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Preface

This preface is an introduction to the Exigen Workflow Administrator’'s Guide, Part 3: Utilities.

The following topics are described in this section:

e Audience

e Related Information

e Typographic Conventions

Audience

This guide is intended for system administrators. The system administrator is often referred to as the
administrator.

This guide assumes basic computer knowledge for performing Windows® operations. It also assumes

a familiarity with Open DataBase Connectivity (ODBC) and basic experience working with structured
guery language (SQL) and databases.

Related Information

The following table lists guides that provide related information about Exigen Workflow:

Related documentation

Title Description

Exigen Workflow Describes how to operate Exigen Workflow.

User’s Guide

Exigen Workflow Defines the main concepts underlying Exigen Workflow and describes how to
Administrator’s create projects and set up, manage, and monitor the system.

Guides I-llI

Exigen Workflow Describes how to install Exigen Workflow.

Installation Guide

Exigen Workflow Describes how to use the Exigen Workflow Internet solution.
Web User's Guide

Copyright © 1994-2005, Exigen Properties, Inc. and/or affiliates. All rights reserved.
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Typographic Conventions

The following styles and conventions are used in this guide:

Typographic styles and conventions

Convention Description

Bold e Represents user interface items such as check boxes, command buttons, dialog
boxes, drop-down list values, field names, menu commands, menus, option
buttons, perspectives, tabs, tooltip labels, tree elements, views, and windows.

e Represents keys, such as F9 or CTRL+A.
e Represents a term the first time it is defined.

Couri er Represents file and directory names, code, system messages, and command-line
commands.
Courier Bold Represents emphasized text in code.

Select File > Save Represents a command to perform, such as opening the File menu and selecting Save
As As.

Italic e Represents any information to be entered in a field.
e Represents documentation titles.
< > Represents placeholder values to be substituted with user specific values.
Hyperlink Represents a hyperlink. Clicking on this field takes you to the identified place in
this guide.

Copyright © 1994-2005, Exigen Properties, Inc. and/or affiliates. All rights reserved.
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Chapter 1: Introduction

This section introduces the utility applications available in Exigen Workflow. The following topics are
described in this section:

e Qverview

e Exigen Workflow Utilities

Overview

Exigen Workflow utilities perform maintenance procedures within Exigen Workflow applications and
throughout the database. Some utilities are designed to create electronic stamps and templates used in
specific workflow applications.

Administration-level users use utilities to maintain database integrity. To ensure database integrity,
access to utilities is assigned through the Levels feature during system setup, as described in the
Exigen Workflow Administrator's Guide, Part 1: Design and Configuration, Chapter 4: Setting Up
Exigen Workflow.

Exigen Workflow Utilities

Each utility is designed to perform a different database maintenance function, as described in the
following table:

Exigen Workflow utilities

Utility Icon Description
Check Document g/ Checks the integrity of the images in the system. If corrupt images are
Utility located, they can be sent to a specific queue and user for handling. This

allows implementing multiple corrections rather than waiting for end user
notifications concerning specific problems.

Clear Cache Utility | Clears specific cache directories filled during the commit process or moves
&J cache content to an optical or other archive storage medium.

Empty Folders Creates a file listing all folders to which no documents are assigned. This

Maintenance Utility allows the administrator to delete these folders and free up space in the
database.

FTS Maintenance E.E Configures FTS settings in projects. It defines stopwords and the algorithm for

[En splitting extracted text into words, and detects documents that are not

correctly processed.

Orphan Utility ' Locates discrepancies between the database and the actual files. When run,
it lists image files without matching database records in the document table.

These files can be routed to a specific queue, and then reviewed and
processed.

Copyright © 1994-2005, Exigen Properties, Inc. and/or affiliates. All rights reserved.
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Chapter 1: Introduction

Exigen Workflow utilities

Utility

Icon

Description

Stamp Management

Template
Management Utility

Transfer Utility
E-Capture Definition
Utility

Publisher Packager

N

]

[

Creates and maintains electronic rubber stamps to be applied to document
images. Stamps are created either by scanning a document with a stamp on it
or by loading a TIFF or other image file containing the stamp to use.

Creates and maintains form templates to be used for Form Overlay and Form
Optical Character Recognition processing. Data is either overlaid or extracted
from specific form templates, depending on which process is used.

Defines the images to transfer from one medium to another. When the new
storage location is configured, all selected documents are transferred.

Defines individual forms for recognition and information extraction. These
forms are created as PDF or PCL files.

Packages a collection of Exigen Workflow folders, subfolders, and documents
into one directory that can be copied onto a CD. The folders, subfolders, and
folders can be viewed remotely without being connected to the Exigen
Workflow system.

Copyright © 1994-2005, Exigen Properties, Inc. and/or affiliates. All rights reserved.
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Chapter 2: Check Document Utility

This section explains how to search a set of documents to locate image files that are corrupt or not
located where the database pointers indicate. This section also explains how to verify that the page
counters are synchronized.

The following topics are described in this section:

e Qverview

e Using the Check Document Utility

e Configuring the Distribution of Affected Documents

e Defining the Search Criteria

e Check Document Utility Menus and Buttons

Overview

Check Document Utility is used to perform an integrity check on document files. Check Document
Utility must be run prior to shredding the original paper documents because rescanning is sometimes
necessary and cannot be performed after shredding.

Three types of checks are performed during the Check Document Utility process:

1. Aninternal check on the document files ensures that they are not corrupted. If the file is corrupted
and cannot be recovered, it can be deleted and the pages can be rescanned into the system.

2. This check ensures that the document files are located where the database pointers indicate them
to be. If the document file is not located where the pointers indicate, it is necessary to search for the
document record. If the file is found, it is moved to the proper location. If the document file is not
found, the pages must be rescanned.

3. This check ensures that the number of pages found in the document corresponds to the number of
pages indicated in the database for that document record.

An optional check can be performed to determine if quick tiles were created for a specific group of
documents.

Using the Check Document Utility

To use Check Document Utility, perform the following steps:

1. To open the Check Document Utility window, in the Exigen Workflow Explorer window, select
the Utilities folder and double-click Check Document Utility.

5{

The Check Document Utility window appears.

Copyright © 1994-2005, Exigen Properties, Inc. and/or affiliates. All rights reserved.
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* Check Document UEility

Wiorkflow Project;

[Fvnice Processing

{ il

orkflow:

DOCUMENT ARCHIMING

DOCUMENT ARCHINIMG
INYOICE PROCESSING

Lo E st

Chapter 2: Check Document Utility

Figure 1: Exigen Workflow Check Document Utility window

The Workflow Project field lists all Exigen Workflow projects registered in the database. The
Workflow field lists all workflow applications assigned to the selected project.

2. Inthe Workflow Project field, select a project to check.

3. Inthe Workflow field, select a workflow to check.

4. To proceed, click Go.

Another Check Document Utility window appears.

5. If you do not want to check a project or workflow, click Exit.

Copyright © 1994-2005, Exigen Properties, Inc. and/or affiliates. All rights reserved.
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" Check Document Utility e
Cocument  Check  Help
’,.-:"z g FL ]
g0’ Fo=A
L Search by Process: Scan -

Total Records:

Document BSH from:

Document RSN to:

Proceszed Doc RSN:

I Find | Processed Date from: 074742002
I Find | Processed Date to: 074742002
II]

Recordz Yerified:

Detected Problems:

[ULEN

[ Check "Quick Tile" Device from: |Any Devices j
Project [ WFL | Node | Parcel B atch Folder Document | Loz | Pages | Status
I D I I . RSH RS e
[T SelectAll Project: Fnvoice Procossims WorkHow: 2FCEERT ARV

L

Figure 2: Check Document Utility window

All fields are empty initially. Before searching for corrupted documents you must configure where the
affected documents are sent.

Configuring the Distribution of Affected Documents

The Distribution Setup window is used to define the queue where affected documents are routed. It is
also used to determine the image file destination and the resulting operation. To configure the
distribution of affected documents, perform the following steps:

1. To open the Distribution Setup window, in the Utility window, click Distribution Setup.
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A

Distribution Setup i X|

The Distribution Setup window appears.

Send to Node : Id-EIaim E =amitier j

— Damaged Documents Repair Options

Salvage Directory :

IE:WISIFLDWKELM - |

[T Create Empty Doc. Content for Rescan

[+ ‘Route Content to Salvage Directony
[~ Fix Doc. Content [For TIFF Only)

[T Bemove Damaged Doc. Content

Clear Al F, Help Cancel

Figure 3: Distribution Setup window

2. Inthe Send to Node list box, select the node, or queue, where you want to route the database
records.

The records are sent to the current user.
3. In Damaged Document Repair Options, select the actions to be taken to repair the documents.

4. To locate the directory where you want to send the affected documents, click the browse button

The system places the three-character Project ID after the selected directory string. If the
subdirectory does not already exist, the system asks for permission to create it.

5. To automatically create the subdirectory, click Yes.

6. To use the salvage directory, click No.
If you select No, you must manually create the directory.

The Salvage Directory must be specified to use one of the check box options listed in the following
table:

Salvage Directory options

Option Description
Create Empty Doc. Deletes the affected DMS files but retains the database information. The
Content for Rescan document number and all related data are retained so that the documents can

be rescanned without changing the document number.

Route Content to Copies the affected files to the salvage directory.

Copyright © 1994-2005, Exigen Properties, Inc. and/or affiliates. All rights reserved.
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7.

Salvage Directory options

Option Description

Salvage Directory

Fix Doc. Content, for If the header information is corrupted, repairs the document file by treating it
TIFF Only as a TIFF file and searching for specific characters within the document.

Once it is re-created in TIFF format, the file is converted back into a DMS file
so that it can be viewed.

Remove Damaged Doc Deletes the affected DMS file from its current location.
Content

Select an action and click OK.

Defining the Search Criteria

Once you configure where the affected documents are sent, you must determine which documents you
want to check. The Parameter List section of the Distribution Setup window is used to define the
search criteria. To define the search criteria, perform the following steps:

1.

o g~ w

To select whether to check documents residing in the current workflow or archived documents, in
the Workflow Environment list box, select Workflow or Archived.

To search for affected documents within a specific range of document numbers, in the Document
RSN From field, enter the first number.

To begin with the first document number in the database, click Find.
To search in a range, in the Document RSN To field, enter the last number of the range.
To retrieve the last document number in the database, click Find.

To specify a date option for searching the database, select one of the following Search by Process
options:

Search by Process options

Option Description

Scan Uses the document creation date as the search parameter.
Modify Uses the document modification date as the search parameter.
Commit Uses the document commitment date as the search parameter.

To define the date range, enter the beginning date in the Processed Date From field and the
ending date in the Processed Date To field.

The default values for each field are the current date.

To check whether Quick Tiles or thumbnail views of each image page were created during
scanning, select the Check “Quick Tile” check box.

To define document storage, select one of the following Device from options:

Copyright © 1994-2005, Exigen Properties, Inc. and/or affiliates. All rights reserved.
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Device from options

Option Description

Optical Searches on optical storage devices only.
Server Searches on server storage devices only.
Magnetic Searches on magnetic storage devices only.

Any Devices

Searches on all storage devices.

The Check Document Utility window displays the specified settings.

Check Document Uktility

Diocurnenkt

Check Help

=101 ]

s

g

K

e -

— Paramelfer fxf

Total Records:

Workflow Environment:

Document BRSH from:

Document RSN to:

Proceszed Doc RSHN:

I'W'u:-rkfl-:uw - I

Search by Process:

|53EI Find | Processed Date from:
IEE? Find | Proceszsed Date to:

T
—

Recordz Yerified:

Detected Problems:

Scan -

07742002

07742002

[ULEN

[+ iCheck "Quick Tile"™ Device from: |Any Devices j
Project [ WFL | Node | Parcel Batch Faolder Document | Loz | Pages | Status
I I I D MHurm. RSM RSM
[T Select All Project: Fnvoice Procossims WorkHow: 2FCEERT ARV

[

Figure 4: Filled out Check Document Utility window
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10. To search for corrupted documents, click Start

During processing, the Total Records field displays the number of records processed, and the
Records Verified field displays the number of verified records.

The Processed Doc RSN field displays the number of the document currently being processed.
The Detected Problems field displays the number of affected image files found.

If the selected range of documents is large, such as specified document RSNs or Processed Dates,
the checking process can be lengthy.

11. To stop the process, click Stop ﬂ

When the checking process is completed, the Check Document Utility window displays a list of
problematic documents.
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Figure 5: List of corrupted documents

All buttons except Start are enabled. For information on these buttons, see Check Document Utility
Menus and Buttons.

The results table at the bottom of the window displays any document that meets the search criteria and
is corrupted. If no documents appear in the table, the utility has not detected any problems. The
following table describes the columns in the results table:

Results table

Column Description
Project ID Project where the document is located.
WEFL ID ID of the workflow where the document is located.
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Results table

Column Description

Node ID Node where the document is located.

Parcel ID ID of the parcel to which the document is assigned.
Batch Num. Batch number to which the document is assigned.
Folder RSN Number of the folder to which the document is assigned.

Document RSN
LOC

Pages

Status

Number of the affected document.

Location of the document:

e M: Magnetic
e O: Optical
e S: Server

Number of pages in the document.

Current status of the document:

e DMS: records in the database exist, and the document file is present, but the file is

corrupted.

e ORP: an orphan document where the records in the database exist, but the document
file is not found, for example, if the file was deleted manually outside Exigen W orkflow

without updating the database records.

e PGS: number of pages actually present in the document file does not match the number

of pages stored in the database.
e Sent: document is sent to the designated queue.
e Tile: Quick Tiles for the image were created.

To work with corrupted documents, perform the following steps:

1.

To view an individual document, highlight it and click Display.

If the image is viewable, it appears in the Image Viewer on the right side of the window. If not, an
error message appears that describes the problem.

To create and view a report listing the affected documents, click Report.

In the Problem Docs - Save File window, enter the name of the report file and click Save.

The Centura Report Builder window displays the affected documents in report form.

select the documents and click Send.

To send all the documents, select Select All and click Send.

To send one or more documents to the queue assigned in the Distribution Configuration window,

To highlight multiple documents for sending, use click and drag, or the CTRL key.

The records remain in the list and appear in the specific queue for the current user ID.

To clear the list, click Clear.

Check Document Utility Menus and Buttons

The following table describes the Check Document Utility window buttons and menu functions:
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Check Document Utility window buttons and menu functions

Button Shortcut key  Menu Description
command
Check > Start Start

CTRL+S

CTRL+R

CTRL+D

Gl

F1

\g. w

CTRL+F1

ﬂ F12

Check > Stop

Check >
Distribution
Setup

Document >
Send

Document >
Report

Document >
Display

Check > Clear

Help > Context
Help

Help > Help
Topics

Help > About
Exigen
Workflow
System

Document >
Exit

Checks for corrupted documents.
Stop

Stops the checking process.
Distribution Setup

Opens the Distribution Configuration window used to
determine where and how the affected document records are
distributed.

Send Document
Sends all selected documents to the repair queue.
Report

Saves the list of affected documents, which can be displayed
and printed via the Centura Report Builder.

Display Document

Displays the selected image file in the Image Viewer on the
right side of the window.

Clear Entries

Clears all entries in the results portion of the window.
Context Help

Opens the help section.

Help Topics

Displays a list of available help topics.

About Exigen Workflow System

Displays copyright and release information regarding Exigen
Workflow.

Exit the System
Closes the Check Document Utility window.
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Chapter 3: Clear Cache Utility

This section describes Clear Cache Utility and how to use it. The following topics are described in this
section:

e Qverview

e Using the Clear Cache Utility Window

e Clear Cache Utility Menus and Buttons

Overview

Clear Cache Utility is used to identify documents that are modified after being moved to a storage
medium via the Commit process. Since the committed document cannot be changed, the modified file
is stored in the Cache directory. The documents found in the Cache directory were edited using the Edit
Tools feature in the Image Viewer in the Retrieve object.

Once identified, the modified image files can be moved back into the workflow for further review or
discarded. They can also be moved to the Commit queue to be recommitted when the pointers in the
database are changed to reflect the new location of the document. Regardless of the action, the original
image file remains in the same location on the storage medium.

