

x
ES Diectary ] &= Cornection ] -

Shiow Elements

[v Stucture windows when session skart

[~ Windows dialog before scan.

Language

|ENGLISH =l

| Batch not Active | A

Structure window when session starts

Check this option if you want the program to load the DocuManager or Secure
Archives file structure when you login into the AIM application.

If for any reason during your AIM session you loose the file structure click on
this icon located on the menu bar in order to load it back again.

| Eav (Click to load file structure)
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Window dialog before scan

This option is used to load the corresponding scan windows. The one you set
all scanner parameter before scanning a document. This window will be
according to the scanner model you have installed on your computer.

Language

On this option you are able to set the language you prefer to work with. You
can choose from English, Spanish, French, German and Portuguese. Once set
your desire language you must exit the AIM application and loaded again in

order for the system to load new language parameter.

Login into DocuManager or Secure Archives server

The login windows is use to create a connection between AIM application and

DocuManager or Secure Archives application servers.

¥ Automated Input Module

ISessiDn Yiew Templates EBatch Inpub  windows Help

=10l x|

| & % o %9 = B B | L

Uzer Ihmatthews
Pazsword ||

On Remate Server:  sybasze '

X|

| B atch not Active |

4

I order to call the login window you must click the following icon.

This icon is located on the menu bar

You must have an active and valid account in order to establish a connection. If you
do not have an account please contact your DocuManager or Secure Archives

administrator.

Evolusoft
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Username

On this field you must type in your username or account for DocuManager or
Secure Archives servers.

Password

On this field you must type in your password that you were supplied along
with your account username. Please remember that you password is case
sensitive. This means that when you are entering your password you must
use upper and lower cases if it is necessary.

Host server information
On the host server information you will see to which server you are

establishing a connection. Make sure that you have an account on the proper
server if not you will receive a username error message.

Logout from DocuManager or Secure Archives server

In order to logout from your session on AIM application you must click the following

icon:

=== | NiS icon is located on the menu bar

Clicking this icon will not close the application, it only close the connection
established with DocuManager or Secure Archives application server.
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Chapter 4:
Automated Input Module first session
Introduction

On this chapter we will go over a first session of Automated Input Module. We will
explain the File Structure over which you will perform most of the work.

Also we are going to explain what are templates. Since they are the foundation for
working with AIM application. What is the different between Batch and Input
packages?

As a remainder, we assume that the user had preview experience using
DocuManager or Secure Archives application. He must have knowledge of basic of
file structure, index values, access permission and scanning documents operations.
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Understanding File Structure window

Showing file structure window

In order to load and unload the file structure window on an AIM working session you
must click on the following icon:

| @‘: (Click to load file structure)

The file structure is loaded with information from your DocuManager or Secure
Archives application server. Using AIM with not allow you to change this file
structure. The only way to do is trough a DocuManager or Secure Archives
application together with the corresponding create permission.

¥ Automated Input Module 10| x|

ISessinn Wiew Templates EBaktch Input ‘Windows Help |

AR ==

= ?_j Evolusoft
=N CCOUNTING

..... ] cosTUMERS

- [[] GEMNERAL DOCUMENTS
] INOICES

..... &l DEVELOPMENT
..... B Human RESOURCES
..... Bl oPErRaTIONS

| Batch not Active |HMATTHEWS Onspbase

Before using AIM all file structure, folder and subfolders must have their indexes
already created and defined for a DocuManager or Secure Archives administrator
user. Any change to the file structure or indexes must be accomplished within
DocuManager or Secure Archives application.

The user using AIM must have access to the desire folder in which he wants to load
documents (insert document permission).

Once you have loaded the file structure you have to browse to desire folder in which
you want to create it's corresponding template in order to be able to load batch or
input packages into that folder.
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You have to place the cursor by clicking the desire folder once. Then you must
choose the type of packages you want to work with. You may want to work with
subfolder, just expand the top folder until you reach the desire one.

Remember if you lose the structure window just go to the menu bar a press the
corresponding icon to loaded back again.
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Chapter 5:

Understanding Templates concepts

What is a template?

A template determines the structure of a document and contains document settings
in order to be able to scan a large amount of documents with the same format.

Why we should use a template?

We should use a template, so we can save the format of a document once and use it
has many times we need it.

When to use a template?

You use a template when you need to scan a great amount of documents that have
the same format, like for example, invoices.

How a template works?
A template stores the coordinates where the indexes should be extracted from the
document, so when we scan the documents, it will locate the coordinates in the scan

page and do an OCR extraction of the text.

Also we use templates to work with word, text, excel and databases files by using
different method so we can read or extract indexes values.

Batch concepts
We think of using a batch template when we know for sure that the large amounts of

documents that we are going to load have the same format (size, same field name,
same field position).

As a requirement all documents information (index values) must be type.
Because the OCR function included on this version of AIM V3.3 will not
process handwriting information.

Remember that all documents must have the same format like invoices, bills, orders,
memo format, checks, forms, etc.
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Creating a batch template

In order to create a BATCH templates we have to browse on the file structure
window the desire folder in which we want to load a package of documents.

Once we over the folder we can click on the menu bar the option BATCH and then
choose NEW. If you have not created a template for this folder the Wizard templates
will load automatically.

_oix]
ISessinn Wiew Templates | Batch Input  Windows Help
|2 &k

E’; Cpen -

;= Structure Informatiol e

[ =
E|r_j Evolusoft Close
=B accounting
L [JcosTuMERS Process Babeh

PSERER AL [

ﬁ Delete Row

- EInvoicEs @ Delete Al Rows

[T
..... & oeveLopveNT S Transier
----- Q HUMAR RESOUR @ acheduler Transfer
..... Bl creraTIONS

| Batch not Active |HMATTHEWS Onsybase

You will receive a message box indicating that there is not any existing template for
this folder, so it will loads the Templates Wizard for you in order to create one.

Templates do not exist... x|
& Bakch template does not exist For this folder

& Batch Wizard will be open ko lek waou create one.,

When you click the button OK, the Templates Wizard will start loading, it will take
about 30 seconds depending on how fast and how much memory the workstation
have installed.

Evolusoft Page 28 of 97



@ uUsS Oft Automated Input Module - Guide

Once the wizard is loaded the welcome screen will be shown.

Batch Template Wizard

The Batch Template Wizard will help wou create & new
batch template and set its patameters, It will also
help ko specify an index extraction method, image
process parameters and document creation
parameters, The documents included in the new
batch will be automatically inserted into wour
Secure-Archives | DocuManager server ak the time you
decide to perform the transfer,

:
~‘ [~ Skip this screen in the Fubure.

Zancel | = Back | Mext = | FEirish

Click on the NEXT button to proceed with the next screen.
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On this screen you have to type the batch information and type.

Batch Template Wizard

Flease write a name For the new batch template and a
name For the associated pre-printed Farm.

— Template Batch Mame

IGeneraIDucs

—Farm Marme

IGeneraIDDcs

Scanner {0OCR, ICR, Barcode, Page Separator)
EIIIC MICR

Help | Cancel | < Back | Mext = | Eimist

Template Batch Name

Type in the batch name, usually we type a name depending of the type of form that
we are going to process. Since we can have invoices but with different type of form.
When you type the batch name, the form name will be filled automatically, that is for
internal used. Please do not change it.

Example. Invoices - f24a

Batch name: invoices of form type 24a

Evolusoft
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Batch Types
We have the option of choosing three different types of batch.
Scanner Type

We choose SCANNER type when we want to scan all documents and add them
to the batch package automatically.

BUIC Type

We choose BUIC type when we want to scan check. You must have a scanner
specially design for scanning check. IT must be of BUIC type.

Examples DIGITAL CHECK TS-400
Files Type
We choose FILES type when we have scanned all documents already.

Remember that if you have defined an OCR area to extract index values then
all documents must have the same format and size.

Batch Template Wizard

Select the input file type Eoimpott Fram:

—File Type
¥ Image Files (Tiff, JPEG, PCX, BMF)
™ Excel {¥LS Filz)

{ ¥ML {Documents)

" PDF (&dobe acrobat)
™ THT (Text Files)
= Doc (Word Documents)

Help | Cancel | < Back ﬂext} Eimist

Once we have decided the batch type, we click on the NEXT button to go to the next
parameters screen.

On this window we set the file type that we are going to process.
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Image Files

We choose this options if we are going to work with images files like tif, tiff, jpeg,
pcx, bmp. If you want to extract index values from these images, they must be in
Black and White format and must have the same form type.

You can also load different type of image files but then you must type your index
values. We will see this situation further more.

Excel Files

In order to process an excel files you must have installed on the same computer
Microsoft ® Office 2000.

Since you will need some special components that only come when you install this
product.

TXT Files

We choose this option if we are going to use TXT format file. They are normally used
when we want to migrate document from other software.

Word Files

In order to process an excel files you must have installed on the same computer
Microsoft ® Word 2000.

Since you will need some special components that only come when you install this
product.

