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I. Prologue

The most efficient way to use this manual is to first read Section II-Overview

By reading Section Il, you will gain a general knowledge about how VFILER fits into the
document management landscape. The next step should be to create the “Proof of Delivery”
workflow discussed in Section IlI-How to use it. Upon completion of Section lll, you will have
a foundation on which you can build more advanced workflows.

The installation of VFILER includes sample workflows and sample data. Within the path of
C:\Work area and demodata\Documentation is a pdf document “The Perfect Demo”. Print
and read the document. Run the four workflows described within the document and retrieve
your documents after processing. Becoming very familiar with these workflows will allow you
sell or use the product more effectively.

Note: You are encouraged to modify the sample workflows to your own specifications. The
workflows and related data are stored in C:\Work area and demodata\vFILERDATA Backup and
can be restored easily.
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Il. Overview

A. VFILER
VFILER is a sophisticated document processing application.

VFILER is NOT a scanning solution. There are no TWAIN or ISIS scanner drivers nor
scanning software included within vFILER. The manufacturers of scanners and Multi-
Function Printers (MFP) provide the most optimized drivers and software for their own
equipment. VFILER is device independent. VFILER can process virtually any image type;
however, maximum image processing capability can best be performed on Group IV single
or multi-page TIF documents.

The VFILER begins to work only AFTER an image has been created. That process is called
Capture.

There are two methods to capture images. The first is Capture from Email. This process
interfaces with MS Outlook and provides many features and options to capture
attachments and text body of received emails. The other capture method is Capture from
Folder. This process monitors a user-defined folder (hot folder) and sub folders to
capture a variety of image types.

A workflow is defined as a series of user-defined steps used to process images into a
repository for future retrieval.

A repository is defined as a central location of documents organized in specific ways to
facilitate retrieval. VvFILER is an imaging application designed for a production
environment.

With features such as, Bar Code Recognition (1D and 2D), Zone or Full OCR, Indexer with
database lookup, Metadata Writer, Forms Recognition, OMR and Publishing components,
VFILER can process thousands of “validated” documents per workstation, per day.

The value proposition of VFILER is derived from its “open” architecture design. The
leveraging of free or low cost technologies to perform sophisticated imaging functions
provides significant value when compared to competing “locked-in” proprietary solutions.
The features of VFILER can be best leveraged when the documents and the databases
allow for complete operator unattended, validated workflows that save considerable time
and labor expense.

VFILER is a desktop (workstation) indexing application that can update shared server files.
The VFILER license is for the desktop only. The “unlimited users”, client-based inquiry
program (two methods) PDRwin is included with the desktop license for vFILER.

Note: VFILER can be installed on server platforms; however, it will run as an application,
not as a service. Scalability can be best achieved by “load balancing” through the
deployment of multiple indexing workstations.

The main function of VFILER is indexing. VFILER is “middleware” that resides within a
Microsoft operating environment. Documents are captured from user defined Microsoft
folders or Outlook email...documents are processed through user defined indexing
processes (manual, semi-automatic or automatic)...and documents are published by vFILER
to a user defined Microsoft repository (Explorer, Access, or ODBC compliant databases).
VFILER is tightly integrated with Microsoft tools; such as, Outlook and Explorer. In
addition, free software from Microsoft and Adobe, such as, Indexing Services, Windows
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Explorer, and the free downloadable Adobe Reader and PDF iFilter are used in conjunction
with VFILER.

Installation Planning

It is important to prepare for the implementation of a document management system.
Review the documents that will be archived.

- What is the quality?

- Who uses them?

- How are the documents retrieved?

- How are they organized now?

- The most important factor to consider is: How will the documents be retrieved?

Knowing the criteria to retrieve the documents will dictate the required processes to
design into workflows. The method of retrieval is also important. Some businesses are
content with using Windows Explorer to browse through folders and files. Other
businesses require a backend database with which to retrieve the documents. With
VFILER, a user can select the preferred indexing technology and backend database.
(Note: MS Indexing Services is a free, robust indexing system discussed later in this
manual) .

VFILER supports Indexing Services, Access and ODBC compliant backend databases. Other
business users might prefer to use the cataloging feature of Adobe 5.0, 6.0 or 7.0
Professional in conjunction with the free Adobe Reader. (Section Ill, E) There are many
considerations when planning a document management system. Plan ahead. Once the
documents are scanned and archived, it is labor intensive to re-scan or re-organize the
images!

Image formats

PDF is a preferred format, especially as the repository image format, due to its
acceptance as a legal form. PDF documents are the defacto standard format used by the
internet. PDF documents contain metadata which is updated by VFILER for retrieval
purposes. Group Il or IV single or multi-page TIF formats are preferred as the capture
image because of advanced image processing capability. VFILER can convert the TIF
images to a PDF image as a user defined component.

Metadata

Using the vFILER component Metadata Writer or Convert to PDF, indexing data are
permanently stored within the document. Review the metadata contents of a PDF
document by opening a PDF document and selecting: file>properties>summary. Metadata
is defined as the contents of Subject, Title, Author and Keywords.

The metadata of a PDF document is one method VFILER uses to automatically store
important “indexing” data for retrieval purposes. Note: Because the “indexing” data are
stored within the document, if the “index” becomes corrupted, the “index” can be re-
generated quickly and easily using MS Indexing Service.

In addition, VFILER contains a function called RESTORE which can read PDF metadata and
automatically generate or re-generate the backend database in the event of corruption or
lose. VFILER users can select a variety of methods to retrieve documents quickly and
economically in a multi-user environment via client based or browser inquiry tools.
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E. Databases- Front-End and Back-End

A front end database is used to facilitate the “indexing” of data. Via the database lookup
feature of VFILER, a workflow can be designed to validate against a database, extract
related information, and update the retrieval indexes or backend databases.

Accounting systems usually can export to MS Access, MS Excel or have a direct ODBC
compliant connection, which can then be used as a front end database for validation and
extraction functions. Validation is important to insure the reliability of indexing data. In
addition, the validation and extraction of related data can be used to create automated
workflows precluding the need of manual indexing.

A backend database, MS Access or ODBC compliant, can be used by VFILER to store the
retrieval “keys” and the path to the images. Advanced backend databases can be used by
VFILER including MSDE, MS SQL, IBM DB2, etc. PDRwin is an unlimited client desktop
retrieval program, included with VFILER, used to access images from the Access or ODBC
compliant backend databases or Indexing Services.

F. VFILER-Operational Considerations.

Workflows are designed within VFILER to capture, process, publish and retrieve virtually
any document type. A user must define the source of the images for the capture
component (folder or email). A user must define the various processing steps required,
with an emphasis on “indexing”. A user must define how the images are to be processed
into the repository. A user must define the method of retrieval

Many processing functions are dependent on the quality and type of document to be
processed. For example, a dot matrix document may not be suitable for a Zone OCR
process or bar code recognition. A complete analysis of each document, for each
application, is required to determine what processes can be automated.

Workflows are created based upon the type of document that is being processed, (e.g.,
credit applications or proof of delivery). The workflow designer should name the
workflows accordingly. Following the “designing” of a workflow, by selecting Design, a
user can process a single workflow or multiple workflows simultaneously.

WORKFLOWS

Hamne

- Use the RUN button to begin the VFILER process.

- Use the STOP button to end a vFILER process.

- Use the LOAD button to include the selected workflow into the VFILER process.

- Use the UNLOAD button to remove the selected workflow from the VFILER process.
- Use the DESIGN button to create or modify workflows.

- Use the VERIFY button to test the logic and setup of a workflow.

- Use the OPTIONS button to customize run time processes.

- Use the LOG button to audit a vFILER process.

- Use the CLEAR button to clear folder cache, email cache and unprocessed jobs.

Note: Use the desigh mode setting in Capture from Folder for
demonstration and design purposes. The “captured” images will
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NOT be deleted. To process sample images again, use the CLEAR
button (folder or email cache option). The password for clearing
unprocessed jobs (work in process) is CLEARJOBS.

Use the RESTORE button to generate or re-generate a backend database from the
metadata of PDF documents.

Use the ABOUT button to view the number of launches and images to process that are
remaining for the evaluation period.

By properly planning the imaging project, taking into consideration the types of
documents to process, what data is available for validation, extraction and indexing, and
how the documents are to be retrieved... your imaging project will be successful.
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I1l. How to Use It

A. Create User Defined Variables

The first step in creating a VFILER workflow is to

- create User Defined Variables (UDV).

BASIC User Guide

- determine what databases with which vFILER can interact

- what “indexing fields” are intended for use

- the repository folder/file structure to use

- identify what indexed system or database to use for retrieval purposes.

Before launching VFILER, document each field name, the size (number of characters), the
type (text, integer, date, currency), and how it is entered (manually, from a pull down
list, from a database, from zone OCR, from a barcode, as a constant, required field or not
or mask required). The following layout will be helpful to plan the designing of User

Defined Variables (UDV)

User Defined Variable Layout
Document Name

Front end Database

Back end Database

Date

Designer

Variable #1 Name
Size

Type

Entered

Required
Mask Required
Used in Folder structure
Used in File structure
Repeat for User Defined Variables # 1 through nth.

Name of collection of user
defined variables

Name of front end database
Path (location) of front end
database

Name of back end database
Path (location) of back end
database

characters

Text, Integer, Date or Currency
Manually, From a List, From a
Database, Constant, From OCR,
From Barcode

Yes or No

Yes or No

Yes or No

Yes or No

User defined variables are entered within the Design component under the step
“Indexing”. After documenting all required user defined variables, begin to build a
workflow. User defined variables can be stored within the UDV Library using the “Save”

option within Indexer setup for use by other workflows.

B. Create a Workflow Example: Proof of Deliveries

The documents this workflow will process are common with anyone who delivers
merchandise or services to another. The customer’s signature is required to prove that
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the products or services have been received. Typically, this is done through a manual
filing system that can be cumbersome to use and is not easily managed. VFILER can
process the scanned documents, index them, file them electronically and retrieve them
from any workstation.

The vFILER demonstration software includes 5 sample documents located in C:\Work area
and demodata\My Input\Northwind Tifs, file names are 11072.TIF through 11076.TIF.

The variables required for indexing in this sample workflow are:

Variable #1- InvoiceNumber, 5 characters, Text, Manual, Required, No mask, only used in
File structure.

Variable #2- CustomerName, 25 characters, Text, Manual, Required, No mask, only used in
Folder structure

Variable #3- InvoiceDate, 12 characters, Date, Manual, Required, No mask, only used in
File structure

Variable #4- InvoiceAmount, 10 characters, Currency, Required, No mask, only used in File
structure.

Note: The names assigned for User Defined Variables can be automatically
assigned as column headings of the backend database for purposes of
retrieval (see Publish to Database).

Launch the vFILER program by double clicking the vFILER.exe file found in C:\ Work area
and demodata. The “splash” screen will appear. It indicates the remaining number of
launches available and the remaining number of documents to publish during the
evaluation period.

Select the Design component. See below.

F B ¥ o X

Design  Veify  Options  Log Ele:al Restore  About

WORKFLOWS
Marne Status | Tolndex | Aborted | Processed | Active | Last process

Select “New” Workflow. See below.

. WorkFlow Designer E][E”g
‘WorkFlow Edit  Capture  Process  Publish  Help

1 &

WELCOME

Create new or open the existing WorkFlow

(& Open |
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Enter Workflow Name- “Proof of Delivery”. See Below.

Optionally, enter a description.

Place a “checkmark” on Capture from Folder, Indexer, and Publish to Folder. See below.
Select OK. See below.

Define New WorkF low

X

Mame |F'r00f af Deliveny

Description

Proceszes |w| Capture From Folder
Capture From Outlook
v Indexer
M etadata writer
[l Publish To Folder
Publish To Databaze

0K I Cancel

C. Design- Capture from Folder

The program will display the Proof of Delivery workflow name. The component, Capture

from Folder, will be highlighted and the Capture from Folder options are available for user
input. See below.

a2 WorkFElow Designer,

Workflow Edit Capture Process Publish  Help

H @ % x @ =) g
Proof of Delivery

o A= n Ml 2 LBy By By

CaptureFromF older Optiohz ] File bypes ]
Indexer

PublizhT oFalder

Input path and options

v Include Subfolders

Search Mask for file name |

Criterion of search in file |

ki
Case Sensitive [
[T Date from l—_l l—_|
[~ Size larger ,—i’ ,—i[

Post proceszing

' Pmduction mode | Docukrents will be deleted and cache turned OFF

i Design mode

Idle palls: |30 = Buzy polls: |1 =

Note: Within the folder C:\Work area and demodataWy Input\Northwind
TIFs there are 5 sample Proof of Delivery documents. Use Windows

Explorer to navigate to this folder. Open the document (s) 11072.TIF
through 11076.TIF) to become familiar with them.

In VFILER Workflow Designer , use the browse (ellipse) button, at the end of Input path

and options, to navigate to the C:\Work area and demodataWy Input\Northwind TIFs
folder and select OK. (see below)
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# WorkF low Designer

Woarkflow Edit Capture Process Publish  Help

TEEHE S X 2a gEXlalyid BE B
Proof of Delivery

Options ] File: types ]

Indexer

PublishT oF older Input path and options

BASIC User Guide
AEE

|C:\W0rk area and demodatasky InputhMorthwind Tifs
v Include Subfolders

Search ask. for file name |11U?1

Criterion of search in file |

Casze Sensitive [

[~ Date from
[ Size larger = 2

Fost processing
" Production made

% Design mode Documents will be retained and cache turned ON

Idle palls: 30 v Buszy polls: |1 v

Cptional text string to find anly files containing this text, Several masks (delimited by commas) may be specified.

Enter “1107*” in “Search Mask for file name” (see above). This will capture only

documents starting with 1107.

Skip the search options section and select the “Design mode” option under post
processing. This will allow the processing of the same documents multiple times while
learning VFILER. In production work, the setting would be “Production mode”.

Use the default polling sequences of 30 second idle poll (number of seconds between
attempts to find documents within the designated folder) and 1 second busy poll (number

of seconds between processing of found documents).

To reduce processing overhead during production, set the Idle polling interval higher. See

below.

Options l File types

Input path and options

|E: YWork. area and demodatahty InputsMorthwind Tifs J
v Include Subfolders

Search Mask for file name |'I 107

Criterion of search in file | ﬂ
Caze Sensitive [
[~ Date from l—_l ’—_I
[~ Size larger ,—i’ *

Post processing

" Production mode

' Design mode Daocuments witl be retained and cache turned ON

Idle pollz: |30 ¥ By polls: 1 ¥
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Select File Types tab. Select Tif documents. (see below)

+#r WorkFlow Designer
Workflow Edit Capture Process Publish  Help

HEEE & X 22 dEElamny ld GE| B

Proof of Delivery

CaptureFromF older Options  File bpes ]
|ndexer -
FublishT oF older Attachments processing

[ Process attachments of the file types selected below

pub Microsaft Publizher s
rar Archive File )
rags Sun Razster Image File

Taw R aw File Format

ile Wwindows / CompuServe FLE File

i MIDI File

itf Rich Text Format Filz

zhd Windows Audio File

np Microzoft Excel Snapzhot File

taa True Wision T arga File

T agged Image File Format
Liff Tagaged Image File Format
tub Pairt Shop Pro Image Tube
bt Text File
e UUEncoded File 0
way Windows Audio File

way Windows Audio Files
WA Media Playlist
wk1 I s 173 Files hs
< S
Sort by ...
. Select Al

Allfile types: 134 {* Eutenszion =

Selected file typez: 1 ~ Descrint | ot St |
Escnplion LClear Selection

D. Design- Indexer
Select Indexer from workflow operations (on left, below Capture from Folder).
Select “+” (to add a new variable). See below.

