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Chapter 1

Introduction

AnyDocRMANAGEi t E is a tool designed to moni
and activity from a single station in the network.

MANAGE:Iit features include the following:

1 Station/User Activity

MANAGE:It provides real time information about each station's\gdtigitiding
time started, time elapsed and the active process, such as Extraction or Verification,
for each station in the network.

1 Monitor Pending Work
Real time monitoring of all pending work in the system.

1 Monitor AnyDoc® VERIFYit®, CAPTUREIt, EXCHAGEIt, and Version
Manager

Real time monitoring of all stations in the system.

f Management

Access to OCR for AnyDoc Form Family Management and User Administration
functionality.

1 Alert Notification
MANAGE:iIt helps to identify process bottlenecks and inefficient use of PC stations.

1 System Maintenance
Allows you to purge batch log files as well as back up and purge the log database.

7 Task Scheduler
A tool that allows you to schedule routine tagisrform automatically.

Getting Help

If you have any questions that are not answered in this docamiat, OnBase
AnyDoc Technical Suppdpages).

Before contacting Technical Support, gather the folloiangnation as it applies to
the product:

1 Product version numbgrages)
1 Computer hardware specifications

1 Operating system specifications

© 2015 Hyland Software, Inc.
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1 Frequency and severity of the technical difficulties encountered

1 Exact wording of any systgy@nerated messages

The latest installers and drivers can be downloaded from our online library at
http://www.onbase.com/onbasanydocA user ID and password are required and can
be obtained by callingB884ANYDOC (1-:8884269362).

Product Documentation

A documentation set is provided for each application. All documentation is accessible
from the application, installation CDQurstomer Librarfpaged). Review the
documentationotlearn how to use the application and answer any questions you may
have about its features.

All manuals are in Adobe Portable Document File (PDF) format. Download Adobe
Reader for free atww.adobe.com/reader

Documents within the set usually include:

1 Installation & Configuration Guide, which provides instructions on installing and
configuring the application.

1 User Guide which provides overviews and instructions on getting started,
navigation, using features, and best practices.

1 Online Help, which povides the same material adtker Guidesan online
format. Access the online help from within the application. Updated Help files are
also accessible from the customer library. Online Help files should always be saved
locally rather than run from atwork location.

Document Conventions

Within each document, the following symbols are used to draw your attention to certain
types of information:

Symbol Indication Description

Tip Provides helpful hints, shortcuts, or alternate approaches
- completing or reversing the specified task.

o Note Provides additional information that could result in unexp
data results, if ignored, but should not cause any critical ¢
or system failure.

A Warning Provides critical information that could result in data loss,
= unexpected results, or system failure, if ignored.

© 2015 Hyland Software, Inc.
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Contact OnBase AnyDoc Technical Support

OnBase AnyDoc Technical Support can provide you with the latest system
requirements, assist you with any installation issues, and troubleshoot issues you are
experiencing.

AnyDoc U.S.A. Office
Contact Technical Support via:

T

E-mail:
anydocsupport@onbase.com

Fax:
Address faxes to Technical Support and send to (81() 122

Telephone

Call 18884ANYDOC (1:8884269362) for telephone support between the hours
of 9 A.M. and ®.M. (EST), Monday through Friday.

AnyDoc Europe Office
Contact Technical Support via:

1 E-mail:

anydocisupport@onbase.com

Fax:
Address faxes to Technical Support and send 4 +A2963-34.

Telephone

Call +4141-72963-33 for telephone support eten the hours of 09:00 and 18:00
(CET), Monday through Friday.

View The Product Version Number

Steps

1

2

From theHelp menu, clickAbout MANAGE:it .
The About MANAGEIt window is displayed and includes the version number.

ClickOK to close the window.

View The Accepted End-User License Agreement (EULA)

A copy of the EndUser License Agreement (EULA) that was accepted during the
installation process is installed locally and can be viewed at any time.

© 2015 Hyland Software, Inc.
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Steps

1 From theHelp menu, clickEULA Information . The EULA is displayed.
2 To close the window, cli€k.

3 To print the window, clidRrint.

AnyDoc on the Web

Links to useful areas of the OnBase AnyDoc web site are provided uHegy the
AnyDoc on the Webmenu.

Home Page Access the OnBase AnyDoc home page
(www.onbase.com/onbaaaydog to read about
AnyDoc products, solutions, and support.

Customer Library Access the latest versions of products and
supporting documentation. S&gstomer Library

(paged).

Submit Enhancement Request Access an online form to submit a request for &
product or document feature.

Customer Library

The OnBase AnyDoc Customer Library provides users with the ability to download

documentation and software upgrades. It also allows users to upload files to our
Technical Support departm@paged), if necessary.

Access and Login

The OnBase AnyDoc Customer Library is accessed via a web browser.
Steps
1 Go to the OnBase AnyDoc websitevww.onbase.com/onbaaaydoc

2 Click theAnyDoc Customer Librarybutton. TheCustomer Library Logonpage
is displayed.

3 Enter your assignétser NameandPassword andclickLogon. The main
Customer Librarypage is displayed.
If you do not have a user name and passeamtict Technical Supp@paged).

© 2015 Hyland Software, Inc.
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Customer Library Options

In addition to providing access to documemtatiew versions of software, and

software upgrades, the main Customer Library page allows you to upload a file to
Technical Support and submit product enhancement requests. The following options
appear on the main Customer Library page:

Upload a file to Tech Support

Click this button to upload a file to the OnBase AnyDoc Technical Support department.
For information about uploading files, dpiad a File to Technical Suppege).

Agreements

Click this likk to access the latest copy of the End User License Agreement (EULA).
AnyDoc Support

Click this link to access documentation and installers for OnBase AnyDoc applications.
Sales and Marketing

Click this link to obtain sales and marketing materials for OnBase AnyDoc VARs and
Partners.

Enhancement Request Form

Click this link to open the Enhancement Request form. Customers submit this form to
request new features or functionality for a product.

Prospect Tracking Site

Click this link to access your company's prospects.

Java Plugin

Click this link to download the Javaplug f or f or ms created with

Upload a File to Technical Support

Steps

1 Log in to the Customer Library, and dighoad a file to Tech Support TheFile
Upload page is displayed.

2 ClickBrowseto locate the file that you want to upload.
3 ClickUpload File to upload the file to Technical Support.

© 2015 Hyland Software, Inc.
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Chapter 2
Getting Started

Before starting MANAGE:It for the first time, you need to know the OCR for AnyDoc
control patlis) to monitor. The control path is used to link MANAGE:it to your OCR

for AnyDoc installation(s). The Control Path Definition window also contains settings
pertinent to the available MANAGEit windows such as size, position, refresh rate, and
column setting

MANAGEIt Terminology

The following terms have special meaning when used in the MANAGEIt environment:

M

Application: Application settings affect all Control Path Definitions and their
associated windows.

Control Path The OCR for AnyDoc Control directory is the central location to

store information to be shared among all of the stations (e.g., user information, log
database, station history data, etc.). MANAGE:it points to this directory and gathers
the necessary infoation to monitor, manage and report on the OCR for AnyDoc
stations. The control path is the bridge between MANAGEit and the AnyDoc
products that it monitors.

Control Path Definition: Defines all settings that apply to monitoring, managing
and reporting oan OCR for AnyDoc installation. The Control Path Definition also
contains settings pertinent to the available windows such as size, position, refresh
rate, column settings, etc.

MANAGEIt Toolbars
MANAGE:it can display the following toolbars.

T
T
T
T

Files and Settings
Views
Log Database

Management

To toggle a toolbar display on and off, s®lieet | Toolbar and select the toolbar to
toggle on or off.
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Files and Settings Toolbar

Button  Shortcut Function Description
a [Ctrl+N] New OCR for Creates a new Control Path
AnyDoc Control Definition to monitor an OCR fol
Path AnyDoc installation.
& N/A New CAPTUREIt Creates a new Control Path
Server Definition to monitor a
CAPTUREIit Server installation.
= [Ctrl+O] Open Opens an existing Control Path

Definition to monitor an OCR fol
AnyDoc (*.ami) or CAPTUREit
Server (*.aci) installation.

= [Ctr+S] Save Saves the current Control Path
Definition.
[CtrI+P] Print Prints the current (top most)
window.
[CtrI+C] Copy All data that is displayed in the

window can be copied to the
Windows Clipboard and then
pasted into other applications.

) [F5] Refresh Refreshes the information
displayed in the current window
@ [Ctrl+Shift+S] MANA GE i t Opensthe MANAGEit Task
Task Scheduler Scheduler.
2. N/A Control Path Opens the Control Path Definitic
Definition window to view or change settin
Settings for the current control path.
i N/A Alert Settings ~ Opens the Alerts window to add
- change alerts.
B N/A View Hep Opens the online Help.

Contents

Views Toolbar
B @ ‘@ Y= HZ'J
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Button Shortcut Key Function Description
B [Ctrl+2] View Station Opens the Station/User Activity
Activity window to view current activity t
workstation.
o [Ctrl+3] View Pending  Opens the Pending Work windo
Work to view pending batches by forn
family.
[Ctrl+7] Graph Pending Opens the Pending Work Grapt
Work Totals
¥/ [Ctrl+4] View VERIFYit Opens the VERIFYit Activity
Activity window to view activity on
VERIFYit workstations.
e [Alt+1] CAPTURE:it Displays activity on CAPTURE:it
Activity workstations.
&) EXCHANGEIit  Displays activity on
Activity EXCHANGEIt workstations.

Log Database Toolbar

Button Shortcut Key  Function Description
i [Ctrl+8] Log Database  Opens the Log Database Viewe
2! [Ctrl+6] Log Database  Prints a log database report.
Report
N/A Log Database  Opens the Log Database Optior
Settings | Backup window to set where
database backup files are store
N/A Log Database  Opens the Log Database Purge
Purge Criteria window to set criteria fo

purge database information.

N/A Compact and Compacts the database.
Repair

Management Toolbar
i= | & E
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Button Shortcut Keys Function Description

= N/A Form Families Opens the Form Family
Management window. SRER
for AnyDoc Form Family

Managemer{page246.
Fii N/A User Security Opens the User Security windc
il N/A User Productivity Opens the User Productivity
window.
= N/A QA/Verify Opens the Operator Group
Operator Groups Management window.
o N/A Edit Audit Rates  Opens the Configure Operator

Audit Rates window.

Start MANAGEIt

The first time you start MANAGEIt, you must create a Control Path Definition. Once
the Control Path Definition is set, the path cannot be changed. To monitor a different
contol path, you must create a new Control Path Definition. The refresh information
can be changed later, if necessary.

Steps

1 SelecFile | New | New OCR for AnyDoc® Control Path
TheChoose Control Pathwindow is displayed.

Choose Control Path @

Please Enter the OCR for AnyDoc® Control Path:

]|

[v Automatically Refresh Information

Refresh Rate (Seconds) | 30 oK Cancel | Help |

2 Enter the control path for the OCR for AnyDoc installation to monitor, orl;_|ck
to browse to the installation's location.

3 Leave théutomatically Refresh Informationcheck box enabled, if needed.

4 If the Automatically Refresh Informationcheck box is enabled, erttes number
of seconds in thRefresh Rate (Secondd)eld. The default is 30 seconds. Twenty
seconds is the minimum amount of time allowed for the refresh rate.
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5 ClickOK. The main MANAGEit window is displayed with the Alerts window open
to the specified control path. 2derts Window(pagelg.

@ AnyDoc® MANAGER™ - [Alerts/Overview - chanydoc\samples\control]
[&| File View Settings Window Help

T
e H 2O 1?7 BEeeU () BB
S AhmE ~4
Alert | User | Computer ID | Family Name Master/Batch Time
3 Active Views nNot running Userl DoC-0 22:38:39
4 chanydocisamples\control
@ Alerts/COverview
,/ VERIFYitE® Activity
C) EXCHAMGEIt® Station Acti
g Ch\ProgramData\AnyDoc\CAP
@ Alerts/ Overview Control Path: clanydocizamplesicontrol
\ . .. Master Path: cianydocisamples\master
= CAPTUREit Actmty Job Path: clanydoc\zamplesijobs
Refresh In: 00:00:08
Station Information
Number of Stations: 1
Number of users logged in: 0
Number of ldle Stations: 0 Stations in AutoFlow: 0
Open Windows
Alerts/Overview
F T b VERIFYit® Activity
EXCHANGE® Station Activity
Properties a3 x
Property | Yalue

gl |
- 4 After you have started MANAGE:it for the first time, the open Control
Path Definitions and their corresponding open windows, such as Station
Activity, are automatically restored when you start another MANAGE:it

session.

If the Synchronize With Server on Open check box is selected in
Control Path Definition and if there is a need to synchronize, the
Synchronize Time with Server window is displayed when MANAGEit is
opened. For more information, see Synchronize System Time (page 12).
If you choose not to synchronize three times in a row, a message is
displayed asking if you would like to turn off time synchronizing during
data refresh.

© 2015 Hyland Software, Inc.
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6 To open a saved Control Path Definition, ¢litk| Open. TheOpenwindow is
displayed listing all existing Control Path Definition files (*.ami) at the default
location, G:ProgramDatsAnyDod MANAGEiIt\ Settings.

@ Open @
l\:/u\:/} | <« ProgramData » AnyDoc » MANAGEt » Settings - | +4 | | Search Settings jel |
Organize v Mew folder =~ O @

< Recent Places *  Name : Date modified Type §

o [8] MANAGEit_AS_0 3/16/2015 3:43PM  MANAGER™ Docu...
=l Libraries . - AR

3 D . [8] MANAGEit_AS 1 3/23/2015 4:13PM  MANAGE™ Docu..,

£ Documents

—‘ Music

k= Pictures
B2 Videos

"M Computer
&, Local Disk (C)
S User Drive (U:)

m

&‘._i Metwork

- 4 1 3

EllEOee > | MANAGEit™ Files (*.ami) -

Open Ad Cancel
|

7 Select a Control Path Definition file and &ipkn. The associated Alerts window
is displayed.

Exit MANAGE:it

Your open Control Path Definitions and their associated open windows (such as Station
Activity, etc.) are automatically restored when you start MANAGEHitlbgail close a

Control Path Definition without saving, MANAGEIt creates a temporary file and then
reloads it the next time you start MANAGEit.

After creating a new Control Path Definition,Rike| Save Asto save it with a
meaningful name. If it i®hsaved before exiting MANAGEiIt, a temporary file is
created with a default name.

Steps

1 To exit MANAGEIt, seledtile | Exit . When you exit MANAGE:it, you are
prompted to save the Control Path Definition if you have not already done so.

MANAGEit 15.0.012 ==

Save changes to MAMNAGEt_AS 37
Yes Mo Cancel |
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2 ClickYesto save the changes, or chitkor Cancelto exit without saving.

Control Path Definition files (*.ami) are saved to
CA ProgramDateAnyDod MANAGEiIt\ Settings.

Synchronize System Time

You can control when the time on your MANAGEIt statiegnghronized with the
server, either when MANAGEIt is opened, upon every data refresh, or both. Itis
important to synchronize system time on the MANAGEIt station with system time on
the OCR for AnyDoc stations so that settings that rely on time sustisaenal

elapsed time fields operate correctly. System time settings are localesirothe

Path Definition | General tab.

Steps

1 SelecBettings | Control Path Definition Settings
OR
Click theControl Path Definition Settingsbutton, By
The Control Path Definition window is displayed.

2 Click theGeneraltab to access synchronization settings.

3 Enable the check boxes in 8yestem Timearea to enable or disable time
synchronization with the server. You can enable one option, both options, or neither
option. The Synchronize With Server on Open option is enabled by default.

4 ClickOK. When the Synobnize With Server on Open option is enabled, if the time
on your PC is different than the server time, you are prompted to synchronize when
you open the Control Path Definition.

Synchronize Time with Server @

From: |Fri Apr 29 09:13:18 2005

To: |Fri Apr 29 09:11:41 2005

Change Time Cancel ‘

Set MANAGEIt Application Settings

MANAGEIt allows you to customize your window interface with the following choices:

© 2015 Hyland Software, Inc.
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1 Minimize the display to the system tray
1 Balloon notifications for alerts

i Use color to distinguish alternate rows
Steps

1 SelecBettings | MANAGEIt Application Settings.
The AnyDoc MANAGEIt Application Settings window is displayed.

AnyDoc® MANAGE™ Application Settings =
E-mail Server | Minimize to System Tray

Motifications
[+ Use Balloon Notifications
[ Only Use Balloon Metifications when Minimized

Views
[v Use Background Colors in Views

Default

Ok | Cancel |

2 Select thlinimize to System Traycheck box to minimize the MANAGE:it
window to the system tray instead of the task bar.

3 Select th&Jse Balloon Notifications check box to receive balloon notifications of
alerts, new stations and form families and stations that are currently filtered out.

© 2015 Hyland Software, Inc.
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4 Select th©nly Use Balloon Notifications when Minimized check box to only
receive notifications when the MANAGEihdaw is minimized.

&4 AnyDoc® MANAGEIt™

chanydodisampleshcontrol
13 families located.

1 station has been loaded.

R N

5 To turn off the colors so the background is white for all rows, disabkethe
Background Colors in Viewscheck box. By default, MANAGEIt displays
populated rows in various windows in alternating colors of green and yellow.
Unpopulated rows appear in white.

6 ClickOK.

E-mail Server

You can configuremail settings for altraails that MANAGE:it sends, including alerts,
task notifications and error messages. Notifications are sent thmaibWwlieen
MANAGE:It automatically refreshes the data and the state has changed, when
MANAGE:It is started, when-mail reports are scheduled via the Task Scheduler, and
when File | Send Alerts is selected from the menu.

E-mail is SMThased, but some Microsoft Outlook features have been implemented
(such as Address Book and Selection Lookup).

Steps

1 SelecBettings | MANAGEIt Application Settings.
The AnyDoc MANAGEIt Application Settings window is displayed.

© 2015 Hyland Software, Inc.
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2 Click theE-Mail Servertab.

4

(2N &)

o

Getting Started

I

AnyDoc® MAMAGEL™ Application Settings

Settings

E-mail Server

Server Address:

(=]

[ Enable Email From This Station

SMTP Port:

|2'5

From: manageit@ |

Recipient Groups

[Default]

aili

Cancel

o |

-

Select th&nable E-Mail From This Station check box.

g |

rd
recipients are unavailable.

It this option is cleared, all windows that allow you to configure e-mail

From theServer Addressirop down list, select therail server. Click theokup
button if the server you need is not in the drop down list and you are using

Microsoft Outlook
OR
Enter the name of thereail server in the field.

ClickTest Servetto test the server connection.

To specify a specifBMTP Port, enter a number in the field, if needed. The default

SMTP port is 25.

Enter the sendingraail domain name in tikeom manageit@ field.

If applicable, do one of the following:

9 To create a new group, clidkw and configure themail settings. For more

information, se€onfigure Email Setting§agel9.

1 To remove a group, select the group andrRéakove

© 2015 Hyland Software, Inc.
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1 To edit an existing group, select the group andedicknd configure the
e-mail settings. For more information, SGeafigure Email Settingfpagelf.

9 ClickOK.

Configure E-mail Settings

To specify the-malil recipients, groups must first be created. Groups can contain one or
more email addresses and must have a unique naragé.recipients are specified by
selecting the group naméefefore, it is important to name each group with a unique
and meaningful name that allows for identification of the group’'s members.

E-mail groups can be created, deleted and edited at any time. The Default group's
settings can be modified but it carbetenamed or deleted.

Steps
1 On theE-mail Configuration window, click thdlail Group Settingstab.
E-Mail Group Settings @
Mail Group Settings ErrhiEe
E-mail Recipients ’7 o . [+ Enable E-Mail to this group
A ¥ Include All Curent Alerts
From Address:
|rnanage'rt@onbase.c:om
0K | Cancel | |

2 In theGroup Namefield, enter the name for the group.

3 IntheFrom Addressfield, specify the-mail address that therail should be sent
from.

4 To allow emails to be sent to this group, selecEtable E-mail to this group
check box.

5 To include thélerts Currently in the Systensection in the-enail, select the
Include All Alerts Currently in the Systentheck box.

If this check box is cleared, then that section is omitted frormidié enly new
and expired alerts are included.

© 2015 Hyland Software, Inc.
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Click theE-mail Recipientstab.

E-Mail Group Settings @
Mail Group Settings To e
| Lookup | | | Lookup | |
Mew Address:
ok | caneel |

To add a new address to Traeor CC list, in theNew Addressfield, enter an
address to add to the group ahckAdd New Address

To open the Outlook address book and find-amraiéaddress to add to the group,
clickLookup.

To remove an-mail address, select thmail address and cliRemove
ClickOK.

© 2015 Hyland Software, Inc.
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User Interface

MANAGE:it presents information about OCR for AnyDoc stations and pending work in
a series of windows. You can customize these windows to preséoftrttagion in the

format and order most useful to you. Specifically, you can do the following:

1 Hide or show columnpage2d

1 Arrange column ordépage2b)
1 Change column wid{page34)

Alerts Window

When you open a Control Path Definition, the associated Alerts window opens

automatically. It shows any active alerts and provides general infatmoatidime
MANAGE:It station and stations in the OCR for AnyDoc installation.

@ AnyDoc® MANAGEIt™ - [Alerts/Overview - chanydoc\sampleshcontrol]

[&] Eile

View  5Settings Window Help
2 e 2 Q17T Beed H() B E
M= 0w E 7%
Alert | User | Computer ID | Family Mame Master/Batch Time
a3 Active Views nNot running Userl DOC-0 22:38:39

& chanydodisamples\control
@ Alerts/Overview
LA VERIFYit® Activity
{) EXCHANGEit® Station Acti

g Ch\ProgramDatat\AnyDoc\CAP

@ Alerts/Overview Control Path:

cianydocisamples\control

. L Master Path: clanydocizamplesimaster
CAPTUREIt Acti
=3 1t Activity Job Path: clanydocisamplesijobs
Refresh In: 00:00:08

Station Information
Number of Stations:

Open Windows

Number of ldle Stations:

1

Number of users logged in: 0

0 Stations in AutoFlow:

Alerts/Overview
] Tl b VERIFYit® Activity
EXCHANGE®® Station Activity
Properties =
Property | Yalue

© 2015 Hyland Software, Inc.
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The Alerts window shows active alerts triggered when the conditions set in the alerts
configuration, are met. The available alert types include:

1 Station Activity Alerts

Station activity alerts are about conditions on individual workstations. You can set

gation activity alerts to occur when a workstation has been idle, is not running OCR for
AnyDoc, has no work available, or has been in a specific processing phase for more than
a specified number of minutes.

Station activity alerts display in the Alernidaw and appear as a red exclamation point
next to the applicable station or user in the Station/User Activity window. You also have
the option of sending alert notifications wiaadd. MANAGEIt only sends out alert

e-mails during a refresh.

In additionto the alerts you can configure, the "Station may require user intervention"
message can also be displayed. This alert means that the station has not been updating its
status properly and should be manually checked for indications that its processing has
been interrupted. This alert is on by default and cannot be edited or removed.

Rightclick an alert in the list to access the following options:

View Station Opens the Station/User Activity window with the select
station/user highlighted. Sdenitor Station/User Activity

(pagetd).

View Station History Opens the Station History window with the selected st
highlighted. Sééew Station Historfpaget9).

Configure Alert Opens the alert configuration to change itVigse Station
Activity Alert Settinggaged4).
Copy All Data All data that appears in the window can be copied to t

Windows Clipboard artden pasted into other applicatio
1 Pending Work Alerts

Pending work alerts apply to pending batches and form families. Pending work alerts
display in the Alerts window and appear as a red exclamatioextdinthe applicable
form family or batch in the Pending Work window. There is also the option of sending
alert notifications viaraail.

Rightclick an alert in the list to access the following options:

View Batch/Family Opens the Pending Work windaxth the selected Form
Family/batch highlighted. Sdenitor Pending Worfpages9

Configure Alert Opens the alert configuration to change itvVigse Pending
Work Alert Settinggages6).

Copy All Data All data that appears in the window can be copied to the
Windows Clipboard and then pasted into other application

1 System Level Alerts

© 2015 Hyland Software, Inc.
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System level alerts concern conditions that can potentially cause dyleers Jivese
alerts are predefined in MANAGEiIt and are always activated. The list of system level
alerts can be viewed, but not changed in the Alerts window.

Rightclick an alert in the list to access the following options:

More Information Displays more information about the specific error
encountered. For more information, ¥msv System Leve
Alert Setting§pagedl).

Copy All Data All data that appears in the window can be copied to tl

Windows Clipboardnd then pasted into other applicatic

1 Metered Key Alerts

Alerts can be set for when the metered application falls below a specified minimum.
Rightclick an alert in the list to access the following options:

Configure Alert Opens the alert configuration to change itvVigee Metered
Key Alert Settinggaged3).

Copy All Data All data that appears in the window can be copied to the
Windows Clipboard ariden pasted into other applications.

1 EXCHANGEIt Alerts

Alerts can be set to occur when an EXCHANGE:it workstation or job is in specific
processing state for more than the specified number of minutes.

The following two rules are created by OnBase AnyDoc and cannot be modified or
deleted:

1 EXCHANGE:It station appears to be down, but is reported as running.

This alert should only be triggered if an EXCHANGE:It station exits abnormally. For
example, a comfar loses power or the process ended in the task manager.

1 One or more EXCHANGE:It exceptions have occurred.
EXCHANGEIt has database exceptions that require user intervention to resolve.

EXCHANGE:It activity alerts display in the Alerts window and appaae@s
exclamation point next to the applicable station in the EXCHANGE:It Activity window.

Rightclick an alert in the list to access the following options:

Configure Alert Opens the alert configuration to change itvVigse
EXCHANGEiIt Alert Setting§page39).

Copy All Data All data that appears in the window can be copied to the
Windows Clipboard and then pasted into other application

1 CAPTUREit Alerts

© 2015 Hyland Software, Inc.
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Alerts can be set to occur when a batches tiidn the specified number of minutes.

When creating an alert rule it is applied to all batches. CAPTUREIt activity alerts display
in the Alerts window and appear as a red exclamation point next to the applicable station
or user in the CAPTURE:it Activiyindow.

Rightclick an alert in the list to access the following options:

Configure Alert Opens the alert configuration to change itvVigee
CAPTURE:it Alert Settingpaged).

Copy All Data All data that appears in the window can be copied to the
Windows Clipboard and then pasted into other application

You have the option of displaying some or all available columns in any order via
Settings| Control Path Definition | Column Settings SeeHide or Show Columns
(page2d andMove Columngpage2h).

Active Views Window

The Active Views window displays all open control géithitebn windows, such as the

Alerts window or the Pending Work window. As a new window is opened the name of

the window is displayed beneath the associated control path. To quickly access a specific
control path definition window, click the link in tloéive Views window underneath

the associated control path to open the selected window.

a Active Views

g canydocisamplescontrol
3] Alerts/ Overview
I/ VERIFYit® Actwiity
CJ EXCHAMGEt® Station Acti

g ChProgramDatatAnyDoc\ CAP

@ Alerts/Overview
g CAPTUREIt Activity

4 T} 3

To close the the Active Views windoweckdhe X icon on the Active Views window.

© 2015 Hyland Software, Inc.
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Properties Window

The Properties window displays additional information on the item selected. Selecting a
row from the list in current view displays additioraination not listed in the view.
The Properties window is renamed based on the type of view that is selected.

a

Active Views

n chanydoc\samples\control
@ Alerts/Owverview
[/l VERIFYit® Activity
() EXCHANGEit® Station Activity
n Station/User Activity
ﬁ C\ProgramData\AnyDoc\CAPTUREIt Sen
@ Alerts/Owverview
g CAPTUREit Activity

4 I 2

Station Properties X
Property | Value

User Name apetts

Computer ID DOC-0

Capabilities SIQQAXEHVCP

Version 15.0.012

Term. Services Mo

Key Hyland

Scanner Mo scanner connected
ICR OpenText (PSW,RecoS...
OCR Muance (ScanSoft)

Process
Operating System

Idle
Microsoft Windows 7 ...

User Family | Batch Batch Ctrl Image ETime Process Version | AutoFlow Capabilities Serial #

@ loperts || || 0615 lldle 11500 [IM QA RS | SIQQAXEHVCP | Hyland ]

In this example, apetts is selected in the Station/User Activity vievitafidre
Propertieswindow is displayed with additional information that is not presented in the

Station/User Activity view.

Fly Out Windows

The Active Views and Prepties windows are referred to as "fly out windows" because
of the way they "fly" in and out of the screen. Fly out windows fly out to the interface
(show) when you roll the cursor over the window label and fly in again (hide) after the

window has been ictive for a few seconds.

© 2015 Hyland Software, Inc.
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Fly In Window Fly Out Window
@ AnyDoc® MAMNAGE™ - [CAPTUREIt Activity - @ AnyDoc® MAMNAGEL™ - [Station/User Activity - chanyc
File  View Settings Window Help File  VMiew  Settings Window  Help
HFaEEHE B a & N B EHS B2 na B 7 B
i~ 5w E Z
Computer ID | Scan Station ID Active Views £ x | jtch Ctrl |
> | [
3 gy (=l — g a Active Views
= B ONBASE\DOC-0.. =
m 2 n chanydedisampleshcontrol
% o @ Alerts/Overview
= 3 [/ VERIFYit® Activity
I:.? {J EXCHAMGE® Station Acti
;-rn E n Station/User Activity
= = ﬁ Ch\ProgramDatatAnyDod\CAPT
3
i - @ Alerts/Overview
S E: g CAPTUREit Activity
(1=} (1]
s 2
T T

Stop Fly In/Out Windows

Disable the fly out capabilities with the push ®ithat is located in the upper
righthand corner of the fly out window. Clicking the push pin shows the selected
window. SePush Pingpage23).

Push Pins

The Active Views and Properties windows have a push pi ®igonhe upper
righthand corner of the window. Push pinsdawn a window to disable the "fly out”
window capabilities. Selg Out Windowgpage2?). You can toggle the push pin on
and off to enable and disable the fly out windows.

1 Fly Out Window On positior #
In the On position, the fly out windows fly in and out of the window automatically.

1 Fly Out Window Off position®
In the Off position, the windows do not fly in and out.

Hide or Show Columns

You can choose to hide or show columns of information for the following windows:

 Alerts/Overview

© 2015 Hyland Software, Inc.
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CAPTUREIt Messages
CAPTUREit Server Activity
CAPTUREiIt Server History
EXCHANGE:it Activity
License Key Information
Pending Work

Station History
Station/User Atvity

= -4 -4 -4 -4 -4 -2 -2 -2

Alert History
Steps

© 2015 Hyland Software, Inc.
24



OnBase AnyDoc 15

MANAGEIt User Guide

1

2 Click one or more of the column names in the list to uncheck (hide) or check (show)
the column. Hiding then showing a column heading moves that column to the right
most side of the window.

Right <click
the display.
Columns

Column Settings...

Family Mame
Master/Batch
Date

Time

Terminal Services
Computer Login
Last Update
Productivity

g |

";"You can also hide/show and rearrange columns using Settings |

Control Path Definition | Column Settings. See Change Columns in

anywhere

Control Path Definition (page 34).

Move Columns

You can rearrange columns of information for the following views in MANAGE:it:

n

t he

User Interface

wi ndowds
the available columns with check marks next to the columns currently included in

© 2015 Hyland Software, Inc.
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Alerts

CAPTUREit Server Activity
CAPTUREIt Messages
EXCHANGE:it Activity
EXCHANGE:iIt History
License Key Date

Pending Work

Station History

=4 =4 =2 =4 A 4 -4 A -2

Station/User Activity

1 VERIFYit Activity(drag and drop procedure only)

To move columns, either drag and drop the column heading to the new location, or use
Settings | Control Path Definition | Column Settitgsearrange the columns. For
more information, seget Control Path General Definitidettinggpage34).

"’Another way to move a column is to hide the column and then show it
again. This moves the column to the right side of the window. For more
information, see Hide/Show Columns (page 23).

Sort Column Information

Column information can be sorted by left clicking the title of the column you to sort by.
For example, to sort a column in the Station/User Activity window by user, click the
User column title. The column is now sorted by user name. To retoluthe to its
original settings, click the column title again.

Save a Window in HTML

Some windows in MANAGE:it can be saved as HTML for archival or support purposes.
These windows include:

1 Alerts window
Expired Alerts window

Station Activity window

CAPTUREit Activity window

1

1

1 Pending Work window
1

1 CAPTUREIit History
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1 CAPTUREIt Messages

1 License Key Information

These HTML "snapshots" are saved \d@yDod MANAGEiIt and are named after
the save window and the current date.

= | £ | C\ProgramData\AnyDoc\MANAGEit\Alerts_Overview Monday Mar 23, 2015.html L~-c || = Alerts/Overview | |

ALERTS/OVERVIEW
12:30:17 Monday Mar 23, 2015
canydoc\samples'control
Alert | User [Computer ID|Family Name|Master/Batch|Time]
Not running|apetts|DOC-0 09:39

Steps
1 From theActive Viewswindow, select the view to be saved in HTML.

2 SelecFile | Save As Html.

A message is displayed confirming that view has been saved in HTML, the location
and file name.

e

MANAGEit 15.0.012 ==

|o| An HTML Snapshot of the current view has been saved as
- C\ProgramDatalAnyDoch\MAMAGEt\ Alerts_Overview Monday Mar 23, 2015.html

OK

Print a Window

MANAGE:it offers some special printing features for printouts of all available windows.

A typical printout shows the selected window data arranged into columns exactly as
displayed on the window, with the date and time of the report appearing at the bottom
for easy reference.

All active panes can be printed. When printing active windows;\adlilnlerareas on
scrolling windows is included in the printout. You can customize the appearance of the
real time reports with a selection of colors, fonts and lines

Steps

1 From theFile menu, cliclerint.
ThePrint window is displayed.

2 Select the appropriate print settings.
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3 ClickOK.

Set Page Setup Settings

Steps

1 SelecFile | Page Setup
ThePage Settingsvindow is displayed.

Page Settings

gl Marging

Fonts
Left: 0.50"
Right: 0.50"
Top: 0.50"
Bottom:  |0.50"

(Grd Lines

[v Horizortal Grd Lines
v Vertical Grid Lines

Colar:

Line Thickness:

=~

| [ [T

Default

o |

Cancel |

2 Enter a number in theeft, Right, Top andBottom fieldsto set the margins for
the report. The default is .50".

3 Enable theHorizontal Grid Lines andVertical Grid Lines check boxes to have
grid lines appear on the report.

4 Select aine Thicknessfor the grid lines from the drop down list.

5 Select a color for tigrid lines from the color pallette.

6 ClickOK.

Set Font Settings

Steps

1 From theFile menu, cliclPage Setup
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ThePage Settingsvindow is displayed.
2 Click theFonts tab.

Page Settings
|F‘age Setup — Hestier
Arial
— Footer

Arial

—Column Headers

=1
=}

— Detail Lines

Arial

Default |
ok | Cance |

3 Select the fonts for the report header and footer, the column headers, and the detail
lines.

The default font for all is Arial.
4 ClickOK.
5 To view the results, cli€kle | Print Preview.
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Create a New Control Path Definition

Steps

1 SelecFile | New | New OCR for AnyDocControl Path

TheChoose Control Pathwindow is displayed.

Choose Control Path

Please Enter the OCR for AnyDoc® Control Path:

[+ Automaticaly Refresh Information

Refre=h Rate (Seconds) | 30

0K

2 Enter the OCR for AnyDoc control path.

OR

Click|;| to browse to the location.

3 Enable thedutomatically Refresh Informationcheck box, if needed.

4 If the Automatically Refresh Informationcheck box is enabled, enter the rate in
seconds at which to refresh the information iR#feesh Rate (Secondd)eld.
The default is 30 seconds. Twenty seconds is the minimum amounalédiede

for the refresh rate.
5 ClickOK.
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The main MANAGEit window is displayed with the Alerts window open to the
specified control path. For more information Adeds Window(pag€Ls.

@ AnyDoc® MANAGEIt™ - [Alerts/Overview - chanydoc\sampleshcontrol]
[&] File View Settings Window Help

8 Y5 8@ 1|2 Bee TR BB
ElAae

Alert | User | Computer ID | Family Mame Master/Batch Time

a3 Active Views nNot running Userl DOC-0 22:38:39
& chanydodisamples\control
@ Alerts/Overview
LA VERIFYit® Activity
{) EXCHANGEit® Station Acti

g Ch\ProgramDatat\AnyDoc\CAP

@ Alerts/Overview Control Path: cianydocisamples\control
. . L Master Path: clanydocizamplesimaster
=g CAPTUREIt Act
1t Activity Job Path: clanydocisamplesijobs

Refresh In: 00:00:08

Station Information
Number of Stations: 1
Number of users logged in: 0

Number of ldle Stations: 0 Stations in AutoFlow: 0

Open Windows

Alerts/Overview

Pl 1T b VERIFYit® Activity
EXCHANGE® Station Activity
Properties =

Property | Yalue

6 SelecFile | Save Asto open theSave Asvindow.

7 Enter aFile namefor the new Control Path Definition. Use this name to open the
Control Path Definition in the future to monitor the specified OCR for AnyDoc
installation. If you have multiple Control Path Definitions set up, the default file
names are not very descriptiVhe default location for saved Control Path
Definition files (*.ami) is (Program DataAnyDod MANAGE:It\ Settings.
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Monitor Multiple Control Paths

You can watch multiple installations from a single MANAGE:It station. Multiple control
paths an be open at one time (for exampleAXyDod OCR for AnyDotcontrol

and Yt AnyDod OCR for AnyDotcontrol). The applicable control path is displayed in
the title bar of each monitoring window and also in the Active Views pane.

@ AnyDoc® MANAGE™ - Overview - chanydocisampleshcontrol
Figurel: Title Bar Example

3 Active Views

& chanydocisamples\control
8
LA VERIFYit® Activity
CJ EXCHANGER® Station Activity

& Station/User Activity
g ChProgramDatatAnyDoc\ CAPTUREI Server,Control

@ Alerts/Overview
o CAPTURENt Activity

Figure2: Views Window Example

Multiple control paths apgein the Active Views pane. If you are monitoring more than
one control path at a time, the one that is displayed in the title bar ofnttostop

window is the active Control Path Definition. The Control Path Definition is used when
requesting reports @graphs and when opening additional monitoring windows, such
as Station/User Activity and Pending Work.

To switch between open control paths, click any open window for a control path to
make that the active window. Notice that the control path appedhedgitle bar of
the Overview window changes to that path.

© 2015 Hyland Software, Inc.
32



Chapter 5

Control Path Definition Settings

The Control Path Definition settings only apply to the current Control Path. If you
attempt to close MANAGEiIt without saving these settings, a prompt is displayed asking
if you would like to save before closing.

Set General Control Path Definition Settings

When monitoring a product that references a Control Path, the following options can be
set and applied to that Control Path:

M Refresh rate

1 Time synchronization

71 Batch display

Steps

1

SelecBettings | Control Path Definition Settings TheControl Path Definition
Settingswindow is displayed.

Click theGeneraltab.

To allow MANAGEiIt to immediately detect changes made to form families and
station activity, select thetect Station/Family Changes Dynamicallycheck
box.

Seleting this option allows MANAGEiIt to dynamically update information without
relying on the timer for its refreshing.

Select th®efresh Information Everycheck box, if needed.

Enter the number of seconds in Befresh Rate (Secondd)eld if theRefresh
Information Every check box is selected. The default is 30 seconds.

Select th&ystem Timeoptions to select time synchronization with the server.
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7

You can select one option, both options, or neither optiorSyFodironize With
Server on Opercheck box is selected by default. WheB8yhehronize With

Server on Opercheck box is selected, if the time on your PC is different than the
server time, you are prompted to synchronize when you open the Control Path
Definition.

Synchronize Time with Server @

From: |Fri Apr 29 09:13:18 2005

To: |Fri Apr 29 09:11:41 2005

Change Time Cancel ‘

ClickOK.

Set General CAPTUREIt Server Definition Settings

When monitoring CAPTUREit independent of OCR for AnyDoc, the CAPTUREit
datalase's refresh rate must be specified. For more informatiGreateea New
CAPTUREIt® Server Definitiofpages)).

Steps

1
2

In the Active Views window, select a CAPTUREit Server Definition.

SelecBettings | Monitoring Settings. TheMonitoring Settings window is
displayed.

Click theGeneraltab.

Enter the number of seconds in Befresh Timefield.
The default is 30 seconds.

ClickOK.

Set Column Settings

Steps
1 Select an OCR for AnyDoc Control Path Definition or a CAPTUREit Server

Definition in the Active Views window.

2 Open the settings window:
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1 For an OCR for AnyDoc Control Path Definition, sefsttings | Control
Path Definition Settings. TheControl Path Definition Settingswindow is
displayed.

1 For a CAPTUREIt Server Definition, sefgettings | Monitoring Settings.
TheMonitoring Settings window is displayed.

3 Click theColumn Settingstab.
4 Select a window from thMeew drop-down list.
5 Perform one of the following actions:
1 Select one or more of the check boxes to show the column.
1 Disable check boxes to hide the column.
1 Click theHide/Show button on the right to toggle betwd¢ide andShow
The check box for thelseted column is selected or deselected.

6 To change the order of the columns, click a column name in the list, then use the
Move Up, Move Down, Move Top or Move Bottom button to reorder it.

7 ClickOK.

Set Pending Work Display Settings

In the Control Path Definition Settings | Pending Worktab, you can set defaults for
thePending Workwindow. Additionally, you can choose how batches are identified by
selecting an option in t®ntrol Path Definition | General | Display Batches By
sectionSeeSet General Monitor Settin(gage3d.

Steps

1 SelecBettings | Control Path Definition Settings TheControl Path Definition
Settingswindow is displayed.

2 Click thePending Worktab.

3 Enable thedide Form Families With No Pending Workcheck box, if needed
OR

Disable the check box to display all form families whether they have pending
batches or not. If the check box is enabled, form families with no batches but do
contain images available for import are displayed.