Once we have decided which type of files we are going to use, we click on the NEXT
button to proceed with the next screen.
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On the method screen for now we only have one method available for extracting
index values from a black/white printed documents. It should be selected.

What is OCR?

OCR, or optical character recognition, converts image data to text, which you can
then edit, cut and paste, reformat, print, and send. The OCR process evaluates
images, such as scanned text, a fax, or a graphic, and recognizes which shapes
constitute characters and which characters form words. You can save converted text
as any of the following file types: Microsoft Word for Windows/RTF (Rich Text
Format), WordPerfect, HTML, or unformatted text.

Batch Template Wizard

Select the method that the Automated Input Module
will use For extracting indexes From the pre-printed
Farm.

—Method's
& QiR
O ICH
" Barcode
£ MICR,
Cancel | < Back FEirish

Click on the NEXT button to proceed with the next screen.
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On this screen we set the image processing parameters and documents generation
properties.
Image Processing

Align Image

We set this parameter in order to align the image if it get moved while
scanning process.

Batch Template Wizard

: Set Image processing parameters and document
generation properties,

—Image Processing

[+ &lignimage

[T Rokate image

L _:_i_ifu-

Rokate Direction I j
————

—Mew Document

% Mew document each |1 ﬂ Pages

" Page Separatar [¥ Document Mame

Prefix IDacu Increase |1 i’ Sufix TIF
Help | Cancel | < Back |:

FEirish |

Rotate Image

We set this option if we want to rotate the scanned image an amount of
degrees. It is used when we scan landscape pages.

Rotate Direction

We use together with Rotate Image option to define how many degrees we
want to rotate the image.

New Documents

We set this option to decide how many pages will make one file by setting the
number of pages on the Pages field.
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Document Name

We set this option to change the default values for the automatic naming
documents. To enable this options we check the NAME DOCUMENT, if we want
to decide the naming for scanned documents, we uncheck this option.

Prefix
We set this option to define the prefix for the scanned document.
Increase

We set this option to define the step nhumber for the scanned document. If we
set this field to 1 the increase amount per file will be one by one. If we scan 5
documents setting the Prefix field to DOCU and the increase field to 1, we will
get the following documents:

Docu0001.tif
Docu0002.tif
Docu0003.tif
Docu0004.tif
Docu0005.tif

Suffix

We set this option to define the suffix or extension name for the scanned
document.

Once we have set all parameters on this screen we click on the NEXT button to
continue.
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On the next screen we normally accept all default values. For now we only have
access to the OCR and MIRC parameters since AIM do not support ICR and BARCODE

on version V3.3.

Batch Template Wizard
R Parameters = LER Parameters
OCR Cuality ICR Quality
I Auko Dekect j I Auka Detedt j
R Language ICR Language
I System Default j I System Default j
—MICR Parameters —Barcode Parameters
[~ Scan Both Sides Barcode Font Type
| [~
MICR Font Type Barcode Size
=l
| = =
Cancel | < Back, | ﬂextr» Eimish

OCR Parameters
OCR Quality

We set this option depending of the quality we want for our scanned
document. We normally left this option with AutoDetect value.

OCR Language

We set this option depending of the language we want for our OCR scanned
document. We normally left this option with system default value.

MICR Parameters
Scan both sides

We check this option if we want to scan both sides of the check. Remember
the MICR is a driver for special equipment that only scans checks.

MICR font type

You have to find out what font type format in on the magnetic field of all
check that you are going to scan. There are two type E13B and CMC?7.
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One we have set OCR and MICR parameters click on the NEXT button to continue.

Batch Template Wizard

Set index names and document coordinates that the
index extraction method will use.

Page W3

COMMENT R,
CLIEMT MAME

Today
DavyBatch
Standard Yalue

4| | 3

Help | Zancel < Back | Mext = | FEirish

On the index name and coordinates window we set all default values if we have some
or we set all coordinates in order to define the area on the document where the OCR
will be apply.

We will see a list of all indexes name for the folder on which we are creating a
template. Here we decide if we are going to extract some index values from the
document by using OCR method.
On the columns Begin and End we do not have to type anything, it is filled with the
coordinates automatically if we set the corresponding method on the method
column.
Method Columns

OCR

We choose this option if we want to extract the value for the corresponding

index. Once we choose OCR we have to click on the rule icon button to
extract the coordinates:

] coora
Coordinates button.

Once we click the coordinates button the next window will be shown.
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Setting of coordinates

Field SUBJECT

Scanner

Select the area that containg
the field value.

Left Margin
Top Margin
Width of area

Height of area

Test OCH |

Results of Test

|
IF‘age - E

1]

V| X

On the setting coordinates windows we have to load the file in order to set
the coordinates for extracting the index value by the OCR method.

We can either load a scanned document by clicking the OPEN TIFF EXAMPLE
button or you can scan directly to this window by clicking the SCANNER
button.

open 21X
Lok in: I ] temp j = & EB-
| AIMFiles ] 00363831k ] 00363837 L | 00353343,
| tipos [l o0ze3ezz. L [l oozezsas. b [E onzeza4d,
Bf Eif & 00363833k [ nozs3gaa. b [ no3e384s,
B 00363828 b B 00363834.4F B 00383340, tF B 00353346,
[# oozsz829.HF [l 00363835, [ oozezed1 b [# 0n3ez847,
[# on0zs3s30.tF & 00363836, L [ nozs3a4z. b 2 00383348,
[
File name:  |00363827.if

Files of type: | TIFF Files (~ti)

[~ Dpen as read-only

Cancel

i
Open I
_ sl |

4

Loading image by clicking the Open Example Tiff button
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ﬁHP Scanlet Scanner Source 5I

Image Type:

Final Scan |

Scanning image by click the Scanner button

Once we have loaded the example image we have to draw the text zone for

OCR with the mouse by pressing right click button and hold down while we
select the area.

Setting of coordinates

KODAK COMPLETES WANG
SOFTWARE ACQUISITION
e_u_|£|1iu T Be Named Eastman Seftware

March, 1, 1997 - Easiman Keodde Compans sody fealad
WANG: e arel cad e

The soquisticn gves Koduk vahushle werkfion, o, decument marageTers. and
Harge marageTer. soliuars capilbiites, ard u urenges presncs in these gromth
skt

Kok amscaisced the mew sowaie busivess wil operase 1 8 mibsitiary, rasegically
3 s | ¥ wneks the
Enirean Sofluare, bac

“{nsr sesm sostwarn ibsiekary poudly carrie the name of Kodak's
finarabes Geowgn Eatrran, & mun romersbisd 507 his igenidy,

hy
e o dissseatrated By e sew softurs extiey.” said Candy Chursin,
on. Kodak asd

] L
povsestel solutcons for managi vital docurmends

s prercasly nbpcsinced, Woisert B, Weder, presckn of Wang Saflu
atidert ot tess Eantrean Soflware sshwidiacy, (cporing tn Obsr

provdncts. (pchnakagy, reacarch ard devchipsent, and mbei asd narketing

“Welee encited in be an inegral part of ihe Kodak vision i
rviging and wark maniggaTen marksts, which ane xper
xptoivs groth - s Bk Weler, presicens o Saftuare, e
1 bk Lhal Togeher, we will deliesr the prosbacts and lm:lwn than

seduy's mark

evionmone ©

i ¥ ppaolt will be
The sechuical it murkating ilismoe Wary Scrftware csiabished with Mieoach
sanadrred 10 Edstman Saftwise. AS part of this allsce, Wang Sofluare’s imaging
viewer was [Rcorpeated i o slaband acessony in Winskous 95 and Windowa NT.

Field SUBJECT
Open TIF exampls | Scahher
Select the area that containg
@ the figld value.
Left b argir I?g
Top Margin |54—
Width of area I?z
Height of area |1 4

Test OCR |

Results af Test

|
IF'age 1 -

V] x|
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To move a zone, or to change the frame size, click on it with the selection
pointer, then drag.

To delete a zone, point to it with the selection pointer, click the right mouse
button, then click Clear.

Once we have set our coordinates we can click on the TEST button to check if
we set our coordinates correctly.

Setting of coordinates

Field SUBJECT
KODAK COMPLETES WANG
SOFTWARE ACQUISITION Open TIF exariple | Scanner
Select the area that containg
=) the field value.

he mew sofbware business will speris 13 & nibsciary, nibagic
ek’ Busisess [Naging STrmes oigaiaation, under th
e

Left Margin I?E—
Top Margin |B4—
“width of area I?Z—
- .
e g o e Height of area fe

. Wang Sofluare’s imaging
i Wirckoues 75 and Wnderwa NT

Results of Test

IHDCHESTEH, N

IF'age 1 -

v| x|

After checking you OCR function click on the ACCEPT button to load the
correct coordinates to the corresponding field.

The others method options have special purpose:
NONE

We use this option when we want to leave blank any index value. Remember
if define an index as required you can leave in blank this field.

TODAY

We set this option if we want to fill any index with the actual date value.
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Batch Template Wizard

Set index names and document coordinates that the
index extraction method will use.