Using the Clear Cache Utility Window

To use Clear Cache Utility, perform the following steps:

1. To clear the cache directories, in the Exigen Workflow Explorer window, select the Utilities folder
and double-click Clear Cache Utility.
=
&7

The Clear Cache Utility window appears.
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& Clear Cache Utility E X

W orkFlowe Project:

ACL Bazed Praoject

ACL Bazed Project
Role Bazed Project
T azk Project

" ark o
ACL WOREFLOW

ACL WORKFLOW

Go E it

Figure 6: Clear Cache Utility window

2. Select the Exigen Workflow project and workflow to clear and click Go.
The Clear Cache Utility window appears.

Chapter 3: Clear Cache Utility
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Total to Yerify: 0
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Figure 7: Clear Cache Utility window

The Cache Directory list box displays all the cache directories configured for the current project
and workflow.

3. To view all modified files, perform the following steps:
1. Inthe Cache Directory list box, select a directory to view.
The Device list box displays all devices where committed documents are stored.
2. Inthe Device list box, select a directory to compare against the cache.

Note: This information is based on the configurations setup in the Config portion of the Administrator
application.

3. Inthe Extension list, select an extension.
The Extension list box contains the available file extensions in the project. In addition to the
DMS extension that is the standard Exigen Workflow image file extension, all the extensions
associated with the Task setup in the database are listed.

4. Click Start.
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The utility compares all committed documents and lists all modified ones in the table.

&% Clear Cache Utility = 10| x|
Document  Clear  Help
Send to Hode: g
7 I - i
s | 18-Form OCR DA =l K i @ i[ﬂ
Project: Role Based Project
WorkHow: RB WORKFLOW
Cache Directory: Device:
Document Fages Modified on Status Processed Doc RSN:
RSM ;
292 2 08/02/2001 Doc |51 7
293 2 0a/02/2001 Doc 5 ; S,
294 2 08/02/2001 Doc eeords vermed:
295 2 0a/02/2001 poc EI]
236 2 Ua/z/200 ot Detected for Recommit:
297 2 0a/02/2001 Doc
293 2 0a/02/2001 Doc |34
299 2 0a/02/2001 Doc
a0n 2 08/02/2001 Doc Extension: IDMS vl
am 2 0a/02/2001 Doc
a0z 2 0a/02/2001 Doc ——_ )
04 5 08/02/2001 OO ile Name: 00000005 DMS
305 2 0a/02/2001 poc Total to Yerify: 69
[T Select All
Start |

Figure 8: Modified documents

The following fields are displayed while the process is running:

Clear Cache, processed data fields

Field Description
Processed Doc Number of the currently processed document.
RSN

Records verified  Number of documents verified in the selected cache directory.

Detected for Number of altered documents found to recommit.

Recommit

File Name Name of file being processed.

Total to Verify Number of altered documents found in the selected cache directory.
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The table lists all modified files found. The following table describes the columns contained in the
results table:

Results table columns

Column Description

Document Internal document number.

RSN

Pages Number of pages in the document.

Modified on Last time the document file was modified.

Status Current document status:

e DOC: record exists in the document table.
e DEL: record was discarded from the cache directory.
e Sent: record was sent to a queue.

4. To send documents to a specific node, proceed as follows:
¢ Inthe Send to Node list box, select the workflow node to which to route the modified document

files.
e Select documents that must be sent to the node.
e Click Send.

The document status changed to Sent in the document list.

The documents must be routed either to a specific node and user for further review, or to the
Commit node to be recommitted to an optical storage device.

5. To view a document, click Display.
The selected document is opened in the Image Viewer.

6. Toremove a document from the cache directory, in the list, select the document record and click

i

Delete
Depending on the configuration, the Delete button may be disabled.

If document versioning is not used, the status of the Delete button is controlled by the following
section in Configuration Browser:

Cl ear CacheOpt i ons/ Enabl eDel et e

If this section is defined in the system and its value is setto y, Y, or 1, the Delete button is enabled.
Otherwise, the Delete button is disabled.

If document versioning is used, the Delete button is always disabled.

If a document is deleted, the document status is changed to Del in the document list.

7. To clear the document list, click Clear.

Clear Cache Utility Menus and Buttons

The following table describes the Clear Cache Utility window buttons and menu functions:
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Clear Cache Utility window buttons and menu functions

Button Shortcut key Menu Description
command
Clear > Start Start

F1

CINESRUANE AN~ -

CTRL+F1

ﬂ F12

Clear > Stop

Document >
Send

Clear > Delete

Document >
Display

Clear > Clear

Help > Context
Help

Help > Help
Topics

Help > About
Exigen
Workflow

Document >
Exit

Compares cache documents to stored
documents.

Stop
Stops the comparing process.
Send Document

Sends all selected documents to the assigned

node.
Delete

Deletes the selected files from the cache
directory.

Display Document

Displays the selected image file in the Image

Viewer on the right side of the window.
Clear

Clears all entries in the results portion of the

window.

Context Help

Opens the help section.

Help Topics

Displays a list of available help topics.
About Exigen Workflow

Displays copyright and release information
regarding Exigen Workflow.

Exit the System
Closes the Clear Cache Utility window.
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Chapter 4: Empty Folders Maintenance Utility

This section explains how Empty Folders Maintenance Utility works. The following topics are described
in this section:

e Qverview

e Using the Empty Folders Maintenance Window

¢ Empty Folders Maintenance Utility Menus and Buttons

Overview

Empty Folders Maintenance Utility is used to identify the folders in the database that do not have
assigned documents. If an empty folder is found, the utility offers you the option to either keep or delete
the folder records. Deletion is recommended to optimize the database space on the server.

Using the Empty Folders Maintenance Window

To start processing the empty folders in your database, perform the following steps:

1. Inthe Exigen Workflow Explorer window, select the Utilities folder and double-click Empty
Folders Maintenance.

The Empty Folders Maintenance Utility window appears.
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Figure 9: Empty Folders Maintenance Ultility window

The Report Date is set to the current date by default and cannot be changed.

2. Toremove empty folders from the system, select the Delete Empty Folder check box.
If this box is not selected, the records must be deleted manually.

3. Inthe Project ID list box, select the project you want to check for empty folders.

The project name appears in the Project field.

4. Inthe Folder Field check box, select the field you want to view in the results file.

The value in the Result File field is generated by the utility and reflects the path where the Exigen
Workflow executables reside. The Result File field also includes a datafile name of DOC plus the
current month and day followed by a DAT extension.

5. To change the value in the Result File field, click the browse button _1

The Folder From and To fields are associated with the folder numbers in the current project and
can be changed if required. If your project contains a large number of folders, only a few must be
processed at a time so that the results file does not become too large.

6. To begin processing, click Start or select File > Start.
The Current folder being processed appears in red. When all the defined folders are checked, the

following buttons are enabled:

e Close
e Start
¢ Read File

7. Toview the list of all empty folders, click Read File or select File > Read File.
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Notepad opens with a list of the field values for all folders meeting the empty folder criteria.

8. To close the Empty Folders Maintenance window, click Close.

Empty Folders Maintenance Utility Menus and Buttons

The following table describes the Empty Folders Maintenance Utility window buttons and menu

functions:

Empty Folders Maintenance Utility window buttons and menu functions

Button Shortcut key Menu command  Description
File > Start Start
8 Identifies empty folders.
F4 File > Read File Read File
A=
[} Opens the list of all empty folders.
F1 Help > Context Help
(7] Help Opens the help section.
CTRL+F1 Help > Help Help Topics
Topics Displays a list of available help topics.
Help > About About Exigen Workflow

Exigen Workflow

F12 File > Exit

Displays copyright and release information regarding Exigen
Workflow.

Exit Application
Closes the Empty Folders Maintenance window.
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Chapter 5: Full Text Search Maintenance Utility

This section explains how to configure FTS Preprocessor. This section also describes how to define
indexing DLL files that FTS Server uses to create the FTS Index.

The following topics are described in this section:

e Qverview

e Using the FTS Maintenance Utility Window

¢ Maintaining the Stopwords List

e Configuring Full Text Search

e Viewing Erroneous Documents

e FTS Maintenance Utility Menus and Buttons

Overview

The FTS Index is created by adding all words in text files, except stopwords, to the list. The stopwords
are configured using FTS Maintenance Utility. For more information on stopwords, see Maintaining the
Stopwords List.

The FTS Index is created by FTS Server, which uses a predefined structure of extracting and
configuring words from documents. The predefined structure is defined in an indexing DLL file.

One or more indexing DLL files can be set. The FTS Index can contain one or several indexes. If
several indexes are set, a user can select an index to use when retrieving documents.

FTS Maintenance Utility allows you to set the indexing DLL file or files. Indexing DLL files are designed
according to customer needs. For more information on DLL files, see Configuring Full Text Search.

When running FTS Preprocessor and FTS Server, document corruption or other errors may occur. All
erroneous documents can be viewed and reindexed in FTS Maintenance Utility. For more information
on corrupted files, see Viewing Erroneous Documents.

Using the FTS Maintenance Utility Window

To configure and maintain the list of keywords, perform the following steps:

In the Exigen Workflow Explorer window, select the Utilities folder and double-click FTS
Maintenance.

ae

The FTS Maintenance window appears.
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Figure 10: Full Text Search Maintenance window

The Full Text Search Maintenance window contains the following features:

e menu and button bars as described in FTS Maintenance Utility Menus and Buttons

e table containing the following existing projects in the system:

FTS Maintenance window, existing projects

Column Description

Project ID  Project IDs in the system.

Project Project names in the system.

Name

Database Database where the projects reside.

FTS Flag indicating that the project is set up to use FTS service.

Maintaining the Stopwords List

To maintain the stopwords list, perform the following steps:

1. Inthe FTS Maintenance window, click Stopword Maintenance.
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|

The Stopword Maintenance window appears.
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Figure 11: Stopword Maintenance window

The Stopword list displays existing project stopwords. The Word list contains all words in the
existing index. If a word repeats in all documents, it is useful to move the word to the Stopword list
to narrow the search results. Stopwords are not case sensitive.

2. To add the words selected in the Word list to the Stopword list, click Add Selected.

3. Toview words in the list, in the field above the appropriate list, enter the first letters of a word and
click Show List.
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If nothing is entered in the field before clicking Show List, all words of the list are displayed.

Not all words in a list are displayed at once because displaying a large number of words can slow
performance.

The following actions can be performed with stopwords:

Stopword Maintenance window buttons

Button Description

New Stopword
Adds a new stopword to the list.

Edit Stopword
= Opens the selected stopword for editing.

Delete Stopword
Deletes the selected stopword.

You can also import and export stopwords. Stopword lists are saved as text files with an . swf file
extension. To exchange stopword lists between projects, importing and exporting stopwords is
useful.

4. To import stopwords, click Import Stopwords.
The Choose Import File window opens.

5. Select a file to import, and click Open.

The Info message appears containing information about how many stopwords were imported. If the
imported stopword file contains the same words as the list, no stopwords are exported.

6. To export stopwords in the list, click Export Stopwords.
7. To export stopwords, locate the directory and file.

8. Select one of the following export options:

Export options

Option Description

All stopwords  All stopwords in the project.

Stopwords in Stopwords in the Stopword list in the Stopword Maintenance window.
the list

9. Click Export.
The confirmation window appears after a successful export.

10. When all necessary changes are made, click Close.
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Configuring Full Text Search

Before running FTS Server to create the FTS index, the indexes used for each project that uses the full
text search must be defined.

Full text search indexes are defined in specific DLL files named full text search plug-ins.

To configure full text search for a project, perform the following steps:

1. Inthe FTS Maintenance window, select a project.

2. Click Setup.
W™ FTS Setup i x|
File Index Help
Tz :
= @q E %‘
Active | Default Statuz M ame Decription
i hy ] 3 Delimiter Index Splits text by wordz, uges delimiters to o
Exit |

Figure 12: Full Text Search Setup window

The window lists all indexes added to the project. The following table describes Full Text Search
Setup window index parameters:
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Full Text Search Setup window index parameters

Parameter Description

Active Flag that shows whether the indexing DLL file is active. If set, the index is created when
running FTS Preprocessor and FTS Servers. It is useful to have several indexing DLL files
set for the project, but they are not required to be used simultaneously.

Default Index is used as the default index.
The default index defines the algorithm for identifying words in text in the Image Viewer.
A default index must be specified to ensure that FTS functions correctly.

Status Shows whether the indexing plug-in file is loaded successfully.

Name Index name.

Description Index description.

3. To maintain the parameters, click the buttons in the toolbar or select the appropriate commands as
described in the following table:

Full Text Search Setup window buttons and menu functions

Button Shortcut Menu Description
key command
Index > Add Opens a dialog for adding a new indexing DLL file to create a
new index. If there are several indexes in one DLL file, the one
that is most appropriate for the project can be selected.
- Index > Opens the Modify Index dialog. The following fields and options
ga Modify can be modified:
Name Description
Name Index name.
Description Index description.
Active DLL indexing file is active.
Set as default Index is used as the default.
Index > Configures the selected index as described in Configuring an
@; Configure Index.
Index > Deletes the selected index. It is not possible to delete an active
] Delete index.
F1 Help > Opens the help section.
Context Help
CTRL+F1 Help > Help Displays a list of available help topics.
Topics
Help > About  Displays copyright and release information regarding Exigen
Exigen Workflow.
Workflow
F12 File > Exit Closes the FTS Setup window.

1

When all indexes are set, FTS Server can be run to create indexes.
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Configuring an Index

Exigen Workflow supports the following full text search indexes:

Full text search indexes

Index Plug-in file Description

Delimiter index d32_ftx.dll Creates a list of words using the defined delimiters to separate
the words.

Alphabet index d32_ftx.dll Creates a list of words consisting only of the defined alphabet.

Telephone index d32_ftxa. dll Creates a list of telephone numbers with defined formats.

The following topics describe how to configure each of the full text search indexes:

e Configuring a Delimiter Index

e Configuring an Alphabet Index

e Configuring a Telephone Index

Configuring a Delimiter Index

To configure a delimiter index, perform the following steps:

1. Inthe FTS Setup window, select the delimiter index and click Configure.
The Index Configuration window appeatrs.

Index Configuration il x|

Syrnbalz

Drelimiters: ST

Soft delimiters: |_

k. I Canicel

Figure 13: Configuring a delimiter index

2. Enter the required symbols in the following fields:

Index Configuration window fields

Name Description

Delimiters Characters recognized as the end of the current word and the beginning of the next
one. They are not considered part of the word during the OCR process. The default
setting does not recognize punctuation marks or mathematical characters as part of
the word.

Soft delimiters Characters not excluded from a word, for example, re-created. If a hyphen is used, all
possible words are added to the index. For example, re-created adds the following
words to the index: re-created, re, and created.
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3. To accept the changes, click OK.

Configuring an Alphabet Index

To configure an alphabet index, perform the following steps:

1. Inthe FTS Setup window, select the alphabet index and click Configure.
The Index Configuration window appears.

Index Configuration il x|

— Sumbals

Soft delimiters: Iﬁ

Alphabet: abcdefghijk imnopgratuessyz
ABCDEFGHUELMHOPORSTUY WSS
0123456729

k. I Cancel

Figure 14: Configuring an alphabet index

2. Enter the required symbols in the following fields:

Index Configuration window fields

Name Description

Soft delimiters Characters not excluded from a word, for example, re-created. If a hyphen is used, all
possible words are added to the index. For example, re-created adds the following
words to the index: re-created, re, and created.

Alphabet Set of recognized characters. Words built from characters not defined in this field are
not added to the FTS index.

3. To accept the changes, click OK.

Configuring a Telephone Index

To configure a telephone index, perform the following steps:

1. Inthe FTS Setup window, select the telephone index and click Configure.
The Index Options window appeatrs.
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Figure 15: Configuring a telephone index

The Index Options window displays all supported telephone number, country code, and extension
formats.

2. Navigate through the tree and define telephone number formats to be recognized by FTS Server by
selecting the appropriate check boxes.

3. To accept the changes, click OK.

Viewing Erroneous Documents

The erroneous documents list displays documents from the FTS Server that could not be indexed. It is
not possible to use the standard error handling mechanism, workflow routing rules, for these
documents because the FTS Server does not obtain work from the workflow, but operates in the
background.