4 Select thédutomatically Expand Families toShow Pending Batchesheck box,
if needed.

5 Select thé&utomatically Expand Totals Linecheck box to automatically expand
the Totals line to display all batches by batch ID when the Pending Work window
opens. This feature is only available iAthematically Expand Families to
Show Pending Batchegheck box is selected.
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6 In theShow Counts Forsection, specify how pending work information is
displayed. Options include:

1 Images

All counts are shown as number of images.
1 Document Sets

All counts are shown as number of document sets.
1 Images and Document Sets

Both number of images and number of document sets are displayed. When

images and document sets a displayed together, the number of docsets appear in

parentheses.
7 ClickOK.

Set Station/User Activity View Settings

The Station/User Activity window can be customized to display all or some of the
columns in any order. For more information(3estomize the User Interfgpage

18.
Other than controlling how columns appear in the Station/User Activity window,

additional options can be set to control how and which stations appear in Station
Activity, such as:

1 Set the default station sort order
1 Set the station alert sort order

1 Filter out stations with no recent activity

- These sorting options are also configurable from a menu displayed by
right clicking on a station/user. For more information, see Station/User
Activity Options (page 47).

Additionally, you can choose how batches are idemtiéation/User Activity by
selecting thBisplay Batches Byoption in theControl Path Definition Settings |
Generaltab. For more information, s€bange General Monitoring Settifpgge33).

Steps

1 SelecBettings | Control Path Definition Settings TheControl Path Definition
Settingswindow is displayed.

2 Click theStation Activity tab.

3 Select thélove Alerts to the Topcheck box to move stations with antatethe
top of the list in the Station/User Activity window.

4 Select th©rganize by Productcheck box to arrange the display by product.
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5 Select thégnore Stations That Have Had No Change in Their Status for
(Days) check box, if needed. The default nunobeays is fourteen. You can enter
a different number of days, or disable the option to see all stations in Station/User
Activity, regardless of whether the status has changed.

6 ClickOK.

Set CAPTUREit Settings

Filter out stations with no recent activity.
Steps

1 Select an OCR for AnyDoc Control Path Definition or a CAPTUREit Server
Definition in the Active Views window.

2 Open the settings window:

1 For an OCR for AnyDoc Control Path DefinitiselecSettings | Control
Path Definition Settings TheControl Path Definition Settingswindow is
displayed.

1 For a CAPTUREIt Server Definition, sefgettings | Monitoring Settings.
TheMonitoring Settings window is displayed.
3 Click theCAPTUREiIt tab.

4 Select théggnore Stations That Have Had No Change in Their Status for
(Days) check box, if needed.

The default number of days is fourteen. You can enter a different number of days, or
clear the option to see all stations, regardless of whether theastafutanged.

5 Click theOK button.

Set Metered Key Settings

After a hardware licensing key is replaced in MANAGEiIt, the old key can be removed
from the monitoring list by selecting the appropriate option on this tab.
Steps

1 SelecBettings | Control Path Definition Settings TheControl Path Definition
Settingswindow is displayed.

2 Click theMetered Keystab.
3 To hide keys that were replaced, seleéiitbe Out Replaced Keyscheck box.

4 To hide keys that expired more than 45 days ago, sefeitett@ut Keys That
Are More Than 45 Days Past Expiration Dateheck box.

5 ClickOK.
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Set Plugin Settings

Plugins are user created DLL files that extend specific functionality AGEA
Steps

1 SelecBettings | Control Path Definition Settings TheControl Path Definition
Settingswindow is displayed.

2 Click thePlugins tab.

3 Activate plugins by selecting the check box to the left of the plugin's name. When a
plugin is selected that plugin is displayed in the Active Views window.

a Active Views
& chanydocisamples\control
@ Alerts/Overview
[/l VERIFYit® Activity
CJ EXCHAMGER® Station Activity
A Station/User Activity
Plugins
Text Cutput XML
g ChProgramData\AnyDoc\CAPTUREIL !
@ Alerts/Overview
g CAPTUREIt Activity

4 I I

4 To create a log of plugin information, selecEttable Plugin Trace Filecheck
box.

When this check box is selected, the path where the trace file is saved is displayed at
the bottom of the window under Trace Path. Information gathered in this trace file
can be used by developers to created additional plugins or could be requested by
AnyDoc Technical Support department. For more informatioN|ANAGEit
Plugindpaget19.

5 ClickOK.
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Set Infiniworx Connection Settings

Infiniworx metered license keys can be monitored by creating a connection string to the
Infiniworx production database. The Infiniworx license information is displayed in the
Licensing Information Window

Steps

1

SelecBettings | Control Path Definition Settings TheControl Path Definition
Settingswindow is displayed.

Click thelnfiniworx tab.
ClickConfigure Connection Stringto open theData Link Propertieswindow.

On theConnectiontab, enter the connection striinformation for the Infiniworx
production database that was configured during the Infiniworx installation.

The Connection taboptions vary according to the Provider selected.

ClickTest Connectionto test whether the data source connection has been
accurately configured. If the connection is succes$agdt aonnection
succeededmessage appears.

ClickOK.
ClickOK.
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MANAGE:It can monitor OnBase AnyDoc products as well as database tables in
external applications.

When MANAGEIt monitors OnBase AnyDoc products it should be understood that
MANAGE:It doesn't directly monitor each product individually. MANAGEit monitors
the Control Path that all AnyDoc products point to.

Monitor OCR for AnyDoc

MANAGE:it provides real time monitoring of stations running OCR for AnyDoc and
VERIFYit. Monitoring functions provide the administrator with the information needed
to produceltie highest capacity of work from the station operators. MANAGE:it allows
you to monitor the following for all OCR for AnyDoc stations:

1 Pending Work: Provides an overview of the status of all work in progress, including
images pending import. 3éenitor Peding Work(pages9).

1 Station Activity: Displays current information such as the user, form family used,
batch and job processed and amount of time elapsed since procesdorgtdbee
Station/User Activitypage43).

To monitor OCR for AnyDoc the following requirements must be met:
1 OCR for AnyDoc version 3.1.5x or higher must be installed.

1 OCR for AnyDoc version 3.1.68 or higher must be installed for the option to
start/stop Autd-low when running reports.

1 OCR for AnyDoc version 3.2 or higher must be installed for using the following:
1 Batches by batch control number (user assigned),
1 Batch elapsed time for Pending Work and

1 Batch time exceeded for a Pending Work alert
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OCR for AnyDoc Environments

MANAGE:it is designed to monitor an entire OCR for AnyDoc installation from a
single station. The following figures illustrate twioegbdssible configurations for
networks with a dedicated MANAGEIt station.

Scanner

L]

Verification Werification
T

I

Verification Werification

-

Verification

AnyDoc” MANAGEIt™

QCR for AnyDoc™
File Server
{Conirol Path)

véﬁﬂuaﬁun & "-.J'er.ification &
|0 Exceptions 1D Exceptions

|dentification, Identification, Template Design
Extraction & Commit Extraction & Commit  (not used for processing)

Figure3: OCR for AnyDoc and MANAGE:it in a network with onsite Verification
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VERIFYit AnyDoc® MANAGEit™

Import

Identification,
Extraction & Commit

L1

Identification.
Extraction & Commit

VERIFYit f

; Job Manager (1 3PPICADIE) oo o AnyDoc®

VERIFYit Server File Server

; (Contraol Path) I
VERIFYit

Firewall

|0 Exceptions

&

Template Design
{not used for processing)

Figured: OCR for AnyDoc and MANAGEIt in a network with offsite Verification

View OCR for AnyDoc Version Information

One type of alert that appears in the Alert window states "One or more OCR for
AnyDocstations has a mismatched version." It is recommended that you run the same
software version on all stations. If you see this alert, you can display the number of
stations in the current control path running each software version.

Steps
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1 Inthe Alert Settings window, right click the alert in the list and\detect
Information. The Version Informatiowindow is displayed listing the version
numbers and the number of stations running each version in the OCR for AnyDoc

network.

Version Information g|
Mumber of Stations: |6
Latest Yersion: 405
Yerzion | Mumber of Stations
405 3
4054 2
4.0 e 1

2 ClickOK.

3 Open theStation Activity window to determine which stations are running which
version. For more information, $éenitor Station/User Activit{pagetd).

View Station/User Activity

The Station/User Activity window provides a snapshot of status and activity for each
station and user in the OCR for AnyDoc and in the VERIFYit environment for the
selected control path. In addition, right clicking on each station or user listed hrings up
menu that enables you to perform various station/user activity functions. See
Performing Station/User Activity Functiqpaget?).

Steps

1 SelecWiew | Station/User Activity
OR
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Click theView Station Activity button, =

OR

Type [Ctrl+2]. Thé&tation/User Activity window is displayed.

The Station/User Activity window provides the following status and activity
information for each station and user in the OCR for AnyDoc and VERIFYit

installation.

Column Description

User The user from the login at each station. If the workst:
is running OCR for AnyDoc as a service, the word
"Service" is displayed here.

Family The OCR for AnyDoc form family currently processe:
the station.

Batch The batch in progress.

BatchControl The useiassigned batch control number.

Image The image being processed.

ETime The elapsed time spent on the current activity.

Process The stationds current pi
Quality AssurancAuto ID, ID Exceptions, Data
Extraction, Verification, Auditor, EXCHANGE:t
Exceptions, and Commit.

Version The OCR for AnyDoc or VERIFYit version number of
the station.

AutoFlow The batch processing phases configured for AutoFlo
SedConfigure a User's AutoFldpages]).

Capabilities The process(es) each station is authorized to perforr
based on the stationds |
off by default.

Serial # The serial number of the hardware key. This column
turned off by default.

Computer ID The name of the computer (as configured in Window

This column is turned off by default. For stations runi
under terminal services, this column shows Server
ID/Client Station ID.

Master Path

OCR for AnyDoc master path configured for this stat
Currently, all stations point to the same master path.
column is turned off by default.

Family Name

The form family description. This column is turned of
default.

Master/Batch

The master template name. This column is turned of
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Column Description
default.
Date The date of the last status change on this station, su

Idle or Starting. This column is turned off by default.

Time The time of the last status change on this station, su
Idle or Starting. This column is turned off by default.

Terminal Services Whether or not the workstation is running under ternr
services, Yes or No. If multiple terminal services sen
arerunning, terminal services are listed by server anc
user name. This column is turned off by default.

Computer Login ~ The computer login name, which could be different t
the OCR for AnyDoc or VERIFYit login shown in the
User column. This colummnturned off by default.

Last Update The last time OCR for AnyDoc updated MANAGE:itfc
this user
Productivity The percentage of work completed by the current u

for the day. This column is turned off by default.

This window can be customized to display all or some of the columns in any order. See
Customize the User Interfgpagel .

There are two types gfaphic symbols that can appear to the left of the user, state and
station type. One symbol of each type, up to a total of two, can appear beside each
station and user listed.

State

[ 4 An alert has occurred. The user name is displayed in red
B Station in AutoFlow

rg Station in AutoFlow has an alert

Station Type
-] OCR for AnyDoc station
7] VERIFYit station

The Station/User Activity AutoFlow and Capabilities columns display information about
the OCR for AnyDoc batch processing phases using the abbreviations listed in the table.

Phase Name AutoFlow Column Capabilities
Abbreviation Column
Abbreviation

Scan Not applicable S
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Phase Name AutoFlow Column Capabilities
Abbreviation Column

Abbreviation

Import IM I

Quality Assurance QA Q

Rescan RS Not applicable

Review RV Not applicable

Auto ID ID A

ID Exceptions IX X

Extract EX E

High Speed Verification HS H

Rules Validation RO Not applicable

Verify- Pass 1 V1 Vv

Verify- Pass 2 V2 \%

Verify - Supervisor VS \%

Verify - Balancing BA Not applicable

Verify - Auditor VA \%

EXCHANGEIt Exceptions El P

Pending Infiniworx IN Not applicable

Commit BC C
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To view VERIFYit stations using MANAGE:it, you must enable them in VERIFYit via
File | Logon | Options . Select thEnable Direct Connection to Control Pathand
Update User Status Info foMANAGEit check boxes. VERIFYit stations must be
connected to the netnk and be on the selected control path to be monitored via

MANAGE:it.
r Y
VERIFYit® Server Logon Information @
User Data Transfer Compression Levels (0-5):
Cache Family files: 9
Options
Connection Batchfies: 9

Image files: 9

Enable Direct Connection to Contral Path

MOTE: This option is reguired to support the User Productivity Meter,
Ay App® Templates (Memany using Access and QuickApp®), and
MANAGEL™ monitoring.

This station will require access to the OCR for AnyDoc® Control Path
(specified in the VERIFY#t® Server)

Update User Status Info for MANAGEL™

OK || Cancel || Hep

Station/User Activity Options

Rightclick a station or user in tB&ation/User Activity window to display th8tation

Activity menu, which allows you to perform various functions related to that specific
useror workstation.

Station Activity
View History
Capabilities...
Security...

AutoFlow L

View Alerts

Mowve Alerts to Top
Organize By Product

Copy All Data

The following options are available onStagion Activity menu:

1 View History
For more information, s&8ew Station Historypaged).
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1 Capabilities
For more information, s&éew Station Capabilitigsaget9).

1 Security
For more information, sééser Securitypaget9)
1 AutoFlow

For more information, s€onfigure a User's AutoFI@pages]), Start or Stop
AutoFlow on a Selected Stat{pages7), andStart @ Stop AutoFlow on All

Stationgpagesd).
1 View Alerts
1 Move Alerts to Top
1 Organize By Product
1 Copy All Data

View History

The View History option opens the Station History window with the last 1000 entries in
the stationds history |l og. Each entry spe
logging in or out, or starting or stopping an OCR for AnyDoc batch pngqassse.

Black text indicates normal status, while red text indicates an alert on that station.

@ AnyDoc® MAMAGEt™ - [Station History (000001 - DOC-0) - c\anydoc\samples\control]
File  View Settings Window Help

EL=sdE e Q8 1?2 B4V () AR
= | & w E
Record # | User | Family | Family Name| Batch | Ima... | Master/Ba... | Date | Time | ETime Process
) 27 apetts 3:09:3 07:24 Mot running
4 chvelen 28 apetts 3 00:13 Idle
[5 c\anydocisamples\control 29 apetts aft_eob aft_eob 00000021 3 00:00 Batch Commit
@ Alerts/Owverview 30 apetts 3 00:01 Idle
L/l VERIFVit® Activity Exl apetts aft_eob aft_eob 00000021 00004 aft_eob 3 00 10 Auditor
{) EXCHANGEit® Station Activit| | 32 apetts 3 : Idle
n Station/User Activity 33 apetts aft_ech aft_eoh 00000021 00004  aft_eob 3 Pass 1 Verify
i3 station History (000001 - DOC| | 34 TeEiE [ 3 He0F EE
Plugins 35 apetts aft_eob aft_eoh 00000021 00004 aft_ecb A7/2.. 308 00:52 Pass 1 Verify
36 apetts ! . 308:1.. 00:01 Idle
Text Output XML 37 apetts aft_eob aft_eob 00000021 00004 aft_eob 3/17/2.. 3081.. 00:01 Dats Extraction
% C:\ProgramData\AnyDoc\CAPTU E_E.E_-_
[B] Alerts/Overview apetts aft_ecb aft_ecb 00000021 00002 aft_ech 317/2.. 3081.. 0001 Data Extraction
@ CAPTUREIt Activity 40 apetts aft_ech aft_eoh 00000021 00001  aft_ech 3/17/2.. 3:08:0.. 00:08 Data Extraction
41 apetts 3772, 3:08:0.. 00:02 Idle
42 apetts aft_eob aft_eob 00000021 00004 aft_eob 3/17/2.. 3:.08:0.. 00:00 Rules Validati...
43 apetts aft_eob aft_eob 00000021 00003  aft_eob 3/17/2.. 3:08:0.. 00:00 Rules Validati...
44 apetts aft_eob aft_eob 00000021 00002 aft_eob 3/17/2.. 3:08:0.. 00:00 Rules Validati...
45 apetts aft_eob aft_eob 00000021 00001 aft_eob 3/17/2.. 3:08:0.. 00:00 Rules Validati...
45 apetts 3/17/2... 3:08:0.. 00:01 Idle
47 apetts aft_eob aft_eob 00000021 00004  aft_eob 3/17/2.. 3:08:0.. 00:00 Data Extraction
Qe v (|48 apetts aft_eob aft_eobh 00000021 00003 aft_eob 3/17/2.. 3:08:0.. 00:01 Data Extraction
49 apetts aft_ech aft_eoh 00000021 00002  aft_eob 3/17/2.. 3:08:0.. 00:00 Drata Extraction
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View Station Capabilities

The Capabilities option displays the available batch processing options on the station's
hardware key. In addition, the configured scanner, OCR engine, ICR engine, and
opeaating system are displayed.

Capabilities for apetts @
Axailable Functions Scanner:
Scanning |NU scanner connected
Import -
CQuality Assurance Bl
Rescan | OpenText (PSW RecoStar,\Voting)
Review o
Classification U
Classification Excepticns | Nuance (ScanSoft)
Extract ;
High Speed Werification 0p§rat|ng Syt%tem - - -
Werification | Microsoft Windows 7 Enterprise , Service Pack 1 (Build 7601)
Commit

User Security

The User Security window provides the ability to define access permissions to specific
functions and menus within OCR for AnyDoc and VERIFYit for each user and default
settings that can be applied to new users when they are added.

Steps
1 SelecBettings | OCR for AnyDoc User Administration | User Security
OR

Click theUser Securitybutton, & onthe Management toolbar.
OR
Rightclick a user from the Station/User Activity window and Sdearity.
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TheUser Securitywindow is displayed.

User Security - c\anydoc\samples\control @
User Mame Options
apets | Farm Definition
Default User Setup ¥Management

Userl
[w] Settings

Statistics

[w] Pending Batch Viewer
[w]Batch History Viewer
Add-on Menus

[w]Image Deletes

[ Field Definitions

[w]User Productivity Settings
[w] Document Set Alignment Correction
Allow Commit

Allow Image Viewer

Audit Trail

Modify User Interface
[“Keyboard Shortcuts
[w]Batch Operator Assignment
Manual Batch Selection

r []Farm Definition

Password | Mew User... | |

[ OK ]l Cancel | | Defaults || Help |

2 To modify a user's security options, select a user fréfeghbdlamefield and
enable or disable security check boxes (Dtiens section. Options include:

1
1
1
1
1
1

=& —a _a _a _a

Form Definition: Allows creating and altering templates

Management Allows access to the Management menu

Image Deletes Allows the user to delete images during batch processing
Batch History: Allows access to the Batch History window

User Productivity Settings Allows access to the User Productivity window

Document Set Alignment Correction Ability to create or change document
set alignment in the View Images window

Field Definitions: Allows the user to create, delete and edit field definitions
Settings Allows access to the Settings menu.

Batch Pending Allowsaccess to the Batch Viewer window.

Add-On Menus: Allows access to any user defineebaddenus

Statistics Allows access to the Statistics menu

.’.rl\\
= \Make sure that at least one user has access to all features.
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3 ClickPassword TheEnter Admin Passwordwindow is displayed.
( Enter Admin Password I,&,r

Enter Admin Password

[ QK ]| Cancel || Help |

L &

4 Enter the password into tEmter Admin Passwordfield. The password can only
be eight (8) characters in length.

5 ClickOK. You are prompted to reenter the admin password.

6 Reenter the password into Beenter Admin Passwrd field and cliclOK. The
password is saved and must be entered each time the User Security menu item is
accessed.

7 ClickNew Userto create an additional user. Oneate New Usemwindow is
displayed.

8 In theUser Namefield, enter the user's Windows or network user name.

9 Inthelnherit Settings Fromdrop-down list, select eithBefault User Setupor
another user's security profile. The new user inherits the selected security profile.
This can be useful when adding nsers who need the same security rights.

10 ClickOK to create the new user.
11 After security has been set for all users,@Kcto exit theUser Securitywindow.

Configure a User's AutoFlow

The AutoFlow funiton allows you to configure OCR for AnyDoc to automatically poll
the network for batches and images to process. This applies even to manned
workstations. For example, if a Verification workstation is running AutoFlow, images to
Verify keep appearing autmimally as long as there are images to process (according to
the user's assigned form families, etc.). AutoFlow configuration is set at the user name
level rather than the workstation, so if a user logs on to a different workstation than
usual, the Autoblv settings are the same.

After configuring AutoFlow, you must then start it for it to take effe$t&8eer Stop
AutoFlow on a Selected Stat{pages?).

Steps
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1 Ridt-click the selected station or user in the Station/User Activity window to
display the menu.
AnyDoc® MAMNAGEIt™ - [Station/User Activity - chanydocisamples\control]

File View 5ettings Window Help

EacsEE (e 08 ? 2oev/al) BF BE
E A E %
User I Farmily I Batch | Batch Ctrl | Image I ETime | Process
5 even || B oumsonneniy [ 012435 [ Notrunning |

n chanydochsamplesicontrol View History

(8] Alerts/Overview Capabilities...

I/l VERIFYit® Activity )

. . . Security...

() EXCHANGEt® Station Activit

[ Station/User Activity | AutoFlow AutoFlow

n Station History (000001 - DOC View Alerts AutoFlow Configure...

Plugins Start AutoFlow
Text Output XML [¥| Move Alerts to Top ‘ -
Stop AutoFlow on All Stations

@ CA\ProgramData‘\AnyDoc\CAPTU ZI Organize By Product

@ Alerts/Qverview

g CAPTUREit Activity Copy All Data

2 SelecAutoflow | AutoFlow Configure.
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The AutoFlow Settingswindow is displayed.

AutoFlow Settings for DOC-0_apetts @
AutoFlow Processes AutoFlow Polling Freguency
1 ¥ Import
2 Chedk for work every | 5 second(s)
2 v Quality Assure
v R
3 =sean Warkflow Options
4 |v¥ Review
I¥ Process All Form Families
5 v Classify
6 ¥ Exceptions ¥ Pricrity batch look-ahead
7 ¥ Extract

8 v Verify {(High Speed)
9 v Rules Validation
100v Verify (Pass 1)
11 Iv Verify (Pass 2)
12 v Verify (Supervisor)
13 v verify (Audit)
141v Verify (Balancing) [ First-n / First-out
15|v Commit
16  EXCHANGEit Exceptions

Prioritize AutoFlow Processes |

[ Ok ] | Cancel | |DE1'E|uIts | | Help |

3 Select the phase check boxes iktlieFlow Processesection to run these
phases automatically when AutoFlow runs. The numbers on the left indicate the
priority that each phase is given during processing.

4 Enter a number in théheck for work every second($ield to set how often
the station plés the server for batches to process. If the value is set too low,
continuous polling of the network by many workstations can slow all stations.

5 Select the ProceAl Form Families check box to process batches for all form
families shown in the Workflalanager during AutoFlow
OR
Disable the check box to process batches for the currently highlighted form family in
the Workflow Manager.

6 Select th@riority batch look-aheadcheck box to have the station search for
prioritized batches to process first.

7 Seéct theDisplay Processing Buttonscheck box to have the processing buttons
appear on the right side of the Workflow Manager.
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8 Select thé&irst-in / First -out check box to process the oldest batch first through all
phases, regardless of form family

OR
Diséble the check box to process work by form family.
If you select this check box, a message is displayed.

MAMAGEit 15.0.0.12 =25

.je] Enabling First-in/First-out processing can only be done if no stations have work assigned. Do you want to enable First-in/First-out processing?

Yes Mo ‘

If no stations currently have work assigned,\adisto continue. When you click
OK to exit the AutoFlow Settings window, OCR for AnyDoc runs through the
available batches to establish the processing ordérs8eé First-out (pages4).

9 Click theView button to open the Firsh / First-out Batch Processing Order
window that shows the order in which the batches are processed.

10 Click thePrioritize AutoFlow Processedutton to change the relative pripot
the batch processing phases in AutoFlowPiSméize AutoFlow Procesgpage

56).
11 ClickOK.

First-in / First-out

If the Firstin / First-out check box is enabled, AutoFlow processes the oldest batches
first (through all phases), regardless of form family. Otherwise, AutoFlow processes
work by form family. FIFO imposes the following restrictions:

1 Processing is stemhaneaning all batch images must complete a phase before any
images in the batch go on to the next phase.
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1 Verification is done one operator per batch. No matter how large the batch is, one
Verification operator is assigned the entire batch.

I =

AutoFlow Settings for DOC-0_apetts @
AutoFlow Processes AutoFlow Polling Freguency
1 ¥ Import
2 Chedk for work every | 5 second(s)
2 v Quality Assure
v R
3 =sean Warkflow Options
4 |v¥ Review
I¥ Process All Form Families
5 v Classify
6 ¥ Exceptions ¥ Pricrity batch look-ahead
7 ¥ Extract

8 Iv¥ verify (High Speed)
9 Iv Rules validation
100v Verify (Pass 1)
11 ¥ Verify (Pass 2)
12 v Verify (Supervisor)
13w verify (Audit)
14 v Verify (Balancing) [ Firstdn / First-out
15 v Commit
16 EXCHANGEt Exceptions

Prioritize AutoFlow Processes |

[ QK ] | Cancel | |De1’aults | | Help |

When you enable the Fnst/ First-out check box, a message is displayed.

MANAGEit15.0.0.12 =

\'] Enabling First-in/First-out processing can only be done if no stations have work assigned. Do you want to enable First-in/First-out processing?

If no stations currently have work assigned,\a#isto continue. When you click OK
to exit the AutoFlow Settings window, OCR for AnyDoc runs through the available
batches to esta$ii the processing order.
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If you open the AutoFlow Settings window again, the View button is now active; click to
access the First / First-out Batch Processing Order window showing the order in
which the batches are processed.

First-in / First-out Batch Processing Order @
Order | Family Batch #Images | (@Fhase | Phase Operator Assigned | Created |
1 199%aim 00000007 5 5 Exiract 01/13/15 16:24:55
2 seaber 00000005 21 15 Passl 03/05/15 10:27:45
3 europe 00000001 3 5 QA 03/23/15 11:26:58
Exit | Help | Refresh | Validate |

This window allows you to see the order in which the batches are processed by
AutoFlow. The Refresh button refreshes the display; the Validatedtutitus the list
of batches from the server.

Prioritize AutoFlow Processes

The order in which the processing phases are listed in the AutoFlow Settings window is

the default priority order. The PrioetigutoFlow Processes button allows you to

change the priority levels of the processing phases for the current user name. AutoFlow
processes all available batches in the phase with the highest priority first, then moves on
to the next phase.

© 2015 Hyland Software, Inc.
56



OnBase AnyDoc 15 MANAGE:it User Guide

Monitoring

When you clickhe Prioritize AutoFlow Processes button, the numbers next to the
phases turn to red squares.

AutoFlow Settings for DOC-0 ==
AutoFlow Processes AutoFlow Poling Frequency
[+
[+
g Workflow Options
B~
v
B~
13 o
B~
B~
B
B~
B~
B~
B~
B~ W Firstdn (First-out  View
B~
B

Chedk for work every | 5 second(s)

QK. I Cancel J IDEfEUHZSI I Help I

Click the red squares in priogtgler; green numbers replace the red squares as you
click them. You have to click every square even if some of the phases are not being run
in AutoFlow on the workstation.

Start or Stop AutoFlow on a Selected Station

After AutoFlow has been set up for a user, you can choose to start the process on the
selected station/user or on all stations/users.

Steps
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1 Rightclick the selected station or user irSitagion/ User Activity window to
display the menu.
& AnyDoc® MANAGER™ - [Station/User Activity - c:\anydoc\samplesicontrol]
File View Settings Window Help
eSS B2a @8 ! 7 B4y &) BE
i= | & B

User | Farnily | Batch | Batch Ctrl | Image | ETime | Process

3 Active Views 1 BT Station Activity | [01:24:39 [ Notrunning |
n chanydochsamplesicontrol View History

@ Alerts/Overview

Capabilities...
I/l VERIFYit® Activity )
() EXCHANGEit® Station Activit Security...
[ Station/User Activity | AutoFlow AutoFlow
n Station History (000001 - DOC View Alerts AutoFlow Configure...
Plugins Start AutoFlow
Text Output XML ZI Move Alerts to Top Stop AutoFlow on All Stations
@ CA\ProgramData‘\AnyDoc\CAPTU ZI Organize By Product ; - -
[&] Alerts/Overview
&g CAPTUREit Activity CopyAll Dain

2 SelecAutoFlow | StartAutoFlow or Stop AutoFlow The menu option switches
between stop and start depending on whether or not AutoFlow is currently running
on the selected workstation.

Start or Stop AutoFlow on All Stations

MANAGE:It provideghe capability of starting or stopping AutoFlow for all stations

listed in Station/User Activity at once.

Steps

1 Right click any station or user in 8tation/User Activity window to display the
menu.

[&] AnyDoc® MANAGEIt™ - [Station/User Activity - c\anydocisamplesicontrol]

File View Settings Window Help
EaEsEHS 2 Q8 7 EeeU () B
M= A mwE ~

User | Farnily | Batch | Batch Ctrl | Image | ETime | Process

B oo tem Qe [ [0126® | Notrumning |
n chanydochsamplesicontrol View History

@ Alerts/Overview

Capabilities...
I/l VERIFYit® Activity )
() EXCHANGEit® Station Activit Security...
[ Station/User Activity | AutoFlow AutoFlow
n Station History (000001 - DOC View Alerts AutoFlow Configure...
Plugins Start AutoFlow
Text Output XML ZI Move Alerts to Top Stop AutoFlow on All Stations
@ CA\ProgramDatatAnyDoc\ CAPTU ZI Organize By Product P - -
@ Alerts/Qverview
&g CAPTUREit Activity Copy All Data
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2 SelecAutoFlow | Stop Autoflow on All Stationsor Start AutoFlow The menu
option switchesdiween stop and start depending on whether or not AutoFlow is
currently running.

View Pending Work

MANAGE:Iit allows you to view the work in progress for stations in the OCR for
AnyDoc installation. Rding work refers to any batches that have been imported and
not yet committed.

Steps

1 SelecWView | Pending Work
ThePending Workwindow is displayed.

The Pending Work window contains the following columns:

Column

Description

Family/Batch

The form family name and batch IDs.

Batches

The number of batches in each form family.

Batch Control

The useiassigned batch control number.

Create Time

The date and time the batch was scanned if the
was scanned by an OnBAsgDoc product.

ETime

The time elapsed since the batch was created.

Total

The total number of pending images. A balloon
pop-up lists the total number of pending batches
pending image as well as the number of images
available for processing. This total does not inclt
images waiting to be imported.

Import

The total number of images awaiting import into
OCR for AnyDoc. Images reside in the Import
directory of the form family.

Processing Phase

The number of images in each processing phase
have the option of displaying a column for each
processing phase, but the default displays QA, A
ID, Exceptions, Extraction, Pass 1 Verification at
Commit.

Family The form familyiile name without the .fof extensio

Job Queue Path The job queue path of the form family.

Operators The name of the operator processing each batct
the current phase of each batch.

Import Time The date and time the batch was imported into C
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Column Description
for AnyDoc.

This window can be customized to include all or some of the available columns in any
order. For more information, S8astomize the User Interfgpageld. Defaults for

the Pending Work window can be set in the Control Path Definition | Pending Work
tab. For more information, set Pending Work Display Settifpgge35).

Pending Work Options

Rightclick a form family or batch in the Pending Work window for additional options.

Show Pending Batches

Form Family Management. ..
Graph This Family

Showe &ll Batches

Hide Families With Mo \Work

Copy All Data

Show Images

Showy Doc3ets

Hide/Show Pending Batches Hide or show pending batches for the selected forrr
family. The menu option switches between hide anc
show depending on whether pending batches are
currently shown or hidden.

Form Family Management Opens OCR for AnyDoc Form Family Management
the selected form family. @R for AnyDoc Form
Family Managemefiage249.

Graph This Family View a graph of pending work for the selected form
family. SePending Work Graplipages]).

Show All Batches Show pending batches for all form families.
Hide All Batches Hide pending batches for all form families.

Hide Families With No Work Form families with no batches are hidden, unless tr
form family has images waiting to be imported.

Copy All Data All data that is displayed in the window can be copi
the Windows Clipboard and then pasted into other
applications.

Show Images All counts are shown as number of images.
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Show DocSets All counts are shown as number of document sets.

Pending Work Graph

The Pending Work Graph provides a graphic representation of the number of pending
images in each phase either for one form family or for all pending work. This graph
automatically refreshes (based on the refresh rate set).

Steps

1 SelecView | Pending Work Graphfrom the menu
OR

Click theGraph Pending Work Totalsbutton, ®

OR

Rightclick the Totals line in the PémglWork window and selégtaph This
Family.

ThePending Work Graphis displayed for all pending work or for the selected
form family.

-
""To view a graph of pending work for one form family, right-click the

form family in the Pending Work window and select Graph This Family.

Totals

QA Auta ID Exceptions Extract HSY Paszs 1 Viy Super. iy Cammit

| Pending Work Information

© 2015 Hyland Software, Inc.
61



MANAGEit User Guide OnBase AnyDoc 15

Monitoring

2 Rightclick the graph and sel@cbpertiesto access the Family Graph Properties
window. This window allows you to choose the batch processing phase(s) graphed,
the order in which the phases appear (column order) and ethean line
(blue, dotted line) is displayed on the graph.

Family Graph Properties @

Columnz
&+ Only Show Columns "With % alues
" Show Selected Columns

Phazes

LA -
Rescan

Feview

Clazzify

E wceptionsg
Ewtract

HEY

Fiules Y alidation
Pazz 1 Wiy
FPazz 2 Wiy
Super. Wiy

B alarizing
Cornrit = Defaultz

T

Mizcellaneous
[v Show Mean Line on Graph

Help Cancel | ] |

3 Enable eithe®nly Show Columns With Value®r Show Selected Caimns.

If Show Selected Columns is enabled, hide or show a particular phase by clicking one
or more of the phases to hide or show the column.

4 To show all phases, cliRkset Listto enable all phases in the list.

5 To rearrange the column order, enable a phase and click a bvtiga Tp,
Move Up, Move Down, or Move Bottom.

6 Enable th&Show Mean Line on Grapltheck box to display the mean line.
7 ClickOK.
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Monitor VERIFYi it

MANAGE:It provides real time monitoring of stations running OCR for AnyDoc and
VERIFYit. VERIFYit is an OnBase AnyDoc product that allows access to all phases of
Verification from a remote location via@P/IP, UDP, IPX/SPX, or NetBIOS

connection.

MANAGE:Iit allows you to monitor VERIFYit Verifier Activity. This shows the activity
for all VERIFYit stations that have images checked out. Optionally, VERIFYit stations
can also appear in the Station Activéw Vi they are connected to the LAN

environment (have access to the control path).

Steps
1 From theView menu, clicRERIFYit Activity , or click the/iew VERIFYit
Activity button, 4 TheVERIFYit Activity window is displayed.

E|[:| Admin - Verify [doc-023147,4] - () Image | Phase | Check Out Date/Time | Remaining Checkout Time |
ED AlIM Conference Questionnaire - (5) Q0001 Passl 3/10/201512:23:16 PM 4 hour(s), 47 minutes(s)
- .21 00000049 - (5) 00002 Passl 3/10/201512:23:16 PM 4 hour(s), 47 minutes(s)
EID AnyDoc Claim (CMS 1500) - (4) Q0003 Passl 3/10/201512:23:16 PM 4 hour(s), 47 minutes(s)
=1 00000068 - (4) 00004 Passl 3/10/201512:23:16 PM 4 hour(s), 47 minutes(s)

2 To see which images are checked out by a user, select the user in the left pane, the
form family and the batch.

3 Click a batch in the left pane to view details in the right pane.

Monitor CAPTUREIt

MANAGEIt can monitor CAPTUREIt activity for installations using CAPTUREit 3.0 or
greater. To monitor CAPTURE:it, tbse CAPTUREIt Station/Batch Activity and

Batch History Databasecheck box must be enabled in@#PTUREiIt Server
Propertieswindow in CAPTUREit. For more information, see the CAPTURSEit

Guide
There are three CAPTUREIt monitoring windows:

1 CAPTUREIt Activity
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Shows current CAPTURE:it station activity. For more informatioviiesee
CAPTUREIt Activitypages?).

CAPTUREIt History

Shows historical information from the central CAPTUREIit Server database. For
more information, seéiew CAPTUREit Histor{pages9).

CAPTUREIt Messages

Shows status messages sent from OCR for AnyDoc and EXCEANGK to the
CAPTUREit workstations. This option is only available if OCR for AnyDoc is
configured to post messages back to the originating CAPTUREIt stations when
batches are Imported or Committed. For more informatiokjesgeC APTUREIt
Messagepages9.

There are two ways to set up CAPTUREIt monitoring in MANAGE:it:

T

Automatically monitor CAPTUREit in conjunction with OCR for AnyDoc. When
you set up the OCR for AnyDoc Control Path Definition, MANAGENides
access to CAPTUREit monitoring as well.

Set up CAPTUREIt Server monitoring independent of OCR for AnyDoc. You can
monitor a CAPTURE:It installation without OCR for AnyDoc by setting up a
CAPTUREit Server Definition in MANAGEit. Seet Up a CAPTURESRerver
Definition (pagesh).
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CAPTUREIt Environments

MANAGE:it is designed to monitor an entire CAPTURE:it installation from a single
station. The following figures illustrate one of the possible configurations for networks
with a dedicated MANAGE:it station.

= =
Q AnyDoc MANAGEIt t

CAPTUREIt Scan & Import Scanner

NS ot (1 2pplcabi)
CAPTUREt | :
Q Capture Servar Firewall(f applicable) Gt oo oot @
CAPTUREI Identification, Extraction &

Commit (if applicable)

_

CAPTUREI |0 Exceptions (if applicable)

Template Design, not used
far processing (if
applicable)

&

Create a New CAPTUREIt Server Definition

If you are using CAPTUREit without OCR for AnyDoc, you can monitor all
CAPTUREIt stations associated with a specific CAPTUREiIt Server database by setting
up a CAPTUREIt Server Definition in MANAGE:it.

Steps
1 SelecFile | New | New CAPTUREit Server
OR

Click theNew CAPTUREIt Serverbutton, ﬁ.
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The CAPTUREIt® Server Configurationwindow is displayed.

CAPTUREt® Server Configuration =

Enter the Cannection Sting, or far Microzoft Access enter the directary containing the file:
C:\FrogramD atahbnyD oc\CAPTURER Server j

Configure Connection Sting |

ak. | Cancel | Help |

2 Do one of the following:
1 Enter the path to the CAPTUREIt Server database

1 Click|;| to browsdor the directory. The default location is
...AnyDot CAPTUREit RemoteDB. The default Access database name is
CAPTUREit.mdb.

1 ClickConfigure Connection Stringto open theData Link Properties
window. On th&€onnectiontab, enter the connection string infation,
such as the data source and server logon informatidDofiiection tab
options vary according to the Provider selected.TébtiConnectionto test
whether the ata source connection has been accurately configured. If the

connection is successful, a 0Test <conr
OK.
3 ClickOK.
The CAPTUREIt ServerActivity window opens displaying current CAPTUREit
activity.

@ AnyDoc® MAMNAGEt™ - [CAPTUREIt Activity - C\ProgramData\AnyDoc\CAPTUREit Server\Control]

File  View Settings Window Help

ihEEHE RN iy
Computer ID | Scan Station 1D | User | Last Update | ETime Connected Version Process Batch Total L. | Origina... | DocSets
E DOC-0 SYSTEM 3/28/2015 5:23:... 1:18:49:18 1500

F  OMNBASE\DOC-0 Admin 3/18/20159:33:... 12:02:39:49 Disconnected  15.0.0.12 Idle 1 batch 2 0 2

4 To save the CAPTUREit Server Definition, séléef Save As
The Save Asvindow is displayed.

5 Enter a name for th eAPTUREIt Server Definitionand clickKSave

The extension for CAPTURE:It Server Definition files is .aci. The default location is
C\ ProgrambDateAnyDod MANAGEIt\ Settings.
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View CAPTUREIt Activity

The CAPTUREIt Activity window provides a snapshot of status and activity for each
station and CAPTURE:it Server. If you are monitoring CAPTUREit in conjunction with
OCR for AnyDoc, it shows all CAPTUREit Servers associated with the OCR for
AnyDoc control path. If ypare monitoring CAPTUREit without OCR for AnyDoc, it
shows all CAPTUREIt Servers associated with the specified CAPTUREIt Server
database.

Steps

1 SelecWiew | CAPTUREiIt Activity
OR

Click theCAPTUREIt Activity button, 3
The CAPTUREiIt Activity window is displayed.

@ AnyDoc® MAMNAGEt™ - [CAPTUREIt Activity - C\ProgramData\AnyDoc\CAPTUREit Server\Control]
File  View Settings Window Help

S f (B8R |
Computer ID | Scan Station ID | User | Last Update | ETime Connected Version Process Batch Totall.. | Origina... | DocSets
E DOCO SYSTEM 3/28/2015 5:23:... 1:18:409:18 15.00

FE  OMBASE\DOC-0 Admin 3/18/2015 9:33:... 12:02:39:49 Disconnected 150012 Idle 1 batch 2 0

This window provides the following status and activity information for each
CAPTUREit Server and CAPTURE:it station.

Column Description

Computer ID The name of the computer (as configured in Window

Scan Station ID  The Unique Scan Station Identifier assigned to the
CAPTUREit station in Configure Scanner Settings.

User The user from the login at each station or the last kn
user for disconnected stations.

Time The time of the last update reedifrom the station.

Computer Login ~ Whether or not the station is currently logged in to th
server. Shows either Connected or Disconnected.

Process For each batch, this shows the current processing pt
such as Scanning, Preprocess, and Impdfting
disconnected stations this shows the last known
processing phase.

Batch At the station level, this shows the number of batche
process on the workstation. At the batch level it shov
batch ID.

Total Images At the station level, this shows the total number of i
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Column

Description

in all batches currently on the workstation. At the bat
level it shows the number of images in each batch.