Note: The “+” button is used to add a variable to the workflow. The “-“is
used to delete a variable from the workflow. The up and down
arrows are used to re-order the variables within a workflow. The
Add button is used to create a new variable in the workflow FROM
the variable library. The Save button is used to save a variable from
the workflow INTO the variable library. The Remove button us used
to remove variables FROM the variable library.
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+# WorkFlow Designer | E| X_|

Workflow  Edit  Capture  Process  Publish  Help
HEHBRE X 2a @ lile B B
Proof of Delivery
tureFromFoIdel Library af User Defined ¥ ariable:
ndexer
PublizhT oFolder ’7I LI Add I Save I Remove I
If multiple records found |~ Auto Start
I~ Uze First Becord I Allow Auto Indexing
I Wirite &l Records Enter path far Suto Export for not-indexed fles if Suto [ndexing is OF
IC: W'ork area and demodatahndesing Expartt
Gl Gl EE:'I l:.l Retain Source Folder Names 7 # of Levels IS 3,
Adding New Variable |z|
—Enter Yariable Properties:
Wariable Mame: I
Wariable Typpe: IText ;I
Maximum length |25 =
Help: I
e Cancel |
&dd variable /A

Enter in Variable Name “InvoiceNumber”. vFILER will not allow entry of an invalid
character, such as a space. Optionally, use a “_” (underscore). .

Select Text.

Change number of characters to 5.

Optionally, enter data into the Help section. This data will display during the indexing
step to assist the operator (indexer).

Select the Yes button. See below.

Adding New Variable

[}
Enter Varisble Propetties:———————————————
“ariable Mame: W
Wariable Type: IText -
Maximum length |5 ﬁ
Help: I
Yes Cancel |

Verify entry mode is Manual (default), Field Required is checked (default). Select Auto
Start (the document will display automatically after captured) See below.
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a2 WorkFElow Designer,

Workflow Edit Capture Process  Publish  Help

HEHBS X ea/@ilall?ld b B
Proof of Delivery

CaptureFramF older Library af User Defined % ariables

PublishT oF older | =] | save | |

If multiple records found v Au t
™ Use First Record [ Allow Auto Indexing
[~ ‘white All Records J
r >
InvoiceNumber
Entry Mode: | taruial j
Caption: |
Help: |
M aximum length |5
[v Field Fequired? [

Repeat these steps until all variables (1-4) are built using the following parameters:
- Variable #1- InvoiceNumber, 5 characters, Text, Manual, Required.
- Variable #2- CustomerName, 25 characters, Text, Manual, Required.
- Variable #3- InvoiceDate, 12 characters, Date, Manual, Required.

- Variable #4- InvoiceAmount, 10 characters, Currency, Manual, Required.

E. Design- Convertto PDF

Select Convert to PDF component from Process pull down menu (see below)

3¢ WorkF low Designer

wiorkflow  Edit  Capture NEGIE=EN Publish  Help

X B By & | < mdedng Il P BB B

agh
Proof of d ke
}= Convert To PDF

CaptureFramFold i
ApUET TR nCel ,f??n Metadaka Writer il
PublishT oF clder Il Barcode Reader | |_save | |
¥ Imprintin -
printing | v :

LU= First Becord Allow Ayt Indesing

Using the (up) arrow, move Convert to PDF to below Indexer and above Publish to Folder.
(see below)
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¥ WorkF low Designer

Workflow Edit  Capture Process Publish  Help
HEHEBES X ea @i llimneld BE B
Proof of delivery

EaEtureFleFDldEI Library of User Defined W ariables

Convert ToPDF | j | Save | |

PublizhT oF older

If multiple records found [v Auto Start
™ Use First Record [T Allow &uto Indexing
I wiite Al B ecords J

2[5]o|=| | et P E

| |voiceM urnber
+] CustomerMarme
|rwoiceD ate Entry Mode: | I anual j

=] Invoicetmount

InvoiceNumber

Captian: ||nv0iceNumber
Help: |

Maximum length |5

Iv Field Required? [

The following screen will appear when you select Convert to PDF. This component is used
when the “source” image format is Tif and the designer wishes to populate the PDF
metadata with data accumulated during workflow processing. The metadata can then be
searched by using the PDRwin (client). If the “source” document is a PDF format, the
correct component to populate metadata is Metadata Writer.

- WorkFlow Designer |:| |E| |X|

“Workflow Edit  Capture Process  Publish  Help

HEEBRe | ¢X e @E LNy L BE B
Proof of delivery

CaptureFromFolder
Indexer

Authar
PublishT oF older

Subject

F
F
Title F
F

Kepwords

+- Spstem
+/- From CaptureFromFolder
-+ Fram Indexer

Expand From Indexer by selecting the “+”. The four variables added during the Indexer
step will appear. See below
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- WorkFlow Designer

“Workflow Edit  Capture Process  Publish  Help
HEAEDBS ¢X e @R a2l Bes B
Proof of delivery

CaptureFromFolder
|

Authar

Subject

Title

Kepwords

F
F
F
]

[E38 51 stem

[+ From CaptureFromFalder
=1 From Indeser
[IrwvoiceMumber]

[ [Customert ame]

- [InvoiceD ate]

o [Imvaoicedmount]

Highlight InvoiceNumber by clicking on it.

In a separate operation, “drag” the variable to the metadata field called Author and
release. The variable name should appear in the property.

- WorkFlow Designer |:||E||X|
‘“Workflow Edit Capture Process  Publish  Help
TEEERES ¢ X ea X Laeame il b B

Proof of delivery

CaptureFromFolder
Indexer

ConvertTaPDF
PublishT oF older

Authar

Subject F
Title F

Keywards F

[+ System

[+ From CaptureFromFalder
=1 From Indeser
[IrwvoiceMumber]

[ [Customert ame]

- [InvoiceD ate]

o [Imvaoicedmount]

Repeat these steps for the following variables: InvoiceNumber to Author, CustomerName
to Subject, InvoiceDate to Title and InvoiceAmount to Keywords. See below.
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- WorkFlow Designer

“Workflow Edit  Capture Process  Publish  Help
TaAHBES ¢X a @il-aneyldbih B
Proof of delivery

CaptureFromFolder
Indexer

Authar
PublishT oF older

Subject

Customer ame

Title

Kepwords

+- Spstem

+/- From CaptureFromFolder

—|- From Indexer
[IrwvoiceMumber]
[Customert ame]
[Irwoicel ate]
[Irvoicedmant]

Each metadata variable (e.g. Subject) allows 256 characters. Indexing Services will
“index” the variables irrespective of the location.

F. Design- Publish to Folder
Select Publish to Folder from the operations (on left, below Convert to PDF)

Using the browse (ellipse) button, at the end of Output path, point to C:\Work area and
demodataWy Output. See below.

- WorkFlow Designer

“Workflow Edit  Capture Process  Publish  Help
TaAHBES ¢X a @il-aneyldbih B
Proof of delivery

CaptureFromFolder

Indexer :
CoraertTaPOF Output path |E.\Work area and demodatatMy Output

PublizhT oF alder File management when duplicate files Page management for TIF images OMLY

[far all types] Select the action to be taken when a file of the
&+ ‘wiite with sequence number [9939] zame hame already exists in the output folder
" Owvenmrite existing file v
¢ Do MOT ovenwrite [zkip) r

Folder name  Orag and drop variables to create a dynamic foider

|

File name Drag and drop variables to create g meaningiul file systerm

|

+- Spstem
+/- From CaptureFromFolder
+- From Indexer

For purposes of this simple workflow, create a dynamic folder structure as follows:
C\Wrk area and denpdata
\'My Qut put
\ PODS
\ ABC Conpany (Cust omer Nane)

\ 2004 (from systemvari abl e SystenDateTi me usi ng a mask of YYYY —
| ong year)
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\01 January (fromsystemvariabl es SystenDateTi me usi ng masks
mm -short month AND nmmm - | ong nont h)

File Name = | nvoi ceNunber, |nvoi ceDate.
\ 02 February
File Nane = | nvoi ceNunber, |nvoiceDate.
\ 03 March
File Nanme = Invoi ceNunber, |nvoiceDate

Position the cursor to the small blue “block” under Folder Name section and click once.
The blue should turn to white. Type in the words “PODS” and depress Enter. When the
workflow runs, the “PODS” sub-folder will be created automatically. Position the cursor
to the right of “PODS” (under the Folder Section) and depress Insert (or right click to
allow selection of Insert/Delete). Another block will appear. Type a “\” and depress
Enter. This will designate a “sub-folder” to follow. Position the cursor to the “+”, left of
From Indexer and click once to “expand” it. The available variables will appear. Position
the cursor to the variable named “CustomerName” and click once. It will be highlighted
in blue. In a separate step, “drag” the variable to the right of “\” (under the Folder
Section) and release. The variable name will appear to the right of “\”. Position the
cursor to the right of the variable “CustomerName” and depress Insert (or right click to
allow selection of Insert/Delete). Another block will appear. Type a “\” and depress
Enter. This will designate a “sub-folder” to follow. See below.

1 WorkF low Designern
Workflow Edit Capture Process Publish  Help

HEHES ¢X ea @i llimnel BE B

Proof of delivery

CaptureFromFalder

?::::r[tToPDF Dutput path |C:Work area and demadatashy Output J
PublizhT oF older File management when duplicate files Page management for TIF images OMLY
[far &ll types) Select the action to be taken when a file of the
{* ‘wiite with sequence number [3333) zame name already exists in the output folder
" Ovenwrite existing file =
" Do MOT ovemarite [zkip) -

Folder name  Orag and driop variables to create @ dynamic folder

— ————
PODS |4 [CustomerMame]

File name DOrag and drop variables to create a meaningfol flie system

== +- Spstem
-z PODS +|- Fram CaptureFromFalder
== CustomerName =) From Indexer
[IreeniceMurnber]

[Cuztommert ame]
[Irvoicelate]
[Irvoicedmount]

Position the cursor to the “+”, left of System and click once to “expand” it. The available
variables will appear. Position the cursor to the variable “SystemDateTime” and click
once. It will be highlighted in blue. In a separate step, “drag” the variable to the right of
“\” (under the Folder Section) and release. The variable name will appear to the right of
“\”. (Note: this will be used for the YYYY (year) folder). See below.
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- WorkFlow Designer
“Workflow Edit  Capture Process  Publish  Help

HTEHERELS ¢4X 2ca G2 lill 2l e B

Proof of delivery

CaptureFromFolder

?::\T:ETDPDF Output path |E:\W0rk area and demodatatty Output J
PublizhT oF alder File management when duplicate files Page management for TIF images OMLY
[far all types] Select the action to be taken when a file of the
&+ ‘wiite with sequence number [9939] zame hame already exists in the output folder
™ Dvenwiite existing file =
" Do NOT ovenwrite [zkip) i

Folder name  Orag and drop variables to create a dynamic foider

File name Drag and drop variables to create g meaningiul file systerm

== = System
—-= PODS [SpstemD ateTime]
== CustomerN ame [Uzert ame]
—-(= 2005-06-03T15_20_35 [Computert ame]
[FlawvaM arne]
(D]
+/- From CaptureFromFolder
= From Indexer
[IrvoiceMumber]
[Customert ame]
[Irveoicel ate]

[lrvoiceAmoynt]

Position the cursor to the right of the variable “SystemDateTime” and depress Insert (or
right click to allow selection of Insert/Delete). Another block will appear. Type a “\” and
depress Enter. This will designate a “sub folder” to follow. Position the cursor, again, to
the system variable “SystemDateTime” and click once. It will be highlighted in blue. In a
separate step, “drag” the variable to the right of the “\” (under the Folder Section) and
release. Another occurrence of “SystemDateTime” will appear to the right of “\”. (Note:
this will be used for the (Month) folder) See below.
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- WorkFlow Designer
“Workflow Edit  Capture Process  Publish  Help

ITEFRE ¢X ea@E AAamed

Proof of delivery

CaptureFromFolder

BB B

File management when duplicate files

[for all tppes]
" Wiite with sequence number [3939]
™ Dvenwiite existing file

" Do NOT ovenwrite [zkip)

Indeser :
ot oPDF Output path |C.\W’0rk area and demodataitdy Output

PublishT oFolder

Page management for TIF images OMLY
Select the action to be taken when a file of the
zame hame already exists in the output folder
i+
i

Folder name  Orag and drop variables to create a dynamic foider

-

File name Drag and drop variables to create g meaningiul file systerm
== = System
—-= PODS [SpstemD ateTime]
== CustomerN ame [Uzert ame]
—-(= 2005-06-03T15_20_35 [Computert ame]
-l 2005-06-03T15_20_35 [FloveM arne]
B (D]
+/- From CaptureFromFolder
= From Indexer
[IrvoiceMumber]
[Customert ame]
[Irveoicel ate]
[lrvoiceAmoynt]

Position the cursor BELOW the first occurrence of “SystemDateTime” and double-click.

The Mask Editor window will appear. See below.

=
Mask Editor

Input mazk. M
Test sting

|2DDS-03-09T1 B:47.23 j
Fesult

|EDDS—D}DST1 B:47:23

X cocs
I r -

Enter “YYYY” and see that the “Result” is this year. Select OK. See below.

Input mask, M
[reee
Test shing
|2005-03-UST1 g:47.23 j
Result
[2005
1 H T

Position the cursor BELOW the second occurrence of “SystemDateTime” and double-click.
The Mask editor will appear again. Enter “MM MMMM” and see that the “Result” is month

in short, numeric form and alpha. Select OK See below.
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Input mask, M
[t MR
Test sting
|2005-03-09T1E.51 1 j
Result
|03 Mar
W 0K x Cancel |

Confirm the “setup” is accurate by reviewing the graphical representation below. To
delete any block, position the cursor and depress Delete. The final result will appear as
below.

- WorkFlow Designer

“Workflow Edit  Capture Process  Publish  Help

HTEHERELS ¢4X 2ca G2 lill 2l e B

Proof of delivery

CaptureFromFolder

lé]::::r[tToPDF Output path |E:\W0rk area and demodatatty Dutput J
PublizhT oF alder File management when duplicate files Page management for TIF images OMLY
[far all types] Select the action to be taken when a file of the
&+ ‘wiite with sequence number [9939] zame hame already exists in the output folder
™ Owvenwrite existing file i
¢ Do MOT ovenwrite [zkip) r

Folder name  Orag and drop variables to create a dynamic foider
L1 L1 I

| -
FPODS 5 [CustomerName] b [SvstemDateTime] & [SyetemDateTime]
Y

File name Drag and drop variables to create g meaningiul file systerm

- = = System
—-= PODS [SpstemD ateTime]
== CustomerN ame [Uzert ame]
—-(= 2005 [Cormputert arme]
—-2= 06 June [FlavaM ame]
o]
+/- From CaptureFromFolder
= From Indexer
[IrvvoiceMumber]
[Customert ame]
[Irveoicel ate]
[rvoicetmoynt]

Use the Mask Editor to “parse” any variable. Position the cursor below ANY variable and
double-click. The Mask editor pop-up menu will appear. This function will allow the
ability to “parse” the contents of any variable. For example, the result of a database
lookup column may be “123456-9999”. The “-9999” may be superfluous data in designing
a required folder or file system. The simple mask of: CCCCCCXXXXX would result in
“12345”. Sophisticated masks are available. Use the on-line instructions and the
imbedded “test” program to verify the logic. Plan the folder and file structures to
maximize their efficiencies. After finalizing the folder structure and confirming the
structure by reviewing the graphical presentation on the screen, proceed to design the

file structure.