To view the erroneous documents list, perform the following steps:

1. Inthe FTS Maintenance Utility window, click Erroneous Documents.

The Erroneous documents window appears.
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Erroneous documents |
P Selectal © i[ﬂ
Batch | Parcel | Document | Page(z] | Index Hame Dezcrption Error Code Additional Info
2 : : i Index i Cannot load the file MWOLEGSUPLOAD!
2 2 2 4 HRC Selects a regular ¥ 1 Cannot load the file SWOLEGWIPLOAD
4 4 4 4 FTS Indesx 2 Lo rermomnyl

Figure 16: Erroneous documents window

The window lists all documents that failed indexing because they are corrupted or because other
errors occurred.

The erroneous documents list does not display FTS Preprocessor errors.

The following table describes the columns displayed in the Erroneous documents window:

Erroneous documents window

Column Description

Batch Document batch number.

Parcel Document parcel number.

Document Document number assigned to the record.
Page(s) Number of pages in the document.

Index Name  Index name.
Description  Index description.

Error Code Error code that caused the indexing failure. There are two error code types:
e If the file cannot be loaded, usually the file is missing.
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Erroneous documents window

Column Description

e The memory is low.
Additional Brief description of why the document failed indexing.
Info

2. To update the list, click Refresh.
3. Select documents you want to re-index, or use Select All.
4, To resend the documents to the FTS Server, click Reindex Selected Documents.

FTS Maintenance Utility Menus and Buttons

This section describes the buttons and menu commands in the following windows:

e FTS Maintenance Window

e Erroneous Documents Window

FTS Maintenance Window

The following table describes the FTS Maintenance window buttons and menu functions:
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FTS Maintenance window buttons and menu functions

F1

Help > Context
Help

displays the list of documents that could not be
indexed.

Context Help
Opens the help section.

Button Shortcut key Menu Description
command
File > Setup Setup
@ Opens the FTS Setup window used to set indexes.
File > Stopword Maintenance
% Stopwords Opens the Stopword Maintenance window used to
_ maintain the list of stopwords.
. File > Erroneous Documents
Erroneous Opens the Erroneous Documents window and
Documents

CTRL+F1

F12

&

Help > Help
Topics

Help > About
Exigen
Workflow

File > Exit

Help Topics
Displays a list of available help topics.
About Exigen Workflow

Displays copyright and release information regarding
Exigen Workflow.

Exit Application
Closes the FTS Maintenance window.

Erroneous Documents Window

The following table describes the Erroneous Documents window buttons and menu functions:
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Erroneous Documents window buttons and menu functions

Button

Shortcut key

Description

Select All

il

s
=
=

|
e

F5

F1

F12

Refresh List
Updates the list of erroneous documents.

Select All Documents
Selects all documents in the list.

Reindex Selected Documents
Sends selected documents for reindexing.

Help
Opens the help section for this application.

Exit

Closes the Erroneous Documents window.
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Chapter 6: Orphan Utility

This section explains how to search for image files with no corresponding database records. The
following topics are described in this section:

e Qverview

e Using the Orphan Utility Window

e QOrphan Utility Menus and Buttons

Overview

Orphan Utility is used to locate discrepancies between the image directories and the database.
Orphan Utility lists DMS image files that do not have matching database records in the document table.
Only valid DMS image files having a file name consisting of eight digits and the . DMS extension are
displayed. These files can be routed to a specific queue where parcel records are generated for them
and they can be reviewed and processed.

Using the Orphan Utility Window

To start Orphan Utility, in the Exigen Workflow Explorer window, select the Utilities folder and
double-click Orphan Utility.

+

The File Orphan Utility window appears.
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£* File Orphan Utility i x|

W orkFlowe Project:

Raole Based Project
ACL Bagzed Project

T azk Project

" ark o
REB WwWORKFLOMW

BB WwOREFLOW

Go: Exit

Figure 17: File Orphan Utility window

The Workflow Project list displays all projects registered in the database. The Workflow list displays
all workflow applications assigned to the selected project.

To use Orphan Utility, perform the following steps:
1. Inthe Workflow Project list, select a project to check.
2. Inthe Workflow list, select an application.
3. To start the check, click Go.
The Orphan Utility window appears.

4. To cancel the check, click Exit.
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Chapter 6: Orphan Utility
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Figure 18: Orphan Utility window

The Orphan Utility window contains the following options and features:

¢ Menu and button bars are described in Orphan Utility Menus and Buttons.

e The Send To Node combo box displays all nodes in the selected workflow.

The search path specifies the directory that is tested.

The selected project and workflow are displayed below the button bar.

A table displays retrieved document attributes and process information.

To check the image files in the selected project and workflow, perform the following steps:

1. Inthe Send To Node combo box, select the node where you want to send the orphan files.

2. To specify the directory to be checked for orphan files, click the browse button to the right of the

Search Path field.
3. Click Start.
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The verification process begins.

|\ Orphan Utility ! : -10] x|
Document  Orphan Help
———  Send to Node: _
::Q: Retention Server j ﬁ == = 9 ﬁ
Project: Role Based Project
Work Hlow: RB WORKFLOW
Search path: C:A04052418%
Documer  Uszer Creation Fages Statusz
RSk D D ate Procezzed Doc RSN:
1 DTM  :05/24/2004 2:24:30 P 4 ORP
2 DT i05/24/2004 2:24:43 P 9 ORP |5
4 DT i06/24/2004 3:34:17 Phd 4 ORFP Records Yerified:
|4
Detected Problems:
3
File Hame: 00000005, 0k S
F I I ﬂ Total to Yenfy: 4
[~ Select All
Stark |

Figure 19: Orphan Utility window with processed data

The following fields are displayed while the process is running:

Orphan Utility, processed data fields

Field Description

Processed DOC Last document number processed.
RSN

Records Verified  Total number of verified records.

Detected Number of orphaned files.

Problems

File Name Name of file being processed.

Total to Verify Number of files in the search path directory.
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When the utility verifies the database records for the image files in the search path, image files without
corresponding database records are displayed in the results table. Only valid DMS image files having a
file name consisting of eight digits and the . DVS extension are displayed. The following are examples
of valid DMS image file names:

e 00030006. DV
e 00000127. DV

The results table displays the following information:

Results table

Column name Description

Document RSN Document number.

User ID User ID of the person who scanned the document.

Creation Date Document creation date.

Pages Number of pages in the document.

Status Document status. The status of all image files located by this utility is ORP.

Because the image files do not have database records associated with them, you must use the Send
function to send them to a specific node. Once the Send function is started, parcel and document
records are created in the database for these image files. This allows the recipient to view and route
them accordingly.

To work with Orphan Utility, perform the following steps:

1. To send documents, click Send.

2. To send all documents, select Select All and click Send.

The orphan records remain in the window. When the send process is complete, the status changes
to Send.

3. To stop the process at any time during the send process, click Stop.
4. To view an image file, highlight the records and click Display.

5. To produce a report listing all records in the results window, click Report.
The Centura Report Builder application opens.
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ﬂj CENTURA Report Builder - reporph.grp e | Ellil
File Miew Prink
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Orphan Utility report
| Diocument BESH | | Uzer ID | | Creation Date | Pages Status
15 DTLI 12-17-2002 g QORF
2 ' 4

Figure 20: CENTURA Report Builder window

6. To reset the Orphan Utility window, click Clear.
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Orphan Utility Menus and Buttons

The following table describes the Orphan Utility window button and menu functions:

Orphan Utility window buttons and menu functions

Button Shortcut key Menu Description
command
s Orphan > Start  Start
Starts the Orphan Utility process.

Orphan > Stop  Stop
Stops the Orphan Utility process.

CTRL+S Document > Send Document
Send Sends all selected documents to the assigned node.
= CTRL+D Document > Display Document
= :
= Display

Displays the selected image file in the Image Viewer on
the right side of the window.

CTRL+R Document > Report
| Report Saves the list of orphan documents in a report that can

be displayed and printed via the Centura Report Builder.
Orphan > Clear Clear
Clears all entries in the results portion of the window.

9 F1 Help > Context  Context Help
Help

Opens the help section.

CTRL+F1 Help > Help Help Topics
Topics Displays a list of available help topics.
Help > About About Exigen Workflow
Exigen Displays copyright and release information regardin
Workflow pays ~opyrng g g

Exigen Workflow.

m- F12 Document > Exit
q .
Exit Closes the Orphan Utility window.
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Chapter 7: Stamp Management Utility

This section explains how to create electronic stamps in Exigen Workflow. The following topics are
described in this section:

e Qverview

e Using the Stamp Management Window

e Creating or Modifying Stamps

e Stamp Management Utility Menus and Buttons

Overview

Exigen Workflow supports an electronic stamp tool.

Stamp Management Utility is used to create and maintain electronic stamps to overlay onto
documents. The following table describes methods for creating stamps:

Stamp creation methods

Name Description

Scanning Document is scanned and an area to be used as a stamp is selected.
Loading from File in DMS or TIFF format is opened and the area to be used as a stamp is
existing file specified.

Only monochrome images can be used to define stamps.

Note: Exigen Workflow supports the most efficient type of compression for TIFF files, CCITT Group4
compression. Using TIFF files that are compressed in a different way leads to undesirable results.

After the electronic stamps are created, the administrator grants permission for the user to apply the

stamps by selecting Administrator > System Setup > Stamps. The user can apply electronic stamps

to documents by selecting Image Viewer > Stamp. For more information on Image Viewer, see the
Exigen Workflow User's Guide, Chapter 11: Image Viewer.

Using the Stamp Management Window

To create or modify electronic stamps, perform the following steps:

1. Inthe Exigen Workflow Explorer window, select the Utilities folder and double-click Stamp
Management.

N

The Stamp Management window appears.
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= Stamp Management i =10 x|
File Scan Help
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Stamp Description Created on Created by Stamp | Resolution & |
Color [CFI]
Stampl 04.,/03/2002 DT Dark Red 1]
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Stamp3 04,/03/2002 DT Blue 1]
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Figure 21: Stamp Management Utility window

The Stamp Management window contains the following information:

e menu and button bars as described in Stamp Management Utility Menus and Buttons.
¢ table containing data of the existing stamps in the system:

Stamp Management, existing stamp data

Column Description

Stamp Names of existing stamps in the system.
Description

Created on Date the stamp was created.

Created by User who created the stamp.

Stamp Color Color to be used for the stamp.

Resolution (DPI)  Resolution with which the stamp was scanned.

e Buttons at the lower left are used for the following tasks:

e create
o modify
e delete

o The selected stamp is displayed on the right.
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e The Scan Engine field displays the scanning device used to create a stamp.

2. Toremove a stamp from the system, select it and click Delete Stamp

4. To add a new stamp to the system, click New Stamp
The Image Viewer appears on the right and the Create/Modify Stamp window appears on the left.

B2 Create /Modify Stamp bt x|

Scan - F3

Scaer Setup -
Setup Enhance
Load DS Load Document

[~ Ty to convert uzing native application Diriver...

[ et Stamp TEST

Stamp Calar: IN.;.nE j

Stamp D escription;

Spply - FE Help - F1 Cloze - Esc

Click to select scan adjustments. . | [

Figure 22: Create/Modify Stamp window
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Creating or Modifying Stamps

To create a stamp, perform the following steps:

1. To set up the scanner, click Setup and Enhance.

2. Click Scan-F3 or press F3.

3. To create a stamp from an existing DMS file, click Load DMS.
4

To create the stamp from a TIFF image file, click Load Document.
Regardless of its origin, the image file appears in the Image Viewer.

When you move the pointer over the image, it changes into the OCR tool:

N

To use the Try to print from native application feature, a specialized printer driver that is used for
conversion into TIFF format must be installed.

The NED Image Printer installation is available in the install directory under the Exigen Workflow
root directory.

5. If the documents are one of the following file types, select the Try to convert using native
application check box:

e DOC

e RTF

e XLS

e PDF

Selecting this check box enables the native application such as Word for DOC and RTF and Excel
for XLS to convert documents to DMS format.

The Driver button is enabled.

6. To open the Driver Setup window for selecting and configuring the print driver, click Driver.
An appropriate printer driver must be installed, such as one of the following:

Informatik Image Driver

¢ NED Image Printer
NED Image Printer is a base driver. The NED Image Printer driver port name length cannot
exceed five characters.

Note: NED Image printer has to be installed before printing Office and PDF files.

7. To configure the print driver, click Properties to export appropriate types of images such as A4,
monochrome, or color TIFF.

If you are using an NED printer driver, observe the following restrictions:

o Do not select a print quality of 100x100 dpi for color images.
Ensure sufficient free hard drive space is available when printing color documents, for example,
up to 10 MB per page for a resolution of 200x200 dpi.

o Ensure Excel files are printed only at a DPI resolution of 600x600.
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8. To select the area to use for the stamp, position the pointer at the top-left corner of the area you
want to use for the stamp, click and drag to the lower right, and release the mouse button.

The selected area is displayed in the lower part of the Create/Modify Stamp window.
9. Inthe Stamp Description field, enter the name of the stamp.
10. In the Stamp Color list box, select the color for the stamp.
11. To see how the stamp looks when applied, click Test.
The stamp appears in the top-left corner of the image.
12. To complete the stamp, click Apply or press F8.
13. To create another stamp, click Next Stamp.

14. To close the Create/Modify Stamp window, click Close - Esc.

Stamp Management Utility Menus and Buttons

The following table describes the Stamp Management Utility window button and menu functions:
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Stamp Management Utility window buttons and menu functions

Button Shortcut key Menu command  Description
File > New New Stamp
Stamp Opens the Create/Modify Stamp window to
create a new stamp.
File > Modify Modify Stamp
e Stamp Opens the Create/Modify Stamp window to
modify the selected stamp.
File > Delete Delete Stamp
s Stamp Deletes the selected stamp.

F1

CTRL+F1

F12

File > Delete All

File > Optimize

File > Recovery

Scan > Select
Scan Engine

Help > Context
Help

Help > Help
Topics

Help > About
Exigen
Workflow

File > Exit

Delete All Stamps
Deletes all stamps.
Optimize Stamp Storage

Removes all traces of deleted objects from the
DMS file.

Recovery Stamp Storage
Performs recovery operations.

This option is used if your last session was
interrupted, for example, your computer was
rebooted without first closing the application. This
operation removes changes made in that session
while preserving information entered previously.

Select Scan Engine

A scan device is selected from the list of available
ones.

Context Help
Opens the help section.

Help Topics
Displays a list of available help topics.
About Exigen Workflow

Displays copyright and release information
regarding Exigen Workflow.

Exit
Closes the Create/Modify Stamp window.
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Chapter 8: Template Management Utility

This section explains how to create Forms Overlay and Forms Optical Character Recognition
templates. These templates are used to display and populate database information based on the types
of documents being scanned into the system. This section also describes how to assign document
templates to projects.

The following topics are described in this section:

e Qverview

e Using the Template Management Utility Window

e Creating a Template

e Defining OCR and Overlay Zones

e Assigning a Document Template to a Project

¢ Template Management Utility Menus and Buttons

Overview

Template Management Utility is used for the following tasks:

o Creating templates for Forms Overlay processing. Forms Overlay defines zones on a template
where data is placed. Data imported from a text or by other means into the database is overlaid
onto an existing template when the Image Viewer is launched. To end users it appears as if the
document they are viewing was originally scanned into the system.

e Creating templates for Forms Optical Character Recognition (OCR) processing. Forms Optical
Character Recognition, or Forms OCR, defines zones on a template where data is extracted. This
data is used to populate database fields depending on the zone data and Forms OCR Server
configuration.

e Assigning document templates to projects. Document templates are draft documents that can be
applied when a user processes a task using an external application.

Using the Template Management Utility Window

Template Management Utility is used to capture template files and define the zones to be overlaid or
extracted. Templates can either be scanned in as new DMS files, or attached as existing DMS or other
types of image files.

The following topics are described in this section:

e Opening Template Management Utility

e Using the General Tab
e Using the Detail Tab
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Opening Template Management Utility

To open Template Management Utility, in the Exigen Workflow Explorer window, select the Utilities
folder and double-click Template Management Utility.
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Figure 23: Template Management Utility window with General tab
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The Template Management Utility window contains the following tabs:

General
Detail
Where Used

Only the General and Detail tabs apply to Forms OCR Processing. The Where Used tab is used to
view the projects in which the selected template appears.

Menu commands and buttons are described in Template Management Utility Menus and Buttons.

Using the General Tab

The General tab lists all form templates that are created in the database. The list can be modified.

The list of form templates contains the following information:

Template Management Utility window, General tab, list of form templates

Column Description

Form ID Internal identification number generated when the template was created.