Original Images

The original number of images in each batch before
deletions omsertions.

DocSets The number of document sets in each batch.
Profile The capture profile to which the batch belongs, if an
Family The OCR for AnyDoc form family file name if the cag

profile outputs images to OCR for AnyDoc.

First Imprinter

The first imprinter string in the batch.

Last Imprinter

The last imprinter string in the batch.

By default, all of the available columns display in this window. To turn the display of
individual columns on or off, rigtlick the colmn heading and select columns to
show or hide. To move a column, click the column heading and drag it to a different

location.

View CAPTUREIt History

The CAPTUREiIt History window provides historical information from the CAPTURE:it
Server database for each station and CAPTUREit Server. If you are monitoring
CAPTUREiIt in conjunction with OCR for AnyDoc, it shows all CAPTUREIt Servers
associated with the ®Jor AnyDoc control path. If you are monitoring CAPTURE:it
without OCR for AnyDoc, it shows all CAPTUREit Servers associated with the
specified CAPTUREIt Server database.

Steps

1 SelecWiew | CAPTURE:it History .
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The CAPTURE:It Server Historywindow is displayed.

&, CAPTUREit® Server History

ScanStationID UserMName Images ServerName
i <«<CAPTURE SERVER>> SYSTEM 0 DOC-0

Admin V] DoC-0

Station: Profile:
DoC-0

Help Exit

NOTE: Any statistics gathered after import are not posted until the batch is committed.

2 To view information about each CAPTURE:It station, clicBtdtentab.

3 To view information about the batch on a station, select a station in the
ComputerName column and click theatch tab. Information is displayed for all

batches on the selected station, such as the creation date and current phase each
batch is in.

4  ClickExit.

View CAPTUREIt Messages

The CAPTUREIt Messages View window shows a status message history sent from
OCR for AnyDoc back to the CAPTURE:it station that originated the batch if this
feature is used.

Steps

1 SelecView | CAPTUREIt Messages
OR
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Type [Alt+3]. The CAPTUREIt Messages View window is displayed.

@ AnyDoc® MAMNAGEt™ - [CAPTUREt® Messages View - C\ProgramData\AnyDoc\ CAPTUREIt Server\Control]
File  View Settings Window Help

ihEEHS a (@8 1T L
Computer ID | Scan Station ID | User | Record # | User Batch ID Batch Message Date
E DOC-0

| DOC-0 <<CAPTURES.. 5SYSTEM

L ONBASE\DOC-0 Admin

This window provides the following status and activity information for each
CAPTUREit Server and CAPTUREiIt station that has received status message from
OCR for AnyDoc.

Column Description

Computer ID The name of the computer.

Scan Station ID The unique scan station identifier assigned to the
CAPTUREIit station in Configure Scanner Settings.

User The user from the login at each station (or the last knc
user for disconnected stations).

Record # A record number determined the order in which the
records are received.

User Batch ID The OCR for AnyDoc batch nhumber.

Batch At the station level, this shows the number of batches

the workstation. At the batch level, it shows the
CAPTUREIt Batch ID.

Message The staus message from OCR for AnyDoc, Imported,
Committed, or Deleted.

Date The date the message was received.

By default, all of the available columns display in this window. You can turn the
display ofndividual columns on or off by right clicking in the column heading and
selecting or deselecting columns in the pop up menu.To move a column, click the
column heading and drag it to a different location.

Monitor EXCHANGEIt

There are theeEXCHANGEIt monitoring windows:

T

EXCHANGE:It Station Activity

Shows current EXCHANGE:It station activity. For more informatioV/isee
EXCHANGE:It Station Activityfpager ).

EXCHANGEIt Job Activity
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Shows cuant EXCHANGE:It job activity. For more information, Séaw
EXCHANGEIt Job Activity(pager2).

EXCHANGE:iIt History
Shows historical information from the central EXCHANGE:It Server database. For

more information, sedew EXCHANGEiIt History(pager3.

View EXCHANGEIt Station Activity

MANAGE:It can monitor EXCHANGE:Iit Station activity, Job activity, and Station

history. To monitor EXCHANGE:it the following requirements must be met:
1 EXCHANGE:It version 5.1.1 or higher must be installed.
1 A valid OCR for AnyDoc control path must be specified in EXCHANGE:it.

1 TheMove/Store Exceptions in the OCR Control Patlcheck box must be
selected in thBirectory/Computer Settings window in EXCHANGE:it.

Steps

From theView menu, clicEXCHANGEIt Station Activity
TheEXCHANGEIt Station Activity window is displayed.

1

This window provides the following status and activity information for each

EXCHANGE:it station:

Column Description

Computer ID The name of the computer (as configured in Window

Process EXCHANGEiIt's current processing phase or status.

User The user from the login at each station or the last kn
user for disconnected stations.

Job Name The name of the EXCHANGE:it Jolircently running or
the specified workstation.

XJB Name The name of the .xjb file currently running on the

specified workstation.

Records Processed

The number of records processed when running a jo

Begin Time The date and time the current job started running.

ETime The time elapsed since the current job started runnir

Source The OnBase AnyDoc product that prompted the job
run, such as CAPTUREit or OCR for AnyDoc.

Batch The number of batches in process on the workstatiol

Total Images

At the station level, this shows the total number of irr
in all batches currently on the workstation. At the bat
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Column Description
level it shows the number of images in each batch.
User Batch ID OCR for AnyDoc batch control number.
Serial # The serial number of the license key.
Version The current version # installed on the EXCHANGE:it
workstation.

~ By default, all of the available columns display in this window. To turn
the display of individual columns on or off, right-click the column heading
and select columns to show or hide. To move a column, click the column
heading and drag it to a different location.

View EXCHANGEIt Job Activity

MANAGE:It can monitor EXCHANGE:It job activity. To monitor EXCHANGE:It jobs,
the following requirements must be met:

1 EXCHANGE:It version 5.1.12 or higher must be installed.

1 A valid OCR for AnyDoc control path must be specified in EXCHANGEit.
Steps

1 From theView menu, clicEXCHANGEIt Job Activity.

TheEXCHANGEIt Station Activity window is displayed.
This window provides the following information for each EXCHANGE:it job:

Column Description

Job Name The name of each EXCHANGE:it Job. If the job has
multiple source paths, there will be one entry per sou
path.

Last Run The date and time the job was last run.

Import The number of records pending import.

Import Folder This column is only available for jobs with a GTO, EC

Text source. The location of the records to be importe

< By default, all of the available columns display in this window. To turn
the display of individual columns on or off, right-click the column heading
and select columns to show or hide. To move a column, click the column
heading and drag it to a different location.
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View EXCHANGEiIt History
Steps

1

From theView menu, clicEXCHANGEIt Station Activity
The EXCHANGEIt Station Activity window is displayed.
Rightclick any row and cli@howEXCHANGEit History.

TheEXCHANGEIt History window is displayed. This window provides the
following information:

Column Description

Computer ID The name of the computer (as configured in Windows).

Process EXCHANGEiIt's current processing phase or status.

User The user from the login at each station or the last know
for disconnected stations.

Job Name The name of the EXCHANGE:it Job currently running or
the specified workstation.

XJB Name The name of the .xjb file currently running on the specif
workstation.

Records Processed The number of records processed when running a job.

Begin Time The date and time the current job started running.

ETime The time elapsed since the current job started running.

Source The OnBase AnyDoc product that prompted the job to r
such as CAPTUREit or OCR for AnyDoc.

Batch The number of batches in process on the workstation.

Total Images At the station level, this shows the total number of imag

all batches currently on the workstation. At the batch le
shows the number of images in each batch.

User Batch ID OCR for AnyDoc batch control number.

Serial # The serial number of the license key.

Version The current version # installed on the EXCHANGEIt
workstation.
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Monitoring Database Tables

Similar to the way other data is monitored in MANAGEIt, database tables can be
queried and monitored as well. Before viewing the database table data, the connection to
the table must be created. Multiple connections can be created and saved.

Steps

1 From theView menu, clicibatabase Tables
TheDatabase Table Settingsvindow is displayed.

Database Table Settings

Source Name Connection String MNew Table

g

4 1111 |3

i

Help | Close

2 ClickNew Table.
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TheDatabase Table Settingsvindow is displayed.
Database Table Settings @
Custom Source Mame MULL Values Display As
fiew Source] <null>
Connection 5tring
Configure Connection String
Query
Fields
Field Name
Selected Field Type J
Help | Cancel | |

3 IntheCustom Source Namdield, enter a unigue name for the connection.
4 In theNull Values Display Asfield, specify what a null value should be output as.

5 ClickConfigure Connection String
TheData Link Propertieswindow is displayed.

6 On theConnectiontab, specify the source information and €li€k
The Connection Stringfield is populated with the database table connection details.

7 In theQueryfield, enter the SQL query and cReresh
TheFields from the selected database table are displayed.
8 To assign a data type to a field, select a field and select the applicable data type from

the drop down menu. This field is only required if an alert is configured for a data
field. For more information, sBatabase Table Alert Setti{sg 96).
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9 ClickOK.

View License Key Information

The AnyDoc License Keys window displays metered licensing information for all
stations using the selected control path. Tagigps information, the following
product versions must be installed on each station:

1 CAPTUREIit CAPTUREIt Server 5.0 or later

1 OCR for AnyDoc 4.0.1 or later
Expired License keys are displayed in red.

Steps

1 From theView menu, clickicense Key Information
TheLicense Keyswindow is displayed.

Seria. ., | Feature | Click... | Click. .. | Clicks Left | Beqgin Date | End Crate | Days Left | Last Update

025030 OCR for AnyDoc 2301 60000 S7e99(9..  4/3/200% 4/ 32006 111 (30,48%:) 682005 11:..,
025410 OCR for AnyDoc 465 60000 59535 0(9.. 5/31/2005 7312005 -134 (-219.6.., 682005 11:...

This window provides the following metered licensing irtfomiar each station.

Column Description

Serial # The key ID or serial number of the key. The sar
serial number can display multiple times if the k
contains more than one metered feature.

Feature The name of the feature associated with the me
key.

Clicks Used The number of clicks used out of the total numt
of clicks allowed for this feature.

Clicks Total The total number of clicks allotted for this featul

Clicks Left The number of unused clicks remaining on the
for the feature.

Begin Date The first day the key is valid for the metered fec

End Date The last day the key is valid for AnyApp metere

features. For features in other applications, the
theclick counter resets to zero clicks used for
metered features.

Days Left The number of days left on the key before the
metered feature expires.
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Column Description
Last Update The last time key information was saved to
MANAGE:it for informational purposes.
Notes Contains additional information about the key. ~

column is typically blank but can display "Out o
Clicks" and "This feature has expired" message

Replace License Keys

Licerse keys can be flagged as replaced within MANAGEit, whenever a license key is
physically replaced on a machine due to expired metered f&dtisraterts
MANAGE:Iit that the key is no longer in use, and MANAGE:it will no longer trigger
alerts for that expad feature.
Steps
1 From theView menu, clickicense Key Information
TheLicense Keyswindow is displayed.
Seria. ., | Feature | Click.., | Click...., | Clicks Left | Beqgin Date | End Date | Days Left | Last Update

025030 OCR for AnyDoc 2301 60000 S7699(9.. 4/3/200S 432006 111(30,48%)  6/8/2005 11:..,
025410 OCR for AnyDoc 465 60000 59535 (9., 5f31/2005 Flatz0ns 134 (-219.6.,,  G/8/2005 115,

2 Rightclick a license key that is displayed in red andrsgidate Key
TheUse Replacement Kewindow is displayed. MANAGE:it will detect available
replacement keys and recommend one.

Use Replacement Key

Wiould you like to set 0295853 as the replacement key for 0304507

Uze Key Chooze Different Cancel |

3 To use the recommended key dlsk Key

4 To select a different license key, @iotiose Different
The Choose Replacement Kewindow is displayed. Select the replacement key
and dick OK.

-~ The Notes column indicates that key was replaced and indicates the
replacement key's serial number. To remove the expired serial number
from the alert list, right-click any row in the window and select Show
Replaced Keys so the checkmark is removed.
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View Alert History

The Alert History list displays all alerts that have occurred previously but have since
been taken care of.

Steps

1 From theView menu, clickAlert History.
TheAlert History view displays all alerts that have ekpire

Alert | User Computer ID

3 Active Views 4 Idle time exceeded apetts Doc-0

g ohanydocisamples\control

@ Alerts/Overview
[/ VERIFYit® Activity
{) EXCHAMNGEIt® Station Activit

A Station/User Activity

@ Alert History

Plugins
Text Qutput XML

- Expired alerts are removed from the Alert History view when
MANAGEit is closed. To clear expired alerts without closing MANAGEit,
right-click an alert and click Clear Expired Alerts.

View Alert Exceptions

Conditions can be set on alestspecify when an alert should not be triggered or the
specific conditions when an alert should be triggered. These conditions are set by day
and time. For example, a condition can be set that an alert not be sent when a specific
station is not running dag the specified time frame. User DonR not running does not
trigger an alert that his workstation is not running between the hours of 12:00 PM and

1:00 PM Monday through Friday.
Steps
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1 From theAlert Settingswindow, doubkelick an alert to apply conditions to the
alert. TheStation Alertwindow is displayed.

i ™
Station Alert [

Alert When:
| Pazs 1 verify time exceeded j Alert After (Minutes); 0

Only Applies To:
Famiby:
|AnyDuc®EOB"‘ Demo (AnyApp) j

Template:
|aft_eobz if |

E-Mail... ‘ Exceptil:lns...|

Help | Cancel ‘ oK |

. )

2 Click theExceptions button. TheAlert Exception List window is displayed.

Alert Exception List [
{* Enclide the Following " Dnly Trigger on the Following
Station/Ll ger | Period |
Add | | Heln | Cancel | 0k |

W )

3 Select th&xclude the Followingradio button to set exclusions for théi@teor
user added to the list.

4 Select th©nly Trigger on the Followingradio button to set conditions for
triggering the alert for the station or user added to the list.
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5 Click theAdd button to select the station or user and the conditions for the alert.
The Exception Settingswindow is displayed.

Exception Settings L&J

(¥ By Station (" By Uzer

<5 Anﬁ k) Date Settings
[¥ 1z the Following:

Fram:
|12:00:00 P -

T
| 1:00:00 PM =l

[ Monday

[~ Tuesday
[ wednesday
[ Thursday
[v Friday

[ Saturday
[ Sunday

Help | Cancel | ’Tl

w r

6 To view the list by station name, seledBth8tationoption.
To view the list by user name, seledBthEgseroption.

7 Select a station/user from the list.
To apply these conditions to all stations/user, galgah the list.

8 Select th&Jse the Followingcheck box in thBate Settingssection. The time and
date options become available.

9 Select &rom andTo time from the lists to set the time specifications.

10 Select a day or days check box to apply the time constraints to for the selected
station or user.

11 ClickOK. The station or usertian alert condition is displayed inAleat
Exception window.
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g |
""The OK button in the Exception Settings window will not become
available until valid settings (station/user, From and To times, and days)

have been entered for the exception.

Alert Exception List @
* Exchude the Following " Only Trigger on the Fallowing
Station/L zer Period |

DOC-000007 12:00:00 FK - 1:00:00 M Friday

Add | o | Edi | Help | Cancel | ok |

A

12 To remove a station/user from the list, clickRkeenovebutton.

13 To edit a station/user alert condition, select the station/user and chchktthe
button. TheExceptions Settingswindow is displayed.

Send Alert Notifications on Demand

Ad hoc alerts can manually be sent-maikto the user(s) defined in the Alerts |
E-Mail Alerts tab. For more information, Bemail Alert Notification§paged7). The
subject of the-eail indicates the total number of new and expired alerts.

The alert email contains the following:

1 New Alerts
The alerts that were triggered during the last refresh.

1 Expired Alerts

The alerts that were no longer consilective after the last refresh; the condition
was either satisfied or no longer exists.

9 Current alerts in the system
The total number of active alerts in the system.
Only sections containing alerts are displayed imthg. e
Steps
1 From theFile menu, cliciSend Alerts TheSend Alertswindow is displayed.
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- If File | Send Alerts is not available, you must first go to Settings |
Alerts set up users' e-mail addresses to receive the alert messages. For
more information, see Set E-mail Alert Settings (page 97).

Send Alerts @

e Enter the Message to Send With This E-mail
|

QK | Cancel

2 Type the alert message to be sent anddHick

The message is sent to the configured users, and all associated alerts that have
occurred are displayed.

View Software License Server

This option allows the user to select a machine that is running a software license server
and view information about the licenses on that server.

Steps
1 From theView menu, click/iew Software License Server

2 IntheSelect License Server Host Computelialog box, use the drdpwn list to
select the machine name for the computer running the software license server, or use
the browse button to navigate to the computer.

3 ClickOK.
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TheView Licensewindow displays licensing information for all installed OnBase

AnyDoc products.
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Alert Settings

Alerts warn about processing situations that may require attention. You can configure
alerts to sendmail to one or more recipients to notify thbat an alert situation has
occurred. You can configure alerts for station or user activity or pending work.

There are also pdefined system level alerts that automatically occur. For example,
there is an automatic alert when one or more workstabamdstd have a mismatched
version of OCR for AnyDoc, CAPTURE:it, or VERIFYit, or when the same user is
logged on to multiple stations. For more information abodefireed alerts, see
System Level Alerfsaged)).

For each configured alert, MANAGEIt stops monitoring the alert after it has been
generated 40 times. After the 40th occurrence, MANAGEIt creates an alert to notify the
user the maximum number of alerts has been reached.

Station Activity Alert Settings

Station activity alerts are about conditions on individual workstations. You can set

station activity alerts to occur when a workstation has beesnndteunning OCR for

AnyDoc, has no work available, or has been in a specific processing phase for more than
a specified number of minutes.

Station activity alerts display in the Alerts window and appear as a red exclamation point
next to the applicab&ation or user in the Station/User Activity window. You also have
the option of sending alert notifications wiaadl. MANAGEIt only sends out alert

e-mails during a refresh.

In addition to the alerts you can configure, the "Station may requiresogantion”

message can also be displayed. This alert means that the station has not been updating its
status properly and should be manually checked for indications that its processing has
been interrupted. This alert is on by default and cannot beoedéswved.

Steps

1 From theSettingsmenu, cliclAlerts.
TheAlert Settingswindow is displayed.
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2 Click theStation Activity tab.
rAIert Settings @‘

Station Activity
Pending Work
EXCHANGEit®
CAPTUREit®

Systern Level Alerts
Metered Keys

User Productivity
Database Table Alerts

Alert When | Famity | Template | Time | E-Mail |
Station may require user intervention. << Amy = << Any == 00:01:00  [Defautt]

Mew | | |
QK | Cancel | |
3 Either click theNew button to create a new station alert
OR
Select an alert in the list and didk to change it.
The Station Alertwindow is displayed.
( station Alert =)
Alert When:
|Pass1 verify time exceeded j Alert After (Minutes); ’D_
Only Applies To:
Famiby:
| AnyDoc®EOB™ Demo (Anyspp) =]
Template:
|aft_eobz if |
E-Mail... ‘ Exceptions... |
Help | Cancel ‘ oK |

A

4 Select an option to set the situation that causes an alert fAderttliéhen
drop-down list.

5 Select a form family from tRamily drop-down list to associate the alert selected in
the Alert Whe dropdown list to the specified form family.

6 Select @emplate from the dropdown list to associate the alert selected in the Alert
When dropdown list and the form family selected in the Familydinep list to
the template. This dragown list is onlavailable if Auditor time exceeded, Data
Extraction time exceeded, EXCHANGEit Exceptions time exceeded, Pass 1 verify
time exceeded, Pass 2 verify time exceeded, Supervisor Verify time exceeded, or
Verification time exceeded is selected from the Alert fivbedown list.

7 To set exception parameters for the alert, clidkdteptions button. Sedlert
Exceptiongpager9.
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8 Enter a number in th@nly Alert After "Alert When" Has Been Occurring For
(Minutes): field to set the number of minutes before the specified alert is generated.

9 ClickOK.
10 To set the nail settings, s&et EMail Alert Settinggaged?).
11 ClickOK.

Pending Work Alert Settings

Pending work alerts apply to pending batches and form families. Pending work alerts
display in the Alerts window and appear as a red exclamation point next to the applicable
form family or batch in the Pending Work window. There ithalsption of sending

alert notifications viaraail.

Create New Pending Work Alerts

Steps

1 From theSettingsmenu, cliclAlerts.
TheAlert Settingswindow is displayed, listing any previously created alerts.

2 Click thePending Worktab.

Alert Settings [
Stati Activi
P ar:.n ;‘_M?: Famity | Fhase | Reason | E-Mail

ending fror AryDoc®INVOICE™ Demo . Any OCR for AnyDoc® batch has been su. [Defaut]

EXCHANGEit®
CAPTUREt®

Systern Level Alerts
Metered Keys

User Productivity
Database Table Alerts

L] 1 3

New Edit Remove | CreateCDpy| E-Mail... |

OK | Cancel | |

3 ClickNew.
TheAlert Type window is displayed.

4 Select the type of alert that should be created. Options include:
1 Batch Alert. Specify the following:
1 Family
The form family associated with the alert.
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1 Phase
The processing phase the alert should be applied to.

1 lIgnore Batches that are Suspended
Select this check box to stop sending alerts for suspended batches.
1 Alert When Number of Images

Generates an alert when the number of images in pending batches for the
specified form family or phase either exceeds a specified number or is less
than a spafied number, then enter a number in eitheExiceedsor Is

Less Thanfield.

1 Alert When Number of DocSets

Generates an alert when the number of docsets in pending batches for the
specified form familgr phase either exceeds a specified number or is less
than a specified number, then enter a number in eithetdbedsor Is

Less Thanfield.

i1 Ignore O
Does not trigger an alert if there are zero images or docsets.
1 Alert When Older Than (Hours)

Generges an alert when there is a pending batch for the specified form family
or phase that is older than the specified number of hours from the scan or
import time. By default, tiése Scan Time Instead of Import Timecheck

box is selected. To use the Imponet clear this check box.

1 Alert When a Batch Becomes Suspended

Generates an alert when a pending batch for the specified form family or
phase is suspended.

1 E-malil
To set the enail settings, s&=t EMail Alert Settinggaged?).
1 Import Alert. Specify the following:
1 Form Family Name
The form family associated with the alert.
1 Maximum Number of Items

An alert is generated when the number of items pending import exceeds this
number.

5 ClickOK.
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Edit A Pending Work Alert

Steps
1 From theSettingsmenu, cliclAlerts.
TheAlert Settingswindow is displayed, listing any previously created alerts.

2 Click thePending Worktab.

i ™
Alert Settings [
Station Actmr
P a“::.n ;‘_Mtz Famity | Phase | Reason | E-Mail
ending or AryDoc®INVOICE™ Demo ... Any OCR for AnyDoc® batch has beensu...  [Defaut]

EXCHANGEit®
CAPTUREit®

System Level Alerts
Metered Keys

User Productivity
Database Table Alerts

] T b

Mew Edit Remove | O‘eateCom.'| E-Mail... |

QK | Cancel | |

3 Select an alert from the list and didk .
TheAlert window is displayed.

4 Modify the alert, as necessary.
5 ClickOK.

EXCHANGEIt Alert Settings

Alerts can be set to occur when an EXCHANGE:it workstation or job is in specific
processing state for more than the specified number of minutes.

The following two rules are created by &eBAnyDoc and cannot be modified or
deleted:
1 EXCHANGE:It station appears to be down, but is reported as running.
This alert should only be triggered if an EXCHANGE:it station exits abnormally. For
example, a computer loses power or the process endethsktmanager.
1 One or more EXCHANGEIt exceptions have occurred.
EXCHANGEIt has database exceptions that require user intervention to resolve.

EXCHANGE:It activity alerts display in theeA$ window and appear as a red
exclamation point next to the applicable station in the EXCHANGE:It Activity window.
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Create New EXCHANGEIt Alerts

Steps

1 From theSettingsmenu, cliclAlerts.
TheAlert Settingswindow is displayed.

2 Click theEXCHANGEIt tab.
rAIert Settings @*

Station Activi
ation Activity Mert When | E-Mail |

I Wolrk EXCHANGEL® Station appears to be down, although it is reporting it is not. [Default]
EXCHANGEt® COne or more EXCHANGER® exceptions have ocoumed. [Default]
CAPTURER®

System Level Alerts
Metered Keys

User Productivity
Database Table Alerts

| | E-Mail... |

QK | Cancel | |

" P

3 ClickNew.
TheAlert Type window is displayed.

4 Select the type of alert that should be created. Options include:
1 Import Alert. Specify the following:

1 Job Name
The job associated with the alert.

I Maximum Number of Items

An alert is generated when the number of items imported exceeds this
number.

9 Job Alert

1 Maximum Job Age __ minutes
An alert is generated when a job is older than the specified time.
1 E-mall
To set the -enail settings, s&et EMail Alert Settinggaged?).
9 Station Alert Specify the following:

{ Process
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1 Ignore manual Runs
Ignores jobs that are run manually.
1 Job Name

The name of the EXCHANGE:It job. If this information is not specified then
the alert is applied to all jobs.

T XJB Name
The .xjb file name associated with the alert.

1 Maximum number of minutes that are allowed to pass before
displaying the alert

T E-mail
To set the nail settings, s&et EMail Alert Settinggpaged?).
5 ClickOK.

Edit An EXCHANGEIt Alert

Steps

1 From theSettingsmenu, cliclAlerts.
TheAlert Settingswindow is displayed.

2 Click theEXCHANGE:It tab.

Alert Settings @

Station Activity

Pending Work Alert When | E-mai |
ending D.r EXCHANGEL® Station appears to be down, although it is reporting it is not. [Default]

EXCHANGEt® One or more EXCHANGERL® exceptions have occumed. [Default]

CAPTURER®

Systern Level Alerts

Metered Keys

User Productivity

Database Table Alerts

| | E-Mail... |

QK | Cancel | |

" P

3 Select an alert and cliedit .
TheAlert window is displayed.

4 Modify the alert, as necessary.
5 ClickOK.
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CAPTUREIt Alert Settings

Alerts can be set to occur when a batch is older than the specified number of minutes.
When creating an alert rule it is applied to all batches. CAPTUREIt activity alerts display
in the Alerts window and appear as a red exclamation point next to tablesditon

or user in the CAPTURE:it Activity window.

Steps

1 From theSettingsmenu, cliclAlerts.
TheAlert Settingswindow is displayed.

2 Click theCAPTURE:it tab.

Alert Settings e

Station Activity
Pending Work
EXCHANGEit®
CAPTUREit®

Systern Level Alerts
Metered Keys

User Productivity
Database Table Alerts

Alert When | E-Mail |
CAPTURE: Batch is olderthan 1 hour and 0 minutes. [Defautt]

i Edit Romove | Create Copy | E-Mail... |

OK | Cancel | |

3 To create a new alert, clidéw.
OR
To change an existing alert, select an alert from the list agditlick
The CAPTUREiIt Alert window is displayed.

4 Enter theMaximum Batch Age, in minutes, that must be reached before alerts are
generated.

5 To set the enail settings, s&et EMail Alert Settinggaged?).
6 ClickOK.

System Level Alert Settings

System level alerts concern conditions that can potentially cause system problems. These
alerts are predefined in MANAGEiIt and are always activated. The list of system level
alerts can be viewed, but not changed in the Alerts window.

Steps
1 From theSettingsmenu, clicldlerts.
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TheAlert Settingswindow is displayed.
2 Click theSystem Level Alertgab.

-

Alert Settings [
Station Activi

: § 'd°,” ;""E’ At When [ EMai |
ending o-rﬁ One or more CAPTURER® stations have a mismatched version. [Defautt]
EXCHANGER® Ermor connecting to CAPTURER® Server Database. [Default]
CAPTURER® Madmum number of alerts excesded. [Default]
System Level Alerts One or more OCR for AnyDoc® stations have a mismatched version. [Default]
Metered K One or more VERIFYit® stations have a mismatched version. [Defautt]
£re eysl ) One or more EXCHANGER® stations have a mismatched version. [Defautt]
User Productivity Duplicate users have been found on multiple OCR for AnyDoc® stations (x...  [Default]
Database Table Alerts Duplicate users have been found on muttiple VERIFY#t® stations. [Default]
Log database is using an Access database that is too large. [Default]
Emor reading . [Default]

OK | Cancel

The system level alerts are:

)l

One or more CAPTUREIt® stations have a mismatched version.

Every CAPTUREIt workstation must use the same version of the application.
This alert occunshen one or more workstations is running a different version
number. Upgrade all stations to the same version.

If one or more station is inactive then this alert is not displayed.
Error Connecting to CAPTUREIt Server Database.
MANAGE:it cannot connect tthe CAPTUREIt Server database.

Maximum number of alerts exceeded.

MANAGE:it stops monitoring each configured alert after it has been generated
40 times. This alert occurs when the maximum number of 40 alerts has been
generated for a configured alert.

One or more OCR for AnyDoc® stations have a mismatched version.

Every OCR for AnyDoc workstation must use the same version of OCR for
AnyDoc. This alert occurs when one or more workstations is running a different
version number. Upgrade all stations tcdinee version.

If one or more station is inactive then this alert is not displayed.
One or more VERIFYit stations have a mismatched version.

Every VERIFYit workstation must use the same version of the application. This
alert occurs when one or more vetakions is running a different version
number. Upgrade all stations to the same version.

If one or more station is inactive then this alert is not displayed.
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One or more EXCHANGEIt stations have a mismatched version.

Every EXCHANGE:It workstation musse the same version of the application.
This alert occurs when one or more workstations is running a different version
number. Upgrade all stations to the same version.

If one or more station is inactive then this alert is not displayed.

Duplicate usetsave been found on multiple OCR for AnyDoc® stations.

More than one active OCR for AnyDoc workstation (not running as a service) is
logged on with the same user name. Each workstation needs to be logged on
with a different L& name; exit OCR for AnyDoc on one of the workstations

and log it back on with a different user name.

If one or more station is inactive then this alert is not displayed.
Duplicate users have been found on multiple VERIFYit stations.

More than one age VERIFYit workstation is logged on with the same user
name. Each workstation needs to be logged on with a different user name; exit
VERIFYit on one of the workstations and log it back on with a different user
name.

If one or more station is inactiverthhis alert is not displayed.

Log database is using an Access database that is too large.

The database is close to 2 GB in size, which is the maximum size allowed.
Error reading X

Where x is the drive for a control path. MANAGEiIt cannot accessrinel

path and so cannot monitor OCR for AnyDoc or VERIFYit workstations using
that control path. This alert can occur if you have network problems or if the
server is down or unavailable for some reason. It can also occur if the drive is
not properly rapped in MANAGE:it.

3 To set the @nail settings, s&et EMail Alert Settinggpaged?).
4 ClickOK.

Metered Keys Alert Settings

Alerts can be set for when the metered application falls below a specified minimum.

Steps

1 From theSettingsmenu, clicldlerts.
TheAlert Settingswindow is displayed.
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2 Click theMetered Keystab.

p ™
Alert Settings @
Station Activity e [ Emai |

Pending Work Fewer than 107% clicks remain. [Default]

EXCHANGEit®
CAPTUREit®

Systern Level Alerts
Metered Keys

User Productivity
Database Table Alerts

Edit Remove | O‘eateCom.'| E-Mail... |

QK | Cancel | |

" P

3 Click theNew button.
TheLicense Alertwindow is displayed.

r N
License Alert @

Alert wher: Clicks Left Percentage j drops below |10

E-tail..
Help ‘ Cancel | ’Tl

.

4 Select an option from tiAdert Whendrop down list and enter a number in the
drops belowfield to specify when the alert should be sent. Options include:

1 Any Percentage
An alert is sent when the percentage specified in the drops below field is reached.
9 Clicks Left

An alert is sent when the clicks remaining on the key falls below the number
entered in the drops below field is reached.

9 Clicks Left Percentage

An alert is sent when clicks remaining on the key falls below the percentage
specified in the drops belowdiés reached.

1 Days Left

An alert is sent when the days left on the key falls below the number entered in
the drops below field is reached.

1 Days Left Percentage

An alert is sent when the days remaining on the key falls below the percentage
specified inhe drops below field is reached.
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5 ClickOK.
6 To set the enail settings, s&et EMail Alert Settinggaged?).
7 ClickOK to save the alert.

User Productivity Alert Settings

User Productivity is an administrative tool allowing productivity goals to be set for
Verification operators by form family in OCR for AnyDoc. Alerts can be sent when a
user's productivity is above or below a specific point during the day.

Steps

1 From theSettingsmenu, cliclAlerts. TheAlert Settingswindow is displayed.

2 Click theUser Productivity tab.

rAIert Settings @1

Station Activity
Pending Work
EXCHANGEit®
CAPTUREt®

Systern Level Alerts
Metered Keys

User Productivity
Database Table Alerts

Reason Minimum Time | E-Mail |
User's productivity rate is below 80% for the day. 02H:00M:005 [Default]

New | Edit | Remove | CreateCDpy| E-Mail... |

OK | Cancel | |

3 To create a new pending work alert, blak.
OR
To change an existing alert, select an alert from the list agditlick
TheUser Productivity Alertwindow is displayed.

- N
User Productivity Alert @
Trigger an Alert When User Productivity is  |Below «| |80 Percent

Minirmum Wark Time Before Triggering An Alert (Minutes) | 120

OK | Cancel |

. A

4 Specify when to trigger the alert. It can be triggered Wisem Broductivity is
Aboveor Below the specifie@®ercent
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Specify thitMinimum Work Time before Triggering An Alert (Minutes).
Click OK.

To set the nail settings, s&et EMail Alert Settinggpaged?).

ClickOK to save the alert.

0 N o o

Database Table Alert Settings

Alerts can be set based on when the database table fails to meet the specified criteria.
When creating alerts, the data type must be set for any fields associated with the alert
triggers. Alerts are displayed in the same manner all other alerts & tisplayer,

the specified field is highlighted in red.

The available Alert settings are based on the Database settings specified in the Database
Table Settings window. For more informationlvesetoring Database Tablgage

74).
Steps

1 From theSettingsmenu, cliclAlerts.
TheAlert Settingswindow is displayed.

2 Click theDatabase Table Alertgab.
rAIert Settings @1

Station Activity
Pending Work
EXCHANGEit®
CAPTUREt®

Systern Level Alerts
Metered Keys

User Productivity
Database Table Alerts

Alett When Databasze Field |

New | | |

OK | Cancel | |

3 Click theNew button.
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TheDatabase View Alertwindow is displayed.

Alert Settings

Database View Alert

==

Database

Field

T

Comparison

Value

=N

=l

Cancel |

E-Mail...

’

4 Select an option from ti@tabasedrop-down list.

5 Select th&ield used in the alert.
6 Select an option in ti@mparisonfield to specify when the alert should be sent.

Options include:

1 Elapsed (Hours)

Only available for a Date/Time field type. The alert is generated if the current
date and time is greater than the number of hours specifietfatutnield.

1 Elapsed (Minutes)

Only available for a Date/Time field type. The alert is generatecuifrém c
date and time is greater than the number of minutes specifiedatuéieeld.

1 Equals

1 Greater Than

1 Less Than
7 Enter avaluefor the field name to be compared to.
8 To set the enail settings, s&et EMail Alert Settinggaged?).

9 To save the alert, cli€K .

Set E-mail Alert Settings

Notification messages can be senn@ik recipient groups when speecifests occur.
E-mail settings are set and applied to each individual alert.

Before you can specifyrail recipients in the Alertrgail Settings window, you must
configure the-enail server in Settings | MANAGEIt Application SettingsMi&il

Server. Fomore information, sé&mail Servefpageld.

Steps

1 Do one of the following:
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1 On theAlert Settingswindow, select an alert on any tab and Eltiail.

9 Doubleclick an alert and on t&tation Alertwindow, seled®-mail.
TheAlert E-mail Settingswindow is displayed.

i !
Alert E-Mail Settings —
[v E-Mail This Alert When It Is Triggered:
[ E-Mail This Alert When It Is Mo Longer Triggered
E-Mail Groups
Default
oK Cancel

L A

2 To send the alertrmail when a condition occurs that causes the alert to be triggered,
select th&-mail This Alert When It Is Triggered check box.

3 To send the alertraail when the condition that previously caused the alert to be
triggered no longer etdésselect thE-mail This Alert When It Is No Longer
Triggered check box.

4 Select th&-mail Group that will receive the alertrails.
5 ClickOK.

Copy an Alert

Steps

1 Select the alert from the list and dlickate Copy
TheAlert window is displayed with the original Alert settings selected.

2 Modify the alert as needed.
3 ClickOK.

Remove An Alert
Steps
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1 Select the alert from the list and dReknove
2 ClickOK.
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Log Database and System
Maintenance

The log database is an optional tool that logs and maintains detailed information on
OCR for AnyDoc batch processing. The log database contains committed, historical
data. By default, the production log database is stored in the current control path. The
log database is enabled/disabled by form family. Enabled by default, the data the log
database provides can be useful in optimizing or troubleshooting the batch process.
Whether or not the log database is maintained for a form family is set through Settings
OCR for AnyDoc Form Family Management | Batch ControB&eé Control
Parameter@age26).

MANAGE:Iit provides you with the following options for the log database:
71 Create or delete backup copies of the log datpbase0(

1 View the log databageagel0)

1 Purge the log databdpagell)

Also sed.og Database Schefpage407) for details on the log database tables and
fields.

MANAGE:it also provides the following maintenance options for the Audit database
and OCR for AnyDoc batch history log files:

1 Purge the Audit Databagegell9
1 Delete Batch History Log

Create or Delete a Backup Copy

MANAGE:Iit allows you to create and delete backup copies of the Access log database.
This option does not apply to other database types,such as SQL or Oracle.

Backup copies are useful to retrieve information that has been purged from the current
database.d&kup copies are also useful if you are purging the production database, but
need to run a report on an older version of the database.

Steps
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1 SelecBettings | Databases Backup Log Database (Access only)TheLog
Database Optionswindow is displayed.

Log Database Options [&J
Backup Settings
Databasze Backup Basze (+YYYMMDD)
C:Program Data"AryDoc '\ MANAGER " LogDbBackup j
Backups
Path | Note |

C:\ProgramData AnyDoc \MANAGE\LogDbBa... Log Database Backup

e

Defaut |

DK | Cancel |

2 Specify the default base path for all backups athbase Backup Base
(+YYYMMDD) field. The default location is
CA ProgramDateAnyDod MANAGEIt\ LogDbBackup. It is recommended that
you always use the same base path.

3 ClickNew. The new subdirectory name is created for you by appending the current
date (YYYYMMDD) to the base path. A mgega displayed asking you to confirm
the path.

4 ClickYesto confirm the path. AutoFlow is paused on all stations. The log database
backup is created and placed in the specified subdirectory. The path name is
displayed in the Backups pane. AutoFlow resuhssthe copy is completed.

5 To delete a backup copy of the log database, click the copy to del&adkupg
pane and clicRelete. The selected backup log database is deleted.

View the Log Database

The Log Database Viewer shows cumulative statistics for all batches processed. The Log
Database Viewer uses the live log database, even when a backup copy is in use for
reporting.
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=

4 Only batches Scanned/Imported after the log database is enabled for
the Form Family are recorded in the log database. If the log database is
disabled when a batch is Imported, that batch is not included in the log
database, even if you enable the log database and restart the batch.

The log database records information for all processing that takes place, even if an image
or an entire batch passes through the same phase morecthdror example, if an

image in Verification is sent back to QA Review, then passes through Verification a
second time, each step is recorded.

Unless a batch is deleted, the log database is only updated during two processing phases,
Import and Commit. fier a batch is imported, information is accumulated about the

batch as it passes through the various processing phases, then written to the log database
when the batch is committed. The batch is not committed or deleted if this data is not
successfully ddd to the database.

The Log Database Viewer provides information at different levels:

Form Family Provides a summary of processing by form family.
Batches Provides a summary of batches processed in one form fai
Images Provides a summary of the images processed in one batc
Processes Summarizes the processing phases performed on one imi
Details Provides the details for one processing phase on one ima
Steps

1 SelecWiew | Log Database | Viewer.
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ThelLog Database Viewewindow is displayed.

@ Log Database Viewer @
FamilyHame BatchCount | ResubmitCount | RestartCount | ImageCount | DocSetCount | T
1 i1 0 0 5 0 0
2 | aft_eobfof ] 0 0 36 9 11
3 aftdemo fof 1 0 0 4 0 0
4 | afildemo fof 1 0 0 4 0 0
5 | europe.fof 1 0 0 5 0 0
6 | hcfafof 4 1 13 16 0 0
7 seaboer fof 1 0 0 21 0 0
4 [ » [\, Form Family {Batches', Images', Processes'} Details // | 4 | j
Family: Image:
1599aiim. fof
[:
Batch: Process:
Help Previous Group MNext Group Exit
MOTE: Any statistics gathered after import are not posted until the batch is committed.

2 On theForm Family tab, click a form family.

3 Click theBatchestab to view batches for that form family.

4 Select a batch, then click imagestab to view images in that batch.

5 Continue to drill down by selecting an entry iPtbeessandDetails tabs, to
view more details about the selectedesntri

6 ClickExit.
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Log Database Viewer | Form Family Tab

In the Form Family tab, the Log Database Viewer shows processing totals by form

family.
& Log Database Viewer @
BatchCount | ResubmitCount | RestartCount | ImageCount | DocSetCount | T
1 1 0 0 h 0 0
2 aft_eob.fof 9 0 1] 36 9 1
3 aftdemo.fof 1 0 0 4 0 0
4 aftldemao fof 1 0 0 0 0
5 europe.fof 1 0 0 5 0 0
6 hcfa fof 4 1 13 16 0 0
T seabcr fof 1 0 1] 21 0 0
4| » |\ Form Family,(Batches\;\Images\}‘Prucesses‘}\Detailsf |1 | j
Family; Image:
1599aiim. fof
Batch: Process:
Help Previous Group Mext Group Exit
MNCTE: Any statistics gathered after import are not posted until the batch is committed.
The columns appearing in the Form Family tab are:
Option Description
FamilyName The form family file name.
BatchCount The number of batches processed for the form family.
ResubmitCount The number of times batches have been resubmitted.
RestartCount The number of times batches have been restarted.
ImageCount The number of images that have been processed.
DocSetCount The number of document sets that have been processed.
BatchTotal If a batch balancing equation is used for the Form Family, this is 1

from all batches processed.
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Option

Description

TotalChars

The total number of characters extracted in all passes through the
Extraction phase.