To build the file system according to the schema presented earlier, position the cursor to
the “+”, left of From Indexer and click once to “expand” it. The available variables will
appear. See below.
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- WorkFlow Designer
“Workflow Edit  Capture Process  Publish  Help

HTEHERELS ¢4X 2ca G2 lill 2l e B

Proof of delivery

CaptureFromFolder

?::\T:ETDPDF Output path |E:\W0rk area and demodatatty Output J
PublizhT oF alder File management when duplicate files Page management for TIF images OMLY
[far all types] Select the action to be taken when a file of the
&+ ‘wiite with sequence number [9939] zame hame already exists in the output folder
™ Dvenwiite existing file =
" Do NOT ovenwrite [zkip) i

Folder name  Orag and drop variables to create a dynamic foider

L1 | - L1 I
FODS % [CustomerMame] b [SystemDateTime] & [SystemD ateTime]
Y

File name Drag and drop variables to create g meaningiul file systerm

== = System
—-= PODS [SpstemD ateTime]
== CustomerN ame [Uzert ame]
—-(= 2005 [Cormputert arme]
-2 06 June [FlowM ame]
(D]
+/- From CaptureFromFolder
= From Indexer
[IrvoiceMumber]
[Customert ame]
[Irveoicel ate]

[lrvoiceAmoynt]

Position the cursor to the variable named “InvoiceNumber” and click once. It will be
highlighted in blue. In a separate step, “drag” the variable to the File Section and
release. The variable name will appear. Position the cursor to the right of
“InvoiceNumber” (under File Section) and depress Insert (or right click to allow selection
of Insert/Delete) . Another block will appear. Type a “space” and depress Enter. This
will designate a “space” between file names. File names can be 256 characters. Use the
order of file names wisely so they appear in the order desired. Position the cursor on the
From Indexer variable “InvoiceDate” and click once. It will be highlighted in blue. In a
separate step, “drag” the variable to the right of the space entered (under File Section)
and release. The variable name will appear. Position the cursor to the right of
InvoiceDate and depress Insert (or right click to allow selection of Insert/Delete) . Type a
“space” and depress Enter. Position the cursor to From Indexer variable InvoiceAmount.
It will be highlighted in blue. In a separate step, “drag” the variable to the right of the
space entered (under File Section) and release. Verify that the file and folder structure is
correct. (See below)
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¥ WorkF low Designer

Workflow Edit  Capture Process Publish  Help

TEHERES 44X Ba SElall il i B

Proof of delivery

CaptureFromFalder

Indexer . Output path |E:\Work area and demodatatMy Output J
File management when duplicate files Page management for TIF images OMLY
[for all types) Select the action to be taken when a file of the
(% ‘wiite with sequence number [3393) zame name already exists in the output folder
" Ovenarite exizting file v
" Do MNOT ovensrite [skip] 3

Folder name  Orag and drop variabies to create a denamic folder
L L i

L
PODS | % [CustomerMame] % [SesterD ateTime] % [SpstemDateTime]
Y

File name DOrag and drop variables to create a meaningfol flie system

== = System
--[= PODS [SystemDateTime]
-2 Customerame [Uzert ame]
== 2005 [Camputert ame]
- 06 June [FlowiM ame]
InvoiceMumber [nvoicel ate [rvoicedmont [ID]
+/- Fram CaptureFromFolder
|- From [ndexer
[IrvoiceMumber]
[Custornert ame]
[Irwvoicel ate]

[l oicefmouynt]

Use the Mask Editor for file names by following the instructions provided earlier for
folders. Unlimited folders can be published using multiple Publish to Folder components.
To add an additional Publish to Folder component, select Publish from the vFILER menu,
select Publish to Folder. A new Publish to Folder component will be added to the
workflow (which must be configured). Each Publish to Folder component can create a
unique output dynamic folder structure.

Save the workflow by clicking on the “floppy disk” icon or select the “workflow” menu to
save/save as. Although you may save the workflow to any location, workflows are
normally saved in C:\Workarea and demodata\Workflows. Exit the Design window by
selecting “X” (upper right option) or by selecting workflow>exit or Alt-X.

Note: The workflow name can be changed by selecting workflow
properties. (see below)

+#r WorkFlow Designer
VOWEIEEE Edit Capture  Process  Publish  Help

H Mew WarkFlow g @,—, @ 3@: oL‘

@ Cpen

Save

3

Save fs Output path  [Ciwork area
‘Workflow properties File management wher duplii

% Set Password [fior all types)

{» wirite with zequence nul

Exit Bt LB
; " Overwite existing file

This was a very simple workflow. More sophisticated and elaborate workflows can be
designed that would include other vFILER components including: Capture from Email,
Database Lookup and Publish to Database. VFILER has other advanced components (zone
OCR, Bar Code Recognition) for designing automated flows.
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To run the saved workflow “Proof of Delivery”, LOAD the workflow to the workflows to be
processed. (VFILER can simultaneously run multiple workflows) by selecting the LOAD
button. Select the Proof of Delivery workflow from the saved location (C:\Work area and
demodata\Workflows). The workflow is ready to process. See below.

- DEMO 2.0.0. 7 DPRS

¢ @ * = 2

Eun Stop Load  Unioad  Design

B ¥ <@ X B 2

Verify  Options Log Clear  Restore  About

Mame Tolndex | Aborted | Processed | Active

@ Proof of delivery

Last process

Ef|
Proof of delivery |
Mame Status | Proce...
@ CaptureFromFalder Stopp... O
@ Indexer Stopp... O
@ ConvertTaPDF Stopp... 0
& PublishT oF older Stopp.. 10

Select the RUN button. The following screen will appear. Select the default (see below)
Select OK. VFILER will Capture, Index and Process a batch.

+# DEMO 2.0.0.7 DPRS

€ © 2 = 2 B W & X B 2

Bun Stop Load Unload Design Werfy  Option: Log Clear  Restore  About

Mame Statuz | Talndex | Aborted | Processed | Active | Last process
@ Proof of delivery

Run options |X|

—Select document processing mode:

(% Capture, Index and Process [Batch)

thiz gelection will continuously monitor the zource folder to capture
new files for subsequent continuous indexing and processing

" Capture Only [Batch)

thiz zelection will DMLY continuously monitor the source folder
to capture new files

™ Index arly [Batch)
thiz selection will DMLY allows the Indexing of captured files.

Proof of delivery Muote: setting the Auto-start Indexing option is recommended
Mame Status | Proce... " Process only [Batch]
g lCintureFromFolder gtopp... g thiz gelection will DMLY process previously Captured and Indesed files
ndexer topp...
@ ConvertToRDF Stepp. D - Eapt.ure and.lnde>.< anly [.Batch] .
@ PublishT oF aldsr Stopp.. 0 thiz selection will continuously monitor the source folder to capture new

filez and alzo allow Indexing of captured files.
Mote: zetting the Auto-start Indexing option is recommendad

™ Capture and Index only [|nteractive process)

thiz selection will capture one file at a time and will allow the indexing
of that file befare another file is captured.
Muote: select Batch process only to finish proceszing the files

x Cancel
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The workflow will begin to capture documents. Select a file (on the right, To Index) to
index by double-clicking on the file name. (11072.pdf) See below. Note: the image
would appear automatically if the Auto Start option was selected in DESIGN, Indexer. Use
the image controls (above the image) to rotate, increase/decrease the size, disable
thumbnails, etc.

Enter all appropriate indexing information. See below.

% Entry,

11072 tif
- PP il Choose action: |index to page A ,1_j
ID— Use first record B |E* - | @ & (#4859 ~|[F O 1 hd L2 ¥
I “white all records Ui Toog UTNGCU T auhayc 2
F3 call a fookup data browser T = ’
Selectal | Clearal | F
—— 2 W
@rior2 = 8  $19.00 0% $152.00
Custorner ame 1
% |Emst Handel j 0 $9.65 0% $38600
Invoicel ate 22 $1625 0"70 $35750
& | 06-03-05 |
—— 80 $33.25 0% $4,322.50
& |5476.64 |
Subtotak $5,218.00
Freight: $258.64
Totak $5,476.64
FUMITE WWITNIIIWITw I
FIV MIDDLE
£ >
31:::::::;::; et axelandindesaainy | Perfarm Action| Export | x Cancel |

Select “Save and Next” to have the next document appear automatically, or “Save and
Exit”, or “Save and Index Again” or “Export” to another folder (in case of bad scans,
wrong data, etc), or “Cancel” to exit Indexing and not process the remaining
document(s). The indexing information for the five documents is:

InvoiceNumber CustomerName InvoiceDate  InvoiceAmount

11072 Ernst Handel Sep 09 2003 5476.54

11073 Pericles Cornidas clasica Sep 09 2003 324.95

11074 Simons bistro Sep 09 2003 250.52

11075 Richter Supermarket Sep 09 2003 504.29

11076 Bon app Sep 09 2003 831.03

The “international” sample documents are provided by the Microsoft Access application.

After processing all the documents (11072-11076), review the C:\Work area and
demodataWy Output\PODS to verify that the images processed properly. See below.
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| My Input
=112 My Qutput
= [ PoDs
= |2 Bon app
=2 2004

= 153 2004
|2 09 September
=l |2 Pericles Cornidas clasica
= I3 2004
| 0% September
=1 |2 Richter Supermarket
= I 2004
|2 09 September
= |2 Simons bistro
=) 2004
| 09 September

Because the Capture to Folder option was set as “Design mode”, and not “Production
mode”, the documents can be processed again. However, (very important) the software
“remembers” the documents processed via a “cache” to avoid duplicate processing when
using the “design mode. Clear the cache by selecting the Clear button and clearing
Capture from Folder or Capture from Email.. To clear “Captured documents”, which are
documents that have been captured and are awaiting indexing, (located in C:\work area
and demodata\Captured) use the password “CLEAR JOBS”.

Refer to Section IV to learn more about retrieving documents you have processed.
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IV. Retrieval- systems setup

VFILER provides various methods to access data from all workstations. All “shared”
folders must be designated accordingly, and the desired level of security must be
established for both a domain or non-domain environment. The following is an overview
of each:

Windows Explorer

VFILER uses the windows file structure (NTFS required). An authorized user can navigate
to a “shared” drive or folder and browse to the desired file. The “Search” command can
used to find any data within the folder and file structures created by vFILER.

Indexing Services Retrieval using PDRwin, client based Overview

Indexing Services is included with Windows 2000, Windows XP Pro, and Windows Server.
(see Indexing Services setup) Using the free downloadable Adobe iFilter 6.0 (see Adobe
iFilter installation), sophisticated searches can be performed on PDF documents using
PDRwin, a client based program from any workstation.

Indexing Services setup
This is an enterprise level program developed by Microsoft that is easy to setup.
The following decisions should be made prior to Indexing Services setup:

*Where will the catalog file (index) be stored and what will it be named? The
recommended name is Repository. The recommended location is C:\WINDOWS\system32.
The instructions for Indexing Services setup reflect this decision.

*Where are images stored? That is the “path(s)” that the catalog must manage. The

R — instructions reflect an image path of: C:\Work area and
demodataWy Output
= RS —J My Documents *Should separate directories (scope) be created for each
[ [ n— Larvrecencoocments » || application? The instructions reflect a directory path of
[(a gulsl Ice Oukiool & -
) My Pictures 1 C:\Work area and demodata\My Output.
Microsoft Office \Word 2003 ) My Music . . .
= [ — When the above questions are answered, Indexing Services
k Adobe Reader 6.0 ‘J — g:;leol:e Can be SetUp.
@ Microsaft Office Excel 2003 N T . .
[ conse Menoe Right click on My Computer and select manage to enter
Y e gerr Metenekoie. | Computer Management to find Indexing Service. See
@ ;’Iécorgsuft Office Access e_; CONME  Show on Desktop below.
“=4 Printe Rename
[ ey T opons
9) Help and Suppart
,‘)Search
All Programs D 77 run...

.| Log OFF @| Shut Down

L= r@l Getting Started .doc ..,

The following screen will appear. See below.
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Computer Management (Local)

Marne

L, Swstem Tools

Event Viewer

+ Shared Folders

+ S Local Users and Groups
+-f] Performance Logs and Alerts
=) Device Manager

] @ Storage
+ Remaovable Storage
Disk. Defragmenter
Disk Management
+ Ba Services and Applications

msystem Tools
Skorage
&Services and Applications

£ >

<

Enlarge Services and Applications by selecting the “+”.

O Computer Management

Bk, Tywstem Tools

+- |5 Event Viewer

+ Shared Folders

+ S Local Users and Groups

+ @] Performance Logs and Alerts
% Device Manager

= @ Skorage
+ Removable Storage
Disk. Defragmenter
Disk Management
= 3}! Services and Applications
Services
WM Contral
+ g Indexing Service

+ % Internet Information Service

I=] File Action Wiew ‘Window Help

See below.

Marne

msystem Tools
Skorage
&Serwces and Applications

Right click on Indexing Services. The following screen will appear. See below.

] |
Start
Mew 3
All Tasks 3

New Window from Here
Properties

Help

If the service is started (Stop in BOLD) then Stop the service by selecting Stop.
If the service is stopped (Start in BOLD) then select properties. The following window will

appear. See below.
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Indexing Service Properties

Gieneration | Tracking

Inhertable Settings

I Indes files with unknown extensions

Generate abstracts

M aximum size [in characters): 320

4

| _

Select the options as shown above.

Select “Tracking” tab. See above. The following window will appear. See below.

Indexing Service Properties

Generation | Tracking

Inheritable Settings

| [#] &dd Metwark Share Alias Automatically

l I

Select the options as shown above.

Select OK.

Enlarge Indexing Services by selecting the “+”. See below.
The computer being used may display configured catalogs..

Right click on each catalog and select delete until there are no catalogs. See below.
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Mame
mSystem Tools
+-{g]] Event Viewer Glstorage

Sherediolce &Services and Applications
Local Users and Groups

Performance Logs and Alerts

Device Manager

=] @ Storage
¥ Removable Storage
Disk Defragmenter
Disk Management
= & Services and Applications
Services
WM Contral
g Indexing Service
+ % Inkernet Information Service
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Right click on Indexing Services. The following window will appear. See below.

Start
Mew 4
Al Tasks 3

Mew Window from Here
Properties

Help

Select All Tasks. The following menu will appear. See below.

I
§  start

Tune Performance

—

Select Tune Performance. The following menu will appear. See below.