_dl L 4 | [ 2 | [ J I
End Method Page Value
SUBIECT 76,72 64,14 OCR 1
COMMENT Today
CLIEMT MAME Standard Digital Solutions
Help | Zancel < Back | Mext = | FEirish

DAYBATCH

We set this option if we want to fill any index with the batch creation date.

STANDARD VALUE

We set this option if we want to fill any index with a default value. You can
type the value under the VALUE column.

Once we have set all indexes parameters we click on the NEXT button to continue.

The Batch Wizard will create the batch template using all parameters we have set so

far.

The template will be send to the server, you should see a small progress bar and you
must receive a Process Completed message.

Batch Template W

@ Process Completed

x|

Next time you choose the same folder a list of all templates for this objects will be
shown, in order to choose one.
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If you want to create a new template, then click over the menu bar the option
“TEMPLATES” then choose “"Templates for Batch”, then choose "New Templates”. The
Wizard Template will be loaded.
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Editing a batch template

If you wish to make any correction of coordinates or default values or anything on a
templates that already exists, we have to edit the template.

When we are editing the template we have the option to modify it, assigned to other
folder and to delete it.

¥ Automated Input Module =10
ISession Wiew | Templates Batch Input Windows Help

I £ - | M | For Batch Mew Template
For Input E-:Iit Termplate
M ("9 Assign Template to Folder

= [B) amM_NsTALABLE
N - - EDEDATOS
~[JBATCH
) INSTALABLE
CIMEGS

L[] OCRBATCH

When we click on the Edit template option, if we do not have any template for this
folder, you will get a message indicating that the template list is empty.

If there are any templates already created for the folder, when we click the Edit
Template options we will get the following window:
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X

& Template lisk

Template name

MakY FILES

We have to choose from the template list for the one we want to modify. Then we
click the accept button (green check mark) and the following window will be show.

& Edit Template Parameters
] Methads ] Image ] Page Separator ] Cordinates

Template B atch name
MANY FILES

Farm Mame

[mary fles

Scanner [DCR, Page Separatar]
BUIC [MICR)
Files [Archive]
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Deleting a Batch Template

In order to delete a batch template we only have to click on the trash button located
on the General tab.

EI Click to delete a batch template

Modifying a Batch Template

Once when we have loaded the Edit Template Wizard, we have the same options that
we did on the NEW Template Wizard.

In order to modify the template we go through the same parameters that we
describe on the CREATE NEW TEMPLATE section on this chapter.

Once we have set and correct all parameters we click on the ACCEPT button (green
check mark) in order to update our template. If the update process complete
successfully we should receive a confirmation message.

EditParameters x|
@ Process completed. ..
ok |
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Assigning a Batch Template

In order to assign a template we choose Assign Template to Folder option form the
Template menu. We use this option when we have two folders with the same index
structure and we do not want to create the template for different folders. So what we

do then is to assign a template to other folder.

¥ Automated Input Module

Session View | Templates Batch Imput Windows Help

zelw
For Input P Edit Template

= OISES GALVEZ

ssign Template to Folder

=10l x|

- AM_NETALABLE
~[[]BasEDEDATOS

CINsTALABLE
CImEce

.[[JocrBATCH

..... B cLentes

..... B conpassworDp

..... B pavraz

..... B pavrap

..... B pocumenTs

..... & FoLDER 1

..... B marTHA

..... B MUEvOCABINET

..... B PrUEBACREAR

..... B PrUEBACREATE

|Batch not Active HMATTHEWS On idleg

We should get the following window:

& Associate Template - Folder x|
Cabinet: AlM_INSTALABLE Folder: BATCH
& -
i Template Parameters 1| Details ]
Mame: I o |
Form Mame Creation date
Batch Date File Type
Scanner bupe fethod

VX

On the Templates Parameters tab we have to select form the template list the one

that we want to assign to the current folder.
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We have to click on the browse button located on the right side of the name field to
load the templates list.

M ame:; I _l

Click the doted button to load the templates list

& Template list x|

Template name =

FILES
FILES_BATCH
FILESTIF

FILETYPE

rarY FILES

MO FILE TYPE

OCR FILES
PRIUEBEA
PRUEBABABABABA
RO&AMING —

#UP LI

v |[X

From the templates list we choose the one that we want to assign to the current
folder. We have to click the ACCEPT button (green check mark).

Once we load the assigned templates we can view all template information, like
template name, form name, batch date, creation date, file type, scanner type and
method.

& Associate Template - Folder x|
‘ Cabinet: AlIM_INSTALABLE Folder: BATCH

Template Parameters ] Details ]

Marme: |FILES_BATEH

Faorm Mame FILES_BATCH Creation date 09/9/2002 11:23:05 Ak

Batch Date 014141900 File Type Irmage Files

Scanner type FILE tethod OCR

Hew template azzignation = FILES_BATCH to this folder [partially
filled) v | X
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If we want to review or change any coordinates or default value we can do it on the
DETAILS tab. You are allowed to change any index values with out affecting the
source template.

Since we are just copying information from the template source in order to create a
new one.

& associate Template - Folder x|
‘ Cabinet: AlM_INSTALABLE Folder: BATCH
Template Parameters ] Details ]
= | | ] | > | M
ne Begin End Method Page Yalue
SUBJECT Standard 1 FILES
INDFECHA Today 1
INDMUMDECIMALES Standard 1 15,25
INDHORA Standard 1 11:25
IMOMUMSINDEC Standard 1 350
Mew template aszignation : FILES_BATCH to this folder [partially
filled) v x

When we have finished defining or associating a template we have to click the
ACCEPT button to save our template information. You should get a confirmation
message of a successfully update.
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Chapter 6:

Input concepts

We think of using an input template when we have our information on database,
plain text, excel sheet, word documents, xml documents and also when our
documents do not have the same format, size and file type.

When to use an Input?

In order to decide when or when not to use an input, we will give you some
examples that need to be treated with an input template.

Database information data

When we have some database table in which we have all our index
values and the image file path. The table must have a least one field
with the image file path.

Excel files

When we have and excel sheet with several column containing the
index values and one column must containing the image file path.
These images can be from different types.

Text files (.txt)

When we have some kind of report fro a third party application and
the only way to export data is by generating text file.
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Creating an Input template

In order to create an INPUT templates we have to browse on the file structure
window the desire folder in which we want to load a package of documents.

Once we over the folder we can click on the menu bar the option INPUT and then
choose NEW. If you have not created a template for this folder the Wizard templates
will load automatically.

¥ Automated Input Module - Ol x| ¥ Automated Input Module o ] 9]
Session View Templates Batch | Input Windows Help | Session Miew | Templates Babch Input Windaws Help |
g @itk B e T @M Forsach ) e O
= & o — e T
= rucl:ure Information s i aeasr ' Edit Template
E|?_j MOISES GALVEZ Close Input Elj @ Assign Template to Folder
g AM_INSTALABLE ; g AlM_INSTALABLE
Eg CLIEMTES Process Input Eg CLIEMTES
: B RIEL A R
O IREL a Delete Inpub Raw %MELENAP
MELENAR
LI otRo @ Delete Al Rows Input CIM oTRo
B conpassworD & Transter || 1| o B conpassnworD
B pavra2 @ scheduler Transfer | || DAYRAZ
g DavYRAE 0 T e DavRAP
B oocomewrs | Bl pocimenTS
g FoLoER1 4l g FOLDER 1
..... MARTHA,
B MaARTHA
B nevoceerer | ] g HUEYOCABINET
----- PRUEBACREAR
B PRUEBACREAR
B PruEBAcRERTE | | PRUEBACREATE

Batch not Active HMATTHEWS On idicg A Batch naot Active HMATTHEWS Onidlca v

You will receive a message box indicating that there is not any existing template for
this folder, so it will loads the Templates Wizard for you in order to create one.

Templates do not exist... X|
& Input template does not exisk For this Folder,

an Inpuk Wizard will be open ko let wou create one,

When you click the button OK, the Templates Wizard will start loading, it will take
about 30 seconds depending on how fast and how much memory the workstation
have installed.
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Once the wizard is loaded the welcome screen will be shown.

Index Extraction Wizard

A The Index Extraction Wizard will help vou create a new index
extraction kemplate by specifying an index data source (i.e.,

text file, spreadshest or database) and assign the information

contained therein to a Secure-Archives | DocuManager Folder,

4 [~ Skip this screen in the Future,

Help | Cancel | = Back | MNext = | Einish |

This wizard will help you to create a new index extraction template by specifying an
index data source (i.e., text file, spreadsheet or database) and assign the
information contained therein to a Secure-Archives / DocuManager server.

Click on the NEXT button to continue.
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The template name window will be shown.

Here we type the template name. As an example we are going to create an input
template for an Excel spreadsheet.

Index Extraction Wizard

Please specify the name for the new index extraction template,

—Index extraction template name

Excel Files - Items List

—Source bype

f* File " Database

Cancel | < Back | Mext = | Eimish |

We will choose FILE as a source type. Click on the NEXT button to continue to the

next screen.

