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Welcome to iSynergy 3.9!

iSynergy is the award-winning browser based content management platform designed to simply
integrate business process automation, human resource allocation and document management in
one simple to deploy application that empowers users to innovate how they manage and share
content with the enterprise. As a comprehensive information management solution that provides
user-friendly solutions for the capture, storage, exchange, revision, and protection of business
documents in a digital environment. iSynergy dramatically enhances personnel productivity while
simultaneously reducing the cost of running a business. Using a standard browser interface,
employees, customers, and vendors can easily access information they need.

iSynergy is built on an open platform that allows for the expansion of its base capabilities. It easily
connects to host and legacy systems, expanding the functionality and leveraging the value of a
company’s current hardware and software investments.

Moreover, iISynergy maintains a central, enterprise-wide repository for the storage of all
Documents, unstructured information, and files that comprise a company’s intellectual property.
iISynergy empowers a company with the means to create new information management solutions
that automate many business operations. This empowerment is possible without the need to
understand programming or scripting.

iSynergy users may employ search functionality to retrieve documents which they have
permission to access. Once a User retrieves a document, they can: view, manage, share, and
reproduce the information. Some of these functions are dependent on permissions granted by the
System Administrator. Searches can be very broad or more specific in nature depending on the
desired result set of the search performed.

iSynergy can be finely tuned to grant highly granular access rights to individual iSynergy users.
For example, a customer service representative may be granted unlimited access to Applications
that contain public information, moderate levels of access to pricing information and denied any
access to confidential information. iSynergy makes it easy to selectively control access rights to
information for each individual User.

iDatix engineered iSynergy on popular development platforms. All of our software products
conform to RAD (rapid application development), ODBC (open data base connectivity) and other
industry-wide software development standards. iDatix has ensured that iSynergy smoothly
integrates with enterprise networks. In addition, in-house customization is possible for all
organizations.

What’s new in 3.9

iSynergy 3.9 furthers the iDatix mission to Simplify the Workplace for your growing business. In
this release, iDatix has added customer requested feature enhancements to make iSynergy
simple to use, as well as enabling the user to boost organization efficiency and work throughput.

The highlights of this release include:

= Revision Control. iSynergy provides support for collaborative document
development and process document modifications. The Revision Control feature
is a seamless extension to the iSynergy User Interface that completely integrates
the full functionality of the MS Office suite. In 3.9, iSynergy supports document
versioning and maintains a complete history and audit trail for all document
changes.

= Application Level Permissions. Application Level Permissions now provide the
ability to control user and group permissions on a per application basis. The
iSynergy user who creates an application now has the ability to add indexes
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without defining the user permission first. Administrators can delegate application
administration to different users, apply permissions on a per application basis to
enhance access security and apply permissions to multiple applications
simultaneously.

= Named Database Independence. iSynergy provides the ability to configure and
install the repository as a named database as indicated by the System
Administrator. This flexibility allows for the deployment of separate iSynergy
installations to the same database instance.

iDatix Technology Development Methodology

The iDatix software design methodology rests upon the concept of producing intuitive software
products to enable business users to automate their own environment. It is important to
understand that each user working in business today has the knowledge to make their business
processes easier and more effective.

iDatix produces the tools to allow the vision of an employee or an organization to be implemented
and deployed quickly, without extensive IT dependence. Leveraging the understanding and ideas
of every employee and using an effective business automation solution is the key to enhancing
productivity and quality within the business.

Change must be embraced. Our solutions must provide a simple way for the end user to modify
and enhance the solution to meet the changing needs of the business.

Key to this understanding is dividing the automated business solution into its components.

= What is the critical area of focus?

= What is the biggest area of need?

= What is the process today?

= What are the process gaps and bottlenecks as they are found today?
= What Documents are used in the process?

=  What Systems/Applications are used in the process?

= What is the vision of how to automate the process?

= How can documents, data and users be driven to the same point at each step of the
process?

= How itis tied together?

= How is it deployed?

= What is the most efficient, cost-way to make it happen?

= How do we optimize the new solution?

= How do we expand the utilization and benefit of the system?
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Client Support Services Contact Information

Pitney Bowes is committed to providing quality service and support for our customers. If you are
experiencing difficulty with your iDatix software, please let us hear from you so we can help. You
may reach us by phone at (877) 250-7939
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What is Content and Content Management

In its basic form, content is any type of digital information. It can be text, images, graphics, video,
sound or documents. In other words, content can be anything that is likely to be managed in an
electronic format.

Content Management is a system or the capability to manage and track the location of, and
relationships among, a firm's content at an element level in a repository. Content Management is
effectively the management of the content, by combining rules, processes and/or workflows in
such a way that its’ electronic storage is deemed to be managed rather than unmanaged. Content
management systems can manage entire binary files (documents), components of files, or
XML/SGML data.

Physical Content: Electronic Content:
Fllas Ay ElectionicCanmgailar Filles
Cormaspandénca M5 Word
‘I . Forms - Ward Perlest
- Reports Excal
e o I Ermall
—_— Slatamens PDOF Docuiments
L — Shippers MP3 Audio files
B Covar Sheets MPEG Wideo Files
Checks AutoCed Drawings
Photos Electronic Photos
Erays DiCom Medical Images: Xrays, etc..
Microfilm DE Reporis
Anything printed or copled Anything that lives on the Computer

In other words, content management, simply stated, is the process of sharing information vital to
an organization in a structured format. In most organizations, unstructured content enters an
organization's infrastructure from a variety of sources. Regardless of how a piece of content
enters, it has a lifecycle.

Revision control. Files can be updated to a newer version or restored to a previous version.
Changes to files can be traced to individuals for security purposes.

Indexing, search, and retrieval. For data to be valuable, it must be relevant to the task at hand
and accessible in a timely fashion. Documents can be parsed for keywords, headings, graphics,
and other elements; mechanisms for processing search requests become critical. One of the
greatest benefits of a strong electronic content management system is the ability to get out what
you put in. By having strong indexing, taxonomy, and repository services, locating the information
in your system should be simple.

Scanning. Paper generally enters the organization through a scanner, or sometimes, a
multifunction device. In centralized scan operations, large volumes of paper are put into the
system by dedicated workers. In distributed operations, smaller volumes of documents are
captured with lower volume scanners or multifunction devices closer to their point of creation.

Document Imaging. Software captures the image of the paper document. Increasingly,
electronic document images have the same legal status as a paper document.

Indexing. An essential part of the capture process, creates metadata from scanned documents
(customer ID number, for example) so the document can be found. Indexing can be based on
keywords or full-text.

Repositories. Structured and unstructured-the core of many ECM systems. This is where the
data resides and where much of a company's investment in ECM resides. A repository can be a
sophisticated system that costs hundreds of thousands of dollars, or as simple as a file folder
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system in a smaller company. The key is to have information that can be found once it is placed
in the system.

Content Life Cycle. The various phases that content moves through, such as authoring, review,
management, delivery, and archiving

Storage. Content needs to "live" somewhere. Storage technology (optical disks, magnetic, tape,
microfilm, RAID, paper) provide options for storing content online for rapid access or near- or off-
line for content that isn't needed often.

Rules of thumb for data storage:

= There are approximately 2,500 pages per drawer in a standard 4 drawer filing cabinet.
= There are approximately 2,000 pages per linear foot of documents.

= Astandard 8" x 11" paper when stored as a Group 4 is approximately 50k.

= A standard check image is about 15k.

Content Integration. Enables disparate content sources to look and act as a single repository.

Migration. As storage media ages, content must be moved to new media for continued
accessibility.

Backup and Recovery. Backing up content in various formats and/or locations helps to ensure
business viability in the face of a disaster.

Long-Term Archival. Content that must be preserved over decades must be saved to media,
such as paper and film-based imaging, with longevity to match.

Foundational Terminology

The purpose of this section is to provide foundational terminology and reference material for
specific concepts contained with this User Manual.

e Application: In iSynergy, an Application is the digital equivalent to a filing cabinet.

For example, on a basic level, the Applications created and used within iSynergy to store
documents are similar to traditional filing cabinets. Examples of filing cabinets, and
therefore Applications, that are common to many businesses include: Accounting,
Operations, Insurance, and Human Resources. Typically, employees responsible for
Insurance documentation store their Documents in a filing cabinet separate from
employees responsible for tracking Operations. Having separate filing cabinets for the
two departments is generally advantageous for the efficient storage and retrieval of
information for each department. It is also sometimes necessary to store particular
Documents in a separate cabinet for the security or sensitivity of the contained
information. Within iSynergy, creating separate Applications for different departments
also proves useful for similar reasons.

e BIT: ABIT is a binary digit taking a value of either 0 or 1.

e Byte: In a byte, the information storage measurement is a unit, usually considered to contain
eight bits.

o Database: A database is a collection of information organized in such a way that a computer
program can quickly selected desired pieces of data.

Note: For the purpose of this document, you can think of a database as an electronic
filing system.
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Document: A Document is any electronic file. In addition to text, Documents often contain
graphics, charts and other information elements.

For example, a Document can be a Word document, PDF file, Excel spreadsheet, any
audio file or a TIFF image.

Document Type: Within iSynergy, a Document Type identifies the type of document
contained within an Application.

For example, when looking in an Employee folder what documents types would you
expect to see. Documents common to all employees’ folders might include: Job
Description, Time Sheet, Contact information, and Reviews. These commonly
encountered types of Documents are Document Types. Other examples of Document
Types include Purchase Orders and Receipts, found in a separate Application (filing
cabinet) called Accounts Receivable. Notice that different Applications tend to house
different Document Types.

DPI: Dots per Inch is a measure of printing resolution, specifically where the number of
individual dots of ink a printer or toner can produce within a linear one-inch 2.54 cm space.
There is one pixel per dot.

Pixel: A pixel is a single point in a graphic image.

Group 4: Group 4 is a compression method for monochrome bitmaps used by a fax machine.
Additionally, it is also available as one of the compression options in the TIFF file format.

Checkout: The act of locking a document in the repository for editing purposes. Checking a
document out, locks it and prevents other users from editing the document at the same time.
This prevents the loss of work as one user must wait until a document is available to be
checked out before they will be allowed to edit the document.

For example, if there are two members of an Accounting department working on the
same invoice, if one of the users has checked out the document to complete some type
of work, the other user will be unable to checkout the same document.

Check-in: The act of adding a new document revision to the repository. Performing a check-
in will add the changed document to the repository and unlock it so that other users will be
able to see the changes and make further changes to the document.

For example, if a document has been checked out, it must be checked in. The documents
will be numbered according to the revision number. Additionally, depending on the
account functionality management permissions that are granted, the user will have added
document management capabilities.

Index: Within iSynergy, an Index is similar to a label on a traditional folder.

For example, in the Application example, Documents were stored and retrieved in folders
according to ‘Employee Name'. ‘Employee Name' is therefore an example of an Index.
Indexes help to identify Documents. The storage and retrieval of Documents within
iSynergy relies on Indexes, much the same as traditional cabinets and folders rely on
proper labels.

System Status: iSynergy maintains a status on all documents in the repository. This status
tracks whether the document is searchable, deleted or waiting to be indexed or scheduled to
run in an external application to perform a task.
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e Document Status: iSynergy provides the ability for the designer to create statuses on
documents. These statuses can be used to create an ad-hoc workflow or manage document
status specific to the application being created.

For example, the status of a Document is its “progress report”. The Status of a Document
may change as it passes through a business process. Example values for Status include:
Reviewed, Signed, Accepted or Rejected. These status values can be defined as a UDL
field.

e UDL: Within iSynergy, a UDL is a User Defined List. Some Index values may be User
Defined in that its’ is not unique, but rather chosen from a user defined list.

For example, a User Defined List limits choices of an Index value during data entry.
When used properly (a list of eight or less is common), UDLs greatly increase data entry
efficiency and accuracy. UDLs occur as drop-down menus in the iSynergy interface.
Index values that are good example candidates for use with a UDL include Document
Status and Document Type (assuming a limited number of Document Types exists).Very
poor example candidates for inclusion within an associated UDL include Date and Invoice
Number, due to the limitless number of possible values.

e Revisions. A Revision is a representation of a document at a point in time. A document can
go through many revisions. iSynergy can track the revisions of the documents and maintain a
history of the document along with, who, what and why the changes were made.

For example, when a document has been checked in or checked out of the system, each
action will create a unique document revision number. This number is displayed in both
the Search results as well as in the Object Table within the repository.

e OCR: Optical Character Recognition is a type of computer software designed to translate
images of handwritten or typed text usually captured by a scanner into a machine-editable
text.

e Repository: iSynergy can store and manage any Document type for your organization.

Additionally, the iSynergy Repository is a centralized location in the organization’s
network that stores all information within the iSynergy system. The iSynergy Repository
allows for the structured storage, access, management, exchange and protection of
enterprise information. iSynergy is designed to categorize and archive all forms of
intellectual property, including multimedia presentations, PowerPoint presentations,
spreadsheets, marketing literature, word processor Documents, Adobe PDF files and
sound files such as mp3 and wav. iSynergy can store and manage any Document file
type you can store on your desktop workstation.

ISynergy Basic Structure

There are two basic components to the iSynergy structure, they are: a repository and a database.
The repository is where the documents are stored and is connected to the database by the
pointer to source field within the object table. The documents maintain the original file extensions
within the repository, meaning if the document was a .doc, .pdf, .tif, etc, it would still be in that file
extension. The pointer to source in the repository is the stored directory location for the content
and it is stored by a named UNC path. There can be multiple repositories, as the original pointer
to source entry point never changes.
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iSynergy Storage Server

iSynergy Server
Basic Repository Structure

With SQL Database

Repository

Wisynergy_Storage_Server\ Folders

Repository!

L

Wet!

Application_MName\
Content Files

_OBJ_1_D1_0001.TIF
_OBJ_# DT\ _0BJ_1_D1_0002.D0C
—OBJ_1_D1_0003.PDF
_OBJ_1_D1_0004.XLS
—o—
_OBJ_#_D2\
—o—
_OBJ_# D3\
—o—
_OBJ_#_Ddlto
D#.A

Example Pointer to Source

WiSynergy_Storage ServeriRepository\Application_Name\_OBJ_1_D1\_OBJ_1_D1_0001.TIF

Searchable Metadata Stored in SQL
iSynergy DB Points lo Content

A database is a structured collection of tables that is organized so that its data contents can be
easily accessed, managed and updated. The database tables contain rows and columns that
store the data by an index value or metadata. Each table column is an index value, while each
row within that column is the data for a specific document. A row in the table is represented by a

sequential item number.
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Content and Information Flow

Content lives and exists everywhere either in physical or electronic format. Content that needs to
be captured and can be done via numerous devices: fax, scanning, drag and drop from the
desktop, intercepted from a print stream, or electronic capture mechanism. The data is captured
by key data elements called index values, or metadata. The index values along with the metadata
reside in the database. The document resides in the repository. They are linked by the pointer to

source fields.
Advanced Xtractor

Validation Exception

% E’bj Autowated Dae E“f* Hmﬂmg i

' "L
= Primary Scan Station
== / il
= g A ' 3
= Backup and Overflow

Faxed Documents Split and Auto Index
] <
. o

Fax Server

Scan Station
Spiit, Auto |nﬂg)( Production Server DB

& Route Fax Documents iSynergy

Documents Created Internally Drag and Drop DOC, XLS,
PDF, Emails Direct From Qutlook.

e g //

Save documents
directly to iSynergy

Scanm‘ng Documents Via Digital Copier’s / /
= &=
8> .

&@/

End Users
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ISynergy Installation Requirements

Supported Server Platforms

e Windows 2003 Server
e Microsoft SQL Server 2005
e 1IS6.0.

Note: It is highly recommended that the server be updated with all the current Microsoft
service packs, patches and hot fixes for both Server and SQL Server prior to installing
the iSynergy Database. For more information, please refer to:
http.//msdn.microsoft.com/en-us/sqlserver/bb671254.aspx

Hardware

The following table lists the minimum recommended hardware requirements for any server
running an iSynergy server component:

Component Minimum Recommended

Processor Pentium 4, 2.8 GHz Quad Core
Memory 2GB 4GB
Hard Drive 80 GB, Raid 1 or 5 160 GB, Raid 1L or 5

SQL Server Configuration

The SQL Server manages the information repository for iSynergy, and where all of the references
and statuses exist for tracking the information contained within the system. This makes iSynergy
very expandable and customizable for the Client.

The Database is an open architecture to allow third parties and clients to add further
enhancements and interface with other systems.

Installation of the iSynergy database on the SQL Server has six main requirements:
e Windows 2003 Server.

e Knowledge of the SQL Server SA account password.

The iSynergy setup program needs administrator privileges to install the iSynergy
database.

e Microsoft SQL 2005.
e Installation of the SQL Server 2005 software has been installed in the environment.
¢ .Net Framework Service Pack 2.

o Knowledge of the desired installation location of the iSynergy Database.

This decision is based upon network architecture, data redundancy policy and disaster
recovery policy.
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Web Server Configuration

Windows Server 2003 should have all of the 1IS 6.0 components required for installation of the

iISynergy Web services installed by default.

IIS 6.0 Installation on Web Server
To confirm that IS 6.0 is installed on the Web Server, follow these steps:

1. From the Web Server desktop, select Start>Administrative Tools.

Administrator

\g Manage Your Server 55 My Computer

Bﬁ Control Panel 3

|E=|?t Administrative Tools

-
'/ windows Explorer
L

Lj 0L Server Management i
Studio ];ﬁ Printers and Faxes

SQL Server Configuration \
% Manager 9) Help and Support

@ ScanDox /') S

. 7 Run...
1:-9 License Manager

-
@ Motepad

Microsoft Cffice Document
Irnaging

All Programs ¥

Log OFf @ Shut Down

Estartl@ & %

2. Select Internet Information Services (IIS) Manager.

@ Certification Authority
Clustet Adminiskrakar
@ Companent Services
g Computer Managemenk \
".] Configure Your Server Wizard )
Data Sources (ODEC) #
4

.E Distributed File Swstem /

Event Yiewer

Internet Information Services (115 Manager

,L'Eﬂﬂlj | FPET ERN ey Wy LN

3. From the Root console, drill down to Web Sites>Default Web Site.
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t Internet Information Services (IIS) Manai’

"Lg File Action  Wiew ‘Window  Help
rolme ema|r =]

: g iy 5
1‘5 IDATIXYMDEYPRGL I:Icu:al compuker)
I | mpplication Poals
E| 1) web Sites

/ eFauIt '-.-’-.-'el:u Sike

4‘—

. w\f-

G s
4. Ensure the following Servers have been installed.

= Application Server.
= Document Sever.

= iSynergy.

= License Server.

'.E Internet Information Services (II5) Man :

'# File Action Wew Window Help 4
colmBeB Bl -

Tnk 1
5 1‘5 IDATIENMDEYPRGL (Incal computer) ‘
- application Poals
=8 1 eb Sites
= g DeFauIt Web Sike
L ApplicationServer
3 DDcumentServer

Ty Prerequisites

. Ty Progression Studio
Ty scandox
Ty RepartingServer

E Ty ProgressionServer
Ty Progression Matifier
Ty iLirik.

M) «—
[ | aspret_client
H-_J

. eh Service Extensn:nﬂs
i A .

£ EEE

W-ﬂx Py R

1S 6.0 Installation on Microsoft Server 2003

If IIS is not installed on the target Web Server or 1IS has been removed from the server, follow the
below steps to install 11S.

1. From the Web Server desktop, click Start>Control Panel.

2. Select Add or Remove Programs.
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i

|Fle Et Vew Favomes Todk Heb - | >
Q| P [Cren || P X W FE]
B |

Address |3 Contrel Panel

P internet Options =4 Scanmers and Cameras
Smieyboard ) 5cheduad Tasks

I Brasi ®, sounds and Audo Devices
™ Mouse 4¢ speech

& Metwork Connections L 85ystem

R Phone and Modem Options . Taskbar and Start Meru
‘B Power Options 8 User ficcounts
“LiPrinters and Faxes

@ Regonal and Language Options

| JLd|

3. Select Add/Remove Windows Components.

® Add or Remove Programs
Currently installed programs:

(& Adobe PDF IFilter 6.0

Tao chan

B Adobe Reader 8
{8 ApexsoL Diff 2005.07
& Canon DR-6080{7S80{9080C Driver

B - o

4. Select the Application Server.

Windows Components
Yau can add or remove components of Windows

To add or remave & companent, click the checkbox. A shaded box means that only
part of the component will be installed. To see what's included in a component, click
Details.

Lomponents:

Accessories and Utilities
v catio ver
Ed =k
] [ Centificate Services
] B E-mail Services 11 ME
[T ¢4 Fau Serviras 7ame

Description: Includes ASP.NET, Intemet Information Services (I15), and the
Application Server Consale,

Tatal disk space required: 3.0 MB

Space available on digk: 3450.9 MB

< Back | Mewt > | Cancel | HElp:

5. Click Details and verify WWW, FTP and SMTP are enabled.
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Windows Components Wizard

Windows Components
“Y'ou can add or remove components of Windows,

To add ar remove a component, click the checkbox, A shaded box means that only
park of the component will be installed. To see what's included in a component, click
Details.

LComponents:
(1) Accessories and Utiities

Applicati =

[ [B Certificate Service: 1.8MB
[ [, E-mail Services 1.1 MB
[7] ¢4 Fax Services 7 MR LI

Description:  Includes A5P.MET, Internet Information Services [115], and the
Application Server Conzole.

Total digk space required: 3.0MB
Space available on digk: 3451.0 ME /

< Back | Mest » | Cancel | Help

6. Verify Internet Information Services (I1S) is installed.

Application Server x|

To add or remove a component, click the check box. & shaded box means that only part
of the companent will be installed. Ta see what's included in a companent, click D etails.

Subcomponents of Application Server.

it
oY

@ Enable network COM+ access

0.0MB
27.4MB
0.0mMB

Description:  Microzoft Management Conzole Snap-in for the Application Server
adrministrative interface.

Total dizk space required: 30 MB Detais... |
Space available on disk: 34508 MB
()8 I Cancel |

7. Click OK.

Application Server x|

To add or remove a component, click the check box. A shaded box means that only part
of the component will be inztalled. To see what'z included in a component, click Details.

Subcomponents of Application Serv

@ Enable network COM+ access 0.0ME
O @ Enable network DTC access 0.0mMB
%Intemet Information Services [[15] 274 MEB
= Meszage Dueving 0.0me

-

Description:  Microzoft Management Console Snap-in for the Application Server
administrative interface.

Total disk space required: 30 ME Details, . |

Space available on dizk: 3450.8 MB

_>I QK I Cancel |
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Customize iSynergy Option

iDatix has provided an additional option to customize the look of iSynergy. Upon purchasing the
product out of the box, by default you are provided with an orange skin. However, should you
wish to customize the look of the iSynergy solution, follow the below instructions.

Note: This section assumes you have already installed the product.

1. Launch a Windows Explorer window.

2. Navigate to C:\Program Files\iDatix\iSynergy.

@ C:".Program Files'iDatix'iSynergy

File Edit Wiew Favorites Tools Help

(JBack ~ ) - b | - Search |f|f Folders | B @ X |

Address Iuﬂ Ci\Program Files\iDatix\iSynergy '
Folders x
=1 [5) Program Files -
Adobe J
|3 Comman Files

ComPlus Applications 4

|5) Active Directary Inbegration Service

IC5) ApplicationServer i
|5) BarCoder i
I5) CDViewer 1
|3 Clickionce Files i’
1) Client 1

I3 Common
|5) Database

|2 DocumentServer 4
15 Full Text J
I5) Full Text Manager 1

I iDox

| ] = =
= |0 isynergy

3 —

PUCIPRPRISE

3. Navigate to and select the web.config file.
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Yiew

Favotites  Tools  Help

@Back v @ v T | ) search |IE7FDIdars | 1% @ X 9| m-

address IE) C:\Program Files\DatixhiSynergy

gl

Falders

]
2D

D
20

[T

E,'] Lice:

=1 153 Program Files

Adobe

Common Files
ComPlus Applications
iDatix

@ Active Directory Integration Service
1) Applicationserver
1) BarCoder
[E) CDViewer
13 ClickOnce Files
1) Client
1) Comman
|5) Database
[ﬁ) DocumentServer
13 Full Text
12 Full Text Manager
1) iDox

1) iLinkServer
B2 iSynergy

I3 App_GlobalResources
Bl 2 App_Themes
15 site
15 sitez
1) site.f
I3 bin
1) Documents
) HttptiewerDir
15 OwC
B Properties
1 sre
B ) web
1) Wwebadmin
) u Documentyiswer  CAR
u isynergyClient. CAB

[ ) isynergy Services

n‘sx?naﬁsr - -

2
>

Note: Notepad opens the web.config file.

Mame =

() App_Glohalresources
() App_Themes

[bin

@Dncumants

(L) HetpiiewerDir
owe

EJPruperties

Dsre

Cweb

() Wwebadmin

Iﬂ app.config 1KE
=| ApplicationLevelSecurity bxt 2KB
CreatellswebFils, vhs 1kB
& data.bin 1KB

Default, aspx 1KE
u DocumentYiewer .CAE 4,958 KB
Bl Global. asax 1KB
Global.asax.cs 25KB
Globalnew cs 19KE
How To.Ext 4KE
iDatix. Controls, HikpWiewer . dll. .. ZKE
iDatix. Controls, Http¥iewer . dll. .. 2KB
IIsRedirectUtil. vbs 1kB
iSynergy csproj 52 KB
H| iSynergy . csproj.user 2KE
iSynergy . csproj.vspsco 1KB
iSynergy.sin 32KB
ISynergy vssscoo 1KB
iSynergyClient . CAB 20,312 KB
B localtestrun, testrunconfig 10KE
Required Changes. txt 1KB
Results_Frame.asp 1KB

Size | T

o

W A

M T T Mmoo
o I

Te

m o=

3 G 3

S4 0N EOE

=

4. Within the web.config Notepad document, search for <Pages theme = “site”>.

Do & fom v tob

«/conf igsect fons>

csystem. dlagnosticss
cswitches>

</switches>
ctrace autoflushe"true”
<listaners
<add nm-"ml:u
«/1steners>
Tracer
/3y . diagnosticss

<EySTm. wab>

ccontrolss
<k
ronzralss

<section name= profilesarvice

Mimde

HEEE: themea"site”

uthent {cat fonService

CUBENTTyDaS

ControlTemplates
Enticies” values
FullTert” value

u!nl(lu
. L
/>

yrer gy
e n-—rn
. e por(l viaTue

indentsizes"4"»

ner” types"loatix.olagnostics. Textwr irerTracesistener,

%

dd taghrefix="4ip" namsspice="Syitem.web.ul

et o, Al S ot gl s B i s P g il *MM*}

types. fystem. ueh.C onf 1
types"Systes. w

wre"1/>
urilities.caching
Comtrols® values"1"/s
Controls, IndexControls™
controls. 'n"frvln-q‘ﬂﬂ
v“l.ﬂ- 1-

“:gurl ing.C umm $-
IIIM! Vi lue="1"/>
1s e

ation. .._Flp(hv?wofl'la arvlc
b Configurat fon, &

typa="10atix. configuration
type= 1patix. Configuration.Lists ort'wtlnﬂ or,

values=1"/»
values"1"/>

Ton,
cr ipt ingAut hent 1 Al hmﬁruk eSection,

foreandler, fpatix.c
{oarix. Common™ /s

ommon” />

System.web. Extens{ons,

3

System, wet

=
1

~ value="1"/

fbar . Common™

assembly="System. web. Extentions,

5. Change the “Site” to the site name of the new theme.

inidalizetatas"c:\program File

version=1.0.61025.0,
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Note: An additional theme is delivered with iSynergy, to use this theme change the site to
‘blue.” When creating a new site css set, you will need to create a CSS for IE 6 and 7.
Name the IE 7 CSS directory as the theme name and place it in the Program
Files\iDatix\iSynergy App_Themes directory. To support IE 6, create the CSS directory as
name 6. Be sure to keep the name of the Css files as site.css

6. Select File>Save.

Note: By selecting File>Save, you do not have to manually restart 1IS because this save
action will automatically restart 1IS and launch the application for you. Additionally, if you
are using IE 7, no additional skin changes are required. However, if you are using IE 6
iSynergy will automatically append the file a’.6’ to the theme name that has been
detected.

ISynergy Login
Accessing iSynergy is as simple as starting your Internet browser, entering the iSynergy URL and
logging in.

1. Start your Internet Explorer browser and enter the appropriate Web address for the
iSynergy system in the address field.

Note: After an install, Internet Explorer should automatically launch the log in dialog,
however, if this does not happen, contact your System Administrator if you are not sure
what to enter in the address field. Additionally, it is important to note iDatix does not
support Mozilla Firefox internet browsers, only Internet Explorer.

2. Click Go or press Enter.
3. Atthe Login screen, type in your Login ID and Password

4. Select Login.

hiSYNERGY'

Login I

Note: If the login is unsuccessful, iSynergy displays an error message and the cursor
returns to the Login ID field. Retry the login and make sure to check your keyboard’s
capital lock key indicator. Remember: Passwords are case sensitive!

5. A successful Login displays the default view of the Search page.

Note: The Document Pane is initially empty and remains as such until a completion of a
search.
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6. To log out of the iSynergy program, simply select Logout on the Search page.

m i ’ 3 L-:ngn:n_rt il::nai::-::
WiSYNERGY A
Sea_-l' h Global Search

'\'I"‘olkﬂow Indexing

Search

Admin_ Tools

Application; | Checks |

S g b o, s, ol ol e, - e e -y e o, i, g o ol S oo L it sl P artn et e st B At

Note: By design, iSynergy automatically logs out a user when the program has been
inactive for 30 minutes. If you want to change the default System Options, navigate to
Admin>System Options>Login Timeout>Edit. Upon re-activation, iSynergy returns the
user to the Login dialog box. To continue working with the program, the user must
reestablish their login by entering their login ID and password combination again.