Indexing Service Usage T
How often is Indexing Service used on this workstation?
Indexing Service Usage
O Used often

O Used occasionaly

) Never used

Select Customize. The following menu will appear. See below.
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Determine the level of desired performance. Pleaze note that
higher performance causes higher resource utilization.

Indexing Service Perfarmance

Lazy Instant
Indexing J
Low load High load
Quering J
0K Cancel

Slide the dials to Instant and High load as shown above. Select OK.
Note: This will allow indexing to take place immediately. Change the setting at any time.

Right click on Indexing Services. Select New, then select catalog. The following window
will appear.

Narne:

Cancel

Enter Repository in Name. Select Browse button. Browse to and select
C:\WINDOWSsystem32. The screen will appear as below. Select OK.

Location: | C¥wANDOWS system32

New Catalog Created

! Catalog will remain off-line until Indexing Service is restarted,
LY

The following menu appears. Right click Repository. Select New. Select Directory.
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O Computer Management

I=] File Action Wiew ‘Window Help

= Bm B 2 »

=) Computer Management {Local) Catalog

| Location | Size: (Mh) | Total Docs Diocs bo Index | Dieferred Fi

= ﬁ% System Tools
+ ﬁﬂ Ewvent Viewsr
+ Shared Folders
+ S Local Users and Groups
+-f] Performance Logs and Alerts
=) Device Manager

] @ Storage
+ Removable Storage
Disk. Defragmenter
Disk Management

= & Services and Applications
Services

WM Control

HHlrepo..

L CHWIN,

The following menu appears.

Add Directony

Pati: ||
Alias [UMC]:
Account Information
User Mame:

Password:

Browse

Include in Index?

@ VYes
O Mo

Cancel

BASIC User Guide

Select the Browse button and browse to C:\Workarea and demodata\My Output.
Note: This is a desktop (local) setup. For a “shared” environment, it is IAPORTANT that

Alias (UNC) be used. The proper syntax is \\computername\sharename

Upon return to Computer Management, right click on Indexing Services and select Start.

See below.

O Computer Management

g File Action Wiew Window Help

=514
& Izl e
=] Computer Management (Local) Catalog | Lacation | Size (Mb) | Total Docs Docs ko Index | Deferred
=1 s System Tools Hrepo... Clwn...
+ ﬁﬂ Event VYiewer
+ Shared Folders
+] S Local Users and Groups
+-if] Performance Logs and Alerts
=, Device Manager
= @ Storage
+ Removable Storage
Disk Defragmenter
Disk Management
= 3}3 Services and Applications
Services
WMI Contral
=1-E[f]l Repositan —
[:I Direcl
% Prope
et
= B Internet Info E:':asks :
F3
Wiew ¥
. M Window From Here
Step #1- Stop
Export List...
Step #2- un | B n pragram
Step #3- chan Properties
HHEY CLASS  Hel A445-74A9-11d0-AFGE-
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The service will start and the catalog name (Repository), the Total Docs, Docs to Index,
etc. will appear. See below.

8 Computer Management

g File Action Wew window Help
& 7 0

= Computer Management: (Local) Catalog | Location | Size (Mb) | Total Docs | Docs to Index | Deferred
=1 [, System Tools Hlrepo... ciwim.. 1 16 0 0
+ Event Viewer
+ Shared Folders
+ E Local Users and Groups
+- @] Performance Logs and Alerts
Device Manager
= @ Skorage
Removable Storage
Disk. Defragmenter
Disk Management
= & Services and Applications

% Services

WlT Control
=

Repositary
[:I Direckaries

[:I Properties

@ Query the Catalog

+ % Internet Information Service
< LN RS

Click on Properties (under Repository). Settings will appear. See below.

O Computer Management

g File Action Wiew Window Help
& | B 2
=] Computer Management (Local) Froperty Friendly Name Data Type Cached Size 1
- ﬁ% System Toals . Dzd DocPartTitles
+ Event Viewer . Oxf DacCampany
+ % shared Folders .
+ Local Users and Groups
+-@f] Performance Logs and Alerts - Ixth
- . 0x5 DoclineCount
Device Manager
< @ Strage . OxB DocParaCount
+ Remaowvable Storage g (3
Disk. Defragmenter . 0x10
Disk Management o Oxll
= & Services and Applications o 0x13
Services - Owe
WiMI Control . _pid_hlinks
= g Indexing Service . Ox2 Direckory
= [ml Repositary 03 ClassId
[:I Direckaries Oud
‘A . 05 WT_ L4 4
@ Query the Catalog . Ox6 ¥T_Ul4 4
+ % Internet Information Service Eh72sF130-,.. Ox7F YT U4 4 4
< LN RS >

Click once on the Friendly Name tab to sort that section. See Below.

8 Computer Management

g File Action Wew window Help
@ m B @
=) Computer Management {Local) Praperty Set | Praperty | Friendly N... Data Type | Cached Size | 1
=1 System Tools . Oxd Attrib WT_LI4 4
+ ] Event Viewer 0z Characterization  ¥T_LPWSTR 4
+ % Shared Folders 03 Classtd
+ Local Users and Groups of Create
+ Performance Logs and Alerts .
g Device Manager g (e Directory
i @ Storage 0x12 DocApphame
+ Removable Storage = DocAuthor
g Disk Diefragmenter 010 DocCharCount
Disk Management 0x6 DacComments
= 3}3 Services and Applications o Oaf DocCompany
Services Oxc DocCreatedTm
% WM Contral Oxza DocEditTime
= E Indexing Service 0x5 DocKeywords
=} Repository 0x8 DocLastAuthar
[ Directaries Oxb DocLastPrinted
{23 Properties Dxd DocLastSaved...
[8] Query the Catalog  [sFdscddsnz-,.. oxs DaclineCaunt
+ % Inkernet Infarmation Service feorasen-.., Oxe DocPageCount 4
< 3£ ¥
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Find the property DocTitle. Right click on DocTitle. See below.

. Oxl3 DiocSecurity
... Ox3 DocSubject
DocTemplate
02 DocTide
0xf Doch Properties
0xB FileIr Help 15 8
.. Dxa Filenzme

g Disk Management
= &5 Services and Applications
% Services
W Control
= g Indexing Service

= ['[LI Repository
[:I Directaries

Select Properties. The following window will appear. See below.

29{B5e0-4if3-1068-0b91-0B002b27b3d9 Properties [2[X] |

Property
[ 125755 0. 41131 065-ab51-05002b27b3d
Property: 0x2
Cached
Datatype: YT_LPWSTR v
Size: 4 3
Storage Level:

By default, the DocTitle property has the Cached option checked.

To search, using the index data stored in DocSubject, DocAuthor and DocKeywords, the
Cached option must be set to “checked” in each of those Properties. Those variables
have a default of NOT checked. It is common to have DocSubject, DocAuthor and
DocKeywords NOT appear initially upon the startup of Indexing Services. They will
eventually appear and must be configured properly.

The basic setup for Indexing Services is complete. Following the steps to download and
install Adobe iFilter. The Help section within Indexing Services can provide assistance
with a more sophisticated implementation.

Install Adobe iFilter

Proper installation of Adobe iFilter will cause the “index” of Indexing Services to include
PDF metadata and the searchable text of a PDF document.

Download and install the free Adobe iFilter 6.0 from: http://www.adobe.com

To rescan a directory within Indexing Services:

Re-create the index (rescan) without consequence. This is helpful in the event of
hardware failure, data corruption, changing of the configuration (e.g.- changing the
Properties to “Cached”, after installation of Adobe iFilter, etc.)

To rescan a directory, click on Directories (under Repository)
Right click on the directory to rescan. Select All Tasks. Select Rescan (Full)
To test Indexing Services to see if it is functioning properly.

To test Indexing Services, determine what data is available within the PDF images in the
Repository.
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Are they searchable? (Use the find option of Adobe products)

What are the values of the metadata (Title, Subject, Author and Keywords)? (Use the
File>Document Properties>Summary of Adobe products)

Select Query the Catalog. The following window will appear. See below.

[ COmpUReT aragemment (Locar
= m Sysham Tools . o
B T o Indexing Service Query Form
= E Shared Folders
+ Lacal Users and Graups
+ Performance Logs and Alerts Lok your fiaelrext query helow)
Device Manager ‘ Search
- (g Storage @ Standard query (free text)
+ Removable Storage @ A e
Disk Defragmenter query
Disk Management Tips for searc
= Ea Services and Applications Sort by |Rank j Order by: |Des:ending j
Services
WI Control . .
=8 Indexing Service To see alist of unfiltered documents click:  Unfiltered Docs
= il Repasitory
D Directories
I:I Properties
@ Query the Catalog

If the Repository contains a “searchable” PDF (containing text), put in a word contained in
the PDF document, (use the default setting of Standard query, free text) and select
Search. The document(s) should appear. Please refer to Help to review the extensive
search options.

To test the metadata search, after properly installing Adobe IFilter and Indexing Services,
enter a known value (word) within the Property DocTitle using the following syntax. See
below. Replace “word” with the search word. Use the Advanced query option. Note:
The contents of any PDF metadata can be viewed by opening the image and selecting
File>Document Properties>Summary. Please refer to Help to review the extensive search
options

Indexing Service Query Form

Enter your advanced gquery helow:

|@dnmit|e ward

" Standard query (free text)
& Advanced query

Sort by: |Rank | Order by: | Descending hd
To see alist of unfiltered documents click: Unfiltered Docs

Tips for searc

Adobe Catalog Retrieval Overview

With a copy Adobe Acrobat 5.0, 6.0 PRO or 7.0 Pro (full version, not the free Adobe
Reader) a very productive, multi-user, “imbedded” inquiry system can be setup. The
“imbedded” feature will allow entry of sophisticated search rules, and not only “find” the
documents, based upon metadata and content (if pdf documents are searchable), but will
allow jumping from found “instances” (after displaying the exact position of the word
WITHIN the document) to the next found “instance” (either in the same document or the
next document) WITHOUT having to open the document. This is a very powerful feature,
however, the index must be managed manually. (a manual update to the index
periodically via a schedule is required). By contrast, Indexing Services, after setup, runs
automatically and is kept up to date “real time”.

Adobe Catalog Setup- Depending on the version of Adobe Writer (full version), the setup
varies. The Adobe Help section relating to creating and managing a catalog will provide
sufficient information for proper setup. When the catalog is properly setup and “shared”,
the free Adobe Reader can be used for powerful, multi-user inquires into the catalog.
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F. PDRWin (Indexed Document Retrieval, client) and (Database
Document Retrieval)

Launch PDRWin.exe by navigating to C:\Work area and demodata and double clicking
PDRWin.exe Select either Database Documents Retrieval or Indexed Documents

Retrieval.

Databasze Documents Retrieval

Indexed Documents Retrienal

(Indexed Documents Retrieval) is a desktop client based inquiry program. Requirements
include a proper setup of Indexing Services and the program PDRwin deployed to each
workstation. PDRwin will allow multi-user inquiry via “keyword” logic through the
searching of the PDF text layer (using Free-text search) (if the document is made
searchable via OCR) and the indexing data stored in the metadata (using All file
properties) (Title, Author, Subject, Keywords) of a PDF document after running a vFILER
workflow. Security is based upon the properties established for each folder and file.
Careful planning is required to achieve the level of security demanded. Folders within the
repository must be “shared” to allow multi-user inquiry. IDR setup:

In a “shared” network environment the catalog name is: query://fishereflow/Repository,
where >>(fishereflow=computername that is running IIS (Internet Information Services)

See below.

1'“" Indexed Documents Retrieval

Wwhat do you want to search for?
Search in all attribute: Name ‘ Size | Change | Path | Rank ‘
[ [
Select which kind of search;
(% Al file properties Search
" Query language .
" Freeest search Exit
Catalogs
|Henosllory ﬂ
Directories
| j Browse,

Database Document Retrieval a desktop client based inquiry program. Requirements
include the availability of a backend database (.mdb or ODBC connection) to be properly
configured.

See below.
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et vhuch e o ok

;Tf'" Database Documents Retrieval

]
Select configuration;

Browse for WORKFLOW/{sm file] with Publish to DE process:  Add Configuration

Select Add Configuration. Browse to the location of the workflow. The default location is
:C:\Work area and demodata\Workflows. A “connection” will be made. See below.

Database Documents Retrieval fg
Author

Connection string |Plovider=M icrozoft. et OLEDE. 4.0;Data Source=C: \wark area and demodatahD

Takble name POD -
rField
Figld hame Field type |Length |Example |Visible |Searchable |Update | -~
H h_ text 50 x | |
(| |OuFile test 255 & = &
IreeoiceMumnber bt 5 = I =
Customerld bt B x I I
SalesmanCode text 1 = ® |Z|
IrveniceD ate text 12 x = I
CustomerPOMurmber | bext 15 x I I -
<<Back Apply changes |

Change the configuration name to the desired name.
Change the Visible, Searchable and Update columns to the desired setting.
Add the Author name if desired.

Select Apply Changes. The new configuration will be saved. See below.

=

Database Documents Retrieval

Select configuration:
MEW

Edit configuration
Delete configuration Search

Browse for WORKFLOW(xml file] with Fublish to DB process:  &dd Configuration

Select Search. See below.
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Database Documents Retrieval

T able: Cluerie
( - (l

rQuery defining

| Candition

Logic operation Field

|Value |

Add line | LClear line |

<<Back |

Add all fields | BRemove unfilled |

Execute |

Select the “Field” column to pull down the columns available. See below.

Database Documents Retrieval &

Table: Querie:
’7| POD =l ’7|

=

| Save | |

rQuery defining

Logic operation | Field | Condition

|Value |

|Inv0iceNumber

ﬂ

L) Cusgtomerld
SalesmanCode
Invaoicel ate
CustomerPONumber
Customert ame
SalesmanMame

Add line | LClear line |

Add all fields | BRemove unfilled |

<¢Back

Execute

Select the “Condition” column to pull down the choices.

See below.
Database Documents Retrieval rg
Table: Guerie:
L POD | L | | Save | |
rCuery defining
Logic operation |Field |E0ndition |Value |
InvoiceMumber | EQUALS j
Add line | LClear line | Add all fields BRemove unfilled |
<<Back | Execute |
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Select the “Value” column to enter a search value. See below.

Database Documents Retrieval

T able Buierie:
’7|PDD | ’7| | | Save | |
rHuery defining

Logic operation |Field |Condition |Value |

InvoiceMumber EQUALS 11072
[
Add line | LClear line Add all fields | BRemove unfilled |
<¢Back Execute

Select the Execute button to “find” relevant records. See below.

+» Query result

| [ > | » ]

ode | InvoiceDate

CustomerPOMN umber| CustomerM ame

IrvvoiceMumnber| Customerld | S alesmaniC
» ERMSH |2

{_ |

<<Back |

2004-03-01T0

PO7E59 Ernst Handel

Yiew |

Double-click on the line or highlight the line and select View. See below.
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11

072

AN,
@Nm
: TRADERS

INVOICE
11072

e Portals Way. Tiein Potes WA 98158

Flrone: 1-206-335-1407  Fax: 1-206-355-79 38

Shiple  Emst Handel
Hirchgasse &
Graz BO10
Austria

Bl To:

Emst Handel
Kirchgassa &
Graz B01D
Austria

Date 09-Sep-2003

Salesperson Orier Date:  Required Date:  Shipped Date: Ship Vi
11072 ERNSH Margaret Peacock | 05-May-1898  02-Jun-1896 Uniled Package
R

2 Chang B $15.00 o $152.00

41 Jack's Mew England Clam Chowder 40 3965 o $386.00

50 Valkoinen sukiaa 22 518.25 [iE $257 50

B4 Wimmers gute Semmelknadal 130 33325 (123 $4.322 50

Subtotat $5,218,00

Fraioht: $256.64

Totak 35,476,684

For more sophisticated searches, use the Add Line, Clear Line, Add All Fields and Remove

Unfilled lines.