Form Name Name given to the template when it was created. The name can be up to 32 characters long
and must clearly identify the form it is used for.

Form Type Form type. They are either OCR or Overlay template.

Created on Template creation date.

Created by Person who created the template.

Template File Path to the actual template DMS file. Each template file is named TEMPLATE. ### with ###

representing the Form ID with leading zeros to create a three character file extension.

To use the General tab, perform the following steps:

1.

To modify an existing template, in the list, highlight it and click Modify.

The Form Template Maintenance window appears.

In the Form Template Maintenance window, modify template zones and their attributes.
To remove the selected template from the system, click Delete.

To create a new form template, click New.
For information on creating a new template, see Creating a Template.

To assign the Default Template Location, click Browse and select a location
If the location is not configured, a corresponding message appears.

To save the selected template path in the vi si . i ni file in the Exigen Workflow Syst emdirectory,
click Yes.

All subsequent templates created are located in this directory.
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10.

11.

Ensure that the template directory location is set in Administrator Ultilities in the following location:
Workflow Tools > Administrator > System Setup > Locations Setup

To find a desired template in the form list, in the Form Name field, enter all or a portion of the form
name and click Find.

All forms that meet the search criteria are displayed. The Found field displays the total number of
form records matching the search criteria.

To display all forms, click Refresh.
To change the sort order of the list, select the desired sort key from the Sort By list box.
The default sort order is by Form ID value.

To display a specific form and the zones assigned in the template, highlight the record and click
Display.

Using the Detail Tab

To use the Detail tab, perform the following steps:

1.

To view zone details about a specific template, highlight the template and select the Detail tab.
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Figure 24: Template Management Utility window with Detail tab

The selected form name is displayed at the top of the window. The table displays the following data:

Template Management Utility window, Detail tab

Column Description
Page Zone page number.
Zone ID Zone internal identification number.

Zone Name Zone name.
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Template Management Utility window, Detail tab

Column Description
Zone Data Zone data type.
Type

To view the entire template and all zones, click Show All.
All zones in the template are displayed.

To view a specific zone, highlight the zone record in the table and click Display.
The specified zone is displayed.

Creating a Template

The following topics are described in this section:

Creating a New Form Template

Scanning a New Form

Creating a New Form from the Existing File

Saving Zones to a File

Creating a New Form Template

To create a new form template, perform the following steps:

1. Select the General tab.

2.

In the Template Management Utility window, click New
The Form Template Maintenance window appears with the Preparation tab displayed
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Figure 25: Form Template Maintenance window with Preparation tab

The Preparation tab is used to scan in a new DMS file or retrieve an existing one that is used to create
the new template.

When the window is launched, a default template name is applied. The name consists of the word
Template followed by the numeric form ID and cannot be changed until the image file is scanned or
loaded.
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Scanning a New Form

To create a form template from a newly scanned image, perform the following steps:

1. Click Select Engine and select the appropriate scan engine from the list.

2. Click Setup.
The available settings depend on which scan engine is selected.

3. After you configure and save the scanner settings, in the Scan Config list box, select the necessary
configuration from the predefined settings.

4. To use the Try to print from native application feature, ensure a specialized printer driver that is
used for conversion into TIFF format is installed.

NED Image Printer installation is available in the install directory in the Exigen Workflow root
directory.

5. If your documents are one of the following file types, select the Try to print from native
application check box:

e DOC
e RTF
e XLS
e PDF

Selecting this check box enables the native application such as MS Word for DOC and RTF and
MS Excel for XLS to convert documents to DMS format.

The Driver button is enabled.

6. To open the Driver Setup window for selecting and configuring the print driver, click Driver.
An appropriate printer driver must be installed, such as one of the following:
Informatik Image Driver
o NED Image Printer

NED Image Printer is a base driver. The NED Image Printer driver port name cannot exceed 5
characters.

7. To configure the print driver, click Properties to export appropriate types of images such as A4,
monochrome, or color TIFF.

If you are using an NED printer driver, observe the following restrictions:
Do not select a print quality of 1200x100 dpi for color images.
o Ensure sufficient hard drive space is available when printing color documents, for example, up

to 10 MB per page for a resolution of 200x200 dpi.
o Ensure Excel files are printed only at a DPI resolution of 600x600.

8. To perform additional scanning enhancements, click Enhance.

Note: Setup and Enhance are enabled only if a scanner is connected to the system. Enhance features work
only with a Kofax driver version and a scanner that supports the enhance functionality.

The Scan Position list box is used to notify the system where the new page appears in the
selected document.

9. To place the new page at the end, in the list, select Append.
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10. To place the new page before an existing page, scroll through the document until the existing page
is displayed in the viewer and in the list, select Before.

11. To place a page after an existing page, scroll through the document until the existing page is
displayed and in the list, select After.

12. To replace an existing page, scroll through the document until the existing page is displayed and in
the list, select Replace.

13. In the Scan From list box, select Feeder or Flat Bed, depending on the type of feeder you are
using.

14. To begin scanning, click Scan-F3 or press F3.

15. When all pages are scanned, in the Form Name field, change the form name.

The name must reflect the purpose of the form to facilitate selection of the template during the
Forms OCR or ERM Server configuration process.

16. To copy a page within the scanned form, display the page in the Image Viewer and click Copy
Page.

The page is pasted into the form at the position specified in the Scan Position field.
17. To remove a page, display the page and click Del Page.

Before you create zones for the template, it is a good idea to clean the scanned document by removing
scanning defects. Cleaning the document is done by using filters and other enhancement tools to
ensure zones are clearly defined.

To clean the document, perform the following steps:

1. To use the Filter service, in the Image Viewer, select the Filter check box.
This check box is located to the right of the Magnify check box.

2. Open the Edit Tools window and click Filters.

For information on Image Viewer, see the Exigen Workflow User's Guide, Chapter 11: Image Viewer.

Creating a New Form from the Existing File

To create a form template from an existing file, perform the following steps:
1. Click Attach.

Note: Only VCET Engine supported file types can be used.
The Image - Attach File window appears.
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2. Locate the desired file and click Open.
The selected file appears in the Image Viewer.

Note: As a result of VCET conversion, DOC files appear black and white.

Saving Zones to a File

To save zones set up on a template to a file, perform the following steps:

1. Click Save Page Zones.

The Save Page Zone Template window appears. It allows a file with the extension . pzn to be
saved in the selected directory.

2. To assign saved zones to a new template, click Load Page Zones.

3. Select the zone file you want to apply to the new template and click Open.

Defining OCR and Overlay Zones

To enable the Form Overlay Definition or Form OCR Definition tab, select one of the following
options from the Form Type list box:

e OVERLAY
e FORM OCR

The following topics are described in this section:
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e Form Overlay Definition
e Defining Form OCR

Form Overlay Definition
The Form Overlay Definition tab is used to configure the location and appearance of the database
information that is overlaid onto the form.

The Form Overlay Definition window appears with the template displayed on the right side of the
window in the Image Viewer.
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Figure 26: Form Template Maintenance window with Form Overlay Definition tab

This section describes how to add a zone to a template using the following procedures:

e Defining a Zone

¢ Modifying and Deleting a Zone

e Testing and Saving a Zone
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Defining a Zone

To define a zone, proceed as follows:

1.

Click New.

The cursor changes to the Zone tool.

Position the new cursor at the top left corner of the area being defined as the zone.
Click and drag to the lower right corner of the area.

A box appears while the cursor is dragged.

When the zone is completely outlined, release the mouse button.
The Zone ID is generated when a new zone is added to the template.

Modifying and Deleting a Zone

To modify or delete a zone, proceed as follows:

1.
2.
3.

To modify an existing zone, in the Zone ID list box, select the appropriate zone and click Modify.
To delete an existing zone, in the Zone ID list box, select the appropriate zone and click Delete.

In the Zone Name field, enter a descriptive title for the current zone.

This name is used during the ERM Server setup to define the database fields used to populate this
zone.

To specify how the data is displayed when overlaid, make appropriate selections in the following list
boxes:

e Sjze
e Font Name
o Weight

Different fonts appear in different sizes.

Before saving a template, test all fonts.

In the Rotate list box, select the angle of rotation for the overlaid text.
The following options are available:

0

90

180

270

The Text Color list box is used to define the color in which the overlaid text appears.

Unless you are using a color printer, the text is printed in black.

The Justify list box is used to specify the placement of a zone around selected text. The Justify list
box setting must be specified before the zone is drawn.

To specify the placement of a zone around selected text, select one of the following options in the
Justify list box:
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8.

10.
11.

12.

Justify list box

Option Description

None Zone remains at its original position.

Left Justify Zone is positioned so that the selected text is justified left.
Right Justify Zone is positioned so that the selected text is justified right.
By Example Zone is resized to match the selected text exactly.

To assign additional formatting to alter the overlaid text appearance, select any of the following
formatting options:

Additional formatting options

Check box Description

Italic Displays the text in italics.

Underline Underlines the text.

Border Creates a frame around the text.

Opaque Overlays any background information within the zone.

To move the zone in the desired direction, click the following buttons:
Up

Left

Right

Down

To increase or decrease zone height, click Size + and Size—.

To increase or decrease zone width, click >Size< and <Size>.

The Zone Coordinates values display the left, right, top, and bottom coordinates in pixels of the
zone.

The zone length, number of rows, and height are displayed. This information is generated when the
zone is set up, and can be changed.

To update the zone coordinates, click Set.

Testing and Saving a Zone

To test and save a zone, proceed as follows:

1.

o~ w N

To use the test area to test the settings for the zone, enter a sample of the database information in
the test area and click Test.

The text appears in the Image Viewer in the current zone. You can verify that the proper font size,
name, and weight are used as well as any additional attributes you assigned.

To save the settings for a zone, click Save.

When all zones are set up, to save all changes in the template, click Apply.
To display all zones in the current template, click Show.

To cancel the current changes, click Undo.
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The Form OCR Definition tab is also used to assign zones to a template. Rather than overlaying data
from the database, the text is later extracted from the form and used to populate specified database

fields.

The Form OCR Definition window displays the template on the right side of the window in the Image

Viewer.
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Figure 27: Form Template Maintenance window with Form OCR Definition
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When creating a form template, it is necessary to create a signature zone. A signature zone is used in
the Form OCR Server setup to identify the incoming form. This zone must be defined with the ID
number 1 and the zone name signature. For more information on Form OCR Server, see the Exigen
Workflow Administrator's Guide, Part 2: Business Component Reference, Chapter 5: Form OCR
Server.

This section describes how to add a signature zone to a template using the following procedures:

e Defining a Signature Zone

¢ Modifying or Deleting a Signature Zone

Defining a Signature Zone

To define a signature zone, proceed as follows:

1. Click New.

The cursor changes to the Zone tool.
2. Position the new cursor at the top left corner of the area you are defining as the zone.
3. Click and drag to the lower right corner of the area.

A box appears while the cursor is dragged.

4. Once the zone is completely outlined, release the mouse button.

Note: As scaling is a complex process, it is recommended that the zone borders on the template be larger
than the actual zone.

When creating zones for Form OCR Processing, it is important to allow for deskewing and
differences in potential print sizes for the incoming forms. Consider these factors when creating
each zone and allow space on all sides to ensure that the zone is captured properly each time.

The Zone ID is generated by the system when a new zone is added to the template.

Modifying or Deleting a Signature Zone
To modify or delete a signature zone, proceed as follows:

1. Inthe zone list, select a zone ID and click the appropriate button.

2. To name the zone, in the Zone Name field, enter a descriptive title.

This name is used during OCR server setup to define the database fields that are populated by the
extracted data.

3. Inthe Mask field, enter the mask for the anticipated value for the zone.

It is recommended that a generic mask is used rather than specific characters for all zones except
the signature zone. If the signature zone is a specific word, such as INVOICE for invoice forms, use
the exact value to ensure a proper match.

The following characters are used to create generic masks:
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Generic mask characters

Symbol Meaning

X orx Any character in the case entered.

! Any character.

Aora Alpha characters in the case entered.

A Alpha characters, uppercase.

9 Digits 0 to 9.

Norn Alphanumeric characters in the case
entered.

N Alphanumeric characters, uppercase.

[x] Check box.

mem Bar code.

The Justify list box is used to specify the placement of a zone around selected text. The Justify list
box setting must be specified before the zone is drawn.

4. To specify the placement of a zone around selected text, in the Justify list box, select one of the
following options:

Justify list box options

Option Description

None Zone remains at its original position.

Left Justify Zone is positioned so that the selected text is justified left.
Right Justify Zone is positioned so that the selected text is justified right.
By Example Zone is resized to match the selected text exactly.

5. To move the current zone, click the following buttons:

Up

Left

Right

Down

6. Toincrease or decrease zone height, click Size + and Size —.

7. Toincrease or decrease zone width, click >Size< and <Size>.

8. To check whether the line removal settings are correct, click Test.
The zone text appears in the Test window with the lines removed according to the settings.

The Zone Coordinates values display the left, right, top, and bottom coordinates in pixels of the
zone. The zone length, number of rows, and height are also displayed. This information is
generated when the zone is set up and can be changed.

Note: Test is disabled if Image Enhancement Engine is not installed.

9. To save the zone coordinates, click Set.

10. To remove scanning defects from the zone area, in the Line Removal Detection section, enter
appropriate values as described in the following table:
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Line Removal Detection section

Name Description

Min. Horizontal (Pix)  Minimum size, in pixels, of horizontal lines to be deleted. This value must be large
enough to ensure that horizontal lines such as the horizontal portions of the letter T
are not removed.

Min. Vertical (Pix) Minimum size, in pixels, of vertical lines to be deleted. This value must be large
enough to ensure that vertical lines such as the vertical portions of the letter H are
not removed.

The cleaning is applied just before Forms OCR Processing to achieve an accurate result. Changes
are not saved in the document.

11. If the selected mask is a check box, enter values as follows:

¢ Inthe Min. Horizontal (Pix) and Min. Vertical (Pix) fields, enter 30.
e Use the Erase edit tool to clear the area defined as the zone. Ensure the area defined as the
zone is blank.

12. To apply permanent horizontal and vertical line removal within each zone created, use the
Highlight edit tool to highlight the line to be removed.

7

13. Click Modify edit tool and double-click the highlighted area.

k

The Object Settings window appears.

Object Settings

— Eeneral
Clazs: RECTAMGLE

Type:  Highlight

User: DTHM -07A7/2002 3:54:20 P

— Location and Size

Left: [ee2  Tom  [1es7 <] Cunent [

Right: |1g5z  Bottom: |2D2? Set to Defalt

Apply I Cancel |

Figure 28: Object Settings window

The Location and Size section displays the coordinates for the line.

14. To obtain the value for the Horiz. Line Removal setting, subtract the value in the Right field from
the value in the Left field.
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15. To obtain the value for the Vert. Line Removal setting, subtract the value in the Bottom field from
the value in the Top field.

16. To perform line removal for the zone, enter these values in the appropriate fields.

17. To save settings for a zone, click Save.

18. When all zones are set up, to save all the changes made in the template, click Apply.
19. To display all zones existing in the current template, click Show.

20. To cancel the current changes, click Undo.

Assigning a Document Template to a Project

Document templates are draft documents created in an external application such as Word or Excel.
Document templates are applied when a user processes a task using an external application.

Note: This feature is not available in standard Exigen Workflow client/server and Web applications. It is
supported by programmable extensions only, and is available via application programming interfaces
(APIs). For information on how to acquire this feature, contact Exigen Support Services.

For more information on setting up document templates for tasks, see the Exigen Workflow
Administrator's Guide, Part 1: Design and Configuration, Chapter 4: Setting Up Exigen Workflow,
Setting Up Document Templates for Tasks.

Template Management Utility is used to assign document templates to a project.

To assign a document template to a project, proceed as follows:

1. Ensure that the document template is saved on the computer where Exigen Workflow is installed.
2. Open Template Management Utility as described in Opening Template Management Utility.
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Figure 29: Opening Template Management Utility

3. Inthe Project list box, select the project.

4. Click New

The Form Template Maintenance window appears with most controls disabled. This window is
used to assign document templates to projects. This window appears only when a project is
selected in the Template Management Utility window. If a project is selected, the Form Overlay
Definition and Form OCR Definition tabs are disabled.
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Figure 30: Assigning a document template to a project

5. Inthe Form Name box, enter a name for the template, for example, INVOICE.

6. To select the document template, click Attach.
The Select Template window appears.

7. Inthe Files of Type box, select the task, for example, Pre_Inv (*.doc).
A task can be selected only if tasks are defined for the project.
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8. Select the template file.
9. Click Open.
10. To view the template, click Show.