TotalQuestionable

The number of questionable characters.

TotalKeystrokes

The number of Verification keystrokes in all Verification phases.

TotalCorrected The number of questionable characters corrected by Verification
operators.

TotalOther The number of corrections by Verification operators that were not
guestionable characters.

TotalDblKeystrokes ~ The number of keystrokes during dodghe Verificatio after the first
entry.

TotalDbIRows The number of rows (Verification lines) submitted for dédatyle
Verification.

TotalNotes The number of supervisor Sticky Notes attached in all phases.

QA The number of times batches were procesadde QA phase. This

does not include Rescan or Review, which are used to process ir
images.

TotalExtracted

The number of images to which data Extraction was applied. This
not include attachments, since no data is extracted from thpse im
This number includes multiple passes on the same image if an i
sent back to Extraction or to an earlier phase.

TotalVerified

The number of images submitted to Verification operators for
processing. This does not include images that greeddsit are then
skipped because no processing is required (e.g., advance to first
guestionable is turned on and there are no questionable characte
image).

Total Attachments

The number of images that were ftagas attachments when the
batches were Committed.

TotalDeleted The number of images flagged as deleted when the batches were
Committed, deleted, or rerouted.

TotalRouted For future implementation. The number of images flagged as rerc
when the bmhes were Committed, deleted, or rerouted.

TotalBypassVerify The number of images that bypassed Verification.

TotalNotRegistered  The number of images that failed registration during Extraction. T

only includehe last registration attempted for an image, not any
previous failed attempts for images later flagged as attachments.
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Log Database Viewer | Batches Tab

In the Batches tab, the Log Database Viewer shows processing totals by batch for the
form family selected in the Form Family tab.

= Log Database Viewer E|
Batchid FamilyName BatchNumber | ResubmitCount = RestartCount | ImageCount | DocSe
1 ¢ 1999aiim.fof Qo000 & 0 a A ]
2 1999aiim.fof Qoooooog 0 a A ]
LR iFDrm Family , Batches ,(Images\kProcesses‘)\Detailsf | 4 | j
Farnily: Image:
1993iim. Fof
Batch: Frocess
00000016
Exik
MOTE: Ary statistics gathered after import are not pasted until the batch is commitked.

The columns appearing in the Batches tab are:

Field Description

A unigue sequential number assigned by the system. This is use
primarykey to uniquely identify the batch and to link records from
other tables. When a batch is resubmitted after Commit (or reim
with the same batch number), a new log database record is crea
a new batch ID. When a batch is restarted, it issighed a new bat
ID. This ID is saved in a file in the batch directory to provide rapi

BatchID access to the batch record. Never changed.
FamilyName The form family file name.
BatchNumber The eighdigit system assigned batch number.

_ The number of times this batch has been resubmitted. A new loc
ResubmitCount database record is created each time a batch is resubmitted. Thi
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Field Description
a batch record to be associated only with processing done from-
the batch was created to the time it was Coaetmitresubmit is a ne
"creation" of the batch.
RestartCount The number of times the batch has been restarted.
The number of images in the batch. This number may increase i
images are added via Rescan or Review. The number measesec
because images are never removed from the count. They may b
as deleted or rerouted. Deleted and rerouted flags are removed
ImageCount batch is restarted.
The number of document sets in the batch. If document sets are
determined at Scan/Import, this value is set when the batch is cr
DocSetCount It is always updated at Commit with the final number of documer
The batch creation date/time. This barused as a key to find batct
Created created within a specified interval. Never changed.
The Import operator who created the batch (regardless of the so
CreatedBy the batch). Never changed.
ScannedBy The operator who scanned the batch. Never etiang
The batch Commit/delete/reroute date/time. This can be used as
Committed to find batches committed within a specified interval. Only set on
The operator who Committed/deleted/rerouted the batch. Only s
CommittedBy once.
The current state of the batch:
0 Active
100 Deleted
101  Rerouted
Phase 102 Committed
Deleted The date and time the batch was deleted. Only set once.
DeletedBy The operator who deleted the batch. Only set once.

DeletePhase

The phase during which thedbatvas deleted or rerouted. Only set
once.

DeleteReason

The reason given by the user for deleting or rerouting the batch,
applicable. Only set once.

ControlNumber

The user defined batch control number. May be used asiBigum
key to locatbatches by control number. May be blank. Never che

If a batch balancing equation is used for the form family, this is tl

BatchTotal batch total.
The number of characters extracted in all passes through the Ex
TotalChars phase.
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Field

Description

TotalQuestionable

The number of characters flagged as questionable.

TotalKeystrokes

The number of Verification keystrokes in all Verification phases.

The number of questionable characters corrected by Verification

TotalCorrected operators.

The number of characters corrected by Verification operators the
TotalOther not flagged as questionable.

The number of keystrokes during doiele Verification after the firs
TotalDblKeystrokes entry.

The number of rows (Verification lineghmitted for doubikey
TotalDbIRows Verification.
TotalNotes The number of supervisor Sticky Notes attached in all phases.

The number of times the batch was processed via any of the QA
QA phases. This includes QA, Review, and Rescan.

TotalExtracted

The number of images to which data Extraction was applied. Thi
not include Attachments, since no data is extracted from those ir
This number includes multiple passes on the same image if an ir
was sent back to Extraction or to an earlielephas

The number of images submitted to Verification operators for

processing. This does not include images that are assigned but :
skipped because no processing is required. For example, the Ac
first questionable option ism@d on and there are no questionable

TotalVerified characters on the image.

The number of images that were flagged as attachments when t|
TotalAttachments was Committed.

The number of images flagged as deleted when the batch was
TotalDeleted Committed, deleted, or rerouted.

For future implementation. The number of images flagged as rer
TotalRouted when the batch was Committed, deleted, or rerouted.
TotalBypassVerify The numier of images that bypassed Verification.

The number of images that failed registration during Extraction. -

only includes the last registration attempted for an image, not an
TotalNotRegistered previous failed attempts for images later flaggedadsrants.
TotalSetCount For an AnyApp batch using EOB total sets, this is the number of

sets, in the batch.

LineltemCount

For an AnyApp batch using detail grids, this is the number of line
in the batch.

SourceBatch

Indicates all images in this batch were rerouted from the specifie
source batch.
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Log Database Viewer | Images Tab

In the Images tab, the Log Database Viewer shows summary information by image for
the batch selected in the Batches tab.

= Log Database Viewer E|
Id Batchld |Sequence | OrigSequence  Created CreatedBy I
1 o 1 1 6/1/1899 3 DeniseP
2 30 2 2 Bi111999 3 DeniseP
3 30 3 3 Bi111999 3 DeniseP
4 30 4 4 Ei1/11989 3 DeniseP
5 30 L L} Bi1/11999 3 DeniseP
4 | 3 [\Form Family\}.\Elatches\}‘lmages (Processes}: Details / | 4 | j
Family; Image;
1999aiim. Fof ChanyDoch Samplestjobst, 19998iim, Fof000000 16, batimages 00001 . kif
Bakch: Process:
00o0oo1&
Help Exit
MOTE: Ary statistics gathered after import are not pasted until the batch is committed.

To view the actual image, select the image, then cliéiethémage button to look at
it in the Image Viewer.

The columns appearing in the Images tab are:

Field Description

A unigue sequential number assigned by the system. This is used
primary key to uniquely classify the image and to link records from
tables. This ID is saved in a file in the batch directory to provide ra

ImagelD access to the image record. Nevangéd.

Foreign key to ADBatch table. This is used as a key to locate imag
BatchID associated with a batch. Never changed.
Sequence The current image sequence number within the batch. This is inclt
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Field

Description

with BatchlDin a key to locate a specific image in a batch. This nut
may change if images are reordered.

OrigSequence

The image's original sequence number within the batch when it we
Imported or appended. Never changed.

The image creation date/time. This is the creation date/time of the
represents the scan time for scanned images, the reception time f
images, or the creation time for image files created by other mean

Created changed.
The opeator who created the image. For images scanned by OCR
AnyDoc, it is the Scan station operator. Otherwise, it is the Import
operator. For images appended to the batch after Import, such as
Quality Assurance, it is the operator who appended theNeeage.
CreatedBy changed.
Imprinter The imprinter string. Never changed.
The original name of the imported image file before Import with the
ImportName path. Never changed.
The page number within a multipage Import image file, om@ag &
ImportPageNum single page image file. Never changed.
Phase For future implementation. The image's current processing phase.
OutputName The output image file name at Commit with the full path.
The page number of the image within a multipage image output fils
PageNumber if it was a single page image file. Only set once.
TextName The output text file name with the full path. Only set once.
The name of the template to which the imagewbe nt i f i ed
Template if an Attachment). Does not include the .FRF extension.
The method used to classify the template, such as ID Phase or ID
Exceptions. The XIDType table provides the translation of these n
IDMethod into text descriptions.
The origin of the image. For example, Scanner, Import, Fax, Resu
Insert. The XOrigin table provides the translation of these numbers
Origin text descriptions.
Indicates if the image is an attachment. The value is one if thisiare
Attachment attachment. Otherwise it is zero.
Verified Indicates the number of times the image has been Verified.
Indicates if the image has been deleted. The value is one if the im
Deleted been deleted. Otherwise it is zero.
Routed

Indicates if the image has been rerouted. The value is one if the in
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Field Description

been rerouted. Otherwise it is zero.
DeleteTime For deleted images, the date/time the image was deleted.
DeletedBy The operator who deleted or rerouted the image.
DeletePhase The phase during which the image was deleted.
DeleteReason The reason the user gave for deleting or rerouting the image.

If the image was rerouted, this indicates the form family the image
RouteFamily rerouted to.

If the image was rerouted, this indicates the batch the image was 1
RouteBatch to.

If the image was rerouted, this indicates the phase the image was
RoutePhase from.

For a image createdigyouting images from another batch, this indi
SourceSequence the original image sequence number from the source batch.
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Log Database Viewer | Processes Tab

In the Processes tab, the Log Database Viewer shows a summary of each processing
phase performed on the image selected in the Images tab.

L Log Database Viewer g|
Imageld ProcSeq Phase NextPhase
+ [ » [ Form Family's Batches'y Images ) Processes [Details /|4 | |
Family: Image:
19993iim, Faf CanvDociSamples!jobsi 1999&im. fFofy00000016. batlimages| 00001 . kf
Batch: Process:
o000l é
Help Exit
MOTE: Any statistics gathered after import are not posted unkil the batch is committed,

To view the actual image in the Image Viewer, clivhetvdmage button.
The columns appearing in the Processes tab are:

Field Description

A foreign key to the Image table. The unique Imageld of the ima

which thes@rocesses were performed. This can be used as part

primary key to find process records associated with an image. |
ImagelD changed.

The process sequence number. This number insures that record
sorted in thectual processing sequence. It is used as part of the
ProcSeq primary key.

The processing phase. For example, Classify, Extract, or Verify.
Log Database Viewer displays the phase name. The log databas
Phase displays a number that corresponds to theegh
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Field Description
0 = None
1 = QA
4 = Classify
5 = |D Exception
6 = Extract
7 = High Speed Verify
9 = Verify
10 = Pass2 Verify
11 = Supervisor Verify
15 = Batch Balancing
16 = Commit
17 = Deleted
18 = Routed
The processing phase the image will be sdrthsend of the curren
phase. For example, Classify, Extract, or Verify. The Log Databe
Viewer displays the phase name. The log database file displays
that corresponds to the following phases:
0 = None
1 = QA
4 = Classify
5 = |D Exception
6 = Extract
7 = High Speed Verify
9 = Verify
10 = Pass2 Verify
11 = Supervisor Verify
15 = Batch Balancing
16 = Commit
17 = Deleted
NextPhase 18 = Routed
Operator The operator who processed the image in this phase.
StartTime The date and time at which the ptsigged processing the image.
EndTime The date and time at which the phase finished processing the ir
The total processing time in the phase, in hundredths of a secon
TotalTime seconds).
Computerld The name of the computer that processed the image in this phas
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Log Database Viewer | Details Tab

In the Details tab, the Log Database Viewer shows the details of the processing phase
selected in thPhases tab.

= Log Database Viewer ﬁl

4 | 3 [\Form Family\}‘Elatches‘}llmagesxProcesses‘}\Details;’

Family: Image:;

1999aiim, Fof CHhanyDoc)Samples!jobst 19995im, Fofy 00000016, batlimagesioooo1 , tif
Batch: Process:

00000016 zPhase

Help Exit

MOTE: &ny statistics gathered after import are nok posted until the batch is committed.

The columns appearing in the Details tab depend on which processing phase is selected.
The columns for the processing phases are:

Classification
Field Description

The unique Imageld of the image on which the process was perforr
This can beised as part of a primary key to find process records ass
ImagelD with an image.

The process sequence number. This number is used as part of the
ProcSeq key.

The method used to classify the image. For example, Auto ID, ID D
or ID Attachment. The XIDType table provides the translation of the
IDType numbers into text descriptions.
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Field Description

Attempts The number of attempts needed to classify the image.

Literal The literal used to classify the image, if applicable.

Template The template to which the image was classified, if successful.
Extraction

Field Description

Imageld The unique Imageld of the image on which the process was perfor
ProcSeq The system assigned process sequence number.

BypassVerify One if the image bypassed Verification, otherwise, zero.
TotalChars The total number of characters extracted from the image.

TotalQuestionable

The total number of questionable characters extracted from the im

RegStat

Whether or not the image passed registration. The Log Database
displays the value. The log database file displays a number that
corresponds to the value.

0 = Registered

1 = Not Registered

2 = Cannot Register
Rotation The number of degrees the gmavas rotated during registration.
XScale The horizontal image size as a percent of the template size.
YScale The vertical image size as a percent of the template size.
XTranslate The number of pixels the image was shifted horizontally to match 1

template during registration.
YTranslate The number of pixels the image was shifted vertically to match the

template during registration.

RegPtl, RegPt2 ...
RegPt6

These fields list the Registration points found and the order in whic
were found. The value is one if it was found, zero if it was not foun

Enhancement

If image enhancement was used, shows the level.

TotalNotes

The number of supervisor Sticky Notes attached to the image.

VerificationField

Description

The unique Imageld of the image on which the process was perfor
This can beised as part of a primary key to find process records

ImagelD associated with an image.
The process sequence number. This number is used as part of the
ProcSeq key.
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Field Description

The total number of characters presented to the Verifier. This only
includes what actually appears in Verification. For example, hiddel
TotalChars are not included.

The total number of questionable characters presented to the Veri
Thisonly includes what actually appears in Verification. For examg
TotalQuestionable hidden zones are not included.

Keystrokes The number of keystrokes made by Verification operators on the it
Corrected The number of questionable characters corrected during Verificatic

The number of characters changed during Verification that were ni
Other questionable.

The number of keystrokes during doele Verification, after the first
DblKeys entry.

The number of rows (Verification lines) submitted for déxalyle
DbIRows Verification.
Notes The number of supervisor sticky notes attached to the image.

Compact and Repair the Log Database

The Compact and Repair Database feature is only available when OCR for AnyDoc is
using the Schema for an Access database.

Steps

1 SelecBettings | Databases | Compact and Repair Database (Access OnlyA
message is displayed to confirexdompacting of the database.

MANAGEit 15.0.012 (=2

.:e] Are you sure you wish to compact the database? This will require pausing AutoFlow on all stations until complete, and can not be cancelled once started.

2 ClickYes
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TheLog Databasewindow displays the progress of AutoFlow shutting down on
the wakstations.

Log Database §|

Fleaze wait, thiz could take a few minutes. .

Stopping AutoFlow on all workstations.

n/3

Cancel

After the database has been successfully compacted a confirmation message is
displayed.

MANAGEit 15.0.012 ==

Database compact completed successfully.

OK

3 ClickOK.

Purge the Log Database
It is recommended that you purge the log database periodically
Steps
1 SelecBettings | Databases | Purge Log Database
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ThelLog Database Purge Criteriavindow is displayed.

-

Purge Log Database @

Purge Records Qlder Than (Days) |7 |Z|

[ Committed Batches
[ Deleted Batches

Help Cancel | QK |

2 InthePurge Records Older Than __ Day#eld, enter the number of days of
data to retain in the database

OR

Click the arrow to the right of the field to select the date from a calendar. Data older
than this date is purged.

Purge Log Database @
Purge Records Qlder Than (Days) | 21 IZI

[ Committed Batches ﬂ March, 2015 ﬂ
[ Deleted Batches

22 23 24 25 26 27 28
1 2 3 4 5 6 7

Help Cancel | g8 9 10 11 42 13 14
15 16 17 18 19 20 21

22 23 24 25 26 27 28

2 3 4

29 30 31 1
= aToday: 4/2/2015

3 Enable th&Completed Batchescheck box to purge information for committed
batches older than the specified number of days.

4 Enable théeleted Batchescheck box to purge information for deleted batches
older than the specified number of days.

5 ClickOK to purge the log database. The following series of messages is displayed:
1 A message asking you to confirm the purge.

1 A message tracking the progress of the purge.
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Purge the Audit Database

Purging the Audit database periodically is recommended. For more information, see
automating this task, seehedule an Audit Cdtase Purgdpage22’).

Steps

1 SelecBettings | Databases | Purge Audit Database
ThePurge Recordswindow is displayed.

Purge Records @
Purge Records Qlder Than (Days) |7 |Z|

-

Help Cancel | QK |

2 InthePurge Records Older Than (Dayslield, either enter the maximum number
of days to keep, or click the down arrow to select the date from a calendar. Data
older than this date is purged.

e

Purge Records @
Purge Records Qlder Than (Days) | 7 |Z|
| March 2015 |
22 23 24 25 26 27 28
1 2 3 4 5 6 7
Help Cancel | 8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 @ 31 1 2 3 4
= aToday: 4/6/2015
3 ClickOK .
A message is displayed tracking the progress of the purge and informing you when it
has finished.
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Purge CAPTUREIt Server Database

The batch history and station information for inactive stations on or before the specified
date can be purged. You can purge the batch history, station history, or both.

Steps
1 From theSettingsmenu, clicbbatabases Purge CAPTUREIt Server
Database

ThePurge CAPTUREiIt ServerDatabasewindow is displayed.

ra

Purge Capture Database £3
Purge Records Qlder Than (Days) |7 |E|
[ Stations
[ History
Help Cancel | QK |

2 In thePurge Records Older Than (Dayslield, select the date that determines
which records will be deleted.

3 Select one or both of the history items to be deleted. Options include:
i Stations
The history information for all inactive stations will be deleted.
1 History
The history information for the inactive batches will be deleted.
4 ClickOK.
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MANAGE:Iit includes everything you need to view Crystal Reports® including
predefined starter reports. You can also create your own reports and run them from
MANAGE:Iit. You must have Crystal Reports from Business Objects to create reports
other than the staat reports provided. For more information on creating reports other
than the starter reports, see your Crystal Reports user guide.

Currently, one Log Database report and one Audit database report are provided. The
Log Database and Audit Database repagtgcass predefined by Crystal Reports 2013.

Run Log Database Reports

Steps
1 From theView menu, clickog Database | Report
OR

Click thePrint Report button, 2y
ThePrint Report window s displayed.

Print Report @
Repart
|E: YProgramD atatényDociMaMAGE it ReportsiLog D atabase]

| QK | Cancel |

2 Enter the location where your reports are stored, or browse to that location. The
default location is (Program FilédHyland MANAGEIt\ Report Log Database
(32bit environment) or €CProgram Files (x86jyland MANAGE:it\ Report Log
Database (6dit environment).

3 Select a report from the drdpwn list.
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TheReport Propertieswindow is displayed. The information displayed on this
window will vary depending on the information includgdunreports.

Report Properties §|

Report Properties l
Select or Enter Start Date

| E/ 52005 |
Select or Enter End Date
| B/ 5/2005 |

] | Cancel

4 Type the date range for the report inSbkect or Enter Start Dat@andSelect or
Enter End Date fields or clik the arrow to select the date from a calendar.

5 ClickOK.
The selected report is displayed.

Run the Audit Database Report

Steps
1 SelecWiew | Audit Database Report

2 ThePrint Reportwindow is displayed. Select a report from the drop down list.
ClickOK.
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Task Scheduler

MANAGE:Iit provides a task scheduler for scheduling jobs to be performed routinely and
automatically. This task scheduler is based on the Microsoft Windows Task Scheduler
and requires that the Windows task scheduler service be enabledranpdmrihai
MANAGE:Iit station.

The MANAGEIt task scheduler allows you to schedule actions such as printing reports,
backing up the log database, purging the log and audit databases and purging old batch
history logs. Each scheduled task can contain mutiptesdo carry out one after the

other. For example, you could schedule one task to convert two log database reports to
PDF files and send the files byail to one or more recipients.

Using the task scheduler, you can do the following:
1 Schedule new tagpagel2)
1 Edit existing tasks

 Delete scheduled tagksage244

If you are upgding to MANAGEIt 15 from a previous version, you can use the
Convert Tasks option to convert scheduled tasks created in an earlier version of
MANAGE:it so you can use them in version 15C8eeert Tasks from a Previous
Version(page249.

Schedule New Tasks

You can use the Task Scheduler to perform routine tasks automatically. The task
scheduler provides a task wizard to simplify the scheduling of the following tasks:

Purge the CAPTUREiIt ServertBlaase (pageL2)
Back up the Log Databgpagel3’)

Purge the Log DatabagagelL6)

Pause Autoflow Processiipggel 75

Schedule Log Database Repqagel89
Schedule #nail Reportgpage?0?

Schedule Audit Database Rep@page219

Purge the Audit Databagmage227)

= =4 =4 4 4 -4 A -
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Purge the CAPTUREIt Server Database

The batch history and station information for inactive stations on orthefepecified
date can be purged. You can purge the batch history, station history, or both.

Steps
1 Open the MANAGEIt Task Scheduler by performing one of the following steps:
1 SelecBettings | MANAGEIt Task Scheduler.

1 Click theMANAGE:it Task Schedulerbutton @‘. TheSchedulerwindow is

displayed.
Scheduler @
Mamne Schedule Nest 0counence Last Result |
Scheduls:
Last Fur: Status:
Mext Ocourence:
MNew Task Help | Cloze |
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2 ClickNew Task. TheTask Wizard: Task Namewindow is displayed.

F- "

Task Wizard: Task Mame @

Welcome to the Task Wizard. This wizard guides you through setting up a scheduled task. After
each step, click Mext to continue to the nest step. Click Back to go to a previous step. When this
task is completed, click Finish.

Task Mame
Erter a name of the task. The name must be a valid Windows file name. Once the name is
get, it can not be changed.

Corntrol Path To Use
|l:Z"'-EIFﬁ’dDC"‘SEII‘I‘Ip|ES"‘-J3EII‘ItI‘CI| ﬂ

| Cancel | Help

3 IntheTask Namefield, enter a name for the new task. This name must be a valid
DOS long file name. After you enter a task name and go to the next page, the name
cannot be changed. If you enter an invalid character, it appears in red and the station
beeps as a warning.

4 Select &ontrol Path To Use All control paths currently being monitored are
listed.

™ |
"'Each task only applies to one control path. If multiple control paths
are being monitored, you must schedule separate tasks for each control

path.
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5

6

ClickNext. TheTask Wizard: Logging and Notification window is displayed.

Task Wizard: Logging and Motification @

Logging
[+ Log All Task Information To Text Files
[+ Log Task Information To Windows Event Log

Task information is written to a text file and is located in the AnyDoc'\MANAGE Jobs
directony, under the ProgramData folder.

Ta view information written to the Windows Event Log, use the Event Viewer (which is
located in the Control Panel under Administrative tools).

Motification
[ E-mail Emor Information on Failure

[ E-mail Notification When Task Completes Successfully

ff logging is enabled (@bave), the log file is sent with the e-mail.

< Back MNeat = Cancel Help

Select theog All Task Information To Text Files check box to create text files
with a trace of all steps taken by a task while performing itsdeessimpmes.

The log files are created in¥pgramDateAnyDod MANAGEIit\ Jobs and have
the same name as the scheduled task.

Select theéog Task Information To Windows Event Logcheck ba& to create a
record of a task's start and end in the Windows Event Log.

Any errors occurring during processing are also recorded in the Windows Event
Log. The Event Log is available fr8tart | Control Panel | Administrative

Tools | Event Viewer. The Brent Viewer allows you to see the start and end of
MANAGE:it tasks from other stations.

In the Notification area, selectraeail notification for one or both of the following:
1 E-Mail Error Information on Failure

1 E-Mail Notification When Task Completes Sucessfully

Selecting either of thesenail notifications activates the Configure button. Click
Configure to specify enail recipients. SEemail Alert Notification§paged?).
=
"'If either of the options in the Logging area are selected, the log file is
sent with the e-mail notification.
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9 ClickNext. TheTask Wizard: Add Actionwindow is displayed.

Task Wizard: Add Action

Choose action(s) to add to this Task. Actions are completed in the order added.

CAPTUREY® Server: Purge CAPTURER® Server Database
E-mail Report Files

QCR Far AnyDoc: Backup Database (Access Only)

QCR For AnyDoc: Compact/Repair Log Database (Access Only)
QCR For AryDoc: Pause AutoFlow Processing

QCR For AryDoc: Purge Audit Database

QCR For AnyDoc: Purge Log Database

QCR Far AmyDoc: Run Audit Database Report

QCR Far AnyDoc: Run Log Database Report

< Back Cancel Help

L

10 SelecPurge CAPTUREIt ServerDatabaseand clickNext.
ThePurge CAPTUREIt ServerDatabasewindow is displayed.

r =

Purge Capture Database | €2 |
Purge Records Qlder Than (Days) |7 |Z|
| Stations
[ History
Help Cancel Ok

11 In thePurge All Records on or Beforéeld, select the date that determines which
records will be deleted.

12 Select one or both of the loist items to be deleted. Options include:
1 Purge Batch History
The history information for the inactive batches will be deleted.

1 Purge Station History
The history information for all inactive stations will be deleted.
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13 ClickOK.
TheTask Wizard: Add Actionwindow is displayed.

P )

Task Wizard: Add Action ==

Add another action to this task?

" Yes, add ancther action after the one | just configured
{* Mo, after this action, the task is finished

When the Task runs, the actions complete in the order added. Tao change this order, view the
Task properties from the Tagk Scheduler dialog.

< Back Mext = Cancel Help

14 SeleclYesto add another action to the same task. Repeat previous steps until all
actions have been added

OR
SelectNo if you have finished adding actions.

15 ClickNext to schedule the task and set appropriate security.
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TheTask Wizard: Scheduling and Securitwindow is displayed.

P )

Task Wizard: Scheduling and Security @

Schedule

Schedule the task. Multiple schedules can be configured. so that when any of the scheduled
times occur, the Task runs.

Task nat cumently scheduled. To schedule the task, click Schedule: Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

|ser Mame:

Corfigure

< Back Mext = Cancel | Help |

16 ClickSchedule
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17

18

19

TheTask Schedulewindow is displayed.

Task Schedule @
Schedule |
~
Mew | |
Schedule Task: Start time:

=] = |

QK | Cancel

ClickNew to create a schedule for this task.

You can create multiple schedules for a single taskchéuduletab reflects the

new schedule that you are creating. Click the arrow for a list of schedules that have
already been created for this task. This field only apjsare imultiple

schedulesis selected.

Select an option from ti8zhedule Taskmenu to setd how frequently the task is
performed.

-
""'It is strongly recommended that you do not schedule tasks to run At
System Startup, At Logon, or When idle. These schedule items require

user intervention.

If Daily, Weekly, Monthly, or Once was selected from tBehedule Taskmenu,
enter &Start Time for the task. Depending on the option selected from the
Schedule Taskmenu theéSchedule Tasksection offers different options.
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Schedule Task Daily Appears when Daily is chos

oy ] o for e tack reuertcy. En
Schedule Task Weskly Appears when Weekly is
Every m weekig)on: [# Mon r s selected for the task

frequency. Enter the

I T”E [+ Sun frequency inveeks and sele
LI the day(s) of the week to ru
[ Thu the task.
[ Fi
Schedule Task Monthly Appears when Monthly is
chosen for the task frequen
o | : .
' e Select eithehe Day of the
C The | ] | | of the monthis) month to run the task, or
select The _  ofthe
Select Morth month(s) and enter a week
M and day (e.qg., the Third Fric
of the month). Click Select
Months to select specific
month(s) to run the task.
Schedule Task Once Appears whe@nce is
Run on: Thorsd i 02,2015 j selected for the task
' o : frequency. Select the date
run the task.
Schedule Task When Ide Appears when When idle is

selected for the task
frequency. Enter the numbe
of minutes that the station
must be idle before running
the task.

20 To set up more than one schedule for this task, enaBleativemultiple
schedulescheck box.

When the computer has been idle for: |10 il minute(s)
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21 Click theAdvancedbutton to access additional scheduling options.

i

Advanced Schedule Options [ B ] & |
Start Date: | Thursday . Aprl 02,2015 |
[V End Date: | Thursday . April 02,2015 |

[v Fepeat task
Every: |10 == | minutes |

Until: ¢ Time: =
* Duration: |1 _|::| hour(s) _|:| minute(s)

[ Ifthe task is still running, stop it at this time.

Ok | Cancel |

22 Enter theStart Dateor use the arrow to select the date from a calendar.

23 Select th&nd Date check box and enter the date to stop running the task or use
the arrow to select the date from a calendar, if needed.

24 Select th®epeat Taskcheck box to configure how often to rpthe task.
Choose to repeat it every selected number of minutes or hours, until a selected time,
or for a selected number of minutes/hours. You can also select to stop the task by
selecting the If the task is still running, stop it at this time check box

25 ClickOK in the Advanced Schedule Options window, thenQiak the Task
Schedule window. The Task Wizard: Scheduling and Security window reappears.
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26 ClickConfigure to set a user name and password to run the task(s). The Window
Security window appears

i "

Window Security @

To run a scheduled task under MANAGERR™, a user name
and password are required. This ensures that the task will
run as long as the computer is on.

Windows Login
| CORPWANAGEiUser

Pazssword
I

[ Remember My Password

Help | Cancel | oK

27 Enter a user name and password. The user identified must have access to all drives
used by OCR for AnyDoc (such as the @buirectory).

™ |
“"If you are using a networked path and a domain name is required, it
must be entered with the user name for the task to run. Check with your
System Administrator to determine if your network settings require a

domain name.

28 Select th®emember My Passworaheck box to carry out the task without
running MANAGEIt. Selecting this check box alsalava®ing prompted every
time you update the task.

29 ClickOK when finished.
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The Scheduling and Securityvindow displays the configured user name.

P

-

Task Wizard: Scheduling and Security @

Schedule
Schedule the task. Multiple schedules can be configured. so that when any of the scheduled

times occur, the Task runs.
Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

User Mame: CORPYMAMNAGE:User

< Back Mext = | Cancel | Help |

30 ClickNext.
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The Task Wizard: AutoFlowwindow is displayed.

P )

Task Wizard: AutoFlow @
MANAGE™ has determined that this Task can be run while AutoFlow is running, nothing further is
required.

< Back Mext = Cancel Help
31 ClickNext.
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TheTask Wizard: Overview and Completionvindow displays information
concerning the task you have just scheduled.

-

e

Task Wizard: Owverview and Completion

All settings have been accepted. You can now create this Task. Verify the information below.
If comect, click Finish. *ou can change these settings at any time.

5

On the following 1 schedules:
At 12:00 AM every Mon of every week, starting 4/2/°2015

Lzing the following notification and logging settings:

Log activity to a log file.
Log activity to the Windows Event Log.

Perform the following:
Purge CAPTURE® Server Database.
Backup Database to C:\ProgramData*AnyDoc \MANAGERLog Db Backup

Compact/Repair Log Database (Access Only) |

< Back | Finish | Cancel Help

32 ClickBack to return to edit a selected task or ¢hclsh to run the task on the

configured schedule. T8ehedulerwindow displays the configured tasks.

Purge CAPTURER At 7:00 Ak every day, starting 4/2/2015

Scheduls:
Last Fur:

Mext Ocourence:

Status:

Help

Scheduler @
Mamne Schedule Nest 0counence Last Result |
Database Backup At 9:00 AM every day, startting 4/2/2015 47342015 9:00:00 Ak
Delete Batch Hist... &t 9:00 &M every day, starting 4/2/2015 47342015 3:00:00 &k

4/3/2015 7:00:00 A

| Close |

Mew Task
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Backup the Log Database

You can schedule log database backups of shenv&i0 default Access log database or

the prior version log database using the MANAGE:It Task Scheduler. The procedure for
scheduling the log database backup task is the same for either database version. You can
not schedule backups of other databasse iyp@ANAGEiIt (e.g., SQL, Oracle, etc.).

Steps
1 Open the MANAGEIt Task Scheduler by performing one of the following steps:
1 SelecBettings | MANAGEIt Task Scheduler.

9 Click theMANAGE:it Task Schedulerbutton @‘. TheSchedulerwindow is

displayed.
Scheduler @
Mame | Schedule | Mest Ocoumence | Lazt Result |
Schedule:
Lazt Rur: Status:
Mest 0coumence:
Mew Tazk Help | Cloze |
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2 ClickNew Task. TheTask Wizard: Task Namewindow is displayed.

F- "

Task Wizard: Task Mame @

Welcome to the Task Wizard. This wizard guides you through setting up a scheduled task. After
each step, click Mext to continue to the nest step. Click Back to go to a previous step. When this
task is completed, click Finish.

Task Mame
Erter a name of the task. The name must be a valid Windows file name. Once the name is
get, it can not be changed.

Corntrol Path To Use
|l:Z"'-EIFﬁ’dDC"‘SEII‘I‘Ip|ES"‘-J3EII‘ItI‘CI| ﬂ

| Cancel | Help

3 IntheTask Namefield, enter a name for themtask. This name must be a valid
DOS long file name. After you enter a task name and go to the next page, the name
cannot be changed. If you enter an invalid character, it appears in red and the station
beeps as a warning.

4 Select &ontrol Path To Use All control paths currently being monitored are
listed.

™ |
"'Each task only applies to one control path. If multiple control paths
are being monitored, you must schedule separate tasks for each control

path.
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5 ClickNext. TheTask Wizard: Logging and Notification window is displayed.

Task Wizard: Logging and Motification @

Logging
[+ Log All Task Information To Text Files
[+ Log Task Information To Windows Event Log

Task information is written to a text file and is located in the AnyDoc'\MANAGE Jobs
directony, under the ProgramData folder.

Ta view information written to the Windows Event Log, use the Event Viewer (which is
located in the Control Panel under Administrative tools).

Motification
[ E-mail Emor Information on Failure

[ E-mail Notification When Task Completes Successfully

ff logging is enabled (@bave), the log file is sent with the e-mail.

< Back MNeat = Cancel Help

6 Select theog All Task Information To Text Files check box to create text files
with a trace of all steps taken by a task while performing its assigned actions.

The log files are created in¥pgramDateAnyDod MANAGEIt\ Jobs and have
the same name as the scheduled task.

7 Select théog Task Information To Windows Event Logcheck box to create a
record of a task's start and end in the Windows Event Log.
Any errors occurring during processing are also recorded in the Windows Event
Log. The Event Log is available fr8tart | Control Panel | Administrative
Tools | Event Viewer. The Event Viewer allows you to see the start and end of
MANAGE:it tasks from othestations.

8 In theNotification area, selectreail notification for one or both of the following:
1 E-Mail Error Information on Failure

1 E-Mail Notification When Task Completes Successfully

Selecting either of thesenail notifications activates the Cguife button. Click
Configure to specify enail recipients. SEemail Alert Notification§paged?).
=
"'If either of the options in the Logging area are selected, the log file is
sent with the e-mail notification.
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9 ClickNext. TheTask Wizard: Add Actionwindow is displayed.

10

11

Task Wizard: Add Action

Choose action(s) to add to this Task. Actions are completed in the order added.

CAPTUREY® Server: Purge CAPTURER® Server Database
E-mail Report Files

QCR Far AnyDoc: Backup Database (Access Only)

QCR For AnyDoc: Compact/Repair Log Database (Access Only)
QCR For AryDoc: Pause AutoFlow Processing

QCR For AryDoc: Purge Audit Database

QCR For AnyDoc: Purge Log Database

QCR Far AmyDoc: Run Audit Database Report

QCR Far AnyDoc: Run Log Database Report

< Back Cancel

Help

L

SelecBackup Databaseand clickNext.
TheBackup Database Configuratiorwindow is displayed.

s

Backup Database Configuration

=

Baze path for backups

C:\ProgramD atatAnyD

[f the database was to be backed up taday, it waould be stared in:

[ atabaze files are stored in a directon under the baze path, bazed on the date at the time of backup

|

C:\ProgramD ata*AnyDochMANAGE IS LogDbB ackup'.20150402

Help Cancel

=]

Enter a base path for the backup copies
OR
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Clicku to browse to the location. When the backmmisMANAGE:iIt takes this
base path and appends a subdirectory based on the current date to it. The default
base path is (ProgramDateAnyDod MANAGEit\ LogDbBackup.

12 ClickOK.

TheTask Wizard: Add Actionwindow is displayed.

Task Wizard: Add Action ==

Add another action to this task?

(" Yes, add another action after the one | just configured
{* Mo, after this action, the task is finished

When the Task runs, the actions complete in the order added. To change this arder, view the
Task properties from the Task Scheduler dialog.

< Back MNead = Cancel Help

13 SeleclYesto add another action to the same task. Repeat previous steps until all
actions have been added

OR
SeleciNo if you have finished adding ans.

14 ClickNext to schedule the task and set appropriate security.
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TheTask Wizard: Scheduling and Securitwindow is displayed.

P )

Task Wizard: Scheduling and Security @

Schedule

Schedule the task. Multiple schedules can be configured. so that when any of the scheduled
times occur, the Task runs.

Task nat cumently scheduled. To schedule the task, click Schedule: Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

|ser Mame:

Corfigure

< Back Mext = Cancel | Help |

15 ClickSchedule
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16

17

18

Task Scheduler

TheTask Schedulewindow is displayed.

Task Schedule @
Schedule |
~
Mew | |
Schedule Task: Start time:

=] = |

QK | Cancel

ClickNew to create a schedule for this task.

You ca create multiple schedules for a single taskcheeluletab reflects the

new schedule that you are creating. Click the arrow for a list of schedules that have
already been created for this task. This field only apjsare imultiple

schedulesis setcted.

Select an option from ti8zhedule Taskmenu to select how frequently the task is
performed.

-
""'It is strongly recommended that you do not schedule tasks to run At
System Startup, At Logon, or When idle. These schedule items require

user intervention.

If Daily, Weekly, Monthly, or Once was selected from tBehedule Taskmenu,
enter &Start Time for the task. Depending on the option selected from the
Schedule Taskmenu theéSchedule Tasksection offers different options.
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Schedule Task Daily Appears when Daily is chos

oy [ o
Schedule Task Weskly Appears when Weekly is
Every m weekig)on: [# Mon r s selected for the task

frequency. Enter the

I T”E [+ Sun frequency in weeks and sel
LI the day(s) of the week to ru
[ Thu the task.
[ Fd
Schedule Task Monthly Appears when Monthly is
chosen for the task frequen
o | - .
' e Select either the Day of the
C The | ] | | of the monthis) month to run the task, or
select The _  ofthe
Select Morth month(s) and enter a week
M and day (e.qg., the Third Fric
of the month). Click Select
Months to select spdcif
month(s) to run the task.
Schedule Tagk Once Appears whef®nce is
Run on: Thorsd i 02,2015 j selected for the task
' o : frequency. Select the date
run the task.
Schedule Task When Idle Appears when When idle is

selected for the task
frequency. Enter the numbe
of minutes that the station
must be idle before running
the task.

19 To set up more than one schedule for this task, enaBledtivemultiple
schedulescheck box.

When the computer has been idle for: |10 il minute(s)
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20 Click theAdvancedbutton to access additional scheduling options.

i

Advanced Schedule Options [ B ] & |
Start Date: | Thursday . Aprl 02,2015 |
[V End Date: | Thursday . April 02,2015 |

[v Fepeat task
Every: |10 == | minutes |

Until: ¢ Time: =
* Duration: |1 _|::| hour(s) _|:| minute(s)

[ Ifthe task is still running, stop it at this time.

Ok | Cancel |

21 Enter theStart Dateor use the arrow to select the date from a calendar.

22 Select th&nd Date check box and enter the date to stop running the task or use
the arrow to select the date from a calendar, if needed.

23 Select th®epeat Taskcheck box to configure how often to repeat the task.
Choose to repeat it every selected number of minutes or hours, until a selected time,
or for a selected number of minutesir® You can also select to stop the task by
selecting the If the task is still running, stop it at this time check box.

24 ClickOK in the Advanced Schedule Options window, then@iak the Task
Schedule window. The Task Wizard: Scheduling and Sendaty mreappears.
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25 ClickConfigure to set a user name and password to run the task(s). The Window
Security window appears.

i "

Window Security @

To run a scheduled task under MANAGERR™, a user name
and password are required. This ensures that the task will
run as long as the computer is on.

Windows Login
| CORPWANAGEiUser

Pazssword
I

[ Remember My Password

Help | Cancel | oK

26 Entera user name and password. The user identified must have access to all drives
used by OCR for AnyDoc (such as the Control directory).

™ |
“"If you are using a networked path and a domain name is required, it
must be entered with the user name for the task to run. Check with your
System Administrator to determine if your network settings require a

domain name.

27 Select th®emember My Passworaheck box to carry out the task without
running MANAGEit. Selecting this check box also avoids being prompted every
time you update the task.