See an example below.

Database Documents Retrieval @

Table: Querie:
LPDD =] L =] | Save | |
rCuery defining

Logic operation |Field |E0ndition |Value |

InvoiceMumber EQUALS 11072
AND SalezmanCode GREATER TH&M 1
0oR IhvoiceDate GREATER THAM 030405
Add line | Clear line Aidd all fields | Bemove unfilled |

<¢Back

Execute

Note: Structured queries can be saved to save time when entering search criteria.
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V. Instructions for each workflow component

A. Capture from Email:
Overview-

This component requires Microsoft Outlook (not Outlook Express) as a prerequisite. The
purpose of Capture from Email is to process unread, read (or both) email transactions
through user-defined disciplined, systematic and structured procedures. Once an email
transaction has been “captured”, using optional sophisticated search techniques, the
workflow can be designed to process attachments and email content in a series of user
defined steps.

Select the component Capture from Email (checkmark should appear) during the design
(Design button) of a new workflow to capture PDF documents from Outlook. See below.

—_—o b
Define New ¥YWorkF low El

Name |Caplure from Outlook

Description

Processes Capture From Falder
0t anture: From Outlook

Indemer

Metadata witer
Publish To Folder
Publish To Database

Cancel

The Capture from Email component will appear and display the Outlook tab. See below.

we WorkFlow Designer =B

‘WorkFlow Edit  Capture Process  Publish  Help

1t B By @ X 2a@IL el P 6B B

re from Outlook

Outlook 1 Attachments | Options |
Folder selection

Input folder |

[ Include Subfoldzrs
Filter

From |

Tol

bl || L

Criterion of search ‘

Searchfor [T Sender [~ Recipient [ Subject [ EBody Anywhere

[~ Date from | =l | | T CaseSenslive

Affect
Fea:read P il [ Process messages with attachments only
" Read items only

& Alliterns

Use the ellipse to browse to the desired Outlook Input Folder.
Select the Include Subfolders option to have sub folders processed.

Use the Filter section to select a desired From or To and enter search rules for capturing
only those specified transactions.

Enter a Search criterion. Select “?” for help. Additional Search help can be found in the
Appendix.

Select a section of the email transaction to search or select “Anywhere”.
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Select a date range and indicate if the search is case sensitive.

Select to process transactions with attachments ONLY (option).

Select to process read emails, unread emails or both.

See below

v WorkFlow Designer

‘WorkFlow Edit  Capture Process  Publish  Help
EERHEBEE X | Gal @ al P B B
Capture from Outlook

CaptureFromD utlook. Outlook }Attachmants} Dpt\oﬂs]

ndexer 5
Folder selection

Input folder |Inbox

Iv Include Subfoldzrs
Filter

Fram |

Tol

Criterion of search ‘lest

Searchfor [ Sender [~ Recipient [w Subject [~ EBody

[~ Date from | J | J

Affects
" Urread items anly

" Read items only
& &llitems

v Process messages with attachments only

bl | L

Anywhere

| Case Sensitive

BASIC User Guide

Select the Attachments tab if visible. The PDF only version will NOT show this option.

Select the file type(s) by highlighting the file type or Select All.

. WorkFlow Designer

‘WorkFlow Edit Capture Process Publish  Help

X e @il @ |6 B
Capture from Outlook

CaptureFrom0 utiook

it @ =By &

Outlook  Attachments ] Dpl\uﬂs]
Attachments processing

|v Process attachments of the file ypes selected below

ile ‘Windows / CompuServe ALE File
i MIDI File

1t Rich Text Farmat File

snd ‘Windows Audio File

shp Microzoft Excel Shapshat File
lga True VYision Targa File

tif Tagged Image Fils Format

iff Tagged Image File Format
tub Paint Shop Pro Image Tube
bt Test File

uue UUEncoded File
way Windows Audio File
way Windows Audio Files
way Media Playlist

wk1 Lotus 123 Files

wik2 Lotus 123 Files

whk3 Lotus 123 Files

Wi Wwindows Media Fils
wma WWindnws Suadin File
<5
Sart by
All file types: 134 & Extension
Selected file types: 1
s " Description

| &

Select Al

Invert Selection

Llear Selection

Select the Options tab to choose the preferred method of processing the email body.

Mark transaction as, “read” or not, and optionally, alter the email polling sequences.

See below.
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. WorkFlow Designer

‘WorkFlow Edit  Capture Process  Publish  Help

EEHEE X Ca@E el B B

Capture from Oullook

CapureFromDutlaok Dutluok] Attachments  Options I

Save Body

@ Save body as text [* 1]

" Save body as message [ msg)
" Do not save message body

v Mark items a3 read when processing completed

MNumber of seconds between polls: |80

MNumber of seconds between document processing: |5

L

!

To exit, select the next VFILER component to configure (e.g. Indexer)

Capture from Folder
Overview-

The Capture from Folder component is used to “capture” files from a designated location
on the network. (folder and subfolders). The following screen will appear when the
Capture from Folder component is introduced to the workflow.

‘WorkFlow Edit Capture Process Publish  Help
@B X e @ LANT BE| B
Proof of Delivery

er Options: ] File |ypeg}

C.

nideer
ctadataa/niter

PublishT oF alder

Input path and aptions

|C.\Wurk area and demodatatbiy Input\PODS J
W Include Subfolders
Search Mask for file name |
Criterion of search in file | ﬂ
Case Sensitive [
[™ Date from ’—_| ’—_|
[ Size larger ’—i[ ’—i[

Post processing

" Production mode

&+ Design mode Dacurents wili be retained and cache twrned ON

Idle palls: |5 = Busp palls: |1 =

The designer can enter the path of folder to monitor or browse. Files within subfolders
can also be captured. Various search options can be entered to capture only files with
designated parameters. When testing a design use the Design mode. When performing
production indexing, use the Production mode. Set the Idle poll for the number of
seconds between attempts to capture additional documents from the folder. Set the Busy
poll for the number of seconds between processing files.

The following screen will appear if the designer selects the File Types tab. Select the file
type(s) or Select All for processing.
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. WorkFlow Designer g@g

‘WorkFlow Edit  Capture Process  Publish  Help

EERHEBE S X | Sa @ LaN P B B

Proof of Delivery

Optiong  File types ]
ctadataiter Attachments processing

FublishT oF older [ Process attachments of the file types selected below

ps Encapsulated Postecript -
pad Photoshop Image File
psp Paint Shop Pro Image
pub Iicrosoft Publisher
1t Archive File
1as Sun Raster Image File
Law Raw File Format
fle Windows / CompuServe RLE File
mi MIDI File
1t Rich Text Format File
snd Wwindows Audio File
snp ticrosoft Excel Snapshot File
tga True Yizion Targa File
Tagged Image File Format

Hiff Tagged Image Fils Format

tub Paint Shop Pro Image Tube

[ Text File

[F0) ULEncoded File

wav  Windnws Audin Fil v,

Sortby ...
Allfile types: 134 ' Estension
Selected file types: 1

Select All

Irwert S election

- i .
Description Clear Selection

Indexer

The Indexer component is the most important component within vFILER. It defines the
variables that VFILER will utilize to perform user-defined tasks. These tasks include:
Metadata Writer, Convert to PDF, Publish to Folder and Publish to Database. The indexing
component provides the capability for definition of variables, linking and creation of
“lists”, and interfacing to front end databases for purposes of validation and extraction.

To learn the basics of using the Indexer component, create a sample workflow using the
instructions from Section Il by creating a “Proof of Delivery” workflow.

This section will focus on the advanced features of Indexer.
After selection of Indexer, the following screen will appear.
* Use the Auto Start option to automatically display images captured files.

* Use the Auto Indexing option to automatically index the captured files (known as a
“automated workflow”). An example of this feature is to use the “results” of zoned OCR
or Bar Code Reader to automatically enter a “key” into the indexing process to create an
operator unattended, validated workflow.

* Use the Auto Export option (in conjunction with Auto Indexing) to export files that were
NOT validated by a database lookup to a user-defined export path. If a path is NOT
designated, the workflow will be interrupted for non-validated files and will require
manual indexing, exporting or correction of the database “key”.

* Use the “Use First Record” option when duplicate records are found within the database,
but the designer wishes to NOT have the Indexer stop and require a selection of the
“correct” record. For purposes of this workflow, the first record contains sufficient data
to process the file.

* Use the “Write All Records” options when duplicate records are found within the
database and the designer wishes to have the file processed automatically to ALL found
records. An individual record and corresponding image will be written for EACH found
record.

Note: the Use First Record and Write All Records switches will be the default setting
within the run time Indexer, however, the switch can be changed for each file processed.
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+# WorkFlow Designer

Workflow Edit Capture Process Publish  Help

Ao

¥ & & X B2 i
Demonstration Workflow

CBEIUIBFIDmFDHEI Library of User Defined ¥ aniables

AP Ll BE B

BASIC User Guide

If multiple records found
[~ Use First Fiecard
[~ ‘Wiite & Records

[ Allow Aut-c- Indexing

|
o] o=

To Retain the “Source” folder structure when performing an Auto-export (during Auto-
indexing), select Retain Source Folder Names option and select the number of levels of

folders to retain. (max=9)

See below

Note: Auto-export is available only if Auto-indexing (whereby the “key” comes from a
variable and NOT manually entered) is used. Retain Source Folder Name is available in

the Auto-export feature is used.

222 WorkFlow Designer,

Workflow Edit Capture Process Publish  Help

P et & p
Wholesale Distribution

CaElUfEFTOmFOHET Library of User Defined ¥ ariables

age
&
ocR

A 20 By B

CorvertToPDF |

PublishT oF alder

PublishToDatabase If multiple records found
[~ Use First Fiecard

[~ ‘Wiite & Records

v Auto Start

v Allow Auta Indexing
Enter path for Auto Export for non-indexed files if Auto Indexing iz OF

[

| seve [ e |

|C: Wa'ork area and demodatahE sports

Retain Source Falder Mames W

Hoflevel: (3 %

olo|s|=f

InvaoiceMumber

Custarnerld
SalesmanCode
InvoiceD ate
CuistomerPOM umber

InvoiceNumber

Entry Mode: |8£ LaoaokUp

Captian: |Inv0iceNumber

Using the Manual entry mode-

Select the Manual entry mode.

Optionally, enter data into Caption. The data entered will appear as a description of the

variable during the indexing step.
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Optionally, enter data into Help. The data entered will “pop up” when the cursor is

positioned to this variable during the indexing step.
Optionally, change the size of the variable.
Optionally, select to make the variable required.

Optionally, if NOT required, select to make variable visible.

See below.

222 WorkFlow Designer,

Workflow Edit Capture Process Publish  Help
It & &
Demonsiration Workflow

EaEtureFromFDldel Library of User Defined Yariables

X a2 @il-all 2l BB B

IF multiple recards found
[~ Use First Record
[ wWiite All Records

|

i.—ﬁ ManualE ntry

=1 et | sovs | e
v Auto Start
[ Allow Auto Indexing
| ]
r =
ManualE ntry
Entry Mode: | M arual j
Caption: |
Help: |
I aximurmn length |25

|+ Field Required? [~

Using the Variable entry mode-
Select the Variable entry mode.

Optionally, enter data into Caption. The data entered will appear as a description of the

variable during the indexing step.

Optionally, enter data into Help. The data entered will “pop up” when the cursor is

positioned to this variable during the indexing step.
Optionally, change the size of the variable.

Optionally, select to make the variable required during indexing. Check mark indicates

required.

Optionally, select to make the variable visible during indexing (only available if not

required). Check mark indicates visible. See below
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+# WorkFlow Designer

Workflow Edit Capture Process  Publish  Help
HTEHESE X ea dilaleld B B
Demonstration Workflow
CapturefromF older Library of User Defined ¥ ariables
| =l |_Save | |
If multiple recards found Iv Auto Start
[~ Use First Record [ Allow Auto Indexing
[~ ‘Wiite & Records J
o of &= . B
hanualE niny YariableE ntry
FLOoL R
it * ariableE iy =
Entry Mode: m]n ariable j
Caption: |
Help: |
M aximum length |25
[v Field Fequired? [
[SvstemDateTime)
=1 System -
[SystemD ateTime) —
[UzerMame] v

In the above example, the SystemsDateTime variable was chosen from the System
variables.

The designer can use this feature to capture data from any variable created throughout
the workflow.

Using Pull Down Lists entry mode-
Select the Pull Down List entry mode.

Optionally, enter data into Caption. The data entered will appear as a description of the
variable during the indexing step.

Optionally, enter data into Help. The data entered will “pop up” when the cursor is
positioned to this variable during the indexing step.

Optionally, change the size of the variable.

Optionally, select to make the variable required during indexing. Check mark indicates
required.

Optionally, select to make the variable visible during indexing (only available if not
required). Check mark indicates visible. See below
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‘\WorkFlow Edit  Capture Process Publish  Help
1 & &
Indexer

aptureFromFolder

User Defined Variables

X ea@E,lall ¥ B B

| Save

Enter path for Auta Expart for non-indexed files if 4)

[~ Ak Start [~ Allow Auta Indexing ‘
o| 8| ¢ 5|
1= Maruslarisble PullDownList
T v ariablevarisble = =
2] PulDowrList Entry Mode: Pull Down List -

Cantion:l

Help: |
b aximum length |25

v Field Required? [

|E'\W’n|k area and demodataiLists\Constuct

List Editor

Lists are stored in C:\Work area and demodata\Lists in .xml format.

BASIC User Guide

Select the List Browser button to view and select available lists. See below.

List Browsern E
Auailable Lists
Narmne ‘ Description | Type ‘
A d Public:
C d Public
Financial Folders used to create folders Public
Legal Folders uzed for folders Public

x Cancel

Select List Editor to create an .xml lists from .txt or database files or run the stand alone
program called DPLA.exe located in C:\Work area and demodata. See below.

7 DPRS List dm... [2|[B]X]

a‘ Create List fram Text

LCieate List from D atabase

Update

Delete

Exit

Using the Constant entry mode-
Select the Constant entry mode.
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Optionally, enter data into Caption. The data entered will appear as a description of the
variable during the indexing step.

Optionally, enter data into Help. The data entered will “pop up” when the cursor is
positioned to this variable during the indexing step.

Optionally, change the size of the variable.

Optionally, select to make the variable visible during indexing. Check mark indicates
visible.