11. To copy the template to the default template location, click Apply.
If a file with the same name exists in the default template directory, an error message appears.

If file with the same name does not exist in the default template directory, a confirmation window
appears.

12. To save the template, click Yes.

13. To close the Form Template Maintenance window, click Close.

The Template Management Utility window appears with the new document template in the list.

Template Management Utility Menus and Buttons

This section describes Template Management Utility menus and buttons.

The following topics are described in this section:

e Form Manager Window

e Form Template Maintenance Window

Form Manager Window

The following table describes the Form Manager window button and menu functions:
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Form Manager window buttons and menu functions

Button Menu command Shortcut key Description
File > New Form
New Opens the Form Template Maintenance window
to create a new form template.
File > Modify Form
e Modify Opens the Form Template Maintenance window
to modify the selected form template.
File > Delete Form
] Delete Deletes the selected form template from the
system.
) File > Save Configuration
Save Saves the configuration of the Form Manager
Configuration window.
File > Delete All Forms
Delete All Deletes all form templates listed from the system.
Storage > Optimize Template Storage
Optimize

Template Storage

Storage >

Recover Template
Storage

Scan > Select
Scan Engine

Help > Context
Help

Help > Help
Topics

Help > About
Exigen Workflow

File >
Exit

F1

CTRL+F1

Compresses all template files to optimize the
storage space.

Recover Template Storage

Recovers any template files that cannot be
opened due to invalid closing or shutdown
procedures run the last time the template was
accessed.

Select Scan Engine

Opens a dialog box to select the scanning device
to be used.

Help
Opens the help section.

Help Topics
Displays a list of available help topics.
About Exigen Workflow

Displays copyright and release information
regarding Exigen Workflow.

Exit
Closes the Form Manager window.

Find Specific Form

Queries the list for form names matching the
search criteria entered in the field of the same
name.
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o Refresh
Refreshes the form list.
— Display Template

Displays the selected template in the Image
Viewer on the right side of the window.

Form Template Maintenance Window
This section describes Form Template Maintenance window menus and buttons.

The following topics are described in this section:

e Preparation Tab

e Form Overlay Definition Tab
e Form OCR Definition Tab

Preparation Tab

The appearance of the Preparation tab differs depending on whether a project is selected in the
Template Management Utility window:

e If no project is selected, the Preparation tab displays the buttons required for creating form
templates.

e If a project is selected, the Preparation tab displays the buttons required to assign document
templates to projects.

The following topics are described in this section:

e Preparation Tab for Form Templates

e Preparation Tab for Document Templates

Preparation Tab for Form Templates

The following table describes the buttons in the Form Template Maintenance window Preparation tab
when it is used to create form templates:

Form Template Maintenance window, Preparation tab buttons for form template creation

Button Description

Scan

. Begins the scanning process.
Scan-F3 F3 is the shortcut for this button.

Restart
Ce Deletes any scanned or loaded image associated with the current form template,
Restart allowing another image to be inserted. This feature works with the add and modify

template functions.
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Form Template Maintenance window, Preparation tab buttons for form template creation

Button

Description

%

Attach

-0

Copy Page

Eii

Del Page

Save Page Sones

q

Load Fage Zones

Select Engine

Setup
Enhance
Apply

Undo

Crriver. .. |

Help

Close

Attach Image
Opens the Image-Attach File window to use existing DMS files to create templates.

Copy Page
Copies the page displayed either at the end or after the current page.

Delete Page
Deletes the page displayed.

Save Page Zones
Saves the zones assigned to a page in a file format.

Load Page Zones
Loads previously saved page zones onto new form templates.

Select Engine
Selects the engine to be used for scanning.

Setup
Opens the Setup window to adjust the scanner settings.

Enhance
Opens the Enhance window to improve the image quality.

Apply
Applies all changes made to the current form template.

Undo
Reverses the last modification made.

Driver
Opens the Driver Setup window for selecting the needed driver.

Help
Opens help.

Close

Closes the Form Template Maintenance window without saving modifications in the
current form template.
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Preparation Tab for Document Templates

The following table describes the buttons in the Form Template Maintenance window Preparation tab
when it is used to assign document templates to a project:

Form Template Maintenance window, Preparation tab buttons for document templates

Button Description

Show
= Displays a document template.
Show - F4 This button is enabled only if a document template is selected.

Attach
éj Selects a document template.
Attach

Apply Apply
Copies the document template to the default template location.

Help Help
Opens help.

Close Close
Closes the Form Template Maintenance window.

Form Overlay Definition Tab

The following table describes the Form Template Maintenance window Form Overlay Definition tab
button and menu functions:

Form Overlay Definition tab buttons

Button  Description

New

Changes the mouse into the zone tool to add a new zone to the template.

Modify
Modifies the selected zone.

Delete
Deletes the selected zone.

Undo

Undoes the last change to the selected zone.

Test
Checks the size, location and other attributes of the selected zone before saving it.

Save

Show All
Displays all zones for the current template in the Image Viewer.

O
[ =]
—

Saves all attributes for the current zone.
E9]
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Form OCR Definition Tab

The following table describes the Form Template Maintenance window Form OCR Definition tab
button and menu functions:

Form OCR Definition tab buttons

Button  Description

New

Changes the mouse into the Zone tool to add a new zone to the template.

Modify
Modifies the selected zone.

Delete

Deletes the selected zone.

Undo

Undoes the last change to the selected zone.

Test
Checks the size, location, and other attributes of the selected zone before saving it.

Save
Saves all attributes for the current zone.

g/
Show All

Displays all zones for the current template in the Image Viewer.
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Chapter 9: Transfer Utility

This section explains how to use Transfer Utility.

The following topics are described in this section:

e Qverview

e Preparing to Transfer Documents

e Transferring Documents

e Transfer Utility Menus and Buttons

Overview

Transfer Utility is used to move image files from one physical location to another, for example, from a
raid unit to a server. The process includes changing the database pointers for each document file
moved.

Preparing to Transfer Documents

To prepare to transfer documents, perform the following steps:

1. Review the documents to be transferred.
The documents must be displayed.

2. If you are planning to transfer data to optical storage, ensure that the optical configurations are
specified.

For more information on optical configurations, see the Exigen Workflow Administrator's Guide, Part
1: Design and Configuration, Chapter 4: Setting Up Exigen Workflow.

Transferring Documents

The following topics are included in this section:

Initiating Document Transfer

Using the Transfer Utility Window

Identifying the Files to Be Transferred

Running Transfer Server

Initiating Document Transfer

To begin transferring documents, perform the following steps:
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In the Exigen Workflow Explorer window, select the Utilities folder, and double-click Transfer
Utility.
The Workflow Transfer Utility window appears.

In the Workflow Transfer Utility window, select the project and workflow.

The Transfer window appears. For more information on transfers, see Using the Transfer Utility
Window.

Identify the documents to be transferred.

This can be done using the Control file or by entering a direct database query, as described in
Identifying the Files to Be Transferred.

Select the Select Data from and Transfer Data to types.
To start the transfer process, click Transfer.

Using the Transfer Utility Window

To use the Transfer Utility window, perform the following steps:

1.

2.

To open Transfer Utility, in the Exigen Workflow Explorer window, select the Utilities folder and
double-click Transfer Utility.

]

The Workflow Transfer Utility window appears.

YWiorkflow Project:

[Fvoice Processing

Wdiork flo:
DOCUMENT ARCHIVING

COCUMENT ARCHIMVIMNG
INVOICE PROCESSING

Go E st

Figure 31: Exigen Workflow Transfer Utility window

In the Workflow Project field, select the project to transfer.
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3. Inthe Workflow field, select the workflow to transfer.
4, Click Go.

The main Transfer Utility window appears.

& Transfer Utility =01 x|
File Transfer Wiew Help

(] B o
= i 8 sz Y jﬂ

Feady to Start...

Control File: I
Mumber of loaded records: II]— Currently Processed: I—
Search level: hd Workflow Environment: Im
Search feld: I j Select data from: Transfer data to:
Search Content Status ISEWE’ j IME'EIE j
[v Releaze the Previous Location
[ Create "Quick Tile"
Change Resolution: Im
Original Documents: Im
Al Modife || Delete | Bl | Commit Document Versions: |4l =~
[ Select All Search Content Synchronize DMS file audit information: |4l bl
Docl Fage(z] Frocess Cuztomer Server
Status Arcess

< | &

Documents to be processed: 0

===

Figure 32: Transfer Utility window

Copyright © 1994-2005, Exigen Properties, Inc. and/or affiliates. All rights reserved.
Exigen Workflow 5.6 Page 84 of 145



Administrator's Guide, Part 3: Utilities

Chapter 9: Transfer Utility

For information on menus and buttons in the Transfer Utility window, see Transfer Utility Menus and

Buttons.

The Transfer Utility window contains the following fields and tables:

Transfer Utility window

Field Description

Status and Transfer Utility status and processing messages.

processing field

Control File Path to the text file containing a field value for each document record.
Number of Number of records that are selected for transfer.

Loaded Records

Currently
Processed

Search Level

Search Field

Exigen
Workflow
Environment

Select Data from

Transfer Data to

Release
Previous
Location

Create “Quick
Tile”

Change

Number of records processed by the transfer.

List box that displays the tables used for the search criteria. Searches can be performed in
either the Folder or Document table.

List box that displays all fields existing in the table, which is selected in the Search Level.
The table and the field must be selected.

Exigen Workflow environment. The following options are available:

e Archive for transferring documents that are already committed
e Workflow for selecting documents in the active workflow

Storage medium of the documents to be transferred. The following options are available:
Optical

Server

Magnetic

e Any Devices

If a specific device is selected, only those documents residing on the device and meeting
the search criteria are transferred.

Target storage medium. The following options are available:

e Optical: Enables the Setup button and is used to perform Optical Volume Maintenance.
For more information on how to configure optical volumes, see the Exigen Workflow
Administrator's Guide, Part 1: Design and Configuration, Chapter 4: Setting Up Exigen
Workflow.

e Magnetic: Enables the Select Target Directory dialog box and is used to map the
target location.

e Merge: Combines all segments into a DMS file if you commit documents to Optical with
the Partial option and have a DMS file presented in chunks with the extension DMS,
001, 002.

e Trash prompts if you want to save the documents to a specific directory. NO deletes the
documents. YES opens the Select Trash Directory dialog box. The path to the trash
directory must be selected, and OK must be clicked.

Instructs the system to move the files from the source medium to the target. If it is cleared,
the files are copied.

Creates thumbnail views of the documents. If thumbnail views do not exist, the option must
be selected.

Changes resolution of the image files during the transfer process. The following options are
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Transfer Utility window

Field Description
Resolution available:
e 100
e 150
e 200 DPI
e None

None is selected to retain the current DPI setting.

Decreasing the resolution also decreases the image file size, and you cannot increase it
later. The image quality is decreased permanently.

5. Select the settings and click Start Transfer.

Identifying the Files to Be Transferred

You can identify the documents for performing a transfer in the following ways:

e Using the Control File

e Performing a Direct Query

Using the Control File

The control file is a flat file that contains a field value for each document record. This field value must
correspond with the Search Level and Search Field selections.

For example, if one of the folder fields in your project is Tax ID, or A_TAX_ID, and you want to transfer
accounts with a specific tax ID, you can generate a flat file named t axi d. t xt that contains all tax IDs
and can be used as a control file.

To use the control file, perform the following steps:

1. To register the control file, click Load Control File.

2. To locate the path to the t axi d. t xt file, browse the directories.
The t axi d. t xt file contains account numbers that are part of the folder table.

3. Inthe Search level field, select Folder.

4. Inthe Search field, select A_TAX _ID.

Once the text file and search criteria are selected, the values listed in the control file are displayed
in the table located in the middle-left of the window. Each record found is listed.
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& Transfer Utility
File Transfer Wiew Help

Chapter 9: Transfer Utility

=101 %]

Ao & | e

Wwating for Action ___
Control File: I
Humber of loaded records: |2 Currently Processed: II:I
Search level: IDEII:LIMENT j Workflow Environment: IWnrkfInw "I
Search field: ITEKT_HLE j Select data from: Transler data to:
Search Content Status IServer j IMerge j
2124-2342 Skipped
[ Belease the Previouz Location
[ Create "Quick Tile"
Change Hezolution: INDNE vI
Add... | Modify... | Delete | Clugmny | [~ Select All Search Content
Dot Page(z] Process Server
Status Access
1 3 Cag22
G5 3 Cag22
Documents to be processed: 0

Run Transfer...

===

Figure 33: Transfer Utility window with control file

Performing a Direct Query

If you do not want to use a control file, you can perform a direct query on the database. To perform a

direct query on the database, perform the following steps:

1. Select the level and field to query.
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2. Click Query.
The Add/Modify Search Content window appears.

Add/Modify Search Content =

Search Content:

zelect &_Tax_ID from APP_FOLDER into :collndex =
where &_Taed_|D="CF737

EIK Cancel |

Figure 34: Add/Modify Search Content

3. To define the search criteria, make appropriate entries in the Search Content field.

For the preceding example, if the folder table also contained a Tax ID, or A_TAX_ID, with a valid
value, the following search string is used for folders:

WHERE A_TAX_ID =‘C7737'.

4. To execute the query, click OK.
The records located are displayed in the Search Content table in the middle-left of the window.

5. To alter the records, click one of the following options:

e Add
¢ Modify
e Delete

6. If Add or Modify is selected, enter a new value or change the existing value, and click OK.
7. To delete a record, select the record and click Delete.

8. To highlight all records in the list, select the Select All Search Content check box.

The table at the bottom displays the documents found for the records listed. These documents are
transferred when you click Start Transfer as described in Running Transfer Server.

9. Select individual records using standard Windows selection options.

Running Transfer Server

After you select the records to be transferred, and locate and configure the source and target medium
locations, you can begin the transfer process. To run Transfer Server, perform the following steps:

1. Click Start Transfer.
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Fun Transfer |

Start Transfer

BEVCREN 1 2/16./2000

Tirme: |09:23:44

v Autarnatically switch bo nest platter

k. Cancel

Figure 35: Run Transfer window

2. To stop the transfer of documents at any time during the process, click Stop Process.

3. If you transfer in error, to return the transferred files to the source, click Undo.
When the transfer is completed, a message appears.
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& Transfer Utility
File Transfer Wiew Help

Chapter 9: Transfer Utility

=101 %]

A moe & | - e

Transfer iz done ... Check status and Select "REFRESH" to continue. ..

Control File: I

MHumber of loaded records: |2 Cumently Processed:

IEI
IWDrkfIDw - I

[ Create "Quick Tile"

Search level: IDEIELIMENT j Workflow Environment:
Search Field: ITEKT_FlLE j Select data from: Transfer data to:
Search Content Statuz IServer j IMergE j
2124-2342 Tranzfer Ok,

[ Belease the Previouz Location

Change Resolution: INDNE vI

Add.. | Mu:u:lif_l,l...l Dielete | Clugmny | [T Select All Search Content

Dot Page(z] Process Server
Status Access

1 3 Ok Cag22

G5 3 Ok Cag22

Documents to be processed: 0

Run Transfer...

===

Figure 36: Transfer completed

the content
5. To confirm the choice, click Yes.

To change the control file or perform another database query for additional documents, click Delete

Clicking Delete the content releases the selected control file and resets all query information.
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6. Modify the query criteria as described in Performing a Direct Query.
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Transfer Utility Menus and Buttons

The following table describes the Transfer Utility window buttons and menu functions:

Transfer Utility window buttons and menu functions

Button

Menu command Shortcut key

Description

File > Refresh
Document List

File >
Check Folder

File > Save
Control File

File > Delete
Search Content

File > Exit

Transfer >
Setup...

Transfer > Start
Transfer

Transfer > Stop
Transfer

View > Display
Image

F5

CTRL+C

CTRL+F

CTRL+DEL

F12

CTRL+T

CTRL+S

CTRL+L

Load Control File
Loads the control file.

Refresh Document List
Refreshes the document list.
Check Folder

Checks search result documents to determine
whether the selected folder exists.