28 ClickOK when finished.
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The Scheduling and Securityvindow displays the configured usenaa

P

-

Task Wizard: Scheduling and Security @

Schedule
Schedule the task. Multiple schedules can be configured. so that when any of the scheduled

times occur, the Task runs.
Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

User Mame: CORPYMAMNAGE:User

< Back Mext = | Cancel | Help |

29 ClickNext.
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The Task Wizard: AutoFlowwindow is displayed.

P )

Task Wizard: AutoFlow @
MANAGE™ has determined that this Task can be run while AutoFlow is running, nothing further is
required.

< Back Mext = Cancel Help
30 ClickNext.
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TheTask Wizard: Overview and Completionvindow displays information
concerning the task you have just scheduled.

f =

Task Wizard: Owverview and Completion

-

All settings have been accepted. You can now create this Task. Verify the information below.
If comect, click Finish. *ou can change these settings at any time.

On the following 1 schedules:
At 12:00 AM every Mon of every week, starting 4/2/°2015

Lzing the following notification and logging settings:

Log activity to a log file.
Log activity to the Windows Event Log.

Perform the following:
Purge CAPTURE® Server Database.
Backup Database to C:\ProgramData*AnyDoc \MANAGERLog Db Backup

Compact/Repair Log Database (Access Only) |

< Back | Finish | Cancel Help

31 ClickBackto return to edit a selected task or éioksh to run the task on the
configured schedule. T8ehedulerwindow displays the configured tasks.

Scheduler @
Mamne Schedule Nest 0counence Last Result |
Database Backup At 9:00 AM every day, startting 4/2/2015 47342015 9:00:00 Ak
Delete Batch Hist... &t 9:00 &M every day, starting 4/2/2015 47342015 3:00:00 &k
Purge CAPTURER At 7:00 Ak every day, starting 4/2/2015 44342015 7:00:00 Ak

Scheduls:
Last Fur: Status:
Mext Ocourence:
MNew Task | Help | Cloze |

Backup the Log Database

You can schedule a task to compact and repair the log database using the MANAGEit
Task Scheduler.
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Steps
1 Open the MANAGEIt Task Scheduler by performing one of the following steps:
1 SelecBettings | MANAGEIt Task Scheduler.

9 Click theMANAGE:it Task Schedulerbutton @‘. TheSchedulerwindow is

displayed.
Scheduler @
Mamne Schedule Nest 0counence Last Result |
Scheduls:
Last Fur: Status:
Mext Ocourence:
MNew Task | | | | | | Help | Cloze |

2 ClickNew Task. TheTask Wizard: TaskName window is displayed.

P

-

Task Wizard: Task Mame @

Welcome to the Task Wizard. This wizard guides you through setting up a scheduled task. After
each step, click Mext to continue to the next step. Click Back to go to a previous step. When this
task iz completed, click Finish.

Task Name

Erter a name of the task. The name must be a valid Windows file name. Once the name is
get, it can not be changed.

Control Path To Use
|c:"-an}rduc"-samples"-ﬂnrltml j

| Cancel | Help
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3 IntheTask Namefield, enter a name for the new task. This name must be a valid
DOS long file naméfter you enter a task name and go to the next page, the name
cannot be changed. If you enter an invalid character, it appears in red and the station
beeps as a warning.

4 Select &ontrol Path To Use All control paths currently being monitored are
listed.
"'Each task only applies to one control path. If multiple control paths
are being monitored, you must schedule separate tasks for each control
path.

5 ClickNext. TheTask Wizard: Logging and Notification window is displayed.

Task Wizard: Logging and Motification @

Logging
[+ Log All Task Information To Text Files
v Log Task Information To Windows Event Log

Task information is written to a text file and is located in the AnyDoc MANAGE Jobs
directory, under the ProgramData folder.

Ta view information written to the Windows Event Log, use the Event Viewer (which is
located in the Control Panel under Administrative tools).

Motification
[ E-mail Emor Information on Failure

[ E-mail Notification When Task Completes Successfully

ff logging is enabled (abave). the log file is sent with the e-mail.

< Back MNead = Cancel Help

6 Select theog All Task Information To Text Files check box to create text files
with a trace of all steps taken by a task while performing its assigned actions.

The log files are created ihnf@pgramDateAnyDod MANAGEiIt\ Jobs and have
the same name as the schelialsk.

7 Select théog Task Information To Windows Event Logcheck box to create a
record of a task’s start and end in the Windows Event Log.

Any errors occurring during processing are also recorded in the Windows Event
Log. The Eventog is available fro8tart | Control Panel | Administrative

Tools | Event Viewer. The Event Viewer allows you to see the start and end of
MANAGE:it tasks from other stations.
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8 In theNotification area, selectreail notification for one or both of the tiling:
1 E-Mail Error Information on Failure

1 E-Mail Notification When Task Completes Successfully

Selecting either of thesenail notifications activates the Configure button. Click
Configure to specify enail recipients. SEemail Alert Notification§page97).

"‘i’lf either of the options in the Logging area are selected, the log file is

sent with the e-mail notification.
9 ClickNext. TheTask Wizard: Add Actionwindow is displayed.

Task Wizard: Add Action 2

Choose action(s) to add to this Task. Actions are completed in the order added.

CAPTUREY® Server: Purge CAPTURER® Server Database
E-mail Report Files

QCR Far AnyDoc: Backup Database (Access Only)

QCR For AnyDoc: Compact/Repair Log Database (Access Only)
QCR For AryDoc: Pause AutoFlow Processing

QCR For AryDoc: Purge Audit Database

QCR For AnyDoc: Purge Log Database

QCR Far AmyDoc: Run Audit Database Report

QCR Far AnyDoc: Run Log Database Report

< Back Cancel Help

L ~

10 SelecCompact/Repair Log Databaseand clickNext.
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TheTask Wizard: Add Actionwindow is displayed.

P )

Task Wizard: Add Action ==

Add another action to this task?

(" Yes, add ancther action after the one | just configured
{* Mo, after this action, the task is finished

When the Task runs, the actions complete in the order added. To change this order, view the
Task properties from the Tagk Scheduler dialog.

< Back Mext = Cancel Help

11 Selectresto add another action to the same task. Repeat previous steps until all
actions have been added

OR
SelecNo if you have finished adding actions.

12 ClickNext to schedule the task and set appropriate security.
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TheTask Wizard: Scheduling and Securitwindow is displayed.

P )

Task Wizard: Scheduling and Security @

Schedule

Schedule the task. Multiple schedules can be configured. so that when any of the scheduled
times occur, the Task runs.

Task nat cumently scheduled. To schedule the task, click Schedule: Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

|ser Mame:

Corfigure

< Back Mext = Cancel | Help |

13 ClickSchedule
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15

16

Task Scheduler

TheTask Schedulewindow is displayed.

Task Schedule @
Schedule |
~
Mew | |
Schedule Task: Start time:

=] = |

QK | Cancel

ClickNew to create a schedule for this task.

You can create multiple schedules for a single taskchéuduletab reflects the

new schedule that you are creating. Click the arrow for a list of schedules that have
already been created for this task. This field only apjsare imultiple

schedulesis selected.

Select an option from ti8zhedule Taskmenu to setd how frequently the task is
performed.

-
""'It is strongly recommended that you do not schedule tasks to run At
System Startup, At Logon, or When idle. These schedule items require

user intervention.

If Daily, Weekly, Monthly, or Once was selected from tBehedule Taskmenu,
enter &Start Time for the task. Depending on the option selected from the
Schedule Taskmenu theéSchedule Tasksection offers different options.
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Schedule Task Daily Appears when Daily is chos

oy ] o for e tack reuertcy. En
Schedule Task Weskly Appears when Weekly is
Every m weekig)on: [# Mon r s selected for the task

frequency. Enter the

I T”E [+ Sun frequency inveeks and sele
LI the day(s) of the week to ru
[ Thu the task.
[ Fi
Schedule Task Monthly Appears when Monthly is
chosen for the task frequen
o | : .
' e Select eithehe Day of the
C The | ] | | of the monthis) month to run the task, or
select The _  ofthe
Select Morth month(s) and enter a week
M and day (e.qg., the Third Fric
of the month). Click Select
Months to select specific
month(s) to run the task.
Schedule Task Once Appears whe@nce is
Run on: Thorsd i 02,2015 j selected for the task
' o : frequency. Select the date
run the task.
Schedule Task When Ide Appears when When idle is

selected for the task
frequency. Enter the numbe
of minutes that the station
must be idle before running
the task.

17 To set up more than one schedule for this task, enaBleativemultiple
schedulescheck box.

When the computer has been idle for: |10 il minute(s)
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18 Click theAdvancedbutton to access additional scheduling options.

i

Advanced Schedule Options [ B ] & |
Start Date: | Thursday . Aprl 02,2015 |
[V End Date: | Thursday . April 02,2015 |

[v Fepeat task
Every: |10 == | minutes |

Until: ¢ Time: =
* Duration: |1 _|::| hour(s) _|:| minute(s)

[ Ifthe task is still running, stop it at this time.

Ok | Cancel |

19 Enter theStart Dateor use the arrow to select the date from a calendar.

20 Select th&nd Date check box and enter the date to stop running the task or use
the arrow to select the date from a calendar, if needed.

21 Select th®epeat Taskcheck box to configure how often to rpthe task.
Choose to repeat it every selected number of minutes or hours, until a selected time,
or for a selected number of minutes/hours. You can also select to stop the task by
selecting the If the task is still running, stop it at this time check box

22 ClickOK in the Advanced Schedule Options window, thenQiKak the Task
Schedule window. The Task Wizard: Scheduling and Security window reappears.
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23 ClickConfigure to set a user name and password to run the task(s). The Window
Security window appears

i "

Window Security @

To run a scheduled task under MANAGERR™, a user name
and password are required. This ensures that the task will
run as long as the computer is on.

Windows Login
| CORPWANAGEiUser

Pazssword
I

[ Remember My Password

Help | Cancel | oK

24 Enter a user name and password. The user identified must have access to all drives
used by OCR for AnyDoc (such as the @buirectory).

™ |
“"If you are using a networked path and a domain name is required, it
must be entered with the user name for the task to run. Check with your
System Administrator to determine if your network settings require a

domain name.

25 Select th®@emember My Passworaheck box to carry out the task without
running MANAGEit. Selecting this check box also avoids being prompted every
time you update the task.

26 ClickOK when finished.
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The Scheduling and Securityvindow displays the configured user name.

P

-

Task Wizard: Scheduling and Security @

Schedule
Schedule the task. Multiple schedules can be configured. so that when any of the scheduled

times occur, the Task runs.
Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

User Mame: CORPYMAMNAGE:User

< Back Mext = | Cancel | Help |

27 ClickNext.

© 2015 Hyland Software, Inc.
159



MANAGEit User Guide OnBase AnyDoc 15

Task Scheduler

TheTask Wizard: AutoFlowwindow is displayed. This window informs you that
MANAGEIt must pause AutoFlow while running the task.

I Y

Task Wizard: AutoFlow @

it is required that AutoFlow be tumed off for one or more operations in this Task. MANAGE:™ will
attempt to pause and resume AutoFow when this Task uns.

= Back Mext = Cancel Help

28 ClickNext.
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TheTask Wizard: Overview and Completionvindow displays information
concerning the task you have just scheéddule

f =

Task Wizard: Owverview and Completion

-

All settings have been accepted. You can now create this Task. Verify the information below.
If comect, click Finish. *ou can change these settings at any time.

On the following 1 schedules:
At 12:00 AM every Mon of every week, starting 4/2/°2015

Lzing the following notification and logging settings:

Log activity to a log file.
Log activity to the Windows Event Log.

Perform the following:
Purge CAPTURE® Server Database.
Backup Database to C:\ProgramData*AnyDoc \MANAGERLog Db Backup

Compact/Repair Log Database (Access Only) |

< Back | Finish | Cancel Help

29 ClickBack to return to edit a selected task or ¢ioksh to run the task on the
configured schedule. T8ehedulerwindow displays the configured tasks.

Scheduler @
Mamne Schedule Nest 0counence Last Result |
Database Backup At 9:00 AM every day, startting 4/2/2015 47342015 9:00:00 Ak
Delete Batch Hist... &t 9:00 &M every day, starting 4/2/2015 47342015 3:00:00 &k
Purge CAPTURER At 7:00 Ak every day, starting 4/2/2015 44342015 7:00:00 Ak

Scheduls:
Last Fur: Status:
Mext Ocourence:
MNew Task | Help | Cloze |

Purge the Log Database

You can schedule to purge records older than a specified number of days from the either
the version 4.0 log database or the prior version log database using the Task Scheduler.
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Steps
1 Open the MANAGEIt Task Scheduler by performing one of the following steps:
1 SelecBettings | MANAGEIt Task Scheduler.

9 Click theMANAGE:it Task Schedulerbutton @‘. TheSchedulerwindow is

displayed.
Scheduler @
Mamne Schedule Nest 0counence Last Result |
Scheduls:
Last Fur: Status:
Mext Ocourence:
MNew Task | | | | | | Help | Cloze |

2 ClickNew Task. TheTask Wizard: Task Namewindow is displayed.

P

-

Task Wizard: Task Mame @

Welcome to the Task Wizard. This wizard guides you through setting up a scheduled task. After
each step, click Mext to continue to the next step. Click Back to go to a previous step. When this
task iz completed, click Finish.

Task Name

Erter a name of the task. The name must be a valid Windows file name. Once the name is
get, it can not be changed.

Control Path To Use
|c:"-an}rduc"-samples"-ﬂnrltml j

| Cancel | Help
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3 IntheTask Namefield, enter a name for the new task. This name must be a valid
DOS long file name. After you enter a task name and go to the next page, the name
cannot be changed. If you enter an invalid character, it appears in red and the station
beeps as a warning.

4 Select &ontrol Path To Use All control paths currently being monitored are
listed.
"'Each task only applies to one control path. If multiple control paths
are being monitored, you must schedule separate tasks for each control
path.

5 ClickNext. TheTask Wizard: Logging and Notification window is displayed.

Task Wizard: Logging and Motification @

Logging
[+ Log All Task Information To Text Files
v Log Task Information To Windows Event Log

Task information is written to a text file and is located in the AnyDoc MANAGE Jobs
directory, under the ProgramData folder.

Ta view information written to the Windows Event Log, use the Event Viewer (which is
located in the Control Panel under Administrative tools).

Motification
[ E-mail Emor Information on Failure

[ E-mail Notification When Task Completes Successfully

ff logging is enabled (abave). the log file is sent with the e-mail.

< Back MNead = Cancel Help

6 Select theog All Task Information To Text Files check box to create text files
with a trace of all steps taken by a task while performing its assigned actions.

The log files are created ihn@pgramDateAnyDod MANAGEIt\ Jobs and have
the same name as the scheduled task.

7 Select théog Task Information To Windows Event Logcheck box to create a
record of a task’s start and end in the Windows Event Log.

Any errors occurring during processing are also recorded in the Windows Event
Log. The Event Log is available frStart | Control Panel | Administrative

Tools | Event Viewer. The Event Viewer allows you to see the start and end of
MANAGE:it tasks from othestations.
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8 In theNotification area, selectreail notification for one or both of the following:
1 E-Mail Error Information on Failure

1 E-Mail Notification When Task Completes Successfully

Selecting either of thesenail notifications activates the Cguaife button. Click
Configure to specify enail recipients. SEemail Alert Notification§paged?).

"*’If either of the options in the Logging area are selected, the log file is

sent with the e-mail notification.
9 ClickNext. TheTask Wizard: Add Actionwindow is displayed.

Task Wizard: Add Action 2

Choose action(s) to add to this Task. Actions are completed in the order added.

CAPTUREY® Server: Purge CAPTURER® Server Database
E-mail Report Files

QCR Far AnyDoc: Backup Database (Access Only)

QCR For AnyDoc: Compact/Repair Log Database (Access Only)
QCR For AryDoc: Pause AutoFlow Processing

QCR For AryDoc: Purge Audit Database

QCR For AnyDoc: Purge Log Database

QCR Far AmyDoc: Run Audit Database Report

QCR Far AnyDoc: Run Log Database Report

< Back Cancel Help

L ~

10 SelecPurge Log Databasdrom the Task Wizard: Add Action window and click
Next. The Log Database Purge Criteria window is displayed.

e "

Purge Log Database @

Purge Records Older Than (Days) | 7 |Z|

[ Committed Batches
| Deleted Batches

Help Cancel | K |
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11 In thePurge data older than ___ DayBeld, enter the number of days of data to

12

13

14

retain in the database
OR

Click the arrow to the right of the field to select the date from a calendar and click
OK. Data older than this date is purged.

Purge Log Database @
Purge Records Qlder Than (Days) | 21 IZI

[ Committed Batches ﬂ March, 2015 ﬂ
[ Deleted Batches

1 2 3 4
Help Cancel | 2 9 10 11

]
]

ml"\.

15 16 17 18

22 23 24 25
29 30 31 1

= aToday: 4/2/2015

Enable th&Committed Batchescheck box to purge committed batch information
older than the specified number of days.

I\JHEELHB:
i
]

o b

Enable thédeleted Batchescheck box to purge information for deleted batches
older than the specified number of days.

ClickOK.

© 2015 Hyland Software, Inc.
165



MANAGEit User Guide OnBase AnyDoc 15

Task Scheduler

TheTask Wizard: Add Actionwindow is displayed.

P )

Task Wizard: Add Action ==

Add another action to this task?

(" Yes, add ancther action after the one | just configured
{* Mo, after this action, the task is finished

When the Task runs, the actions complete in the order added. To change this order, view the
Task properties from the Tagk Scheduler dialog.

< Back Mext = Cancel Help |

15 Selectresto add another action to the same task. Repeat previous stelps until a
actions have been added

OR
SelecNo if you have finished adding actions.

16 ClickNext to schedule the task and set appropriate security.
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TheTask Wizard: Scheduling and Securitwindow is displayed.

P )

Task Wizard: Scheduling and Security @

Schedule

Schedule the task. Multiple schedules can be configured. so that when any of the scheduled
times occur, the Task runs.

Task nat cumently scheduled. To schedule the task, click Schedule: Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

|ser Mame:

Corfigure

< Back Mext = Cancel | Help |

17 ClickSchedule
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18

19

20

TheTask Schedulewindow is displayed.

Task Schedule @
Schedule |
~
Mew | |
Schedule Task: Start time:

=] = |

QK | Cancel

ClickNew to create a schedule for this task.

You can create multiple schedules for a single taskchéuduletab reflects the

new schedule that you are creating. Click the arrow for a list of schedules that have
already been created flois task. This field only appeaShbw multiple

schedulesis selected.

Select an option from ti8zhedule Taskmenu to select how frequently the task is
performed.

-
""'It is strongly recommended that you do not schedule tasks to run At
System Startup, At Logon, or When idle. These schedule items require

user intervention.

If Daily, Weekly, Monthly, or Once was selected from tBehedule Taskmenu,
enter &Start Time for the task. Depending on the option selected from the
Schedule Taskmenu theéSchedule Tasksection offers different options.
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Schedule Task Daily Appears when Daily is chos

oy [ o
Schedule Task Weskly Appears when Weekly is
Every m weekig)on: [# Mon r s selected for the task

frequency. Enter the

I T”E [+ Sun frequency in weeks and sel
LI the day(s) of the week to ru
[ Thu the task.
[ Fd
Schedule Task Monthly Appears when Monthly is
chosen for the task frequen
o | - .
' e Select either the Day of the
C The | ] | | of the monthis) month to run the task, or
select The _  ofthe
Select Morth month(s) and enter a week
M and day (e.qg., the Third Fric
of the month). Click Select
Months to select spdcif
month(s) to run the task.
Schedule Tagk Once Appears whef®nce is
Run on: Thorsd i 02,2015 j selected for the task
' o : frequency. Select the date
run the task.
Schedule Task When Idle Appears when When idle is

selected for the task
frequency. Enter the numbe
of minutes that the station
must be idle before running
the task.

21 To set up more than one schedule for this task, enaBleativenultiple
schedulescheck box.

When the computer has been idle for: |10 il minute(s)
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22 Click theAdvancedbutton to access additional scheduling options.

i

Advanced Schedule Options [ B ] & |
Start Date: | Thursday . Aprl 02,2015 |
[V End Date: | Thursday . April 02,2015 |

[v Fepeat task
Every: |10 == | minutes |

Until: ¢ Time: =
* Duration: |1 _|::| hour(s) _|:| minute(s)

[ Ifthe task is still running, stop it at this time.

Ok | Cancel |

23 Enter theStart Dateor use the arrow to select the date from a calendar.

24 Select th&nd Date check box and enter the date to stop running the task or use
the arrow to select the date from a calendar, if needed.

25 Select th®epeat Taskcheck box to configure how often to repeat the task.
Choose to repeat it every selected number of minutes gruilra selected time,
or for a selected number of minutes/hours. You can also select to stop the task by
selecting the If the task is still running, stop it at this time check box.

26 ClickOK in the Advanced Schedule Options window, thenQiak theTask
Schedule window. The Task Wizard: Scheduling and Security window reappears.
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27 ClickConfigure to set a user name and password to run the task(s). The Window
Security window appears.

i "

Window Security @

To run a scheduled task under MANAGERR™, a user name
and password are required. This ensures that the task will
run as long as the computer is on.

Windows Login
| CORPWANAGEiUser

Pazssword
I

[ Remember My Password

Help | Cancel | oK

28 Enter a user name and password. The user identified must have access to all drives
used by OCR for AnyDoc (such as the Control directory).

™ |
“"If you are using a networked path and a domain name is required, it
must be entered with the user name for the task to run. Check with your
System Administrator to determine if your network settings require a

domain name.

29 Select th®@emember My Passworaheck box to carry out the task without
running MANAGEit. Selecting this check box also avoids being prompted every
time you update the task.

30 ClickOK when finished.
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The Scheduling and Securityvindow displays the configured user name.

P

-

Task Wizard: Scheduling and Security @

Schedule
Schedule the task. Multiple schedules can be configured. so that when any of the scheduled

times occur, the Task runs.
Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

User Mame: CORPYMAMNAGE:User

< Back Mext = | Cancel | Help |

31 ClickNext.
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The Task Wizard: AutoFlowwindow is displayed.

P )

Task Wizard: AutoFlow @
MANAGE™ has determined that this Task can be run while AutoFlow is running, nothing further is
required.

< Back Mext = Cancel Help
32 ClickNext.
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TheTask Wizard: Overview and Completionvindow displays information
concerning the task you have just scheéddule

-

e

Task Wizard: Owverview and Completion

All settings have been accepted. You can now create this Task. Verify the information below.
If comect, click Finish. *ou can change these settings at any time.

5

On the following 1 schedules:
At 12:00 AM every Mon of every week, starting 4/2/°2015

Lzing the following notification and logging settings:

Log activity to a log file.
Log activity to the Windows Event Log.

Perform the following:
Purge CAPTURE® Server Database.
Backup Database to C:\ProgramData*AnyDoc \MANAGERLog Db Backup

Compact/Repair Log Database (Access Only) |

< Back | Finish | Cancel Help

33 ClickBack to return to edit a selected task or #&ioksh to run the task on the

configured schedule. T8ehedulerwindow displays the configured tasks.

Purge CAPTURER At 7:00 Ak every day, starting 4/2/2015

Scheduls:
Last Fur:

Mext Ocourence:

Status:

Help

Scheduler @
Mamne Schedule Nest 0counence Last Result |
Database Backup At 9:00 AM every day, startting 4/2/2015 47342015 9:00:00 Ak
Delete Batch Hist... &t 9:00 &M every day, starting 4/2/2015 47342015 3:00:00 &k

4/3/2015 7:00:00 A

| Close |

Mew Task
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AutoFlow Processing Pause

The Pause AutoFlow Processing action causes MANAGEIt to wait the specified length
of time before continuing AutoFlow on all stations. This action is useful when you have
nonMANAGE:iIt jobs scheduled to run (such as hard drive backups) and want to
schedule AutoFlow to pause during the backup. You can schedule AutoFlow to pause
using the Task Scheduler.

If MANAGE:It pauses an OCR for AnyDoc station and a user attempts to start
Autoflow manually, then the station displays a warning message. This notification
requires OCR for AnyDoc 5.0.5 or higher.

Steps
1 Open the MANAGEIt Task Scheduler by performing one of the following steps:
1 SelecBettings | MANAGEIt Task Scheduler.

1 Click theMANAGE:it Task Schedulerbutton @‘. TheSchedulerwindow is

displayed.
Scheduler @
Mame | Schedule | Mest Ocoumence | Lazt Result |
Schedule:
Lazt Rur: Status:
Mest 0coumence:
Mew Tazk Help | Cloze |
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2 ClickNew Task. TheTask Wizard: Task Namewindow is displayed.

F- "

Task Wizard: Task Mame @

Welcome to the Task Wizard. This wizard guides you through setting up a scheduled task. After
each step, click Mext to continue to the nest step. Click Back to go to a previous step. When this
task is completed, click Finish.

Task Mame
Erter a name of the task. The name must be a valid Windows file name. Once the name is
get, it can not be changed.

Corntrol Path To Use
|l:Z"'-EIFﬁ’dDC"‘SEII‘I‘Ip|ES"‘-J3EII‘ItI‘CI| ﬂ

| Cancel | Help

3 IntheTask Namefield, enter a name for the new task. This name must be a valid
DOS long file name. After you enter a task name and go to the next page, the name
cannot be changed. If you enter an invalid character, it appears in red and the station
beeps as a warning.

4 Select &ontrol Path To Use All control paths currently being mored are
listed.

™ |
"'Each task only applies to one control path. If multiple control paths
are being monitored, you must schedule separate tasks for each control

path.
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5 ClickNext. TheTask Wizard: Logging and Notification window is displayed.

Task Wizard: Logging and Motification @

Logging
[+ Log All Task Information To Text Files
[+ Log Task Information To Windows Event Log

Task information is written to a text file and is located in the AnyDoc'\MANAGE Jobs
directony, under the ProgramData folder.

Ta view information written to the Windows Event Log, use the Event Viewer (which is
located in the Control Panel under Administrative tools).

Motification
[ E-mail Emor Information on Failure

[ E-mail Notification When Task Completes Successfully

ff logging is enabled (@bave), the log file is sent with the e-mail.

< Back MNeat = Cancel Help

6 Select theog All Task Information To Text Files check box to create text files
with a trace of all steps taken by a task while performing its assigned actions.

The log files are created in¥pgramDateAnyDod MANAGEIit\ Jobs and have
the same nanes the scheduled task.

7 Select théog Task Information To Windows Event Logcheck box to create a
record of a task's start and end in the Windows Event Log.
Any errors occurring during processing are also recorded in the Windows Event
Log. The Event Lot available fror8tart | Control Panel | Administrative
Tools | Event Viewer. The Event Viewer allows you to see the start and end of
MANAGE:it tasks from other stations.

8 In theNotification area, selectreail notification for one or both of the followi
1 E-Mail Error Information on Failure

1 E-Mail Notification When Task Completes Successfully

Selecting either of thesenail notifications activates the Configure button. Click
Configure to specify enail recipients. SEemail Alert Notification§paged?).
=
"'If either of the options in the Logging area are selected, the log file is
sent with the e-mail notification.
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9 ClickNext. TheTask Wizard: Add Actionwindow is displayed.

Task Wizard: Add Action

Choose action(s) to add to this Task. Actions are completed in the order added.

CAPTUREY® Server: Purge CAPTURER® Server Database
E-mail Report Files

QCR Far AnyDoc: Backup Database (Access Only)

QCR For AnyDoc: Compact/Repair Log Database (Access Only)
QCR For AryDoc: Pause AutoFlow Processing

QCR For AryDoc: Purge Audit Database

QCR For AnyDoc: Purge Log Database

QCR Far AmyDoc: Run Audit Database Report

QCR Far AnyDoc: Run Log Database Report

< Back | Cancel Help

10 SelecPause AutoFlow Processinfrom theTask Wizard: Add Actionwindow
and clickNext.
ThePause AutoFlow Timewindow is displayed.

P "

Pause AutoFlow Time @

Pause Far: |1 Ceconds j

Help | Cancel | | ok |

11 In thePause Forfield, enter a number and select a time increment to pause
AutoFlow.

12 ClickOK.
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TheTask Wizard: Add Actionwindow is displayed.

P )

Task Wizard: Add Action ==

Add another action to this task?

(" Yes, add ancther action after the one | just configured
{* Mo, after this action, the task is finished

When the Task runs, the actions complete in the order added. To change this order, view the
Task properties from the Tagk Scheduler dialog.

< Back Mext = Cancel Help

13 Selectresto add another action to the same task. Repeat previous steps until all
actions have been added

OR
SelecNo if you have finished adding actions.

14 ClickNext to schedule the task and set appropriate security.
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TheTask Wizard: Schedulg and Securitywindow is displayed.

P )

Task Wizard: Scheduling and Security @

Schedule

Schedule the task. Multiple schedules can be configured. so that when any of the scheduled
times occur, the Task runs.

Task nat cumently scheduled. To schedule the task, click Schedule: Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

|ser Mame:

Corfigure

< Back Mext = Cancel | Help |

15 ClickSchedule
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17

18

Task Scheduler

TheTask Schedulewindow is displayed.

Task Schedule @
Schedule |
~
Mew | |
Schedule Task: Start time:

=] = |

QK | Cancel

ClickNew to create a schedule for this task.

You can create multiple schedules for a single taskchéuduletab reflects the

new schedule thatyare creating. Click the arrow for a list of schedules that have
already been created for this task. This field only apjsare imultiple

schedulesis selected.

Select an option from ti8zhedule Taskmenu to select how frequently the task is
performed.

-
""'It is strongly recommended that you do not schedule tasks to run At
System Startup, At Logon, or When idle. These schedule items require

user intervention.

If Daily, Weekly, Monthly, or Once was selected from tBehedule Taskmenu,
enter &Start Time for the task. Depending on the option selected from the
Schedule Taskmenu theéSchedule Tasksection offers different options.
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Schedule Task Daily Appears when Daily is chos

oy ] o for e tack reuertcy. En
Schedule Task Weskly Appears when Weekly is
Every m weekig)on: [# Mon r s selected for the task

frequency. Enter the

I T”E [+ Sun frequency inveeks and sele
LI the day(s) of the week to ru
[ Thu the task.
[ Fi
Schedule Task Monthly Appears when Monthly is
chosen for the task frequen
o | : .
' e Select eithehe Day of the
C The | ] | | of the monthis) month to run the task, or
select The _  ofthe
Select Morth month(s) and enter a week
M and day (e.qg., the Third Fric
of the month). Click Select
Months to select specific
month(s) to run the task.
Schedule Task Once Appears whe@nce is
Run on: Thorsd i 02,2015 j selected for the task
' o : frequency. Select the date
run the task.
Schedule Task When Ide Appears when When idle is

selected for the task
frequency. Enter the numbe
of minutes that the station
must be idle before running
the task.

19 To set up more than one schedule for this task, enaBledtivemultiple
schedulescheck box.

When the computer has been idle for: |10 il minute(s)
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20 Click theAdvancedbutton to access additional scheduling options.

i

Advanced Schedule Options [ B ] & |
Start Date: | Thursday . Aprl 02,2015 |
[V End Date: | Thursday . April 02,2015 |

[v Fepeat task
Every: |10 == | minutes |

Until: ¢ Time: =
* Duration: |1 _|::| hour(s) _|:| minute(s)

[ Ifthe task is still running, stop it at this time.

Ok | Cancel |

21 Enter theStart Dateor use the arrow to select the date from a calendar.

22 Select th&nd Date check box and enter the date to stop running the task or use
the arrow to select the date from a calendar, if needed.

23 Select th®epeat Taskcheck box to configure how often to r&pthe task.
Choose to repeat it every selected number of minutes or hours, until a selected time,
or for a selected number of minutes/hours. You can also select to stop the task by
selecting the If the task is still running, stop it at this time check box

24 ClickOK in the Advanced Schedule Options window, then@iak the Task
Schedule window. The Task Wizard: Scheduling and Security window reappears.
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25 ClickConfigure to set a user name and password to run the task(s). The Window
Security window appears

i "

Window Security @

To run a scheduled task under MANAGERR™, a user name
and password are required. This ensures that the task will
run as long as the computer is on.

Windows Login
| CORPWANAGEiUser

Pazssword
I

[ Remember My Password

Help | Cancel | oK

26 Enter a user name and password. The user identified must have access to all drives
used by OCR for AnyDoc (such as the @buirectory).

™ |
“"If you are using a networked path and a domain name is required, it
must be entered with the user name for the task to run. Check with your
System Administrator to determine if your network settings require a

domain name.

27 Select th®emember My Passworaheck box to carry out the task without
running MANAGEit. Selecting this check box also avoids being prompted every
time you update the task.

28 ClickOK when finished.
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The Scheduling and Securityvindow displays the configured user name.

P

-

Task Wizard: Scheduling and Security @

Schedule
Schedule the task. Multiple schedules can be configured. so that when any of the scheduled

times occur, the Task runs.
Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

User Mame: CORPYMAMNAGE:User

< Back Mext = | Cancel | Help |

29 ClickNext.
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The Task Wizard: AutoFlowwindow is displayed.

P )

Task Wizard: AutoFlow @
MANAGE™ has determined that this Task can be run while AutoFlow is running, nothing further is
required.

< Back Mext = Cancel Help
30 ClickNext.
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TheTask Wizard: Overview and Completionvindow displays information
concerning the task you have just scheduled.

f =

Task Wizard: Owverview and Completion

-

All settings have been accepted. You can now create this Task. Verify the information below.
If comect, click Finish. *ou can change these settings at any time.

On the following 1 schedules:
At 12:00 AM every Mon of every week, starting 4/2/°2015

Lzing the following notification and logging settings:

Log activity to a log file.
Log activity to the Windows Event Log.

Perform the following:
Purge CAPTURE® Server Database.
Backup Database to C:\ProgramData*AnyDoc \MANAGERLog Db Backup

Compact/Repair Log Database (Access Only) |

< Back | Finish | Cancel Help

31 ClickBackto return to edit a selected task or éioksh to run the task on the
configured schedule. T8ehedulerwindow displays the configured tasks.

Scheduler @
Mamne Schedule Nest 0counence Last Result |
Database Backup At 9:00 AM every day, startting 4/2/2015 47342015 9:00:00 Ak
Delete Batch Hist... &t 9:00 &M every day, starting 4/2/2015 47342015 3:00:00 &k

4/3/2015 7:00:00 A

Purge CAPTURER At 7:00 Ak every day, starting 4/2/2015

Scheduls:
Last Fur:

Mext Ocourence:

Status:

Help | Cloze |

Mew Task
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Log Database Reports

Log database reports can be scheduled to run at specified time(s) using the Task
Scheduler. The procedure is the same whether you are scheduling reports from the
version 4.0 log database or from the prior version log database.

Steps

1 Open the MANAGEIt Task Scheduler by performing one of the following steps:
1 SelecBettings | MANAGEIt Task Scheduler.

M Click theMANAGE:it Task Schedulerbutton @‘. TheSchedulerwindow is

displayed.

Scheduler

==

Marne Schedule

Mext Ocournrence

Last Result |

Scheduls:
Last Fur:
Mext Ocourence:

Mew Task

Status:

Help

| Close |

© 2015 Hyland Software, Inc.
188



OnBase AnyDoc 15 MANAGE:it User Guide

Task Scheduler

2 ClickNew Task. TheTask Wizard: Task Namewindow is displyed.

F- "

Task Wizard: Task Mame @

Welcome to the Task Wizard. This wizard guides you through setting up a scheduled task. After
each step, click Mext to continue to the nest step. Click Back to go to a previous step. When this
task is completed, click Finish.

Task Mame
Erter a name of the task. The name must be a valid Windows file name. Once the name is
get, it can not be changed.

Corntrol Path To Use
|l:Z"'-EIFﬁ’dDC"‘SEII‘I‘Ip|ES"‘-J3EII‘ItI‘CI| ﬂ

| Cancel | Help

3 IntheTask Namefield, enter a name for the new task. This name must be a valid
DOS long file name. After you enteasktname and go to the next page, the name
cannot be changed. If you enter an invalid character, it appears in red and the station
beeps as a warning.

4 Select &ontrol Path To Use All control paths currently being monitored are
listed.

™ |
"'Each task only applies to one control path. If multiple control paths
are being monitored, you must schedule separate tasks for each control

path.
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5

6

ClickNext. TheTask Wizard: Logging and Notification window is displayed.

Task Wizard: Logging and Motification @

Logging
[+ Log All Task Information To Text Files
[+ Log Task Information To Windows Event Log

Task information is written to a text file and is located in the AnyDoc'\MANAGE Jobs
directony, under the ProgramData folder.

Ta view information written to the Windows Event Log, use the Event Viewer (which is
located in the Control Panel under Administrative tools).

Motification
[ E-mail Emor Information on Failure

[ E-mail Notification When Task Completes Successfully

ff logging is enabled (@bave), the log file is sent with the e-mail.

< Back MNeat = Cancel Help

Select theog All Task Information To Text Files check box to create text files
with a trace of all steps taken by a task while performing its assigned actions.

The log files are created in¥pgramDateAnyDod MANAGEIit\ Jobs and have
the same name as the scheduled task.

Select theéog Task Information To Windows Event Logcheck box to create a
record of a task's start and end in the Windows Event Log.

Any errors occurring during processing are also recorded in the Windows Event
Log. The Event Log is available fr8tart | Control Panel | Administrative

Tools | Event Viewer. The Event Viewer allows you to see the start and end of
MANAGE:it tasks from other stations.

In the Notification area, selectraeail notification for one or both of the following:
1 E-Mail Error Information on Failure

1 E-Mail Notification When Task Completes Successfully

Selecting either of thesenail notifications activates the Configure button. Click
Configure to specify enail recipients. SEemail Alert Notification§paged?).
=
"'If either of the options in the Logging area are selected, the log file is
sent with the e-mail notification.
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9 ClickNext. TheTask Wizard: Add Actionwindow is displayed.

Task Wizard: Add Action

Choose action(s) to add to this Task. Actions are completed in the order added.

CAPTUREY® Server: Purge CAPTURER® Server Database
E-mail Report Files

QCR Far AnyDoc: Backup Database (Access Only)

QCR For AnyDoc: Compact/Repair Log Database (Access Only)
QCR For AryDoc: Pause AutoFlow Processing

QCR For AryDoc: Purge Audit Database

QCR For AnyDoc: Purge Log Database

QCR Far AmyDoc: Run Audit Database Report

QCR Far AnyDoc: Run Log Database Report

< Back Cancel Help

10 SelecOCR for Anydoc: Run Log Database Repoftom the Task Wizard: Add
Action window and cliddext. The Print Report window is displayed.

P "

Print Report @
Report
|E: 4ProgramD atatdnyDocMMAMNAGE it FeportsiLog D atabase]

| k. | Cancel |
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11 Select a report from the drdpwn list and clic®K. The Crystal Reports window is
displayed.
Crystal Reports FX|

Output l Select ar Enter Start Date] Select ar Enter End Date]

f* Default Printer
" Crystal Beports File [.rpt)
" Portable Document Farmat [pdf)

File Mame:

=

] | Cancel |

12 Enable an output destination radio button for the report.
13 If the Crystal Reports File (.rpt) or Portable Document Format (.pdf) radio button is
enabled, enterrale Name for the report file, or cIicE] to browse to a location.

14 Click theSelect orEnter Start Datetab to configure the beginning date of the
report.

Crystal Reports F§|

Output  Select or Enter Start Date ] Select or Enter End Date]

o+ Abaays Use Curent Date

" Always Daps Befaore Current D ate

" Always Use: | J

" Always Use Relative O ate: J

] | Cancel |

15 Enable a radio button to specify when the report should begin running. Options
include:
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1 Always Use Current DateUse the day the report is generated as the beginning
date.

1 Always __ Days Before Current DatMake the beginning date for the report
the specified number of days before the day the report is generated.

1 Always Use Enter a static beginning date for the report or select a date from a
calendar. The same beginning date is used each time thegeperatsd.

1 Always Use Relative DateUse the same date in relation to the current day
each time the report is generated.

16 Click theSelect orEnter End Date tab to configure the end date of the report. The
choices for the report end date are the same the foegin date.

Crystal Reports P§|

Output | Select or Enter Start Date  Select or Enter End Date ]

f* Always Use Current D ate

7 Abaays Drays Before Current Date

7 Abways Use: | J

" Always Use Belative O ate: J

] | Cancel |

17 ClickOK.

© 2015 Hyland Software, Inc.
193



MANAGEit User Guide OnBase AnyDoc 15

Task Scheduler

TheTask Wizard: Add Actionwindow is displayed.

P )

Task Wizard: Add Action ==

Add another action to this task?

(" Yes, add ancther action after the one | just configured
{* Mo, after this action, the task is finished

When the Task runs, the actions complete in the order added. To change this order, view the
Task properties from the Tagk Scheduler dialog.

< Back Mext = Cancel Help

18 Selectresto add another action to the same task. Repeat previous steps until all
actions have been added

OR
SelecNo if you have finished adding actions.

19 ClickNext to schedule the task and set appropriate security.
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TheTask Wizard: Scheduling and Securitwindow is displayed.

P )

Task Wizard: Scheduling and Security @

Schedule

Schedule the task. Multiple schedules can be configured. so that when any of the scheduled
times occur, the Task runs.

Task nat cumently scheduled. To schedule the task, click Schedule: Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

|ser Mame:

Corfigure

< Back Mext = Cancel | Help |

20 ClickSchedule
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21

22

23

TheTask Schedulewindow is displayed.

Task Schedule @
Schedule |
~
Mew | |
Schedule Task: Start time:

=] = |

QK | Cancel

ClickNew to create a schedule for this task.

You can create multiple sdles for a single task. Baheduletab reflects the

new schedule that you are creating. Click the arrow for a list of schedules that have
already been created for this task. This field only apjsare imultiple

schedulesis selected.

Select an option from ti8zhedule Taskmenu to select how frequently the task is
performed.