See below

+# WorkFlow Designer

Workflow Edit Capture Process  Publish  Help

It EY & X e @8EsNy il GBE B
Demonstration Workflow

CBEIUIBFIDmFDHBI Library of User Defined ¥ ariables

| =] [ sove | enore|
If multiple recards found Iv Auto Start
[~ Use First Record [ Allow Auto Indexing
[~ ‘Wiite & Records J
o of &= - E
MarlmaIEntly Constant
ligh ¥ ariableEntry
= PulDowrlLists Entry Mode: |‘D Constant j
[
Caption: |
Help: |
M aximum length |25
W [v Field isible?
| 2005

The constant value “2005” was entered in the example above.
Using the Lookup entry mode-

The database lookup feature will interface with a front end database. A front end
database is used during image processing to facilitate the indexing of documents. The
front end database will allow for validation and extraction of data. (Note: A backend
database is updated as a result of document processing. A backend database is used for
retrieval purposes.) The following discussion will be related to making a front end
database connection; however, the backend database can be updated with the results of
accessing the front end database.

Select “Lookup” as an entry mode. The Key Wizard and Settings buttons will appear. See
below.
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Workflow Edit Capture Process  Publish  Help
fcbe)
i

It & & X &5
Demonstration Workflow

CBEIUIBFIDmFDHBI Library of User Defined ¥ ariables

A Ml @ 0| By B B
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Fieldz and Variables to assign:

| =160 |_swe | powne
If multiple recards found Iv Auto Start
[~ Use First Record [ Allow Auto Indexing
[~ ‘Wiite & Records J
o of &= . B
MarlmaIEntly Lookup¥ariable
ligh ¥ ariableEntry 5
= PulDowrlLists Entry Mode: 23 (NI
{1 Canstant )
=k | aokupaniable Captian: |
Help: |
M aximum length |25
[v Field Fequired? [
Key*wizard | Settings |
Key
Data

&dd variable

The best method to defining database connections is to define the “keys” first. Multiple
keys may be required to cross reference the data within the database.

Use the Key Wizard to define “key(s)”. A key is defined as the data (variable) used to

retrieve a record from a database.

After selecting Key Wizard the following screen appears. See below

Lookup Key Editor

(%]

Comman ] Key Definil\unl

Select ar create new lookup key

Feyp ‘

=

Mew Key | | |

This key has no dependent variables

‘./DK| T

There are two database connection tab options: Common and Key Definition. The
following instructions explain the use of the Common tab. Refer to the Key Definition

section for instructions on that tab
Common tab-

Select New Key to define a key. The following screen appears. Enter
“KInvoiceNumber”
“key” name from being the same. See below.
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Kep name

‘Klﬂvui:eN umber

Cancel

“KInvoiceNumber” will be a key that will de defined. Select OK. See below.

1l Lookup Key Editor

Comman l Key Delimilian}

Select ar create new Jookup key

Key |K|nvui:eN umbeer -

NewKey Rename Key ‘ Remove Key |

This key has no dependent variables

Database Settings

Database | j J
Select database ar define new conrection
Table | -
The table o lookup
Key field | -

Fleld In a database tabis to compare with a value of Key

" OK X Cancel

Select the browse (ellipse) button for Database (or select from a database already
defined, using the pull down option) See below.

Database connection D_(| ]
Marne: |
H
Path: | L
User: | I
Password: |
Delete | X Carcel | o OK

Select the Jet option to access a Microsoft Access database (.mdb)
Select the ODBC to access any ODBC connection.
Enter a database name, e.g. Northwind. Browse to the database using the ellipse button.

Optionally, enter User and Password. Select Delete to delete a connection. Select OK.
See below

Database connection El

o+ Jet  0DBeC

Mame: |lehwind

Fath: |C WWwork area and demodatahD atabaseswholesale Distribution

Security info

Set workgroup file
User: |
Password: |
Delete " OK X Cancel

A database connection will be established. Select a table “Transaction History”. See
below.
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Comman ] Key Dehmhnnl

Select ar create new lookup key

Feyp ‘ FlrvaiceMumber -

MHew key | Rename Key | Remave Key |

This key has no dependent variables

Databaze Settings

Database |Naorthwind j J

Select database or define new connection

QE W Trancaction History

The table to fookup

Fey field ﬂ

Fleld In g database table to compare with 2 vaiue of Key

J \ ./m X Cancel

BASIC User Guide

Select the pull down option to display the available columns within the database selected.

See below.

Select InvoiceNumber as the column to use for this key. See below.

Lookup Key Editor E

Comman l Key Definil\unl

Select ar create new lookup key

Feyp ‘ FlnvaiceMumber -

Mew Key | Rename Key | Remave Key |

This key has no dependent variables

Databaze Settings

Datahase |Nnrlhwmd j J
Select database or define new conpection
Table |Transactiun History j
The table to fookup
Key field | j
Figle in 4InvoiceMumber: YARCHAR[B] -~

InvoiceDate: TIMESTAMP
Custld: VARCHAR[S]
SalesmanCode: INTEGER

OrderDate: TIMESTAMP I Cancel
RequiredD ate: TIMESTAMP
| Ship¥ia: WARCHAR([20]

DT o\ ADCLADIE]

<

and Vanisble]

Lookup Key Editor E

Comman l Key Definit\on]

Select or create new fookup key

Key ‘ KlnvoiceMumber j

Mew Kep | Fiename Kep | Remove Key |

This key has no dependent variables

Database Settings

Database |Norlhwind j J
Select dalabase or define new connection
Table |Transactlon Hiztary j

The table to fookus

LCEl W nveoiceM umber: WARCHAR[E

Fleld In a database table to compare with 2 vaiue of Key

‘ ./DKA X Carcel

Select OK to return to the Indexer component to define the remaining keys using the Key

Wizard.

Key Definition tab-

The Key Definition tab is only used when the key is NOT manually entered. VFILER can
process documents automatically by using data from OTHER variables as the key. See the
Appendix for designing automated workflows. An example would be using the
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OriginalFilename variable from the Capture from Folder component to “feed” the Indexer
with the key value or the results of a zone OCR or Bar code recognition.

Select the Key Definition tab for the key being defined.

Select the “+” button to enlarge Capture FromFolder.

Select the variable OriginalFileName with a mouse click.

In a separate step, “drag” the variable to the Key Value box. See below.

Lookup key Editor E

Common  Key Definition ]

Fey value

—
[Driginalfilenamel:

Drag and drop variables to create & dynamic Key structure from list of
variables. The vaile will be commpared with field in database table

=] From CaptureFramFalder ~
[GrandParentFoldert ame] -
[ParentFalder ame]
[FileName]
[OriginalFilename]
[FileSize]
[FileT ppeD escription] b

‘ W OK | X Cancel

After the “keys” have been defined, the designer must “map” the UDV (User-defined
variables) with the database columns. This is done by selecting the Settings button. See
below.

222 WorkFlow Designer,

Workflow Edit Capture Process Publish  Help
HEFE S X ea dilaleld BE B
Demonsiration Workflow

EaEtureFromFDldel Library of User Defined Yariables

| = | Save | |
If multiple records faund v Auto Start
[~ Use First Record [ Allow Auto Indexing
[ wWiite All Records J
o of @[ = . E
MarjuaIEntly Lookup¥anable
iigh Y ariableEntry =
PulDownLists Entry Mode: ||:‘ LookUp j
' Constant )
Qé Lookuphariable Ceplitan |
Help: |
I aximurmn length |25

|+ Field Required? [~

Key*izard |

Key
|

Data
Fieldz and ‘ariables to assign:

The following screen will appear.
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& Lookup Variable Editor

Key | j

Select Key fram list or crealte it via Key Wirard Then define
the data structire that wifi il the variabie on run-time

Data

|

Drag and drop variabies to create a dynamic Data value structure from list of variables

+- Systemn
=} From CaptureFromFoldsr

] K Caral

BASIC User Guide

For each Lookup variable, select the key to use from the Key pull down list.

Note: the variable MUST be defined as a “Lookup” variable for any data extracted
from the front end database and “mapped” appropriately.

Select the “+” to enlarge the database table name “Transaction History” to show

available columns. See below.

JFrean

& Lookup Variable Editor

Key |K|nvuiceNumbEr

Data

Select Key fram list or creale it viz Key Wizard. Then define
the data structire that wifi il the variabie on run-time

El

Drag and drop variables to create a dynamic Data value structure from list of variables

=8 Transaction History

[Tranzaction History. InvoiceNumber]
[Tranzaction History. Invoicel ate]
[Tranzaction Histay. Custld]
[Transaction History. SalesmanCode]
[Transaction Histoy OrderD ate]
[Transaction History. RequiredD ste]

v

X cous
="

Select the database column name that corresponds to the Lookup variable, e.g.
Transaction History InvoiceNumber. The database column name will appear in blue. In a

separate step, “drag” the variable into the data box. See below.

& Lookup Variable Editor

Key |K|nvuiceNumbEr

Data

Select Key fram list or crealte it via Key Wirard Then define
the data structire that wifi il the variabie on run-time

El

I
[Transaction History | nvaiceMumber]:

Drag and drop variabies to create a dynamic Data value structure from list of variables

=I- Transaction Histary ~
[Tranzaction Histary. Invoicelumber]
[Transaction Histoy. Invoiceliate]
[Transaction Histay. Custld]
[Transaction History.SalesmanCade]
[Tranzaction History. OrderD ate]
[Tranzaction History. RequiredD ate] o

o QK I X Cancell

Select OK to return to Indexer to define the Settings for all Lookup Variables.

Note: When using an ODBC connection, it is advisable to create a USER DSN for the
workstation using Windows, Control Panel, Administration Tools, Data Sources (ODBC).

VFILER will directly connect to a successfully configured USER DSN.
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D. Metadata Writer:

Overview-

The following screen will appear when you select Metadata Writer. This component is
used when the “source” image format is PDF and the repository image is PDF. The
designer can populate the PDF metadata with data accumulated during workflow
processing. The metadata can then be searched by using the PDRwin (client). If the
“source” document is a TIF format, the correct component to populate metadata is
Convert to PDF.

. WorkFlow Designer

‘\WorkFlow Edit  Capture Process Publish  Help
HEHE S X Baa @ Eam? BB
Proof of Delivery

aptureFromFolder

Fepwords r

+- Spstem
+- From CaptureFromFolder
+- From Indeser

Expand From Indexer by selecting the “+”. The variables added during the Indexer step
will appear. See below

Highlight InvoiceNumber (in example below) by clicking on it.

v WorkFlow Designer

‘WorkFlow Edit  Capture Process  Publish  Help
BB ¢X 2a @02 b B
Proof of Delivery

Avthor r
Subject r

Fepwords r

+- Spstem

+- From CaptureFromFolder

2R From Indeser,
[InvoiceMumber]
[CustomerM ame]
[InvaoiceDate]
[Invaicedmount]

In a separate operation., “drag” the variable to the metadata field caled Author and
release. The variable name should appear in the property.
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- WorkFlow Designer
‘WorkFlow Edit  Capture  Process  Publish  Help

HEHBEE 4X 2a@X il ¥ BE B

Proof of Delivery

CaptureFromFolder
| ndexer Author

o
[InvoiceM umber:

Subiject r
Tille r
Keywords r

#- Spstem

+- Fram CaptureFromF older

= From Indexer
[InvoiceMumber]
[CustomerM ame]
[InvaiceD ate]
[Invaicedmount]

PublizhT oF alder

Repeat these steps for the following variables: InvoiceNumber to Author, CustomerName
to Subject, InvoiceDate to Title and InvoiceAmount to Keywords. See below.

. WorkFlow Designer

‘WorkFlow Edit Capture Process Publish  Help
AR X | @a @ LANF BE| B
Proof of Delivery

e Author
Metadatalditer
PublishT oF alder

Subject

Title

Fepwords

LN

+- Spstem
+/- From CaptureFromF older
= From Indeser

[InvaiceMumber]
[CustomerM ame]

Each metadata variable (e.g. Subject) allows 256 characters. Indexing Services will
“index” the variables irrespective of the location. Multiple fields within a metadata
property should be separated by the “pipe” character. (the character above the “\”) See
below.
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. WorkFlow Designer |'L| |E| E
‘WorkFlow Edit  Capture Process  Publish  Help

fEHEBES X Ga@E el B B

Proof of Delivery

) ) I
Author [InvaiceMumber] | [CustomeMame] | [Invoicelrate] IM

Subiject r

Tile  H

Kepwords r

#- Sypstem

+- Fram CaptureFromF older

= From Indexer
[InvoiceMumber]
[CustomerM amme]
[InvaoiceDate]
[Invaicedmount]

E. Convertto PDF

Overview-

The Convert to PDF component is used when the source file is a Tif image. The process
and procedure is exactly the same as Metadata Writer. Review the instructions for
Metadata Writer.

F. Zone OCR

Overview-

The Zone OCR component is used to “capture” data from Tif images ONLY through the use
of OCR (optical character recognition). The captured data becomes variables that can
used throughout the workflow. Zone OCR is useful in creating workflows that use the
captured data as a key to validate against a front end database.

Select OCR from the main Process pull down menu. See below.

. WorkFlow Designer

[WorkFlow  Edit  Capture ublish  Help

1t 2 [ B @ | < i ndexing |}=ﬁ?alluw Gy By | B
& o
- - A= Conwert To PDF

,ﬂn?n IMetadata Writer

tadatawriter W Barcode Reader
PublishT oF alder

Imnprinki
# Inpricting emodatz'iby Inputh\PODS J

W Include Subfolders

Search Mask for file name |

Criterion of search in file | ﬂ
Case Sensitive [
[~ Date from ’—_|
[ Size larger ’—i[ £

Post processing

" Production mode

&+ Design mode Dacurents wili be retained and cache twrned ON

- -

Idle polls: |5 - Busy polls: |1 >

The following screen will appear.
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2 WorkFlow Designer E|@| {z
[WorkFlow  Edit  Capture  Process  Publish  Help
AR X ea@Elaime (B B
Proof of Delivery
E?jplulemeFnldEr File I _I

ndexer
etadatala/riter
PublishT oF olde

I~ Use OCR result troughout the rest of Hre SwiarkFlow

NG N EE
@EE 0 Zp0lEI]

Use the Up Arrow icon to move the OCR component up above Indexer. See below.

. WorkFlow Designer

‘WorkFlow Edit Capture Process Publish  Help
rEEBE CX(ea8ELLNY (B B
Proof of Delivery

Fie | =]

ndexer
etadatalwiiter
PublishT oF older I~ Use OCF result throughout the rest of the workFlow

N EExE —SEFE
EEE R C[nmlEI]

Enter a path or browse to a Tif image “template” location. See below.