On this screen we have to browse for our source file

separated or defined on our file.

Index Extraction Wizard

Select the data source path and value separatar.

—Details of opened file
Type I

File Marne: I

Path I

Tezt File

[~ Field name in first row

Separator:

" Tab = Comma ()

" COther I—

{" Blank space

Cancel Einish |

and define how data is
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We need to click on the BROWSE _l in order to load the search file window.

2lx
Laok, jr: I@temp j & i Eg-
tipos
e_1129.xls
File name: Ie.:-cls j Open I
L Files of type: |E:<ce| Filez [*.xlz] j Cancel |
Myt [~ Open as iead-only
&
We will use a MS Excel file as a source file.
1=TFY
File Edit VYiew Insert Format Tools Data Window Help ;Iilﬂ‘

Jnr\al - 10 - HIU”__ |$/, ng+n| -
DEEHQ8RY|$BBT| o o[ @ = & 45| H 0o - @,
A131 4| =]
A B [ C [ D [ E [ F

| 97 [00365022.001 05/02/2002 10474.13 10 16p 97 386 c:\emp\I0365022.001
| 98 |00365023.001 08/02/2002 10475.15 04:18p 91,316 c:\emp\I0365023.001
| 99 |00365024.001 05/02/2002 10476.17 [10:42p 116,480 | c:\temp\I0365024.001
1100|00365025.001 DR/I2/2002 10477.1912:35p 84 518 c:\emp\I0365025.001
1101|00365026.001 DR/I2/2002 10478.21/02:17p 76,074 | c:\emp\I0365026.001
1102|00365027.001 07/02/2002 10479.23 05:40p 144 088 | c:\emp\I0365027.001
1103|00365028.001 DB/I2/2002 10480.25 03:13p 117 448 | c:\temp\I0365028.001
1104|00365029.001 07/02/2002 10481.27 07:12p 78,330 c:\temp\I0385029.001
1105|00365030.001 DB/I2/2002 10482.29 07-06p 77 964 | c:\temp\I0385030.001
106/00355031.001 12/04/2002 10483.31 10:41a 86 572 c:\temp\I0385031.001
107 |00355032.001 DB/DI2/2002 10454.33 02:42p 86 502 | c:\temp\00385032. 001
108 00365033.001 DB/DI2/2002 10485.35 07 56p 92 926 | c:\temp\I0385033.001
109 00365034.001 DB/DI2/2002 10486.37 09.31p 86,750 c:\temp\00385034.001
110 00365035.001 DB/DI2/2002 1048739 11.22p 83,290 c:\temp\00385035.001

11|00365036.001 DB/DI2/2002 10485.41 /10 18p 77 432 | c\emp\I0385036.001
112 00365037 001 DRMDI2/2002 10489.43 10 43p 77 964 | c\emp\I03R5057 001
113 00365036001 07/02/2002 1045045 10 22p 92 556 |c\emp\I03R5036.001
114 00365039.001 DRMDI2/2002 1045147 |04 56p 79,004 |c-\emp\I03R5035.001
115 O0365040.001 0R/02/2002 104592.49 05 56p 76 858 | c:\emp\I03R5040.001
116 00365041.001 0R/02/2002 10493 5104 46p 77,342 |c:\emp\I0385041.001
117 00365042.001 07/02/2002 10494 53 03 24p 217 550 c-\ternp\003R5042. 001
118 00365043.001 DR/MD2/2002 10455 55 04-35p B 526 | c-\ternp\003R5043.001
113/00365044.001 08/02/2002 1043657 08515 97 520 c:empI0365044.001
[ 0p D] ~ S 1 T _|
Ready 1 ! v ]
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As you can see our excel file have some data columns form A to column E we have
some data and on column F we have the image file path.

On the OPEN file window we have to look for our source file in order to loaded into
our template.

Index Extraction Wizard

Select the data source path and value separatar.

—Details of opened file

Type Fxcel

File Mame IEIXIS

Path r:'l.temp'l,e s
Tezt file

I~ | Field marne in first pov

Separator:

! Tah ) Camma ()

(! Blank space = Other, I
Cancel | < Back | hlext = | Eimish |

Once we load our source file we are ready to continue. In case we load a TEXT file
we have then to define the data separator. We should find out what type of data
separator does the text file has in order to check the correct one.

We click on the NEXT button to continue.
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On the Index field relation window we have to define the relation between our source
file and our index structure.

On the DATA column you will see a list of the columns defined on our MS Excel file
columns A to F.

Index Extraction Wizard

,\ Assign the data source figlds to the Secure-Archives |
Doculanager Folder Index.

-
o
=

ata Folder Indexes
SUBJECT
INDFECHA
INDNUMDECIMALES
INDHORA
INDMUMSINDEC

MmO oo =g

&EO O OO0

Help | Cancel | < Back | Mext = | Eimish |

On the folder Indexes columns you will see all index list from your folder. We need to
assign from which Data columns our Folder Index will take its value. Also we need to
define which column data will have our image file path.

Once we have finished assigning index value we click on the NEXT button to
continue. If you need to correct any settings you always have the BACK button
available to go to previews windows and make any corrections.

Index Extraction Wizard

The Index Extraction Wizard has finished collecting information.

Cancel < Back | fEnk == | Finish
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The template will be send to the server, you should see a small progress bar and you
must receive a Process Completed message.

Input Template W x|

@ Process completed

Next time you choose the same folder a list of all templates for this objects will be
shown, in order for you to choose one.

If you want to create a new template, then click over the menu bar the option
“TEMPLATES” then choose “Templates for INPUT”, then choose “"New Templates”.
The Wizard Template will be loaded.
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Editing a batch template

If you wish to make any correction of coordinates or default values or anything on a
templates that already exists, we have to edit the template.

When we are editing the template we have the option to modify it, assigned to other

folder and to delete it.

=&

m For Input ~ #

=1~ MOISES GALVEZ

=B AmM_NSTALABLE

[CJeatcH

- CImMsTALABLE
- COwmEGs,

L[] ocrBATCH

..... & cLenTes

..... CONPASSWORD

..... Bl pavraz

..... & pavrar

..... DOCUMENTS

..... FOLDER 1

..... B marTHA

..... & nuevocasmeT

..... B) rrUEBACREAR
Bl PrRUEBACREATE

¥ Automated Input Module: -0l =l

Session  Yiew | Templates Batch Input  Windows Help |

For Batch

b B 0L |

Mew Templabe
&Rl Edt Template
@ Assign Template to Folder

..... [ BASEDEDATOS

| Batch not Active

HMATTHEWS On idlcg v

When we click on the Edit template option, if we do not have any template for this
folder, you will get a message indicating that the template list is empty.

Error Loading Input... x|

@ Template For Inpuk nok Found
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If there are any templates already created for this folder, when we click the Edit

Template options we will get the following window:

v| x|

We have to choose from the template list for the one we want to modify. Then we
click the accept button (green check mark) and the following window will be show.

&' Template Input {(Name: EXCEL FILES - ITEMS LIST}) ﬂ

] Agsociation
r~ Connection
Frovider: I
Server name I
D ata Source I = | !
User name: I
I™ | Field namme it first row
Passwerd I Separatar:
Tuype Source: IFSIe  Tah " Camma (]
Data or File Mame: Iexls » Elit: s @ Dl I_
Table ar path name: IC:'l.ternp'le.xfs
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Modifying an Input Template

Once when we have loaded the Edit Template Wizard, we have the same options that
we did on the NEW Template Wizard for Input.

In order to modify the template we go through the same parameters that we
describe on the CREATE NEW TEMPLATE for Input section on this chapter.

On the Data Source tab we will find information about our template. In order to
modify this information we need to click on the Association Tab.

On this tab we can change our source file by pressing the BROWSE button 4| Also
we can change our Excel columns - Folder Indexes relation.

We can delete any unwanted index by pressing the trash icon

& Template Input {Name: EXCEL FILES - ITEMS LIST)
D ata Source ] 1

— Select file — Folder &szociation

£ Tiest file @
& ExcelFiie | a

Ie.xls

=3
o
@
]

| |Data Source Fields | Folder Indexes Patl
SUBJECT hd
INDFECHA
INDNUMDECIN
INDHORA
INDNUMSINDE

€ Table
Select table

Mmoo 0o =

8

B v x

Once we have set and correct all parameters we click on the ACCEPT button (green
check mark) in order to update our template. If the update process complete
successfully we should receive a confirmation message.

Deleting an Input Template

In order to delete an Input template we only have to click on the trash button
located on the Data Source tab.

AI Click to delete an Input template
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Assigning an Input Template

In order to assign a template we choose Assign Template to Folder option form the
Template menu. We use this option when we have two folders with the same index
structure and we do not want to create the template for different folders. So what we
do then is to assign a template to other folder.