Understanding iSynergy

iSynergy provides a completely automated paperless business solution for any business,
department or enterprise. It is capable of starting at the departmental level and expanding to meet
the needs of a global enterprise. iSynergy saves millions by making a dramatic impact on all
business processes, improving productivity, quality, compliance and security while reducing the

costs of filing, storage, distribution, shipping and other labor associated with document
processes.

iSynergy Server is the heart of the iSynergy suite of products. iSynergy Server is a Web Server
application that provides the main browser-based user interface for all users who want to search,
retrieve, view, fax, print, email, or apply annotations to the documents contained in the iSynergy
repository. It also contains the administration component where system administrators can add
and manage users, build user and group security, and create new iSynergy applications. The

iSynergy Server is sold as part of the concurrent user licenses and is included with all base user
sales.

iISynergy Server also provides basic Ad-Hoc Workflow for business process automation and
reporting. All documents stored in iSynergy maintain a complete Audit Trail for compliance
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purposes. iSynergy’s complete, modular approach provides a scalable solution that can meet the
demands of the users with the most complex data issues and highest document volumes. With
iSynergy’s intuitive user interface, users find any document quickly and easily. Our users have
enjoyed dramatic ROI’s from labor reduction and productivity improvement almost immediately
after implementation.

iSynergy captures documents from virtually any source, automatically indexes them using
recognition technology and/or data from third-party applications. All modules of iSynergy are
integrated ensuring compatibility and success in storage and retrieval functions combined with
workflow and integration to key line-of-business applications. This complete integration makes
iSynergy easy to use and maintain and provides the ability to expand iSynergy into other
departments and business units. The iSynergy Solution is completely scalable to meet the
requirements of both small and large organizations.

The iSynergy suite of products is comprised of a variety of modules each with a specific function
and purpose to create a fully automated paperless enterprise. Because all modules have been
developed by iDatix, they are seamlessly integrated with each other. These iSynergy modules
provide the ability for creation of a very specific and customized solution to satisfy any business
need, requirement or process. The overall functionality of iSynergy can be illustrated by the
following diagram:

=elar=

Application Pane

iSynergy is browser-based, making use of familiar and intuitive browser controls. If you can
browse the Internet, you can work in the iSynergy interface. The iSynergy User interface has two
primary viewing panes: the Application Pane and the Document Viewer Pane.
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Application Pane Deocument Viewer Pane
i B el
BOm G-

>
TIME OFF REQUEST ;
2 b i
Application: | Checks = FHLEa0
Enployee N Roqcstd Tine: 1271722007
Payroll Records: 4 i
March 2007
S ervisor  Payroll Status y :
[T % 7 Add KatieGrace 030720031  Time Sheet Chris Lewis Pending J
Y 7 Add  KateGrace 030720031  Time Sheet Hicole Walace Pending
" 2
[ M .7 Add KatieGrace 030720031 Time Sheet Hicole Wallace Pending :
y 7 Add  KabieGrace 030720031  Time Sheet Hicole Walace Pending 3
= 2
April 2007 way 2007 June 2007 |
7 Setect Al esus oo e e S0 To e o
Employee Name [ M : '
+

Employee SSN [ |__ -
HRDocType [ [-choose- =
Payroll Status [~ |-choose- = July 2007 Auqust 2007 Seplomber 2007

SuBMIT s ke T

Vo NE LR S TSR LI LSS P SERFSFEFRIED LIS NPT TIRCY S SRR LY

By default, the Application Pane loads the Search page following a successful login. The
Application Pane varies in content and functionality depending on the current task the User is
performing as well as permissions granted to that User.

For example, only certain Users with granted permissions are able to access the
functions available on the Admin or Indexing pages. For a complete understanding of
iISynergy Permissions, please review the Permissions section of this manual.

Pages displayed within the Application Pane (dependent on functionality and permissions)
include:

e Search page.

e Workflow page.

e Indexing page.

e Routing page.

e Admin page.

e Tools page.

Examples of functions performed within the Application Pane and its’ associated pages include:
e Query for Documents.

e Build and maintain electronic filing Applications through user and group permissions.
e Set permissions controlling access to data.

¢ Index Documents.

e Route Documents.

e Print individual or multiple exported Documents.

e Email individual or multiple exported Documents.

The Application pane provides the ability to view with the documents. There are four Selection
Columns.

e Select All Documents.
¢ View File Column.

e Edit Index Column.
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e Add Notes Column.

Global Search

Workflow

Seamh

* ) i
Appncatmn;IHR_EmpInyEEVaEaUm'l __-.:}J' '-‘J/'J_N _L(.‘.\/
Select All

Add Motes to a

Records: 4

izor Payroll Status

Watie Grace  030-72-0031  Time Shest Chriz Lewiz Pending

030-72-0031  Time Sheet Micole Wallace

Pending

Katie Grace

Watie Grace  030-72-0031  Time Sheet Micale Wallace Pending

Watie Grace  030-72-0031  Time Sheet Micole Wallace Pending

I G g B i I

View the Edit the Document
Document.  |ngex Values.

Element Description

Select Use this column to select one or more Documents for further processing
Documents such as exporting, emailing, and printing. To select Documents individually,
Column mark the appropriate checkboxes. To select all the Documents displayed on

the current page, mark the checkbox on the far left of blue header row.

Note: Marking the Select All results checkbox at the bottom of the
Results Table will select all Documents on all pages of the results.

B I

Application: | HR_Employee Wacatior * E

. File Edit Hote Employee Name Employ

T =t 7 Add  HKatie Grace  030-7
M 7 add Katie Grace  030-7
= .7 sdd  Kstie Grace  030-72

M B 7 sdd Katie Grace  030-72

HISTORY

r Select All results
e FE S

View File Column Selecting a File icon from the View File Column loads the first page of the
selected Document into the Document Pane, as well as highlights the row of
the selected Document in blue.

"[&JSYNERGY WW’I& FETANY @T_lcsﬂ EACA i

N AL OO R G

Global Search =

TIME OFF REQUEST

Records: 4 Foun Mareh 2007
N HR Doc Type E e : T

o * Add  KetieGrace  030-72-0031  Time Sheet Chiis Lewis Pending

Note: If you are viewing the Results table in full screen mode, the

iSynergy 3.9.3 SBS Advanced User Manual Page 25 of 186



selected Document loads in a new modal dialog window.

Edit Index Clicking the Edit icon of the appropriate Document displays the Edit Index
Column page.
)
¢ *Employee Name Jratie Grace
f
s
5 Employee S5M J130-72-0031
)
":i HR Doe Type |Time Sheet j
Employee - -
:z Supervisor khns Lewiz
;
& Payroll Status |Pending j
k3
i PayPeriod |
¢ Status | E-Entered =]
Iy
|:\ -
:  Motes —I
=
L Upcdate I Cancel | [elete I Route |

L S N A A SR M U A ST S P R S G

Note: From the Edit Index page, a User can update Index values,
perform a soft delete, or route the Document.

Add Notes Selecting the Add Notes icon of the appropriate Document loads the Notes
Column page of the selected Document.
i'—,,_' '-—-.,_.-.(v-_v_,_,._- FE R oy p T - - _,_,—.,-'—""“’ i, —
=
;
3
P

Addd | Cancel |

P .M.-\_‘__“#w_..‘_ rr"*""\rﬁ-&

e b =

Note: Multiple notes entered on the Notes page appear sequentially
with a stamp that indicates the date, time, and user that entered
each note.

Index Value Columns
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The Index Value columns display the Index values for Documents returned from a search query.
The Column Header represents the Index Name, which are hyperlinks. Clicking an Index value in
the Results table begins a Cross Query search for the selected value.

Sort Order

By default, the sort order for the first three Index Value columns (left to right) is ascending. Values
in the first Index Value Column receive primary sort preference, while values contained in the
second and third Index Value Columns are sorted sequentially. This sequential sort order results
in the alphabetical grouping of similar Names followed by subsequent sorting of Doc Type,
followed by sorting of Status .

Modifying Sort Order

Index value column headers (Index Names) serve as hyperlinks for sort order functionality.
Clicking on an Index Name once will sort the contained values in an ascending order. Double-
clicking an Index Name will sort column values in a descending order. Clicking the Index Name a
third time removes sort order or, if the Index Value column is one of the first three columns in the
table, the default sort order of the column is restored.

The column(s) selected for sorting, as well as each one’s sort order, are displayed at the top of
the Results table.

Sequential sort orders provide a cascading filter effect in the presentation of the table data.
Row Color Indication

There are three row colors to provide Simple to Discover Results.

A e i e e
i Logout | iDatix L
‘Y!JJSYNERGY fecaents
are Simple
to
Discover.
Application: 23 = Bl i -
= 3 S (=) [
IF'EIYFOH ﬂ i -_| ./_) Lk =N :
[ Active
Payroll
Document
displayed in
[ = % Add KatieGrace 030-72-0031 Time Shest Chris Lewis Viewer.
- ","_, /" Add  Katie Grace  030-72-0031 Time Sheet Nicole Wallace oh Active
[T % .* Add KatieGrace 030-72-0031 Time Sheet  Nicole Walace Document
M M 2 Add  KatieGrace 030-72-0031 Time Shest  Nicole Wallace in Viewer.
T ot resuts _

- e . r-_._.\.--—-.;,,u.n‘ﬁ-“»

Element Description

Blue A blue row indicates the active row.

Yellow The yellow rows alternate with the gray rows to distinguish between
adjacent non-active rows.
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Gray The gray rows alternate with the yellow rows to help distinguish non-

active rows.

History

Selecting History displays a Iisting all of the changes made to the selected Document(s).

Application:

|F'ayr0||

Payroll

C = 7 Add
O % 2 ad
M & 27 Add
M & 2 ad

Katie Grace
Katie Grace
Katie Grace

Katie Grace

030-72-0031 Time Sheet
030-72-0031 Time Sheet
030-72-0031 Time Sheet

030-72-0031 Time Sheet

Records: 4
Wl File Edit Hote Employee Name Employee SSN HR Doc Type Employee Supervisor F

Chriz Lewiz
Nicole Wallace
Nicole Wallace

Nicole Wallace

DELETE

r Select All resultz :
et L poanabe e il gl b sl

i

Access to History functionality is permissions based by using the System Reporting>System

Management .

Items tracked by History include:
e The creation of the Document
e Subsequent modifications

e Index updates

e Status changes
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¢ Document History
1 For: Payroll
l Employee Name = Katie Grace, Employee SSN = 030-72-0031, HR Doc Type = Time
i Sheet

1

iIndex History:

Event Time Index User Hew Value Old Value

1212002007 10:29:56 AM Fayroll_Status sysadmin Fending

12/20/2007 10:27:33 AM HR_Doc_Type sysadmin Time Sheet Application
{12!20:’2007 10:27:16 AM HR_Doc_Type sysadmin Application Insurance
12/20/2007 10:25:32 AM HR_Doc_Type sysadmin Insurance Time Sheet

12/20/2007 10:18:26 AM Employee_Mame sysadmin Katie Grace Amy McClain
412/20/2007 10:18:26 AM Employee_SSH sysadmin 030-72-0031
{124’20:’2007 10:18:26 AM HR_Doc_Type sysadmin Time Sheet
§12!20r200710.01.14AM Employee_Mame sysadmin Amy McClain elg
!124‘20!2007 10:01:14 AM HR_Doc_Type sysadmin

122012007 10:01:14 AM Employee_Supervisor sysadmin Chris Lewis

1212002007 10:01:14 AM Fayroll_Status sysadmin

venrlﬁsmi.
Event Time Event Type User Event Data
12M9/2007 8:01:21 AM Import Quickindexer Import

{ Powered By iSynergy - iDatix

<
S 2/25/2008 9:14:04 AM

-y, --ﬂexmﬂ\.w.wqﬁ&-“t,m*u-x"—« g A o dpemn

Document Viewer Pane

Within the Document Viewer Pane a user is able to view and manipulate documents. Examples of
functions performed within the Document Pane include:

e Zoom in and zoom out on Document images.

e Rotate Documents.

e Document Navigation.

e Locally Print individual or multiple pages of Documents.

e Scan Documents to append to current document in the Viewer.

e Locally Email particular pages of a Document or the entire Document.

e Make annotations on Documents.

e The Document Pane contains the Top Toolbar, the Document image, the Bottom Toolbar
with thumbnail/book view options, and the Page Scroll.

e The Document Pane Toolbars provide access to the functionality of the Document Pane.
e The toolbars become active once an image is loaded.

¢ Note: Many tools are permission specific and may not be seen by all users.

Top Toolbar

This toolbar is located at the top of the Document Pane.

=
i 5 Wﬂ.qml;wga\lg%‘ga‘ e
O‘SYNERGY — - I iSynergy Document Pane Top Toolbar.
DT | e e -

The following table gives a brief description for the function of each icon on the top toolbar.
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Element Description

Save A Copy Saves changes made to the Document.
(2
Print Prints or faxes Document selections using local drivers.
ia
Scan Initiates the Scan component of iISynergy per the appropriate license you
2 have been assigned. This option is used to append the document
> currently in the viewer.
Email Used to email the complete Document or individual pages.
=
Settings Used to set user preferences for Printing or Emailing, as well as the PDF
- Viewer control settings.
ill
Zoom In Zoom in or out on a viewing selection
| &
Zoom Out iISynergy remembers the zoom power setting between Documents
q
Best Fit Best Fit expands or contracts the image in the View Frame allowing the
|—| entire image to display
Fit to Width Fit to Width expands or contracts the image in the View Frame allowing
v the entire width of the Document to display
[l
Rotate Left Rotates the Document selection left in 90-degree increments
o
Rotate Right Rotates the Document selection right in 90-degree increments
o
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Find

5

FullText

Hide Annotations

|8

Pan

[

Select Annotation

Insert Annotation

Insert Redaction

Insert Highlight

Insert Rubber
Stamp

Insert Line

~

Pointer

-

Used to search for specific text within a Document.

Displays the content of words found in the OCR process

Used to hide annotations on the Document.

Used to navigate across the surface of a zoomed in Document.

Used to select annotations or redactions.

Used to insert an annotation.

Used to conceal sensitive information. This can be done with any color

with black being the default.

Used to highlight information on the Document.

Used to Insert a Rubber Stamp. Default options are:
Denied
Received

Approved

Draw lines

Create a line with an arrow

iSynergy 3.9.3 SBS Advanced User Manual Page 31 of 186



Freehand Draw lines freehand.

Z

Rectangle Create a Rectangle

—

Ellipse Create an Ellipse

Text Create a text box

Foreground Color Change the background color of the annotation box

=

Drop-down menu  Select to see items on the list
list

-

Line Thickness Change the thickness of the lines

Kl

Redactions

Redactions provide the ability to conceal sensitive information on a Document.

To insert a redaction, follow these steps:

1. Click the Redaction icon.

EER I EEEEER)

2. Drag-select over the information you wish to conceal.

3. Release the mouse.
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Highlights

The Insert Highlight function enables Users to emphasize important information in a Document by
drag-selecting an area to appear in a highlighted box.

To insert a highlighted region, follow these steps:
1. Select Insert Highlight.

XY REEIEFEIEC = FES
g

LE

-.m_-pu-*n .
S N -

2. Left-click the mouse and drag a box over the area you wish to have highlighted.

3. The color of the Highlight can be modified, by following the same procedure applied to editing
an Annotation.

Rubber Stamp
The Rubber Stamp function gives granted Users the ability to indicate approval, denial, or other

endorsements onto a Document by affixing a digital “rubber stamp” impression. The use and
modification of rubber stamps is permission based.

To insert a rubber stamp, follow these steps:

1. Select Rubber Stamp.

IR R = R

Rubber Stamp

R kT T L. .

Note: By default, there are three stamps to choose from: Denied, Received, or Approved.

2. Select a Rubber Stamp from the list and drop it on the Document.

N e 8l bm BN~ 20o %
N Denied <date=

Feceived <date >

Approved <date

TIME OFF REQUES
- --\* e, g, -L-—..-L-._.."““-»--\_.

Cancelled
T

Note: Right-click on the rubber stamp to cut, copy, or delete it.
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Hide Annotations
The Hide Annotations function allows users to view an annotated Document without the

annotations displayed. Selecting the Hide Annotations tool masks, but does not remove, the
annotations from the Document.

To hide annotations, follow this step:

1. Select Hide Annotations.

L (B0 & 5

Hide Annokations

Tt e sl feamonife. s Seen s sl S e o afs e s RS o
2. Once the Hide Annotations icon is selected, annotations do not display on the Document.
Pan

The Pan function works in conjunction with the zoom feature, allowing you to navigate within a
Document once it has been magnified.

To pan a Document, follow these steps:
1. Right-click anywhere on the toolbar to activate the drop-down menu listing toolbar options.

2. Click the Zoom option to magnify the Document.

% = & (7 |[&]a [E0

Zoom In
.---\..-l-n\-.,‘,‘*-h-—u-u_____-_‘_:r .

Note: The zoom tool may also be selected to accomplish this goal.

3. Select the Pan option.

q & @0« 8El5,

[Fan]
{Fan
- e e e e e e .

4. Left-click and hold the mouse button to grab and move the page.

Save a Copy

The Save a Copy tool allows Users to save an electronic copy of a Document from within
iISynergy to a user-specified location on a workstation or network.

To save a copy of a Document, follow these steps:
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1. Select Save a Copy.

ISave & Copy

Note: This will activate the Save Options dialog window.

2. Select the desired Page Range and saving inclusion options, and page format settings in the
Save Options dialog window.

Save Options

—Page Range
= Al " Cument Page

" Pages I

—when zaving include

% Al Annotations " Al Annotations Except Fedactions

™ Mo Annotations ™ Redactions Only

—Page Format
& TIFF " POF " JPEG
Compressian I.-'i‘-.utDDetect j
Calor Farmat I.-'i‘-.utDD etect j
Rezolution I.-'l'-.utDDetect j
JPEG Cluality IT
Low 4 [ | High

[T Save az black and white

ak | Cancel |

3. Click OK.

4. Browse to the desired location to save the file, type a name for the file in the File Name filed,
and then click Save.

5. A copy of the Document is saved to the specified directory.
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Print

The Print function allows Users to print a hard copy of Document(s) from within the iSynergy
application.

To print a Document, follow these steps:

1. Select Print

Note: The Print dialog window displays.

2. Selecting the desired printer and other print options,

3. Click OK.
Print 21|
r— Prinker
MName: IHICDH Aficio 2232C PCL Be j Praperties... |
Statusg Ready
Tupe: RICOH Aficio 2232C PCL Be
“Where:  IP_192.168.1.32
Camment: ™| Rrint to file
r— Print range Copies
o Al MNumber of copies: I'I 3:
" Pages  from; |1 ef |'| ! B
" Selection @
ar | Canhcel
Email

The Email function allows Users to send an electronic version of Document(s) from within the
iSynergy application to a recipient via email.

To email a Document, follow these steps:

1. Select Email.
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Note: This Email dialog displays.
2. Select the desired Page Range and emailing inclusion options in the Email pop-up box.

3. Click OK.

—Page Range
A " Curent Page

C Pages |

—when emailing inciude

Al dnnotations Al &nnotations Except Redactions

 NoAnnotations " Redactions Only

—Page Format
+ TIFF " POF " JPEG
Campression I.-’-‘n.utnDetect j
Calor Format IAutnDetect j
Resalution I.-’-‘n.utnDetect j
JPEG Quality IT

Low 4 [ | High

[ Save as black and white

0k | Cancel |

4. Enter the recipient email address in the To field. The Subject line may be changed and
additional text entered in the message area.

5. Click Send when the message is complete. This will email the Document(s).
Settings

The Settings function allows Users to choose printing and emailing options for Documents within
iSynergy.
To view and modify settings, follow these steps:

1. Select Settings.
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Note: The Settings dialog window displays.

2. Select the desired options from the General, Printing and Emailing tabs.

| General | Prirting | Emailing |

—PDFs
[ Usze Acrobat Viewsr for PDFs

—Exchuded File-Types

Extensions

Add

E dit

Remove

il

0K Cancel

3. Click OK.
Bottom Toolbar

This bottom toolbar contains the thumbnail/book view and the page scroll and displays each time
the Document Pane displays.

o S e g e i e e e

T

1|< 4 1ot p oyl 4

Logged In As: sysadmin iSynergy Document Panel Bottom Toolbar. (

Description

m
()
3
D
=
=

First Page Navigates to the first page

I«

Previous Page Navigates to the previous page

4

Next Page Navigates to the next page

4
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Last Page Navigates to the last page

4

Page Counter Identifies the current page in the Document
1of 12 If a page number is entered in this region, the viewer will go to the page
number entered.

One Page View Sets the viewer to a single page view
B

Thumbnail View Sets the viewer to a thumbnail view

e
e
Thumbnail and Splits the viewer into a thumbnail preview pane and single page view
Page View pane
8l
Book View Allows for two pages to be displayed on the screen either horizontally or
— vertically
H &

Top and Bottom Displays the upper and lower portions of the Document
View

=
2]

Scroll Bar

£ H

Allows scrolling through all pages of the Document

FullText Buttons

The FullText buttons are located within the Top Toolbar of the Document Pane. These buttons
only display following initiation of a FullText search, otherwise they are absent from the top
toolbar.

Element Description

Find Used to search for specific text within a Document
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Element Description

5

FullText Displays the content of words found in the OCR process

=

Hide Highlights Removes highlighting from words identified in the search

Previous Navigates to the previous highlighted word
Highlighted Word

4

Next Highlighted  Advances to the next highlighted word
Word

4

The first time the Document Pane loads, (prior to a search) it contains no Document and is
empty. To display a Document in the Document Pane, follow these steps:

1. Selectan Application.

2. Select Search.

Search Workﬂow Indexing Routing Admin Tools

Select an 1
........................................... Appllcatlon and )
Click Search. {

. <

Check NUM| yartgage Files To: | )
Office Manager —_—

Marme Al

Diate | To: |

Wawner...... A W "———

This submits an unspecific search that will return all files in the selected Application to the Results
page. The Results page contains a Results table that lists the Indexed Documents. By default the
Document Pane displays the first Document listed in the Results table.

Scanning
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Scanning is the process of converting paper Documents into electronic formatted Documents.
When converted, an electronic Document becomes an image file with the extension TIFF
(Tagged Image File Format). This process of converting paper Documents to digital Documents
typically uses high performance, production-oriented scanners that can process from 15-200+
pages per minute. iSynergy can route, store and manage converted TIFF Documents.

Print

The Print option prints all selected Documents shown on the Results page. Documents selected

to print are sent to printers defined on the iSynergy web server.

@ iS YNERGY

N EN A=FcT W

EJE-HUQ;Q..ESJQBs.iI - &9

Pt 21|

I ",_f .; Add  Katie Grace  030-72-0031 Employee Vacation Nicole Wallace

Comment:
r ",_f .; Add  Katie Grace  986-58-4658 Employee Vacation Caroline Elizabeth

Where:  IP_192.1681.32

— Printer
] 39 P!
-IHR Emplo eeVacaIiur'I S 3 5 (=) —
ARETEI ==moy - Jr s (_\ MHame: RICOH Afi
HR Employee Vacations Records® 2 Status:  Ready
W File Edit Hote Employee Name Emplo HR Doc Type n SUpErvise Type: RICOH Aficia 2232C PCL 5

Properties... |

ety 6 2r b

I | Fint ta file

Toggle Full Screen

™ select Al resutts [ Pintange B

oAl Mumber of copies: m
Frz Rl s | l— ) Pages frnm'h_ o |1_
TITTEUTER ™ [ehoese- ] " Gelection
Employee Supervisor [
Vacation Status I~ [-choose- =] Cancel |
TN, It B e T gt A e Bt BN ) o e A

This option toggles the Results page to a full screen allowing tables with large amounts of data to

be viewed more easily.

Clicking on this option when the arrow points to the left returns the view of the Results page to

standard size.

Sl
‘E’MS YNERGY

Application: | HR_Employee Vacatiorj

HR Employee Vacations

. File Edit Note Employee Name Employee SSN HR Doc Type

DELETE
st esrs GG ECEEE
= .

I_ M _/" Add  Katie Grace  030-72-0031 Employee Vacation

O . 7 Add  Katie Grace  988-58-4658 Employee Vacation

Logout

Careline Elizabeth

T e R ,.\f\#uﬂ‘“‘“ A g,

Records: 2
Employee

Nicole Wallace

Supervisg

Note: For a complete understanding of iSynergy’s search capabilities, please refer to the

Searching for Documents section of this manual.

iSynergy 3.9.3 SBS Advanced User Manual

Page 41 of 186



Application Management

An Application in iSynergy is the virtual equivalent of a traditional physical filing cabinet or
shelving system. These filling cabinets are analogous to the filing cabinets within the major
divisions in your company. Whether you store your documents in a filing cabinet or electronically
in iSynergy, the indexing and search retrieval are conceptually the same

For example, Accounting, Operations, Insurance and Human Resources all have a filing
cabinet where they keep documents important to their department. People in the
Insurance department do not file their documents in the same cabinet as Human
Resource department.

An iSynergy application can be used as a simple archive for documents post processing and is
most often the starting point for application implementations. Starting with a back-file conversion
project is a good way to develop experience and a comfort level with the new solution, but does
not provide the greatest benefits to the business. Moving the capture processes to the front-end
instead of the back-end leverages the benefits of document management and provides the
capabilities for true process automation.

By capturing documents and content at the front of a business process at the time of receipt, you
eliminate many labor-intensive activities and instantly eliminate risks such as lost documents as
you perform the tasks that make up your work process. You enhance information access, process
tracking, process flexibility, compliance, quality and overall throughput. This is because
documents and content are routed through the process electronically without the need for
handling and moving physical files, making copies or being limited to a linier process.

The Application structure in iSynergy is configurable to comply with all the organizational needs of
the enterprise, which makes managing Applications in iSynergy straightforward and simple. To
realize the full potential of iISynergy’s storage and retrieval functionality, careful thought and
planning must be given to the development of your Applications.

Note: Please review iDatix sample Best Practices Application Configuration worksheet in
Appendix A and/or the iDatix Configuration Guide for further details.

In following sections, we will examine the different elements of an iSynergy Application structure
in detail and describe how to construct an effective application.
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Index Fields

An Application foundational element is the Index field, which is used to assign identifying
characteristics, or index values, to a Document stored in the iSynergy Repository.

o
WiSYNERGY q

Application: | Payroll =]

Standard Index Field.

Employee Name |Katie Gracd

ol Mm‘"‘-‘..-}-\m- . r.«l__, [ R WU S S, gt P,

Note: An index value is a data value in the iSynergy repository that helps to identify a
Document within iSynergy. Additionally, index fields are entry fields to assign values for
indexes and must comply with database standards. To help insure standards are met,
Index values are assigned specific attributes known as Index types.

iSynergy relies on indexes to file Documents correctly. These indexes correlate to labels on a file
folder. When first creating an iSynergy application, the indexes you choose should be the same
as the filing procedure in the office.

Note: iDatix Client Support Services recommends the following core index values for an
iISynergy Application:

= |D Number.

= Name.

= Date.

= Document Type.
= Status.

Each of these generic indexes can be translated to an industry, department or application specific
term.

Note: It is important when communicating with the potential users of the new iSynergy
Application to use the specific term and not the generic term. This provides the user with
the context necessary for them to identify with the application and to gain a quick
understanding of how it applies to their own personal job function.

User-Assigned Index Fields

The System Administrator defines User-Assigned Index Fields for each Application. These Index
fields vary with each unique iSynergy Application.
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@ !SYNERGY

Global Search

Sean:h Workflow Indexing Routing Admin Tools

P

Z
:

S gt A b e A ol

Application: Im

Name
Date
Irvoice #

Account #

User Defined Index Fields.
CLEA ELDS
Checks I Tu:l

——
— —

——
——

Note: For example, the Checks Application may have a unique Index field, such as
Purchase Order, while Human Resources may have a unique Index field for Social
Security Number. User-Assigned Index Fields are used primarily to search and retrieve
Documents from the iSynergy repository.

System Assigned Index Fields

By design, each iSynergy Application has System-Assigned Index fields. These index fields
contain values used by the iSynergy Repository to track events and changes in the status of

objects stored in iSynergy.

AT N Y P

Search Workflow

Indexing Routing

Admin

Application: | Checks 'l
CLEAR FIELDS
Checks [ [
TS System I
Date Assigned I—TD I—
Index
Imvoice #  Fialds. 7
Account# —
Pages I—To l—
CreatedBy —
CreateDate I—To I—
ModifizdBy —
ModifiedDate [ ™[
BatchiD [ [
Ohject Status Im
Chacked out by user [ehoose- 7]
Records Per Page
IPELLS e =

(e e o A e

Note: Report generation and various system administration tasks make use of these

values.

The following table lists the System Assigned Index Field names and descriptions:
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Element Description

Pages Provides the ability to search within a range by the number of pages
contained in the submitted document.

B e THBE /’"'_‘x--L_.r-_.-"']—""’_'n.,—e-/ i el

!
?\ FPages I Tao: I

|
b Creat
?-._ regie . PPy J - - T

CreatedBy Provides the ability to search by the name of the user who originally
submitted the Document to iSynergy

I S PE [ T

T e

\_,,.a—"-‘_—._

/ CreatedBy | J
) AN I s coalmm et o AL s o

CreateDate Provides the ability to search by the date within a range that the
Document was originally submitted to |Synergy
ﬁé Creda;eEIHv T | - S
{.\ CreateDate | To: |
P mModifiedBy

i\_“_" e, _.*-—ww“-“ﬂ&

ModifiedBy Provides the ability to search by the user who made the most recent
modification to a submitted Document.

PR B 1 S

5 ModifiedBy |

;
ﬂ
i MndlfedDate - - ﬂjﬁr alkiC: -
ModifiedDate Provides the ability to search within a range by the date the Document
was most recently modified.
L TR et e e i e ..
(; Mndn’edElv ’
| ModifiedDate | To: |

?__BatthiD e, r_.._qHL_M G A P

BatchID Provides the ability to search within a user defined range for a
document’s identification number. When utilizing any of the iDatix
capture products, a unique batch ID is created and associated with the
Document.
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Object Status

Checked Out by
User

AT A e,

St - . - - -
- LS L IR B e

ModifiedDate | To: |

BatchID || Ta: | |
Object Status m
" el e A B it

- i,

Note: Each document that is submitted to iSynergy receives a
unique batch ID. The object ID in the repository denotes the
object, where as the batch ID denotes the Documents that are
submitted.

Provides the ability to choose a search the status of an object within
iSynergy from a drop down menu.

e N e e _pn e

- TR e T T ey e B et

BatchlD

Ohject Status

choos
P-Pending
A-puto Indexing
E-Entered

[ cuenn A

Y-Source Copy
R-Data Exchange

Checked out by user

Records Per Page

-~ Y
Y T

on el T

B-Undefined
D-Undefined
F-Undefined

Hard Coded Obiject Status Codes

e E: Searchable Documents (Display in the result set for a
search in the system).

e P: Manual Indexing (Display in the Manual Indexing
screen for user intervention).

e | Routed to Inbox (Documents routed to an individuals
or groups inbox).

e X: Deleted (Documents that have been soft deleted).

e C: Corrupt (Documents that have been determined to be
corrupt or of incorrect resolution).

e Y: Source Copy (Large multi-page TIFF files that have
been separated into smaller sections are retained).