£ WOTKE 0w vesigner

‘WorkFlow Edit Capture Process Publish  Help
HADBS X R @ElaNP BB
Proof of Delivery
CapturerromF older
(crProcessar
Indexer

Metadatalw/riter
PublishT oF older I~ Use OCR result tioughout the rest of the workFlow:

FliEDlEER e EE
DEEIEEf Spn|EE]

File IC Wafork. area and demodatatiy Input\Morthwind Tifs\Image001 with bar code. b

Use the “+” button to the left of “9%” to “enlarge the image. See below.
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‘WorkFlow Edit  Capture Process  Publish  Help
EERHEBE S X | Sa @ LaN P B B
Proof of Delivery
File: |C Wafork area and demodatatip InputNothwind Tifs\magel01 with bar code i
ndexer
etadatali/riter
PublishT oFalder r
B ENzEDEE -3
o] ! =
- A
3= =
1 11072
Date: 08-Sep-2003
Emnst Handel
Kirchgasse B
Graz 8010
Austria
v
< >
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Use the “+” to the right of page number to draw an OCR zone. See below.

o Workk low Designen =)=
‘WorkFlow Edit  Capture Process  Publish  Help
BB X 2a @02 b B
Proof of Delivery
alleFrFoIder File |E Walork area and demodatatiy InputiNorthwind Tits\ magel01 with bar cade i J
etadatalw/iiter
PublishT oF older r
Bl @R EE  -lE
O ! = =
R |
3= =
u INVPCE .
1 u 072
Date: 09-Sep-2003
Ernst Handel
Kirchgasse B
Graz 8010
Austria
v
< 2

Use the “-“ button (to the right of “+”) to remove any OCR zones.

Note: the variable name for zones are Zone1, Zone2, etc.

Bar Code Reader

Overview-

The Bar Code Reader component is used to “capture” data from a 1D or 2D bar code
(depending on the version). A special license is required for this component. Only Tif
images, (Group 3 or 4) can be processed with this component. The captured data becomes
a variable that can be used throughout the workflow. Bar Code recognition is useful in
creating workflows that use the captured data as a key to validate against a front end
database. The Bar Code component also includes the capability to automatically “split”

documents via the presence of a bar code.
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Select Bar Code Reader from the Process pull down menu. Use the Up Arrow to place the

bar code component in the correct sequence of the workflow. The following screen will
appear. See below.

w WorkFlow Designer,

‘WorkFlow Edit Capture Process Publish  Help
AR X e @ LANF BE| B
Proof of Delivery

ICaptureFromFolder Barcode Options I Barcode Zone ] Barcode Separator }
[DcProcessor
ndeer
i AR T
PublishT oF alder *3T7004001 *
BarcadeReader Barcodes
UPCA ~
~ UPCE 1
- | Code 39
Code 128
ol Interleaved 2 of &
~

Scan Direction

Iv Left to Right
[~ Right to Left
I~ {fop o Boton
Iv Baottom to Tap

-
Granularity
Length Min
v Multiple

Multile Max |54 > [V Retum Check Character

I Enor Check Enable
-

Ju

-
-
-
i

»

Select the bar code format required. Select the best method to “find’ the bar code.

Select Bar Code Zone. Enter the path or browse to a bar code template (Tif image
format). See below.

v WorkFlow Designer: |'L| |'E| g
‘WorkFlow Edit  Capture Process  Publish  Help

tEPEE X Eal@Elialy b B
Proof of Delivery

I aptureFromFolder Barcode Options  Barcode Zone l Barcode Separatar }
[DcProcessor

ndexer Template barcode file

Peladalanitder |C Wwork area and demadatatMy InputsMorthwind Tifs\ magell with bar code.t |12

[v Process full page

B e EE @ -

] 1 =l
- nn

R ".:_‘

g =

Remove the check for Process full page if a zone bar code is required.

For zone bar code: enlarge the image to desired percentage, select the page to be
“scanned” for bar codes and select the “+” to define the zone. See below.
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WorkFlow Edt  Capture Process  Publish  Help

M EPDEBE I X e @l BE B
Proof of Delivery

Barcode Options  Barcode Zone ] Barcode Separator ]

aptureFromFalder
[ciProcessor
ndexer Template barcode file

etadatawriter
PblishT oF older \ [-]
= [~ Procese full page

@8N e e B -3
|| ES§ 1 - E=

| |
ol - “
11072

; & - TRADERS

e Portals Way, Twin Poims WA 98136
Phome: |- 206-535-1417 Fax: [-206-555-5938

Shiple:  Emst Handel
Kirchgasse 6
Graz 8010
Austria

< | >
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Bar Code Separation- the following screen will appear if the designer selects the Bar Code

Separator tab.

% WorkFlow Designer,

CaptureFromFolder
Indexer

Imprinting
PublishT oF alder

BarcodeReader

wiorkFlow  Edit  Capture  Process  Publish  Help
HEHR G ¢X Ba @@L ally BE B
Proof of Delivery

Barcode Options ] Bacode Zone  Barcode Separator l

By selecting the option{s) below, the workflow will separate a multbpage Hf into
Inaividual dociments by scahning for the presence of @ bar code. i the bar code
regdey does NOT recoghize @ bar code on the first page of the maltbpage B, the
document will be skipped. K a bar code s found, the progeam will scan to the pext
occlrrence of @ bar code and the document wiil be split at that page. The program
will scan for the next bar code and so on antll 2l pages have been read and
separated. Yoo may, optionally, not include the bar code separator page in the final
dociment.

" Separate multi-page tif documents inta individual docurnents by bar cods recognition

™ Remaove bar code page from final separated document

The presence of a bar code, in a designated position, will “trigger” the separation

process.

Normally, when using this component, a workflow is designed to separate the multi-page
TIF document into smaller TIF documents directly into a folder. Another workflow
designed to process the split documents is running at the same time.

Imprinting

Overview-

The Imprinting component is used to “imprint” digital information on a Tif image. The
designer can choose the “text” to print, etc. and the position on the document.

This component is under development.
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Publish to Folder

Overview-

The Publish to Folder component is used to create dynamic Windows folder and file
structures. Careful planning is required to accomplish the document management goals.
The designer should have a working knowledge of Microsoft folder and file structures.

See Section Il - F. Design- Publish to Folder to learn how to use this component.

Publish to Database:

VFILER provides the capability to create and update a backend database using .mdb
(Access Jet) or ODBC compliant database. This component also allows creation of the
dynamic folder and file structures and the creation of tables and columns for the backend
database.

The following instructions will use the Proof of Delivery workflow that was created in
Section Il as a foundation. A Publish to Database component will be added.

LOAD the Proof of Delivery workflow. See below.

1 WorkFlow Designer

Workflow Edit Capture Process  Publish  Help

MELUBRS X 2 @ L0 B B
Proof of delivery

CaptureFromFolder

Indeser .
CorneortToFDF Output path |C. Wwfork, area and demodataiMy Output J

File management when duplicate files FPage management for TIF images OMLY
[for all types) Select the action to be taken when a file of the
v ‘white with sequence number [(9339) same name aleady exists in the output folder
" Owerwrite existing file {=
" Do MOT ovenwrite [zkip) &

Faolder name  Drag and drop variables to create a dynamic folder

| -} L1 ]
[Custamert ame] % [SystemDateTime] & [SystemD ateTime]
Y kM bbb A

File name Drag aned drap variabies to create 2 meahingtol fite system

L I} i
w [Irvaicel ate] | [Invoicedmaount]

i
P
P
p
p

== +- System
--l= PODS +| Fram CaptureFromFolder
== CustomerH ame +- From Indexer
-2 2008
- 08 June

IrwoiceM umber rveaicel

< | b

Select Publish to Database from the Publish pull down menu. See below.

2% WorkF low Designer

wiorkflow  Edit Capture Process NENEERN Help

It & B g 4 X i By Publish To Folder ¥ 3 BBy By

E& Publish To Database

CaptureFromF older

Indexer :
CotertT aPDF Output path |E.'\W0rk area and demodataiby Dutput J

File management when duplicate files FPage management for TIF images OMNLY

The Publish to Database screen will appear. See below.
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a2 WorkFElow Designer,

Workflow Edit Capture Process  Publish  Help

HTEHEE ¢X 22 @ElsamyldBE B
Proof of delivery

CaptureFromF older Falder options l Database options]
Indexer
CorvertToPDF
PublishT oF older Outout path
PUblih] oD atahase R | = , =
File management when duplicate files Page management for TIF images OMLY
[for all tupes) Select the action to be taken when a file of the
(% “wiite with sequence number [3939) same hame already exists in the output folder
" Overwite existing file v
" Do MOT averwrite (zkip) t"

Faolder name  Dvrag and drop variables to create & dynamic folder

|

File name Digg and drop variables to create 8 meaningiul file systerm

|

+- System
+- Fram CaptureFromFolder
+- From Indexer

Use the Publish to Folder instructions for completing the Folder options tab.
Select Database options to complete the database connection.

The following screen will appear. See below.

+#r WorkFlow Designer
Workflow Edit Capture Process Publish  Help

HEAHBEEG ¢X ea@illamyild BbE B
Proof of delivery

CaptureFromF older Folder options ~ Database options ]

Indeser

CoarvertToPDF Database: irati

PublishT oFalder De?gﬁ;'“”

PublishT ol atabase Table name:

Fields
Mame Type Size +- Syztem

+- From CaptureFromF older
+- Friom Indeser
+- From PublishT oD atabase

Set vaiue for database fiefds

|

Select the Destination Table button to define the destination table. See below.
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Connecton /IR | - |

Select existing table |

Tahle:

j ar New Table

Narme

Type Size

X Cancel

BASIC User Guide

Select a database connection from the pull down or select the ellipse button to the right
to create a new connection. See below..

e

Database connection

&+ et " 0DBC
Name: |
Path | -
Securily info
Set workgroup file
User: |
Pazsword: |
Delete x Cancel

Select Jet (Microsoft Access) or ODBC.

Enter the database Name.

Enter the path or browse to find the database. The following example shows connecting

to the Wholesale Distribution.mdb database found in C:\Work area and

demodata\Databases. See below.

Database connection E|
o+ et (" 0DBC
Mame: |Prool of delivery
Path |C “Wiork area and demodatahD atabaseshWholesale Distibution
Security info
Set workgroup file
User |
Password: |
Delete | W 0K | XK Cancel |

Enter security data, if required. Select OK. A connection will be made. See below.
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Connection |F'muf of delivery
elect existing table | j o Mew Table
Table:
Narne Type Size
J & Cancel

Select the New Table button to create a new table or select from the existing tables using
the pull down list. With a new workflow, normally the designer would select New Table
to have VFILER create the table for processing. VFILER can also be used to update a table
that exists. Note: select the table from the pull down list.

If New Table is selected, the following screen appears. See below.

Jocument Processing and Retrieval ... rg

Enter name of the new table
‘Backend Irwaice Tablg

Cancel

Select OK. The following screen will appear. Select OK. See below.

Process  Publish  Help
agw %
FX Ea@EAsN BE B
Folder options  Datahase options ]
Database:  Proof of Delivery
|l Tablename: Backend_Invoice_Table
You can add, delete flelds or change the order of the flelds. To add the
Fields feld, drag variable frar the list of variables or click "Add Fleld”
+- System
0 +- From CaptureFromFolder
+- From [ndeser
perea s e +1- From PublishT cD atabase
Set value for database fields
AddField | Add from Indessr |
Delete Field | Clearfields |
To start the workflow yau have lo create the destination table. Notel As Craste tabi
s00h 25 table will be created yvou wont be able to change its structure (R EIS

The columns ID and OutFile are created automatically. The ID column is used to create a
unique file identifier. The OutFile is the column that contains the “path” of the file from

the Publish to Folder tab.

To create the columns automatically from variables defined in Indexer, select “Add from
Indexer”. See below.
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ocess  Publish  Help

K B2 EElsNy BB

Folder options  D'atabase options 1

Database:  Proof of Delivery Destination
Table name: Backend_Invoice_Table et

You can add, delete flelds or change the order of the fieids. To add the
Fields feld, drag variable frowm the list of variables or click "Add Fiekd”

+- System

VARCHAR =+ Fram CaptureFromF older
=

=

From Indexer

QuiFile VARCHAR | 254 From PublishT oD atabase
Ireoicet umber VARCHAR &

CustomerM ame VARCHAR 25

IrevoiceD ate TIMESTAMP

Irvvoicedmount DOUBLE

Set vaive for database fiskis

AddField |[Z&dd o Indeser 1]

DefeteField | Clearfields |

To start the workflow you have to create the destination table. Notel As
. F Creats table

Highlight each variable to see that the variables are “mapped” to the database
automatically. See below “InvoiceNumber”

ocess  Publish  Help
oy a0 :
K e EELsN 2 6BE B
ivery
Folder options  D'atabase options 1
Database:  Proof of Delivery Destination
Table name: Backend Invoice Table Table
You can add, delete flelds or change the order of the fieids. To add the
el e, drag variabie from the list of variables or click "Add Fiek®
MName Type |Size ‘ +- Spstem
) VARCHAR 40 +- From CaptureFromF older
— +)- From Indeser
| | CuFile WARCHAR 254 + Fram PublishT oD atabase
IreoiceM umber VARCHAR &
Customeriame: VARCHAR 25
| |invoiceDate TIMESTAMP
Irvvoicedimount DOUBLE
Set vaive for database fiekis
Add Field | Add from Indewer |
DeleteField | Clearfields |
To start the workflow you have to create the destination table. Notel As Creats tahh
soon as table will be created you wor't be able to change its structure. feate table

Notice that OutFile contains the variable PublishFileName. See below.
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. WorkFlow Designer

| 1
E
(]

‘WorkFlow Edit Capture Process Publish  Help
ARG X 2 @ LANF BE|B
Proof of Delivery

ICaptureFromFolder Folder options  Database options I
nideser

etadatatw/iiter Database:  Proof of Delivery Rt
PubishT oFolcer pesireis
PublizhT oD atabase Table name:  Backend Invoice Table

Yau can add, delete fields or change the order of the fislds. To add the
ks field, drag variable from the fist of variabies or ciick “Add Fieid”

Mame |Type |Size | E2R S vstem
D VARCHER 40 +/- From CaptureFromFolder
= From Indexer
:_ Lt | = From PublishT oD atabase
ImvaiceMurber WaRCHAR 5 [PublishFileM ame]
| Customes ame VARCHAR |25
| [inweiceDate TIMESTAMP
| [ Inveicetmount DOUBLE

Set valwe for database fiefds

e

AddField | Add from Indexer |
Delete Field | Clear fields |
To start the workfiow you have to creale the destination table. Notel ds Croate tabl
sookr as table will be created you wan't be able o change its structurs. feate table

Any variables on the right can be expanded and dragged into the Set Value for Database
fields section for each database column.

Columns can be defined and added. Add Field button.
Columns can be deleted. Delete Fields button.
Columns can be cleared. Clear Fields button.

When completed, select Create Table button, the following screen will appear. See
below.

As soon as the table will be created you won't be able to change its structure.
! Are you sure?
. ¥

Mo

If the table is correct select Yes. If more changes are needed select No.

The following screen will appear if the table was created successfully.

Information

\12 The table "Backend_Invoice_Table" was successfully created

Note: If the designer did NOT create a new table, but rather selected a table that exists,
the columns cannot be changed, however, the columns can be “mapped” to appropriate
variables on the right. The PublishFileName variable must be mapped to a column.

Using the program, PDRwin (Database Documents Retrieval-client) or DDR (web based
using 11S) multiple users can retrieve documents by any user-defined database column.
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VI. Main launch options:

A. RUN

Select the RUN option to execute the workflow(s) that have been added to the execution

list by the ADD button. The series of user-defined operations will begin. See Section VI-
Using the RUN function.

B. STOP

Select the STOP option to discontinue the execution of the selected workflow.
C. ADD

Select the ADD option to load a selected workflow into the execution list.
D. DELETE

Select the DELETE option to remove a selected workflow from the execution list.
E. DESIGN

Select the DESIGN option to design a new workflow or to modify an existing workflow.