¥ Automated Input Module =1ol=|

Session Yiew | Templates Batch Impub ‘Windows Help
= E M| Forgach P b |

m For Input

B[z MOISES GALVEZ

Mew Template
Edit Template

Assign Template to Folder

- E AM_INSTALABLE
. [[JBASEDEDATOS
.[[JeatcH
O msTALABLE
OB
i [CJocrBATCH
L[Csales
B cLEenTes
COMPASSWORD
B pavraz
B pevrap
B vocumenTs
Bl FoLoer 1
& marTHA
UEVOCABINET
RUEBACREAR
. [B) PRUEBACREATE

‘Eatch ot Active HMATTHEWS On idlcg 4

We should get the following window:

@ Input association x|

Cabinet:  AIM_INSTALABLE Folder: MEGA |
Name: I |

Separator:

Details ]

Type Source:
Provider:
Server:

User name:

Data or File Hame:

Table or path name:

On the Templates Parameters tab we have to select form the template list the one
that we want to assign to the current folder.
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We have to click on the browse button located on the right side of the name field to

load the templates list.

Marmne: I

L

Click the doted button to load the templates list.

¢ Template Input list

HOLASAAS,

Ay FILES

MaNY FILES TYPES

MWOMERE COM CHECE Y PATH

HUEWD =P

FOAYRA

FRUEBA

FRUEBA DE ARCHMNOS 15

FRUEBA DE ARCHINOS 30

x|

From the templates list we choose the one that we want to assign to the current

folder. We have to click the ACCEPT button (green check mark).

Once we load the assigned templates we can view all template information, like

template name, input date, creation date and file type.

\"3 Input association 1[
Cabinet:  AM_INSTALAELE Folder: MEG2
1 Details ]
Name: IEXEEL FILES - ITEMS LIST _l
Type Source: File Separator:
Provider:
Server
User name: HMATTHEWS
Data or File Hame: exls
Table or path name: Cihternphe.xds
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If we want to review or change any value we can do it on the DETAILS tab.
You are allowed to change any index values with out affecting the source template.

Since we are just copying information from the template source in order to create a
new one.

x
Cabinet  AlM_INSTALABLE Folder: MEGA

IpLt Paramneters ]

D ata Source Fields Folder [ndexes Path |
A SUBJECT hd [l
B INDFECHA ]
[ INDMNUMDECIMALES O
D INDHORA O]
E INDMUMSINDEC O
F

When we have finished defining or associating a template we have to click the
ACCEPT button to save our template information. You should get a confirmation
message of a successfully update.

Input Template Wiz x|

@ Process completed
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Chapter 7:

Introduction

On this chapter we are going to create a batch file package using a template that we
have already created.

We are going trough a step-by-step procedures in order to guide you easily trough
the processing of a batch file package.

Remember that you must have an active account to a DocuManager or Secure
Archive server. Also you must have installed on you computer the Automated Input
Module.

If you have not created any template please refer to the CHAPTER 5 on this guide.
The success of a good batch file processing depends on the template that we are

going to use. If there is any error on the template it will be passed to the batch file
package.
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Creating a Batch file package

For reference we will look of the parameters that we set on the batch template.

Our batch templates name is: GENERALDOCS

Batch Type: Files

File Type: Image files

We set all our indexes to get standard or default values as you can see on the

following window. So when we process our batch of images files all indexes for each
image will have the values that we set.

Batch Template Wizard

Sef index names and document coordinates that the
index extraction method will use.

'j||4|<|b|n|

Method Page || Value

SUBIECT Standard General Docs

INDFECHS Today

IMNDNUMDECIMALES Standard 350,25
INDHORA, Standard 10:30
INDMUMSIMDEC Standard =0|

Help | Cancel = Back | Mext = | Einish
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STEP 1:

We have to select the folder on which we want to place our batch file package. Then
we go to the menu bar click on BATCH and choose NEW. If we have created a batch
template for this folder we should get a list of them in order to choose one.
Otherwise we will receive a message box indicating that there is not any template
created for this folder so it will load the Wizard Template for Batch.

n Automated Input Module

Session  VWiew Templates | Batch Input  ‘Windows He

=8 e @J_

[== Open

STEP 2:

Structure Informatio| .

Save

B MOISES GALVEZ
B Q AlM_INST ALABL
] BASEDEDAT
-[]BaTcH
A INSTALABLE
I MEGa,

[ JOCRBATCH

. Close

‘ Process Batch

ﬁ Delete Row
@ Delete Al Rows

ﬁ Tramsfer

@ Scheduler Transfer

----- Bl cLEMTES
..... Bl conpssswiorD

----- Bl cocumenTs
..... Bl FoLDER 1
..... Bl marTHA

..... Bl ruEvocasnET
..... B criFRACrREAR

=l

From the batch list we choose or select the one that correspond to the type of
documents that we are going to work with. Also we can check it properties by click

the Batch Properties button.

EI Batch Parameters..

| Image Parameters | Page Separator |

Contract |3

Cabinet |24

Folder |1 25

Batch name IGENEFL-’-‘-.LDDES
tethad I

Scanner type IFiIe
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Once we select the batch template we need to type the package name and click the
accept button (green check mark).

x

select a batch termplate
| GENERALDOCS

Flease type new batch name
IMaru:h 2001 General Docy

STEP 3:

In some AIM version you will receive a message box asking you if you want to start
processing the batch.

Batch Scanning x|

@ Mews Batch directory: "MARCH 2001 GEMERAL DDC3", It has been created, Do wow wank bo process this batch 7

In other version you may not get this message, so you need to go to the menu bar
click on BATCH and choose Process Batch.

¥ Automated Input Module

JSessiDn Wiew Templates | Batch Input indows He

(=g [ B e
= . = Open
E'"B: MOISES GALVEZ s

=Bl am_MsTALABL

D BASEDEDAT Process Bakch

ﬁ Delete Row
@ Delate All Rows

&l -1 oenTes T
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STEP 4:

Once we select or decide to process our batch package the following window will be
shown. We have to tell the AIM application where are our files that we want to
included on this batch package. By pressing the BROWSE button to locate this files

IR, select files =|

Path IE:"&F"mgram File_s'\.ﬁutumated Input |

Selected files 1 File Type

STEP 5:

Once we press the BROWSE button we need to find our source file by double clicking
the folder structure.

Path for Select Files: Files Type: 2=
File name: Folders: 0
Iﬁ c:hprogra™ 1 hautoma™ -
Cancel |
ﬂ = h -
[= PROGRA™
= AUTOMA™T
1 Batch
1 DataServer I Bead arly
j 3 Input ;I
Lizt files of type: Cirives:
| TIF Files [~ tf >| | = cLocal Disk | Metwork.. |
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STEP 6:

Once we have found our source file path. We need to press the button OK from the
previews window in order to load all image files into the Select File window.

On this window we will have some options on the menu bar available.

Select all image files

s <]

& ||

= Delete selected image files

&, select files

unselect all image files

Delete unselected images files

X

Path IE:"\ngram File_s"\.hutumated Input

Selected filez 10 Filez Type:= TIF, * BMP, *JPG, = PC=, * TIFF,

L

[[] 00363827 bk,
[ 00363827 XIF
[ M5.BMP

[ M5.GIF

[ M5 P

[ mundo.bmp

[ Solar Eclipse.jpg
[ trop215.jf=

[ troytec2? 0. fax

wwharker. aif

v

X

When we have loaded all images we can decide which image to process and which

not by using the icon command from the menu bar.
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STEP 7:

z

On this example we will process all image files. So we press the select all icon

[E'.:, Select files EI
Fath IE:"\nglam Files\Automated Input |

Selected filez 10 Files Type:* TIF, *.BMF, = JPG, * PC, = TIFF,
Q0362827 ibk,

Q0363827 =IF

MS.BMP

MS.GIF

kS PO

mundo.brp

Solar Eclipze.jpg

trowE1 5. jf=

troptec20.fax

V| X|

Then we need to click on the ACCEPT button (green check mark) to start processing
all image file.

If for any reason you get this message box. You need to check access permission on
the source file path.

Automated Input Module x|

0 Path/File access error. Unable to read or write the specified file

Unable ta display image.
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The AIM application will start loading all image files into the image viewer and
simultaneously will load all indexes values using the method that we have defined on
our batch template.

If you click on each record or line the image file will update the window to the
corresponding or related image.

On the index information window you can see the total of image processed. Also you
can see the cells color definitions “yellow” for cells with errors and “white” for cells

without errors.

T Index information -

* blooades mucom sdlloe pirrica,

dex information

X

SLUBJECT INDFECHA INDNUMDECIMALE| INDHORA INDNUMSINDEC | =
11/0ct/2002 35025 10:30 50
GEMERAL DOCS | 11/0ct/2002 35025 10:30 50
GEMERAL DOCS | 11/0ct/2002 35025 10:30 50
GEMERAL DOCS | 11/0ct/2002 35025 10:30 50 -
GEMERAL DOCS  |11/0ct/2002 35025 10:30 a0
GEMERAL DOCS  |11/0ck/2002 360,25 10:30 il j
Cells color definition
Total 9 ’7 without error with emor 9 ‘

|- Folder Location:

|0 o oe L, g,

SRR Syl
T S—

In order to check all cells for errors we have to make use of the cells icons:

I+
It use to refresh the image on the image window

It use to check all indexes on the batch package

It use to check just one cell on the indexes grid

It use to check jut one line of cell on the indexes grid
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For date type indexes please check on the date format or try typing another date
format to see which one the index accept as a valid date.