Provides the ability to search for a document by choosing a user from the
drop down menu.
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L T T e

Pl Bl S

; Ohject Status |—chause—
;

? Checked out by user

;

e Recards Per Page

[

)

} katie Grace
i .

A Gracie

5 Ahby Doe
Y

|-choose-

R W N ST Wy P e ‘_.LJ

Note: The Checked Out by User field is only displayed if at the
application level, Revision control settings are selected.

Records Per Page Provides the ability to define the number of displayed records per page.

Index Field Formats

R ———— T e ,__.,.-_v_.-..-"' e SRy L
E Recards Per Page 10 -

1 z

: 25

§ 50

£ 100

_:-" 2450

1

T, ame e R

Index Fields allow you to enter values for a search. There are three types of index field formats:

= Standard.
= Drop Down Menu (UDL'’s).

= Range (Numbers and Dates).

Application: IF’ayroll vl

Employee Name

Employee SSN

HR Doc Type
Employee Supervisor
Payroll Status

Pay Period

Object Status:

Records Per Page

DISPLAY FIELDS

Admin__Tools

[ [*— Standard
Index

I — Field.

|-choase- ij_ml(— Drop

I Down
Index

[ehoose- 5| [ Field.

[ To. | | #=— Range
Index

|-choose- =l Field.

10 v

CLEAR FIELDS

P o Mt e AN, i S r?‘“"““*‘“"‘“’”“‘l
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To use a standard index field, simply type in the appropriate information.

P
@ lS YNERGY

Seamh Wl:irl:l'll:mI

Indexing

Admin _ Tools

Application: | Payroll

-

Employee Name

Standard Index Field.

IKatie Gra cﬂ

b glenkuem @M, ey #Ml M s gt bttt g, e s

The drop-down menu allows you to choose a single index value. Simply, select the drop down

arrow and choose an index value from list.

’OJSYNERGY

Sea-_-l_i_c

Search Workflow

Application: | Payroll vl

Employee Name

Employee SSN

HR Doc Type
Employee Supervisor
Payroll Status

FPay Period

Object Status:

Records Per Page

L WM AR s

|Katia Grace

|pa6-55-4858

Drop Down Menu.

ID Documents
Application
W-4
Employee Eligibility
Non-Compete

Job Description
Insurance
Disciplinary
Training

[ S
ime eel

Ferformance Review

[+] [+

o gjnssie o]

i ®

Additionally, to select more than one value from a drop-down field:

1. Selectthe Plus Icon.

gl —- -

Application: | Payroll r i
4
Employee Name [Katie Grace
Employee 53N |986-58-4658
HR Dot Type J;cnoose— =i*
e A st Mg “A”an- R - i ke A o 4.—-4»-1

Note: A pane for the selected index type displays the available index values.

2. Onyour keyboard, select the Ctrl key and choose the appropriate Multiple Indexes.
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'|1 -choose- j "r'h

Employee Check List

i

{ HR Coc Type

i Performance Review

< *w.-‘_,\_\*n“"“‘h -Mv\-l-—\._‘_f‘.-.w i TSP = ANy

3. Select Continue.

ST s St = T e s —

1 -choose-

Employee Check List

HR Doc Type

]
2 Performance Review
i

—> [comne |

o

R AT PSP PRI SRS T TR P P,

The range field format applies to query strings composed of numbers or dates. To use a range
field, enter two numbers that represent a range of numbers or dates within which you wish to
search.

Note: Unless otherwise indicated by your System Administrator, the Date Range must be
in the following format: mm/dd/yyyy.

Application: | Payrall =l

Employee Name |Katie Grace

Employee SSN |985-58-4558 J

FIRIECETLEE [ Time Sheet H®

Employee Supervisor | I

4

Payroll Status Range |-choose— =l )

Pay Period ::"igrdx—P [[110172007 To:  |o2nsrzo08 |
B O L~ ey T =Ty ey 7 .__.“_,j

Note: You are required to specify a full range with a range query. However, to search on
a specific number or date, fill in only the first field and leave the second field empty.

Display Fields

The Display Fields functionality allows a user to modify the displayed Index fields on the currently
selected Application Search page, as well as the Results page.

Note: Display Fields settings are Application specific, as well as specific to the logged in
user.

To modify which fields display on both the Search page and Results page for the current
Application, follow these steps:
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Select Display Fields.

Search Workflow Indexing Routing Admin Tools

application: [Checks  ¥]

—’ DISPLAY FIELDS CLEAR FIELDS

Checks
Mame

Date
Iynice #
Account #
Fages
CreatedBy
CreateDate
ModifiedBy
ModifiedDate

BatchlD

Ohject Status I-choose- 'l
Checked out by user I-choose- 'l

Records Per Fage 10 v

o, “"‘"MM' e T e e

Note: The Selected Indexes dialog displays.

3. Select Update.

4. The current Application now displays only the Index fields selected.

Clear Fields

Only Check the Index Fields you want to display.

 Select Indexes -- Web Page Dialog

Selectthe indexes you wish to view:

FiChecks

¥ nName

¥ Date

W irvaice #
¥ Account#
M Pages

W CreatedBy
¥ CreataDate
F nodifieday
I ModifiedDate
W BatchiD

Cancel

o A M i 0 AR b, ed

This option provides a simple way to remove all search criteria previously entered by the user.
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Sea I‘sCh Global Search

Application: | Payroll Tl Allindexes have been defined.
1

v

Employee Name |Katie Grace

Employee SSN |p85-58-4558

HRDocType |-multiple- =l @
Employee Supernvisor |Chris Lewis

Payroll Status [Fending H®
Pay Period |02r1s2008 To:  [oar1/2008
Object Status: |-chaose- =l
Records Per Page 10 -

DISPLAY FIELDS CLEAR FIELDS

e g S A St QUL o o M s I

1. Select Clear Fields.

Employee Name |Katie Grace
Employee SSN |sas-ca-4558
HR Doc Type |—multiple— j @
Employee Supernvisor |Chris Lewis
Payroll Status [Fending H®
Pay Period |02r15i2008 To:  [oain1i2008
i Object Status: |—choose— j
%, Records Per Page 10 A S_E|ECt Clear
3 Fields.
}
oo W-\. St s gt o Ml g i

T e L T T P e

Records Per Page

DISPLAY FIELDS

B R S S = S v Sy IS et

} Employee Name | J
{ Employee SSN | j
E HR Doc Type [ehoose- H®

;( Employee Supervisor | ‘
E Payroll Status [ehoose- H®

I} Pay Period | To: |

; Object Status: |-choose- =l :
1 4
|

S
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Index Types

An Index type is composed of a set of attributes that allows storage of values or records, in a
database that comply with ODBC standards. Index Types are user defined and provide the ability
to restrict the type of data that can be added for a particular type of field. Furthermore, formatting
and masking can be set when defining the index types.

For example, you can use the Zip index Type or the Zip + 4 Index Type to standardize
the way a user inputs the zip code for the business process.

et e B Y e T i L TR R, B
e e anied T Pl o e T T e L P gt e by

‘Jj Edit Delete Zip Text 5 HER

¢ |Undate Cancel [Zip +4 Tet 10 [ [ s

{

Tl o g b it i s Y e gk s 'f-‘-* xﬂwn&-—-aum.wu.*w“u-\.,ﬂn

By design, iSynergy contains pre-defined index types such as address line, company name, first
name and social security number, as well as many others. These Index Types are designed to
simplify your application definition process.

To view, edit and delete an iSynergy Index Types follow the below steps.
1. Navigate to the iSynergy Menu Bar.

2. Select Admin>Index Types.

ISP vy o T T L e e e,

W) .'S YNERGY

Applications
User Configuration
Group Configuration

User Defined Lists

‘\“'“-J\A--\Aﬂ-q\__\ ",,,-._.___‘_‘,._\__\_'_%"_\_

Note: The Index Type dialog window displays.

3. Select Add Type.

s et O e i e e e i, S

Index Types

EditDele 3

| sttanatinn . d sreonmntt SOYESELIBE Lt g it it '_.J.%--L...‘ PUP. 1 e AP AT i ot et A
Note: The Add Index Type dialog window displays.

4. Define the Index Type Name.
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e e o P e i T

Add Index Type

e e,

3

4

f_\ Data Typel—choose— vl

i

\ Length |

4 Mask |

]

\} Farmat I

z\ Create Cancel
. v | _comcn|
;

QT S— #*“d—' s e i, '

5. Navigate to Data Type and select the Drop Down Menu.

s e e T e

4 e L
b Add Index Type b
i

¢

3

a

‘_.~ Name I

)

= Data Typel-u:hoose— =]

Length  TBoolean |

; Mask DatE_!Tlme

'«5‘ Decimal

i Format  |Mumeric

i Text

rs

conc |
i

s st *rm\ s et

Element Description

Provides the ability to define an index data type where the values are

Boolean either True or False.

DateTime Provides the ability choose an index data type where the values are
defined with a date and time.

Decimal Provides the ability to choose an index data type where the values are
defined by a floating numeric value point.

Numeric Provides the ability to choose an index data type where the value is a
numeric integer.

Text Provides the ability to choose an index data type where the values can

be either characters or numeric integer.

6. Tab to the Length text field and define the character length.
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? Add Index Type
4
I

3_'.

é Name I 4
i Data Type Im

§+Length I y
¢ Mask | 4
f Format I

) §
<L Create | Cancel | i
P e N L

Note: The Length text field denotes the maximum length of characters and spaces an
Index Value can hold For example, if the Data Type is Text, the Length might be 25.

7. Tab to the Mask text field and define the mask.

-
? Add Index Type

i

}:.

:

5 Name I

rg Data Tynel—choosEL'— 'l

£

4 Length I

Ci)

J =P l1ask |

..'} Format I

$

.

i Create | Cancel
; L] [conce
Nl

!

'\—%-M..__\*‘\N‘ . o msph o,

Note: A Mask is a filter that selectively includes or excludes certain values. For example,
when defining a database field, it is possible to assign a mask that indicates what sort of
value the field should hold. Values that do not conform to the mask may not be entered.

8. Tab to the Format text field and define the format.

s g e e T T

5) Add Index Type
f

J“m

\I

& Name I

2 Data Typel-choose— vl

L

f Length I

[ Mask |

{

;;._ + Format I

3

i’ Create | Cancel |

P

ahanstinenbeet. o, JPoT Y ,...-ﬂ\\
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Note: The format text field provides additional control and functionality to index types. For
example, if you use the DateTime Index type, you can specify United States style display
(mm/dd/yyyy) or European style display (dd/mm/yyyy).

9. Select Create.

L N

i " Kad Index Type

] Hame I

4
¢ DataType I—Choose— vI

Length

|
Mask |
Format I

+ Cancel |

Note: An Index Type has been created and will be available for the use within an
Application.

Editing and Deleting an Index Type

To edit an index type, follow the below steps:

1. Onthe iSynergy Menu bar, select Admin>Index Types.
Note: The Index Types dialog window displays.

2. Navigate to the far left column and select Edit.

Global Search

Index Types

Add Type
lindex Type Data Type: Lengtn Format [
Editbelete Address Line 1 Text 50
Edit Delete Address Line 2 Text 50
ke bl bl R

3. Navigate to the Appropriate Index Value and make the appropriate changes.

Update Cancel Address Line 1 Text I5U I I I I I
dit Delets Addi Li Text
. 1LE E.E_F“,_..,.‘ ﬁ‘lﬂé P R & M‘,W\“M*-%‘»—h‘-mm.m’rpm« e

4. Select Update.
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T s ey e

Index Types |

ancel |Address Line 1
L. Edit[lwmw I s IP""‘"‘- -Liﬂnqw._.....-..n-n

Note: Selecting Cancel will not save your changes.
5. The Index Type has now been modified and updated in the Repository.
To delete an index type, follow the below steps:
1. Onthe iSynergy Menu bar, select Admin>Index Types.

Note: The Index Types dialog window displays.

2. Navigate to the far left column and select Delete.

Global Search

Index Types

Add Type
EdifDelete | Address Line 1 Text 50
Edit Delete Address Line 2 Text 50
PP ,_bw"uw - Pt Py T M._-““WMWHH.,—N ——t,

Note: A Windows Internet Explorer dialog window displays confirming you want to delete
the selected index type.

3. Select OK.

Windows Internet Explorer x|

\?) Are you sure you wank to delete the selected index type?

+ I [0]4 I Cancel |

Note: Select Cancel to close the Windows Internet Explorer dialog window and keep the
index type.

4. The index type is removed from the Index Type dialog.

User Defined Lists (UDL)

iSynergy utilizes both Index Fields and UDLs.

The UDL is displayed in a drop down menu that is created by the administrator when setting up
the iSynergy Application. An Index Field is an object that accepts an index value entry. iSynergy
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UDL'’s accept index values in the form of a list. Each list as defined by the user, contains common
items that can be used across multiple applications or is specific to a singular application.

UDLSs provide the ability to improve Document search accuracy while simultaneously minimizing
data entry errors.

For example, you may have a status type UDL which contains generic document types
for process. The HR Application might have a Pending, In Process, Complete and
Cancelled UDL.

To simplify the workplace, if you can reuse the aforementioned status in the Invoices
Application you might have an application— you are in effect utilizing one UDL that will
further drive the ad-hoc workflow ability within iSynergy.

e Pt R+ e et 1 i e ot e
i User Defined Lists

B

| Add tem |
List kems for Payroll Status

Fending

In Process

Complete

Cancelled
fowe Lip |
have Dawn |

e b i g e S A A i
0

Sort Ascending | Deletel

S T S N

UDLs are defined and available for viewing, by navigating to the iSynergy Menu Bar and selecting
Admin>User Defined List.

s i o =

e e
Wi ERGY
Admir

Applications
User Configuration
Group Configuration

Index Types
User Defined Lists
Security Manager

B T —--—‘#“‘n\.*ﬂ\"*

Note: A UDL is automatically included in the default list of Index types and is assigned a
data type of Select. All UDL columns contain a Null selection, which is a system-assigned
Index value. If an Index field is not a required field and if left empty by the user, the
Document will be assigned a Null Index value.
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s T T e e 8T e

{

Edit Application

i -
< .
" {
5 Name  |Office Manager M
<

|

7 L .
2 ¢
7 -
4 Descript = 3
3

<

kY I Enabled document level security

) ™ Exclude from global searching

¢ Default Incoming Status | P ¥

H

\f De-Implement update | cancel X

DateTime

Name Text f
v
¢ QOrder Number Numeric (
¢ Order Status = Select
% DocType =»seledt 0 pe
| Order Amount Numeric Number .
5
R R TIeT I A S A g o

Furthermore, UDLs are static lists that cannot be added to by the end user while indexing a
document.

Note: Index types that are contained in a UDL list from an implemented Application

should not be deleted or changed because you could potentially disrupt a workflow;
however, you can add a new UDL field value to an existing UDL.

Create a UDL

To create a UDL, follow the below steps:
1. On the iSynergy Menu bar, navigate to Admin>User Defined Lists.
2. Navigate to the Add List text field.

3. Name the UDL.

Global Search

User Defined Lists

_> IHR Employee Vacation I Add List |

User Defined List |item Count
AP Status 4
AP Status 6

ot o SIEDIS DS i, s e i s A A 5 G s e s e b AT s

4., Select Add List.

B e B .
4 = T

|HR Employee Vacation 51 | Add List
L et i L

.-x/uf\,_.a-v\-z.__

Note: Do not use special characters when creating an application in the UDL. These
include:! $ % * & * ()+:;'<>.,?2/{}[]1]\~""—Certain special
characters could unexpectedly cause an unwanted mass update in the database table
due to a known MS SQL Flaw called SQL injection. If you would like additional
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information, please contact iDatix Client Support services and/or review the following web
site. http://support.microsoft.com/kb/954476

5. The name of the UDL displays in the User Defined List dialog.

i - .

i User Defined Lists 3
]

{ Add List

User Defined List jitem Count

AP Status
AP Status
Christmas Decision

i B o et = U e e A P = i
ri e - e e

Y

Christmas Doc Tvpe
Christmas Status

J Corr Code

Correspondance

{ | DemoDocTupe

Doc Type

E0B

File Types

Fund Program

! Glenns List

Golf Doc Type

HCFA

Healthcare Doc Tvpe
Healthcare Status

HR Doc Tipe

{ ==P+HR Employee Vacation Status
4 HR Status 3

o bttt e A A Ittty P ey s 5 I D I, BTt i,

B

WRE@ ok WE 2o Wwe oo aENa s

Add a List item to a UDL
To add one or more list item to a UDL, follow these steps:
1. Onthe iSynergy Menu bar, select Admin>User Defined Lists.
2. Navigate to the UDL you want to modify.
Note: The User Defined List dialog displays.

3. Navigate to the Add Item text field and enter the name of the Index value to be displayed.

User Defined Lists

ﬁlf-\pproved | Addtem
i, g g s NN o O sl PO -
4. Click Add Item.

User Defined Lists l

i
é__ |Apprnued I Add tem I

S AR s e e i s = e R

Note: The defined List Value is placed in the UDL pane.
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v User Defined Lists

{5 | Add tem |

4 Move Up
2 Move Down
.

4

[ sagAsoendi“g.,LPE'eJ'-’-l it el j

5. Repeat steps 3 and 4 until all list items have been added to the UDL.

P TP U P

User Defined Lists

Denied
Cancelled

Move Up

T Y

Mowe Down

e

Sort Azcending Delete
R T Y \"po-..-uwﬁ_——l-"‘ﬁ--*

Note: To rearrange the list items, select either Move Up, Move Down or Sort Ascending.

6. Select Update.

erte— - IR S
L et T T e s et e

User Defined Lists

% I Add tem | 4
) [csthoms for R Employee Vacaton st | 4

Denied
Cancelled

? Move Up iL

Move Down

Sort Ascending | Detete | ¢
Delete List | | cancel | [Upcate |

L e O g ML St S . -

s

N T IS i

w

Note: To cancel the UDL list, select Cancel. Additionally, to delete the entire UDL list,
select Delete List.
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Delete an Item on a UDL

iDatix best practice does not recommend deleting a UDL item in an implemented Application
because you could potentially disrupt a workflow and cause database orphans.

This will result in a system generated error; however, if you choose to delete an item on a UDL,
follow the below steps:

1. On the iSynergy Menu bar, navigate to Admin>User Defined Lists.
2. Navigate to the UDL you want to delete.

Note: The User Defined Lists Modification dialog displays.
3. Select the item in the list you want to delete.

4. Click Delete.

B e T VD

User Deﬁned Lists

Add ftem |

-

e e

CI

i Denied

i Cancelled

i

) Move Up
}? S
3 Move Down
{

:

7

Sort Ascending | [Dekete | - —

5. You have now deleted an item in the UDL.

Delete an Entire User Defined List

As aforementioned, once you have created, implemented and began using an application, it is
important to remember that you should not delete a UDL list item. If an index value contained in
the UDL has been used in any record in the application, deleting an index in the list and/or the
complete UDL may cause database orphans. Meaning, if a user accesses the document,
iSynergy searches for its’ index value and if the UDL no longer has the list item, iSynergy will be
confused as to what the item is and execute a system error.

For example, if a document has an index value from a UDL of ‘Maid in America’ and later
the UDL is corrected to show ‘Made in America’, the document can no longer find the
original entry and will generate an error. The way to avoid this is to have someone update
all database tables that reference the changed or deleted item. The table needs the same
entry as the document to prevent the error. If there is no DBA on hand to make the
changes, it is advisable to not alter the existing USL items. You can add to the list, but
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not delete or edit. For additional help, please contact the iDatix Client Support Services
department.

To remove an entire UDL, follow these steps:
1. Onthe iSynergy Menu bar, select Admin>User Defined Lists.
2. Navigate to the UDL you want to delete.

3. Select Delete List.

e T Ny e ST T e e -

|
b

oo
e,

User Defined Lists

=

Sort Ascending I Deletel

I Delete List I Canoell Up-datel

? | Add tem |

! [Ustitemsformise ]

3 Approved

2 Denied

{_L Cancelled

4 Move Up

] - toete |
3 Move Down |
._:r.

7

1

1

2

]

3

A

%

£

e

- - bt atdhnn i o g i - P SEENSE RPN

Note: A Windows Internet Explorer dialog window displays. Ensure that you read the
error message as some applications maybe utilizing the UDL you are deleting.

4, Select OK.

Windows Internet E x|

9 Are you sure you want to delete this UDL?
\_4}) Deleting this UDL may adversely affect applications currenthy
implemented and using this DL,

* I (o4 I Cancel

Creating an Application

Once you have thoughtfully planned the structure and function of your Application, it is easy to
create and implement your Application in iSynergy. Proper analysis and planning combine to
ensure effective implementation of Application(s) that meet or exceed intended goals for use.

The standard Application definition requires a minimal set of defined parameters to accomplish
the definition process. The fundamental parameters are the index values that will be used to
access, search, secure and manage the stored documents. This is also called the meta data.

iSynergy 3.9.3 SBS Advanced User Manual Page 62 of 186



iSynergy allows for a practically unlimited number of index values per iSynergy Application
(Virtual Filing Cabinet). Each index can be completely customized to meet the need of the
documents and processes being automated. Again, the core index values are:

= |D Number
=  Name
=  Date

= Document Type
= Document Status

You will find that there is a common theme when defining indexes for iSynergy. You just have to
ask yourself what am | looking for and how do | want to be able to find it. If you think about most
filing solutions they are organized by a number in numerical order or by a name in alphabetical
order. In the real paper-base environment, if you wanted to store a document by both methods,
you would have to copy the document and store it in two different files. iISynergy allows you to do
this without the need to make a copy and without the labor to manage two different filing systems.
You simply name both items as index values in the Application definition and the document can
be retrieved by searching using either value.

iSynergy uses a simple status value to represent where work is in the process. The Status values
are defined as a User Defined List (UDL) of possible work steps or process tracking values such
as: Pending, Waiting for Approval, Approved, Denied and Completed.

Note: For more information, please review the UDL section of this manual.

As work is captured into the iSynergy Solution the status value is set to pending to initiate the
workflow process. Each worker may execute a search in iSynergy to find work that needs to be
completed in a given status and then save the query; thus simplifying the search process and
automating the method of getting work by the user.

gl
Document arrives and is Department Manager searches f?r all Accounting personnel searches for all documents
scanned into iSynergy. documents with “Awaiting Approval’ status. | o) “Approved for Payment” status to pay those bills.
Document Status is setto  The Manager changes the status to Accounting Personnel then changes the Document
“Awaiting Approval.” Approved for Payment” or “Rejected” as Status to "Paid "
applicable

Often it in necessary to assign work to a specific user or team. This can be done by creating an
Assign To index value to help drive the ad-hoc process. Used with the Status index values you
can control the flow of documents and content through the defined business process to specific
user or team. Thus, the user of iSynergy can send work to the accounting manager for approval.
After approval, the accounting manager can send the work to the payment department for
payment or back to the submitter for additional information.

Ad-Hoc workflow is a user driven process and is dependent on the user’s ability to correctly
assign the index values at the end of their task to have the work move to the next task in the
process. There is no process enforcement. There are also no business rules. Ad-Hoc workflow
does not provide functionality for “if”. If would imply asking and processing a question and that is
a business rule. Such as, “If the amount is greater than $1000 then send it for approval”’. Ad-Hoc
workflow is driven by user knowledge and action and does not process or enforce rules.

iSynergy 3.9.3 SBS Advanced User Manual Page 63 of 186



Basic Ad-Hoc workflow is included with the base iSynergy product suite. Progression can enforce
business rules and processes and gives the user the ability to use a graphical tool to design a
business process application without the need for programming.

Note: For further example and documentation on workflow status, please review the
Progression Advanced User Manual.

Below is a quick reference for creating an application.
Note: For the complete application checklist, please review Appendix 1.

When creating an Application, it is highly recommended that you follow these steps.

1. Create new Index types (if required).

Note: iDatix best practice for index values are no more than five; however, this will vary
slightly up or down based on the needs of the end user and the particular process.

2. Create UDLs.

3. Create the Application.

4. Add Indexes to Application.

5

Select Implement.

Create a new Application
To create a new Application in iSynergy, follow the below steps:

Note: The following instructions assume that Index Type(s) and UDL(s) have been
successfully created. If not, instructions on creating Index Types and UDLs are discussed
previously in this Manual.

1. Onthe iSynergy Menu bar, navigate to Admin>Applications.

e B L F N e T T Ty

(2' rS YNERG %

User Conhguranon
Group Configuration
Index Types

Application: |Checks

i P

Note: The Application dialog window displays.

2. Select Add New Application.

¢ — T ST T T e

@ :SYNERGY
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Note: The Add Application dialog window displays.

3. Enter the Application name.

!

O L e

Add Application

Office Manager |

y :
&
3
o

Description ;I

[ Enabled document level security

™ Exclude from global =earching

Y Default Incoming Statuslp 'l }

T S SRR SR i TR

e S e o

Note: If applicable, tab to the Description Pane and define a description for the named
Application. Additionally, if you want the Application to have Document level security
and/or be excluded from Global searching, select the appropriate checkbox. Finally, by
default, all newly created Applications are assigned the P status. For more information
regarding iSynergy status, please review Appendix 2 — iSynergy Statuses.

4. Select Create.

T T P i g e et | R Rt TS m P

Add Application

&
G
% MName Office Manager F
) 1
JI ﬂ §
ke
i 1
5
3 |
3
1| Description LI i
IS E
Y
P I Enabled document level SECUrity i
kS
4 [ Exclude from global zearching 1
4
3

Default Incoming Statuslp 'l 1

L

+ Cancel | 1
G

TR M#w—ﬂ‘

e

Note: If an Application is implemented, the Implemented column on the Application
Configuration is listed as True. If the Application is de-implemented, the column value is
listed as False.

5. You have now created an Application and you can begin adding indexes.
Deleting an Application
To delete an application, follow the below procedure.

Note: When you delete an entire Application, the associated work items and documents
are also deleted.

1. Navigate to Admin>Application.
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2. Select the Application you want to delete.
Note: The Edit Application dialog displays.

3. Select De-implement.

P T e e

F_,_.w'_/'f-—.' B - T v =T e
5 Edit Application

]

! .

p Mame Invoices

]

] =l

z

b

I\

i

\ Descrigtion =l

2

' [V Enable Revision Cartral

;

1_‘ [V Enable Revision Tracking and Audit Trail

3-{; ¥ Enabled documert level security

h

{-’ ¥ Force comments on check in

: [V Enable Auto Check In for annotations

i

'<2 [ Exclude from global searching

A

2 Defautt Incoming Status I F 'l

') I De-Implemenit I Update I Cancel |

b --_..’ "‘“"pud-_ g, “-‘f"‘"“‘“ — n,.‘.-_‘_p\,
4. Select Delete.

prem—t T i P L R L I A T e
§ Edit Application
i ;
H

i - ]
g Mame Irvoices
=

i “
1
i Diezcription LI i
£
<( [¥ Enable Revision Cortral

S

'E ¥ Enable Revision Tracking and Audit Trail

.

)‘ ¥ Enabled document level SeCUrity 1
£

I'.' ¥ Force comments on check in s
1

1 [¥ Enable Auto Check In for annatstions 1
i [ Exclude from global searching 1
>

1
( Default Incoming Status I P 'l 1
& L
L

H i
S Implement | IDeIete I Update: I Cancel I 1

R — T v~ T = = T e =

Enabling Revision Control

Revision Control provides the capability to retain a history of older versions of documents. The
revision control feature can be configured for specific application cabinets and at several degrees
of retention.
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} = [¥ Enabile Revizion Cantral

*'i. ¥ Erable Revision Tracking and Audit Trail

[}

e

i I_Ens‘uwicirrlerlt level rrt\_.n' bttt e

Revision control provides the ability to manage multiple revisions of a document. iSynergy offers
this robust functionality so that you may simply your workplace through a one stop shopping and
management for all your documents. Enabling Revision Control provides the ability to manage
multiple versions of a document contained within an Application.

Note: Revision Control functionality has additional features that can be used to tightly
control the document management process. Please see the below sections for additional
information.

1. Onthe iSynergy Menu bar, select Admin>Applications.

Note: If you have created the application, simply select and modify it. If you have not
created the application, select Add Application.

2. Select Enable Revision Control
3. Continue creating or modify the Application.
4. Select Update.

5. When you are finished, select Implement.

Enabling Revision Tracking and Audit Trail

The Revision Tracking and Audit Trail option provides the ability to track the document versions.
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Edit Application

H

b

1

: Mame Ilmruices

i

\ =
7

’5 Description ;I
:

t._ ¥ Enable Revision Contral

3 —P ¥ Enable Revision Tracking and Audit Trail

; ¥ Enabled document level SeCUrity

E ¥ Force comments on check in

¥ Enable Auta Check In for annatations

3 I Exclude from glokal searching
ki L L e e AR R -rumu“_ﬂ’*«q,d‘ TS

.

Note: This is an application setting and will only be available if Revision Control is
enabled.

L i i

§

Ed — ¥ Enable Revision Cortrol

5 + ¥ Enable Revision Tracking and Audit Trail

i ‘M"n‘hqwk'w* ity e s gl AT,

Utilizing both Enable Revision Control and Enable Revision Tracking and Audit Trail application
settings, provides the ability to track all document changes as separate revisions. This
functionality allows a user to roll back to previous versions of a document, view the original
document and recover the original document by promoting it back to the current or most recent
version of the document.

Note: In addition to these application settings, the user must also have defined Account
Functionality Management permissions. Please review the permission section of this
manual for additional information.

To enable Revision Tracking and Audit Trail, follow the below steps.

1. Onthe iSynergy Menu bar, select Admin>Applications.

Note: If you have created the application, simply select and modify it. If you have not
created the application, select Add Application.

2. Ensure that Enable Revision Control is selected.

3. Select Enable Revision Tracking and Audit Trail.
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g Description LI
H

1]

[¥ Enable Revision Cortral

—"’ ¥ Enable Revision Tracking and Audit Trail
I R L S

e e

4. Continue creating or modifying the application.
5. When you are finished, select Update.

6. Select Implement.

Enabled Document Level Security
Document level security enables a System Administrator to grant access to an iSynergy

Application while limiting the access rights to particular Documents contained within that
Application.

Edit Application i

et e

Mame Invnices

o

Dezcription j

et e e

IV Enable Revizion Cortral
¥ Enahle Revision Tracking and Audit Trail

+ ¥ Enabled documert level security
P St ______.._”__“__A‘,.__-,.--.....‘.-u-lh_

I

For example, perhaps in the HR application, you want to give a manager the ability to
securely view any document in the application, but you want the payroll department to
only have access to the Pending New Hires and Submitted to Accounting status values.