-
""'It is strongly recommended that you do not schedule tasks to run At
System Startup, At Logon, or When idle. These schedule items require

user intervention.

If Daily, Weekly, Monthly, or Once was selected from tBehedule Taskmenu,
enter &Start Time for the task. Depending on the option selected from the
Schedule Taskmenu theéSchedule Tasksection offers different options.
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Schedule Task Daily Appears when Daily is chos

oy [ o
Schedule Task Weskly Appears when Weekly is
Every m weekig)on: [# Mon r s selected for the task

frequency. Enter the

I T”E [+ Sun frequency in weeks and sel
LI the day(s) of the week to ru
[ Thu the task.
[ Fd
Schedule Task Monthly Appears when Monthly is
chosen for the task frequen
o | - .
' e Select either the Day of the
C The | ] | | of the monthis) month to run the task, or
select The _  ofthe
Select Morth month(s) and enter a week
M and day (e.qg., the Third Fric
of the month). Click Select
Months to select spdcif
month(s) to run the task.
Schedule Tagk Once Appears whef®nce is
Run on: Thorsd i 02,2015 j selected for the task
' o : frequency. Select the date
run the task.
Schedule Task When Idle Appears when When idle is

selected for the task
frequency. Enter the numbe
of minutes that the station
must be idle before running
the task.

24 To set up more than one schedule for this task, enaBleativemultiple
schedulescheck box.

When the computer has been idle for: |10 il minute(s)
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25 Click theAdvancedbutton to access additional scheduling options.

i

Advanced Schedule Options [ B ] & |
Start Date: | Thursday . Aprl 02,2015 |
[V End Date: | Thursday . April 02,2015 |

[v Fepeat task
Every: |10 == | minutes |

Until: ¢ Time: =
* Duration: |1 _|::| hour(s) _|:| minute(s)

[ Ifthe task is still running, stop it at this time.

Ok | Cancel |

26 Enter theStart Dateor use the arrow to select the date from a calendar.

27 Select th&nd Date check box and enter the date to stop running the task or use
the arrow to select the date from a calendar, if needed.

28 Select th®epeat Taskcheck box to configure how often to repeat the task.
Choose to repeat it every selected number of minutes gruilra selected time,
or for a selected number of minutes/hours. You can also select to stop the task by
selecting the If the task is still running, stop it at this time check box.

29 ClickOK in the Advanced Schedule Options window, thenQak theTask
Schedule window. The Task Wizard: Scheduling and Security window reappears.
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30 ClickConfigureto set a user name and password to run the task(s). The Window
Security window appears.

i "

Window Security @

To run a scheduled task under MANAGERR™, a user name
and password are required. This ensures that the task will
run as long as the computer is on.

Windows Login
| CORPWANAGEiUser

Pazssword
I

[ Remember My Password

Help | Cancel | oK

31 Enter a user name and password. The user identified must have access to all drives
used by OCR for AnyDoc (such as the Control directory).

™ |
“"If you are using a networked path and a domain name is required, it
must be entered with the user name for the task to run. Check with your
System Administrator to determine if your network settings require a

domain name.

32 Select thRemember My Passworaheck box to carry out the task without
running MANAGEit. Selecting this check box also avoids being prompted every
time you update the task.

33 ClickOK when finished.
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The Scheduling and Securityvindow displays the configured user name.

P

-

Task Wizard: Scheduling and Security @

Schedule
Schedule the task. Multiple schedules can be configured. so that when any of the scheduled

times occur, the Task runs.
Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

User Mame: CORPYMAMNAGE:User

< Back Mext = | Cancel | Help |

34 ClickNext.
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The Task Wizard: AutoFlowwindow is displayed.

P )

Task Wizard: AutoFlow @
MANAGE™ has determined that this Task can be run while AutoFlow is running, nothing further is
required.

< Back Mext = Cancel Help
35 ClickNext.
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TheTask Wizard: Overview and Completionvindow displays information
concerning the task you have just scheduled.

f =

Task Wizard: Owverview and Completion

-

All settings have been accepted. You can now create this Task. Verify the information below.
If comect, click Finish. *ou can change these settings at any time.

On the following 1 schedules:
At 12:00 AM every Mon of every week, starting 4/2/°2015

Lzing the following notification and logging settings:

Log activity to a log file.
Log activity to the Windows Event Log.

Perform the following:
Purge CAPTURE® Server Database.
Backup Database to C:\ProgramData*AnyDoc \MANAGERLog Db Backup

Compact/Repair Log Database (Access Only) |

< Back | Finish | Cancel Help

36 ClickBackto return to edit a selected task akélinish to run the task on the
configured schedule. T8ehedulerwindow displays the configured tasks.

Scheduler @
Mamne Schedule Nest 0counence Last Result |
Database Backup At 9:00 AM every day, startting 4/2/2015 47342015 9:00:00 Ak
Delete Batch Hist... &t 9:00 &M every day, starting 4/2/2015 47342015 3:00:00 &k
Purge CAPTURER At 7:00 Ak every day, starting 4/2/2015 44342015 7:00:00 Ak

Scheduls:
Last Fur: Status:
Mext Ocourence:
MNew Task | Help | Cloze |

E-mail Reports
You can use the Task Scheduler to scheduwddieg a copy of any reports that were

written to disk.

© 2015 Hyland Software, Inc.
202



OnBase AnyDoc 15 MANAGE:it User Guide
Task Scheduler

Steps
1 Open the MANAGEIt Task Scheduler by performing one of the following steps:
1 SelecBettings | MANAGEIt Task Scheduler.

9 Click theMANAGE:it Task Schedulerbutton @‘. TheSchedulerwindow is

displayed.
Scheduler @
Mamne Schedule Nest 0counence Last Result |
Scheduls:
Last Fur: Status:
Mext Ocourence:
MNew Task | | | | | | Help | Cloze |

2 ClickNew Task. TheTask Wizard: Task Namewindow is diglayed.

P

-

Task Wizard: Task Mame @

Welcome to the Task Wizard. This wizard guides you through setting up a scheduled task. After
each step, click Mext to continue to the next step. Click Back to go to a previous step. When this
task iz completed, click Finish.

Task Name

Erter a name of the task. The name must be a valid Windows file name. Once the name is
get, it can not be changed.

Control Path To Use
|c:"-an}rduc"-samples"-ﬂnrltml j

| Cancel | Help
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3 IntheTask Namefield, enter a name for the new task. This name must be a valid
DOS long file name. After you enteéask name and go to the next page, the name
cannot be changed. If you enter an invalid character, it appears in red and the station
beeps as a warning.

4 Select &ontrol Path To Use All control paths currently being monitored are
listed.
"'Each task only applies to one control path. If multiple control paths
are being monitored, you must schedule separate tasks for each control
path.

5 ClickNext. TheTask Wizard: Logging and Notification window is displayed.

Task Wizard: Logging and Motification @

Logging
[+ Log All Task Information To Text Files
v Log Task Information To Windows Event Log

Task information is written to a text file and is located in the AnyDoc MANAGE Jobs
directory, under the ProgramData folder.

Ta view information written to the Windows Event Log, use the Event Viewer (which is
located in the Control Panel under Administrative tools).

Motification
[ E-mail Emor Information on Failure

[ E-mail Notification When Task Completes Successfully

ff logging is enabled (abave). the log file is sent with the e-mail.

< Back MNead = Cancel Help

6 Select theog All Task Information To Text Files check box to create text files
with a trace of all steps taken by a task while performing its assigned actions.

The log files are created ihnf@pgramDateAnyDod MANAGEiIt\ Jobs and have
the same name as the scheduled task.

7 Select théog Task Information To Windows Event Logcheck box to create a
record of a task’s start and end in the Windows Event Log.

Any errors occurring during processing are also recorded in the Windows Event
Log. The Event Log is available frStart | Control Panel | Administrative

Tools | Event Viewer. The Event Viewer allows you to see the start and end of
MANAGE:it tasks from other stations.
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8 In theNotification area, selectreail notification for one or both of the following:
1 E-Mail Error Information on Failure

1 E-Mail Notification When Task Completes Successfully

Selecting either of thesenail notifications activates the Configure button. Click
Configure to specify enail recipients. SEemail Alert Notification§paged?).

"‘i’lf either of the options in the Logging area are selected, the log file is

sent with the e-mail notification.
9 ClickNext. TheTask Wizard: Add Actionwindow is displayed.

Task Wizard: Add Action 2

Choose action(s) to add to this Task. Actions are completed in the order added.

CAPTUREY® Server: Purge CAPTURER® Server Database
E-mail Report Files

QCR Far AnyDoc: Backup Database (Access Only)

QCR For AnyDoc: Compact/Repair Log Database (Access Only)
QCR For AryDoc: Pause AutoFlow Processing

QCR For AryDoc: Purge Audit Database

QCR For AnyDoc: Purge Log Database

QCR Far AmyDoc: Run Audit Database Report

QCR Far AnyDoc: Run Log Database Report

< Back Cancel Help

L ~

10 SelecE-Mail Report Filesand clickNext.
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TheE-Mail Propertieswindow is dislayed.

E-Mail Properties ['5__(|
E-Mail Recipients l
To Cc
| Laokup | | | Laokup | |
MNew Address:
OFK. | Cancel | |

11 Enter recipient-enail address(es) in the andCc fields. Click.ookup to display a
list of addresses already configured for-thigileserver

OR
Add a new address by typing it inNleev Addressfield and clickinédd New
Addressunder theTo or Ccfield.

12 ClickOK.

© 2015 Hyland Software, Inc.
206



OnBase AnyDoc 15 MANAGE:it User Guide

Task Scheduler

TheTask Wizard: Add Actionwindow is displayed.

P )

Task Wizard: Add Action ==

Add another action to this task?

(" Yes, add ancther action after the one | just configured
{* Mo, after this action, the task is finished

When the Task runs, the actions complete in the order added. To change this order, view the
Task properties from the Tagk Scheduler dialog.

< Back Mext = Cancel Help

13 Selectresto add another action to the same task. Repeat previous steps until all
actions have been added

OR
SelectNo if you have finished adding actions.

14 ClickNext to schedule the task and set appropriate security.
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TheTask Wizard: Scheduling and Securitwindow is displayed.

P )

Task Wizard: Scheduling and Security @

Schedule

Schedule the task. Multiple schedules can be configured. so that when any of the scheduled
times occur, the Task runs.

Task nat cumently scheduled. To schedule the task, click Schedule: Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

|ser Mame:

Corfigure

< Back Mext = Cancel | Help |

15 ClickSchedule

© 2015 Hyland Software, Inc.
208



OnBase AnyDoc 15 MANAGE:it User Guide

16

17

18

Task Scheduler

TheTask Schedulewindow is displayed.

Task Schedule @
Schedule |
~
Mew | |
Schedule Task: Start time:

=] = |

QK | Cancel

ClickNew to create a schedule fhis task.

You can create multiple schedules for a single taskchéuduletab reflects the

new schedule that you are creating. Click the arrow for a list of schedules that have
already been created for this task. This field only apjsers imultiple

schedulesis selected.

Select an option from ti8zhedule Taskmenu to select how frequently the task is
performed.

-
""'It is strongly recommended that you do not schedule tasks to run At
System Startup, At Logon, or When idle. These schedule items require

user intervention.

If Daily, Weekly, Monthly, or Once was selected from tBehedule Taskmenu,
enter &Start Time for the task. Depending on the option selected from the
Schedule Taskmenu theéSchedule Tasksection offers different options.
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Schedule Task Daily Appears when Daily is chos

oy [ o
Schedule Task Weskly Appears when Weekly is
Every m weekig)on: [# Mon r s selected for the task

frequency. Enter the

I T”E [+ Sun frequency in weeks and sel
LI the day(s) of the week to ru
[ Thu the task.
[ Fd
Schedule Task Monthly Appears when Monthly is
chosen for the task frequen
o | - .
' e Select either the Day of the
C The | ] | | of the monthis) month to run the task, or
select The _  ofthe
Select Morth month(s) and enter a week
M and day (e.qg., the Third Fric
of the month). Click Select
Months to select spdcif
month(s) to run the task.
Schedule Tagk Once Appears whef®nce is
Run on: Thorsd i 02,2015 j selected for the task
' o : frequency. Select the date
run the task.
Schedule Task When Idle Appears when When idle is

selected for the task
frequency. Enter the numbe
of minutes that the station
must be idle before running
the task.

19 To set up more than one schedule for this task, enaBledtivemultiple
schedulescheck box.

When the computer has been idle for: |10 il minute(s)
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20 Click theAdvancedbutton to access additional scheduling options.

i

Advanced Schedule Options [ B ] & |
Start Date: | Thursday . Aprl 02,2015 |
[V End Date: | Thursday . April 02,2015 |

[v Fepeat task
Every: |10 == | minutes |

Until: ¢ Time: =
* Duration: |1 _|::| hour(s) _|:| minute(s)

[ Ifthe task is still running, stop it at this time.

Ok | Cancel |

21 Enter theStart Dateor use the arrow to select the date from a calendar.

22 Select th&nd Date check box and enter the date to stop running the task or use
the arrow to select the date from a calendar, if needed.

23 Select th®epeat Taskcheck box to configure how often to repeat the task.
Choose to repeat it every selected number of minutes gruilra selected time,
or for a selected number of minutes/hours. You can also select to stop the task by
selecting the If the task is still running, stop it at this time check box.

24 ClickOK in the Advanced Schedule Options window, thenQiak theTask
Schedule window. The Task Wizard: Scheduling and Security window reappears.
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25 ClickConfigure to set a user name and password to run the task(s). The Window
Security window appears.

i "

Window Security @

To run a scheduled task under MANAGERR™, a user name
and password are required. This ensures that the task will
run as long as the computer is on.

Windows Login
| CORPWANAGEiUser

Pazssword
I

[ Remember My Password

Help | Cancel | oK

26 Enter a user name and password. The user identified must have access to all drives
used by OCR for AnyDoc (such as the Control directory).

™ |
“"If you are using a networked path and a domain name is required, it
must be entered with the user name for the task to run. Check with your
System Administrator to determine if your network settings require a

domain name.

27 Select th®emember My Passworahed& box to carry out the task without
running MANAGEit. Selecting this check box also avoids being prompted every
time you update the task.

28 ClickOK when finished.
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The Scheduling and Securityvindow displays the configured user name.

P

-

Task Wizard: Scheduling and Security @

Schedule
Schedule the task. Multiple schedules can be configured. so that when any of the scheduled

times occur, the Task runs.
Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

User Mame: CORPYMAMNAGE:User

< Back Mext = | Cancel | Help |

29 ClickNext.
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The Task Wizard: AutoFlowwindow is displayed.

P )

Task Wizard: AutoFlow @
MANAGE™ has determined that this Task can be run while AutoFlow is running, nothing further is
required.

< Back Mext = Cancel Help
30 ClickNext.
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TheTask Wizard: Overview and Completionvindow displays information
concerning the task you have just scheduled.

f =

Task Wizard: Owverview and Completion

-

All settings have been accepted. You can now create this Task. Verify the information below.
If comect, click Finish. *ou can change these settings at any time.

On the following 1 schedules:
At 12:00 AM every Mon of every week, starting 4/2/°2015

Lzing the following notification and logging settings:

Log activity to a log file.
Log activity to the Windows Event Log.

Perform the following:
Purge CAPTURE® Server Database.
Backup Database to C:\ProgramData*AnyDoc \MANAGERLog Db Backup

Compact/Repair Log Database (Access Only) |

< Back | Finish | Cancel Help

31 ClickBackto return to edit a selected task or éioksh to run the task on the
configured schedule. T8ehedulerwindow displays the configured tasks.

Scheduler @
Mamne Schedule Nest 0counence Last Result |
Database Backup At 9:00 AM every day, startting 4/2/2015 47342015 9:00:00 Ak
Delete Batch Hist... &t 9:00 &M every day, starting 4/2/2015 47342015 3:00:00 &k
Purge CAPTURER At 7:00 Ak every day, starting 4/2/2015 44342015 7:00:00 Ak

Scheduls:
Last Fur: Status:
Mext Ocourence:
MNew Task | Help | Cloze |

Auditor Database Report

The Auditor Database Report can be scheduled to run at specified time(s) using the Task

Scheduler.
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Steps
1 Open the MANAGEIt Task Scheduler by performing one of the following steps:
1 SelecBettings | MANAGEIt Task Scheduler.

9 Click theMANAGE:it Task Schedulerbutton @‘. TheSchedulerwindow is

displayed.
Scheduler @
Mamne Schedule Nest 0counence Last Result |
Scheduls:
Last Fur: Status:
Mext Ocourence:
MNew Task | | | | | | Help | Cloze |

2 ClickNew Task. TheTask Wizard: Task Namewindow is displayed.

P

-

Task Wizard: Task Mame @

Welcome to the Task Wizard. This wizard guides you through setting up a scheduled task. After
each step, click Mext to continue to the next step. Click Back to go to a previous step. When this
task iz completed, click Finish.

Task Name

Erter a name of the task. The name must be a valid Windows file name. Once the name is
get, it can not be changed.

Control Path To Use
|c:"-an}rduc"-samples"-ﬂnrltml j

| Cancel | Help
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3 IntheTask Namefield, enter a name for the new task. This name must be a valid
DOS long file name. After you enter a task name and go to the next page, the name
cannot be changed. If you enter an invalid character, it appears in red and the station
beeps as a warning.

4 Select &ontrol Path To Use All control paths currently being monitored are
listed.
"'Each task only applies to one control path. If multiple control paths
are being monitored, you must schedule separate tasks for each control
path.

5 ClickNext. TheTask Wizard: Logging and Notification window is displayed.

Task Wizard: Logging and Motification @

Logging
[+ Log All Task Information To Text Files
v Log Task Information To Windows Event Log

Task information is written to a text file and is located in the AnyDoc MANAGE Jobs
directory, under the ProgramData folder.

Ta view information written to the Windows Event Log, use the Event Viewer (which is
located in the Control Panel under Administrative tools).

Motification
[ E-mail Emor Information on Failure

[ E-mail Notification When Task Completes Successfully

ff logging is enabled (abave). the log file is sent with the e-mail.

< Back MNead = Cancel Help

6 Select theog All Task Information To Text Files check box to create text files
with a trace of all steps taken by a task while performing its assigmed actio

The log files are created ihnf@pgramDateAnyDod MANAGEiIt\ Jobs and have
the same name as the scheduled task.

7 Select théog Task Information To Windows Event Logcheck box to create a
record of a task’s start and end in the Windows Event Log.

Any errors occurring during processing are also recorded in the Windows Event
Log. The Event Log is available frStart | Control Panel | Administrative

Tools | Event Viewer. The Event Viewer allows you to see the start and end of
MANAGE:it tasks from othestations.
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8 In theNotification area, selectreail notification for one or both of the following:
1 E-Mail Error Information on Failure

1 E-Mail Notification When Task Completes Successfully

Selecting either of thesenail notifications activates the Cguaife button. Click
Configure to specify enail recipients. SEemail Alert Notification§paged?).

"*’If either of the options in the Logging area are selected, the log file is
sent with the e-mail notification.

9 ClickNext. TheTask Wizard: Add Actionwindow is displayed.

Task Wizard: Add Action

Choose action(s) to add to this Task. Actions are completed in the order added.

CAPTUREY® Server: Purge CAPTURER® Server Database
E-mail Report Files

QCR Far AnyDoc: Backup Database (Access Only)

QCR For AnyDoc: Compact/Repair Log Database (Access Only)
QCR For AryDoc: Pause AutoFlow Processing

QCR For AryDoc: Purge Audit Database

QCR For AnyDoc: Purge Log Database

QCR Far AmyDoc: Run Audit Database Report

QCR Far AnyDoc: Run Log Database Report

< Back Cancel Help

10 SelecAudit Database Reportand clickNext.
ThePrint Reportwindow is displayed.

11 ClickOK.
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The Crystal Reportswindow is displayed.

X

Crystal Reports
Clutput l

+ Default Printer
" Crystal Reports File [.pt]
" Partable Docurnent Format [ pdf]

File Mame:

[

] | Cancel

12 Select the output destination. If you chose one of the file options, enter a file name
or click the browse button to browse for a location.

13 ClickOK.
TheTask Wizard: Add Action window is displayed.

P )

Task Wizard: Add Action ==

Add another action to this task?

(" Yes, add ancther action after the one | just configured
{* Mo, after this action, the task is finished

When the Task runs, the actions complete in the order added. To change this order, view the
Task properties from the Tagk Scheduler dialog.

< Back Mex = Cancel Help
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14 SeleclYesto add another action to the same task. Repeat previous steps until all
actions hae been added

OR
SelectNo if you have finished adding actions.

15 ClickNext to schedule the task and set appropriate security.
TheTask Wizard: Scheduling and Securitwindow is displayed.

P )

Task Wizard: Scheduling and Security @

Schedule

Schedule the task. Multiple schedules can be configured. so that when any of the scheduled
times occur, the Task runs.

Task nat cumently scheduled. To schedule the task, click Schedule: Schedule

User Information

Select the user information far this Task. On most systems, Windows does not allow a Task to
run without a Usemame and Password.

|ser Mame:

Corfigure

< Back Mext = Cancel | Help |

16 ClickSchedule
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17

18

19

Task Scheduler

TheTask Schedulewindow is displayed.

Task Schedule @
Schedule |
~
Mew | |
Schedule Task: Start time:

=] = |

QK | Cancel

ClickNew to create a schedule for this task.

You can create multiple schedules for a single taskchéuduletab reflects the

new schedule that you are creating. Click the arrow for a list of schedules that have
already been created for this task. This field only apjsare imultiple

schedulesis selected.

Select an option from ti8zhedule Taskmenu to setd how frequently the task is
performed.

-
""'It is strongly recommended that you do not schedule tasks to run At
System Startup, At Logon, or When idle. These schedule items require

user intervention.

If Daily, Weekly, Monthly, or Once was selected from tBehedule Taskmenu,
enter &Start Time for the task. Depending on the option selected from the
Schedule Taskmenu theéSchedule Tasksection offers different options.
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Schedule Task Daily Appears when Daily is chos

oy ] o for e tack reuertcy. En
Schedule Task Weskly Appears when Weekly is
Every m weekig)on: [# Mon r s selected for the task

frequency. Enter the

I T”E [+ Sun frequency inveeks and sele
LI the day(s) of the week to ru
[ Thu the task.
[ Fi
Schedule Task Monthly Appears when Monthly is
chosen for the task frequen
o | : .
' e Select eithehe Day of the
C The | ] | | of the monthis) month to run the task, or
select The _  ofthe
Select Morth month(s) and enter a week
M and day (e.qg., the Third Fric
of the month). Click Select
Months to select specific
month(s) to run the task.
Schedule Task Once Appears whe@nce is
Run on: Thorsd i 02,2015 j selected for the task
' o : frequency. Select the date
run the task.
Schedule Task When Ide Appears when When idle is

selected for the task
frequency. Enter the numbe
of minutes that the station
must be idle before running
the task.

20 To set up more than one schedule for this task, enaBleativemultiple
schedulescheck box.

When the computer has been idle for: |10 il minute(s)
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21 Click theAdvancedbutton to access additional scheduling options.

i

Advanced Schedule Options [ B ] & |
Start Date: | Thursday . Aprl 02,2015 |
[V End Date: | Thursday . April 02,2015 |

[v Fepeat task
Every: |10 == | minutes |

Until: ¢ Time: =
* Duration: |1 _|::| hour(s) _|:| minute(s)

[ Ifthe task is still running, stop it at this time.

Ok | Cancel |

22 Enter theStart Dateor use the arrow to select the date from a calendar.

23 Select th&nd Date check box and enter the date to stop running the task or use
the arrow to select the date from a calendar, if needed.

24 Select th®epeat Taskcheck box to configure how often to repeat the task.
Choose to repeat it every selected number of minutes or hours, until a selected time,
or for a selected number of minutes/hours. You can also select to stop the task by
selectingtte If the task is still running, stop it at this time check box.

25 ClickOK in the Advanced Schedule Options window, thenQiak the Task
Schedule window. The Task Wizard: Scheduling and Security window reappears.
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26 ClickConfigure to set a user name graksword to run the task(s). The Window
Security window appears.

i "

Window Security @

To run a scheduled task under MANAGERR™, a user name
and password are required. This ensures that the task will
run as long as the computer is on.

Windows Login
| CORPWANAGEiUser

Pazssword
I

[ Remember My Password

Help | Cancel | oK

27 Enter a user name and password. The user identified mustdesaeto all drives
used by OCR for AnyDoc (such as the Control directory).

™ |
“"If you are using a networked path and a domain name is required, it
must be entered with the user name for the task to run. Check with your
System Administrator to determine if your network settings require a

domain name.

28 Select th®emember My Passworaheck box to carry out the task without
running MANAGE:it. Selecting this check box also avoids being prompted every
time you update the task.

29 ClickOK when finished.
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The Scheduling and Securityvindow displays the configured user name.

P

-

Task Wizard: Scheduling and Security @

Schedule
Schedule the task. Multiple schedules can be configured. so that when any of the scheduled

times occur, the Task runs.
Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

User Mame: CORPYMAMNAGE:User

< Back Mext = | Cancel | Help |

30 ClickNext.
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The Task Wizard: AutoFlowwindow is displayed.

P )

Task Wizard: AutoFlow @
MANAGE™ has determined that this Task can be run while AutoFlow is running, nothing further is
required.

< Back Mext = Cancel Help
31 ClickNext.
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TheTask Wizard: Overview and Completionvindow displays information
concerning the task you have just scheduled.

f =

Task Wizard: Owverview and Completion

-

All settings have been accepted. You can now create this Task. Verify the information below.
If comect, click Finish. *ou can change these settings at any time.

On the following 1 schedules:
At 12:00 AM every Mon of every week, starting 4/2/°2015

Lzing the following notification and logging settings:

Log activity to a log file.
Log activity to the Windows Event Log.

Perform the following:
Purge CAPTURE® Server Database.
Backup Database to C:\ProgramData*AnyDoc \MANAGERLog Db Backup

Compact/Repair Log Database (Access Only) |

< Back | Finish | Cancel Help

32 ClickBackto return to edit a selected task or éioksh to run the task on the
configured schedule. T8ehedulerwindow displays the configured tasks.

Scheduler @
Mamne Schedule Nest 0counence Last Result |
Database Backup At 9:00 AM every day, startting 4/2/2015 47342015 9:00:00 Ak
Delete Batch Hist... &t 9:00 &M every day, starting 4/2/2015 47342015 3:00:00 &k
Purge CAPTURER At 7:00 Ak every day, starting 4/2/2015 44342015 7:00:00 Ak

Scheduls:
Last Fur: Status:
Mext Ocourence:
MNew Task | Help | Cloze |

Purge the Audit Database

You can schedule to purge Audit database records older than a specified number of
days, or all records in the Audit database using the Task Scheduler.
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Steps
1 Open the MANAGEIt Task Scheduler by performing one of the following steps:
1 SedectSettings | MANAGEIt Task Scheduler.

9 Click theMANAGE:it Task Schedulerbutton @‘. TheSchedulerwindow is

displayed.
Scheduler @
Mamne Schedule Nest 0counence Last Result |
Scheduls:
Last Fur: Status:
Mext Ocourence:
MNew Task | | | | | | Help | Cloze |

2 ClickNew Task. TheTask Wizard: Task Namewindow is displayed.

P

-

Task Wizard: Task Mame @

Welcome to the Task Wizard. This wizard guides you through setting up a scheduled task. After
each step, click Mext to continue to the next step. Click Back to go to a previous step. When this
task iz completed, click Finish.

Task Name

Erter a name of the task. The name must be a valid Windows file name. Once the name is
get, it can not be changed.

Control Path To Use
|c:"-an}rduc"-samples"-ﬂnrltml j

| Cancel | Help
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3 IntheTask Namefield, enter a name for the new task. This name must be a valid
DOS long file name. After you enter a task name and go to the next page, the name
cannot be changed. If you ergterinvalid character, it appears in red and the station
beeps as a warning.

4 Select &ontrol Path To Use All control paths currently being monitored are
listed.
"'Each task only applies to one control path. If multiple control paths
are being monitored, you must schedule separate tasks for each control
path.

5 ClickNext. TheTask Wizard: Logging and Notification window is displayed.

Task Wizard: Logging and Motification @

Logging
[+ Log All Task Information To Text Files
v Log Task Information To Windows Event Log

Task information is written to a text file and is located in the AnyDoc MANAGE Jobs
directory, under the ProgramData folder.

Ta view information written to the Windows Event Log, use the Event Viewer (which is
located in the Control Panel under Administrative tools).

Motification
[ E-mail Emor Information on Failure

[ E-mail Notification When Task Completes Successfully

ff logging is enabled (abave). the log file is sent with the e-mail.

< Back MNead = Cancel Help

6 Select theog All Task Information To Text Files check box to create text files
with a trace of all steps taken by a task while performing its assigned actions.

The log files are created ihnf@pgramDateAnyDod MANAGEiIt\ Jobs and have
the same name as the scheduled task.

7 Select théog Task Information To Windows Event Logcheck box to create a
record of a task’s start and end in the Windows Event Log.

Any errors occurring during processing are also recorded in the Windows Event
Log. The Event Log is available frStart | Control Panel | Administrative

Tools | Event Viewer. The Event Viewer allows you to see the start and end of
MANAGE:it tasks from other stations.
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8 In theNotification area, selectreail notification for one or both of the following:

1 E-Mail Error Information on Failure

1 E-Mail Notification When Task Completes Successfully

Selecting either of thesenail notifications activates the Configure button. Click
Configure to specify enail recipients. SEemail Alert Notification§paged?).

|

i

sent with the e-mail notification.

9 ClickNext. TheTask Wizard: Add Actionwindow is displayed.

*If either of the options in the Logging area are selected, the log file is

Task Wizard: Add Action

Choose action(s) to add to this Task. Actions are completed in the order added.

CAPTUREY® Server: Purge CAPTURER® Server Database
E-mail Report Files
QCR Far AmyDoc:
QCR Far AmyDoc:
QCR For ArmyDoc:
QCR For ArmyDoc:
QCR Far AnyDoc:
OCR Far ArmyDoc:
QCR Far AmyDoc:

Backup Database (Access Only)
Compact/Repair Log Database (Access Onby)
Pause AutoFlow Processing

Purge Audit Database

Purge Log Database

Run Audit Database Report

Run Log Database Report

< Back Cancel

Help

L

10 SelecPurge Audit Databaseand clickNext.
ThePurge Recordswindow is displayed.

F-

Purge Records

Help

Purge Records Qlder Than (Days) |7 |Z|

-

(=]

Cancel | Ok |
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11 In thePurge data older than __ DayBeld, either enter the maximum number of
days to keep, or click the arrow to the right of the field to select the date from a
calendar. Data older than this date is purged.

OR
Enable thé>urge All Recordsoption to purge the entire Audit database tipeto
present.
12 ClickOK.
TheTask Wizard: Add Actionwindow is displayed.

Task Wizard: Add Action (3w
Add another action to this task?

(" fes, add another action after the ane | just configured
{* Mo, after this action, the task is finished

When the Task runs, the actions complete in the order added. To change this arder, view the
Task properties from the Task Scheduler dialog.

< Back MNeat = Cancel Help

13 SelectYesto add another action to the sans&.t&epeat previous steps until all
actions have been added

OR
SeleciNo if you have finished adding actions.

14 ClickNext to schedule the task and set appropriate security.
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TheTask Wizard: Scheduling and Securitwindow is displayed.

P )

Task Wizard: Scheduling and Security @

Schedule

Schedule the task. Multiple schedules can be configured. so that when any of the scheduled
times occur, the Task runs.

Task nat cumently scheduled. To schedule the task, click Schedule: Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

|ser Mame:

Corfigure

< Back Mext = Cancel | Help |

15 ClickSchedule
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16

17

18

Task Scheduler

TheTask Schedulewindow is displayed.

Task Schedule @
Schedule |
~
Mew | |
Schedule Task: Start time:

=] = |

QK | Cancel

ClickNew to create a schedule for this task.

You can create multiple schedules for a single taskchéuduletab reflects the
new schedule that you are creating. Click the arrow for a list of sthatuiae
already been created for this task. This field only apjsare imultiple
schedulesis selected.

Select an option from ti8zhedule Taskmenu to select how frequently the task is
performed.

-
""'It is strongly recommended that you do not schedule tasks to run At
System Startup, At Logon, or When idle. These schedule items require

user intervention.

If Daily, Weekly, Monthly, or Once was selected from tBehedule Taskmenu,
enter &Start Time for the task. Depending on the option selected from the
Schedule Taskmenu theéSchedule Tasksection offers different options.
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Schedule Task Daily Appears when Daily is chos

oy [ o
Schedule Task Weskly Appears when Weekly is
Every m weekig)on: [# Mon r s selected for the task

frequency. Enter the

I T”E [+ Sun frequency in weeks and sel
LI the day(s) of the week to ru
[ Thu the task.
[ Fi
Schedule Task Morithly Appears when Monthly is
chosen for the task frequen
o | : .
' e Select either the Day of the
C The | ] | | of the monthis) month to run the task, or
select The _  ofthe
Select Morth month(s) and enter a week
M and day (e.g., theifdhFriday
of the month). Click Select
Months to select specific
month(s) to run the task.
Schedule Task Once Appears whe@nce is
selected fothe task
R 3 i -
nen Thusday . Aol 022015 v frequency. Select the date |
run the task.
Schedule Task When Ide Appears when When idle is

selected for the task
frequency. Enter the nioer
of minutes that the station
must be idle before running
the task.

19 To set up more than one schedule for this task, enaBledtivemultiple
schedulescheck box.

When the computer has been idle for: |10 il minute(s)

© 2015 Hyland Software, Inc.
234



OnBase AnyDoc 15 MANAGE:it User Guide

Task Scheduler

20 Click theAdvancedbutton to access additional scheduling options.

i

Advanced Schedule Options [ B ] & |
Start Date: | Thursday . Aprl 02,2015 |
[V End Date: | Thursday . April 02,2015 |

[v Fepeat task
Every: |10 == | minutes |

Until: ¢ Time: =
* Duration: |1 _|::| hour(s) _|:| minute(s)

[ Ifthe task is still running, stop it at this time.

Ok | Cancel |

21 Enter theStart Dateor use the arrow to select the date from a calendar.

22 Select th&nd Date check box and enter the date to stop running the task or use
the arrow to select the date from a calendar, if needed.

23 Select th®epeat Taskcheck box to configure how often to repeat the task.
Choose to repeat it every selected number of minutes gruilra selected time,
or for a selected number of minutes/hours. You can also select to stop the task by
selecting the If the task is still running, stop it at this time check box.

24 ClickOK in the Advanced Schedule Options window, thenQiak theTask
Schedule window. The Task Wizard: Scheduling and Security window reappears.
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25 ClickConfigure to set a user name and password to run the task(s). The Window
Security window appears.

i "

Window Security @

To run a scheduled task under MANAGERR™, a user name
and password are required. This ensures that the task will
run as long as the computer is on.

Windows Login
| CORPWANAGEiUser

Pazssword
I

[ Remember My Password

Help | Cancel | oK

26 Enter a user name and password. The user identified must have access to all drives
used by OCR for AnyDoc (such as the Control directory).

™ |
“"If you are using a networked path and a domain name is required, it
must be entered with the user name for the task to run. Check with your
System Administrator to determine if your network settings require a

domain name.

27 Select th®emember My Passworaheck box to carry out the task without
running MANAGEit. Selecting this check box also avoids being prompted every
time you update the task.

28 ClickOK when finished.
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The Scheduling and Securityvindow displays the configured user name.

P

-

Task Wizard: Scheduling and Security @

Schedule
Schedule the task. Multiple schedules can be configured. so that when any of the scheduled

times occur, the Task runs.
Schedule

User Information

Select the user information for this Task. On most systems, Windows does not allow a Task to
run without a LUsemame and Password.

User Mame: CORPYMAMNAGE:User

< Back Mext = | Cancel | Help |

29 ClickNext.
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The Task Wizard: AutoFlowwindow is displayed.

P )

Task Wizard: AutoFlow @
MANAGE™ has determined that this Task can be run while AutoFlow is running, nothing further is
required.

< Back Mext = Cancel Help
30 ClickNext.
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TheTask Wizard: Overview and Completionvindow displays information
concerning the task you have just scheduled.

-

e

Task Wizard: Owverview and Completion

All settings have been accepted. You can now create this Task. Verify the information below.
If comect, click Finish. *ou can change these settings at any time.

5

On the following 1 schedules:
At 12:00 AM every Mon of every week, starting 4/2/°2015

Lzing the following notification and logging settings:

Log activity to a log file.
Log activity to the Windows Event Log.

Perform the following:
Purge CAPTURE® Server Database.
Backup Database to C:\ProgramData*AnyDoc \MANAGERLog Db Backup

Compact/Repair Log Database (Access Only) |

< Back | Finish | Cancel Help

31 ClickBack to return to edit a selected task or #&ioksh to run the task on the

configured schedule. T8ehedulerwindow displays the configured tasks.

Scheduler @
Mamne Schedule Nest 0counence Last Result |
Database Backup At 9:00 AM every day, startting 4/2/2015 47342015 9:00:00 Ak
Delete Batch Hist... &t 9:00 &M every day, starting 4/2/2015 47342015 3:00:00 &k
Purge CAPTURER At 7:00 Ak every day, starting 4/2/2015 44342015 7:00:00 Ak

Scheduls:
Last Fur: Status:
Mext Ocourence:
Help | Cloze |

Mew Task |

Edit a Task with the Task Wizard

Steps
1 SelecBettings | MANAGEiIt Task Scheduler
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OR
Click @ . The Scheduler window is displayed with the scheduled tasks listed.

Scheduler
Mame S chedule Mext Ocourence Last Result I
[ Schedule: |
[ Last Fur: | Status: |
[ Nest Dccurence: |
MNew Task | Edit Task | Froperties | Delete Task | Fiun Mow | Corvert Taskl Help | Cloze I

2 Select a task from the list and didk Task.
TheTask Wizard: Task Namewindow is displayed with the selected task.

P

-

Task Wizard: Task Name

Welcome to the Task Wizard. This wizard guides you through setting up a scheduled task. After
each step, click Mext to continue to the next step. Click Back to go to a previous step. When this
task iz completed, click Finish.

— Task Name

Erter a name of the task. The name must be a valid Windows file name. Once the name is
set, it can not be changed.

Database Backup

—Control Path To Use

o \anydocsamples'.control -

< Back Next > — | Help

3 Use the Task Wizard to navigate through the scheduled task and make your changes.
For more information, s&chedule New Taslfsagel2].
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Edit a Task with the Task Properties Window

Steps
1 SelecBettings | MANAGEiIt Task Scheduler
OR

Click ®. The Scheduler window is displayed with the scheduled tasks listed.

Scheduler @
Mame | Schedule | Mest Ocoumence | Lazt Result |
Schedule:
Last Rur: Status:
Mest 0coumence:
Mew Tazk | | | | | Help | Cloze |
2 Select a task in the list and diodperties
TheTask Propertieswindow is displayed for the selected task.
Task Properties (=]
Properties MName of Task:
Schedule |Database Backup
Logging and Motification
Control Path:
|c:"-arrydoc"-samples"-.corrtrol j
Artions
-
Backup Database to C:\ProgramData’AryDoc MANAGI
] i 3
Add Action | | |
0K | Cancel | |

3 To change th€ontrol Path, select a different control path.
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4 To add an action to perform, click #ad Action button.
TheNew Task Action window is displayed.

Mew Task Action

CAPTUREIME
OCR For Anyl

Help

er. Purge CAPTLREI

: Backup Databaze (Ao ]

OCR For &ryDoc: Compact/Repair Log Database [Access Only)
OCR For ArpDoc: Pauze AutoFlow Processing

OCR For AnyDoc: Purge Awudit D atabaze

OCR For &rwDoc: Purge Log Databaze

OCR For ArwDoc: Run Audit Databasze Repart

OCR For &rwDoc: Bun Log Database Report

Cancel

=58

rer Database
rily

5 Select an action or actions to add to the task an@Klickhe additional action(s)
is added to the Actions field.

6 Click theTop, Move Up, Move Down andBottom buttons to arrange tloeder in
which that actions are performed.

7 To delete an action, select an action from the list anDBeletk Action.

8 To view or modify an action's properties, select an action from the list and click
Properties The properties for that action appear.

9 To change the task's scheduled time or user information, cckéueiletab.

.

Task Properties

Properties
Schedule
Logging and Motification

Scheduled Times

==

At 9:00 AM on day 1 of every month, starting 4/2/2015

User Information

User Mame:

Configure
_Corfgure_|

Canfigure

OK Cancel
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11

12

13

14

15

16

17

18

Task Scheduler

Click theConfigure button in theScheduled Timessection to modify the date and

time the task is performed.

Click theConfigure button in theJser Information section to add or modify a
user and password.

Click theLogging and Notification tab.

Task Properties @
Properties Emor Loaging

Schedule ¥ Log Emor Message to File

Logging and Netification ¥ Use Windows Evert Log

MNotification
[ E-mail Emor Message on Failure

[ E-mail Motification on Successful Completion

OK | Cancel | |

Enable the_og Error Message to Filecheck box to create text files with a trace of
all steps taken by a task while performing its assigned actions.

Enable thaJse Windows Event Logcheck box to create a record of a task's start

and end in the Windows Event Log. Any errors occurring during processing are also
recorded in the Windows Event Log. The Event Log is available from Start |
Settings | Control Panel | Administraifools | Event Viewer. The Event Viewer
allows you to see the start and end of MANAGE:iIt tasks from other stations.

Enable thd=-Mail Error Message on Failurecheck box to sendreail to the
configured recipient(s) when the scheduled task fails.

Enable thé=-Mail Notification on Successful Completioncheck box to send
e-mail to the configured recipient(s) when the scheduled task is successfully
completed.

Click theConfigure button to open the #ail Notification window to add or
delete email recipients.e8E-Mail Alert Notificationgpaged?).

ClickOK to save the changes and close the Task Properties window.