The command is enabled only if a search is
conducted by FLD_RSN field in the DOCUMENT
table.

Save Control File
Saves the control file.
Control List

Opens the File dialog box to select the control list file
to be used for the transfer.

Delete Search Content

Clears the Search Content window and all related
gueries.

Deletes the values in the Search Content column.
Exit
Closes the main Transfer Utility window.

Setup...

Opens the Optical Disk Volumes Maintenance
window, which is used to configure the optical drives
for storage.

Start Transfer
Starts document transfer.

Stop Transfer
Stops document transfer.

Undo Transfer

Returns selected transferred documents to the
original storage medium.

Display
Displays the selected document in the Image Viewer.
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Transfer Utility window buttons and menu functions

Button Menu command Shortcut key Description

View > Show CTRL+O Show Original

Original . .- .
Displays the original version of the selected
document.

View > Show CTRL+V Show Versions

versions Displays a list of all versions of the selected
document. The current version is displayed at the
bottom of the list.

Help > Context F1 Context Help

9 Help Opens the help section.

Help > Help CTRL+F1 Help Topics

Topics Displays a list of available help topics.

Help > About Exigen Workflow

About Exigen Displays copyright and release information regarding

Workflow Exigen Workflow.
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Chapter 10: E-Capture Definition Utility

This section describes how to use E-Capture Definition Utility. The following topics are described in this
section:

e Qverview

e Getting Started

e Regqistering a Form

¢ Modifying a Reqgistered Form

e Deleting a Reqistered Form

e Mapping a Form

e Testing Form Definitions

e Exporting and Importing Templates

Overview

The definition utility module of Exigen E-Capture prepares form templates for recognition and data
extraction.

Tasks performed using E-Capture Definition Utility include the following:

e registering individual form templates and assigning necessary attributes

e mapping form templates, which includes selecting areas on a template of the electronic document
that contain the information you want to recognize and extract

e testing form maps for accuracy

e specifying if and how E-Capture Server processes and verifies extracted information

Getting Started

Before using E-Capture Definition Utility, you must set up the E-Capture environment using Exigen E-
Capture Administrator. These procedures are described in the Exigen Workflow Administrator's Guide,
Part 1: Design and Configuration.

E-Capture Definition Utility requires Adobe Acrobat Reader for displaying PDF files.

The following topics are described in this section:

e Starting E-Capture Definition Utility

e E-Capture Definition Utility Tools

e Searching Reqistered Forms

Copyright © 1994-2005, Exigen Properties, Inc. and/or affiliates. All rights reserved.
Exigen Workflow 5.6 Page 94 of 145



Administrator's Guide, Part 3: Utilities Chapter 10: E-Capture Definition Utility

Starting E-Capture Definition Utility
To start E-Capture Definition Utility, perform the following steps:

1. Inthe Exigen Workflow Explorer window, select Administration Tools > Utilities.

L=
2. Double-click the E-Capture Definition Utility icon .
The E-Capture Definition Utility window appears.

1 E-Capture Definition Utility - Ol x|
Eile Form Help

E%}vaﬁseiﬂ

Formn Name:l Search | Feset |

Found |IZI farrn(z)

Form Mame Signature F.ewwords Category Mame | Form Tepe Clutpt
A i
Help. .. | LM

Figure 37: E-Capture Definition Utility window

The records in the E-Capture Definition Utility window display the names of registered forms and a
number of other attributes. These attributes are described in the following table:
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E-Capture Definition Utility window attributes

Attribute Description

Form Name Form template name. The name must be descriptive so that the form is easy to
recognize. Form names must be unique.

Signature Unique code that distinguishes a form, usually located in its bottom or upper corner.
The signature must only be on the first page of a form, and often includes the form
number and edition date. However, not all forms have a signature, and some
multipage forms have a signature on each page. The signature can be used as the
form name if only one type of software was used to produce the form.

Keywords List of words used to identify the first page of a form. At least one keyword selection is
mandatory. Keywords are useful because sometimes the signature does not provide
the specificity required to differentiate between forms, such as multipage forms that
have signatures on each page, and forms that refer to a signature in the actual form
content. Only keywords from the first page of the template form are selected.

Category Category associated with the form. Categories are set up using E-Capture

Name Administrator.

Form Type Form type associated with the form. Form types are set up using E-Capture
Administrator.

Output Output group associated with the form. Output groups are set up using E-Capture
Administrator.

Company Company to which the form is assigned. Companies are set up using E-Capture

Name Administrator.

Vendor Name

First Page

Last Page

File Name
Description
St. Top

St. Bottom

Orientation
Multipage Ind

Software used to create the form. If you handle one form that is produced using
different software types, each version of the form must be mapped. Vendors are set
up using E-Capture Administrator.

If other forms are not in the file that contains the template, the number 1 appears by
default. Otherwise, the number of the first page of the template form is selected within
the file.

If other forms are not in the file that contains the template, the total number of pages
in the template appears. Otherwise, the number of the last page of the template form
within the file is selected.

Full file path of the source template file.
Additional optional comments that help administer and maintain a form template.

Numerical value of the top coordinate of the horizontal strip that contains the form’s
signature. If the form does not have a signature, this number represents the top
coordinate of a strip containing keywords. In this case, all keywords must be located
within the strip specified here. The strip feature is useful in preventing recognition
errors caused by signatures contained within the content of other forms.

Numerical value of the bottom coordinate of the horizontal strip that contains the
form’s signature. If the form does not have a signature, this number represents the
bottom coordinate of a strip containing all keywords.

Orientation of the form template: Landscape or Portrait.

Multipage indicator. This is described in Multipage Indicator.

E-Capture Definition Utility Tools

The following table describes the buttons and menu commands in the E-Capture Definition Utility

window:;
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E-Capture Definition Utility window buttons and menu functions

Button Menu command  Shortcut key Description
File > New F2 Adds a form.

File > Open F3 Opens an existing form for modification.
File > Delete F5 Deletes a form.
P
Form > Detail F6 Maps a form.
ﬂ Form > Test F7 Tests a form.
File > Save Saves the size and position of the current window for the
Configuration next time when the window is opened.
]
Help > Index F1 Opens help.
ﬂ File > Exit F12 Closes the application.
File > Save As F4 Renames an existing form.

Searching Registered Forms

A search for registered forms by full name or partial name can be performed using the E-Capture
Definition Utility window.

Fuarrm M ame : I Search Feset

Figure 38: Searching for a form
The following topics are described in this section:

e Searching by Exact Name

e Searching by Partial Name
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Searching by Exact Name

To search the list of registered forms by exact name, perform the following steps:

1. Inthe Form Name field, enter the exact name.

2. Click Search.

If the form is found, its record appears in the table. If no match is found, the table does not show
any records.

3. To clear the search and return to the complete list of form records, click Reset.

Searching by Partial Name

To search the table of registered forms by partial name, perform the following steps:

1. Inthe Form Name field, enter the partial name, replacing the unknown portion with the % symbol

2. Click Search.

Records of forms containing the character string you entered are displayed. If no matches are
found, the table does not show any records.

3. To clear the search and return to the complete list of form records, click Reset.

Registering a Form

The following topics are described in this section:

e Opening the Add Form Window

e Viewing the Form Text and Template Source File

e Assigning Attributes

Opening the Add Form Window

To open the Add Form window to register a form, perform the following steps:

1. Inthe E-Capture Definition Utility window, click Add.

The Add Form window appears.
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Form Mame : IEncIDsed Applications

Sample File . [CAPCL\BusOnline\BusOnineBan . |

Output : I Buziness Enr.

Categom : I First

Corpary : Iﬁccnunting

Farm Yendaor : I.-“-‘-.u:r-:ul:uat

Farm Type : |Schedule aof Farmz

Ll Lef Lo L] Lo Le

Orientation ; I Partrait

—Pages In Form

% Fixed i~ Wariable
— Page Humber
|1 |5
First Last
— Strip Barder
o =l oo 7|
Top Biottaom
[+ Ertire Page
Form  |Ligtz applications for online banking
Dezcrption :  |for the requested date.

Figure 39: Add Form window

2. To define form attributes, enter values in the following tabs:

e General
e Signature
e Tables

Viewing the Form Text and Template Source File

E-Capture’s built-in text recognition capability reads the text of the following file types:

e PDF
e PCL

The text of the source template file appears in the Document Text field.
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The panel at the bottom of the Add Form window contains tools for navigating through both the
document text and original template source file.

I EDtDPage#:l
@l ]!

Dizplay Image |

Figure 40: Viewing document text and source template file

Viewing the Form Text
To view the form text, use either of the following methods:

e Inthe Go To Page field, enter the number of the page and click Go To Page.

o To view the pages of the form, use the scroll bars and standard arrow buttons.

5o to first page 5o to last page

Previous page  Mext page

Figure 41: Labeled buttons of navigation panel

Viewing the Source File

To view the original form template’s source file, click Display Image.

If the form template is a PDF file, the Adobe Acrobat Reader is launched. Otherwise, the Exigen
Workflow Image Viewer is launched to display an image of a PCL file.

Assigning Attributes

The following topics are described in this section:

e Assigning Form Attributes in the General Tab

e Selecting Keywords and a Signature

e Selecting Keywords

e Modifying and Deleting Keywords

e Multipage Indicator

e Selecting a Signature
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e Verifying Coordinates of the Selected Text

¢ Modifying and Deleting a Signature

e Rules for Selecting a Signature

Assigning Form Attributes in the General Tab
The General tab is used to perform the following actions:

e specify general form attributes
o define a strip border

¢ view the form text and source template file

Form Mame : IEncIDsed Applications

Sample File . [CAPCL\BusOnline\BusOnineBan . |

Output : I Buziness Enr.

Categom : I First

Corpary : Iﬁccnunting

Farm Yendaor : I.-“-‘-.u:r-:ul:uat

Farm Type : |Schedule aof Farmz

Ll Lef Lo L] Lo Le

Orientation ; I Partrait

—Pagesz In Form———————
% Fixed i~ Wariable
— Page Humber
|1 IE
First Last
— Strip Barder
o =l oo 7|
Top Biottaom
[+ Ertire Page
Form  |Ligtz applications for online banking
Dezcrption :  |for the requested date.

Figure 42: General tab
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The procedures that can be performed using the General tab are described in this section.

To assign form attributes in the General tab, perform the following steps:

1. Inthe Form Name field, enter a unique name for the form.

2. To browse for a template file, click the browse button next to the Sample File field.

The Open File window appears.

2l x|

Look in: | = Local Disk [C:] <] « &k B

Documents and Settings ] Program Files

Install Lo

KPCMS CvIsTFLOW

Lotus CIMINMT

Officescan NT

PicL

File name: | Open I
Files of type: [ Adobe POF Fies [*pdf] = Cancel |

Figure 43: Selecting template file

3. To select the file type, in the Open File window, select a value in the Files of type list box
You can only open files with the following extensions.

e . pcl

o . pdf
4. Select the source template file and click Open.
The file name appears in the Sample File field.
In the Output list box, select the output group to which to assign the form.
In the Category list box, select the category to which to assign the form.
In the Company list box, select the company to which to assign the form.

In the Form Vendor list box, select the software vendor of the form.

© © N o U

In the Form Type list box, select the form type.
10. In the Orientation list box, select Portrait or Landscape.

11. In the Pages in Form panel, if you know the exact number of pages in the form, select the Fixed
radio button. If you do not know the exact number of pages in the form, select Variable.

12. In the Page Number panel, enter the number of the first and last pages shown on the form
template.
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Note: You cannot modify the Page Number panel later.

13. To scan the full form page for keywords and a signature using E-Capture Server, in the Strip
Border panel, leave Entire Page selected. To select a strip border, clear the Entire Page check
box.

The box is selected by default.

In the St. Top and St. Bottom fields of the Strip Border panel, use the signature tab to determine
these coordinates, and enter the number of the top and bottom coordinates of the strip that contains
the signature or keywords of the form.

Selecting Keywords and a Signature

To select a signature and keywords for the form template, in the Signature tab of the Add Form
window, enter values in the fields.
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Figure 44: Signature tab

The Form Name field displays the name you entered in the General tab. The text of the named form
appears to the right in the Document Text area.

Selecting Keywords

Keywords are used to recognize the first page of a form. You can select any number of keywords or
keyword phrases. Review the following list of rules for selecting keywords.

¢ You must select at least one keyword. If the signature is sufficient to identify the form, use it as a
keyword and select No in the Signature Exists panel.
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o Keyword phrases must not contain commas.

¢ You cannot select part of a word as a keyword.

e Select all keywords from the first page of the form only.

e A keyword phrase can contain any number of words, but no commas.

¢ Each word inside a keyword phrase is used as a separate keyword. Word order and selection order
are not relevant.

e |f the form does not have a signature, ensure that all keywords are located within the coordinates of
the strip border you defined on the General tab.

e The set of keywords and signature for each registered form of a given vendor must ensure correct
recognition of the form. This means that the set of keywords and signature for any registered form
must not be identical to or a subset of another set of keywords and signature for a form belonging to
the same vendor.

To select a keyword or keyword phrase, perform the following steps:

1. Inthe Document Text area, highlight the keyword.

N RTR ST S RlE Application ﬂ
411l fields are regquired.

Enroll in FREE online banking.

Enroll in bill payment.

E-mail me information about the Resource Center for Sm

Business owner's or anthorized signer's personal

information.
Last MNaue First Name Middle Initial
Br ot Joe 1=

.
4 | %

Figure 45: Selecting keywords

2. To save your selection, in the Keywords panel, click Set.
The captured keyword or keyword phrase appears in the box.
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Keywords:  [ogLINE BANKING |
=
Set | Delete | Clear |

Figure 46: Using Keyword panel to apply keyword selection

Modifying and Deleting Keywords

To prevent spelling errors, text cannot be typed into the Keywords box. Instead, you must delete and
reselect the keyword or keyword phrase.

To delete your selections, perform the following steps:

1. Inthe Document Text area, highlight the keyword or keyword phrase.

2. Inthe Keywords panel, click Delete.

The selected word or phrase is removed from the Keywords field. If you select a word that appears
within a keyword phrase, the entire phrase is removed.

3. To delete all keywords, click Clear.

Multipage Indicator

A multipage indicator is text that E-Capture Server uses to differentiate between multipage forms.
You can use the signature, for example, if it is listed on each page of the form. The most common
multipage indicators are Page and of to indicate Page X of XX.

If a MASTER or SLAVE form is assigned to the template, the multipage indicator feature cannot be
used, and the Multipage Indicator field must be empty.

To use this feature, in the Pages in Form panel, select the Variable radio button.

Selecting a Multipage Indicator
To select a multipage indicator, perform the following steps:

1. Inthe Document Text area, highlight a multipage indicator from the second page of the form.
Your selection must indicate that the form has multiple pages.

2. Inthe Multipage Indicator panel, click Set.
The selection appears in the field.
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Fultipage I

|ndicator: CE-030z_F3

Set | LClear |

Figure 47: Selecting a multipage indicator for forms with more than one page

3. To delete the selection, click Clear.

Rules for Selecting a Multipage Indicator

Review the following rules for selecting a multipage indicator:

e A multipage indicator selection cannot contain commas.

e The total length of the selection cannot exceed 20 characters.
Selecting a Signature

Signatures often use a standard and identifiable format. For example, signatures may contain the date
and edition number of the form. If signatures on your forms share a standard, you can use the signature
as a means of validation. You can prepare custom scripts to implement the validation.

Selecting a signature is similar to selecting a keyword. To select a signature, perform the following
steps:

1. Inthe Signature Exists panel, select the correct option, as described in the following table:

Signature Exists options

Name Description

Every Page Every Page is selected if the signature appears on each page of a multipage form.
First Page First Page Only is selected if the signature appears on the first page of a form.
Only

No No is selected if the form does not have a signature.

No is selected by default.

Signature Exizts

" Ewemy Page
" FEirst Page Only
* Mo

Figure 48: Selecting the correct option in the Signature Exists panel

2. Inthe Page Listing Exists panel, select Yes only if the following conditions apply:

e The source template file is paginated.
e A multipage indicator is selected.

¢ The number of pages in the form varies, for instance, if you selected Variable in the Pages in
Form panel in the General tab.
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Fage Lizting Existz
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Figure 49: Selecting a pagination option

3. If you select Fixed in the Pages in Form panel in the General tab, in the Pages Listing Exists
panel, select No.

4. Inthe Document Text area, highlight the signature.

Online Banking Application _:J
All fields are regquired.