When you are adding indexes to applications with document level security, the security setting for
the new indexes for each User and Group must be selected.

Note: The Application does not need to be De-implemented to enable Document level
security.

To activate Document level security within an Application, follow these steps:
1. Onthe iSynergy Menu bar, select Admin>Applications.

2. Navigate to and select the Application you want to edit.
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3. Select Enabled Document Level Security checkbox.

4. Select Update.

User Account Document Level Security
The following steps configure Document Level Security for a specific user account.

Note: The Document Level Security procedure is the same for Groups as well, with the
exception of Step 1. You will navigate to Admin>Group Configuration.

1. Onthe iSynergy Menu bar, select Admin>User Configuration.

Admin = Tools

Routing

Y
{
] User Configurati ’
\'\ Application: rser : r':m a:i"
. aroup Confipuration
A ok A St . B - 2

2. Select the desired Users Access Key.

et et e L e e Rl S e o

User Configuration Select the Access Key.

Amy McClain Amy McClain

x-,_..ﬂ_._a»w-\.n-\u,»f\_,\,\_\

Katie Grace Katie Grace
b 'WM_L‘M-* e AP s e b s

3. Navigate to Application Permissions.

4. Select the Application with Document Level Security.

e T i e S e S o s e e e S o e e
'j Login Expiration [ Reset Password Next Login

?

’3 System Level Permissions M sele:
’ [[] Application Add [ Application Delete [Juser Add

; [Juser Update [lUser Delete [Jindex Type Add 3
‘; [Jindex Type Update [Jindex Type Delete [Juser ListAdd

]} [[Juser List Update [[lUser List Delete [[] system Options Update k
!:E [Juser Group Add [CJUser Group Update [[Juser Group Delete

‘: [CJPre Sort Application [Pre Sort Person [JinBox 1
3; [[] system Reporting [IRemove Session [J=canDox {
: [[] Search Any User Checkout [ search All Applications Checkout [CJwork ltem List

i [JProgression Studio [JReassign Tasks [[JReassign Any Task

P :
I |
A View L 1
' Select the Decument Level Security icon.

E Application Permissions

5 Application Name Document Level Permiszions Configuration
‘ Checks E@

J‘ [ ceneralCapture

é Cinvoices

R P _._r-'“&, MM*—L&_;~M%_‘ P f“"‘-‘mm ~—
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5. Select the UDL values you wish to make available to the User or the Group.

I s T R T e e DL v

’ User Name: Amy McClain Full Name: Amy HcClain

{§linvoices Permissions

.. fw ]
H

J em———

3 Pending Post Alabama -~

> Payment Approved Alaska

7 Rejected Arizona =

£ |Paid Arkansas

: Payment Pending California

3 New Invoices Colorado

4 |MuLe Connecticut

[ Delaware

: Florida

3‘ Georgia b

iy mseccens ______  Meeeew
|

;""'\‘M-._ﬁ ‘,“.m-,_t,.wm“’w-“_‘w‘a ..n,.ww.--.ﬂ_“’._.‘_-‘-m
Note: To select multiple Indexes hold the Ctrl key and select the appropriate indexes with
your mouse. Additionally, if a specific user should have permission to access and modify
the Index, click Select All.

6. Select Update.

Force Comments on Check in

An application can be configured to provide a simple check in/out capability, which will force
users to check out a document for editing and prevents more than one user from making changes
to a document at the same time.

4

B meme et e ! 4 e

i

4

i Edit Application

3 :

<; Name |Irw0|ces

i

h

.I.l

L

\f De=cription

:

{ Enable Revision Control

2 Enable Revision Tracking and Audit Trail
§

"?’ Enablecl document level =ecurity
|:'

1

—b Force comments on check in

NPT O e ee— Y 4-“‘*"““-—-..‘-“.“-‘~’\-._'-

Using this application setting, the documents that are checked back in to the application will
overwrite the original version of the document. Regardless of how the user chooses to check out
the document, either by downloading or editing in place, when the user is ready to check the
document back into the iSynergy Repository, a Checkin Document dialog displays and provides
the ability to enter text.

When the user has finished typing a comment, select OK and the comments are available to any
user who has access to that specific application.

Force comments on check in works with Enable Revision Control and Enable Revision Tracking
and Audit Trail. When an application uses this functionality, a comments dialog displays upon
checking in a document into the iSynergy Repository.
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Checkin Document

— Commeants
[~
Type in comments regarding the
changes made to the Document.
[~

r— Lozation

C:ADocuments and 5 ettingstAdministratorsMy Docu Brovize |

ok | Cancel |

To active Force Comments on Checkin, follow these steps.
1. On the iSynergy Menu bar, select Admin>Applications.
2. Navigate to and select the Application you want to edit.

3. Select Force Comments on check in checkbox.

o T ey S et vy oy gt e BTN e

s Edit Application

!
g .
L Mame |HR_EmpI0yee “Wacations
H
l iDatix HR_Employee Vacations d
§
¢
Description j

[¥ Enable Revision Control

[ Enable Revision Tracking and Audit Trail

[ Enabled documert level security
—’ ¥ Farce comments on check in

[¥ Enable Auto Check In for snnotstions

[ Exclude fram global searching
I e i B

T A o p

o

4. Select Update.

Enable Auto Check in for Annotations

Enable Auto Check in for Annotations is an Application security setting that eliminates the need to
check in a document when a user only changes annotations on a document and there are no
physical changes to the image.
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2 Name Checks
ki
i ibatix Checks Application ;I
3
j

i
3

Description LI

[¥ Enable Revision Cartral
[ Enable Revision Tracking and Aucit Trail

! [ Enabled document level security

)

L

)%' [ Faree comments an check in

5 = [V Endbie Ao Check in for annotations:
bt

i [ Exclude fram global searching

4

3 Default Incoming Status I F 'l
i s s gpirne o I Dt i

Note: This is an application setting and will only be available if Revision Control is
enabled.

When Enable Auto Check in for annotations is selected, the document is automatically checked in
upon the user leaving the image in the Viewer; the user is not prompted to check in the
document, nor is the user forced to make comments on a check in.

Note: This feature only applies to the case were a user adds, deletes or modifies
annotations and no other changes to the document are made. If a user checks out a
document and also performs any other changes to the document, such as a page rotation
or page deletion, the auto check in for annotations will not apply.

Exclude from Global Searching

Global Searching provides the ability to search across all applications based on any index value.
When an application is created, administrators can tightly control the ability to globally search for
an index value.

Global Searching also provides the ability to search for any document, regardless of the status
and display it on the Search page. Global searches are performed across all enabled Applications
for which the User has access permissions. Index values matching the search criteria are
returned regardless of the index type and the index name associated with the index value
following a global search.

- S = o
_____ P — W em T e e e T

)

( Edit Application

e

J _

£ Mame Invoices

;

<

4

I

E Description

J

e

4 Enable Revizion Control

E Enable Revision Tracking and Audit Trail

S

:;-‘ Enabled document level security

{' Force comments on check in

"§ EnabIeAutU Check In for annotations

é ——’ DExcludefrum global =earching
Agriiie,

1--.\‘_“;_.5‘*"-—:— R Y J__Ah\:r_ i
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Add Indexes to an Application
Once an Application has been created, you are ready to add indexes.
For additional reference material regarding Application Setup, please review Appendix 1.
1. Onthe iSynergy Menu bar, navigate to Admin>Applications.
Note: The Application Configuration dialog window displays.
2. Locate the created Application.

3. Select Add Index.

.,
5
N
1

o B =0 L L

Edit Application

Name |k3hec|{5

N N

Description

Enable Revizion Control

Enable Revizion Tracking and Audit Trail
D Enabled document level security

Force comments on check in

Enable Auto Check In for annotations

D Exclude from global searching

Default Incoming Status

e B Pma e o e

Select Add Index.

mpiement | Delete | Update | cancel |

ndex Group By | IndexOrder |  indexVisiviity | [“Adainaex |

A P Mt o P,

o

4. Enter the Index Name.

B T B P N RSP R B L it P

¢
7

{ Index Group By | \ndexunder‘ Index Visibilty | Amﬂmjax‘

<

i e loataype dindexType _______________[Reguired __lsticky [|MutiEdt | _______|
% Edil  Checks Numeric Delete

g

b Edit MName Text Delete

5

5% Edit Date DateTime Delete

i,

[} Edit  Invoice ® Text Delete

e L Address Lne 1w | o o 400 Gancel

H

B T T e s T T

5. Select the Index Type drop down and choose the appropriate index type.

r Bt v o T ety Lt WP NP RPN EREE St SRR
3
2
{ ndexGroun By | index Order | indexVisbity | Addindex |
i
J
O ome  hoaee ncextyee [Required ——[stieky uiit
r\ Edit Checks Numeric Delete
5
!\ Edit Name Text Delete
Edit Date DateTime Delete
hY

Edit  Invoice # Text Delete

i B B B om

e et A e, (I i gt o U b e A ANt e, o A il ot
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6. |If appropriate, select Required, Sticky and/or Multi-Edit.
IJ,—.f, D e R T e T e i e e A T ettt VO St e e ST T RPN e S -,
j Index Group By ‘ Index Order | Index Visibility | Add Index |
) T S Required [stcky  [wuiiEat | |
: Edit  Checks Numeric Delete
; Edit Mame Text Delete
i Edit Date DateTime Delete
{ Edit  Invoice # Text Delete
) D o o 440 Sancl
- Attt dgn AT AR | A s, B i T L N
Element Description
Required Provides the ability to require a user to enter a value for an index before
the document is submitted to iSynergy.
; B e I R e e =
\ Application; |P0(9) =l
;
% Required | =
H Record1of 9 = #l
i Index Field J J J J
3
1, +P0 Mumhber 2387
g
)..\__\_HM._“_“-_.., M\_‘\#\.-tm-w
Sticky Provides the ability to keep a data value displayed in the index field after
the document is submitted to iSynergy.
"g Application: |PO(?) =l ,
:
<
J ﬂ jRecord‘l of 7 j ﬂ
¢ Sticky Index Field
i,
¢ * PO Mumnber J3085
v
(, doc tvpe |-chuose- j
i Mame IShadoW Flames
¢ .
j Status | Rejected j
< ©a ¥ Date [osr2si008
3-“&&4-0--...,,...."«1...«..,.%_'.4__‘3--.-":- e
Note: If a UDL is made sticky, the value last placed in the UDL
will remain for the next document to be indexed.
Multi-Edit Provides the ability for an index to be modified for multiple documents

simultaneously.
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bl < Multi-Edit Indexes
Y | Hame - I
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7. Select Add.
“w-“- Bt T ettt APt LV e R ey
{
2 Index Group By | Index Order ‘ Index Visibility | Add Index ‘
]
FN oo hehype  fmdexType |equied sty Juurese | |
Y Edit Checks Mumeric Delete
é Edit Name Text Delete
Edt Date DateTime Delete
‘.: Edit Invoice # Text Delete
! ren(z5) v o 0 0 — B
P!
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Note: The newly created Index appears in the Application table pane. Within this table,

you can edit or delete Index values associated with the Application.

Editing Application Indexes
To edit an Application index, follow these steps:

1. On the iSynergy Menu bar, navigate to Admin>Applications.

Note: The Application Configuration dialog window displays.

2. Select the appropriate Application.

3. Select De-Implement.

B R SR S L

Edit Application

Name Checks

A e

De=cription

Enable Revision Control

Enable Revizion Tracking and Audit Trail
D Enabled document level security

Force comments on check in

Enable Auto Check In for annotations
D Exclude from global =earching

Default Incoeming Status

—"I De-Implement I Up-date| Canoell
m“""ﬁ‘*‘f_‘m'““-r'*'—‘”“‘?“

T T e e et g P g, e T P St

oy
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4. Navigate to the Index Field you want to edit and select Edit.

7 e 2 e R Ll okt e L e e b o P P o P P L P b o o S s e

index Group By | Index Order ndex Visiity | | Add Index

Checks MNumeric nbe Delete
MName Text Delete
Date DateTime Delete
Invoice # Text & ) Delete
Account# Text ext (25) Delete

B UV VS

5. Make the appropriate changes.

Edit Checks Make the appropriate changes. Relete
Edit Mame Delete
Edit Date Celete
5 Edit Invoice # Delete
\)i’ Update Cancel |Account# | O O O Editing

Tt e Sl P gt it A 0., AP e b oo B AP, g st W ety st

6. Select Update.

;
! Index Group By index Order | Index Visibiity Add Index

Checks MNumeric Number Delete
hName Text Text (50 Delete
Date DateTime Date Delete
Invoice # Text Delete

O o O

Editing

|Accounl # | Text

i
9

T T T e e T g T i T T T et S e
4

1 Edit Application
g

4 Hame Checks

3

g

4

7 Description

i

i

Enable Revision Contral

Enable Revision Tracking and Audit Trail
[JEnabled document level security

Force comments en check in

Enable Auto Check In for annetations
[ exclude from global searching

7

Cancel

ndex Group By | Index Order Index Visbilty Add Index

Default Incoming Status

implement | Delete

P N P AN PP S S R

i Multi-Edit

Edit Checks Numeric nbe Delete

4

; Edit Name Text Delete

.\{ Edit Date DateTime Date Delete

5

f; Edit Invoice # Text Delete

; Edit  Account# Text Delete

i

e WP - alas. bt e, gt b AR s o R o AR

8. Select Implement.
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Group and User Permissions

Account management techniques allow an Administrator to control the levels of document access
and permissions granted to individual Users and Groups (of users) working within iSynergy.

Assigning individual accounts membership(s) to group account(s) is an effective way to ease
account administration overhead. Each user assigned to a group account inherits the permissions
granted to the group.

For example, a user assigned group permissions can have additional permissions
assigned individually to his user account.

When working with a dynamic information database, it is necessary to institute security measures
of varying levels among Users within the system to ensure its’ integrity. Within iSynergy, it is
possible to deny a User or Group access to an Application(s) or to limit functionality while within
an Application. Various Users may be granted access to Applications pertinent to their duties
while being refused access to Applications outside the scope of their duties. Additionally, it is
possible to grant a User or Group access to an Application while limiting access to particular
Document types or Document statuses within the Application.

By combining Application level and Document level security approaches, it is possible to create a
highly granular mode of access control in iSynergy.

User Account Management

At the most basic level, User accounts grant an individual authentication and entry privileges into
iSynergy. Permissions assigned to a User account determine the access and functionality an
individual has at his/her fingertips when logged into iSynergy.

The basic configuration attributes of a User account include:
= User name.
=  Full Name.
= Email Address.
= Cost.
= Account password.

y ettt — o= ‘ - A
q)_.. User Details ‘
< ;
7
- {
\_f Username IKatie Grace ’
.-]
:i Full Mame IKatie Grace :
Email address  |katiegrace(@idatix. com =
.

I Cost I :
(.; Pazzward I

-
\\} Confirm Password I

.ﬂ.._“_\_u-.-..,___‘__\_‘h“} ‘\\H--s._-n.&,._’-*-#
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Group accounts in iSynergy lessen the task load of the system administrator. The administrator
can set permissions within Group accounts and subsequently grant membership of User

accounts to various Groups.

Army MoClain
ESpeed System
katie Grace

Aol

Remove |
A Al |
Remaove Al |

Upclate | Delete | Cancel I

- - T — . o
ot TS o pf TN T

5
;

3
-t
QT NNV Oy P Y MJ

Note: This is a more effective approach than assigning permissions for each User

account on an individual basis.

Group Account examples include:

= Groups based on department membership (Sales, HR, Customer Service).
= Groups based on job scope and responsibility (scanner operators, data entry personnel,

analysts).
= Basic Users group with limited permissions.
= System Administrators group with full permissions.

Note: The rights and permissions granted to User accounts based on multiple

memberships are cumulative.

Creating a New Group

To add a new Group to the iSynergy system, follow the below steps:

1. On the iSynergy Menu bar, navigate to Admin>Group Configuration.

ey SR L .

BiSYNERGY ~
h

Admin  Tools
Applications

Application: | Checks

Index Types

Secunty Manager

Check Number System Options

Name Rubber Stamps
Reporting

Date Data Transfer

Invaice Mumber
Reset iSynergy

<o gl b nrnd b e C, i

User Configuration
Group Configuration ¢

User Defined Lists |

[

f
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Note: The Group Configuration dialog window displays.

2. Select Add Group.

([[);SNERGY' e S e e

Global Search

Group Configuration

—> [===]

T T N
Note: A new text box displays under the existing iSynergy Groups.
3. Enter the New Group Name.

4. Select Add Group.

Group Configuration

Add Group

Department Leads

scanning

Temps ¢

Progression Managers

i, s

|Accnunt|ng l Add Group |

st mendrh, o cmesn, e piameee. ""“““‘*w-ﬂﬁﬁ‘r#*"“" _.F"—-—._ﬂw“u_‘.ﬂfu_mw

5. The newly created Group displays in the Group Configuration table.

Group Configuration

Add Group

scanning
Temps

IAccnuntmg Add Group

Modify Group Permissions
To add or modify permissions of a Group account, follow these steps:
1. Onthe iSynergy Menu bar, select Admin>Group Configuration.

2. Select the Group Access Key.
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- i e e
WiSYNERGY
~Admin

Search  Workflow ing ing  Admin _ Tools

Group Configuration

(Group Name
Accounting
Depariment Leads
Progression Managers
scanning

Temps

Note: The Application Permission dialog window displays.
3. Select individual checkboxes to grant specific permissions.

Note: If you want to give all permissions, choose Select All Permissions and click Update.
4. Navigate to Application Permissions.

5. Select the appropriate Application(s) the User Group need permission to access.

e L e P e T s £ S s T e P e ot 8

e e e P

e

; ﬁ Application Permissions

; oo o Jorseaury

‘ Checks r ALL

’,l; Christmas il ALL

; GeneralCapture r ALL

j Healthcare Claims r ALL

f HR r ALL

% HR_Employee Vacations i ALL 1
)J Invoices r ALL

,W Mortgage Files r ALL

i Office Manager - ALL i
;\ Patient Records C ALL i
Payroll r ALL

i PO r ALL i
§ Sales Orders r ALL

‘> Samples r ALL

T Scan_Test - ALL

3 ScanDox i ALL

f Signature Cards [l ALL 1
E Single Task r ALL

i? Statemnents - ALL

j Tech Writer r ALL

; mooeew
L S E—

6. Select Update.
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Group Name: Accounting

T e R g o S

Creating a New User Account
To add a new iSynergy User, follow these steps:

1. Onthe iSynergy Menu bar, select Admin>User Configuration.

i T e T

@ .fS YNERGY

Search WOrkfloI' Indexing { Admin = Tools

Applications
User Configuration

Application: | Checks Group Conhguration

Index Types
User Defined Lists
Secunty Manager

Check Number System Options

Name Rubber Stamps
Reporting

Date Data Transfer

Invoice Number
Reset iSynergy

Account Mumber
P

v g

Note: The User Configuration dialog displays.

SR N T '-“J-—-*M-\-..-\..AA

Seamh Worlcﬂow Indexing ing _Admin__ Tools

User Configuration

2. Click Add User.
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Searchl @ Add User |

Member of Groups
allen allen anderson
Amy McClain - Amy McClain Temps amcclain@idatix.com
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@JSYNERGY
"Admin

Search Worlcﬂow

User Configuration ¢

Searchl @I Add User I

Access |User Name Full Hame Member of Groups [Email

allen allen anderson
AmyM¢Clain - Amy McClain Temps amcolajn@idatix com
tarsnn e S (ATYGCIE ATVUCON it SRS st oy STISSHGISAXCOM e

Note: This User Details dialog displays.

@JS YNERGY

* User Details

e M‘”"\'-.\,"Hﬂg&mwﬂm—q

3. Tab to the Username Field and define the Username.

e R P e T e e e

@ JS YNERGY

Search Workﬂow ing ing  Admin _ Tools

+ Username I

e sl o, .'MM",,W

4. Tab to the Full Name text field and enter the Users full name.

User Details

Username
ﬁ Full Name

B T

e e s m e .

5. Tab to the Email Address text field and enter the Email Address.
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. it
((& :SYNERGY

Admin __ Tools

User Details

Username I

Full Name |

% Email Address I
T Y e PP

6. Tab to the cost and define the hourly cost.

((& JSYNERGY

User Details

Username

|
Full Name |
|

Email Address

* Cost I

it A i an B o e afipttams, P I e

Note: This cost field is an optional field; however, if you are using the iDatix Business
Automation Product, Progression, this cost field will be helpful for production reports and
tracking the amount of hours an employee spends on a specific task.

7. Tab to the Password text field and define the Users’ password.

e i B N A P

Searuh Workl'lu- Indexing

User Details

Username I—
Full Hame I

Email Address l—
Cost I—

+ Password
R, ..'_"""‘"—"'"“"‘"‘\hna,_yn.- e s

8. Tab to the Confirm Password text field and Renter the Password as defined in Step 7.

Note: Passwords are case sensitive! Passwords must be unique, and cannot be the
same as the username.
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Search WDrkﬂoI g ing Admin_ Tools

User Details

Username

Full Name

Email Address

Cost

Password I

ﬁ Confirm Password I

it e e aBene el S— *" H\\*—vﬂ—-‘.ﬁ—-—.ﬂ. o At i B r‘_

9. Click the Add button to add the new User and his/her details.

Search World'low g ing _Admin _ Tools

4
Username I i
Full Name | ;
Email Address I :
4

Cost I
Password I 1
Confirm Password I :
E
3
ﬁ Cancel | J

b afpbtnte ’c-‘“\r.__‘AMu.\wm\“M

Note: Select cancel if you do not wish to add the User details.
10. The User Configuration dialog displays and the user has now been added to iSynergy.
Adding a User to a Group
To add a User to a Group, follow these steps:

1. On the iSynergy Menu bar, navigate to Admin>Group Configuration

2. Select the Group Name.
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Gobal Search

Group Configuration

Depariment Leads
Progression Managers
scannin:

Temps

;WM.,H&\M\WNA-—-A._‘,‘__“%&w«‘L \WMM A e p o A s s G
Note: The Group Name dialog window displays.

3. Select an Available User.

o e e i T e e JTE P ettt
e — JUEs _— - s

7 e T et S Nt
J\. Group Name: 2ccounting

Rename Group: IAC‘:DU"'“”‘Q ]

i

H

5

Iy

1 allen anderson -

" = | Amy McClain Add b
{ brianc

Ii Edl@ialiac Remove i
i espeed

| ESpeed System 4IAMA” L
H henrick Remove Al

H HR Clerk ia| 1
J g
4 3
s

b Update | Delete | Cancel |

e e e g s AN o gl il B ~-,*wwrﬂ"

4, Select Add.

e T ] e o P . e G
pp—— T -,

Rename Group: IACC ounting

Available Users _ Group Members

Amy McClain

allen anderson

% =

H .

brianc

3 EdUoialiag

b espeed Remove |

i ESpeed System P |

£ henrick

F HR Clerk r Remove Al |
-

HR Login

T = BT T ey S Y

Note: To make multiple selections, use the Shift or Ctrl keys on your keyboard as
appropriate.

3. Click Update.
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4
: Rename Group: IAccouming *

I3 allen anderson Amy McClain

T brianc Add

i

g Remove

j ESps_.-ed Systemn Add Al

; henrick

F HR Clerk Remove All

1 HR Laogin =l i
i

2 - Dekets | Cancel |

“-\..,h.\_“r.—ab-“x.m“r‘ san AP e AT .

To check the Group membership status of a User, navigate to Admin>User Configuration
page; the group membership displays in the Member of Groups column.

Removing a User from a Group

To remove a User from a Group, follow these steps:

1. On the iSynergy menu bar, navigate to Admin>Group Configuration.

2. Select the Group that contains the User you want to remove.

3. Select the User you want to remove in the Group Members’ column.

4. Select Remove.

TS e L P e e L ST e

.‘\ Rename Group IAccountmg ]
i
Available Users _ Group Members

allen anderson
brian ¢ Add

Remave | {
ESpeed System Add Al
henrick —I
HR Clerk = Remove Al | j

HR Login

N

Update | Delete Cancel

BT et ]r-—\ A, gt e

LS

T T T T e i i B L

E——

) Rename Group: IACCUU”“"‘Q i
!

P e i o embers

:',- allen anderson I e Amy McClain

¢ |branc Add

# |EsleiEliac

e :
{ |ESpeed System

% |nenrick —IAmj Al 3
2 |HR Clerk Remove Al

% |HR Login | 3
i

|; Update Delete I Cancel ‘1
3,

s st P TEp s At sl St s gt

Note: The removed user is re-added to the Available Users.

5. Select Update.
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¢ Rename Group: JACCoUNting i

T N

Mike Kuhnsman
Mortgage Login Add

/ Mortgage Reviewer

5 Patient Records Login ﬂl

\ test account Add All |

i testuser

g" Title Company Remove Al |

Amy McClain b

£

4 i
3 | Update | Delete | Cancel |

z

6. The selected user is removed from the Group.

Note: To verify a User’s removal from a Group, load the User Configuration page to
confirm the User is no longer included within the Group by viewing the ‘Member of

Groups’ column.

Delete a User Account

To delete a User account, follow these steps:

1. On the iSynergy Menu bar, navigate to Admin>User Configuration.
2. Locate the user you want to Delete.

3. Select the desired Username.

({!; . e T s s —W ot

iSYNERGY

Admln Global Search

Admin

User Configuration

Search

Note: The User Details dialog displays.

3. Select Delete.

allen allen anderson
Amy McClain Amy McClain amcclain@idatix.com

" g \*M‘u..a.""--\%Wwf"h-\*ﬂin-'mgmﬁrﬂ-w“
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User Details

Uzername I_ﬂ.m'_-,- McClain
¢ Full Name IAmy McClain
7 Email Address  |amcclain@idatix.com
B
3} Cost I
¢
%‘ Pazzword I
éj- Caonfirm Passwaord I
j A4
3 Update | [Detete | cancel |
§

ﬁﬂhaﬂan-‘ﬁ__‘_*“?_‘#‘-ﬂh.. P _\__'Arﬂr“n

Note: A Windows Internet Explorer dialog window displays with the selected user name.

4. Select OK.

Windows Internet E x|

J{) Are wou sure you want bo delete user: Amy MoClain?

(o4 | Cancel

Permission Management

Permissions granted to individual users or groups can be limited in nature or broad in scope
depending on the various roles and the granted rights of the User/Group.

For example, it may prove prudent to limit permissions granted to data entry personnel.
They may need access to only one Application for data entry purposes. Additionally,
Executive Management may be granted permissions pertaining to assignment of Group
memberships such as adding Applications and creating new UDLSs.

iISynergy permissions are defined initially at the System Level, followed immediately by the
Application level.
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1 ¥ Reassign Tasks ¥ Reassign Any Tagk B Prinrey G
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R
) 1
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i
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§ Asphcetion e Document Level Permizsons Configurtion

7 crechs AL = 1
| cemeralCastue AL
S W Mealiess Clims AL
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! mE_ B Vatitons AL ] 4
1o i AL

bt A s sl T A ey, [ e P et

System Level Permissions

iISynergy provides the ability to define system level role assignments to grant access to global

tasks and permissions that apply to the iSynergy system as a whole. Each user an

d/or group who

requires access to iSynergy should have a system level role assignment. System Level
Permissions can be thought of as the entire filing physical cabinet, these permissions provide

access to open specific cabinets and files within iSynergy.

To define a user or groups System Level Permissions, follow the below procedure.

1. From the iSynergy Menu bar, navigate to Admin>User Configuration.

WiSYNERGY <
Admin

Search  Workflow

Admin
Applications

Indexing Routing Tools

Group Configuration
R L e P ¥ ar- ame-
Note: The User Configuration dialog displays.
2. Select Add User.

User Cunﬁguratiu'n_ "

<
}
.i ¢
|
4
Search @ Acld User

«s_\#“;‘.-.‘.ﬂﬂ*m“rﬂ_w\b

3. Define the new User Details.
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P m e e e T e e i
: e Eaady et gt i T

¢

4 -

4 User Details

f: l

<)

<

b Username ITEStLISEI‘E

,_I? Full Hame |iestuser2

s

% Emsil sdress |testuser2@idati}{.cum

; Cost [20.0000
Pazsward I

Confirm Password I

N T e e Ty

Updste | Delete I Cancel |

-

- ~“M~\M A
4. Select Update.
Note: The user returns to the User Configuration screen.

5. Navigate to and select the appropriate users Access Key.

e T T T st R i rte S T TS et TR e i e B SRS i e

User Configuration

ks user Hame [Member of Groups

:: allen allen anderson Accounting, Invaice

3 Amy MeClain Amy MeClain Temps, Accounting amcclain@idatizcom
¢

3 \ testuser test usar Progression Managers test@idativcom
testuser? testuser2 testuserz@idatic com
1

Note: The User Permissions dialog displays for the selected user. When a user is initially
created, System Level Permissions are not selected and only the currently created
iISynergy Applications are displayed at the Application Level.

6. Navigate to System Level Permissions.

Note: Each System Level Permission has been defined in the below table.

. T i T I L R s ._V_J__--q,’—"‘._,, e T T T it T T et e
\-_:% — '
g System Level Permissions M Select Al

5,

L application Add [T Application Delete ™ User Add
*‘EI [T User Update [ User Delste I Index Type Add 3
R( [ Index Type Update [ Index Type Delete ™ User List Add

i
o+ [T User List Undate [~ User List Delete [~ System Options Update :

Y

[ User Group Add ™ User Group Update [T User Group Delete :
i

3-\ [~ Pra Sort Application " Pra Sort Person [ InBox :
{, [ System Reporting [~ Remove Session [~ ScanDox

\) [~ Search Any User Gheckout [~ Search All Applications Checkout ™ wark ltem List

b

% [ Progression Studio ™ Reassign Tasks [~ Reassign Any Task

(‘J‘ ™ Priority Edit

e el st s e B st B0 st S IP  ipaeTT o A ien BN  apangb e, ‘../
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Element Description

Application Add Provides the ability to add an iSynergy Application.

Note: This permission enables the Applications Admin Menu
item, as well as enable the Add New Application button the
Application Configuration dialog.

Application Delete Provides the ability to delete an iSynergy Application.

Note: This permission enables the Application Admin menu, as
well as enables the Delete button on the Edit Application dialog.

User Add Provides the ability to create a new iSynergy user account.

Note: This permission works in conjunction with the User
Update permission. You must have both permissions selected in
order to create a new user.

User Update Provides the ability to update a user account, as well as update all
System Level Permissions of another user.