© 2015 Hyland Software, Inc.
243



MANAGEit User Guide OnBase AnyDoc 15
Task Scheduler

Delete Scheduled Tasks

Steps
1 SelecBettings | MANAGEiIt Task Scheduler
OR
Click &
The Schedulerwindow displays the scheduled tasks.
Scheduler @
Mame | Schedule | Mest Ocoumence | Lazt Result |
Schedule:
Lazt Rur: Status:
Mest 0coumence:
Mew Tazk | | | | | | Help | Cloze |

2 Select a task to delete and &ielete Task You are prompted with a message to
confirm the task deletion. Cli¢ksto delete the task.

Convert Tasks from a Previous Version

If you upgrade to MANAGEIt 15 from a previous version, you have the option of
converting scheduled tasks from the earlier vefsSMANAGEIt so that you can run
the tasks in version 15.

If you have two versions of MANAGE:it installed at the same time for testing purposes,
once you have converted a scheduled task to version 15, you are no longer able to run
the task in the earlier sem of MANAGE:it.

Steps

1 SelecBettings | MANAGEIt Task Scheduler
OR

ClickMANAGEIi t E Taslbuttc&h;@.edul er
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The Schedulerwindow displays the scheduled tasks.

Scheduler @

Mamne Schedule Nest 0counence Last Result |

Scheduls:
Last Fiur: Status:
Mest Ocourance:

MNew Task | | | | | | Help | Cloze |

2 Click theConvert Taskbutton. TheChoose a Scheduled Taswindow dis@ys
all scheduled tasks from a previous version of MANAGE:it.

Choose a Scheduled Task P§|

Backup D atabaze
Delete Batch Higtary
Purge Audit Databaze
Report

Cancel
Thiz optian will carvert alder Tazks ta thiz verzion of MANAGEI,
or cauge T asgks that run in other MANAGE I installations rin in
thiz one instead.

3 Select a task to convert and dhék
The task is converteddis displayed in ttfgchedulerwindow.

© 2015 Hyland Software, Inc.
245



Chapter 11

Access OCR for AnyDoc Form
Family Management

MANAGE:it provides access to OCR for AnyDoc Form Family Management, allowing
you to create and configure form families used for batch processing.

A form family is one or more master form templates grouped tdgetheatch

processing. Forms can only be processed against a template after the template has been
added to a form family. Form families can be customized with a variety of settings. The
same template can be included in more than one form family. Foaiitiorabout

creating templates, see the OCR for Anyll2oaplate Design Reference

Examples of what might be in a form family:
1 A batch of invoices that must be batch balanced.

1 A mortgage folder that has pages to be processed containing informatidirbthat
used to index other pages in the folder within an image retrieval system.

Examples of form family options:

1 Archive Images: Output the images into single page or multipage TIFF or PDF
format.

1 Batch Balance Controls: Balance the forms within éabhda predetermined
numeric value.

1 Header Records: Create a header record in the output file with system defined, static,
or dynamic information.

1 Enhanced Form Identification: Include images in the batch that are not processed
(Attachments), propagateléxes from one page to many within a batch, rotate
images automatically for identification and reorder pages that are out of sequence.

1 Specify Directory Structure: Define the directory structure for the ASCII output file
and archived images.

1 VerificationBatch Verification by one or many operators, validating the data for
output to the ASCII file.

Form Family Management is used to create form families, assign templates to form
families and to configure settings for each form family.

© 2015 Hyland Software, Inc.
246



OnBase AnyDoc 15 MANAGE:it User Guide

Access OCR for AnyDoc Form Family Management

To access the Form Family Management window:
1 SelecBettings | OCR for AnyDoc® Form Family Managemenor click the
Form Families button, = on the Management toolbar.

Create a New Form Family

A new form family can be created for an existing template through the Options menu on
the Form Family Management window.

Steps
1 SelecBettings | OCR for AnyDoc® Form Family Management
OR

Click theForm Families button, = on the Management toolbar. The Form
Family Management window is displayed.

Form Family Management - C\AnyDoc\Samples\master @

Options  Help

Configuration

IR 95F Invoice Form Family (9sfinvff)
-- AnvyDoc Credit Application (creditap) Batch Control...
-- AryDoc Form Family Multi-Master (testff)

&[] AnyDoc®CLAIM™ Demo (CMS 1500) {cms) Directories/Output...
-- AnyDoc@EOB™ Demo (AnyApp) (eob2)

-- AnyDoc®EOB™ Demo (QuickApp) {ga=ob) Delete/Reroute...
-- AnyDoc@&INVOICE™ Demo (Line Item Detail) (aftidema) e

[~ AnyDoc®INVOICE™ Demo (Summary w/Memary) (aftdema
-1 AnyDoc@MORTGAGE™ Demo (oan)

: | Import

..
-7 sample 2 (samp2)
-
-

Classification. ..

Attachments...

Verification...

Template List...

Quality Assure... ‘
Keyboard Qverrides. .. ‘

Close ‘

L% 4

2 SelecOptions | New .
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The Create New Form Family window is displayed.

-

-

Create Mew Form Family @

File Mame
tampaemp

Description

| Tampa Employment Fn:nrmsl

[ Ok ] [ Cancel ] [ Help ]

3 Enter aFile Name of up to eight characters for the new form family.
4 Enter aDescription for the new form family.
5 ClickOK. The Templateist window is displayed.

i

Ternplate List - Tampa Employment Forms @
Selected
T
0
I
AL
Available
1040z 1992 (1040z) A

1999 AIIM Questionnaire (1999aiim)
AmyApp Invoice Demo - Line Items (aftidemo)
AnyApp EQB Demo (aft_sob)

AnyApp Invoice Demo - Summary (aftdemo) Q

m

Barcode Samples (barcodes)

bctest (betest)

bill (billrot)

CALIFORMIA Birth Certificate (cabirth)

City of Tampa - H2O (c_th20)

Contract for Sale of Real Estate {(contract) 1l
rredit Annliratinn ferdditan’

Ok | Cancel
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6 Select a template from theailablefield and cliclAdd. The template is added to
the Selected field/hich displays the templates assigned to the selected form family.

.

Template List - Tampa Employment Forms &3

Selected

brctest (bctest) =
Test (test)
Barcode Samples (barcodes)

Available

1040z 1992 {1040z) ~
1999 AIIM Questionnaire {1999aiim)

AmyApp Invoice Demo - Line Items (aftidemao)
AnyApp ECB Demo (aft_eob)

AnyApp Invoice Demo - Summary (aftdemao)

bill (billrot)

CALIFORMIA Birth Certificate (cabirth)
City of Tampa - H2O (c_th20)

Contract for Sale of Real Estate (contract)
Credit Application (crdditap)

eds mark sense (eds2)
FurnneTn fenrnneant

m

QK Cancel |

7 To change the order of the templates within the forrnlyfasmiect a template in the
list and use the arrow buttons on the right to move the template within the list.

~ When a form family has multiple associated templates, if you know
that during batch processing there are more forms matching one template
than any of the others, place that template first in the list for the form
family.

8 To remove a template from the Selected field, highlight the template to be removed
and clickkemove

9 ClickOK to close the Template List window. The new form family is added to the
Options field.

Delete a Form Family

Steps
1 SelecBettings | OCR for AnyDoc® Form Family Management
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OR

Click theForm Families button, = on the Management toolbar. The Form
Family Management window is displayed.

Form Family Management - CAAnyDoc\Samples\master ﬁ

Options  Help

Configuration

[ERII&] 95F Invoice Form Family (9sfinyff)
-] AnyDoc Credit Application (creditap) Batch Control.... ‘
[~ AryDoc Farm Family Multi-Master (testff) . .
@[] AnyDoc®CLAIM™ Demo (CMS 1500) (cms) Directories/Output... ‘
-- AnyDoc®EOB™ Demo (AnyaApp) (eobZ) Delete = ‘
- AnyDoc@®EOQB™ Demo (Quickapp) (gasob) cleteReroute...
[#]- AnyDoc®INVOICE™ Demo (Line Item Detail) {aftidema)
: Scan/Impart. ..
-] AnyDoc@®INVOICE™ Demo (Summary w/Memory) (aftdema
-- AnyDocEMORTGAGE™ Demo {Joan) | — ‘
- Invoice Form Family (invfam) PHE=
[¥]- sample 2 {samp2) ' ‘
: uality Assure. ..
[ sample form family (formfam) Qualty
Test Research Family {research) Classification. . ‘
Attachments... ‘
Verification... ‘
Template List. .. ‘
Keyboard Cverrides... ‘
Close ‘
4 m | ¥

e A

2 Select the form family to delete.

3 SelecOptions | Delete. A confirmation window is displayed.

MAMAGEIt 150012 &3

Delete Form Family [aftldemo]?

QK Cancel

4  ClickOK.
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Save Form Family Changes

Steps
1 SelecBettings | OCR for AnyDoc® Form Family Management
OR

Click theForm Families button, = on the Management toolbar.
TheForm Family Managementwindow is displayed.

- !
Form Family Management - C\AnyDoc\Samples\master @
Options  Help
Configuration

SRIIR] 95F Invoice Form Family (Ssfinyff)

: Batch Contral...
-- AnyDoc Form Family Multi-Master (testff) ) )

([ AnyDoc®CLAIM™ Dema (CMS 1500) (ams) Sesimlia

G- AnyDoc@EOQB™ Demo (AnyApp) (eob2)

; : Delete/Reroute...

B AnyDoc®EDE™ Demo (Quickapp) (gasob)

- AnyDoc@&INVOICE™ Demo (Line Item Detail) (aftidema) Scan/Import

B[] AnyDoc®INVOICE™ Demo (Summary w/Memory) (aftdemo EiE

G- AnyDoc@MORTGAGE™ Demo {Joan)

; Impart,

-- Inveoice Form Family (invfam)

-1 sample 2 (samp2) ' ‘
: lity A
[+ sample form family (formfam) Quality Assure

- [ Test Research Family (research) Classification

Attachments...

Verification...

Template List...

Keyboard Qverrides. ..

Close ‘
] m 3

L8 &

2 Make changes to the form family.

3 SelecOptions | Save
4 ClickClose

Copy a Form Family
Steps
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1 SelecBettings | OCR for AnyDoc® Form Family Management
OR

Click theForm Families button, = on the Management toolbar. The Form
Family Management window is displayed.

.

L8

Form Family Management - C\AnyDoc\Samples\master

Options  Help

4

-
-
-
-
-
-
-
-
-
-
B

RIIR] 557 Invoice Form Family (sfinvff)

[ Test Research Family (research)

i | »

Configuration

Batch Contral...

Directories/Output. ..

Delete/Reroute...

Scan/Import...

Quality Assure. ..

Clazsification. ..

Attachments...

Verification...

Template List...

Keyboard Qverrides. ..

Close

2 Highlight the form family to be copied.
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3 SelecOptions | Save AsThe Save Family As window is displayed.

-

Save Family As | 22|

File Mame

aftidemo

Description

| AnyApp Invoice Demo - Line Items

[ oK ] [ Cancel ] [ Help ]

4 Change th&ile Name andDescription field and clickOK. The new form family is
added to th®ptions field in the Form Family Management window.

Change a Form Family's Description
Steps

1 SelecBettings | OCR for AnyDoc® Form Family Management
OR
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Click theForm Families button, = on the Management toolbar. The Form
Family Management window is displayed.

' ™
Form Family Management - C\AnyDoc\Samples\master ﬁ
Options  Help
— Configuration

SRIIR] 95F Invoice Form Family (Ssfinyff)

- AnyDoc Credit Application (creditap) Batch Contral.... |
AnyDoc Form Family Multi-Master (testff) _ ) |
AnyDocECLAIM™ Demo (CMS 1500) {cms) Directories/Output...
AnyDoc@EOQB™ Demo (AnyApp) (eob2) Delete/R e |
AnyDoc®EOQB™ Demo (Quickapp) (gasob) =l ErOUTE. ..
AnyDoc@&INVOICE™ Demo (Line Item Detail) (aftidema)

Scan/Import...
AnyDoc®INVOICE™ Demo (Summary w/Memory) (aftdemo
AnyDoc@MORTGAGE™ Demo {Joan) S | - |
Invoice Form Family (nvfam) BHE=
] sample 2 {samp2) |
uality Assure...
z sample form family (formfam) Qualty
-I[[] Test Research Family {research) Classification. . |
Attachments... |
Verification... |
Template List... |
Keyboard Qverrides. .. |
Close |
] I r
L5 A

2 Select a form family.

3 SelecOptions | Change Description. The Change Family Description window is
displayed.

Change Family Description

File Mame

I aftidemo

Description

I AnyApp Invoice Demo - Line Items)

[ oK J [ Cancel ] [ Help ]
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4 Change th®escription and clickOK. The updated description is displayed in the
Options field of the Form Family Management window.

Password Protect a Form Family
Steps

1 SelecBettings | OCR for AnyDoc® Form Family Management

OR

Click theForm Families button, = on the Management toolbar.
The Form Family Managementwindow is displayed.

Form Family Management - CAAnyDoc\Samples\master

Options  Help

Iig] 35F Invoice Form Family (9sfinvff)

=
=
=
[w]
=1
m
8
=
=
=)
=1
(]
m
o
E
L)
i
3
o
=
=
m
=
il
3
[w]
m
i
=
e
=4
[=%
i1
3
o
==

4 L 2

Configuration

Batch Contral...

Directories/Output...

Delete/Reroute...

Scan/Impart. ..

Classification...

Attachments...

Verification...

Template List. ..

Quality Assure... ‘
Keyboard Cverrides... ‘

Close ‘

e

2 Select the form family to password protect.
3 SelecOptions | Set Password
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TheForm Family Passwordwindow is displayed.

Form Family Password @

Enter Family Passward

[ QK ][ Cancel ][ Help ]

4 Enter a form family password in the field provided andack
TheForm Family Passwordwindow is displayed.

Form Family Password @

Reenter Family Password

[ QK ][ Cancel ][ Help ]

5 Reenter the form family password in the field provided an@®Iglick

Access a Password Protected Form Family

Steps

1 Select the form family to access from\Moek Flow Manager .
TheForm Family Passwordwindow is displayed.

Form Family Password @

Enter Family Passward

| ok || cancel || hHep |

2 Enter the correct password in thater Family Passwordfield.
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The Form Family Managementwindow is displayed and all buttons on the right
side are available. Entering an incorrect password or not entering one at all opens the
Form Family Management window but the buttons on the right are unavailable

Access OCR for AnyDoc Form Family Management

(grayed out).
3 ClickOK.

Access the Template List

Steps

1 SelecBettings | OCR for AnyDocForm Family Managementor click the
Form Families button, = on the Management toolbar. Heem Family

Managementwindow is displayed.

.

-
-
-
B

[ Test Research Family (research)

UL k

-
Form Family Management - C\AnyDoc\Samples\master @
Options  Help
Configuration
SRIIR] 95F Invoice Form Family (Ssfinyff)
: Batch Contral...
-- AnyDoc Form Family Multi-Master (testff) ) )
([ AnyDoc®CLAIM™ Dema (CMS 1500) (ams) Sesimlia
G- AnyDoc@EOQB™ Demo (AnyApp) (eob2)
; : Delete/Reroute...
B AnyDoc®EDE™ Demo (Quickapp) (gasob)
- AnyDoc@&INVOICE™ Demo (Line Item Detail) (aftidema) Scan/Import
B[] AnyDoc®INVOICE™ Demo (Summary w/Memory) (aftdemo EiE
G- AnyDoc@MORTGAGE™ Demo {Joan)
; Impart,

Quality Assure. ..

Clazsification. ..

Attachments...

Verification...

Template List...

Keyboard Qverrides. ..

Close

L8

&

2 Select the form family to view the list of associated templates.
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3 Click theTemplate List button, or rightclick the form family and sel@emplate
List. TheTemplate List window is displayed.

-

Template List - Tampa Employment Forms | 23 |

Selected

brctest (bctest) ﬁ
Test (test)
Barcode Samples (barcodes)

Available

1040z 1992 {1040z) ~
1999 AIIM Questionnaire {1999aiim)

AmyApp Invoice Demo - Line Items (aftidemao)
AnyApp ECB Demo (aft_eob)

AnyApp Invoice Demo - Summary (aftdemao)

bill (billrot)

CALIFORMIA Birth Certificate (cabirth)
City of Tampa - H2O (c_th20)

Contract for Sale of Real Estate (contract)
Credit Application (crdditap)

eds mark sense (eds2)
FurnneTn fenrnneant

m

QK Cancel

All templates associated with the form family appearSeltaedfield. To add,
remove, or change the order of the form familieSreate a New Form Family

(page247).

Change Form Family Directories

The Change Family Directories feature providebitlig @ change the base path to
one or more of the directories associated with one or more form family, e.g., the path to
the Jobs directory, etc.

Steps
1 From theForm Family Managementwindow, select a form family.
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2 SelecOptions | C hange Family Directories The Change Form Family
Directories window is displayed.

Change Form Family Directories

Selection Criteria
Path

Mask | = fof

Family Directories

Job Queus | C:\nyDocisamplestjobs

ASCII Output | C:\anyDoci\samples'data

bl | L g

Archive | C:VanyDoc\samples'data
Import | C:VanyDocSampleslmport
[ ()4 ] l Cancel I I Defaults I I Help I

3 Enter thePath to the form family or families to change.

4 Enter the file name of the form family to change itk field. This defaults to
* fof, meaning all form families in the specified path. To change one form family,
enter the form family file name (e.g., nafe.fo

5 Enter a new path in tl®b Queuefield or cIicku to browse to the location.
6 Enter a new path in t#eSCII Output field or clck LJ to browse to the location.
7 Enter a new path in thechive field or cIick{;] to browse to the location.

8 Enter a new path in thmport field or cIicu to browse to the location.
9 ClickOK.

Batch Control Settings

TheBatch Controlwindow provides the ability to set a number of batch level options,
including:

i Use of the Log Database
Batch equations

1
1 DocSet equations
I Batch headers
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1 Document control expressions

A batch equation can be used to define a mathematical relationship between the total
values of zones on different templates in the same form family. Batch equations can be
used for two purposes:

1 To ensure the accuracy of recognition and Verification results.

Values in every form family processed batch must add up-eéinped total. The
total is either entered by an operator when the batch is scanned or imported, or it is
printed on a form @t is scanned or imported with the batch.

Using a batch equation in this way triggers the Balancing Verification phase of batch
processing. Balancing Verification takes place after all other Verification phases. It
checks the values in the batch agaiesigécified total and prompts the operator to
correct the data if the equation does not balance.

1 To calculate values and output them in a header expression or document control.

This kind of Batch Equation does not trigger Balancing Verification; ihstead,
calculates a total from the batch data to output to an ASCII file.

A DocSet Equation is much like a Batch Equation, except it is for each document set in
a batch, rather than for the whole batch. A DocSet Equation can be used to define a
mathematicaktationship between the total values of zones on different templates in the
same document set. DocSet Equations can be used for two purposes:

1 To ensure the accuracy of recognition and Verification results.

Values in every form family processed docuraeptacessed must add up to a
total that appears somewhere in the document set.

Using a docset equation in this way triggers the Balancing Verification phase of
batch processing. Balancing Verification takes place after all other Verification
phases. Itleecks the values in the batch against the specified total and prompts the
operator to correct the data if the equation does not balance.

1 To calculate values and output them in a Document Control.

This kind of DocSet Equation does not trigger Balancnifgc&teon. It calculates a
total from the batch data to output to an ASCII file.

Performance options can be set in the Batch Control | Performance tab. These options
affect processing speed and determine how and when certaiocewertsring

processing. The default settings are designed to provided the best performance and
should not normally be changed.

Another batch control option is a header record can be included in the ASCII output
file. This is a single record that is dygulat the beginning of the output for each batch.
A header record can contain system defined control fields, static literal text, and
information entered by the operator at Scan/Import time.
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The Document Control tab allows ASCII data, such as therdeteggerator, or batch
information, to be included in every output record for a Master Form Template. OCR
for AnyDoc provides a number of fatefined fields and allows udefined fields.
Document controls defined at the Form Family level are outpubeitiegfor every

form or once for every record. Document controls can be defined for individual
templates in the Output Parameters for each template. In Form Family Management,
document controls can also be defined to apply to attachments (in the AttBalymen
Settings window), or to deleted images (in the Delete/Reroute Settings window).

A batch control number can be configured to output in either a batch header or
document control expression.

From theForm Family Managementwindow Settings| OCR for AnyDoc® Form
Family Managemen), clickBatch Controlto access thBatch Controlwindow for a
selected form family.

Batch Control - Color Image Processing @
General |

Batch Equation Umoer af Locuments

DocSet Equation {* Auto Count

Performance " Prompt Operator

Header

Decument Control (" Split Batch Every |0 G o

Batch Control Number Definition

Infiniwonc Summary

¥ Use Log Database
I~ Disable AutoFlow
[ Hide family AutoFlow Priority [0

Recovery/Backup Options
[v Create Recovery/Backup Images { BAK)

[V Create Zip file of import sub-directory
¥ Retain Zip file after commit

Defaults
oK | Cancel

Batch Control Parameters

Steps
1 SelecBettings | OCR for AnyDoc® Form Family Management
OR
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Click theForm Families button, = on the Management toolbar. The Form
Family Management window is displayed.

' ™
Form Family Management - C\AnyDoc\Samples\master M
Options  Help
— Configuration

£- 1] 35F tnvoice Form Family (9sfinvff)

- AnyDoc Credit Application (creditap) Batch Contral.... |
AnyDoc Form Family Multi-Master (testff) _ ) |
AnyDocECLAIM™ Demo (CMS 1500) {cms) Directories/Output...
AnyDoc@EOQB™ Demo (AnyApp) (eob2) |
AnyDoc®EOQB™ Demo (Quickapp) (gasob) e
AnyDoc@&INVOICE™ Demo (Line Item Detail) (aftidema) Scan/Import |
AnyDoc®@INVOICE™ Demo (Summary w/Memory) (aftdemo HE=
AnyDoc@MORTGAGE™ Demo {Joan) S | - |
Invoice Form Family (nvfam) BHE=

] sample 2 {samp2) ' |
lity A
z sample form family (formfam) Quality Assure
£-I[["] Test Research Family {research) Classification. . |
Attachments... |
Verification... |
Template List... |
Keyboard Qverrides. .. |
Close |
] I r
L5 A
2 Highlight a form family to set batch control settings and cliBlatble Control
button
OR

© 2015 Hyland Software, Inc.
262



OnBase AnyDoc 15 MANAGE:it User Guide

Access OCR for AnyDoc Form Family Management

Highlight a form family to set batch control settings;cigiktand select
Configure | Batch Control. The Batch Control window for the selectethf
family is displayed.

Batch Control - Color Image Processing @
EMNErd
Number of D it
Batch Equation Hmoet oeuments
DocSet Equation * Auto Count
Performance " Prompt Operator
Header
Document Control " Spit Batch Every |0 & &
Batch Control Number Definition
Infiniwonc Summary

¥ Use Log Database
I~ Disable AutoFlow
[ Hide family AutoFlow Priority [0

Recovery/Backup Options
[v Create Recovery/Backup Images { BAK)

[V Create Zip file of import sub-directory
¥ Retain Zip file after commit

Defaults
oK | Cancel |

3 Select a radio button in tNember of Documentssection to specify how
documents are divided intadiees. Options include:

1 Auto Count OCR for AnyDoc counts the number of documents in each batch.

1 Prompt Operator. When an operator clicks the Scan or Import button in the
Work Flow Manager to initiate scanning or importing a batch, the Enter Batch
Controls window is displayed prompting the operator for the number of
documents included in the batch. At the end db¢laa or Import process, if
the number of images scanned or imported does not match the number specified
by the operator at the beginning of the process, a message is displayed. The
operator must choose to keep or delete the batch.

91 Split Batch Every The gstem counts the images or document sets (depending
on the radio button selected) scanned or imported and splits them into a new
batch each time the specified number is reached.

4 Leave thé&Jse Log Databaseaadio button selected to capture processing
information in the Log Database. The Log Database is an audit tool that logs all
OCR for AnyDoc processing.
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10

11

Select th®isable AutoFlowcheck box to prevent AutoFlow from running for this
form family.

To prevent the form family from being displayed in Work FMwager, select the
Hide Family check box.

Enter a number in th&utoFlow Priority field. This number determines the

sequence in which batches are processed for different form families in AutoFlow; 1
is the highest priority and 98 is the lowest. If theft st zero for all form families,

work is processed in the order that the form families appear in the Work Flow
Manager list. For example, alphabetical order by form family description.

These priority levels are displayed next to the form famiiptiasan the Work

Flow Manager, and the form families appear in order by priority level. Although it
does not display in Work Flow Manager, the default priority level for form families is
99. So, all form families with an AutoFlow priority level assigreedre processed
before form families with no AutoFlow priority level.

Leave th€reate Recovery/Backup Images (.BAKEheck box selected to create
a backup copy of each image in treckup subdirectory under the directory for
that batch.

If this optian is selected and the batch is restarted, the system goes to the QA or
Classification phase (depending on whether QA is used for the form family). If this
option is disabled, restarted batches only go back as far as Extraction. Backup files
are deleted whehe batch is committed.

Select th€reate Zip file of import subdirectory check box to create a backup
copy of each batch in a .ZIP file.

Select th&etain Zip file after commitcheck box to keep the .ZIP file after the
Commit phase is completed.

ClickOK.

Create a Batch Equation

Steps

1

SelecSettings | OCR for AnyDoc® Form Family Management
OR
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Click theForm Families button, = on the Management toolbar. The Form
Family Management window is displayed.

Form Family Management - C\AnyDoc\Samples\master @

Options  Help

Configuration

BIig] 25F Invoice Form Family (3sfinff)
¥-{[[7] AnyDoc Credit Application {creditap) Batch Contral...

AnyDocECLAIM™ Demo (CMS 1500) {cms) Directories/Output...
AnyDoc@EOQB™ Demo (AnyApp) (eob2)
AnyDoc®EOQB™ Demo (Quickapp) (gasob) e
AnyDoc@&INVOICE™ Demo (Line Item Detail) (aftidema)
Scan/Import...

AnyDoc®INVOICE™ Demo (Summary w/Memory) (aftdemo
AnyDoc@MORTGAGE™ Demo {Joan)

Impart,

-- [ Test Research Family (research) Classification

Attachments...

Verification...

Template List...

Quality Assure. .. ‘
Keyboard Qverrides. .. ‘

. = — Close ‘
2 Highlight the form family to add a batch equation to and cliBlatble Control
button
OR

Highlight a form family to add a batch equation to;clghtand sele€@onfigure
| Batch Control. The Batch Control window is displayed.
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3 Click theBatch Equation tab.

Batch Control - Color Image Processing £
General Balancing Equation

Batch Equation "B_AUTOTOTAL" = "c_total total"

DocSet Equation k !
Performance Operstors

Header

Document Control Add Subtract

Batch Control Mumber Definition Variables

Infiniworx @ Uilties Monthly Total (c_total)

ECC - Blectric (z_elec)

+]- TECO - Gas (c_gas)

£)- City of Tampa - H20 (z_th20)

1- Pinellas County - H20 (z_ph20)
[ Florida Power (c_power)

Define Additional Batch Output Auto Totals... |

Decimal Precision : 2 Undo | Diefaults |

oK | Cancel |

The Balancing Equation field shows the equatiosa®itstructed. The equation is
built from left to right, with the total on the left. This means the total field must be
inserted first. There are two ways to insert a total field:

1 Use one of the two total buttons (<B_ AUTOTOTAL> or <B_TOTAL>)

1 Have a template in the form family that is a batch control page with the total on
it and add the zone from the template to the equation like any other zone.

Creating an Equation Using the <B_ AUTOTOTAL> OR
<B_TOTAL> Buttons
Steps

1 Select template from theéariablessection and expand it by clickingthggn. A
list of all zones for that template is displayed. The Variables section lists all templates
for the selected from family.

2 Click the<B_ AUTOTOTAL> button to add the calculated total of the specified
zones from the template(s) to the equation. Since <B_AUTOTOTAL> calculates a
total from the data on the forms, it is only used to output the total, it does not
trigger Balancing Verification.

OR

© 2015 Hyland Software, Inc.
266



OnBase AnyDoc 15 MANAGE:it User Guide

Access OCR for AnyDoc Form Family Management

Click he<B_TOTAL> button to add a defined total to the equation.

Unless OCR for AnyDoc is set up to look for a batch separator page, the value of
<B_TOTAL> is manually entered for each batch when it is scanned or imported.

The operator is prompted for the batutal. If the system is set up to use batch

separator pages, the operator prints a batch separator page for each batch, marks the
total on the sheet and scans the batch separator page as the first page in the batch. In
this case, the system does not ptdarghe operator to enter the batch total at
scan/import time.

Creating an Equation Using Zones
Steps

1

Select a template from tariablessection and expand it by clicking-thggn. A
list of all zonekor that template is displayed. The Variables section lists all templates
for the selected form family.

Select a zone to be the total field and add it to the equation by Sktdabed
Zone (or doubleclick the zone). The zone is added to the Baldbguagion field.

Select additional zones to add to the equation an8edkdted ZoneThe zone is
added to the Batch Equation field.

To add or subtract the selected zone with another zone, chickdtbeSubtract
buttons. A plus or minus sign is diged in the Batch Equation field depending on
the function selected.

Enter a number in tHeecimal Precisionfield to round the amounts this number
of decimal places. If the total is output, the specified number of decimals places is
output.

Click theUndo button to remove one segment of the equation at a time starting
from the last segment on the right.

ClickOK.

Create a DocSet Equation

Steps

1

SelecSettings | OCR for AnyDoc® Form Family Management
OR
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Click theForm Families button, B

Family Management window is ldigpd.

on the Management toolbar. The Form

.

L8

Form Family Management - C\AnyDoc\Samples\master

Options  Help

RIIR] 557 Invoice Form Family (sfinvff)

-- [ Test Research Family (research)

] i | »

Configuration

Batch Contral...

Directories/Output. ..

Delete/Reroute...

Scan/Import...

Quality Assure. ..

Clazsification. ..

Attachments...

Verification...

Template List...

Keyboard Qverrides. ..

Close

&

2 Highlight the form family to add a batch equation to and cliBlatble Control
button

OR

Highlight the form family to add a batch equation to;clghtand select
Configure | Batch Control. The Batch Control window is displayed.
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3 Click theDocSet Equationtab.

Batch Control - Color Image Processing £
General Balancing Equation

Batch Equation "c_totaltotal" = "c_elec total” + "c_gas total” + "c_th20total" + "c_p
DocSet Equation ‘ " -
Performance Cperators

Header Add Subtract

Document Control Hhire

Batch Control Number Definition Variables

Infiniworc - Utilities Morithiy Total (c_total)

ECC - Blectric (z_elec)

+]- TECO - Gas (c_gas)

£)- City of Tampa - H20 (z_th20)

1- Pinellas County - H20 (z_ph20)
[ Florida Power (c_power)

[ Use Left Side Value from Last Document Set Page Only

Decimal Precision : 2 Undo | Diefaults |

oK | Cancel |

The Balancing Equation field shows the equation as it is constructed. The equation is
built from left to right, with the total on the left. This means the total field must be
inserted first. There are two ways to insert a total field:

1 Use the total button (<DS_AUTOTOTAL>)

1 Have a template in the document set with the total on it and add the zone from
the template to the equation like any other zone.

Creating an Equation Using the <DS_AUTOTOTAL> Button
Steps

1 Select a template from tariablessection anéxpand it by clicking thesign. A
list of all zones for that template is displayed. The Variables section lists all templates
for the selected form family.

2 Click the<DS_AUTOTOTAL> button to add the calculated total of the specified
zones from the tentgte(s) to the equation.
Since <DS_AUTOTOTAL> calculates a total from the data on the forms, it is only

used to output the total in a document control, it does not trigger Balancing
Verification.
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Creating an Equation Using Zones
Steps

1

Select a template from tariablessection and expand it by clicking-thggn. A
list of all zones for that template is displayed. The Variables section lists all templates
for the selected form family.

Select a zone to be the total field and add it to the equation by Sktdabed
Zone (or doubleclick the zone). The zone is added to the Balancing Equation field.

Select additional zones to add to the equation an8edkcted ZoneThe zone is
addel to the Batch Equation field.

To add or subtract the selected zone with another zone, chickdtbeSubtract
buttons. A plus or minus sign is displayed in the Batch Equation field depending on
the function selected.

Enter a number in tHeecimal Precigon field to round the amounts the specified
number of decimal places. If the total is output, the specified number of decimals
places is output.

Click theUndo button to remove one segment of the equation at a time starting
from the last segment on thghti

ClickOK.

Set Performance Options

Steps

1

SelecSettings | OCR for AnyDoc® Form Family Management
OR

Click theForm Families button, = on the Management toolbar.
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The Form Family Managementwindow is displayed.

Form Family Management - CAAnyDoc\Samples\master ﬁ

Options  Help

Configuration

z 95F Invoice Form Family (3sfinyff)
&[] AnyDoc Credit Application {creditap) Batch Contral...

-- AnyDoc Form Family Multi-Master (testff)

-] AnyDoc@®CLAIM™ Demo (CMS 1500) (cms) Directories/Output...
-- AnyDoc®EOQB™ Demo (AnyApp) (eobZ) Delete =

-- AnyDoc@®EOQB™ Demo (Quickapp) (gasob) cleteReroute...
[+~ AnyDoc®INVOICE™ Demo (Line Item Detail) {aftidema)

: Scan/Impart. ..
-7 AnyDoc@INVOICE™ Dema (Summary w/Memory) (aftdemo

[+~ AnyDoc@MORTGAGE™ Demo {Joan) |

: Import

[+~ Invoice Form Family (invfam)
-- sample 2 (samp2)

-- rr. sample form family (formfam)
(- Test Research Family {research)

Classification...

Attachments...

Verification...

Template List. ..

Quality Assure... ‘

Keyboard Cverrides...

Close ‘
Ll m | »

e A

2 Highlight the form family to set performance options forclgit and select
Configure | Batch Control

OR
Click theBatch Control button.
TheBatch Controlwindow is displayed.
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Batch Control - Credit Application

General

Batch Equation

DocSet Equation

Performance

Header

Document Control

Batch Contrel Number Definition
Infiniwex®

These options will provide increased performance but may restrict
when certain data is available.

One Station Per Batch
| Classification

| Extraction

| Verification

Processing Flow
@) Stepped

Cwerlapped

File Caching
| Cache templates
| Cache procedures and field definitions
| Cache templates for batches

Delay Workfile updates untl 40 images processed.

Defaults

| OK | | Cancel | | Help |

4 In theProcessing Flowsection, select one of the following options:

M

Stepped All images in a batch must gbete a processing phase before any
images in the batch enter the next phase. This setting is recommended because it
is cleaner and ensures that any attachments stay with the correct data images.

Overlapped As each batch image completes a processing phase, it moves on to
the next phase without waiting for the remaining images in the batch. The only
exceptions are the Scan/Import phase, which does not release images until the
whole batch is imported and themmit phase, which does not begin until the
entire batch is ready to Commit.

5 Select a check box in fBae Station Per Batchsection to specify if an entire
batch is processed on one workstation in certain phases or whether on batch can be
split betweemworkstations. Options include:

ﬂ

Classification Each batch is processed on one workstation during the
Classification phase.

Extraction: Each batch is processed on one workstation during the Extraction
phase.

Verification: Each batch is processed on onéstation during the
Verification phase.

6 Enable check boxes in thige Cachingsection to determine what files are cached
on the local workstation, if any. Options include:
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1 Cache templatesAll templates in the master directory are cached on the local
workstation. When processing a batch, the first time each template is accessed,
the system check the local copy of the template associated with that batch
against the server copy. If the local copy is different, the template is copied from
the server and theopy of the template is used until the batch is completed.

1 Cache procedures and field definitionsKeeps a current copy of any
procedures, which are defined for each master form template, and field
definitions, available to all templates, in localatiesctinder the OCR for
AnyDoc temp directory. The internal cache flags are reset when batch processing
iIs completed. The first time each file is accessed after the flags have been reset,
the system checks the local copy against the server copy. #fl teplpcs
incorrect, the proper file is copied from the server. Accessing each file in the
future uses the local copy until batch processing is completed.

1 Cache templates for batchesTemplates are copied to a separate directory
under the form family jolarectory. These directories are named "nnn.mst",
where "nnn" is 001 through 999. Each directory consists of a snapshot of the
master form templates set for the form family. Each time a new batch is created,
the latest template set is compared to thertuamplates on the server. If the
latest master form template set is current, the new batch is configured to use that
set.

7 Enter a number in theelay Workfile updates until _ images processedield to
reduce file access contention when multiple tatdgs are processing images from
the same form family. The file is locked while it is being updated.

8 ClickOK.

Create a Batch Header

TheBatch Control | Header tab allows you to include a header record in the ASCII
output file. This is a single record that is displayed at the beginning of the output for
each batch. A header record can contain system defined control fields, static literal text,
and information dered by the operator at Scan/Import time.

Steps

1 SelecBettings | OCR for AnyDoc® Form Family Management
OR
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Click theForm Families button, = on the Management toolbar. The Form
Family Management window is displayed.

' ™
Form Family Management - C\AnyDoc\Samples\master M
Options  Help
— Configuration

£- 1] 35F tnvoice Form Family (9sfinvff)

- AnyDoc Credit Application (creditap) Batch Contral.... |
AnyDoc Form Family Multi-Master (testff) _ ) |
AnyDocECLAIM™ Demo (CMS 1500) {cms) Directories/Output...
AnyDoc@EOQB™ Demo (AnyApp) (eob2) |
AnyDoc®EOQB™ Demo (Quickapp) (gasob) e
AnyDoc@&INVOICE™ Demo (Line Item Detail) (aftidema) Scan/Import |
AnyDoc®@INVOICE™ Demo (Summary w/Memory) (aftdemo HE=
AnyDoc@MORTGAGE™ Demo {Joan) S | - |
Invoice Form Family (nvfam) BHE=

] sample 2 {samp2) ' |
lity A
z sample form family (formfam) Quality Assure
£-I[["] Test Research Family {research) Classification. . |
Attachments... |
Verification... |
Template List... |
Keyboard Qverrides. .. |
Close |
] I r
L5 A
2 Select the form family in which to add a batch equation and cBekdhe& ontrol
button
OR
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Select the form family in which to add a batch equatior;liageind select
Configure | Batch Control. The Batch Control window is displayed.

Batch Control - Coler Image Processing @

General |

Batch Equation

DocSet Equation i+ Auto Count

Performance ¢ Prompt Operator

Header

Document Control " Spit Batch Every ,:_ £ &
Batch Contrel Mumber Definition

Infiniworc Summary

¥ Use Log Database
" Disable AutoFlow
[ Hide famity AutoFlow Priorty |0

Recovery/Backup Options
[¥ Create Recovery/Backup Images (. BAK)

[+ Create Zip file of import sub-directory
Iv¥ Retain Zip file after commit

Defaults

OK | Cancel
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3 Click theHeadertab.

Batch Control - AnyDoc Credit Application @
General Batch Header Expression

Batch Equation <B_DATE:

DocSet Equation 1 ’
Performance

_ System Defined Control Fields

Document Control Batch Auto Total (Batch Equation Calculated) -

S Batch Auto Total 2 (Calculated)
Batch Control Number Definition Batch Auto Total 3 (Calculated)

Infiniwor: Batch Control Mumber (User Assigned
Bdch Date

Batch D (System Assigned)
Batch Operator i

Add Field | Date Formatting.. |

Add Prompting Contral... |

Field Delimiters

o " before and |", after

Record Teminator

Teminate Batch Header Record with \r
Defaults

oK | Cancel |

4 Select an option from tigystem Defined Control Fielddist and cliclAdd Field.
The field is added to the Batch Header Expression field. Options in the System
Defined Control Fields list include:

System Defined Expression Output

Field

Batch Control Number <B_CTRL_NUMBER> Outputs the usetefined

(User Assigned) batch control number

Batch Date <B_DATE> Outputs the date the batc
was created.

Batch ID (System <B_NUMBER> Outputs the system

Assigned) assigned batch number

Batch Operator <B_OPER> Outputs the station's

network ID that created tt
batch or if a login is used
the user name.

Batch Time <B_TIME> Outputs the time in
hour:minute:second form:
that the batch was create
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System Defined
Field

Expression

Output

Batch Auto Total

<B_AUTOTOTAL>

Outputs the total amount
for a batch total equation
without having to define
the result.

Batch Total

<B_TOTAL>

Outputs the result of a
defined batch total
equation.

Image Creation Date

<|_DATE>

Outputs the date the ima¢
was imported into the
system.

Image Creation Time

HH:MM:SS

<I_TIME>

Outputs the time the imag
was imported into the
system.

Number of Documents <B_NBR_OF DOCS>

Outputs the total number
of images in the batch.

ScanErrors

<SCAN_ERRORS>

Outputs any scan error
messages that occurred
during scan time.

ScanErrorsTime

<SCAN_ERROR_TIME>

Outputs the time that the
scan error occurred.

ScanTotalTime

<SCAN_TOTAL_TIME>

Outputs the total amount
of time to scan the batch.
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5 To set the output format for a date field in the Batch Header Expression, click the
Date Formatting button and select the date field to format.Dée Format
Settingswindow is displayed.

Date Format Settings ﬁ

Date Format

m | »

DOMMYY (IntT)
MMDDYY
DD Day (zero filed)

MM Month (zero filled) e

Add to Date Format ‘

| fryMMDD

[ oK ” Cancel ” Defaults ” Help l

e A

6 Select ®ate Formatand clickAdd to Date Format The selected date format is
displayed in the field below the Add to Date Format button.

7 ClickOK to close th®ate Format Settingswindow and return to thgatch
Control | Header tab. The systewhefined date field has been updated with the
date format (for example, <B_DATE> could be formatted to
<B_DATE:YYMMDD>).

8 To prompt the operator to add information to the control expressi@rthelad
Prompting Control button. TheConfigure Prompting Control Fieldwindow is
displayed.