F. OPTION
Select the OPTION option to modify the VFILER configuration. See below.

Configuration @

General
allup ™ Restart WorkFlows at start

[ Hide in system tray when minimized [ Indexer in simple form

[ Open Processes in Separate Windows

[ Auto browse if no entries for a key St Wk ety ﬂ
wiark directary
|C:\Work area and demodata

Link with PDF fles ~ |Acrobat Reader 7.0 =l

B ad files folder |C:\W0lk area and demodatatDocs g
Privileged Users

adrministrator Add

Delete
Cache
[ Clear the Cache Automatically every |0 5| daps
Log
" Molog " Brief Log + Detailed Log
[~ Clear the Log File Automatically every (0 5 daye
Default Settings Apphy | Cancel | Help |
Select the LOG option to view an audit trail of workflow processes.

Select the CLEAR option to:

- clear Capture from Folder cache (used to prevent duplicate processing of captured
documents within a folder).
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- clear Capture from Email cache (used to prevent duplicate processing of email
transactions).

- clear captured images within the C:\vFILER\Captured folder. The password
“CLEARJOBS” is required to prevent inadvertent deletions of images.

. ABOUT

Select the ABOUT option to view the number of remaining launches and documents to
publish.
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VIl. Section VI - Using the RUN function

Following the selection of the RUN function, the series of user definable steps will begin
to process. Files will be captured by either the Capture from Folder or Capture from
Email and placed into the C:\Work area and demodata\Captured folder for processing. In
an automated workflow, functions such as Bar Code Reader or Zoned OCR are normally
the next functions used for purposes of generating a “key” that is used during the
validation step of a database lookup. See Section VII- Appendix A) Creating automated
workflows. Depending on the switch settings within the Indexer component; Auto Start- if
ON, image will display automatically, Auto-Index- if ON, the operator will NOT be required
to “approve” a valid database lookup, Auto-Export- if ON, files that are NOT validated
during the Auto-Index process are automatically exported to a user defined path to allow
for a truly automated workflow. Users should always reconcile the “captured” file
counter with the “published” counter. Discrepancies between the counts should be
further reconciled with the export folder, and the files should be reviewed to determine
the reason they were not processed.

Select the RUN option you wish to use. (see below)

Select document processing mode

(« Capture, Index and Process [Batch)

thiz zelection will continuously monitor the source folder to capture
new filez for subsequent continuous indexing and processing

" Capture Only [Batch)

this gelection will DMLY continuouzly manitar the source folder
to capture new files

" Index only [Batch)

thiz zelection will DMLY allow the Indexing of captured files.
Mate: setting the Auta-start Indexing option 1z recommended

" Process only [Batch)
this selection will DMLY process previously Captured and Indexed files
" Capture and Index only [Batch)

this gelection will continualsly monitor the source folder to capture new
files and alzo allow Indexing of captured files.
Mate: setting the Auta-start Indexing option 1z recommended

" Capture and Index only [Interactive process)

thiz zelection will capture one file at a time and will allow the indexing
of that file befare anather file is captured.
Mate: select Batch process only ta finish processing the files

x Cancel |

“Automated workflows” should use the Capture, Index and Process option.

In large volume users, (non-automated), the Capture and Index only (Interactive process)
can be useful to “control” the capturing of documents.

Experiment with each option to determine which is most useful in your operating
environment.

A. Using therun time Indexer

The Indexer is launched two ways. 1) If Auto start is “checked” in the Indexer component
with Designer, the captured image will display automatically. 2) If Auto start is not
“checked” in the Indexer component within Designer, the operator must double click on
the displayed, captured file. (on right, under “To Index” column)
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The Indexer displays the file (see below). For maximum document processing functions,
the source documents should always be TIF documents.

¥ Entry [ZI[EWXI

11074 tif

E Choose action: | index to page hd ’1_j
I multiple reconds found o R
[~ Use first record @ E] b IR @ @ @ 58.59333 ~ @ @ 1 = | W

[~ Wiite all recards
Ficall a lookup data browser g =

Selectal | Clearal | =
8| e

InvoiceMumber 1 1 O' 7 4
| 1
Custarnerld

SalesmanCode

InvoiceD ate

CustomerPOMumber

TRADERS

One Portals Way, Twin Points WA 98156
Phone: 1-206-355-1417 Fax: 1-206-555-5938

Custld

3| I
CustomerMame . N
[ ShipT:  Simons bistro
SalesCode Vinbaltet 34
flsmanName jJ K@benhavn 1 734
' Denmark
v
s >
1 Save and Next | 2 Save and Index Again . | Erpot | o |

3 Save and Close |

* Use the “Use First Record” option when duplicate records are found within the database,
but the operator wishes to NOT have the Indexer stop and require a selection of the
“correct” record. For purposes of this workflow, the first record contains sufficient data
to process the file.

* Use the “Write All Records” options when duplicate records are found within the
database and the operator wishes to have the file processed automatically to ALL found
records. An individual record and corresponding image will be written for EACH found
record automatically.

* Use the Select All option to “lock” all fields (watch the padlock close for all fields). This
will cause the data in all fields to be retained for the next file.

* Use the Clear All option to “unlock” all fields (watch the padlocks open for all fields).
This will cause the data in all fields to be NOT retained for the next file.

* Click on the padlock to open or close it to retain or not retain the data for the next file.
* Select the “pull down” option for each “key” to see the previous key processed.
* Select the Save and Next option (or Alt 1) to process the file and continue processing.
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* Select the Save and Index Again (or Alt 2) to process the file, retain the file on the
screen and “index” the same file again. Note: a separate file will be written for each.

* Select the Save and Close option (or Alt 3) to process the file and terminate the run time
Indexer.

Image Controls (above the image, from left to the right) see below.

FEIEE RGN e EE o o |y
Sl LT

(o iZLE Py
<.e‘ii">NMD INVRICE
TRADERS 11072

Front left to right....

Select Print Icon to Print file.

Select Move image- under development
Select Toggle grayscale

Select Remove noise (despeck, select sub-options)
Select Rotate image left

Select Rotate image right

Select “+” to zoom in

Select or enter % to zoom

Select “-“ to zoom out.

Select Best Fit

Select Show page only (no thumbnails)
Select Show page with thumbnails
Select Thumbnails only

Select Start page

Select Go back one page

Select enter page number

Select Go forward one page

Select End page

Select Restore image

Select Help- under development

Page Processing (above image controls, see below)
Choose action:

Index to Page- this function is used to perform “on-line” separation and indexing of multi-
page tiffs. Position the cursor on the thumbnail of the LAST image of the “set” of pages
you want to separate and index. Notice the page number changes to the right of “Choose
action”. Select Perform Action (see below). The pages selected will be separated and
allow indexing.
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# Entry

multipage bar code separation tif

d Choose action: |index to page A ’1_ﬁ
If multiple records found s a
[~ Use first recard @ . :%}-.-‘? A2 @ @ 18.60000 - @ 1 hd [I] @ =3 ‘“'i’;'
A~

[~ "wiite all records

F3 cali g lookup data brawset ?w- — = |I|!|! |!|!I!I

SelectAll | Dlearall |

NORTHWINT) INVDIGE
TRADERS 11072

I oice . 3 . w
@ S .

i WA W61 Date 09-Sep-2003

IrvoiceMumber Phose: -3 A

| 1 SpTe  Emst Handel BETe  Emst Handal
HKirchgasse & Kirchgasse &

Cuztomerld Gewz BO1O Graz 010

| Ausiria Ausirin

SalesmanCode —

Imvkce 3 Lustomer i fzlasparson Orier Oale:  Requred late:  Saipged Dale: Ship Vi
| 11072 | ERNMSH | MamaretFeacock | OS-May-1968 02-Jun- 1998 Uritiel Package
Invoicel ate
| 3 2 Crang 0 sE00 515200
CustarmerPONumber 41 Jack's Hew Engiand Clam Chowder A E-T 538600
| 50 Vakoien sukbe 2 smn $367.50

B4 Wimmers guis Semmeknadel 10§32 $4,32250
$6,218.00
25856
547688
Custld

Cuztomert ame

SalesCode - =

8| =]

S alesmnant ane

| 4

8| Sl

1 Save and Mext | 2 Save and Index Again

Perform Action | Export
3 Save and Cloze

When completed with entering all indexing information, select Save and Continue (see
below)
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B Choose action: |<nat defined: A ’3_j
[~ Use first record @ .%‘“ M @@ @19% hd @ 1 = E]@ Ca RS D]

If multiple records found

[~ Wiite all records
F3 call a fookup data browser g =
Selectdl | Clearal | = |||!|!|!|||!|
) . E P INVOIGE
Irvoice. Exact matching = N —TWD 11072
11072
% | (e Poeat Wy Tam P 1K 38196 Date 05-5ap-2003
IrvaiceMumber Phae: (20551407 Fax 17003755900
[11072 1 P — [T—
Krchgasse & Hachgasse &
Custarnerld Genz BO1D Geaz BO1G
|EF|NSH Ausiria Ausiria
Sal Cod
SeTaot Wmitice 35 Custaner B Sdesprom  Oroelsle  Reqarsdlz  Sapped Date hip Wt
|2 Q72 | ERNSH  Margaret Peacock | O5-May-1568 | [2-Jun-1998 Usitid Packagn
Invoicel ate
|2DD=1-DS-D1TDD:DD:DD > 2 crang 0 %1800 a $15200
CustomerPOMumber 471 Jacks Mew Engand Clam Chowder an EL % $386.00
|PD ?859 0 Vakoren sukis 2 $e2n % $357.50
B4 WWimmers guie Semmelinadel 130 $3325 e £4,322.50
Sulituta 521800
Fraight: 525864
Totst S5 4TEBE
Custld. Exact matching—————————— ¢~ A prmeme— jewre sereesine
e T =
N ERNGH -] . 3 oS Dok
Customerh arme
|Emst Handel
SalesCode. Exact matching
Salesmanh ame
|Margaret Peacock
1 Save and Mext 2 Save and Index Again Petfarm Acti Exmott | x c | |
erform Action #porl arcel
3 Save and Close 4 Save and Continue =P

Select Exclude pages from and to in order to delete pages from this file.
Select Extract pages from and to in order to index only those pages
Select Move current to desired page location.

Select Restore image to cancel deletions, extractions and moving. (Found on far right of
image controls)

See below
o
pdqe Dd Qae cparatio
Choose action: |index to page hd ’1_j

If multiple records found <rot defireds =

[~ Use first record @ exclude pages p8.53393 @ @ 1 hd E] @ e

I “white all records extract pages ~
F3 calf 2 lookup data browser Y= move current page to —3

Select Al Clear &l | R
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VIIl. Appendix

A. Creating automated workflows.

An automated workflow is defined as a process to archive documents that does not
require a manual indexing operation. Automated workflows can significantly reduce the
cost of processing documents. The most common automated workflow would use bar
code recognition or zone OCR to gather specific data that can be used as “keys” to
validate against a database. Other techniques, using VFILER, can be used to perform a
similar process. For example, if the file name of a captured document contained a useful
“key”, VFILER could be designed to use the Original Filename as a “key”. In addition, the
Original Filename could be “parsed” to use only a portion of the file name. This
procedure could be used with other variables such as email subject, email From or To or
document Title. Another example of an automated flow would be for image conversions.
VFILER can be designed to capture documents and retain as variables the parent folder
and/or the grandparent folder. Those variables can then be used for other vFILER
components such as Publish to Folder or Publish to Database.

When using zone OCR, Bar Codes or Original File Name to automatically “load” the key
into the Indexer, the procedure is to “drag” the appropriate variable (e.g. Bar Code 00)
into the Key Definition tab that is associated with a particular key within Key Wizard. See

below.
Lookup Key Editor, [
Commaon  Few Definition l
Key value
Dray andd drop variabies to create 2 dynaric Key structire from st of
variables. The valne wiil be compared with field in database table
+- System
+/- From CaptureFromFolder
+- From BarcodeReader
+- From Indexer
X Cancel
B. install folders (work area) definitions and functions.

The following folders will be created as a result of launching the  setup program under
the path C:\Work area and demodata.

Captured, Databases, Docs, Exports, Lists, Misc, My Input, My Output, Templates,
Workflows.

The following files will be created as a result of launching the  setup program under the
path C:\Work area and demodata.

DPLA.exe, ISED.dll, PDRwin, SoftekBarcode.dll
The purpose of each folder is as follows:

Captured: When a file has been captured by the Captured from Folder or Capture from
Email component, the “source” file is retained or deleted as a function of the switch
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setting in Capture from Folder (Production mode will delete, Design mode will retain), the
file is placed in the Captured folder. This becomes “work in process”.

Two files are created for each file captured. One with an extension .dat, and one with an
extension .xml. The .dat file contains the image, and the .xml contains data related to
the image. The image file can be opened by using the “open with” option and using a TIF
viewer for TIF images or Adobe reader for pdf images. The .xml file can be opened with
Notepad or an xml editor. Files within the Captured folder can be cleared using the
CLEAR command by entering the password “CLEAR JOBS” or deleted through explorer.
The files within the Captured folder are named with a unique name starting with the
workflow name. Therefore, images captured into the Captured folder can be exported
out of “work in process” by workflow name. Experienced users can do so by using the DOS
command rename. Steps: from Start menu, select Run. From Run, enter cmd. The DOS
command prompt window should appear. Enter cd\ (return to root). Enter cd work area*
(C:\work area and demodata path should appear). Enter cd cap®. (the subfolder
“captured” should appear). Enter dir to see contents of the Captured folder. For pdf
workflows, enter rename {“first few characters of the unique file name”*.dat *.pdf. (all
.dat files, for that workflow, will be changed to the .pdf extension. For TIF workflows,
enter rename {“first few characters of unique file name”*.dat *.TIF. (all .dat files, for
that workflow, will be changed to the .TIF extension. You can now use “cut and paste” to
export the native files to any desired location.

Use the del command to delete the .xml files from the Captured folder. (del {“first few
characters of the unique file name”*.xml.)

Databases: This folder contains several Access (.mdb) files used for the sample
workflows. The Wholesale Distribution database, in particular, is useful to see how tables
can be cross referenced to acquire indexing data.

Docs: This folder contains the “The Perfect ” users’ guide. Print, read and use the
manual to become familiar with the sample workflows and processes.

Misc: This folder contains various “work” files; such as, the caching file when Design mode
is selected.

My Input: This folder contains “source” images used by the  workflows. This “simulates”
the folder to which a stand alone scanner or MFP is “mapped” to for “send to file”.

My Output: This folder contains the “published” files used by the  workflows. This
“simulates” the Repository used during actual production work.

Workflows: This folder contains the  workflows.
The purpose of each file is as follows:

DPLA.exe- This utility is used to create and manage .xml “lists” (used for the entry mode-
Pull down lists). It can also be launched within VFILER when using the entry mode-Pull
down lists).

.exe- This is the full version name of the application program.
iSED.dll- This utility is used during the Convert to PDF component.

PDRwin- This is the “client” retrieval program that contains both the Database Document
Retrieval (DDR) and the Indexed Document Retrieval (IDR) programs.

SoftekBarcode.dll- This is the “nag” version of the optional third party bar code
recognition software.
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