Note: In order to add a user to iSynergy, you must have both the
User Add and User Update permission. Additionally, in order to
delete a user from iSynergy, at the System Level you must have
both the User Update and User Delete permission selected.

User Delete Provides the ability to delete an existing user account.

Note: This permission words in conjunction with the User
Update permission. You must have both permissions selected in
order to delete a user.

Index Type Add Provides the ability to add an index type.

Note: This permission works in conjunction with the Index Type
Update permission. You must have both permissions selected in
order to add and update an index type.

Index Type Update Provides the ability to update an index type.

Note: In order to update an index type, you must have both the
Index Type Add and Index Type Update. Additionally, in order to
delete an index type from iSynergy, at the System Level you
must have both the Index Type Update and Index Type Delete
permission selected.

iSynergy 3.9.3 SBS Advanced User Manual Page 93 of 186



Index Type Delete Provides the ability to delete an index type.

Note: This permission works in conjunction with the Index Type
Update permission. You must have both permission selected in
order to delete an index type.

User List Add Provides the ability to create a UDL.

Note: This permission works in conjunction with the User List
Update permission. You must have both permissions to add an
iSynergy UDL.

User List Update Provides the ability to modify a previously created UDL.

Note: In order to update a UDL, you must both the User List Add
and the User List Update permission. Additionally, in order to
delete a UDL in iSynergy, at the System Level you must have
both the User List Update and User List Delete permission.

User List Delete Provides the ability to delete a UDL.

Note: This permission works in conjunction with the User List
Update permission. You must have both permissions selected
to delete an iSynergy UDL.

System Options Provides the ability to update the system configuration options.
Update
Note: To modify the iSynergy System Options, navigate to
Admin>System Configuration>System Options.

User Group Add Provides the ability to create a new user group.

Note: This permission works in conjunction with User Group
update. You must have both permissions selected to add an
iISynergy User Group.

User Group Update Provides the ability to update a user group.

Note; In order to update an iSynergy User Group, you must
have both the User Group Add and the User Group update
permission. Additionally, to delete a User group, you must have
both the User Group and User Group Delete permission
selected.

User Group Delete Provides the ability to delete a user group.
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Note: This permission works in conjunction with the User Group
Update permission. You must have both permissions selected
to delete an iSynergy User Group.

Pre Sort Application  Provides the ability for a user to access to the General Capture page
and therefore whether or not the presort general capture option shows
up in the menu.

Pre Sort Person Determines if a user may route to an inbox from General Capture. The
drop down allowing a user to select a user’s inbox to route to is not
present on the general capture page if the user does not have the
System Level Permission to Pre Sort Application.

Inbox Provides the ability to access an inbox for a specified user. Documents
that are placed in an iSynergy users inbox are available to be routed to
either another iSynergy Application or another User or Group.

Note: When a document has been sent to your inbox, you will
not be able to see the index fields and therefore you are unable
to update them. Any document that is placed in a users inbox
must first go through manual indexing before it is submitted to
an application. Additionally, selecting the Inbox permission
provides the ability to access the Routing option on the iSynergy
Menu.

System Reporting Provides the ability to generate iSynergy reports.

Note: This permission provides the ability to access
Admin>Reporting. Additionally, reporting permissions are
restricted to the Application Level. The document level security
and security permissions are not enforced with this permission.

Remove Session Provides the ability to remove other logged in accounts from active
iSynergy session.

ScanDox Provides the ability to install the iDatix capture software product
ScanDox.

Note: This permission provides the ability to install ScanDox as
a clickonce application. Navigate to the iSynergy Tool Bar and
select Tools>ScanDox.

Work Item List Provides the ability to view Progression work items assigned by user.

Note: This permission works in conjunction with the Priority Edit
Permission.
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Search Any User
Checkout

Search All
Applications
Checkout

Work Item List

Progression Studio

Reassign Tasks

Reassign Any Task

Priority Edit

Provides the ability for a user to search checked out documents by other
users via a drop down on the Search page.

Note: When this permission is selected, all users are displayed in the
drop down, plus an All option.

Provides the ability to search for a checked out document across all
applications.

Note: On the Search page for the Application drop down, when enabled
there will be an All option. Selecting this option will display a search
screen to allow the user to find a document check out across all
applications.

Provides the ability to view the Progression work items.

Provides the ability to access the Progression click once deployment
option from the Tools Menu.

Provides the ability to reassign a Progression task that has been
assigned to the logged in users account.

Provides the ability to reassign any Progression task which is assigned
to any user or group.

Provides the ability to change priorities on workflow documents.

7. Define the appropriate user System Level Permissions.

8. Select Update.

Application Permissions

Once System Level Permissions are defined, you may define the Application Permissions.
Application level permissions provide the ability to control the user permissions on a per
application basis, as well as enhance security access to the application.

After you have defined the user or group system level and application permission, selecting
update enables the application configuration dialog.
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| User Hame: Amy McClain Full Hame: Amy McClain !

{

Q User Permissions }

i

5 Updete | Cancel | 4

: 4

;

é Lagin Expiration | Mever Expires = | ™ Reset Password Nest Lagin 1

%

:' System Level Permissions i

3

iy ¥ Application Add ¥ Application Delete ¥ User Add

E

3 ¥ User Update ¥ User Delete ¥ Index Type Add E

/) ¥ Index Type Update ¥ Index Type Delete ¥ User List Add

‘ ¥ User List Update ¥ User List Delete ¥ Systermn Qptions Update

;' ¥ User Group Add ¥ User Group Update ¥ User Group Delete 1

bS

H ¥ Pre Sort Application ¥ Systern Reporting ¥ Remove Session

;\' ™ ScanDox ¥ Wtk tterm List ¥ Frogression Studio

B ¥ Reassign Tasks ¥ Reassign Any Task ¥ Friority Edit

é ¥ Search Any User Checkout ¥ Search Al Applications Checkaut

5 User group assignments:

: 1

3 Accounting 4

3

g Application Permissions Multi-App ConfiguraticnEaL Bl Select all 1

5 Application Name Document Level Permissions Confighration

H ¥ Checks ALL & ¥
P SR R SR I SR S

iSynergy 3.9 provides the ability to define single application permissions or multi application level
permissions.

T e e et Lt Ty e T i acm o e L emmee et et e T g s e

.'3 Application Permissions

j; Application Mame Documert Level Permizsions Configurstion
} I Checks ALL o [E]
: ¥ GeneralCapture ALL Apill?g;on (&

{ W Healthcare Claims ALL Permission. &

¢ MHR AL @

Application level security is achieved by granting or restricting Application permissions.
Application level permissions can be assigned to both User and Group accounts. If the account
has permission to search an Application, the Application is available from the Application Selector
drop-down menu in the Search Page. If the Application has been restricted, the User/Group will
not be aware that the Application even exists, as it will not be visible in the Application Selector
drop-down menu.

Element Description

Application Names Provides a complete listing of all applications which have been added to
iSynergy.

Doc Level Permission Provides the ability to define document level security.

Note: Document Level Security is defined with the unique
Application. Navigate to Admin>Applications. Select the
appropriate application and choose enabled document level
security.
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Configuration Provides the ability to define the application level permissions by
Cabinet, System and Account Functionality. Additionally, you may elect
to configure multiple applications by selecting Multi-App Configuration.

Cabinet Management Permissions

iISynergy provides complete application security that can be defined at the cabinet, system and
account functionality level. Cabinet Management permissions are the permissions for the overall
application. In other words, you can think of the cabinet as the drawer you would pull out in a
filing cabinet. Cabinet management is the organization of how you are going to file documents in
that specific drawer.

When a new Application is implemented in iSynergy the default access is restricted. The system
administrator must explicitly enable access to the new Application by updating account
permissions.

e T - . o -, - P - et P
o e s S g s . L s g e Tt £ L e st et T e
Mt T S T e T e e L 0 e P e L B e o - e

5 i
1’ Application hame Document Level Permissions Configuration &
{}, ™ Checks ALL
’: ™ GeneralCapture ALL
T [ Health Care Claims ALL .
t " HR -+
(n_ ¥ HR_Employee Vacations ALL [x:']
(l, I Invaices ALL
& T montgage Files AL
™ Office Manager ALL

g
& \ The Administrator must select the Application.
T anshanin dhh N S T T Y P

Selecting the appropriate Application configuration icon displays the application level permission
for the chosen application. These application level permissions are determined at the following
levels:

e Cabinet Management.

e Account Functionality Management.
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)
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‘f ication Level Permissi for Checks E
é Update | Cancel | 4
}‘,

T T |
r ™ Application Update ™ Index Add [ Index Update 1
E ™ Index Delete ™ application Managermert l
!
ey rwwpy ]
E ™ Route Application ™ Route Parson [ Indexing Edit 1
' ™ Indexing MuliEdit ™ Ernail [~ Assignrment i
E ™ Query Save ™ Query Delete [~ Docurnent History Report E
" I Document Hard Delete I Document Soft Delete [ Annotation Wiew i
;'3 I Annotation Edit [ Annatation Add [ Hide Redaction 1
3 I Nots Add I Nots Visw ™ Print Image 1
? ™ Scan Image I Export [ Show Al Statuses 1
¢ I Edit Object Status [ annotation Edit Own [~ Rewision Contral i
5% ™ Document View Revisions ™ Undo Any Checkout [~ Download Docurment \
1; ™ Promaote Revision ™ Delete Revision ™ Manual Indexing :
:5 r Upload File

Element Description

Application Update Provides the ability to update any Application.

Index Add Provides the ability to add new Index(s) to an Application.
Index Update Provides the ability to update a specific Index type.

Index Delete Provides the ability to mark for deletion (no purge) any index.
Application Provides the ability to manage an application.

Management

Note: This permission provides the ability to utilize the Account
Functionality Management permissions.

Account Functionality Management Permissions

Account Functionality Management Permissions provide the ability to work within the Application.
These permissions are specific for user interaction with the documents stored in each unigue
iSynergy Application.
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¥ Route Person W Indexing Edit

¥ Email ¥ Assignment
¥ Query Delste ¥ Document History Report

¥ Document Soft Delete ¥ annotation View

¥ snnotation Add ¥ Hide Redastion
¥ nate View ¥ Print Image
¥ Export ¥ Show All Statuses
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™ Undo Any Checkout ¥ Download Document

¥ Delete Revision ¥ Manual Indesing
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Element Description

Route Application

Route Person

Indexing Edit

Indexing Multi-edit

Email

Assighment

Query Save

Query Delete

Document History
Report

Document Hard
Delete

Document Soft Delete

Annotation View

Annotation Edit

Determines if a user may route documents out of an application.
Determines if a user may route to a users inbox from this application.
Provides the ability to update index values.

Provides the ability to edit multiple indexes simultaneously.

Provides the ability to send email with object attachments.

This is not an active permission.

Provides the ability for the user to save a query.

Provides the ability for the user to delete a saved query.

Provides the ability for system events history to be displayed with the
Reporting functionality.

Provides the ability for an object to be purged from system, or true
deletion from storage subsystem. Hard delete permission enables the
view of iISynergy’s Object Status Field to the group.

Provides the ability for an object to seem to be deleted from iSynergy,
but it is flagged for purge from system.

Provides the ability to view any existing Annotations.

Provides the ability to create, edit, or delete Annotations.

Note: By default, this permission also provides the ability to view
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Annotation Add

Hide Redaction

Note Add

Note View

Print Image

Scan Image

Export

Show All Statuses

Edit Object Status

Annotation Edit Own

Revision Control
Document View

Revisions

Undo Any Checkout

Download Document

the annotation you have created.

Provides the ability to add, edit, and delete new annotations.

Note: By default, this permission also provides the ability to view
the annotation you have created.

Provides the ability to hide Redactions when a user selects the Hide
Annotations Icon in the Viewer. The user can then see under redaction
annotations.

Provides the ability to View and Add new notes.

Note: This permission is dependent on Note View.

Provides the ability to View pre-existing notes.

Note: This Permission is necessary to allow Adding of Notes.

Provides the ability to print an image.

This permission is not being used.

Provides the ability to export a Document out of the iSynergy.

Provides the ability to display searchable and unsearchable items that
normally would not display based on search criteria.

Provides the ability to allow a user to change an object status.

Provides the ability to create, edit or delete annotations.

Provides the ability to enable revision control within a designated
application.

Provides the ability to review document revisions within a designated
application.

Note: This permission is dependent upon Revision Control
being selected.

Provides the ability to undo any checked out document.

Provides the ability to select the download option and save it to a
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Promote Revision

Delete Revision

Manual Indexing

Upload File

Select All
Permissions

directory of your choice.

Provides the ability to make a revision the current version of a
document.

Provides the ability to delete revisions from an application.

Provides the ability to manually index a document.
Note: This permission provides the ability to view the Indexing
Menu option on the iSynergy Tool bar, as well as display with
applications are available in the drop down menu.
Provides the ability to upload a file while in iSynergy.
Note: This permission is located in the Indexing Menu.
Checkbox enables all permissions for all items under Cabinet

Management, System Management, Account Management, and
Account Functionality Management.

User Permissions

To add or modify User account permissions, follow these steps:

1. Onthe iSynergy Menu bar, navigate to Admin>User Configuration.

Note: This User Configuration displays.

2. Navigate to the Appropriate User.

3. Click the desired User Access Key.

i e e
WiSYNERGY

allen

Search @ adduser

allen anderson

+ Amy WcClain

Amy McClain Temps, Accounting amcclain@idatix. com

B e P STy PP TIPS

Note: The selected User Permissions dialog displays.

4. Navigate to Login Expiration.
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User Name: Amy McClain - Full Name: &my McClain ‘

» Login Expiration I Mever Expires I [~ Reset Password Next Login 3
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5. Select the Drop Down Menu and choose the appropriate option.

IV User List v
O e g e

% User Name: Amy McClain  Full Name: Amy McClain {
2

{‘ 4
H r -

> ILugin Expirationf| Mever Expires I :I ™ Reset Password Next Login 1'
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{ ¥ index Add| 3 onths (30 Days) ¥
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} F/IndexTyo 1 Year (365 Days)
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Note: If you wish to force the user to define a new password, select Reset Password Next
Login.

R

i @ .*S YNERG e

T T T L e e e

Search  Workflow

Indexing i Admin Tools

User Name: Amy McClain . Full Hames Amy McClain

e b

=

Login Expiration I Mever Expires jgﬂﬂset Password Next Login

6. Select the Appropriate System Level Permissions.

P e T e I A i e T g T i
|

}

‘ I Application Add ¥ spplication Delete ¥ User add

? ¥ User Update ¥ User Delete ¥ Index Type Add r
;: ¥ Indesx Type Update ¥ Index Type Delste ¥ User List Add b
3 ¥ User List Update ¥ User List Delete ¥ System Options Update

‘ ¥ User Group Add W User Group Update ¥ User Group Delete

3 ¥ Pre Sort Application ¥ Pre Sort Person ¥ InBox §
} ¥ Systermn Reporling ¥ Remove Session ¥ ScanDox

?I ¥ Search Any User Checkout ¥ Search All Applications Checkaut [V work Item List

: ¥ Progression Studio M Reassign Tasks V¥ Reassign Any Task

{ I Priority Edit

1

"‘"\M-M‘-—u_-?— wwwhmx-hhmﬁ.“ g I A Aty i e
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Note: If all permissions in the aforementioned groups are to be given to the user, click
Select All.

7. Navigate to Application Permissions and choose the appropriate Application.

B T T e e L LT

3 Application Permissions

Checks I~
)F Christmas -
\ GeneralCapture I~
j Healthcare Claims I~
« HR I~
L: HR_Employee Vacations ~
_|E: Invoices I~
1 Mortgage Files v
‘§ Office Manager W
E Patient Records v
*3 Payrall —
i ro v
\' Sales Orders 2
<| Samples I~
J Scan_Test I~
% ScanDox I~
' Signature Cards I~
|1 Single Task I~
5 Staternents I~
r% Tech Writer v
> P

e e

Note: If all Applications are required for the user, click Select All.

8. Click Update.

Global Search

User Hame: Amy McClain - Full Name: Amy WMcClain

* Cancel
Login Expiration | Never Expires *| I Reset Password Next Login
e At Rl 2 PR e e AR gl A A AN AT Pt s MBS A PN

Routing Documents

The process of routing a Document allows a User to move it from its current location to a
separate destination. Routing is a very useful tool that is analogous to moving a Document from
one work area to another in a traditional office setting.
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| Routing

Search  Workflow Indexing  Routing

Global Search

Admin  Tools

Checks

e BN

Health Care Claims

HR

e o

Irmvoices

it

Mortgage Files

1 |
2 |
: |
4 HR_Employee Vacations |
5 |
: |
7 |

Office Manager

0 Assign to User/Group ||-chouse- 'l J

VTP

4

L . VPP

There are multiple reasons it might be necessary to route a Document. There are also many
possible variations for the origin and destination of a Document’s path. These various scenarios
are discussed in this chapter.

The General Capture Application

General Capture, as its name implies, is a filing Application that serves as the general point of
capture for non-indexed Documents entering the iSynergy system. Because they have no
Indexes, Documents held in General Capture are not associated with a specific Application. In a
traditional office General Capture is analogous to a stack of Documents (commonly at the front
desk) that have yet to receive their first “look over” to be directed to their proper departments
within the building.

The General Capture Application can accept Documents from various sources, including:

e ScanSpeed. An application that works in conjunction with a scanning device to convert paper
Documentation to an electronic image format called TIFF (Tagged Image File Format).
iISynergy receives these images and then archives them.

e iScan. An application, more rudimentary than ScanSpeed, that works in conjunction with a
scanning device to convert paper Documentation to an electronic image format called TIFF
(Tagged Image File Format). iSynergy receives these images and then archives them.

e Quickindexer. An application that takes new and old electronic files archives and puts them
into iSynergy.

e ScanDox: ScanDox replaces (or incorporates all elements of) ScanSpeed, iScan and
Quickindexer.

e iSynergy Services. A service that moves electronic files from a designated destination
directory to a directory that iSynergy can access.

Note: For further information, see the eSpeed Services section found at the end in this
Document.

Three possible destinations exist for Documents exiting the General Capture Application:
e Adifferent iSynergy Application.
e The InBox of an iSynergy User.
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The InBox of an iSynergy Group.

1 Checks |

2 Health Care Claims 4—|Applications
3 HR |

¢4 HR_Ermployee Wacations

& Invoices

§ 6 Mortgage Files
‘: 7 Office Manager

0 Assign to UserGroup | -chooge- 'I

-choose-
ESpeed Systemn
3 Arny bicClain

3 —

4 Users Katie Grace
Gratie
Abby Doe

Pre-Sort General Capture

Pre-Sort General Capture allows Documents stored in General Capture to be sorted and routed
to various destinations for indexing. Documents chosen from the Queue Indicator are shown in
the Document Pane (the Document Pane is not shown in the screen shot below).

The following elements of Pre-Sort General Capture are described below:

Queue Indicator.
Application Option.
Inbox Selector.
Inbox Activation.

Cancel Option.

Queue Indicator

Queue Indicator shows how many Documents are waiting for to be routed from the General
Capture Application. It also displays which Document is currently loaded in the Document Pane.
The Queue Indicator contains a VCR control.
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Global Search NA L OO N, G =

Se‘arch Workflow

Indexing Routing Admin  Tools

} . S
! Application: [Generalcapturd ) =] Queue Indicator e
H Date &'’
: Application for Employment Position: Teshoicon
4 ﬂjﬂenmrﬂnfz jﬂ 1
E N Sres Edumdd & .

Moles ﬂ Mdresi v et Rpt®as.  M™iaa saa o aman

— t - -

o Damenine staiee FL_zips 23760
£ Submt | Submitto RepidDoc | Delete | Route socm seamy # 111 UL pversuic s S430-534 959200
e s v e g i o cmced st o155 1)

e  P™aaay o2 023
A il A
a—— e o PSSP ST | DUy ovrier— g S = TSP 3. M'_ﬁ‘_‘_w__j

Application Selector

Route an active Document in the Document Pane to a destination Application by selecting the
Application from the Application Selector. Clicking a particular Application button sends the active
Document to that Application. The next Document in the queue then loads in the Document Pane
and is ready to be routed.

Global Search

Admin  Tools

-Search Workﬂow Indexing Routing

Application; | GeneralCapture(2) =

Checks(0)
GeneralCapture(2)

Health Care Claims(y ¥ |2 j ﬂ
HR{O)
HR_Emplaoyee Yacations((
Motes |IMvoices(O) :l‘
Martyage Files(o) =

Submit Submit to RapldDoc | Delete | Route |

Lt st il e et

Assign to User/Group

Route a Document to User or a Group InBox by selecting the appropriate option from the Assign
to User/Group drop-down field. Routing a Document to a specific User allows only that User to
receive the Document in his/her Inbox. Routing a Document to a Group allows any member of
that Group to view and process the Document.
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® JS YNERGY

Workflow

Searl:h

Indexing

Routing

Global

ENENE

| Search

Admin  To

ﬂjRecordﬂ onjﬂ

ols

Checks

Health Care Claims

HR

HR_Employee Yacations

Invoices

Mortgage Files

~N o o e fw | =

Office Manager

0 Assign to User/Group

| -choose- 'l:‘

-choose-

The InBox Page

Users—»

Groups—>»

- M'.-‘ ""\““‘ﬂuq—"‘\."\,r‘

ESpesd System

Katie Grace
Gratie
Ahby Doe
HR
Accounting
Wanage

Each account in iSynergy has the capability of receiving routed Documents to its Inbox. This
capability applies to both user accounts and group accounts.

n,,/vv e

- {’ fS YNERGY

f Search Workflow Indexing

‘GeneralCapture
tFile |Assigned
T_-. 107132002 41810 PM

Routing

Admin

i

Glokal Search

Tools

GLOBAL

Tmna o asbesel ,_f~ . ‘\\#—uw\“ M--“""u.,__,-—.“‘““"

The Table Title displays from which Application the sent Document(s) originated.
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f WiSYNERGY
I InBox

—

i Search  Workflow  Indexing

Admin  Tools

Routing

“WInvoices

File |Assigned

I TOM32008 4:23:40 P Route

P

e B e B e B i

stan_
If the account InBox contains Documents that originated from more than one Application, each
Application contains Documents displayed in a separate Document Table.

Document Tables contain Documents for routing. Each table consists of three Columns:

Element Description

File Column Provides the ability to active a Document in the Viewer.

Assigned Column Provides a simple discovery of the date and time the Document was
routed to the InBox.

Route Column Provides the ability route a document to a destination application and/or
a User/Group InBox.

Routing Documents

This section covers the process of routing Documents in iSynergy. The following routing
scenarios are possible:

e Pre-Sort General Capture to an Application.

e Pre-Sort General Capture to an Inbox.

¢ Route Inbox to an Application.

¢ Route Inbox to a different InBox.

e Route Application to a different Application.

e Route Application to an Inbox.

Pre-Sort General Capture to an Application

The following shows how to route a Document from the Pre-Sort General Capture Application to a
different Application:

iSynergy 3.9.3 SBS Advanced User Manual Page 109 of 186



1. From the iSynergy Menu bar, select Routing and click Pre-Sort General Capture.

Tools

Indexing |Routing Admin

Pre-Sort General Capture
Inbox

Ty 5

2. Select the Application you want to route the document to.

Global Search

NAL OO G =

N G e S T e

'earch Workflow Indexing Routing Admin Tools

1 Checks |

A et £

5 Heaiih Care Claims <+

3 HR Sele{:t th_e

4 HR_Employee Vacations | AppllCﬂthn o
=Py route the

5 Invoices Document to.

B Mortgage Files |

7 Office Manager |

RN
= g

R O T

Note: A Microsoft Internet Explorer dialog displays.

Microsoft Internet Explorer x|

- Acrobat- 7.0 Standard

\_.? ) The index values will be lost iF index fislds do not match, Countinue with routing?
Zancel |
3. Select OK.

Pre-Sort General Capture to an Inbox

AN Bp MG T

\«*\A-&\mﬂpo

To route a Document from the Pre-Sort General Capture Application to an InBox, follow these

steps:

1. From the iSynergy Menu bar, select Routing and click Pre-Sort General Capture.

2. Select the User/Group Name on the account name and the Document to route it to the

account InBox.
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USB T P52 CONVERTER FOR KEYBOARD.

& Mortgage Files

7 Office Manager

Routing P
e - 1
Search Workflow Indexing Routing Admin  Tools ‘

- ([d -
PURCHASE REQUEST FORM TDATIX
i Checks I et vare___ sevtomin e s
2 Health Care Claims | vancor: Offies Depot 3
Total: Fayment Method:
3 HR | T — t
4 HR_Emplayee Vacations | stsfrades [ [ Censheme p!
5 Invoices | PURPOSE OF REQUEST: ;

0 Assign to User/Group | -choose- =

-choose-
s CStE

¢ yste
P Ay MCCIAIN

Katie Grace

T N

3. Select OK.

Route from an Inbox to an Application
To route a Document from an Inbox to an Application, follow these steps:

1. From the iSynergy Menu, select Routing and click Inbox.

Fo— -

R T AL I

Global Search

@iSYNERGY'

InBox

Search  Workflow

Indexing Routing Admin Tools
Pre-Sort General Capture

Inbox

{

:EeneraICapture

2. Select Route.

Glakal Sed

Search Workflow Indexing Routing Admin Tools

Note: The iSynergy Inbox routing page displays.
3. Select the appropriate Application button.

4. Select OK.
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Route from Inbox to Inbox

Routing from one Inbox to another Inbox is very similar to routing from an Inbox to an Application.
When the Index routing page is loaded, choose an account name rather using the Application
option.

To route a Document from an Inbox to a different Inbox, follow these steps:

1. From the iSynergy menu, select Routing and Inbox.

(o i
4 @ IS YNERGY

t In B,q} ¢

—

Search Workflow Indexing  Rowting Admin Tools

{ Pre-Sort General Capture
Inbox

:CeneraICap‘ture

2. Select Route hyperlink.

Search Workflow Indexing Routing Admin Tools

% 1071372008 41810 PM

3. Select the appropriate Application button.

% :SYNERG}Y !

{ Search Workflow Indexing Routing Admin Tools

1 Checks

Health Care Claims

HR

HR_Employee “acations

Inwoices

Mortgage Files

e B =2 6 R =R BT )

COffice Manager

0 Assign to User/Group B

n o e s s B Mt B A AT -t

4. Select OK.
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Route from Application to Application

If the document was misclassified or to route a Document from an Application to another

Application, follow these steps:

1. Locate the indexed Document you wish to route, right click the file icon.

Global Search

’(& iS YNERG Y

Sean:h Workflow

Indezing Routing Admin Tools

appncanon IHeaIlh Care Claims FELaae
Sioalth Cora Claime... RIGht=click the File icon.
M File Hote - Ciam# Policy # hame Payment Status Date Doc Type

J I j Ao 10082008 Jeremiah Mapes

£ st oo ST

2. Select Edit Indexes.

r{& :SYNEF#GY

Indexing Routing Admin Tools

A *.7. =l !
<pplication; | Heallh Care Claims | i PRac®

o,
ealth Care Claims

Mame nt Status Date Doc

Jeremiah Mapes

DELETE

Dovwvniloac

3. Select the Route button to access the main Routing page.

lobal Search

ﬁrstEqG} S

W’orkﬂnw

Search Indexing Routing Admin Tools

Edit Index
Claim# |100s2008
Policy # |
Mame Heremiah Mapes
Payment Status [ =l
Date |
Dot Type [HuLL |
Status [ =l
: Status |E-Entered =l
i
- B
Moteg
' =
i [paste | | cancal | Dekete | [Rouz | =
kL~ e e At it e A e oo gl A T

R e attl

S NP N S S SV r«j

J
1

4. Click the appropriate Application selector button for the Document to be routed, or you may

choose to route to an inbox.
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It is also possible to route from Application to Application while indexing Documents on
the Indexing page. To route while indexing Documents, click the route button on the
bottom right of the Indexing page.

Indexing Documents

Indexing is the act of adding Index values to a Document. Indexing can be a manual or
automated process. Documents that have received indexing are searchable within iSynergy.

Access and functionality of the Indexing page is based on user permissions.

Note: For more information regarding permissions, please review the Permission
Management Section of this manual.

The Indexing Page

The functional regions of the Indexing page include:
e Application Selector.

e Document Navigation.

e Index Fields.

e  Submit.

e Submit to RapidDoc.

o Delete.

e Route.

T -
(6iSYNERGY e

Global Search

In d,l '

Search Workflow Indexing Routing Admin Tools

H -

P Application: IChecks(Q) I:I‘—Appllcatlon Selector
L

i

ﬂ jRecorrM of 2 j ﬂ <— Document Navigation

* Check Mumber

Mame

Index >
Fields Date

|
|
|
Invoice Number |

Motes

| suomit | SubmitoRapisDoc | Delete | Route ||

e A e e

\--‘.\__?‘_..“_,._u-u\,.\blﬁ*A,__‘ﬁ-‘.. s nse i RN P S r i
Application Selector
The Application Selector drop-down list allows you to select the appropriate Application

containing Documents for Indexing. The number in parentheses next to Application name
indicates how many Documents exist in the Indexing queue for that Application.
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Logout | iDati:

{ ‘E’!HS YNERGY

Global Search

Search Wurkﬂnw Indexing Routing

Admin  Tools

i Application: |Checks(2) =l
Y
B 2 .__._‘i“.--.'\-..-\.‘-n....‘. T

Document Navigation

The Document Navigation allows you to scroll through and view the Documents in the Indexing
gueue, as well as locate Documents that requwe immediate mdexmg

Global Search

Sean:h Workflow Indexing Routing

Admin  Tools

{

’; Application: | Checks(2) -

{

i‘ ﬂ = |Record 1 af 2 j ﬂ/
|

£

B S Py ‘_f\‘r'@nhﬂ—-.m...w-,

Index Fields

Index fields are regions that accept entry of Index values that correspond to the active Document.
Index fields may be text, drop-down or range fields. Notice symbols exist next to some Index
fields. These symbols indicate attributes an Index field can possess. A red asterisk next to an
Index value indicates that value is required for submission to iSynergy.

Global Search

‘ ({&JSYNERGY

‘ arch  Workflow Indexing Routing  Admin

Application; | Shecks(1) -

* Check Number

MName

Date

I
[
[
Invoice Mumber |

Notas

L]

Subimit o RapidDos Delete | Route

R T . T p—— O

Submit

To submit an Indexed Document to iSynergy, click Submit.
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Logout | iDatiz
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f(/ rSYNERGY

Global Search

Search  Workflow

Indexing Routing Admin Tools

Apnlication: | Checks(2) -
ﬂ jﬁecorrﬂ of 2 j ﬂ

*Check Number  [1m42008

Mame pabriel Clayton

Date [ 4r2008

Irvaice Mumber  fio14200661

=l
=

\l Suamit | Submitto Repidboc | Delete | Route |

BN Tpvnesper ,.'-'-“'—‘“““* == By

Motes

Note: After a Document has been submitted, the Indexing Page automatically launches
the next Document from the indexing queue to the viewer to continue indexing.