Once you check the package of file for errors you should not get any errors and the
cells errors counter should now be at cero.

ndex information |
SUBJECT INDFECHA INDMUMDECIMALE | INDHORA, INDHUMSINDEC | =
GEMERAL DOCS  [11410/2002 380,25 10:30 3]
GEMERAL DOCS  [11410/2002 35025 10:30 50
GEMERAL DOCS  [11410/2002 380,25 10:30 3]
GEMERAL DOCS  [11/410/2002 380,25 10:30 1] b
GEMERAL DOCS  [11410/2002 380,25 10:30 3]
| |GEMERAL DOCS  |11/10/2002 380,25 10:30 1] ;I
Cellz color definitions
Total 9 IV withaut error with error 0 |

rFDIder Location:

At this moment you can add more files to the same package by processing the batch
again. It will load the Select image window and then you can select new files in order
to add them to the previews list of files that already has been processed.

Also there is help for each index type. You need to place the cursor or mouse pointer
above the desire cell for 4 seconds and a yellow window will load for you with all
index information. This window is useful to know how indexes have been defined.

ndex information =]
SUBJECT INDFECHA, INDHUMDECIMALE | INDHOR A INDMUMSINDEC ||
GEMER&LDOCS  [11/0ck/2002 |350.25 10:20 a0
GEMER: A0
GENEE: Marmne: | INDFECH. =
GEMER: Data Type | DATE a0
GEMER: 50
GEMER: M azk. | DDA A 50 -
It iz required | Mo definitions
Total thaut error with errar 9 ‘
Folder Locz Long I 10
|7— Decimalz | I ‘
b axirnum |
FimirnLnn | -
Default | - -
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You can also delete one or all rows from the indexes list. By using the options on the
BATCH menu.

¥ Automated Input Module

JSessiDn Wigw Templates | Batch Input Windows Hel|

8| W 5 B e
=5 Open
M Save
E""B: MOISES GALVEZ Close
=B am_INSTALAEL

.. ]BASEDEDAT Process Batch

[ ]BaTcH @ Delete Row

e JINSTALABLE
O @ Delete All Rows

~CIMEGA,
] ocRBATCH % Transfer
ALES @ Scheduler Transfer

It is useful if we want to eliminate some records (rows) from our index list. It will
delete index record together with its related image.

STEP 10:

Saving the batch

If we want to save the batch to continue working on it later on, we need to go to the
menu bar, click on BATCH then choose SAVE. You will be prompted with a
confirmation window.

¥ Automated Input Module

ISessiDn Wiews Templates | Bakch Input  Windows Hel)

28 @ EE e
EF; Open
=1 ) MOISES GALVEZ Close

=Bl am_nsTALABL
[ ]BASEDEDAT Process Bakch

D BATCH @ Deleke Fow
g :::ES;iLAELE @ Delete Al Rows

[JocreatcH S8 Transfer
@ Scheduler Transfer
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This is the confirmation message box that indicates the batch has been saved.

Saving batch... x|

@ Mews Batch: MARCH 2001 GEMERAL DOCS It has been successfully saved

Once we have saved our batch it wont close the batch working session, we have to
do it manually by going menu bar click on BATCH and then choose CLOSE.

¥ Automated Input Module

ISessiDn View Templates | Batch Input  ‘Windows Hel)

| @ |50 E B L

= CIpEn

| structure INGHISINY ~ DA
=1 £ MOISES GALVEZ

=Bl am_msTALABL
[ ]B&SEDEDAT F.:) Process Batch

D BATCH @ Deleke Raow
S LTS;iL'ﬂ‘ELE @ Delete Al Raows

~[C]ocrBATCH % Transfer
@ Scheduler Transfer

You will be prompted with a confirmation message box, warning you about closing a
batch with out saving it first. If you have previously saved the batch just click on the
YES button, if not from the menu click BATCH then choose SAVE. Then you can close
the batch.

Error on closing batch x|

& Clasing batch without saving will make wou lose any changes vou have made

Do wou wish ko close bakeh @ MARCH 2001 GEMERAL DinCS 7
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STEP 11:

Retrieving a saved Batch

In order to retrieve a saved batch we need to go to the menu bar and click on the
BATCH option then choose OPEN.

¥ Automated Input Module

ISessiDn Yiew Templates | Bakch Input Windows Hel)

| ® | @)% E B [rew
- . I:I:IpEen
E---a MOISES GALVEZ o

=B A _MSTALAEL

D BASEDEDAT Brocess Batch

@ Delete Row
@ Delete Al Rows

D s % Tramster

@ Scheduler Transfer

A list of all saved batch will be loaded. All you need to do is to choose the one that
you want to work with. It can be anyone from the batch list.

x
B atch name Batch D ate
b arch 2001 General Docs 1102002 10:09 Ak
Other
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Also you can see the batch properties by pressing the batch Properties button.

“iE Batch Parameters.. x|

| Image Parameters I Page Separator I

Contract |3

Cabinet I24

Falder I'I gk

B atch name IGENEH.&LDDES
kM ethiod I

Scanner type IFiIe

In order to load a saved batch we select it and then pres the ACCEPT button (green
check mark).

The loading process will take few seconds. Once it has been loaded a conformation

message box will be shown. Jus click the OK button to start working with your saved
batch.

Automated Input Module x|

@ Batch: March 2001 General Docs Successfully loaded. .

Every time we load a saved batch you will see that all indexes will be loaded on
yellow color. This is by design in order to force you to check every time for indexes
errors.
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STEP 12:

Transferring the Batch File Package

Once we have saved or load a saved batch package we then proceed to transfer the
batch to the DocuManager or Secure Archives application server.

We have to options to transfer the package, transfer immediately and transfer by
scheduler.

Immediate Transfer

These instructions apply for both Batch and Input packages.

We go to the menu bar click on the BATCH option then choose TRANSFER option.

¥ Automated Input Module

ISessiDn Wiews Templates | Bakch Input  Windows Hel)

(T WL [ B e
[== Cpen
BEETD.. ...
E|r_j MOISES GALVEZ Closs
=B AM_NSTALABL
[ ] BASEDEDAT Process Batch
~[lBaTcH
] INSTALAELE
[ IMEGA,
~[JocreaTcH =%

ALES Scheduler Transfer

ﬁ Ceelete Row
@ Ceelete All Rows

A confirmation message box will be shown to make sure that you really want to
transfer the batch package.

Automated Input Module =]

@ Do wou want to transfer batch: March 2001 General Docs 7

We click on the YES button if we want to proceed with the immediate transfer
operation. If not we click on the NO button.

Evolusoft Page 76 of 97



e uUsS Oﬁ: Automated Input Module - Guide

Once we choose to proceed with the immediate transfer by clicking the YES button
the transfer window will be shown.

Transferring...
[ILT] ]

@ Transferring Batch: March 20071 General Docs

Processing D ata: work.er.gif jl

On some version this window may vary. You will be able to see all transfer progress.
If you have some error during the transfer process you will receive a message on the
same window.

Transferring... "'

}/' Batch Tranzferred Successfully

)|

If you do not have any error during the transfer process you should get a
confirmation message, batch has been transferred successfully.

You can check if the package has been loaded into the DocuManager or Secure
Archives server on few minutes.

Remember that you should check you package before transferred in order to make
sure that all your indexes have the correct values and the correct image related.
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Scheduler Transfer

We also have the option to program when we want to transfer our batch or input
packages.

These instructions apply for both Batch and Input packages.

To schedule a batch or input transfer we need to go to the menu bar click on the
BATCH option and then choose Scheduler Transfer option.

¥ Automated Input Module

]Sessiun Wiew Templakes | Batch Inpub Windows Hel)

R 2 o
[= Open
| - structure Informatiolf= NN
E'"'B: MOISES GALVEZ e

=Bl Am_NSTALSEL
[ ]BASEDEDAT Process Batch
~[]BaTcH
~[IMSTALABLE
T IMEGA,

[ JocRBATCH iﬂ Transfer

= AL ES @ scheduler Transfer

@ Delete Fow
@ Delete All Rows

This option will load a small application that allow you to program the date and time
on which you want to transfer the file package.

1 Evolu Scheduler =10l x|

Custarm

Iy, Wit AN March 2001 General Doc:j' Select Batch ta Transfer

|0n Server: idleg
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On the left side panel we can see the table time on interval of 15 minutes, each rows
represents 15 minutes corresponding to the date we have choused from the right
side panel. Also you can see the date on the top of window.