Enroll in FREE online banking.

Enroll in bill payment.

E-mail me information about the Resource Center for Sm

Business owmer's or authorized signer's personal

information.
Last Name First Name Middle Initial
Erowm Joe =

"
1| | 5

Figure 50: Highlighting the template file's signature

5. Inthe Signature panel, click Set.

Signature: | CE-0302_F5

Set | Clear |

Figure 51: Using the Signhature panel to apply signature selection

The captured signature appears in the Signature field.
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Verifying Coordinates of the Selected Text

To verify the coordinates of the selected text, in the Signature tab, click Select.
The coordinates of the selected text appear in the Left, Bottom, Right, and Top fields.

This information is used when the strip border is selected for the signature or keywords in the General
tab.

Modifying and Deleting a Signature

To prevent spelling errors, text cannot be typed into the Signature field. To modify or delete a selected
signature, perform the following steps:

1. Inthe Signature panel, click Clear.
The selected signature is removed.

2. To select a new signature, follow the steps for selecting a signature as described in Selecting a
Signature.

Rules for Selecting a Signature
Review the following list of rules for selecting a signature:

e The signature cannot contain commas.
e The total length of the signature cannot exceed 20 characters

e The signature field can contain only one selection.
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Modifying a Registered Form

To modify the general attributes, signature, keywords, and virtual calculation tables of a registered
form, perform the following steps:

1. Inthe E-Capture Definition Utility window, select the form to modify.
2. Double-click the form, or click Modify.

Ll Iﬁ

[1%
|

The Edit Form window appears.
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Figure 52: Modifying a registered form using the General tab

3. To modify form attributes, use the General and Signature tabs as described in Reqgistering a Form.
In the General Tab, you can modify all attributes except the following:

form name

source file path

output group assigned to the form

numbers of the first and last pages of the form template

4. To save the changes, click OK.
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Deleting a Registered Form

To delete a registered form, perform the following steps:

1. Inthe Registered Form window, select the form you want to delete.
2. Click Delete.

a

A confirmation window appears.

3. To delete the form, click Yes.
4. To cancel your request, click No.

Mapping a Form

The following topics are described in this section:

e Map Form Tool

¢ Mapping a Field

¢ Modifying a Mapped Field

e Deleting a Mapped Field

Map Form Tool

The Map Form tool is used to select locations containing information you want to capture, and to
specify how you want this information entered in an Exigen Workflow database.

To map a form, perform the following steps:

1. Inthe E-Capture Definition Utility window, select the form you want to map.
2. In the toolbar, click Map Form.

3

The Form Definition Details window appears.
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Figure 53: Mapping form with Line(s) tab

The Form Definition Details window displays the name of the form in the Form Name field. The
Document Text area displays the text of the form template.

3. To view the document text, use the navigation panel located under the Document Text area.
4. To view the original template PDF or PCL source file, click Display Image.

5. To add, modify, and delete mapped fields, use the Form Definition Details interface.
These procedures are described in the following sections.
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6. To save the form map, click Apply.
Mapping a Field

The following topics are described in this section:

e Selecting an Output Field

e Selecting Text for Capture
e Additional Settings

Selecting an Output Field
E-Capture Administrator is used to define output fields.

To select an output field, perform the following steps:

1. Inthe Form Definition Details window, click Add.

The Output Fields window appears.

Output fields for ‘Business Ent. x|
Field narne: Search Reszet |
Field Mame Field Tope  WorkflowField Type fwforkflow Field Marme
| Agent i Shing i E
e-rnail Sting F A_EMAIL_ADDR
Falicy Mumber String F A _MaC_ MO
Description:
(1] Cancel

Figure 54: Selecting an output field
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The Output Fields window displays all fields assigned to the output group named in the title bar.
Each record also displays the E-Capture field type, workflow field type and workflow field name
associated with the field. If a SLAVE template is used, the registered folder, subfolder, and
document fields are not displayed.

2. Select an output field.
You can also search for an output field by exact name or partial name.

3. To search for the field name, perform the following steps:

1. Inthe Field Name field, enter the exact name or a character string, replacing the unknown
portion of the name with %.

2. Click Search.
Records of fields containing the name or character string are displayed. If no matches are
found, the table does not show any records.

3. To clear the search and return to the complete list of output fields, click Reset.
4. Click OK.

The name of the field you selected appears in the Form Definition Detail window in the Output
Field.

The Form Status field displays the following message:
Addi ng a new field.

Selecting Text for Capture

E-Capture Definition Utility is used to select lines and boxes of text for capture from the Document
Text Area.

To select individual words or a phrase contained in one line of text, use the Line(s) tab.

If you select multiple lines of text using the Line(s) tab, the top leftmost and the bottom rightmost words
define the text coordinates. This can lead to a conflict between the right and left coordinates in cases
where the text area in the question is not completely filled. To resolve this problem, use the Box(es) tab
to select the text.

To select text using the Line(s) tab, perform the following steps:

1. Inthe Form Definition Details window, select the Line(s) tab.
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Figure 55: Selecting text with the Line(s) tab
The selected output field appears in Output Field.

2. Inthe Document Text area, highlight the text you want to assign to the selected field.

The selection can be a single word, several words, or several rows of text, but cannot contain
commas.

3. Click Select.

The text appears in the Selected Area text field of the Line(s) tab. The Field’'s Page # field
displays the page number on which the selected text is located.

The numerical coordinates of the selected area appear in the Left, Bottom, Right, and Top fields.

4. If necessary, to extend the selection area, change the numerical coordinates manually.
5. To save your selection, click Apply.
The field name appears in the Output Field Name table.
6. To delete the selection, click Clear All.
To select text using the Box(es) tab, perform the following steps:

1. Inthe Form Definition Details window, select the Box(es) tab.
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Figure 56: Selecting text with the Box(es) tab

2. Highlight the word at the far left of the rectangle zone in the Document Text area.
For example, to select the box, highlight TEST.

3. To apply the selection, click Left.
The selected word and its coordinate appear in the Contents and Coordinate panels.
Highlight the word at the top of the rectangle zone, for example, TEST.
To apply the selection, click Top.

4
5
6. Highlight the word at the far right of the rectangle zone, for example, 23356.
7. To apply the selection, click Right.

8. Highlight the word at the bottom of the rectangle zone, for example, 23356.
9. To apply the selection, click Bottom.

10. To cancel your selection, click Clear Boxes.

Additional Settings

E-Capture Server processes and verifies the data in each mapped field according to default settings.
The default procedures can be changed using the following tabs:

e Properties

e Validate

Properties

The Properties tab is used to modify default procedures regarding error messages and temporary data
storage.
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Figure 57: Selecting processing options with the Properties tab

To use the Properties tab, perform the following steps:

1. To send an error diagnosis to Exigen Workflow if the mapped field does not contain data using E-
Capture Server, select Mandatory.

A custom script can be used to handle this problem.

2. To place extracted data into the Temporary Storage table using E-Capture Server, select Place in
Temporary Storage.

While in the Temporary Storage table, the data is available to other applications.

Validate

The Validate tab is used to have E-Capture Server validate and transform the data contained in the
field.

Examples of simple transformations include changing case and date format. Custom scripts are used to
handle these and all other validation and transformation requirements.
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Figure 58: Selecting processing options with the Validate tab

Selecting either box instructs E-Capture to execute custom scripts prepared to validate and transform
data. If no script is used and the Transform option is selected, by default, E-Capture Server deletes
dashes and blanks from the corresponding extracted text.

By default, both boxes are cleared.

E-Capture Administrator is used to register and assign scripts.

Modifying a Mapped Field

To modify a mapped field, perform the following steps:

1. Inthe Form Definition Details window, in the list of mapped fields, select the field to modify.
2. Click Modify.

R

The name of the field you selected appears in Output Field.
The Form Status field displays the following message:
Modi fying the Field.

3. To select text and specify handling instructions, use the following tabs:
Line(s)

Box(es)

Properties

Validate
For information on using these tabs, see Selecting Text for Capture and Additional Settings.

4. To save the changes, click Apply.
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Deleting a Mapped Field

To delete a mapped field, perform the following steps:

1. Inthe Form Definition Details window, in the list of mapped fields, select the field to delete.
2. Click Delete.

a

The field is removed from the list of mapped fields.

Testing Form Definitions

Testing a form definition verifies whether the fields you mapped captured the correct data. For example,
testing the form definitions verifies if the selected keywords provide the required information, or if you
overlooked information that must be mapped.

To test a form definition, perform the following steps:

1. Inthe E-Capture Definition Utility window, select the form you want to test.

2. Click Test Form.

The Verify Input window opens.
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Figure 59: Testing form definition

The Test File field displays the name and path of the form template. If a signature exists, the
Signature field displays it. The Keywords field displays all selected keywords.

3. To verify the named form against itself, click Verify.

4. To verify the form against another form, perform the following steps:

1. Inthe Verify Selected Form Against panel, select Other Form.
2. To browse for an alternative file, click the browse button next to the Test File field.

The Open File window appears.
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Figure 60: Browsing for an alternative testing template

3. Select afile and click Open.
The path and name of the file appear in the Test File field.

4. To test the form, click Verify.
Information appears in the Verify Input window.
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Figure 61: Sample test results

The Verify Input window displays the following information:

form name

output group

number of the page on which keywords are located
names of each mapped field

extracted data

number of the page on which the field is located

5. To view the selected form template, click Display.

6. To return to the E-Capture Definition Utility window, click Close.
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Exporting and Importing Templates

E-Capture templates can be imported and exported. This makes it possible to use a template in another
environment.

An environment is defined by one or more of the following factors:

network
computer
Windows version

Exigen Workflow project

A template can be imported into an environment that already has registered E-Capture templates. The
import procedure checks the integrity of the existing templates and the imported templates.

The import procedure checks E-Capture environment variables that are specified manually in the E-
Capture Administrator. The environment variables in the export environment are compared with those
in the import environment.

The following topics are included in this section:

Exporting Templates

Importing Templates

Exporting Templates

To export templates, proceed as follows:

1.

In the E-Capture Definition Utility window, select File > Export.
The Export Templates Setup window appears.
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Figure 62: Exporting template setup

2. Inthe Project name list box, select the Exigen Workflow project containing the E-Capture
templates to be exported.

If only one E-Capture project is available, it is displayed and selected by default.
3. Inthe Output name list box, select the output from which the templates are exported.
For example, if the templates are assigned Invoice output, Invoice must be selected.

All templates from the specified project and with the specified output are displayed in the
Templates box.

4. Inthe Templates box, select one or more templates to export.
5. To export all templates, select All Templates.

6. Inthe Text Editor section, specify the text editor used to edit the exported templates.
The following text editor options are available:
¢ Notepad

e WordPad
An existing text editor can be changed before exporting templates.

7. To continue the export process, click Next.
The Export Template Data window appears.
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Figure 63: Exporting template data

8. To select an existing path and file name for exporting data, next to the Export file path field, click

the browse button.

9. To specify a new file for exporting data, in the Export file path field, enter the path and file name.
The file for exported data must have a . dat extension. If several templates are exported, all data is

exported to a single . dat file.

10. In the Note field, enter an optional note.

11. To view the template data to be exported, click Read File.

12. To start export, click Start Export.
The template files are exported.

13. To close the window, click Close.

Importing Templates

During the template import process, the following actions occur:

e The Import Template Data window is used to import template-related data.

e The user moves the templates to the new location.

To import templates, proceed as follows:
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1.

© © N o

In the E-Capture Definition Utility window, select File > Import.
The Import Template Data window appears.

Import Template Data x|

— Import template data

| rpart file path; IDI"P':E-D-‘E'-T e |

Source project name: IF'CE

Target project narme: IF'EE j
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Start Import | Data | Log File Cloze

Reads log file...

Figure 64: Importing template data

To select the path and file name from which template data is imported, click the browse button next
to the Import file path field.

The file must have the . dat extension.
In the Target project name field, select the target project for template import.
In the Target output field, select the destination output for the imported template.

To select the directory for the templates, click the browse button next to the Template directory
field.

The directory is the location to which the user physically moves the templates.

Move the templates to the selected directory.

To view the import data, click Data.

To view a description of possible problems that occurred during export, click Log File.

To import information related to the templates, click Start Import.

. To close the window, click Close.

The templates are imported.
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Chapter 11: Publisher Packager Utility

This section describes the Exigen Publisher system and explains how to use its components. The
following topics are described in this section:

e Exigen Publisher System Overview

e Using Exigen Publisher Packager

Exigen Publisher System Overview

Exigen Publisher is a subsystem of Exigen Workflow used to create a collection of documents that is
viewable remotely without being connected to the Exigen Workflow system database. Exigen Publisher
allows you to gather documents from the Exigen Workflow database into one data collection and to
copy them to a CD where they can be viewed from a machine that is not connected to Exigen
Workflow.

Exigen Publisher consists of the following components:

e Exigen Publisher Collector

e Exigen Publisher Packager

e Exigen Publisher Cabinet

The following diagram shows how the components in the system work together.

Exigen Workflow Exigen Fublisher Exigen Fublisher Exigen Publisher
Retrieve abject Callector Fackager Cahinet
otores selected folder, subfolder, and document Collects docurnent Displays the
IDs in the Exigen Fublisher reference table records and images document collection

Exigen Workflow
datahase

Detached repository

Figure 65: Process of data publishing with Exigen Publisher

Copyright © 1994-2005, Exigen Properties, Inc. and/or affiliates. All rights reserved.
Exigen Workflow 5.6 Page 128 of 145



Administrator's Guide, Part 3: Utilities Chapter 11: Publisher Packager Utility

Exigen Publisher Collector

Exigen Publisher Collector assembles documents from an Exigen Workflow project into one
collection. Each data collection consists of image files, folders, subfolders, and document records
collected within the existing Exigen Workflow database. Exigen Publisher Collector is run from the
Exigen Workflow Retrieve object.

Exigen Publisher Packager

After a collection of folder, subfolder, and document records and images is created, the Exigen
Publisher Packager application is run to package the data collection together with the Exigen Workflow
system files into one directory, which can be written onto a CD. The CD also includes Exigen Publisher
Cabinet.

Exigen Publisher Cabinet

Exigen Publisher Cabinet is used to view the data collection that was packaged onto the CD without
being connected to the Exigen Workflow system.

Exigen Publisher components must be installed. If Exigen Publisher is not installed, perform the
following steps:

1. Insert the Exigen Workflow installation CD and run set up. exe.
2. Inthe Exigen Workflow Setup window, select Upgrade and Modify.

3. Inthe Select Components window, under Workflow Optional Components, select Publisher.

Using Exigen Publisher Packager

This section describes how to use the Exigen Publisher Packager. The following topics are described in
this section:

e Qverview

e Preliminaries for Packaging

e Packaging Steps

e CD Contents

Overview

Exigen Publisher Packager is used during the second stage in the file distribution process of Exigen
Workflow Publisher. The following actions occur in this stage:

1. The collection of files to be exported is defined.

2. The collection is packaged and copied to a CD.

The packaged data consists of the following contents:
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o folder

e subfolder

e document indexing data
e corresponding image files

e Exigen Publisher Cabinet application

Exigen E-Forms documents cannot be viewed in Exigen Publisher Cabinet.

Preliminaries for Packaging

Before running Exigen Publisher Packager, create a collection of document records and images using
Exigen Publisher Collector. For more information about Exigen Publisher Collector, see the Exigen
Workflow User’'s Guide, Chapter 10: Exigen Publisher Collector.

Packaging Steps

To open the Exigen Publisher Packager utility, in Exigen Workflow Explorer, in the Utilities folder,
double-click Publisher Packager.

%

Exigen Publisher Packager consists of the following steps:

e Step 1. Creating a CD Export Directory

e Step 2. Creating a Copy Directory

e Step 3. Finishing the Export Process

Step 1. Creating a CD Export Directory

When Exigen Publisher Packager is launched, the Create CD Export Directory: Step 1 of 3 window
appears.
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55" Create CD Export Directory: Step 1 of 3 ;|g|5|
Export Directory: | C:\Newt\20020522-160516 _|
Dizk Capacity: I 1000137  MB
&vailable Space: 797230 MB
Available collections: Selected collections:
™ oTH
LB 123 23 [DTH]
N sTT
~-/®1 naname [DTM]
Merge
Eilter

Cloze | Help | et |

Figure 66: Creating CD Export Directory: Step 1 of 3

The CD Export Directory window contains the following fields:

Create CD Export Directory window fields

Field Description

Export Directory Destination directory where the data is published before it is copied onto a CD. The
collection is saved in a new directory with a unique name, which includes the packaging
date and time.