Delete

Use Delete to remove a Document from the Indexing queue

Logout | iCx

Global Search

Search  Workflow

Indexing Routing Admin Tools

Application: IChBCkS(Q) 'l
ﬂ jRecorcH of 2 j ﬂ

*Check Number 10142008

Mame pabriel Clayton

Date [ros 42008

Invoice Mumber  f10142008G1

Motes ﬂ
subrit | Submitto Repidboc |[Delete | Route |

Microsoft Internet Explorer x|

Are you sure you wank to delete this docurment?

?)
-

Cancel |

g
--‘_\xr-&-ﬁl‘- L e W T S e

Documents deleted from the Indexing queue receive a soft delete. Users must have permissions
to perform a soft delete. To perform a hard or permanent delete of a Document from iSynergy
requires additional granted permissions,

Note: When a Document has been soft deleted the Indexing page, the next document
loads in the Indexing queue for processing.

Route
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Occasionally misclassification of a Document occurs after scanning, or it may be sent to the
wrong Inbox during Pre-sort General Capture. The Route option allows data entry personnel to
route the Document to the proper Application.

Logout | Dt

S ok
(Efg ’SYNERG Y Glokal Search

Tools

Workflow Admin

Search Indexing Routing

application: | Checks(2) =l
ﬂ jRecoronfZ j ﬂ

*Check Nurnber  [101420088

Mame [3abrisl Clayton

Date [0 42008

Irvoice Mumber  [101200885]

Motes ﬂ

Submit | Submitto Rapisboc | Delete |[Rou= |

s, . S e PRy WA T TN T LR,

Note: When a document has been routed, all the previous index values are lost. For more
information regarding routing, please review the Routing section of this manual.

Access the Indexing Page

Access and functionality of the Indexing page is determined by user permissions.

To access the Indexing page, follow these steps:

1. From the iSynergy Menu bar, select Indexing.

e :SYNERGY

Glohal Search

Tools

Indexing Routing Admin

2. Click the Application selector and choose the appropriate Application.
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GLOBAL

Global Search

Indexing Routing Admin Tools

Application: Invaices(1) E
Checks(z)

L rall-ap

, Health Care CIalms(D)
*lnwaic HR(D)

HR_Employee Yacations({
Invaices{l)

Date |Mortgage Files(O)

Office Manager{1)
RN -0 ¥ PP B e S

MName

bR b A N

Note: The Application with Documents that require indexing loads.

1. Enter the correct Index values for the Document.

Bl L m ﬂmﬁfb!::’

2({&f\S}INE.’?G)I Global Search NALOO ’51; w : e ‘ h' I : !

Seﬂrch Workflow Indexing Routing Admin  Tools

i spwlication: [1nvoices() = PURCHASE REQUEST FORM IDATIX
}; RequestorName: _ Stevelomica Date Needed: ___ 15-3ul
i
- Veador: Office Depot Shipping Method:
H “Invoice # 2007 feacar = e _
E Total: Payrent Methad:
3 MName ﬁave Lamicks
L Yes Mo
2 Date |U?f1 Zo007 Isthisforaciert: [ [X] Clent Nome: o
5
j / FO# I?w 12007 _SL PURPOSE OF REQUEST:
H USB TO PS2 CONVERTER FOR KEYBOARD
3 Check# =3
; *Gtatus Pending Post hd
H N Desk Supply Order - &
! DEV - Steve Lowicka =l %
{ I
H X
£ Submit Subimt to RapidDoc Delste | Route 0
et PRt i st -~ S e .%...

2. Select Submit.
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Global Search

Indexing Routing Admin Tools

4

f\ Application: | Invoices(1) =]

3

j’ *lnvoice # [r11z007

é— Mame [teve Lamicka

; Date 771572007

Tﬁ PO # J7112007_SL

{,'. Check# |9355

f * Status |F'ending Post j
i Motes Desk Supply Order - 2]
f LDEV - Stewve Lowicka LI
9

/’ | suomt | submitto Rapiboe || pelete | Route |

P

ST QT e, g _}r.-.—'—-hﬁw

Note: Depending on your process, you may elect to Submit to iSynergy or you may
Submit to RapidDoc.

Multi-Edit Function

The Multi-Edit function provides a (permissions granted) user the ability to edit an Index value for
multiple Documents simultaneously.

Note: To edit multiple documents at one time, when the Application was set up and the
indexes created, the administrator must have selected the multi-edit functionality.

Admin>Applications.
ettt W SRR TP e L T e e e e L i e T T T e e T

‘P Employee Name Text |Hame (50) ﬂ i i [
) Employee SSN Text |ssn = r r o
: HR Doc Type Select |HR Doc Type | r r )
f Employee Supervisor Text |Ilame (50) ﬂ r r r
s_\ﬁ Fayroll Status Select | Payroll Status = - r P
g Pay Period DateTime |Date =] r r 7

= ey R O '..__...;...H..-...--A-M il et it
To use the Multi-Edit function:

3. Select the appropriate Document checkboxes.
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| . Logout
biSYNERGY

Results

Application: [Payrall

Payroll
=

[ File Edit Hote

Select the Documents.

Employee Name Employee

BII-B4-4172

Time Sheet Nicole Wallace

Dee Dee Travis

T27-T7-585

Edward Lewis Time Sheet Nicole Wallace

_l
b (2|1

Add T27-TT-5869

Time Sheet

Edward Lewis Nicole Wallace

228-42-4172 Time Sheet Nicole Wallace

Add Janice Thompson

446-58-6872

Add Jessica Jackson Time Sheet  Caroline Elizabeth

4. Make the appropriate changes.

GLOBAL

WrF,RE®

Records:

HR Doc Type Employee Supervisor Payd

’ File

m s 2 A
N & & Ad
N & 27 Add
V= 2 add
FIT 7 Ad
N ¥ 2 Ad
N = 2 Add
N & & Ad
N & 27 Add
N & & Ad

I select All resutts

Employee Name [
Employee 55N [
HR Doc Type I
Payroll Status [

-

Pay Period

5. Select Submit.

Employee Name
Dee Dee Traviz

Edward Lewis

HR Doc Type

Time Sheet

Time Sheet

Employes

Sm e e

Nicole Wallace

Nicole Wallace

Payroll Status

Pending

Pending

Edward Lewis Time Sheet Nicole Wallace Pending
Janice Thompsen  228-42-4172  Time Sheet Nicole Wallace Pending
Jessica Jackson  445-5838972  Time Sheet Caroline Elizabeth Pending

Katie Grace 030-72-0031 Time Sheet Chriz Lewis Pending
Katie Grace 030-72-0031 Time Sheet Nicole Wallace Pending
Katie Grace 030-72-0031 Time Sheet Nicole Wallace Pending
Katie Grace 030-72-0031 Time Sheet Nicole Wallace Pending
Kingsley Wallace  182-72-7442  Time Shest Nicole Wallace Pending

HISTGRY DELETE

—

|—choose—
m Multi-Edit functionality provides
the ability to update multiple

documents simultaneously.

In Process
Complete

Cancell
-ﬂf“ﬂ‘

--\A.“—‘\.\-._.M“‘.‘_\"r«ﬁ-‘ﬂﬂ-.J
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File Edit HR Doc Type

. Employee Name

| s # | | DeeDeeTravie  22-84-4172  Time Sheet Nicole Wallace
(] ‘j ) Add Edward Lewis 727-77-58689 Time Sheet Nicole Wallace
[ [® .7 Add Edwardlewis  727-77-5868  Time Sheet Nicole Wallace
I~ ‘j y ) Add  Janice Thempson  228-42-4172 Time Sheet Nicole Wallace
W < 7 Add lessicalackson  446-53-6972  Time Sheet Caroling Elizabeth
[l -,"_- ) Add Katie Grace 030-72-0021  Time Sheet Chris Lewiz
- -,"_-. 7 Add Katie Grace 030-72-0031  Time Sheet Nicole Walace
[l lj ) Add Katie Grace 030-72-0021  Time Sheet Nicole Walace
- .j 7 Add Katie Grace 030-72-0031  Time Sheet Nicole Walace
] lj ) Add  Kingzley Wallace  182-72-7442 Time Sheet Nicole Wallace

I™ select All results _
Employee Name [~

| I

[T |-choose- 'l

Employee 55N
HR Doc Type

Payroll Status

Pay Period

e et b

6. The Application Pane refreshes and displays the changes made.

e r*—-—a‘l’_ e A— r~m -~

Annotations

[l File Edit Note Employee Name HR Doc Type Employee Supervisor
I 7'_.. ) ‘_, Dee Dee Travis Time Sheet Nicole Wallace
|_ S ) Add Edward Lewiz Time Shest Nicole Wallace
|_ S ) Add Edward Lewiz Time Shest Nicole Wallace
[l S ) Add  Janice Thompson  228-42-4172  Time Shest Nicole Wallace
|_ 7'_.. ) Add  Jessica Jackson 446 586072 Time Shest Caroline Elizabeth
|_ 7'_.. ) Add Katie Grace 030-72-0031 Time Shest Chriz Lewis
I 7‘; ) Add Katie Grace 030-72-0031  Time Sheet Hicole Wallace
|_ S ) Add Katie Grace 030-72-0031 Time Shest Nicole Wallace
I S ) Add Katie Grace 030-72-0031  Time Sheet Hicole Wallace
[l S ) Add  Kingsley Wallace  182-72-7442  Time Shest Nicole Wallace
|_ Select All results

Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending

Pending

_‘__‘"...-..-k T T, M_‘.u___q‘r.n.‘-\w‘__‘_"_m_r

Payroll Status
Pending
Pending

Pending

Pt

In Process

In Process

Pending
Pending
Pending
Pending

Pending

o e, i s “%,*\‘_‘r‘\\ ‘__h"

e i

.

Seven buttons in the top toolbar allow you to create and manage these annotations.

They include:

e Insert Annotation

¢ Insert Redaction

e Insert Highlight

e Insert Rubber Stamp
¢ Hide Annotations

e Pan

e Select Annotation

To insert a note annotation, follow these steps:
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7. Select Note Annotation.

Bamaejiaabn o olal=_ &

Maoke Snnokaktion
N, gt A RS A o e

L WS TR TR

8. Draw a box of any size and drop it anywhere on the image.

9. Type a notation message in the yellow text box.

RIEEIEE =]

-\~ 200 %y

% i | « B

TIME OFF REQUEST

Sample Mate

Enmployes Mamse: Amy MoClain Requesied Time: 120172007

Nales:

Srmervizor's Aporoval: Chns Lenis

January 2007 February 2007 March 2p0p—""
_||H|| Ty Wa Th Fr Sa S Mo Tu Wa Th Fr i B Tu He Th Fr Sa

To edit a note annotation, follow these steps:
10. Right-click on the Annotation

11. Select the Annotation option.

T T e T T e T e

TIME OFF REQUEST
4} Sarnple Mote
P Requested Time: 1271707
i Nales:
5 cut Chrl+x
}Ojﬂ Fabruary 2007
{;r:. Fr Sa& 50 Mo Tu We Th Fr Sa b Copy Chrl+C
rios 1 3
4 T Paste Chrl+y
ki & 17 11 12
] 11819 20 Clear Dl

26
Properties
Faonk Annotation 3

Fareground Calar

reg

Background Color

Bring To Fronk

Send To Back

“x-l---u-..M.,__, r g A g, M

Note: In the child menu, options exist for making changes to the font, foreground and
background color, as well as moving the annotation front or back. From the parent drop-
down menu, the user may also cut, copy, and clear the Annotation.

If you select Text or Background Color from the submenu, the palette displays.
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Annotation Properties

iISynergy annotations have extended properties that are modified by right clicking on the selected
annotation and choosing the appropriate property from drop-down menus.

Properties included in the parent drop-down menu include:

Cut— Removes the selected annotation from the Document. An annotation that is Cut can
however be pasted to another region of the current Document by subsequently using the
Paste command.

Copy — Copies the selected annotation for a subsequent Paste.
Paste - Places the most recently copied or cut annotation on the Document.

Clear — Removes the selected annotation from the Document. This removal is permanent
and the annotation is not stored in the clipboard for Paste.

Properties — Selecting Properties activates a pop-up menu containing the Text and Line
options. The Text option allows you to edit the content of the text currently entered in note
annotations, but not the font or size of the associated text. The Line option allows you to edit
the thickness of lines associated with inserted Rectangles, Ellipses, Arrows, and of course,
Lines. Properties included in the child drop-down menu of the Annotations option include:
Font, Foreground Color, Background Color, Bring to Front, and Send to Back as seen in
Figure 92.

Font — Selecting font activates a pop-up menu containing options to edit various font
attributes of the text in annotations.

Foreground Color — Changes the foreground color to that selected within the color palette.
The foreground color of note annotations corresponds to the color of text contained within the
note. For shapes, lines and arrows, the foreground color corresponds to the color of the line
associated with the boundary of the shape or the line itself.

Background Color - Changes the background color to that selected within the color palette.
The background color of Notes corresponds to the color of the Note. For shapes, the
background color corresponds to the “fill” color of the shape.

Bring to Front — Moves the selected annotation to the front. This allows for placement of one
annotation “on top” of another.

Send to Back - Moves the selected annotation to the back. This allows for placement of one
annotation “behind” others.

Creating and Modifying Rubber Stamps

To create a rubber stamp, follow the steps below.

1. On the iSynergy Menu bar, navigate to Admin>Rubber Stamps.
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WiSYNERGY
Search

Search _Workflow _Indexing Admin  Tools
Applications
User Configuration

Group Configuration

Application: | Checks

Index Types
User Defined Lists
Secunty Manager

Check Mumber System Options
Name Rubber Stamps
Reporting
“nmsmplimn ‘?"1““‘- e v . —

Note: The Rubber Stamp Configuration dialog displays. There are three default rubber
stamps available: Denied, Received and Approved.

2. Select Add Rubber Stamp.

N - - T R, - o R

T e T T T T e e T = Mo T e T e T
} Rubber Stamp Configuration ¢
i

4

b

H

b

I:

{ |Denied Red Impact 72 Bold

; |Received Red Impact 72 Bold

%|Approved Red Impact 72 Bold

3

i

'\-#M._\_\‘r *1_"““"“‘”‘“-‘“““” PR S S P
Note: The Edit Rubber Stamp page displays.

3. Define the Rubber Stamp Name.

e T

Edit Rubber Stamp

*Name ICanceIIed I

Color  |-choose-

Font |-choose-

Font Style | -choose-

Font Size | -choose-

cana |

Lo illy e o il S i e 8 e s M i e Shlind

T T e e

4. Press tab and select the Color Drop Down menu.

iSynergy 3.9.3 SBS Advanced User Manual Page 124 of 186
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Edit Rubber Stamp

.

Mame ICanceIIed

+Culur I

-choose-

T T W et Pt

Font - =
Black
Font Style |Red
Green
Font Size Yellow
Blue
; Magenta
i3 Cyan
E . X LL‘.".fhite

5. Press tab and select the Font Drop Down menu.

[ PP P SCE S ST Sy

Edit Rubber Stamp

i

Mame ICanceIIed

Color IRE!EI j
* Font

Font Style |

-choose-

Font Size |Courier Mew

Lucida Sans
Microsoft Sans Serif
Times Mew Roman
Yerdana

P Y AT St N YL DA B LA N S VY o e

6. Press tab and select the Font Style Drop Down menu.

Pl T et a—

),-,_f T e — — e — - v T s
] Edit Rubber Stamp

0

A

{ Name |Can|:elled

f] Color IRed j

& Font |Arial =l

J + Font Stvbl—chnnse— E

! Font Size PbRAAm

!

i s, e, .

7. Press tab and select the Font Size Drop Down menu.
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T T e e et

A Edit Rubber Stamp

E Name |Cance|led

l':l Color IRed j
: Font  [anal =
; Font Style [ Bold |
;

4

+ant Size I-ChOOSE-

E

i

10pt
P 11pt
4 12pt
8 14pt
o 16pt
E 18pt
i 20pt
i

P - R S

Note: Additionally, you can use the Rubber Stamp Legend to provide additional
information for the Rubber Stamp display option.

e Tt e T o]

f,: Edit Rubber Stamp

2

4

Name |Cance|led

|

{; Color ed ﬂ
| =
J‘I

: =l
J

=l
e

1

L

| _Cancel |
2

b's

) Rubber Stamps Legend

%) <uger= - Inzert uzer that applied stamp

b <date= - Inzert the date when the stamp
% wag applied

E; <time= - Inzert the time that =tamp was

E applied

8. Select Create.

C " EditRubber Stamp |
(

.;" Harme |Cance|led

-E’? Color IRe.j d

4 Font  [Arial =]

i Font Style | Bold |

{ Font Size |2E|pt j

;

y

3
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9. The new rubber stamp displays in the Rubber Stamp Configuration dialog.

A e e T e e _and T e

- S ot P
ST e e e LI,

A

e e e

s
:j] Rubber Stamp Configuration 1
]
:{} Add Rubber Stamp |
\:; Name \Color Font Font Size Font Style I
3 Denied Red Impact 72 Bold

+  |Received Red Impact 72 Bold
{ Approved Red Impact 72 Bold 1
3 Cancelled Red Arial 20 Bold I

\ 3
£ A
1 ""“*’M-_\r“w‘ﬂ gl st &MMme

To edit a Rubber Stamp, follow these steps:
10. On the iSynergy Menu bar, navigate to Admin>Rubber Stamps.

11. Select the appropriate Rubber Stamp Name Hyperlink.

B AT e e T g o et S e T T

S

7 |Received Red Impact 72 Bold
% |Approved Red Impact 72 Bold
8) Cancelled Red Arial 20 Bold

L

‘ e SRS R E M'*“‘*M““-V‘Wf'h“r
Note: The Edit Rubber Stamp dialog appears.

12. Make the appropriate changes.

I T T

Edit Rubber Stamp

T e

i

Mame |Denied <date=

Color IRed / J
i

Font IImpa

w
Font Style | Eny ~|

Font Size | 7& |

Update | Deiete | cancel |

Rubber Stamps Legend
<uzer= - Inzgert uzer that applied =tamp
<date= - Inzert the date when the stamp
wase applied
<time= - Inger the time that stamp was
applied

Il.-'-""‘—"".\,"-/\A',"'"‘—_ﬁ.-u\r'\"\'_v"('\.-'\.-\.r’\/-."'_-\.v._fﬂ_p“-.-\.,-'-“M\fv—_—"m__i-'v'-_/-_n'—'v\']

Note: The Rubber Stamps Legend provides the ability to add additional information to the
Rubber Stamp display options.
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13. Select Update.

e T T i T e e e

{ Edit Rubber Stamp 3
5

;.' Name IDeniEd “date:=

j’ Caolor IRed J

;{ Font IImpaC’[ j

\ Font Style | Bold =l

2

13 Font Size | 72pt =l

i +| Update | Deete | cancel |

- ww‘ﬂ:-r“w-r"".ﬁ_#o—xrj

Data Transfer

The Export option displays the available export configurations for the Documents selected from
the search results.

Logout | iDatix | Help

| O
Q’& !S YNERG IYa

GLOBAL

Application: | HR_Employee VacatiorLI

HR _Employee Vacations

il -',"_-. ,.7 Add Katie Grace  030-72-0031 Employee Vacation Nicole Wallace
Il "" 7 Add  Katie Grace  985-58-4558 Employee Vacation Caroline Elizabeth

™ Select All results _

ot o - ‘,-A- PN _t.‘-h-—-w\-.#.gn’"\d

Documents can be exported from iSynergy to remote locations via FTP (File Transfer Protocol)
across the Internet. For security purposes, only Users with granted permissions can export
Documents from iSynergy.

Note: For more information regarding user permissions, please review the Permissions
section of this manual.

Once documents have been received, the imported Documents can easily be viewed and
searched (assuming Index values were included in the export) with the use of CDViewer. Once
you have gathered the required information for data transfer, such as a target IP address, it is
very easy to implement a data transfer from iSynergy.

iDatix Client Support Services recommends that you follow these steps in order:

1. Create local Directories on the Server to store
2. Create new FTP Configurations (if required).
3. Create Export Configurations.

Create a Data Transfer Configuration

Before you can transfer Documents, you must create the appropriate Export and FTP
configurations.
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To create a data transfer configuration, follow these steps:

1. Onthe iSynergy Menu bar, navigate to and select Admin>Data Transfer.

B sl e e T e

@ IS YNERGY

Admin  Tools
Applications
User Configuration
Group Configuration
Index Types
User Defined Lists
Secunty Manager

Application: I Checks

Check Number System Options

Name Rubber Stamps
Reporting

Date Data Transfer

Note: The Data Transfer Configuration dialog displays, providing the ability to add or edit
the configuration settings for Export and FTP. Additionally, the order in which you add a
new Export or FTP configuration is not critical, but if the goal is to transfer Documents
using FTP, it is useful to setup the FTP configuration first.

Setting the FTP Configuration
To configure an FTP configuration, follow these steps:

1. Navigate to the FTP dialog pane and select Add.

" - LT T = T e . S g T —
A AL e P R R T e .

PR

i ;
3 Dvata Transfer Configuration L |
i

' Export: ‘ﬁ‘ddl Ed“l

FTP: Eﬂl

- ol | .\_.FHH“ -xqﬂ.n&-ﬂ-m_ﬁ\#‘_wq_‘f“'

L

P

g

Note: The FTP Configuration dialog displays.
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T T e,

o e

e

Export Name:

Remote Directory I

Confirm Pazsword I

ﬂl Cancel |

M ent b Sl R ot Gt e e a i o, B D Nl S0 i B2

Server Name:

Uzer Name

Pazzword

2. Define the Appropriate information for the FTP.

Note: Please refer to the below Element/Description Table for field explanations.

3. Select Add.

Descriptions of each of the fields within the FTP Configuration page follow:

Element

Description

Export Name

Server Name

Remote Directory

Username

Password

Confirm
Password

Add

Cancel

Displays the named export file.
Displays the FTP location that you will pull information from.

Enter the directory on the remote site to which the files are to be
transferred.

Displays the user name
Provides the ability to define the users’ password.

Provides the ability to confirm the defined users password.

Saves the newly created FTP configuration.

Cancels the Action
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Setting the Export Configuration
After you have determined the FTP information, you are ready to define the export configuration.
1. Navigate to iSynergy Menu and select Admin>Data Transfer.
Note: The Data Transfer Configuration dialog displays.
2. Navigate to the Export pane.

3. Select Add.

e A e e T T e

Data Transfer Configuration

i:, Export: ﬂl
1

. Add| Edit
§.l1 FTP: _I _I

Note: The Export Configuration dialog displays. Please review the below table for
Element/Description information.

Element Description

Application From the drop-down list of available Applications, select the Application
that contains the data to you wish to export.

Export Name Enter a name for the export configuration. It is suggested that the name
include the company to which the data will be exported or some other
unigue characteristic.

Enter the directory where the files are to be stored. This folder will be

Directory i .
used as a source file for the FTP transfer. Note: This directory reflects
the server's file system.

FTP Select the desired FTP configuration (for FTP transfer only). The FTP will
need to be configured on the FTP Configuration page and saved before it
displays in the drop-down list.

Zip Files Select this option if you want the exported files to be compressed using
Zip format. If the files are going to be transferred via FTP this checkbox
is marked by default.

Include Select this option to export information about the application from which

application the images are exported. (Used when exporting information from one
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Element Description

information iISynergy database to a different iSynergy database).

Include column Select this option to include column headings in the export file.
headings

Include images Select this option to include copies of the image files in the export.

Indexes to be Select the index information to be included in the export file.
Exported
Select All Selects all options and indexes listed.

Searching for Documents

Productive search and retrieval processes are central to iSynergy’s functionality. A query in
iSynergy is the act of performing a search to retrieve target-specific information from the iSynergy
database. Similar to a search performed on the internet, a query within iSynergy retrieves
Documents according to search criteria, called Index values.

A search query begins with submission of an Index value, such as a date or social security
number. iISynergy examines the database for Documents with matching Index values and returns
the results.

By default, the Search page loads following a successful log in.

Note: Menus and fields displayed on the Search page may vary per user depending on
permissions granted to each user by the administrator.
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Se:

WiSYNERGY
ch

arch  Workflow

Links, ——3

Logout | iDatix | Help

Global Search. =3 GlobalSearch

Admin

Indexin Routin Tools

Application: | Checks |:|(—Application Selector Drop Down Menu.

Check Number | Ta: |

Mame [

Date -+ | To |
User

Invoice Mumber Assigned |

AccountNumber | Index Fi'3|“5-|

Pages | Ta: |

CreatedBy [

CreateDate | To: |

ModifiedBy « |

ModifiedDate System | To: |
Assisgned

BatchiD e | Ta: |

Object Status: Fields. |—choose— j

Records Per Page 10 -

CLEAR FIELDS

DISPLAY FIELDS

TProvides the ability to choose which fields are displayed.

S

Powered

ergy - iDatix

Save Query As:

Logged In As: sysadmin

Simplicity and efficiency are two goals of the iSynergy search functionality. There are five main
types of searches performed in iSynergy:

Unspecific Search. No Index values are used. This search is performed within a specific

Application.

et il
{isyNERGY
Search

Search  Workflow

= B e

Logout [ iDatix

GLOBAL

zlobal Sesrch

Indexing

Application lm

Routing Admin  Tools

Unspecific Search.

g, i i

o A e e i .

I alassminants i, e AN dr bt a3

Invoice # —
Mame —
Date I—TU. I—
PO# -
Check# [ e[
Status [thoose =@

Object Status

I-chnnse- 'I
I—chuose— 'I

Checked out by user

Records Per Page

DISPLAY FIELDS
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Logout | iDatix

Global Search

Search Workflow

Indexing  Routing

Admin  Tools

¢

1 Application: I Invoices =

: {
E Invoice # |

3

7 Mame | J
< 4
I

; Date | To: | ’
: PO# |

7 Check # | Ta: |

1 4
3 Status | lf\ {
;. SpBCIfIC Fending Post =

§ Object Status Search [-enoose- =] E
3 Checked out by user |-choose- j

;

L, Records Per Page 10

p

LI, P

@JSYNEI%;GY - - Lo

Search  Workflow

Indexing Routing Admin Tools

i

{? Application: IInvuices 'l

i

i

i Invoice # |

1

s

e

; Mamme |

< Date AW |onn1z2007 Te: [12131/2007
b

; BB Com;?l_ex |

? Specific

! Check# Search. [ Ta: |

:

IS

i Status Pending Post 'lm
i 4

! Ohject Status |-choose- j
{

{ Checked out by user |-choose- j
I Records Per Page 10 -

4

¢ CLEAR FIELDS

b i, ST Sy S T T Y S R e e LT

Specific Search. One Index value is used. This search is performed within a specific
Application.

Complex Specific Search. Two or more Index values are used. This search is performed
within a specific Application.

Global Search. A search across all enabled Applications for a given index value, regardless
of Index Name or Type. This search is capable of incorporating multiple Applications.
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R
@:SYNERGY

Indexing Routing

T exe

Watie Grace

Admin  Tools

4 .
g Application: |Irwc||ces
i,

[

Global Serach.

GLOBAL

> 4

[ RPN T R G e T i, mmabemal At s o ek

Note: Global Searching is often dependent upon a User’s permission and the Application
permission. For more information regarding permissions, please review the Permissions

section of this manual.

e Cross Query Search. A search across all enabled Applications for a given index value, but
limited to a single Index Name. This search is capable of incorporating multiple Applications.

e TN R e

1 @ .'SYNERGY

; Search Workflow

Indexing

{mpplication:[Checks =]

Checks

Routing

Hote  Check Mumber

11111

HISTORY
4 T select anresuts _

Mame

Office Depot

TN i e

Global Search

Admin  Tools

A0i1 472008

= aw 111 Office Depot 104 412008
= A 1111 Office Depot 1041412008
& aw 111 Office Depot 1041 412008

DELETE

Invoice Mumber

10142003G1
1014200832
1014200553

Records: 4

101420053

GLOBAL

Pagi

(S

Cross Query Search.

Invoices Records: 10

070715 _iDatix  Office Depot

O

Add 13113 Otfice Depot

Add 10142008 Office Depat

Add 10142008 Otfice Depot

10142008 Orffice Depot
Add 10142008 Ortfice Depot

Add 10142008 (Office Depot

Add 10142008 Otfice Depot

Add 10142008 (Office Depot

o A o o o o
L P P PR P P PP
=

Add 10142008 Otfice Depot

_ipo # Il
1Status [T |-choose- 52

PRI .avn.1mm it 4050 8 .. im0 2

TH52008 07152008
1042008 13111340
10/14/2008
1001 472005
10/14/2005
1001 472005
10/14/2005
1001 472005
10/14/2005
1001 472005

K HISTORY DELETE
1T Select A resuts

. File Hote Ireoice: # Pzt Date: PO # Check # Status

1001
1002
1003
1003
1003
1003
1003
1003
1003
1003

Pending Po
Pending Po
Pending Po
Pending Po
Pending Po
Pending Po
Pending Po
Pending Po
Pending Po

Pending Po

Note: Cross Query Searching is often dependent upon a Users’ permissions and the
Application permission. For more information regarding permissions, please review the

Permissions section of this manual.

Unspecific, Specific and Complex Specific searches are always performed within an explicitly
chosen Application. Wildcards can be used to expand the search parameters of Specific and

Complex Specific searches when the absolute value of an Index is uncertain.

Global searches and Cross Query searches apply across all enabled Applications in iSynergy for
which a user is granted Application permissions. Global and Cross Query searches share some
similarities and have some important differences. Both types search across all enabled
Applications (for which a User is granted Application permissions). However, a Cross Query
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search is limited to returning search results that share the same Index Name, while a Global
Search will return matching Index values among all enabled and permissible Applications
regardless of the Index Name.

For example, two separate Index Names (displayed as Index Value column headers the
Results table) may exist that share a common value. One Index Name called ‘Mortgage
Status’ and another called ‘Hire Status’ may share a common Index value ‘Active’. A
Global search performed for ‘Active’ will return matching results from both ‘Mortgage
Status’ and ‘Hire Status’. A Cross query search performed for ‘Active’ within ‘Hire Status
will return matching values from only the selected Index Name, in this case ‘Hire Status’.