Friday, October 18, 2002

- [

Make sure that you select the

correct time (am or pm). Right click over the desire

cell and from the pop up menu click the Add Appointment option.

Friday, October 18, 2002 b ar
[on:
E I Add Appuntmcnt;
A properties window will be shown. Click on the ACCEPT button (green check mark).
x|
— Batch Propertie

B atch Dezcription

Date
Start time:
Program

1810200
2 3:00:00 PH
C:4Program Files'Automated Input ModulehE volutr. exe
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Please type a reference name on the corresponding hour cell. This is if you have
programmed several transfer packages.

—

3 o0 Wtarch 20001 Package

The right side panel contains the calendar that allows us to select the date on which
we want to perform the transfer.

IMarch 2001 General D':'C:j Select Batch to Transfer
|0n Server: idleg

October =

One important thing is to choose the package that we want to transfer. We can do
this by clicking on the list control that is located over the calendar. If for some
reason you cannot see any batches or input name, please exit this application and
load it back again.

Once we have set all our parameters for the scheduler transfer we must left this
application running. We can close the AIM application but again we cannot close the
scheduler transfer application. You can minimize the application in order to use you
computer with other application.

| i Automated Inpu...l | Evolu Scheduler | |<BE@E G146 AM
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Chapter 8:

Introduction

On this chapter we are going to create an input file package using a template that
we have already created.

We are going trough a step-by-step procedures in order to guide you easily trough
the processing of an input file package.

Remember that you must have an active account to a DocuManager or Secure
Archive server. Also you must have installed on you computer the Automated Input
Module.

If you have not created any template please refer to the CHAPTER 5 on this guide.
The success of a good input file processing depends on the template that we are

going to use. If there is any error on the template it will be passed to the input file
package.
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Creating an Input file package

For reference we will look of the parameters that we set on the Input template.

Our Input template name is: Excel - General Docs

Input Type: Files

File Type: Microsoft® Excel sheet

When we build up our template to process Microsoft® Excel files we match our
columns with our folder indexes. Remember that always there must be a column
with the image file path. You can process any excel file with out a related image.

This means that you cannot load only indexes values without a related image.

Here is the source file a Microsoft® excel sheet. As you can see we have column with
data and the last column has the related image file path.

A Microsoft Excel - e.xls
J File Edit Wiew Insert Format Tools Data MWindow Help
| arial -0 - BIZU|===8% %, @#%
DEHa8RY [ sBBT - R A4 % B0 -0,
A | B | C | D | E | F j
| 1 |00364526.001 070272002 10376.21 03:27p 79394 citernpi00364926.001
| 2 |00364927.001 06,/02/2002 10377.23 10:37p 98 828 cMempi00364927.001
| 3 |00364525.001 0BM2/72002 10378.25 10:48p 80 956 c:\termpi00364925.001
| 4 |00364529.001 070272002 10379.27 04:46p 39 A58 ciMtermpi00364929.001
| 5 |00364930.001 05,/02/2002 10380.29 10:24p 119206 c:Mernpid0364930.001
| B [00364931.001 12/04/,2002 10381.31 10:40a 80,106 c:\tempy003649351.001
| 7 |00364532.001 070272002 10382.33 06:01p 144 820 c:termpt00364932.001
| 3 [00364933.001 08,/02/2002 10383.35 05:02p 83 342 ciMermpi00364933.001
| 9 |00364934.001 08,/02/,2002 10384 .37 05:.02p B4 352 c\temp003649354.001
| 10 |00364535.001 050272002 10385.39 04:36p 73712 citermpi00364935.001
| 11 |00364936.001 1204,2002 1033641 10:40a 144 296 c:ternp00364936.001
| 12 |00364937.001 05,/02/2002 10387 43 10:14p 120,018 c:\tempyd0364237 001
| 13 |00364535.001 070272002 1035858.45 01:59p 196,902 citernpt00364935.001
14 |00364933.001 070272002 10339 .47 DE:Sfin | 102 656 c:iternpt00364935.001
L BE RN AN 1 L4

When you work with excel files you may encounter problems with the data format
type. They may not match the data format type that you have defined for your folder
indexes. We recommend that on the excel file you define you data of text data type
to avoid any mismatch.
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When we defined our excel template we match each column with our folder indexes.
Also we check the column that represents the image file path.

Assign the data source fields to the Secure-Archives |
Docullanager Folder Index.

Data Source | Folder Indexes Fath

A SUBJECT O

B INDFECHA, [l

C INDNUMDECIMALES [l

D INDHORA, [l

E INDNUMSINDEC ]

F

Zancel < Back | Mext = | st

STEP 1:

We have to select the folder on which we want to place our input file package. Then
we go to the menu bar click on INPUT and choose NEW.

¥ Automated Input Module

]Sessiun Wiew Templates Baktch | Input ‘Windows Help

|z & wieE B e O
E;—Open

_= Structure Information . Sepie Rl

=- 5] MOISES GALVEZ
|_—‘_|. Ald_IWNSTALABLE
..... |:| BASEDEDATOS Process Inpuk

Clmse Inpuk

ﬁ Delete Inpuk Rowv
@ Delete &l Raws Input

Fj Transfer

@ Scheduler Transfer
|
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If we have created an input template for this folder we should get a list of them in

order to choose one.

" New Input

Select an input template

IEKEEL -GEMERAL DOCS

Flease type new input name

=l 8

]

IMarch 2001 Gereral Docd

v

X|

Otherwise we will receive a message box indicating that there is not any template
created for this folder so it will load the Wizard Template for INPUT.

STEP 2:

From the batch list we choose or select the one that correspond to the type of
documents that we are going to work with. Also we can check it properties by click

the Batch Properties button.

“ig|Batch Parameters..

a'l Image Parameters | Page Separator |

Contract

Cabinet

|3

|24

Falder
Batch name
tethad

Scanner type

|1 g9E

IGENEHALDDES

IFiIe

Evolusoft

Page 84 of 97



Automated Input Module - Guide

(3 olusoft

Once we select the batch template we need to type the package name and click the
accept button (green check mark).

" New Input x|

select an input termplate
IEKEEL -GEMERAL DOCS

Flease type new input name

IMaru:h 2001 General Docs - Input

STEP 3:

In some AIM version you will receive a message box asking you if you want to start
processing the batch.

Input scanning il

@ Mew Input directary: "MARCH 2001 GEMERAL DOCS - INPUT" It has been created. Da vou want to pracess this batch
?

In other version you may not get this message, so you need to go to the menu bar
and click on BATCH then choose Process Batch.

¥ Automated Input Madule

ISessinn Yiew Templaktes Batchllnput Windows Help

T W ERE e
== Open

;: Structure Information Gy Tl

E--B MOISES GALVEZ Close Input
=Bl AmM_NSTALLBLE

[ ] BASEDEDATOS Frocess Input
g BATCH & bsete oot o
MNSTALABLE
CIMEGA ﬁ Delete All Rows Input
pESCEE Ly % Transfer
FEH scheduler TransFer

E 1 ICRITECT T
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STEP 4:

Once we select or decide to process our batch package the following window will be
shown. We will be able to see the number of files that has been processed together
with a progress bar.

0 Processzing file... BB

STEP 5:

The AIM application will start loading all image files into the image viewer and
simultaneously will load all indexes values using the method that we have defined on
our batch template.

If you click on each record or line the image file will update the window to the
corresponding or related image.

E|| © Input indexes - 00364926.T x|

Input indexes 1[

A, B 0] E | ]
P | BL 00364926 Lif 07/02/2002 03:27p 79,294 —

B 00364927 L 0E/02/2002 103772 10:37p 98,828

B, 00364928, 0g/02/2002 10378.25 10:48p 80,956

B 00364929 Lf 07/02/2002 10373.27 04:4Ep 39.458

B, 00364930 4 050242002 10330.29 10:24p 119,206

B, 00364931 .tif 12/04/2002 10381341 10:40a 80,106 LI

Cells color definition:

Total 130 ’— withaut errar with error 130 ‘
Folder Lacation:
Albd INSTALABLENSALES |
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If you don’t see any images at all. Please CLOSE the input, confirm that you don’t
want to save it. Check on the excel files the column that contains the image path and
make sure that it is a valid path. Process the input package again.

On the index information window you can see the total of image processed. Also you
can see the cells color definitions “yellow” for cells with errors and “white” for cells
without errors.

Once the AIM application finished to process all the Microsoft® Excel source file, it
will load all images and the list of all the indexes values. To see the related image
just click on the row and the images will be updated automatically.

In order to check all cells for errors we have to make use of the cells icons:
It use to refresh the image on the image window

g It use to check all indexes on the batch package

E It use to check just one cell on the indexes grid

% It use to check jut one line of cell on the indexes grid

For date type indexes please check on the date format or try typing another date
format to see which one the index accept as a valid date.

Once you check the package of file for errors you should not get any errors and the
cells errors counter should now be at cero.