Disk Capacity and  Fields that display the disk capacity and available space according to the specified
Available Space destination.

Available Field that displays the Exigen Workflow projects with collections available for copying.
collections

Selected Field that displays the collections selected for copying onto the CD.

collections

To work with collections, perform the following steps:

1. To add collections to the directory, select the collections you want to copy onto the CD and click
Add.

The selected collections are disabled in the Available collections list.
2. Toremove a collection from the Selected collections list, click Remove.

3. To merge several collections into one, select them in the Selected collections list and click Merge.
A new window appears, prompting you to enter a name for the merged collection.
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4. To find a collection, click Filter.
The Filter window appears.

Mame: |sdminZ]

Uszer: IDTM j

Set Clear | Cloze |

Figure 67: Filter window

In this window, you can specify a collection or multiple collections that appear in the Available
collections field.

5. To display a particular collection, enter the collection’s name in the Name field and click Set.

Note: Use the “%” symbol in the Name field to represent one symbol or several symbols in the name of
collections to be displayed. The “%” symbol is used to display a range of collections with a similar name
pattern.

6. To display collections of a particular user, in the User dropdown list, select the user and click Set.
The Name and User fields can be used simultaneously.

7. To empty both fields, click Clear.

8. To exit the Filter window without filtering, click Close.

9. When all required collections are in the Selected list, click Next.
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Step 2. Creating a Copy Directory

The Create Copy Directory: Step 2 of 3 window appears.

Create Copy Directory: Step 2 of 3 '_ 3 ﬂ

Documentation

v HIML

[+ Display meszages about invalid fles

[~ Remove overlays

Faszward:

Current Infa:

‘ oL

Help | <Back Heut:

Figure 68: Creating Copy Directory: Step 2 of 3

The following check boxes are used to set conditions for the packaging process:

Creating Copy Directory, Step 2, options

Option Description

PDF Exigen Publisher Cabinet User’s Guide in PDF format is copied onto the CD.
HTML Exigen Publisher Cabinet User’s Guide in HTML format is copied onto the CD.
Display messages Error messages that occur while processing the files are displayed.

about invalid files

Remove overlays Image overlay documents are not packaged in the repository.

To set conditions for the packaging process, perform the following steps:

1. Inthe Create Copy Directory window, select the appropriate options.

2. Inthe Password field, enter the password that is used later when opening Exigen Publisher
Cabinet.
The Current Info field displays information about the current status, for example, a warning that the
selected directory is not empty.

3. When all the fields in this step are complete, to begin copying the packaged data, click Next.
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The application starts packaging the files and displays the current operation in the Current Info
window.

If the Display messages about invalid files check box is selected in the Setup window, a
message window is displayed when a problem occurs.

Processzing Files |

Cannot locate the following file:

S CAMMEDSDT 2401 010819%00000159.0k4 5

Folder RSM: |1
Dacurnert FSH: |159

—Yfould *ou Like To;

i+ Skip file and conbinue?

" Stop processing?

Figure 69: Processing Files error message window

The full name of the missing file is displayed in the Cannot locate the following file field.

The Processing Files window also displays the Folder RSN and Document RSN. These are
internal numbers assigned to each folder, document, batch, parcel record, and other records in the
Exigen Workflow database.

4. If the Processing Files window appears, in the Would You Like To section, select either of the
following options:

e To end the search and continue the copy process, Skip file and continue.
¢ To end the copy process, Stop processing.

5. When the packaging process is complete, to proceed to the third step, click Next.
Step 3. Finishing the Export Process

During the final step, it is possible to make manual changes to the copy directory that was created in
step 2.

As the packaged data is created, the Export Finish: Step 3 of 3 window appeatrs.
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Export Finish: Step 3 of 3 |

Total CD Wolume - 20 T44E1E ME

— Transfer File Types

‘ o

[T Delete ongin collectionz)

Advanced | Log Infa Help <<Back to Start <Back Finizh

Figure 70: Export Finish: Step 3 of 3

The Total CD Volume field indicates the number of megabytes that are used on the CD for the current
collection.

The Transfer File Types window displays the actual image file types in the collection. In the previous
example, only DMS files were copied. The following file types can be included:

e DOC
e TXT
e XLS

e any other file type used within the Exigen Workflow system

If the Delete origin collection(s) check box is selected, the packaged collection is deleted from the
Exigen Workflow database after it is packaged.

To make manual changes to the packaged files, perform the following steps:

1. Click Advanced.
The Manual Changes window appeatrs.
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Manual Changes

Chapter 11: Publisher Packager Utility

X

— Filez

Falder:

autarun. inf

cabinet. dec

cabinet, exe

cabinet hip

d32_bar.di

d32_baze.dl

d32_chr.dl

d32_cold.di

d32_comp.dil

d32_coredl

d32_dim.dll

T akal Walurme: ||:|_5 kb

j Hemove |

&dd

Cloze

Figure 71: Manual Changes window

2. Specify the files to add to or delete from the final package.

In this window, you can remove or add files. The Folder drop-down list contains paths to the export
directory and its subdirectories. A list of files appears in the Files table when a directory is selected.

3. Toremove a file, select the file and click Remove.

4. To complete the process, click C

lose.

5. To add a file, perform the following steps:

1. Click Add.
The Find File dialog box app

2. Select the file to be added.

ears.

3. Inthe Folder drop-down list, specify the directory where the file is to be added.
4. Select one of the options listed in the following table:

Add file directory, folder dropdown options

Option Description

Etdm Exigen Workflow ERM data files and respective templates.

Ftx Files required to perform Full Text Search.

Image All image files in the collection.

Info All information files, such as message. t xt , associated with the

collection
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Add file directory, folder dropdown options

Option Description

Task Files that are not processed internally by Exigen Workflow, such as Word

and Excel files.

Xml Reference files in XML format. These files are used internally and contain
essential information for opening images.

The last six directories reside in the root directory specified in step 1 of the package-creation

process.
5. To complete the process, click Close.

The Total Volume value indicates the total size of the files to be copied onto the CD. This value
changes as files are added to or deleted from the export directory.

6. If system files, folders, or documents could not be copied into the export directory, to view the

information, click Log Info.
The Missing Files window appeatrs.

Missing Files

— Mizzing Buntime Files

<

C:Alnvoice Processing 03031 2124500000001 .DMS

— Migzing D ocument Files

Falder

Dacumett

-+ 1

Frint

Figure 72: Missing Files window

The Missing Runtime Files section lists any files that are necessary to run Exigen Workflow from

the CD but could not be copied.

The Missing Document Files section lists the folder numbers and document numbers for any

documents that could not be copied.
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7. To open the packl og. t xt file in Notepad, click Print.

This file can be printed.

8. To exit the Missing Files window, click Close.

9. To complete the packaging process, click Finish.

CD Contents

The export directory contains the following contents:

Folders
ETDM
| mge
Info
Task

Xm

Files

aut orun. i nf
cabi net . dec
cabi net . exe
cabi net. hlp
d32_bar. dl

d32_base. dl

d32 _clr.dl
d32_conp. di
d32_conv. dl
d32_dl m dl

d32_dsp. dl

d32_enh. dl
d32_eti.dl
d32_etv. dl
d32_etz.dl
d32_gbvw. di

d32_gui . dl

d32_mr.dl |
d32_ocr. dl
d32_prfx.dl
d32_rus. dl

d32_serv.dl |

Chapter 11: Publisher Packager Utility

d32_sns. dl |
d32 tifs.dl
d32_vi ew. dl
d32_word. dl
d32_xlIs. dl
Exi gen
Publ i sher
Cabi net User
Gui de. pdf
nf c42. dl
msvert. dl|
msvertd. dl |

redirect.ini

smdl |

The contents of the export directory can be copied onto a CD or be distributed by other means, such as

email.
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Chapter 12: Migration Utility

This section describes how to migrate document versions from the XML based versioning mechanism
to the database based versioning mechanism using Migration Utility.

The following topics are described in this section:

e Migration Utility Overview

e Migrating Document Versions

Migration Utility Overview

Migration Utility is an application that converts existing XML based document versions used in
previous Exigen Workflow versions to the new database based document version format.

Migration Utility must be used only when XML based document versions are already present in the
system and Exigen Workflow is upgraded to use the new versioning mechanism.

Migrating Document Versions

To migrate document versions using Migration Utility, proceed as follows:

1. Inthe <Exi gen Workflow installation directory>\ SYSTEMdirectory, launch the
utilvers. exe file.

The Exigen Workflow login window appears.

2. Enter the user name and password.

3. Click Connect.
The Migration Utility window appears with the Start tab displayed.
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Migration Utility L X

t| 5 Etupl Imp-:urtl Finishl

Froject:
DOC PROCESSING j

Back Hemt Cancel

Figure 73: Selecting the project

4. Inthe Project list box, select the project in which document versions must be converted.

5. Click Next.
The Setup tab is displayed.

Migration Ukility ' X

Start 5_5_9....95|Impnrt| Firish

Project: IDI]E PROCESSING

— Dacuments to canvert

= Al documents
f+ Documents that have RSM greater than |2E|

— Affected documents

Mumber of documents: |27 Befresh |

Imported versions: ]

Back et | Cancel

Figure 74: Selecting documents to convert
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The Number of documents field displays the number of documents in the selected project that
contain versions that must be migrated. The Imported versions field displays the number of
versions that are already converted in the project.

6. To refresh the Number of documents and Imported versions fields, click Refresh.

7. Inthe Documents to convert box, select one of the following options as appropriate:

Document version conversion options

Option Description

All documents Converts all document versions in the project.

Documents that have Converts all document versions for which the document identifier is greater than
RSN greater than the document identifier specified in the field.

This option is useful in cases when the conversion process is interrupted. When
Migration Utility is launched again, the document identifier of the last processed
document is automatically entered in the field.

8. Click Next.
The Import tab is displayed.

Migration Ukility x|

Startl Setup  Impart | Finishl

Project: IDI]E PROCESSING

— Documents

Tatal: I
Imparted: I

— Progress

E ztimated time left:

Back Hemt Cancel

Figure 75: Viewing the conversion progress

9. To convert document versions in the selected project, click Next.

Migration Utility converts document versions. The progress of the conversion is displayed in the
Import tab.

When all documents are processed, the Finish tab is displayed.
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Migration Utility e x|
Startl Setupl [mport - Finish
Doc.ASH Ermror code Error
4] | i
Back Hemt Einish

Figure 76: Finishing the migration

If the list in the Finish tab is empty, it means that all documents are processed successfully. If any
errors are encountered during the conversion, the document identifier of the defective documents
and corresponding error messages are displayed in the Finish tab.

10. To convert documents in another project, click Next.

11. To exit Migration Utility, click Finish.
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Index

Index

A

alphabet indexes
configuring, 36

C

cache directories
clearing, 20

Check Document Utility, 8, 10
defining search criteria, 14
definition, 10
menus and buttons, 18
specifying distribution settings, 12
using, 10

Clear Cache Utility, 8, 20
definition, 20
menus and buttons, 24
using, 20

control file
definition, 86
using, 86

coordinates
verifying, 109

D

databases
identifying discrepancies between databases and
image directories, 42
maintaining integrity, 8
performing direct queries, 87
delimiter indexes
configuring, 35
directories
identifying discrepancies between image directories
and databases, 42
DMS images
valid file names, 46
document templates
assigning to projects, 73
definition, 73
document versions, 139
documents
checking for corrupted, 10
checking for quick tiles, 10
checking integrity, 10
checking locations, 10
checking number of pages, 10
cleaning, 63
configuring distribution, 12
initiating transfer, 82
locating documents that are committed and modified,
20
preparing to transfer, 82
removing scan defects, 63
specifying documents to be checked, 14

transferring to a different physical location, 82
viewing erroneous, 37

viewing remotely, 128

working with corrupted, 18

E

E-Capture Definition Utility, 9
assigning attributes, 100
definition, 94
deleting forms, 112
deleting mapped fields, 120
exporting templates, 124
importing templates, 124
mapping fields, 114
mapping forms, 112
menus and buttons, 96
modifying forms, 110
modifying mapped fields, 119
preliminary steps, 94
registering forms, 98
selecting text for capture, 115
specifying default settings, 117
starting, 95
tasks, 94
testing form definitions, 120
viewing form texts, 100
viewing source files, 100
E-Capture Server
specifying default settings, 117
validating and transforming data, 118
electronic stamps
creating and maintaining, 49
Empty Folders Maintenance Utility, 8, 26
definition, 26
menus and buttons, 28
using, 26
error handling, 117
Exigen E-Capture Definition Utility. See E-Capture
Definition Utility
Exigen Publisher
definition, 128
system overview, 128
Exigen Publisher Packager Utility. See Exigen Publisher
Exigen Workflow
related information, 6
Exigen Workflow utilities

overview, 8
F
fields
deleting mapped, 120
mapping, 114
modifying mapped, 119
folders

identifying folders without documents, 26
processing empty folders, 26
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form definitions
testing, 120
form templates
assigning attributes, 101
assigning zones, 69
configuring location and appearance of overlay
information, 65
creating, 60
creating from existing files, 63
creating from scanned images, 62
deleting keywords, 106
modifying keywords, 106
preparing, 94
selecting keywords, 103
selecting signatures, 103, 107
viewing attributes, 95
forms
assigning attributes, 101
deleting, 112
deleting keywords, 106
mapping, 112
modifying, 110
modifying keywords, 106
modifying signatures, 109
registering, 98
searching, 97
selecting keywords, 103
selecting signatures, 103, 107
FTS Maintenance Utility
configuring a full text search, 33
configuring and maintaining keywords, 29
configuring indexes, 35
definition, 29
menus and buttons, 39
viewing erroneous documents, 37
FTS Server
viewing erroneous documents, 37
full text search
configuring, 33
full text search indexes, 33
Full Text Search Maintenance Utility, 8. See FTS
Maintenance Utility

G

guide
audience, 6
related information, 6
typographic conventions, 7

image files

transferring to a different physical location, 82
indexes

configuring for full text search, 35

K

keywords
configuring and maintaining, 29
deleting, 106

Index

modifying, 106
selecting, 104

M

Migration Utility, 139
multipage indicators
definition, 106
selecting, 106

O

OCR, 55
Optical Character Recognition. See OCR
Orphan Utility, 8, 42
definition, 42
menus and buttons, 48
using, 42
output fields, 114

P

printing
from a native application, 62
Publisher Cabinet
definition, 129
Publisher Collector
definition, 129
Publisher Packager
CD contents, 138
creating a CD export directory, 130
creating a copy directory, 133
definition, 129
export directory, 138
finishing the export process, 134
packaging steps, 130
preliminary steps, 130
Publisher Packager Utility, 9. See Exigen Publisher

Q

queries
performing direct, 87

R

registered forms
searching, 97

S

scanning defects
removing, 63
search
output fields, 115
signature zones
definition, 70
signatures
deleting, 109
modifying, 109
selecting, 107
Stamp Management Utility, 9, 49
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definition, 49 creating, 55

menus and buttons, 53 exporting, 124

using, 49 importing, 126
stamps Transfer Server

creating, 52 running, 88

managing, 49 Transfer Utility, 9, 82

viewing information, 50 definition, 82
stopwords list identifying files for transfer, 86

maintaining, 30 menus and buttons, 92

opening, 83
T preparing to transfer documents, 82
running Transfer Server, 88

telephone indexes using, 82

configuring, 36 typographic conventions, 7
template forms

deleting, 112 U

mapping, 112

modifying, 110 utilities
Template Management Utility, 9, 55 definition, 8

assigning document templates to projects, 73

assigning zones to templates, 69 \Vj

configuring location and appearance of overlay

information, 65 versions, 139

creating a form template from an existing file, 63

creating a template, 60 Z

defining OCR and overlay zones, 64

definition, 55 zones

menus and buttons, 76 adding to templates, 66, 70

saving zones to a file, 64 defining OCR, 64

scanning a new form, 62 defining overlay, 64

using, 55 saving to a file, 64
templates signature, 70

assigning to projects, 55
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