Unspecific Search
An Unspecific search is performed by submitting an empty query string within a selected

Application. Submission of an Unspecific search within iSynergy returns all the records in the
selected Application up to the first 10,000 records (dependent on Admin settings).

To execute an Unspecific search within an Application, follow these steps:
1. Navigate to iSynergy Menu bar.

2. Select Search.

& e e S e it _
@iSYNERGY e

Application: | Payroll |_T_|

Checks
GeneralCapture

Healthcare Claims

HR

HR_Employee Vacations
Emp|0yee SInVGiCES
Martgage Files
Patient Records

Employee

HR Dot Typ|

o 2ales Orders

g W Employge —_— A P

4. Ensure that all index fields are empty and that no value is selected for any UDLs.
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et T T e e et e

Search  Workflow

All Index Fields
J are blank.

Application; | Fayroll

Employee Mame |

Employee 55N - -

HR Doc Type [choose- =®
Employee Supernvisor |

Payroll Status [choose- =®
Pay Period | To: |

Object Status: | -choose- =l

Records Per Page 10 -

DISPLAY FIELDS CLEAR FIELDS

R I i AP e St

5. Click the Search button.

R
Application: | Payroll = ;
Employee Mame |
Employee SSMN L--

HR Doc Type [choose- 5 ®

Employee Supernvisor |

Payroll Status |-choose- j )

Pay Period | To: |

Object Status: |-choose- j

Records Per Page |1D vl ¢
cieanrizios | seancn |

‘_“_"‘-u.‘r"' “.?‘-.,f—.h.’ A anin e n pmpe T AT ‘*‘*-‘-—.—H“’\\
6. Results of the search are returned and displayed on the Document Viewer Pane.

Note: By default, the first Document listed in the table is highlighted in dark blue with its
first page displayed in the Document Pane.
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W it --"‘—w PR e WA S e,
®iSYNERGY Bamemad@liean —=rd
N A S OO e e =
Results
e - Search Results display in the
Document Viewer Pane. .
_— = [
TR - , A
Appllcatmn'lF’aWU” A B P e . ForTix
Exempt Time Sheet
Payroll Records: 11 11 2007
|i| 2 00T
File Edit Note Employee Name Emplc HR Doc Type Empl ervizor Pay] ey Wl
] i i
'_ 7-; -) — Dee Dee Travis Time Sheet Nicole Wallace F Erther 8 for each day in the aporopriate box. j
(] ‘3 ) Add  Edward Lewis Time Sheet Nicole Wallace F = Reguiar | Haliday sick Vacaion Taol ;
™ [% .7 Add Edward Lewi Time Sheet  Hicole Walk F e D 4
& war Lewis me eo alace Meanday $T0T 800 B0 i
[ ‘3 ) Add Janice Thempzon 228-42-4172  Time Sheet Micole Wallace In Teesdoy FEE007 B0 | | 810 r
Wednewdor 192007 00 a0a
|_ -,': ) Add Jessica Jackson £48-58-8972 Time Sheet  Caroline Elizabeth In - - i
e . e SRRy ,.__HMHM&.“'M ‘__r-“‘-—n-_, - 0 ._._.__._,‘i

Following a successful search (returning at least one match), the Results page displays the
result(s) in the Results table.

Note: If no data is available, the user is alerted via the Application Pane.

AR
(@ IS YNERG Ye

GLOBAL 3

Application: | HFE_Employee Vacatiorj

—_— Mo data returned from search.

s b _"‘

“atlin, Aa & M-, 4 \_'1 i, it

Specific Search

A Specific search refines and narrows results by returning only Documents whose Index values
match those submitted during the search. Values can be entered into a standard field as a text or
numeric value, selected from a UDL drop-down list, or entered in a range field.

To execute a Specific search inside an Application, follow these steps:
1. Navigate to iSynergy Menu bar.

2. Select Search.

& e i P o i, _
@JSYNERGY -

3. Choose the desired Application.

iSynergy 3.9.3 SBS Advanced User Manual Page 138 of 186



Se.zllrd'i Workflow Indexing

HR

GeneralCapture
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Global Search

Admin _ Tools

Application: |Checks
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Search Criteria.

5. Click Search.
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6. The desired Document displays in the Document Viewer Pane.
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Global Search

GLOBAL

Searm Workflow

Appllcatlon:IChEEKS vl

Checks
. File Edit Note Check Number Name

I [ 7 Add

[ select All resuts
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Admin

B Lo

Indexing
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Complex Specific Search
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A complex Specific search is the most specific search performed within iSynergy. A Complex
Specific search makes use of multiple Index values.

Remember that iSynergy only returns results that match all of your Index values.

To execute a Complex Specific search, follow these steps:

1. Navigate to iSynergy Menu bar.

2. Select Search.

Searcl'i Workﬂuw

Indesxing

3. Choose the desired Application.

Admin  Tools

4. Enter Search Criteria Values in the Index fields.

ot e T et At K LN} T s
i Enter Multlple
e . -

H Application: | Checks = Search Criteria.
.,I /‘
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N Check Number 201535 To:
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b Date | To: |
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5 Pages | To: |

)

E Object Status: |-choose- j

{ Records Per Page 10 -

i
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5. Click Search.

e sl A, ot P

-

iSynergy 3.9.3 SBS Advanced User Manual

Page 140 of 186



\ Application: | Checks |
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6. The Document Viewer Pane displays the Document.
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Global Search

Global searches are performed across all enabled Applications for which the User has access
permissions. Index values matching the search criteria will be returned regardless of the Index

Type and Index name associated with the Index

value following a Global search.

The Global Search Tool is located at the top of the Search page and rests just below the Links

Bar.
To execute a Global Search, follow these steps:

1. Enter an Index value in the Global Search input field.

"Kz JSYNERGY

Logout

Flouling" Al:l_min

2. Select Global.
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Admin _ Tools

QSN S U TSR SR AT Ty ISP Ty PrwRrE S

3. Matching values are returned for each Application enabled with Global Search functionality
that the User has been granted access permissions.
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File Edit Note OrderNumber CustomerName  Shipping Address  Status
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HISTORY DELETE

Global Search Results
are displayed in Red.

Records: 2

Status

Single Task
File Edit

Cus'smer Name

Note  Order Number Shipping Address

r ",:.. ; Add 1 Ay McClain 111 Red Road Pending
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DELETE
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Global searches can also be performed with less specific search criteria. No wildcard symbols are
necessary for this approach. Making use of a less specific search term broadens a Global search
and may prove useful when you are not certain of the exact Index value, but are aware of the
beginning string of letters or numbers associated with the Index value.
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Cross Query Search

You may recall that each Index value displayed in a Results table is a hyperlink. Clicking an Index
value in the Results table begins a Cross Query search for that Index value. Clicking an Index
value contained in a Results table is the only method available to perform a Cross Query search.
No Index field is available on the Search or Results pages to enter search criteria to begin a

Cross Query search.

A Cross Query performs a search across all enabled Applications (that a user has been granted
access permissions) for matching Index values that share the same Index Name as the Index
value chosen to initiate the search. Cross Query restricts search fields to only those Index Names

you wish to have searched.

As an example, if two Index Names exist, one called Document Status, the other called
Hire Status, share a common UDL value of ‘Active’, a Cross Query search of ‘Active’
initiated from the Column with Index Name of Hire Status will only return matching results
from Applications with the Index Name Hire Status. A Global search for the term ‘Active’
would have returned matching values from both Document Status and Hire Status.

To perform a Cross Query search, follow this step:

1. Click the Index value you wish to Cross Query search from the Results table.

— e oo - :
Application: [Invoices =l FidPma®
Invoices Select the Index Value, Records: 1
1 2
W File Edit Note Invoice Mumber Name Date PO Number Check Number
e 2 L) 100111 amy meclain 10202004 [12-325678] 2007777 Paymé
M ® & A 1002367 White Orchid 1429/2004 12-245678 2007781 Pel
[T =5 .7 Add 110034 Acme Furniture Company 9/6/2006 02-255555
[ E ,.) Add 112234 Acme Furniture Company /82008 12-345873 T
[ % .7 add 112987  Acme Furnture Company 9/8/2006 12-345678
M E & Al 12345801 FredEx BH/2004 02-255555 201534 L
[ & .7 Add 13372618 FredEx TN412004 27-342828 201535
M [ & add 152-421-40 FredEx 81/2004 42-830290 201536 g
[ [# .” Add 162-899-57 FredEx 9/1/2004 47-493320 201537 b
M E & A 18371182 FredEx 10/20/2004 73478668 201538 4
r Select All rezults
T QTR e v T G v S I PP R ROy

2. The Cross Search Results display.
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Hote Check Number Date Invoice Number  Account Number Pag
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| ","_.. ] Add 112987 Acme Furniture Company  S/8/2008 12-345572
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Results of a Cross Query search are listed in table(s) with the Application name above its
respective table. The Index value used for the search displays in red in its respective Index Value
column. Notice that the Index Value column header (synonymous with Index Name) is the same
for both returned results. This will always be the case when performing a Cross Query search.

Wildcard Searches

A wildcard search extends search capability in iSynergy by allowing searches to be performed
using incomplete search strings. In a wildcard search the asterisk character is used to replace the
unknown portion a search string entered in an Index field.

The table below outlines the possible uses of the wildcard asterisk:

Element Description

a* Returns any character string beginning with the letter a
*a Returns any character string ending with the letter a

*a* Returns any character string containing the letter a

9* Returns any character string beginning with the number 9
*9 Returns any character string ending with the number 9
*Q* Returns any character string containing the number 9
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Note: Wildcard searches are useful when you only know a portion of the information you
want to search. Perhaps you remember only the first three digits of a check number you
wish to find. If so, you could enter the first three digits followed by a wildcard (123*).

Additionally, wildcards are not used with Global searches. For Global searches simply enter the
incomplete search term in the Global search text field. There is no need for a wildcard asterisk. A
Global search will return all values that begin with search string entered. For example, when the
search string ‘ja’ is used for a Global search it will return Documents with Index values such as
‘Jake Edwards’ and ‘James Thomas’ because they both begin with ‘ja’.

In-Application Wildcard Search
To execute a wildcard search from within an Application, follow these steps:
1. Choose the Application and the Index field you want to search.

2. Enter the known characters of the Index value and include (only) one asterisk to replace all
the unknown character values, whether the unknown characters are limited to the beginning
of the search string, the end of the search string, or occur both.

3. Click Search.

Full Text Search

Full Text search allows fast and flexible indexing for a key word based query that is stored in the
iISynergy Repository. feature incorporates “Google-like” search functionality for Documents that

have received FullText processing. FullText searches allow a User to search for specific search

strings within a Document independent of the Index values assigned to that Document.

Full Text searches are not case sensitive. However, when using search clauses to increase the
functionality of a search, the search clauses themselves are case sensitive.

Six search clauses can be used in conjunction with Full Text Search. These include:
AND Search

By default, a User can enter a single word during a Full Text Search. The server then returns
Documents that contain occurrences of that specific word. However, when the user enters two or
more words as search criteria the server returns only those Documents that include occurrences
of all words contained in the search. The AND clause is implied between each word in a multi-
word search phrase.

For example, performing a search with the search phrase ‘White Orchid’ will return only
Documents contain both the words white and orchid in their content. A Document
containing only the word ‘white’ or only the word ‘orchid’ would be excluded from the
search results.

OR Search

An ‘OR’ search is much different than an ‘AND’ search. The User must manually enter an OR
(case sensitive) clause between each word in this type of search string for it to succeed. Without
the ‘OR’ statements between words in the string, the string will be interpreted by default as having
‘AND’ clauses between consecutive words in the search string. When ‘OR’ is placed between
search terms, Documents with occurrences of any word within the search string will be returned.
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For example, searching for ‘white OR orchid’ returns Documents that contain either the
word white or orchid.

Quoted Search

A Quoted search allows the user to search for a specific phrase. This is different from an ‘AND’
search in that the order of the words in the search phrase are maintained. A ‘Quoted’ search is
performed by enclosing a worded phrase in double quotes. When a User searches for a quoted
phrase, the server returns Documents that contain exact matches of the worded phrase.

For example, searching for “the cat jumped over the fox™ returns only Documents that
contain the string ‘the cat jumped over the fox.” Documents containing all the words
contained in the phrase, but not in the order quoted, will not be included in the search
results.

NOT Search

In a ‘NOT’ search, the User attaches a minus sign before a word to exclude any Documents that
contain that word.

For example, searching for the term ‘Reptiles -lizards’ would yield all Documents that
contain ‘reptiles’ but excludes Documents that contain ‘lizards.’

Wildcard Search

A wildcard search consists of a word with a character attached that acts like a wildcard. If the
User enters a word with an asterisk attached, then the server will return Documents that contain
that word or other words that contain that word.

For example, searching for ‘He*' returns Documents that contain the occurrence of ‘He’,
‘Hello’, ‘Help’, etc.

Combination Search
A combination search consists of a query with two or more search predicates.

For example, an AND, OR, and wildcard search can be combined in one query. For
example, the query string: “white orchid OR flam* “is a perfectly acceptable query.

Microsoft SQL Search ignores certain words. Words ignored by SQL search are listed in the
Table below.

e Punctuation marks such as colons (:) and semicolons are ignored.
e Single letters (a, b, ¢) and digits (0, 1, 2, 3) as well as symbols ($ % ~?) are also ignored.
e Commas are not allowed and you may not search for quotation marks.

Single quotes are recognized and treated as a character within a word.

about be come | he is my said the too which
after because | could | have it never | same | their under | while
all been did her like now | see them up who
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also before do here make | of should | then very | with
an being each | him many | on since | there was would
and between | for himself | me only [ some [ these way you
another | both from | his might | or still they we your
any but get how more | other | such this well

are by got if most | our take those were

as came has in much | out than through | what

at can had into must | over | that to where

Last Search

The Last Search option re-executes the most recent query.

S
(!f IS YNERGY =

Application: I HR_Employee Vacatiorj

HR._Employee Vacations

. File Edit Note Employee Name Employee SSN HRDoc Type  Employee Supervise

[ t .-) Add Katie Grace  030-72-0031 Employee Vacation Nicole Wallace
Il -" ;’ Add  Katie Grace  985-58-4858 Employee Vacation Carcline Elizabeth

HISTOR DELETE
I_ Select All resultz _

e ol BBl B e - s sl S -..\”- - g l'N---- - P

Query Manager

Query Manager is a feature of the Search page and provides quick and convenient access to
commonly used search queries. When a User is granted account permission for Query Manager,
the feature is available on the Search page underneath the active Application’s Index fields.
Query Manager is Application specific and User Account specific. Each User Account stores
saved queries for the specific Application in which they were created. Query Manager is a utility
that stores commonly used search queries to help the user:

e Load the Application to search.

e Populate the desired fields for the search.

e Enter a descriptive phrase in the Save Query As field to easily identified saved queries.

Save a Query

To save a query, follow these steps:
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1. Enter search value(s) in the desired Application’s Index fields.
2. Enter the name of the query in the Save Query As field in Query manager.

3. Click the Save Query button.

GLOBAL §

Application: I HR_Employee Vacatior vl

f
Employee Name |
Employee SSN |
HR Doc Type lmm
Employee Supenisor | 3
Vacation Status lm o) ‘I}
Object Status: |—choose— j 3
Records Per Page 10 -

DISPLAY FIELDS CLEAR FIELDS

Save Query As: I ﬁ

B T T T Trewrrar e

Execute a Saved Query
To execute a saved query, follow this step:

1. Click on the desired query from the Query Name column in Query Manager.
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:
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Modify an existing Query
To edit a query, follow these steps:
1. Inthe Search Pane, navigate to the Query Name.

2. Select the Pencil.

iSynergy 3.9.3 SBS Advanced User Manual Page 148 of 186



$

i

3 .

Save Query As:
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3. Make the appropriate changes to your index fields.

4. Select Modify Query.
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Save Query As: |em|:|cg,-ee:acaticn I Medify Query I
Cancel |

employee vacation &%
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Delete a Saved Query
To delete a saved query from the Query Manager, follow these steps:
1. Inthe Search Pane, navigate to the Query Name.

2. Select the Red X.

o B P

o
_.l'
5
i

Save Query As: I

.,
& employee vacation

"

* 'ﬁ*ﬂ"*‘-‘\w"“k-# \-‘-."““"

Note: A Windows Internet Explorer dialog window displays.

3. Select OK.

Windows Intern x|

\‘;:) Are wou sure you wank bo delete this query?

—}I a4 I Cancel |
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Workflow

Workflow is a defined series of tasks required to produce a desired outcome. Workflow applies
many of the concepts of factory automation and industrial engineering to the process of work
management in an office environment. At each stage in the workflow, an individual or group is
responsible for a specific task or set of tasks. A status change occurs once the tasks are
complete. Individuals responsible for the next task receive notification of status change.
o

Hay Walun

IRnEn
568454970 Low

A Bl B 0. 0 A 0. . 3

R ———

They receive the data they need to execute the next stage of the process. The result is increased
productivity, increased control of the process and data, and elimination of the inefficiencies
associated with manual handling of Documents.

Workflow Design

It is possible to define workflow processes within the iSynergy environment. You can define
assignments and statuses than can be used to drive business processes and track process
metrics to generate reports on productivity, work status and states of your business operations.

The most important step in iSynergy workflow implementation is a thoughtful analysis of current
office procedures. A detailed outline of each step and associated task(s) in the targeted business
process is the basis of a sound workflow design in iSynergy. Careful analysis can expose
inefficiencies and guide you toward creating more productive processes and methodologies.
These outlined steps enable you to combine tasks in logical sets or stages that reflect the flow of
Documents throughout the organization.

When setting up your Applications, it is important to consider how Documents flow through your
process and define the necessary user elements to gain the greatest power and benefits from
your iSynergy implementation.

Use a combination of two different kinds of elements to implement Workflow in iSynergy:

e Status Changes

e Personnel Assignments

Both of these features are incorporated into the design of your Applications in the form of User
Defined Lists (UDLS).

Note: For more information regarding Workflow design, please refer to the Progression
Advanced User Manual.

Status Changes

Each status name in a UDL represents a stage in the workflow process and that stage is an
associated set of tasks represented by an index value. An individual or group who has completed
their assigned stage of the workflow process usually initiates a status change. It is a signal used
to tell the subsequent individual or group in the next stage of workflow that they may begin their
assigned set of tasks.
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Usage Scenario: A manufacturing company wishes to track and manage customer
orders. The following points list the different departments and associated tasks that are
required to fill a customer order from order placement to receipt of payment.

1. Sales Desk. The sales desk answers the incoming customer call, fills out a Sales Order
sheet, and assigns an order number to the order. Scan the Sales Order sheet into the
iSynergy system, and assign a status of “Sales Desk” to the Document.

2. Data Entry. Data Entry personnel key in all relevant information into the ERP system for the
order. After completion of all tasks, status changes from ‘Data Entry’ to ‘Production.’

3. Production. Production staff query iSynergy for Documents with a ‘Production’ status.
iSynergy returns all orders with a status of ‘Production.” Production staff can print Work Order
sheets and begin work on current orders. Once the product is finished, production personnel
send the product to Shipping, scan the Work Order sheets into iSynergy and change the
status for the unit from ‘Production’ to ‘Shipping.’

4. Shipping. Shipping staff query iSynergy for Documents with a ‘Shipping’ status. They verify
units received from production against the list of current orders in iSynergy and complete the
tasks associated with delivery of the product to the customer. Change the status of the order
from ‘Shipping’ to ‘Invoice’ after the shipping of the orders.

5. Invoice. Accounting staff search iSynergy for orders with an ‘Accounting’ status. Invoice
processing begins and, after all current orders have had an invoice sent to the customer,
accounting staff changes the status from ‘Accounting’ to ‘Review.’

6. Review. Review the order. If everything is correct, change the status from ‘Review’ to
‘Closed.’

7. Closed. Close the order and it becomes inactive.

iISynergy assigns each step in the highlighted status name and creates a UDL called Status

The status names, placed in the correct order and implemented as a UDL in an Application, are
called WorkFlow. This Application stores all of the Documentation associated with the order
fulfillment process.

Note: For more sample workflows, please refer to the Progression Advanced User
Manual.

The Results Page

Following a successful query, the Results page displays search results in at least one table.

Note: Results dialog functionality, much like the Search dialog, may vary per user
depending on rights and permissions granted to each User by the Administrator.
Functionality of the Results page (dependent on permissions) includes:
= Application Selector.
= Page Indicator.
= Results Table.

= History.
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= Multi-Edit Region.
= Export.
= Email.

= Print.

= Toggle Full Screen.

= |ast Search.

= Records Indicator.

f’ T T R— ___)'H.."rtj——“‘Mw o
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Application: - L
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Application Selector

The Application Selector enables the user to select a different Application from the one currently

in use.

Page Indicator

Some searches may return large result sets that require several pages to list all results. The page
indicator shows the number of pages associated with a result set and allows for quick navigation
through multiple pages of results.

Results Pane

The Results pane is a very commonly used component of the iSynergy system. Each row in the

Results table contains Index value information corresponding to a Document.

In addition to viewing the results of a query, a User may utilize the Results table to perform the

following tasks
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e Select an image of a Document to view.

e Edit a Document’s Index values.

e Sort search results by Index values via column header links.

e |nitiate a Cross Query Search.

e Select Documents for reproduction via email, printing and export.

e Add a note to a document.

ISynergy Reporting Functionality

Reporting is a useful feature in iSynergy that gathers standard metrics from business processes
implemented in iSynergy. Reporting summarizes the data in a meaningful and concise manner.
These monitoring features allow managers to examine trends in productivity. By analyzing
productivity trends managers can make better scheduling and assignment decisions.

Systematic process improvement requires knowledge of current business process statistics.
iSynergy collects process performance data inconspicuously and reports the results on
command. The iSynergy database records all significant events associated with every object
archived in the Repository, including status changes, personnel assignments, reproduction
events (printing, faxing, and email) and annotation events.

Note: These events are time-stamped and user-stamped. System Administrators may
benefit from auditing the tables that contain information pertaining to events and errors.

The Report page in iSynergy is a set of predefined report templates. To access the Reporting
functionality, navigate to Admin>Reporting.

TsTNERGY

e v S

Indexing ing  Admin Tools
Applications

User Configuration
Group Configuration
Index Types

Application: |Checks

;J User Defined Lists

£

} Check Mumber

i

ﬁ Name Rubber Stamps
Reporting

{ Date lli Data Transfer

il \,‘-—..—M___.-,..\_‘\ 'AH—M

Note: Each template has specific elements that define the content of the report
generated.

iSynergy Reporting Functionality includes the following report types:
e Status Summary
e Batch Report

e Document Count
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e Page Count

For any report you want to generate, complete the following steps.

1. Select the appropriate Report type.

3. Select Generate.

. W s, _/‘m iDatix
@is YNERGY

Search _ Workflow
{ Report
i

“|Batch Report v
Document Count
FPage Count

Application:

Search _ Workflow
Report

+A|:||:| lication:

GeneralCapture
Healthcare Claims

HR

HR_Employee Vacations
Invoices

Mortgage Files

Patient Records

Payroll

Sales Orders

Samples

Scan_Test

ScanDox

Signature Cards

Single Task

e N T Lo SR SN ARy S

P

it ‘w-“‘”—‘rﬂ-' SR LT W VR apey

R

{WiSYNERGY

iDatix

GLOBAL

Search Workflow
§ Report

{

Indexing

| status Summawjl Generate Ié

[HR_Employee vacations x|

Application:

R

g
R TP R Y S S S W ___--0—--*--‘.4-"‘-&

4. The selected report for the selected application displays.
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Status Summary

The Status Summary Report displays a summary of the document status within a specific
Application in iSynergy.

To display a Status Summary Report, follow these steps:
1. Navigate to iSynergy Menu Admin>Reporting.

2. Select the Status Summary Report.

3. Select the appropriate Application.

4. Select Generate.

5. The Status Report Summary displays.

*J‘w ,—H—,,_ /“m/‘ e S,
{BiSYNERG Status Summary

GLOBAL

For HR_Employee Vacations

1 ing ing Tools
{ Report [Status Summary =] _Generate | Record Types
J} Application: | HR_Employee Vacations j [HR_Employee Vacations
‘__E [ [ Auto Indexing [ a [ o
;5 | | Corrupt | C | o
{ | | Data Exchange | R | 0
} | . R S )
‘<{ [ [ Pending [ [ 0
:; | | Source Copy | Y | o
{? [ [ Entered [ [ 18
?. | | | G
|
' \\QMM-.__\___'—A._*___\M__MM_\. el _J-‘.M‘A\\,\M_#M _____ W B

Batch Report

The Batch Report Documents the number of batch scan jobs that are sent to iSynergy by
ScanSpeed, the Document scanning application.

To create a Batch Report, follow these steps:

1. Navigate to iSynergy Menu Admin>Reporting.
2. Select the Batch Report.

3. Select the appropriate Application.

Note: You may select additional criteria for the report, such as a User or Date Range.
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-
i

.-bu"p.,w. . _/d\.:_,-.--,.__.“.- [, mmﬁ.
WiSYN.
Global Search

ERGY

“Search Workflow _ Indexing Admin __Toals

Report Im Generate |
Application: I Checks ﬂ

b LT IAII Users ﬂ t
Date

o % For |Ear||est—N0w j

o Fruml

To:

Note: Additionally, you can choose to save the Batch report.
[ - .
WiSYNERGY
- Global Search

Search Workflow _Indexing _ Routing _ Admin

Report IElatchRepgr[ vl Generatel

e B e i
) Logout | iDatix

Tools

Application: I Checks j
Leze |.AII Users j
Date -
Range: & For IEEII'lIESt— MNow ﬂ
o Fruml
To: I
—3p- Save Report I Savel [ Public
[ show Al

""“-"‘M-\-A-«_..-r—unﬁ-aﬂ“-_.\,\’quk b . b
4. Select Generate.

WM""“""'J—*"""”"" Tt T ST iDiatix
WiSYNERGY e

GLOBAL

Search _ Workflow

Report [Batch Report =] | Generate |—

Application: I Checks J
User: IAII Users j
Date l—_,
T * For |Earliest-Mow -
o Fruml
To: I
Save Report | 55‘-’9| [ public T~ Show Al

‘\-—t—-\.-\_\_r--*w-‘ H"“n"ﬂ"‘Hﬂ"“"“‘r‘H
The Batch Report displays.
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ol B -
{BiSYNERGY

3:57PM

1020

Date - lﬁ
Range & For | Earliest- Now

|
T S
User. All Users >
! I 5004108722
13 Checks |2
K 12:58PM

|2004/06/22

H 1021 [ Checks 2
3 © From 1:10P1

Batch Repo

Earliest - Now, For All Users, for Checks

J [eamn Aopor =] | Gonests | [ P 7 7 P P TN T
: Application [Checks - 1001 22040V ppes 12 E

=y=zadmin

MAC _obj 2 D1_019|_obj 2 D1_0°

2 A

sysadmin

IDATIXTECHO2 |_obj 2 01_030 |_obi 2_D1_0:

2 P

sy=admin

IDATIXTECHDZ |_obj 2_D1_032 |_obj 2_D1_0: j

ks Totals for 3 batches (3 (3
g, To

1

i Save Report | Save | [~ public [ Show Al

H

N it A sty Il e, e Attt N, o s i ,-\_,h_’,,_'_"—ﬁ..._..mj

Document Count
To create a Document Count Report, follow these steps:
1. Navigate to iSynergy Menu Admin>Reporting.

2. Select the Document Count Report.

e T

WiSYNERGY

Report

Application:

3. Select the appropriate Time Frame.

[ R
WiSYNERGY

Search  Workflow Admin

Format:

I Interval I

o

Application: vl
Qrder by: vl

e .‘%nwr--ﬂ- -

4. Select the appropriate Application.

Search Workflow Indexing Admin _ Tools

SYi

Tools

Report IDocumentCount vl

4

4
1
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Admin

|Document00unt vl

Report
Format:
Interval Daily 'l
Filter:
| Appiication: | HR_Employee Vacations =]
Qrder by: Checks
GeneralCapture
Chart Type: Healthcare Claims
HR
mgl(}reat R_Employee Vacations

. e HEEL

5.

Tools

o Attt et s e

If you any additional reporting criteria, select the appropriate drop down menu.

For example, you might want to change the date range.

s SR T
WiSYNERGY

ﬂmlmeatedﬁy -l
IAII Users hd

@ For

User.

Date
Range:

Earliest - Mow

 From Today

To:

6. Select Generate.

il il
WiSYNERG

Y

Search Workflow

e

IDocumem Count vl

Format:
Interval IDain vl

Filter:
Application: IHR_Emponee Vacations vl
Order by: lm
Chart Type: W

Past Month(30 days)

1

Report
Format:
Interval Daily vI
Filter:
Application: HR_Employee Vacations vI
Order by: CreatedBy vl
Chart Type: BarClustered -
mglCreatedBy -
User: All Users 'I
ate S ror [Pastilonina daym) =]
Trren ¥ For |Past Month(30 days)
o] Fruml
To I

. ’ PP A ‘ru-n i A, ) ......p-l'

e

iSynergy 3.9.3 SBS Advanced User Manual

Page 158 of 186



7. The Document Count Report displays.

Global Search GLOBAL

WiSYNERGY' Document Count |

Earliest - Now, For All Users, for HR_Employee Vacations

Report [ocument Gount =] | Generte | Yl T T T T

Format: sysadmin 5 1 10 16

Interval Dally > [ Totas | 5 [ 1 [ 10 [ 1w | p
Filter:

Applcation [HR_Empioyee vacations =]
Order by [Createamy =]
Chart Type: [BarClustered =]
sngor[Createdy 7]
User |
= @ For [PastMonin(30 days) =]
e —

e’

P

Page Count

The Page Count Report documents the number of TIFF image pages introduced into (created by
metric) iSynergy.

To create a Page Count Report, follow these steps:

1. Onthe iSynergy Menu bar, select Admin>Reporting.

2. Select the Page Count option for the Report field.

ey it
WiSYNERGY' ez
- Global Search

Search  Workflow

Status Summary 3] _ Generate |

I—Status Summary
‘|Batch Report
Document Count

Application:

. ____.‘.‘yh_m.__#‘-.. gl -MM_\ r_-‘.

3. Select the appropriate Time Frame.

iSYNERGY'

Logout | i

Global Search

Search  Workflow _Indexing

Admin __ Tools

Report
Format:
Interval
Filter:
Application:

4. Select the appropriate Application.
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WiSYNERGY

ISYN, .