El Input indexes |
|| B C ] E |«]
03649264 070242002 10376.21 0327 9,394 —
Q0364927 kif 06/02/2002 10377.23 10.37 95,828
00364928 ki 06/02/2002 10378.25 10:48 80,956
Q0364329 tif 07/02/2002 1037927 0446 39.458
Q0364330 tif 05/02/2002 10380.29 0327 119.206
|| 00364331t 12/04/2002 10381.31 0327 80,106 LI
Cells color definitions
Total 130 IV without error with errar 0 ‘
Folder Loc:ation:
Al IMSTALABLENVSALES ‘

At this moment you can add more files to the same package by processing the input
again. It will load more files to the previews list of files that already has been
processed.
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Also there is help for each index type. You need to place the cursor or mouse pointer
above the desire cell for 4 seconds and a yellow window will load for you with all
index information. This window is useful to know how indexes have been defined.

e x|
I SUBJECT IINDFEEHA INDHUMDECIMALE | INDHORA INDMUMSINDEC |
GEMERAL DOCS  [11/0ct/2002 350,25 10:30 50
GEMER: a0
GENER: Name:l INDFECH2, Eq
GEMER: Data Type | DATE 50
GEMER: a0
GEMEFR: Mazk | DDA A 50 -
It iz required | Mo definitions
Total thout error with errar 9
Folder Locz Long I 10
L Decimals | 0 ‘
[EE |
Minimim | E
Dehmt|

You can also delete one or all rows from the indexes list. By using the options on the
INPUT menu.

¥ Automated Input Module

JSessin:nn Yiew Templabes Bakch | Input ‘Windows Help

|& & |50 kB e [ ew

IEF; Cpen

M Save Inpuk

- £ MOISES GALVEZ Close Tnput
=Bl am_nsTALABLE B

. ] BASEDEDATOS Process Input

~[JBatcH @ Delete Input Row

INSTALABLE
O ﬁ Delete All Rows Inpuk

~CIMEGA,
~[C]ocrBATCH % Transfer
@ Scheduler Transfer

It is useful if we want to eliminate some records (rows) from our index list. It will
delete index record together with its related image.
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STEP 10:

Saving the input

If we want to save the batch to continue working on it later on, we need to go to the
menu bar, click on BATCH then choose SAVE. You will be prompted with a
confirmation window.

¥ Automated Input Module

ISessiDn Yieww Templates Batch | Input Windows Help

T® WO ERE e

EF; Qpen

=1 £ MOISES GALVEZ Close TnpLt
=B am_nsTaLABLE i

D BASEDEDATOS Process Inpuk
S BATCH Bl Delete Input Raw
D LP:ES;iL.&.EILE ﬁ Delete All Rows Inpuk
[ JoCRBATCH % Transfer

@ Scheduler Transfer

This is the confirmation message box that indicates the batch has been saved.

Saving input... X|

@ Mew Input: MARCH 2001 - GEMERALS DOCS - INPUT, Ik has been successfully saved
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Once we have saved our batch it wont close the batch working session, we have to
do it manually by going menu bar click on BATCH and then choose CLOSE.

¥ Automated Input Module

]Sessiu:un Wiew Templates Batch | Input Windows Help

|z & Wi E e (e

IEF; Qpen

M Sawve Input

= ) MOISES GALVEZ
=@ AM_NSTALABLE

|:| BASEDEDATOS Process Input

i Close Inpuk

a Delete Inpuk Row
@ Delete All Rows Input

% Transfer

@ Scheduler Transfer

You will be prompted with a confirmation message box, warning you about closing a
batch with out saving it first. If you have previously saved the batch just click on the
YES button, if not from the menu click BATCH then choose SAVE. Then you can close

the batch.

Closing input.. |

& Closing input without saving will make wou lose any changes wou have made.

Do o wish ko close inpuk: MARCH 2001 - GEMERALS DOCS - INPUT #
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STEP 11:

Retrieving a saved Input File Package

In order to retrieve a saved batch we need to go to the menu bar and click on the
INPUT option then choose OPEN.

¥ Automated Input Module

ISessiDn Yiew Templates Batch | Input WWindows Help

2 € Wk R E| e
BT =gopen
[— 3 sarucee cat wver Save Inpuk
Close Inpuk

=) £] MOISES GALVEZ

=B AM_NSTALABLE

D BASEDEDATOS Process Inpuk
g BATCH &l Delete Input Row
IN=TALABLE
s ﬁ Delete Al Rows Inpuk
[ ]ocrBATCH Eﬂ Transfer
@ Scheduler Transfer

A list of all saved batch will be loaded. All you need to do is to choose the one that
you want to work with. It can be anyone from the input list.

" Open Input x|

View input properties

v| X|
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Also you can see the batch properties by pressing the input Properties button.

" Input template properties X|

General | Databaze Information I File Information I

Account |h-1EIISES GALYES
Cabinet: jAIM_INSTALABLE

Folder: IS.-'i'-.LE 5

Input narme |E><I:EL -GEMERAL DOCS
Source type |Fi|e

Creation date |‘I 470/2002 3:32:39 AM

In order to load a saved batch we select it and then pres the ACCEPT button (green
check mark).

The loading process will take few seconds. Once it has been loaded a conformation

message box will be shown. Jus click the OK button to start working with your saved
input.

Automated Input Module x|

@ Input: March 2001 - Generals Docs - Input Successfully loaded.

Every time we load a saved batch you will see that all indexes will be loaded on
yellow color. This is by design in order to force you to check every time for indexes
errors.

STEP 12:

In order to transfer an input package, please read how to transfer a batch package,
all instruction and procedure apply for both types of packages.
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Chapter 9:

Viewing Transfer Log

If during a transfer operation we receive any error message we can go to the
transfer log to see exactly what is going on with the transfer.

We can do this by going to the menu bar and click on VIEW, choose View Log
Transfer and then choose either for BATCH or INPUT.

¥ Automated Input Module
ISessiDn View Templates Batch Input Windows Help

‘ o [E: view Structure | ML
_. & view Index Information i
SH= b Wigw Log Transfer 3 % Batch

E B Wigw Error Messages

B CONPASSWORD
B pavraz

B pavRap

B DoCUMENTS
[ FoLDER 1

@ Input
—

Once we have choused the package type, the transfer log window will be loaded.
Here we can see the batch or input package name, the transfer date, status, mode
and result.

x
Batches Transferred
| |Mame Transfer Date Statuz Mode Result
P |March 2001 General Docs 11042002 230:28 P |COMPLETED Batch SUCCESSFULLY
March 2001 General Docs 111072002 2:30:03 Pk CAMCELED Batch Application Already Running,
| |March 2001 General Docs 11410/2002 11:44:11 AM  |COMPLETED MANLAL SUCCESSFULLY

3 Batchis] Transfemed ) ; :
3| @ EY
[Dielete all bransfers|= -
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We also have several options on this window by clicking the following buttons.

Click for details information sends by the server.

@|@

Click to delete the log file.

[+]

Click to refresh the transfer log window.

Click to exit the transfer log window.

One common error is “server error”, on this case you must check with your
DocuManager or Secure Archives administrator that the Evolusoft Queue
Manager service is working.

This service is very important, because is the one that receive all packages
transferred by AIM application.
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Downloading an erroneous transferred package

Once you transfer a package it goes to the server into a special folder and some
information is registered on a messaging queue. The Evolusoft Queue Manager will
receive this message and it will start processing this package. It will unzip the
package and then will try to load all files into the DocuManager or Secure Archives
database and file system.

If it encounters any error on the package during this process the Evolusoft Queue
Manager will return it to you.

Once you login into the AIM application, it automatically will show you a window with
all packages that could not be processed by the server.

x
Mame Process Date Type Meszage
atra Err 09/7/2002 45750 F| INPUT

__|piuy |09/7/2002 3:08:00 F[INPUT | |

V|

Also if you want to check manually if you have any package with errors you can go
to the menu bar click on the VIEW option then choose View Error Messages.

¥ Automated Input Module

‘ Session | YWiew Templates Batch  Input
- I - E: Wiews Skruckure
m % Wi Index Information
1 @ .
View Image Farm

o Yiew Log Transfer g

View Error Messages
B CONPASSWORD
Bl oavraz

In order to download an erroneous packages we have to select it from the list and
then click on the ACCEPT button. A download window

Evolusoft Page 95 of 97



Automated Input Module - Guide

(3 olusoft

Additional Support

If you need additional support please contact us at support@evolusoft.com or call us at +507

223 1954.

You can also visit our support website at http://support.evolusoft.com

Evolusoft

Boulevard Balboa
Edificio Bay Mall
Technology Plaza
Segundo Piso, Local 213
Republica de Panama
Tel.: (507) 263-1096
Fax: (507) 263-0962

Evolusoft Europe
Bernhofstrasse 23

8134 Zurich-Adliswil
Switzerland

Voice: +41 1 709 27 40

Fax: +41 86 079 423 24 82
e-mail: europe@evolusoft.com

Evolusoft
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