Search _ Workflow

Format:
Interval IDain’ 'l
Filter:
I Application: I ICheE:KS
Order by: (Ched
GeneralCapture
Chart Type: Healthcare Claims
\-._.-.-a-l-égg o ot nonmboinnn .y

5. If you any additional reporting criteria, select the appropriate drop down menu.

For example, you might want to change the date range.

6. Click Generate.

Format:
Interval IDaihf- -l

Filter:
Application: ICheCkS j

Order by: W
Chart Type: Im !r
User: Im r

& ror [Pastonth(30 days) =] S
Range:

Earliest - Mow

 From Today
|PastWeek(7 days)
iPast Month(30 days

9

4

PastYear(365 days) i

-g.-sn..,,.f-l‘_ “*‘““‘“‘?‘"W""""“"“"“M‘J

To:

R " T 0000t | Datet | H

Global Search GLOEAK
Report IPage Count j I Generate I f—
Format:
Interval I Daily vl 1
Filter: i

Application: m 4
Order by: lm
Chart Type: W

User. IAII Users -

Dat:

R::ge: % For | PastMonth(30 days) =
o Fruml

s o et Py PUPEFF S P e

7. The Page Count Report displays.
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9 p.’.)’.‘v;---/'r_,. i g PSS £t m e T e B P A e i St T e
WiSYNERGY Page Count Jea
Global Search
— — = Earliest - Now, For All Users, for Checks

Report Page Coumt 7] | Generate | = ’
Format: |Ir|coming

Interval I Daily = |5YSﬂd min
Filter: | Totals

Application: lm

Order by Im 0341304

Chart Type: Im 09!05104i

ﬂgl CreatedBy - 0122104 |

o [Aroses =] DEmEA |

Date & For lm 0712504 |
Range: o7vi1ins

@ FW'“I 01274 |

7o | 06 3ma |

0573004

0sHEm4 | B Incoming

Logged otz svsadmin ARSI s - N o . Lk M =ys:

System Maintenance

The section entails general iSynergy “housekeeping” functions performed in the Security
Manager and System Configuration pages.

Security Manager

1. On the iSynergy Menu bar, navigate to and select Admin>Security Manager.

T

St
WiSYNERGY

Admin  Tools
Applications
User Configuration
Group Configuration
Index Types
User Defined Lisis
Secunty Manager

Application: | Checks

Check Mumber [ —y - —
e Rubber Stamps
Reporti
s e o A - o = il =

Note: The Security Manager dialog displays.
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:w.a__:.',,,,_,,a—w. E— = - - o i S ,,—_,1 @n
g&iSYNERGY'
Admin

{i Security Manager

[ iSynergy Application Version: 3.9.0.204
Database Version: 3.9.0

Concurrent Users: 1

Maximum Licensed Concurrent Users: 100
Current Users:
user Hame Application IP Address
1 ESpeed System sysadmin iSynergy 127.0.0.1 1011 4/2008 10:26:13 AM r
i ESpeed Systern sysadmin igynergy Workflow User 127.0.01 10114/2008 10:26:13 AM r
1 Select Al Users [
Log Out
Manage Locked Records
{ Unlock A1

Rt W DA s g ks sttt M‘"“"M etk _7__“'-..‘.,,.-1‘«“...‘,,’-._

Element Description

iSynergy Displays the installed version number of your iSynergy application.
Application

Version

iSynergy Displays the installed version number of the iSynergy database that is

Database Version configured to your application.
Concurrent Users Displays the number of users currently logged into iSynergy.

Maximum Displays the number of the most allowable users concurrently logged into
Licensed iSynergy.
Concurrent Users

System Options

The System Options dialog displays the parameters by which the iSynergy application is set up in
relation to your database(s), repositories, servers and other iDatix applications.

1. On the iSynergy Menu bar, navigate to and select Admin>System Options.
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- o gl

f{mstEféGY

Admin  Tools
Applications

User Configuration
Group Configuration

Application: |Checks

ot ACEGMOLRIUMDEE,

Index Types
User Defined Lists
Security Manager

Check Mumber System Options

Name Rubber Stamps
Reporting

Date Daia Transfer

Invoice Mumber

Reset 1Synergy

o Bt R S o A e S s S e o

Note: The System Options dialog displays.

i :SYNERGY

Edit Source Path

Edit Repository Path

Edit Image Viewer

Edit Login Timeout

Edit CorporateURL

Edit CorporateName

Edit XML Cache Path

Edit Document Servers
Edit License Servers

Edit Passwords Encrypted
Edit DotMet Framework URL
Edit FullText Schedule
Edit Data Senvices

Edit Designer Services
Edit  Workflow Services
Edit Reporting Services
Edit Application Servers
Edit ScanDox

Edit SingleSignon

Edit ProgressionEnabled

Element

Edit Maximum Records 10000

|- e st man il Pea0taalon Suglassn,

System Options

WDATEVMDEVPRG1\ncamingl

WDATIXVMDEVPRG1\Repository

Control

120

http:ifww.google com

iDatix

C:\Program FilesliDatixiSynergyXMLCache
hitp:/IDATIXVMDEVPRG 1/documentserver/documentservice asmx
hitp:IDATIXVMDEVPRG 1/LicenseServer/LicenseSernvice.asmx

PR

true i
Jinstalls/dotnetic.exe

188

hitp:IDATIXVMDEVPRG 1/ApplicationServer/DataService.asmx

hitp:MDATIXVMDEVPRG 1/progressionserver/DesignerService. asmx 1
nhttp:MIDATIXVMDEVPRG 1/progressionserver/\WorkllowSenice. asmx

hitp:/IDATIXVMDEVPRG1/ReportingServer/

hitp:IDATIXVMDEVPRG 1/iSynergy 1

hitp:IDATIXVMDEVPRG1/ScanDoxdefault.htm
false
true 1

AP g WL IRATYUDE VPR BENIESSIOR OGN o oy o tabions st ol e AP s

Description

Maximum
Records

Source Path

Repository Path

Image Viewer

Indicates the maximum number of records that are returned as a result of
a search. If a search would result in 1,000 returned records, but the
maximum records had been set to 30, only 30 records would ever be
returned in the search.

Indicates the folder from which incoming files are processed

Displays the path where the iSynergy repository resides

Indicates the state in which the Image Viewer displays by default.
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Element Description

Login Timeout

Corporate URL

Corporate Name

XML Cache Path

Document
Servers

License Severs

Passwords
Encrypted

DotNet
Framework URL

Full Text
Schedule

Data Services

Designer
Services

Workflow
Services

Reporting
Services

Application
Servers

ScanDox

Contains the number of minutes after which the system automatically
logs out a user after this period of inactivity

Contains the Internet address of the desired corporation. This address
will be displayed as an active hyperlink in the upper right portion of the
iSynergy browser.

Displays the name of the corporation.

Displays the location where the XML is stored.

Displays the location where the Document server is installed.

Displays the directory location in which the license servers are installed.

Reflects the value selected regarding the encryption of passwords. A
value of “True” means passwords are encrypted; a value of False
indicates the passwords are not encrypted.

Contains the directory in which the DotNet Framework resides.

Indicates the hours in which the FullText Service operates. The first
number shown indicates the start time; the second number shown
indicates the end time.

Contains the directory in which the data services are installed.

Contains the directory in which any applicable designer services are

installed.

Contains the name of any selected workflow automation applications.

Contains the name of designated reporting application

Contains the directory in which the iSynergy application is located.

Displays the directory path in which the ScanDox application is stored
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Element Description

Single Sign On Represents the value indicating the status of single sign on. A value of
true indicates Single Sign On is activated; a value of False indicates
Single Sign On is inactive.

Progression Displays the Client ClickOnce deployment location within iSynergy.
Enabled

Progression Displays the directory path in which the Progression application is stored.
Studio

Progression Displays the directory path in which the Progression application is stored.
Notifier

Smtp Server Displays the email server for iSynergy.
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Appendix 1 — Creating an Application Checklist

Application

Application Name (Virtual File Cabinet)

Application Description:
Indexes

Indexes to be used as Search Criteria
(e.g. — SSN#, Name, Doc Type, Date, Status, etc...)

List the Index Display Order. What will be the most common Search parameter?

Order | Index Description iSynergy Index Name  Index Type UDL | Req @ Sticky ME DB

Keep as Short as Possible for Data Entry

Req = When manually indexing, index value must be supplied

Sticky = When manually indexing, value remains after item is submitted

ME = Multi-Edit; can change this value on several items at once (used for workflow)
DB = Index will be pulled from an external Database
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Is there an External Database to enhance the Data Entry Operation?
List Databases and their ODBC Names, Tables and Fields:

User Defined Lists

List the “User Defined Lists” (UDL’s) to be used as Index Values (Doc Types, Statuses etc...)

(Is there an external DB of these values that can be linked to?)

Attach a listing of all User Defined Lists

UDL Types

Name:

Name:

Name:

Name:
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Application Linking

List Other Applications that may have relevant information that will need to be crossed referenced
to items stored in this Application. (For example the relationship between PO'’s, Invoices and
Checks)

Other Related Applications

List the common index fields between related Applications.

Other Related Indexes

What will be the formal names of the indexes?
Formal Index Names
1)
2)

3)
4)

WorkFlow

List Fields to be used to drive Ad-Hoc Workflow (Status, Assigned User, Process ID) and
management reports for production metrics.

Draw Flow diagram of Workflow Process:
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Security, Access and Permissions

Users First Name:

Users Last Name:

User ID:

User Password:

Permissions:

&nnokation Add Annokation Edit Annotation Yiew
Application Add Application Delete Application Update
Assignment Diocument Hard Delete Document: Soft Delete
Ernail Expart Hide Redaction
Import InBox Inde:x Add

Index Delete Index Type Add Index Tvpe Delete
Index Twpe Update Index Update Indexing Edit
Indexing MulkEdit Mote Add Moke Wiew

Pre Sort Application Pre Sork Person Print Image

Query Delete

QUery Save

Rermove Session

Route Application

Route Persan

Scan Image

System Events

Syskem Options Update

Swstem Reporking

User Add

User Delete

User Group Add

User Group Delete

User Group Update

User Lisk Add

e e

User List Delete

o

User List Update

N e A

User Update

[T Select All Permissions

Application Access (What File Cabinets can be accessed?)
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Appendix 2 —iSynergy Status

Hard Coded Object Status Codes

e E: Searchable Documents (Appear in the result set for a search in the system.)

e P: Manual Indexing (Appear in the Manual Indexing screen for user intervention.)

I: Routed to Inbox (Documents routed to an individuals or groups inbox.)

X: Deleted (Documents that have been soft deleted.)

C: Corrupt (Documents that have been determined to be corrupt or of incorrect resolution.)

Y: Source Copy (Large multi-page TIFF files that have been separated into smaller sections
are retained.)
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Appendix 3 —iSynergy Service

iISynergy Service is a Windows service installed on the iSynergy web server and is responsible
for:

e Monitoring the incoming folders for all iSynergy applications. When the folders are
dropped in, iSynergy Service enters a record in the appropriate database for that file.

e Moving the file to the proper repository and renaming the file with the correct file name.

e Monitoring printing activity in the iSynergy system and writing a record to the event log
each time a tiff image is printed from the system.

e Being used in the export function to write the image files and data for the selected export.

e Being used in the import function to read the import files, and insert the records into the
database and the images into the repository.

e Being used to maintain the directory structure in the repository with regard to the
application subfolders.

Troubleshooting iSynergy Service

o ERROR: iSynergy server not responding to print requests.

Typically, this problem is encountered when a User attempts to print a Document with the
iSynergy service is not running.

To troubleshoot this error message, follow these steps:
1. Navigate to the Windows Start Menu.
2. Right-click My Computer.
3. Select Manage.
Note: The Computer Management dialog displays.
4. Expand Services and Applications.
5. Select Services.
6. Inthe right pane, right-click iSynergy Services
7. Select Start.

8. Log back into iSynergy and verify that Documents will now print.
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Error Codes

Code Error Description

-1 INVALID_PRIMARY_KEY Error during database 1/O that returns a primary key.
-7 EXCEPTION_ENCOUNTERED | Negative return codes

-666 UNINITIALIZED_INTEGER Negative return codes

0 SUCCESS Always zero

1000 - 2000 block — O/S Errors

2000 — 3000 block — Database Errors

1001 FILE_NOT_FOUND OIS Errors
1002 FILE_INSUFFICIENT_PERMISSIONS OIS Errors
1003 FILE_LOCKED OIS Errors
1004 IO_ERROR OIS Errors; An external process that
started, failed.
1005 EXTERNAL_PROCESS_FAILED OIS Errors
1006 UNABLE_TO_OPEN_FILE O/S Errors
1007 INVALID_CMD_LINE_ARG OIS Errors

2001 DB_UNABLE_TO_CONNECT Database Error

2002 DB_SQL_ERROR The database query returned an
SQL error.

2003 DB_REQUIRED_FIELD_MISSING A required field is missing a value.

2004 DB_CONNECTION_CLOSED The underlying connection to the

database is closed.
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2005

DB_INSUFFICIENT_PERMISSIONS

The account accessing the database
lacks permission to perform the
current operation.

2006

DB_CONFIGURATION_ERROR

The database configuration file is
incorrect.

Code

Error

Description

3100 — 3200 block — Security errors, authentication and authorization

3100 INVALID_CREDENTIALS The user could not be authenticated
with the given credentials.

3101 INSUFFICIENT_PERMISSIONS The user does not have access to a
document or process.

3102 ACCOUNT_DISABLED The user’s account has been
disabled or set inactive.

3103 ACCOUNT_CLOSED The user’s account has been closed
permanently.

3104 PASSWORD_EXPIRED The user’s account has an expired
password.

3105 MISSING_CREDENTIALS A SOAP request was received
without user credentials such as a
UsernameToken.

3106 USER_ID_DOES NOT_MEET_REQUIREME | The password does not match the

NTS regular expression defined for

validation.

3107 PASSWORD_ID_DOES_NOT_MEET_REQUI | The password does not match the

REMENTS regular expression defined for

validation.

3301 INVALID_URI The URL does not contain the
necessary elements.
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3302 APPLICATION_NOT_FOUND The application specified by a
database alias and application does
not exist in the database.

3303 DOCUMENT_NOT_FOUND The document specified by a
database alias, application id and
document id does not exist in the
database.

3304 USER_NOT_FOUND The given user id could not be found
in the database.

3305 APPLICATION_NOT_IMPLEMENTED Documents can only be served
within implemented applications.

3306 DOCUMENT_SERVER_DOWN The document server is not
accepting requests.

3310 APPLICATION_NOT_LICENSED The requested document belongs to
an application that is unlicensed.

3311 LICENSING_NOT_INITIALIZED The licensing manager has not
been initialized.

3312 INVALID_LICENSE The license file is corrupt.

Code Error Description

20000 -20099 block — Data Object Model

20001 INVALID_DATA Data Object Model
20002 INVALID_TYPE Data Object Model
20003 INVALID_DATABASE_TYPE Data Object Model
20004 EXCEPTION_EXECUTING_SQL Data Object Model
20101 INACTIVE_TASK Workflow Object Model
20102 INACTIVE_PROCESS Workflow Object Model
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20103 UNAUTHORIZED_SUBSCRIBER Workflow Object Model

20104 NO_PRECEDING_TASK Workflow Object Model

20200 -20399 block — Image, Document Centric Errors

20200 INVALID_DOC_TYPE Image, document centric errors an
invalid document type was accessed
given the current context.

20201 OCR_FAILURE Unable to OCR document.

Basic SQL Statements

The below examples have been provided to help you create a basic SQL statement for use in
iSynergy.

View Specific Records in Tables

= Select * from <table> where <column name> = ‘string’ ex. Select * from _obj_2 where
IDX_SSN =‘111-22-3333’

= Select * from <table> where <column name> like ‘Y%partial string%’

For example, Select * from _obj_2 where IDX_SSN like ‘%111-22-3%’

Update Specific Records in Tables

When using this SQL Statement, do not forget the specific where clause to the record you are
updating or you might update the entire table in error. Ensure you have isolated a unique record
with the where clause.

9. Update <table>

10. Set <column name> = ‘correct data’

11. Where <column name> = ‘current value’ and <column name> = ‘current value’

For example,(1) Update _obj_2, (2) Set IDX_SSN =‘111-22-3333' (3) Where objectid =
2 and IDX_Name = ‘John Doe’

View Data Events

The below select statement is looking for all status changes in the object 2 table that were “P”
status prior to being changed.

Note: You can change the oldvalue parameter, objtable parameter and eventdesc as
needed to create the correct search criteria.
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= select * from eventlog where oldvalue = 'P' and objtable =

' obj_2'and eventdesc = 'status'

View current Group/User Level Permissions

The below statement is for Users.
= select permissions.permissionname, users.username

= from users, permissions, userpermissions

= where userpermissions.permissionid = permissions.permissionid and users.userid =

userpermissions.userid
The below statement is for Groups and Users.

= select distinct users.username, permissions.permissionname,applications.name,

usergroups.groupname

= from applications, users, permissions, userpermissions, usertogroup,

grouppermissions,usergroups

= where applications.applicationid = grouppermissions.applicationid and

userpermissions.permissionid = permissions.permissionid and users.userid =

userpermissions.userid and usertogroup.usergroupid = usergroups.usergroupid

ISynergy Web Server, Database and Image Store

Export Bervice

ot 1 - J EspaedServices k
Moves documsnts - — _

| Fom Inceming to g~ =

- Repositary (if nat
lissing ScanSpesd)

_._.T._.J

| iSynergy
Web Server

The Natwark Sharas
can be localed on 8
MAS dawica, 8 SAN, of
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iSynergy Database Workflow

Below is a sample workflow of a created Application in iSynergy.

Incoming HR
Folder
1 created
Administrator creates an HR
application in Isynengy Repository
HR. Folder
created
Y
Applications Table _obj_2Z table Administrator creates HR UDL of Indexas table stores
stores the information this table stores the DocType and Index of 35N the name and
and applicationid = 2 records of each datatype of the std.
Is assigned. document in HR and indexes as well as
its pointertosource custom indexes. HR
a will use SSN as an
index.
IndexType tabla UserDefiredLists table
ST T e stores the individual
datatype of the UDL items within the UDL and
this adds the UDL groups them by Groupl.
column to the _obj_2 These items are stored
table = within the column in
_abj_2 table. Including
Employment Appications,
3. User entars amploymant Tax forme, etc.
Apgplication into HR
application
4. Users search/edit documents
"obj. 2 table in Isynergy
IDX_SS5M is populated either
automatically or manually v i
depending upon Isynergy -
- _ohj_2 table Eventlog table stores all data
Product used for input
returns the results that are edits for future reference or
in E status in the _obj_2 rallbacks,
table,
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Appendix 5 —i1Synergy eSpeed Database

Overview

Espeed is the iSynergy Database. The Applications created within iSynergy automatically output
corresponding _obj_x tables with related subfolders to the iSynergy repository folder. The number
of Applications created in iSynergy correlates directly with the number of _obj_ tables and
subfolders.

Products used in conjunction with iSynergy include:
= ScanSpeed
= iScan
= Xtractor
= Incoming share.
= Quickindexer
= ScanDox
= iDox
The tables in iSynergy and the information contained within each are as follows:
= obj_1 - By default this table is reserved for the General Capture Application
= obj_2to_obj x— Application related tables with x representing the last table created
= Annotations — Records annotations and the objects to which they apply.
= Application — The Applications created in iSynergy and their related _obj_ table
= Batches — Batch information for documents submitted from ScanSpeed, ScanDox, or iDox
= Config- Stores iSynergy paths and configuration details
= Datatype — Lists the Datatypes used in iSynergy
= Defaultindexes- Standard iSynergy Indexes — these are your display fields
= DisplayFields — User specific display fields on the iSynergy viewer
= Document Status- The statuses that drive the iSynergy system
= ErrorLog — Log of iSynergy errors
= Eventlog — Historical tracking of data events within iSynergy
= EventTypes — Numeric listing of the types of events tracked in EventLog
= Exports — Historic record of exports
= FTPConfig — Contains FTP paths and configuration details
= FTPDownloads — Incoming ftp files
= FTSData — Full Text data and its related Application
= FTSHistory — History of when docs were full text and any errors attached
= FTSQueue — List of docs waiting for full text processing
= GroupPermissions — Displays permissions assigned to groups
= |mports — Files imported into iSynergy and their historic path

= |nboxes — Emails that will be used with ‘route to’
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= |ndexes — iSynergy standard Indexes and user defined Indexes

= |ndexMapping — Details of how the Indexes relate to the Applications

= IndexTypes — All Indexes with datatype, field length, formatting, etc.

= LicenseKeyHistory — History of licensing info including current info

= LicenseKeys — List of licenses assigned

= LicenseTypes — Description of each license type use

= Notes — History of notes created in iSynergy and the objected they relate to

= PageRotations — Stores information about the rotation of pages for documents in iSynergy
= Permissions — List of available permissions to assign within iSynergy

= ProductSettings — Installed iSynergy products

= Queries — Saved user specific queries

= Reports —

= Results -

= RoutingEvents - History of routed docs

= RubberStamps — List of available rubber stamps in iSynergy and their attributes
= Sessions — Current sessions open in iSynergy

= Translations — Translations of values as referenced by the Translation Type table
= TranslationTypes — List of translation types available in Xtractor and iDox

= UserDefinedLists — List of UDLs with associated create and modified history

= UserGroups — List of UserGroups in iSynergy

= UserPermissions — User based permissions

= UserPreferences — Specific user settings in iSynergy

= Users — List of iSynergy users and their passwords

= UserToGroup -

= ViewLevels

= Views

= XtractorEvents — Xtractor event log

OBJ X Tables and Column Roles

iISynergy assigns an objectid programmatically, not as an identity seed in SQL. As opposed to
storing documents directly in the Espeed database, iSynergy stores documents in the iSynergy
repository folder while creating a pointer (path to the actual document.) to the object in the
column named ‘pointertosource’ in the _obj_x tables of the espeed database.

For example, C:\iSynergy\repository\Checks\ obj 2 D1\ obj 2 D1 013R1.TIF The
d1l_013R1.tif represents subfolder D1 and object 013 revision 1.

The status of the document is stored in the _obj_x tables as well. Document status reflects the
current status of a document. Document status is helpful when attempting to determine if a
document is searchable (status “E”). The _obj_x tables also store:

iSynergy 3.9.3 SBS Advanced User Manual Page 179 of 186



=  The creator of each document with create date

=  The last modification date and who modified the doc
= How many pages in the doc and if it was batched

=  The associated batch number where applicable

Any Indexes created for a specific Application will be stored in these tables. Additionally, the
Application table holds the information pertaining to the _obj_x tables.

For example, an Application called ‘Human Resources’ may have an ApplicationID of ‘3’
in the Applications table. This notifies you that the _obj_3 table holds the pointers to the
documents for Human Resources. Typically, the order in which Applications were created
corresponds to the obj_number of the table. _obj_1 is reserved for the ‘General Capture’
Application and folder.
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Application Table

The Application table relates to the _obj_x tables, as well as the pointertosource of the document
scanned into iSynergy and the repository and incoming folders. The repository folder holds the
Application folders. Within each Application folder, there can be numerous subfolders. Each
subfolder will hold a maximum number of pre-determined documents. When the folder limit is
reached, a new subfolder is created and assigned a numeric value that is one greater than the
previous folder. The Application table stores the number of subfolders within the Application
folder as well as the maximum number of documents each subfolder can hold. Folders are stored
in the column ‘currentfoldercount’. The number of documents within that folder are stored in
‘currentobjectcount’. The subfolder number can be increased manually as needed if an error
should arise.
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Annotation Table

This table stores all annotations added to documents along with the objectID of the document, the
identity of the user who added the annotation, and the date and time it was added.
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Batches Table

When documents are scanned in batches, the batch information is stored in this table. This
information includes date, the first file name of batch and the last file name of batch.
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Config Table

The Config table stores the same information located in the admin menu > system options,
including all paths and configuration information, as well as the iSynergy version number.

DocumentStatus Table

This table contains the standard iSynergy statuses as well as custom statuses used to create the
iSynergy workflow.

ErrorLog Table

MS SQL errors are tracked in this table.

EventLog Table

Eventlog keeps track of all data changing events within iSynergy. The unique identifier in this
table is the combination of objtable, objectid and eventdesc columns. When a user makes a
change to a document, the change and all related changes are automatically tracked in eventlog.
If a user changes or enters data, the old value is stored as well as the new data in the same
record.

For example, when a user sends a document to Xtractor, the event log tracks in a single
record the status change to ‘A’. The table then creates other records in the event log as
the document proceeds to the status ‘E’. Each record stores the user or the product that
initiated the change of document status. Many times, user errors can be corrected by
guerying for the correct data from the eventlog table. Event date and time are stored with
each record in the table.

EventType Table

In the EventLog table every record will have an EventType. The EventType table describes
events, such as user login, Index change, etc.

Full Text
Primarily uses ftsqueue, ftshistory, ftsdata, and the _obj_x tables.

Note: Prior to using iSynergy Full Text Service, you must make sure that full text
capability is enabled on the SQL server. This enables the full text catalogs to be created
and stored in SQL.

Once full text has been set up to run on an Application, the documents in the related obj_x table
are moved to the ftsqueue table in preparation for the service to run and process the documents.
Once the FTS service runs, the records that store the processing data are moved to the ftshistory
table. This table also stores the information if an error has occurred on a specific document. This
provides the DBA with information to research why any document may fail.

For example, if a document is queued up to run through FTS service, but prior to the
service running a user deletes the document, FTS will produce an error. The service may
“hang” for a long period because in layman’s terms, it is looking for ‘E’ status documents
to process and it is looking for the deleted document with an ‘E’ status, when in fact, the
deleted document now is in ‘X’ status. It is usually best to double check the ftsqueue
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table when users are soft deleting documents from an Application that runs through full
text.

The actual FTS binary information is stored in the ftsdata table. This table stores the information
for the corresponding SQL catalog. Regardless of which iSynergy Suite product was involved, all
changes to data are recorded in the Espeed eventlog table. Along with this table, there is a
ProcessAging view that captures the data from eventlog by object and calculates the number of
days the object was in a particular state for each eventdesc.

For example, if a document has a status of ‘P’ for a period of time and the status then

changes to ‘E’, the process aging view will store the number of days the document was
in ‘P’ status prior to changing to ‘E’ status.

FTSData
This is the Full Text Service data table. This table stores the binary data for each document that

has been processed by the Full Text Service. FTSData stores an Ftsid, objectid and
Applicationid. This table also stores the raw data and date and time full text service ran.

FTS History Table

If an error occurs during the FTS Service, it is stored in this table. The history of documents that
have been processed by the Full Text Service is also contained in this table.

FTSQueu Table

Documents waiting for Full Text Service are stored in this table.

GroupPermissions

When a group is created, the groupid and name is stored in the usergroups table. When you
associate permissions to that group, this information is stored in the grouppermissions table and
each permission is pulled from the permissions table by a permissionsID. There is also a view in
Espeed called GroupPermissionsbyUser view to see an overview of permissions at the group
level.

ImportMapper

This product imports a CSV file from another system. The CSV file contains a path to the images
as well as the Indexing on the images. When ImportMapper is opened and a CSV import file is
assigned, the mapping fields need to be filled to allow the service to automatically populate the
fields. Once you save and close ImportMapper, the data is entered into the Espeed database
according to the mapped fields. The ImportMapper service needs to be run each time an import
of images from another system needs to be performed.

IndexesTables

This table stores the Indexes, the Application(s) in which they are used, Indexname and type, and
any validation that exists. The Indexes table reveals if the Index is a required field, its default
value (if any), whether it can be edited, and if sorting and grouping are associated with the Index.
If you want iSynergy to track changes for a specific Index, set the column ‘logchanges’ to true
(this is the default setting).
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IndexMapping Table

When an Application is linked to the ‘IndexMapping’ table then the drop-down control is active in
Quickindexer and iScan. The only other table that ‘IndexMapping’ interacts with is the
Applications table (MaplID).

IndexType Table

When a UDL is created, its entry is stored the Indextypes table. The data type for a UDL is
‘select’, indicating there is list from which to select this value. The actual values within the list are
stored in the UserDefinedLists table. The values are grouped together by an internally used
groupid, that groups these items for display in the UDL drop-down list within iSynergy.

Permissions

This table stores all permissions assigned on the user and group configuration pages in iSynergy.
Each permission is assigned a corresponding ID number that relates to the group permissions
table and the user permissions table.

ProductSettings

This table stores the Installed iSynergy products with a corresponding ID number.

Queries
This table stores queries created by the user in the Search Page of iSynergy. The table assigns
and stores a query ID to created queries and also stores the user name of the user defining the

guery. The actual search criteria of the query is stored in the column ‘querystring’. The column
‘application’ holds information for the Application within which the query was created.

Reports
Standard reports for iSynergy are stored in this table.

RoutingEvents

This table stores the routing history of documents within iSynergy. This history information
includes the original Application and objectID as well as the Application receiving the document
and the new objectID in that Application. Date routed is also stored in the ‘RoutingEvents’ table.

RubberStamps

Standard and custom rubber stamps are stored in this table. All stamps formatting settings are
stored in the ‘RubberStamps’ Table as well.

Translations

This table stores the translations used for Xtractor. TranslationID stores each translation uniquely
in the table, the translationTypelD relates it to the translationTypes table. Original value would be
the literal original word or words, and the translated value would essentially be the abbreviated
value to be used in iSynergy.
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For example, creating a bar code with a string of words that is too long for the barcoder,
can be handled by creating an abbreviated value for the string. For instance,
ApplicationToRouteDocumentsToHumanResources = ATRDTHR. Xtractor would read
ATRDTHR and translate this to the literal string in the table.

UserDefinedLists

The grouplD is used to identify documents in the same UDL.. Each UDL is given a listID but can
have many documents that are related in there, thus identified by a groupID. Listitem defines the
name of the item within the group

UserGroups

When permissions are set up on a group level, the users are sorted into groups, and the related
group identifier is stored here.

UserPermissions

This table stores all permissions for all users when User Level permissions are used. Each
permission for each user is stored as an individual record. PermissionID relates to the
permissions table.

Users

This table stores all user information including userID and Password information. Also stored here
is info relating to user as an http viewer. When a user is added to iSynergy, relevant information
is stored in the user table. When permissions are applied to that user, the userID from the user
table is entered into the userpermissions table with each associated permission. If the user is
then added to a group, an entry is made into the usertogroup table, and is associated by userID
through this table to the group permissions table that stores permissions by groupid.

UserToGroup

This table stores the information as to which users are assigned to which groups.
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ISynergy Conceptual Schema
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