Configure Prompting Control Field [&

User Prompt

Apply Entered Data
{* Accept Anything
(" Must Match Edit Mask |

- | =]

Options
[ Collect Field for Use in Scripting (no Output)

oK | Cancel Help

© 2015 Hyland Software, Inc.
278



OnBase AnyDoc 15 MANAGE:it User Guide

Access OCR for AnyDoc Form Family Management

9 Enter text into thé&Jser Promptfield with which to prompt the Scan or Import
operator.

10 Enable a radio button in tiAgply Entered Datasection to set limits on what data
is valid in the prompting control field. Options include:

1 Accept Anything The system does not restwbiat the operator enters in the
field.

1 Must Match Edit Mask: The data entered by the operator in the field must
match the edit mask entered in the field to the left of this radio button.

1 Apply Rule Validatiort This option only applies to dates. It resttlue format
of the date entered by the operator to the required format selected from the drop
down list to the left of the radio button.

11 ClickOK to close th€onfigure Prompting Control Fieldwindow.Enable the
Insert delimiter character(s)checkbox to insert the delimiters entered in the
before and afteffields. These characters are placed before and after each field in the
output record.

12 Enter a character in tierminate Batch Header Record witHield to specify the
character that indicates #rel of the physical record in the ASCII output. Options
include:

1 A null character
1 \tto output atab
1 \ror\n to output a carriage return

1 \fto output a form feed
13 ClickOK.

Document Control Expressions

TheBatch Control | Document Control tab allows ASCII data, such as the date, time,
operator, or batch information, to be included in every output record for a Master Form
Template. OCR for AnyDoc provides a number otipfimed fields anallows

userdefined fields. Document controls defined at the Form Family level are output
either once for every form or once for every record. Document controls can be defined
for individual templates in the Output Parameters for each template.

In Form Family Management, document controls can also be defined to apply to
attachments (in th&ttachment Page Settings | Document Controtab) or to
deleted images (in tBelete/Reroute Settings | Document Controltab).

Steps
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1 SelecBettings| OCR for AnyDoc® Form Family Management The Form
Family Management window is displayed.

- !
Form Family Management - C\AnyDoc\Samples\master @
Options  Help
Configuration
SRIIR] 95F Invoice Form Family (Ssfinyff)
: Batch Contral...
-- AnyDoc Form Family Multi-Master (testff) ) )
([ AnyDoc®CLAIM™ Dema (CMS 1500) (ams) Sesimlia
G- AnyDoc@EOQB™ Demo (AnyApp) (eob2)
; : Delete/Reroute...
B AnyDoc®EDE™ Demo (Quickapp) (gasob)
- AnyDoc@&INVOICE™ Demo (Line Item Detail) (aftidema) Scan/Import
B[] AnyDoc®INVOICE™ Demo (Summary w/Memory) (aftdemo EiE
G- AnyDoc@MORTGAGE™ Demo {Joan)
; Impart,

-- Inveoice Form Family (invfam)

-1 sample 2 (samp2) ' ‘
t lity A
[+ sample form family (formfam) Quality Assure

- [ Test Research Family (research) Classification

Attachments...

Verification...

Template List...

Keyboard Qverrides. ..

) Close ‘
] m 3

L8 &

2 Select the form family in which to define a batch control expression.

3 Either click théBatch Control button, or rightlick the selected form family and
selecConfigure | Batch Control. TheBatch Controlwindow is displayed.
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4 Click theDocument Controltab

Batch Control - Credit Application P
General Document Control Expression
Batch Equation <B_DATE>
DocSet Equation 1 »
Performance
Lleader System Defined Control Fields
Document Control Auto ID Rotation -
I Batch Auto Total (Batch Equation Calculated)
Batch Central Mumber Definition Batch Auto Total 2 (Calculated)
Infiniwond® Batch Auto Total 3 {Calculated)
Batch Control Number iHser nssiinedi
Batch Date
Batch ID (Svstem Assianed) T
I Add Field I I Date Formatting... I
I Propagate Output From Another Template... I
I Add Prompting Contral... I
Field Delimiters
Insert delimiter character(s) ~ before and ~, after
Placement
@) Record _ Documnent ‘ @ First ) Last ‘
Defaults
[ OK ] I Cancel I I Help I

5 Select an option from tisystem Defined Control Fielddist and cliclAdd Field.
The field is added to ti®cument Control Expressionfield. Options in the
System Defined Control Fields list include:

Field Expression Output / Description

Auto ID Rotation <S_IDROTATION> Outputs the rotation (090, 180, or
270) of the data image.

Batch Auto Total (Batc <B_AUTOTOTAL> Outputs the total amount for a batc

Equation Calculated) total equation without having to
define the result.

Batch Auto Total 2 <B_AUTOTOTAL2> Outputs the total amount for an

(Calculated) equation without havirig define the
result.

Batch Auto Total 3 <B_AUTOTOTAL3> Outputs the total amount for an

(Calculated) equation without having to define t
result.

BancTec/SpeedFirst <BANCTEC_ONX> Outputs information created when

Batch Input Fields scanningrom a BancTec scanner.

(ONX)

Batch Control Number <B_CTRL_NUMBER> Outputs the usatdefined batch

(User Assigned) control number.
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Field Expression

Output / Description

Batch Date <B_DATE>

Outputs the date the batch was
created.

Batch ID (System <B_NUMBER>
Assigned)

Outputs the system assigned batcl
number.

Batch Operator <B_OPER>

Outputs the network ID of station
that created the batch, or if logins ¢
used, the user name.

Batch Sequence Nbr <S BSEQ>
HH#H#

Outputs the sequence number of tl
image within thedich as a-digit

number. For example, the third ime
in the batch wol

Batch Sequence Nbr <S BSEQ_05>

Outputs the sequence number of tl

HHHHHH image within the batch as-di§it
number. For example, the third ime
inthe batchwouldut put 0
Batch Time <B_TIME> Outputs the time in

hour:minute:second format that the
batch was created.

Batch Total (Prompted <B_TOTAL>

Outputs the result of a defined batc
total equation.

CAPTUREit Batch ID <ASI_CAPTURE_BATCH_ID>

Outputs the batch ID from
CAPTURE:Iit if the batch was scanr
with CAPTURE:it.

Document Nbr 1 <DOC_F1> OQut puts the i mac
LRI r e iary
Document Nbr 2 <DOC_F2> Outputs the fully qualified path anc

CA . \ #ttHHH#HE I

image file name with _tif extension
after Commit.

Document Nbr 3 <DOC_F3> OQut puts the i mac
HHHH A A extension after Commit.
Document Set <DS_AUTOTOTAL> Outputs the total value for an
AutoTotal equation per Document Set.

Document Set Numbel <DS_NBR_IN_BATCH>
in Batch

Outputs the sequence of the
document set within the batch.

Document Set Page <DS_PGSEQ>
Sequence

Outputs the sequence of the page
within the deument set.

Document Set Total <DS_TOTAL>
Number of Pages

Outputs the total number of pages
the document set.
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Field Expression Output / Description

Extract Date <X_DATE> Outputs the date the image was
extracted.

Extract Operator <X_OPER> Outputs the network ID of the
extraction station, or if logins are
used, the user name.

Extract Time <X_TIME> Outputs the time in

HH:MM:SS hour:minute:second format that the

image was extracted.

Image Creation Date <I_DATE>

Outputs the date the image was
imported into the system.

Image Creation Time <I_TIME>
HH:MM:SS

Outputs the time the image was
imported into the system.

Imprinter String <S IMPRINTER>

Outputs the imprinter string
configured undeBettings | Scanner
Setup | Imprinter .

Number of Doc Sets <B_NBR_OF DOCSETS>

Outputs the total number of
document sets in the batch.

Number of Documents <B_NBR_OF DOCS>

Outputs the total number of image:
the batch.

Number of Line Iltems <B_NBR_OF_LINEITEMS>

Outputs the number of total line
items in an AnyApp template.

Number of Total Sets <B_NBR_OF TOTALSETS>

Outputs the number of total sets in
AnyApp template.

Orig Doc MultiPage  <ORIG_DOC_SEQ>
Sequence

Outputs the sequence of the image
from within a multipage tiff.

Outputs the i mpc¢
file name.

Orig Doc Nbr 1 <ORIG_DOC_F1>
T
Orig Doc Nbr 2 <ORIG_DOC_F2>

CA . \ i Aif

Outputs the fully qualified path anc
the original i me
extension after Commit.

Orig Doc Nbr 3 <ORIG_DOC_F3>
HHHHH A AT

Outputs the i mpc¢
file name followed by the extensior
tif.

Orig PDF Archive Cop <ARCHIVE_ORIG_DOC_F2>
2 C\ .\ #HHHHHE . pdf

Outputs the fully qualified archive

path and subdirectory of the origini
image copy and the original .pdf fil
name. The archive directory locatic
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Field

Expression

Output / Description

is set on th®irectories/Output
Settings | Archive Image Options
window.

Previous Index Fields <PREV_INDEX_FIELDS>

This applies to attachments only. £
index fields on the previous data

image are output in the document
control expression for the attachme

QA Date <Q_DATE:MM/DD/YY> Outputs the date the batch was
reviewed by the QA Operator.

QA Operator <Q OPER> Outputs the user name of the QA
operator.

QA Time HH:MM:SS <Q_TIME> Outputs the time in
hour:minute:second format that the
batch was released by the QA pha

Scan/Import Operator <S_OPER> Outputs the user name of the Scar

Import station.

ScanErrors

<SCAN_ERRORS>

Outputs any messages of scan err
that occurred during the scan time.

ScanErrorsTime

<SCAN_ERROR_TIME>

Outputs the time that the scan errc
occurred.

ScanTotalTime

<SCAN_TOTAL_TIME>

Outputs the total amount of time to
scan the batch.

System Import Date <S_DATE> Outputs the date the image was

MM/DD/YY Imported by OCR for AnyDoc.

System Import Time  <S_TIME> Outputs the time in
hour:minute:second format that the
image was scanned or imported.

Template Name <FRM_ID> Outputs the file name (no extensio
of the master form template the
current data image has been ident
as matching.

Verify Date <V_DATE> Outputs the date the image was
verified.

Verify Operator <V_OPER> Outputs the user name of the

Verification operator.
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Field Expression Output / Description

Verify Time HH:MM:S¢ <V_TIME> Outputs the time in
hour:minute:second format that the

image was verified.

6 To set the output format for a date field in the Document Control Expression, click
theDate Formatting button and select the date field to format.D&ie Format
Settingswindow is displayed.

Date Format Settings [&J

Date Format
4 /MM /DD

m | »

DOMMYY {Int')
MMDDYY

DD Day (zero filled)
D# Day

M# Month

MM Month (zero filled) %

Add to Date Format ‘

| irrMMDD

[ oK H Cancel || Defaults || Help |

7 Select ®ate Formatand clickAdd to Date Format The selected date format is
displayed in the field below the Add to Date Format button.

8 ClickOK to close th®ate Format Settingswindow and return to tHeocument
Control tab. The systeqhefined date field has been updated with the date format
(for example, <B_DATE> could be formatted <B_DATE:YYMMDD>).

9 To copy output from a zone on one template into the document control expression
for all templates in the form family, clickPhepagate Output From Another
Template button. TheSelect Template And Zone Nameavindow is displayed.

For more information, s&¥opagate Output from Another Templgtage287).
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10 To prompt the operator to add information to the control expression, cliddthe

11

12

13

14

15

Prompting Control button. TheConfigure Prompting Control Fieldwindow is
displayed.

Configure Prompting Control Field LiE-J

User Prompt

Apply Entered Data
¥ Accept Anything

" Must Match Edit Mask |
e | =l

Options
[ Collect Field for Use in Scripting (no Output)

oK | Cancel | Help ‘

L8 A

Enter text into th&Jser Promptfield with which to prompt the Scan or Import
operator.

Enable a radio button in tAg@ply Entered Datasection to set limits on what data
is valid in the prompting control field. Options include:

1 Accept Anything The system does not restrict what the operator enters in the
field.

1 Must Match Edit Mask: The data entered by the operator in the field must
math the edit mask entered in the field to the left of this radio button.

1 Apply Rule Validatiort This option only applies to dates. It restricts the format
of the date entered by the operator to the required format selected from the drop
down list tathe left of the radio button.

ClickOK to close th&€onfigure Prompting Control Fieldwindow.Enable the
Insert delimiter character(s)check box to insert the delimiters entered in the
before and afteffields. The characters entered irbefere and afteffields are
placed before and after each field in the output record.

Enable th&recordradio button in th@lacementsection to output the document
control expression in each record,

OR

Enable thdocument radio button to output the document control esgign
once per page, regardless of the number of records.

Enable thd-irst radio button in th@lacementsection to place the document
control expression at the beginning of each record or document,

OR
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Enable thed.ast radio button to place the documemntrol expression at the end of
each record or document.

16 ClickOK to close th®atch Controlwindow.

Propagate Output from Another Template
Steps

1 From theDocument Controltab, click théropagate Output From Another

Template button. TheSelect Template And Zone Nameavindow is displayed.

r 5
Select Template And Zone Name &J
Available Templates Zone Mames
aftldemo. tif 0K
cms. tif
crdditap. tif
invcomp. tif

Current Template Name:
Current Zone Name:

Propagate Data From

{* Previous Image Within The

&
(" Subsequent Image * Document Set
" Unknown " Batch
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2 Select aAvailable Templatefrom the list. This field displays all templates in the

form family. Th&Zone Namesfield populates with the zones associated with the
selected template.

. "
Select Template And Zone Name @
Available Templates Zone Mames
Acctl - 0K
Acct2
Act1Amt E
Act2Amnt
Address1
Address2
Barcodel
City
Datel S

Current Template Name:  crdditap
Current Zone Mame: crdditap. Address1

Propagate Data From

{¢ Previous Image Within The

&
(" Subseguent Image Q) Fafhreileeas

" Unknown { Batch

3 Doubleclick each zone name to add to the document control expression.

4 Enable a radio button in tReopagate Date Fromsection to specify where the
data image for the selected templatetiwibatch. Options include:

1 Previous Image If the zone is located on the previous image in the doc set or
batch.

1 Subsequent Imagelf the zone is on the page after the current page in the doc
set or batch.

1 Unknown: If the zone is on an image either before or after the current page.

5 Enable one of the radio buttons in Wghin The section to determine whether
the application looks in tB®cument Setor theBatch for the page containing the
specified zone.

6 ClickOK to close th&elect Template And Zone Namavindow.

Batch Control Number Definition
Steps
1 SelecBettings | OCR for AnyDoc® Form Family Management
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OR

Click theForm Families button, = on the Management toolbar. The Form
Family Management window is displayed.

Form Family Management - CAAnyDoc\Samples\master ﬁ

Options  Help

Configuration

[ERII&] 95F Invoice Form Family (9sfinyff)
-] AnyDoc Credit Application (creditap) Batch Control.... ‘
- AryDoc Farm Family Multi-Master (testff) . .
@[] AnyDoc®CLAIM™ Demo (CMS 1500) (cms) Directories/Output... ‘
-- AnyDoc®EOB™ Demo (AnyaApp) (eobZ) — = ‘
- AnyDoc®EOB™ Demo {Quickapp) (gaeob) cleteReroute...
- AnyDoc®INVOICE™ Demo (Line Item Detail) {aftidema) Scan/Import ‘
-1 AnyDoc@INVOICE™ Demo (Summary w/Memory) (aftdema BB
-- AnyDocEMORTGAGE™ Demo {Joan) | — ‘
-] Inveice Form Family (nvfam) PHE=
[¥]- sample 2 {samp2) ' ‘
: uality Assure. ..
[ sample form family (formfam) Qualty
Test Research Family {research) Classification. . ‘
Attachments... ‘
Verification... ‘
Template List. .. ‘
Keyboard Cverrides... ‘
) Close ‘
4 m 3

e A

2 Select the form family in which to define a batch control number and click the
Batch Control button

OR

Select the form family in which to define a batch control numgbéclick and
selecConfigure | Batch Control. The Batch Control window is displayed.
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3 Click theBatch Control Number Definition tab.

Batch Control - Credit Application = |

General Batch Control Mumber Definition

Batch Equation <B_SCAN_STAT_ID>

DocSet Equation {] ’

Performance

Header Control Fields

Document Control Auto Incrementing Sequence Mumber (Reset Daily/Mo Prompt) -

Batch Control Number Definition riiva

o Batch Time

Infiniword® CAPTUREit Batch ID E
Kodak Fixed Field
Scan Station ID or EXCHANGEit® Job ID

Add Field I I Date Formatting. ..

Format Batch Control Number
" No Formatting (Use Exactly)

@ Zero Fill Mumerics To Length 9

Defaults

I OK H Cancel H Help I

The Batch Control Number Definition field displays the information that makes up
the batch control number.

4 Select &ontrol Field to add to the Batch Control Number Definition field and
clickAdd Field. Control Fields include:

Control Field Description

Auto Incrementing Sequence A systenrwide sequential number that increa
Number with each batch.

Auto Incrementing Sequence A systenwide sequential number that starts
Number (Reset Daily/No over from 1 each day.

Prompt)

Batch Date The date the batch was created.

Batch Time Outputs the time the batch was created in

hours:minutes:seconds format.

Kodak Fixed Field This field only applies if you are using a Koc
scanner interface. This is fixed field portion
of the image address.

Scan Station ID The workstation ID where the batch was
scanned.

5 If you are including the Batch Date field in the batch control nubatber,
Formatting allows you to specify an output format for the date. FroDeatiee
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Format Settingswindow, selectate Formatfrom the provided list and click
Add to Date Format The selected date format is displayed in the field below the
Add to Date Format button.

6 From theDate Format Settingswindow, select@ate Formatfrom the provided
list and clickAdd to Date Format The selected date format is displayed in the field
below the Add to Date Format button.

Date Format Settings l—s-:hj

Date Format
Y 4/MM/ DD

m | »

DOMMYY (IntT)
MMDDYY

DD Day (zero filed)
D# Day

Mz Month

MM Month (zero filled) e

Add to Date Format ‘

| fryMMDD

[ oK H Cancel H Defaults H Help I

e

7 To add the date format to the control expression fieldOdick

8 Select a formatting option from the Format Batch Control Number section. Options
include:

1 No Formatting (Use Exactly): The batch control number is not
reformatted with leading zeros. The number is output exactly as it appears.

9 Zero Fill Numerics To Length: Reformat all numeric values in the batch
control number to a specified length. The number is reformatted by adding
the necessary number of leading zeros. For example, if the number is 156 and
the setting specifies to reformat the value to a length of five, then the value is
output as 00156. The formatting applies to all uses of the batch control
number, such as AS@Uitput, GTO, and directories. The default is to
reformat the number to a length of nine.

9 ClickOK.
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Infiniworx

OCR for AnyDoc integrates with Infiniworx during batch processing by routing batches
to Infiniworx after the Import or QA phase. Infiniworx applies advanced Classification
and Check 21 processing features to the batch and then imports the batch back into
OCR for AnyDoc and continues processing the batch through the applicable phases.

These Infiniworx integration features are done in Batch Control | Infiniworx. The
options on this dialog are only available when using IBML or OPEX Advanced Import.
This featue requires that the following tools be used in Infiniworx:

1 Import From CAPTURE:it

The directory specified in this tool must match the Infiniworx Import Path specified
on this window.

1 Export to OCR for AnyDoc

When exporting, Infiniworx must export te form family's Import path.
Steps
1 SelecBettings | OCR for AnyDoc® Form Family Management

OR
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Click theForm Families button, = on the Management toolbar. The Form
Family Management window is displayed.

Form Family Management - C\AnyDoc\Samples\master @

Options  Help

Configuration

BIig] 25F Invoice Form Family (3sfinff)
¥-{[[7] AnyDoc Credit Application {creditap) Batch Contral...

AnyDocECLAIM™ Demo (CMS 1500) {cms) Directories/Output...
AnyDoc@EOQB™ Demo (AnyApp) (eob2)
AnyDoc®EOQB™ Demo (Quickapp) (gasob) e
AnyDoc@&INVOICE™ Demo (Line Item Detail) (aftidema)
Scan/Import...

AnyDoc®INVOICE™ Demo (Summary w/Memory) (aftdemo
AnyDoc@MORTGAGE™ Demo {Joan)

Impart,

-- [ Test Research Family (research) Classification

Attachments...

Verification...

Template List...

Quality Assure. .. ‘
Keyboard Qverrides. .. ‘

q m | » Close ‘
2 Highlight a form family to set batch control settings and cliBlatble Control
button
OR

Highlight a form family to set batch control settings;cigiktand select
Configure | Batch Control. The Batch Control window for the selected form
family is ésplayed.
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3 Click thelnfiniworx tab.

Batch Control - AnyDoc Credit Application

General

Batch Equation

DocSet Equation

Performance

Header

Document Control

Batch Control Number Definition

r
Irfiniwon: Import Path

[ ]

MNOTE: This feature is only available when using either the
IBML or OPEX Advanced Import.

oK | Cancel

Option

Description

Route to Infiniworx for Processing Aft Select this check box to automatically route batches to

Import/QA

Infiniworx after the Import or QA phase. The batch rout
to Infiniworx must remain one batch and be routed bacl
the same form family.

Infiniworx Import Path

Enter the directory that Infiniworx imports the batch fror

Date Formatting
Steps
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1 From theDate Format Settingswindow, selectate Formatfrom the provided
list and clickAdd to Date Format The selected date format is displayed in the field
below the Add to Date Format button.

Date Format Settings Iﬁ

Date Format

o | »

DOMMYY (IntT)
MMDDYY
DD Day (zero filed)

MM Month (zero filled) e

Add to Date Format ‘

| fryMMDD

[ oK ” Cancel ” Defaults ” Help l

e A

2 To add the date format to the control expression fieldOdick

Configure Prompting Control Field

1 To prompt the operator to add information to the control expression, cliddthe
Prompting Control button. TheConfigure Prompting Control Fieldwindow is
displayed.

Configure Prompting Control Field @

User Prompt

Apply Entered Data
¥ Accept Anything

" Must Match Edit Mask |
e | =l

Options
[ Collect Field for Use in Scripting (no Output)

oK | Cancel | Help ‘

L8 A

2 Enter text into thé&Jser Promptfield with which to prompt the Scan ogort
operator.
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3

4

Enable a radio button in tAg@ply Entered Datasection to set limits on what data
is valid in the prompting control field. Options include:

1 Accept Anything The system does not restrict what the operator enters in the
field.

1 Must Match Edit Mask: The data entered by the operator in the field must
match the edit mask entered in the field to the left of this radio button.

1 Apply Rule Validatiort This option only applies to dates. It restricts the format
of the date entered by the operator to the required format selected from the drop
down list to the left of the radio button.

ClickOK to close th€onfigure Prompting Control Fieldwindow.

Directory and Output Settings

From the Directory/Output Settings window you can specify:

T
T
T
T

T

Output file naming convention

Directories used to store ASCII textl anchive image files

How document sets are defined in the form family

Other date file types to output at Commit

An EXCHANGE:iIt project to run when the batch is committed

To access the Directory/Output Settings window, sgd¢iihgs | OCR for
AnyDoc® Form Family Management | Directories/Output .

Output File Settings

Steps

1

SelecSettings | OCR for AnyDoc® Form Family Management |
Directories/Output .
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The Directory/Output Settings window is displayed.

Directory/Qutput Settings - Credit Application L-LhJ
Output File Settings ASCII Output File
Directory Settings Batch ID (2.q., #EEFEEEE tut)

Document Sets
Commit Options

PDF Qutput Settings
Archive Image Options @ Data Image Name (2.q., EFE£EE2E tut)
EXCHANGEit® Integration Prompt For Output File When Batch Is Created

Form Family Mame (e.g., family. txt)
Master Form Name (e.g., master. tut)

Document Set

Custom File

Substitute Batch Control Mumber for Batch ID in Cutput
(txt and directories)

Image Maming

@ System Assigned
Prompt For Starting Sequence Number
Use Imprinter String
Batch Control Mumber (User Assigned) + Sequential Mumber
Use Zone Output

Defaults

[ CK ]l Cancel || Help |

2 To specify how the ASCII output file is named, select a radio buttoABCHe
Output File section. Options include:

T

Batch ID (########.Ixt) : The file name is the system assigatah ID.
One ASCII file is generated per batch.

Form Family Name (family.txt): The file name is the form family name.
Selecting this option produces an ASCII file that is appended to by each
processed form family batch as lantha ASCII output is going to the same
directory.

Master Form Name (master.txt) The file name is the template file name.
Selecting this option produces an ASCII file that is appended to by each
processed form family image that is identified to a @artewmiplate. ASCI|
output must be going to the same directory.

Data Image Name (######H#H.txt) : The file name is the image name. One
ASCII file is output for each data image.

Prompt For Output File When Batch Is CreatedThe Scan/Import operator

is promptedo specify the output file name. Only one ASCII file is created per
batch. Records are appended to the file if the operator uses the same name for
more than one batch and the output directory is the same.

Document Set One file per document set is creaiéd ASCII file is named
after the first image in the document set.
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T

Custom File: The file name is the file name and extension specified in the field
to the right.

3 Select th&ubstitute Batch Control Number for Batch ID in Output (txt and
directories) check box to use the batch control number in the output file names and
directories.

4 Select a radio button in tlneage Naming section to specify how archived image
files are named. Options include:

1 System AssignedOCR for AnyDoc assigns image numbers atitaihausing
Image Numbering settings.

1 Prompt For Starting Sequence NumberThe Scan/Import operator is
prompted to enter a starting sequence number for each batch.

1 Use Imprinter String: The scanner's imprinter string is used to number the
images.

1 Batch Control Number (User Assigned) + Sequential NumberThe
userdefined batch control number plus a sequential number is used to number
the images. The sequential number is a continuous number and is not the batch
sequence number.

1 Use Zone Output The archivemage is named after the output value of one of
the zones. If the related family has more than one template, then the selected
zone must exist on every template in that family. If the zone is blank then the
image will be named using the System Assigneal. dfpyou select this option,
click theSelect Zonebutton to choose which zone to use. For more
information, seblse a Zone to Name an Imgpage293.

5 ClickOK.

Use a Zone to Name an Image

Steps

1 FromDirectory/Output Settings, click theUse Zone Outputradio button, then
the Select Zonebutton.
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The Select Template And Zone Namavindow is displayed.

- ~,
Select Template And Zone Name Iﬁ
Available Templates Zone Names
aftdemo. tif oK
cms. tif
crdditap. tif
e, f

Current Template Name:
Current Zone Mame:

Propagate Data From

(¥ Previous Image Within The

"
(" Subsequent Image * Document Set
" Unknown (™ Batch

“

4

2 Select a template from theailable Templatesfield. A list of all zones associated
with the template appear in the Zone Names field.

Select Template And Zone Mame Iﬁ

Available Templates Zone Mames

Acctl - oK
Acct2

Actzamr L
Act2Amnt = Cance

Address2
Barcodel

City

Datel 7

Current Template Name:  crdditap

Current Zone Mame: crdditap. Address1
Propagate Data From
{* Previous Image Within The
&
(" Subsequent Image * Document Set
" Unknown (" Batch

e

A

3 Double click the zone name to name the fpage .TIF archive image. The
selected zone name is displayed i@tinent Zone Namefield.
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4 ClickOK. The template and zone names appear in the field to the right of Use Zone

Output.
Directory/Cutput Settings - AnyDoc Credit Application @
Directory Settings {* Batch ID (e.q., HEHHEHH bd)
Docum.ent S?ts " Form Family Name (e.q., famity bd)
E;;ﬂglnl_::piit;e:tisngs {” Master Form Name (g.g.. master bd)
Archive Image Options " Data Image Name (2.q., HEHHEHIE )
EXCHAMGEit Integration (" Prompt For Output File When Batch |s Created
(" Document Set
(" Custom File |

Substitute Batch Control Mumber for Batch 1D in Output
fbet and directories)

Image Maming
(" System Assigned

" Prompt For Starting Sequence Number

(" Use Imprinter String

(" Batch Control Number (User Assigned) + Sequential Number
{* Use Zone Output

crdditap Address 1 Select Zone...

NOTE: For families with multiple templates, the selected zone name

must exist on every template.
Defaults
ok | cancel |

Directory Settings
Steps
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1 SelecBettings | OCR for AnyDoc® Form Family Management |
Directories/Output . The Directory/Output Settings window is displayed.

Directory/Cutput Settings - Credit Application

[S=X)

Output File Settings
Directory Settings
Document Sets

Commit Options

PDF Output Settings
Archive Image Options
EXCHANGEit® Integration

ASCII Output File
() Batch ID (e.g., ##&£s£54, xt)
() Form Family Mame (2.g., family. txt)
(7 Master Form Name (g.9., master. txt)
##.tut)
() Prompt For Output File When Batch Is Created

@) Data Image Name (e.q., £#££££&

() Document Set

() Custom File

B Substitute Batch Control Mumber for Batch ID in Output
(txt and directories)

Image Maming
@ System Assigned
() Prompt For Starting Sequence Number
(7 Use Imprinter String
() Batch Control Number (User Assigned) + Sequential Mumber
() Use Zone Output

Select Zone

Defaults

OK ][ Cancel H Help

)

b

2 Click theDirectory Settingstab.

-

Directory/Output Settings - AnyDoc Credit Application

Output File Settings
Directory Settings
Document Sets
Commit Options

PDF Output Settings
Archive Image Options
EXCHAMNGEit Integration

Job Queue Directory
|C:"-ﬁnyDoc:"-.Samples"-g'ohs

=] | eredtapsof

ASCI Output Directory
|C:"-ﬁnyDoc:"-.SampIes"-J:Iata
V¥ ‘creditap fof
[T +“master
[~ + ‘yyyymmdd (Create/Scan Date)
I~ + yyyymmdd {Commit Date)
[ +\Batch ID

=1 |

Archive Images Directory
|C:"-ﬁnyDoc:"-.SampIes"-J:Iata
¥ ‘creditap fof
[~ +“master
[~ + ‘yyyymmdd (Create/Scan Date)
™ + ‘yyyymmdd {Commit Date)
[ +\Batch ID

Defaults

oK | Cancel |
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3 Enter a location where the form family pending batches should be kepoin the
Queue Directoryfield

OR

Click|;| to browse to the location. An additionaldirbctory with the same name
as the form family is appended to the path.

4 Enter a location where form family ASCII files should be outputAShg
Output Directory field

OR

Click |_| browse to the location. To further specify the path, enable one or any
combination of the check boxes below this field. Options include:

1 \formfamily.fof: ASCII files are output to a subdirectory with the same name as
the form family.

1 +\ master ASCII files are output to a subdirectory with the same name as the
template file name.

7 +\yyyymmdd: ASCII files are output to a subdirectory named for the current
year, month and day.

1 +\ Batch ID: ASCII files are output to a subdirectory with the same name as the
Batch ID.

5 Enter a location where form family archive images should be outpu#richiize
Images Directoryfield

OR

Click|;| to browse to the location. To further specify the path, enable one or any
combination of the check boxes below this field. Options include:

1 \formfamily.fof: Images are output to a subdirectory with the same name as the
form family.

1 +\ master Images are output to a subdirectory with the same name as the
template file name.

7 +\yyyymmdd: Images are output to a subdirectory named for the current year,
monthand day.

1 +\Batch ID: Images are output to a subdirectory with the same name as the
Batch ID.

6 ClickOK.

Create Document Sets
Steps
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1 SelecBettings | OCR for AnyDoc® Form Family Management |
Directories/Output . The Directory/Output Settings window is displayed.

Directory/Cutput Settings - Credit Application

[S=X)

Output File Settings
Directory Settings
Document Sets

Commit Options

PDF Output Settings
Archive Image Options
EXCHANGEit® Integration

ASCII Output File
() Batch ID (e.g., ##&£s£54, xt)
() Form Family Mame (2.g., family. txt)
(7 Master Form Name (g.9., master. txt)
##.tut)
() Prompt For Output File When Batch Is Created

@) Data Image Name (e.q., £#££££&

() Document Set

() Custom File

B Substitute Batch Control Mumber for Batch ID in Output
(txt and directories)

Image Maming
@ System Assigned

() Prompt For Starting Sequence Number
() Use Imprinter String

() Use Zone Output

() Batch Control Number (User Assigned) + Sequential Mumber

Select Zone

Defaults

OK ] [ Cancel ] [ Help ]
2 Click theDocument Setstab.
Directeory/Output Settings - AnyDoc Credit Application @I
Output File Settings Templates which start new document set: Wcrdditap tif

Directory Settings

Commit Options

PDF Output Settings
Archive Image Options
EXCHAMNGEit Integration

Clear Al

[v¥ Archive document set as Mutti-Page Image
[ Use Multi-Page Image Mame in Documert Controls

I Archive color images as single pages

r~ I Document Set Alignment is manually altered. force the affected
document sets back to extract.

At Import Time, Automatically Create Document Sets For:

[ Multi-Page Files (containg 2 or more images)

[ Single Page Files (contains 1image)

Defaults

oK

Cancel
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10

11

12

Enable the form family templateflsgck box(es) that indicate the start of a new
document set.

Click theSelect Allbutton to select all form family templates listed.
Click theClear Allbutton to clear all check boxes.

Enable theéArchive document set as MultiPage Imagecheck box, if need. If
selected, each document set is archived as-pagalfiIFF or PDF.

Enable thaJse Multi-Page Image Name in Document Controldo use the
archived image associated with the document set for the document controls.

EnableArchive color images as singl pagesto output a single page image.

Enable théf Document Set Alignment is manually altered, force the affected
document sets back to extractheck box, if needed. Use this feature if you have
dependencies between pages in a DocSet, such as an@ouégtthpropagated

from one page to another. If selected, when a document set is manually redefined,
the system sends it back to the Extract phase. For example, changing the start and
end of a DocSet in View Images or Quality Assurance.

By default, mtitpage import files are treated as document sets. In the At Import
Time, Automatically Create Document Sets For section, clealtthBage Files
(contains 2 or more imagesgheck box to break up myttage TIFFs or PDFs at
Import time. This option isegerally used for faxes.

In the At Import Time, Automatically Create Document Sets Fosection, if the
Single Pages Files (contains 1 imageheck box is selected, each image is treated
as one document set. This option can be used if you are importdhgdhament

sets, such as faxes or rpgie image files, and you want them split up so that each
image is separate.

ClickOK.

Commit Options

Steps

1

SelecSettings | OCR for AnyDoc® Form Family Management |
Directories/Output .

TheDirectory/Output Settings window is displayed.
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2 Click theCommit Options tab.

Directory/Output Settings - AIIM Conference Questionnaire @
Output File Settings Additional Output File Options

Directory Settings

Document Sets [+ Create ASCIl Text Output File TXT

PDF Output Settings I Create Generic Text Output File (GTO)

Archive Image Options r

EXCHAMNGEit Integration
[ Create XML Output File (XML}

-
-
-
-
-

I Do MOT Route Batch Back to Import at Commit (Testing Option)

Defaults
OK | Cancel |

3 Select th€reate ASCII Text Output Filecheck box to create an ASCII text file at
Commit. If selected, specify the ASCII file extension. By default, this option is
selected and a .TXT file is created.

4 Select th€reate Generic Text Output File ((GTOXxheck box to create a .GTO
file at Commit iraddition to the ASCII text file.

5 Select th©utput One GTO per Document Setheck box to generate one .GTO
file per document set at Commit.

6 Select th€reate XML Output File (.XML) check box to create a XML file at
Commit in addition to the ASCII texefi

7 Select a XML radio button to specify the header information for the . XML file.
Options include:

1 Use predefined set of Document Control Headerd his option uses a
predefined set of document header controls. Selecting this option disables all
document control headers (but no batch control headers) for XML output only.
ASCII output still shows the normal document control headers, as does the
.GTOfile if it is used. This allows the predefined set to be included in the . XML
output even if it is not in the other output forms.

1 Use normal Document Control HeaderThis option uses the default
document control headers used by ASCIl and .GTO outpus ¢fgtion is
selected, the . XML files have the same headers as the ASCIl and .GTO files.
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1 Use predefined set, and use static/prompting controls in the Headem his
option uses the predefined set of document control headers in addition to the
static and propting document control headers used by the ASCIl and .GTO
output.

8 Select th©utput One XML per Document Setcheck box to output one .xml file
for the each document set.

9 Select th®on't Output Blank Fields (Column Group Only) check box to skip
blank fiéds during the output process. This reduces the XML file size.

10 Select th®o NOT Route Batch Back to Import at Commit (Testing Option)
check box to prevent batches from routing back to import at Commit.

11 ClickOK.

PDF Output Settings

After the option to output a .pdf file is selected, there are additional settings that can be
specified iirectory/Output Settings | PDF Output Settings

Steps

1 SelecBettings | OCR for AnyDocForm Family Management |
Directories/Output . The Directory/Output Settings window is displayed.
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2 Click thePDF Output Settingstab.

Directory/Cutput Settings - ATM Conference Questionnaire

Output File Settings Documant Summary

Directory Settings

- [<B_NUMBER:> Define...
Document Sets Tile: | = ﬁ
Commit Optiens Author: |:FF_DESC> Define...
PDF Qutput Settings ! :
Subject: Define...
Archive Image Options | 4
EXCHANGEt Integration Keywords: |<INDEX_ZONES> Define...

Searchable FDF
PDF Output Type: & Document Summary Onby

" Decument Summary with Full Page OCR Text

L

PDF Qutput Version: |PDF v15

[ Create Accessible (Tagged) POF
[ Fast Web (Linearzed) FDF
[ For Atachments, Skip Full Page OCR Text (Image Only)

Image Options QCR Options Security Defaults

oK | Cancel

For more information on PDF Output Settings, see:

1 Document Summalpage307)
1 Searchable POpage309

1 PDF Image Optionfpage309
1 PDF OCR Optiongpage310
1 PDF Securitypage31)

PDF Document Summary

The Document Summary information is output to the Document Properties window in
the output file. You can enter text in these fields oDmitke to display the

Document Propertywindow, where you can further define and format the following
fields:

M1 Title
1 Author
1 Subject
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1 Keywords
Specifically, you can:

1 Define the variables you want to use in the definition string.

In the System Defined Control Fieldsection, select a variable and élaik
Field. Thevariable is added to th&le Document Definition String.

1 Format date variables, if applicable.

If a date variable is included inTlitte Document Definition String, then the
date can be formatted to your specifications. To format the dat@atgick
Formatting and select thdate variable you want to format. InDh&e Format
Settingswindow, click the format you want to use and Alickto Date Format

Set the options for searchable PDF irStb@rchable PDFsection.
PDF Output Type

The image can be outputh no textDocument Summary Only)or with searchable
text Document Summary with Full Page OCR Text If the image is created with
searchable text, a full page OCR is done and the text is included in the .pdf file.

PDF Output Version
PDFs can be creat@sing Adobe Acrobat versions 1.5, 1.6, or 1.7 (1ISO 32000).

A PDF/A can be created using Adobe Acrobat version 1.4. There are three levels of
PDF/A files:

1 PDF/A (v1.4)
1 PDF/A-2b

1 PDF/A-2u

PDF/A-2b and PDF/A2u are supported by AnyDoc. They ensure reliable
reproduction of the document's appearance and create a tagged PDF, which includes the
document structure. This ensures that the document content can be searched.

Create Accessible (Tagged) PDF

To create a tagged .pdf file, selecttiesk box. A tagged .pdf file better
accommodates different page and screen widths and also displays weliedth hand
devices. This type of file is also more accessible by people with vision impairments.

Fast Web (Linearized) PDF

To create a PDF file this Fast Web enabled, select this check box. Fast Web View
allows each page of a PDF file to be downloaded from a web server individually, rather
than waiting for the entire PDF file to be downloaded from a web server. This is most
valuable with large dguoents that can take a long time to download from a server.

A .PDF document viewer with the Fast Web capability is required.
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For Attachments, Skip Full Page OCR Text (Image Only)
When creating a searchable PDF the full page OCR can be skipped for images on

attachment pages, select this check box.
PDF Image Options

When outputting to a .PDF file, the compression and resolution options for the image
must be specified. The option to convert all color images to black and white is also

available.
PDF Image Settings £3
Image Options
Bitonal Compression: " CCITT Group 3 % CCITT Group 4
Color Compression Type: (¢ JPEG " MRC
Color Compression Quality: € Minimum " Good (% |ossless

Max Bitonal DPL: |0

Max Color DPI: |0 [~ Convert All Images to Bitonal

oK | Cancel | Defaults

The available settings include:

Option Description
Bitonal Compression The compression format that is applied to black and
images.
Color Compression Type The compression type that is applied to color images
Options include:
T JPEG

I MRC- Produces a smaller PDF than JPEG.

Color Compression The compression level that is applied to color image
Options include:

1 Minimum- Produces the best compression pos
with minimal image quality.

1 Good- Produces the best image image quality
a minimal amount of compression.

1 LosslessProduces aacceptable amount of
compression without reducing the image qualit
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Option Description

Max Bitonal DPI The resolution that black and white images are conv
to.

Max Color DPI The resolution that color images are converted to.

Convert All Images to Bitonal Select this check box to convert all color images to k
and white.

PDF OCR Options

Set the language and OCR engine settings on the@E®Bettingswindow.The
OCR Engine settings determine the default Optical Character Recognition engine used
to process machine print data.

OCR Settings (=25

Language Settings

OCRLanguage:  |ERENTS NG -

OCR Engine Settings

OCR. Engine: |F‘LU53W Omnifont 3-Way Voting Engine j

" Least Accurate (Faster)
OCR Trade Off: (" Balanced

{* Most Accurate (Slower)

oK | Cancel | Defaults

The avdable settings include:

Option Description

OCR Language Select the language corresponding to the
expected form data.

OCR Engine Select an engine. Available options depe
which engines are installed on your syste

OCR Trade Off One engine can produce faster results th
another engine but this could result in
inaccurate OCR results. Therefore, it is
important to determine the most importar
criteria (fast, balanced or slow) after an
analysis of the accuracy of the data beinc
output.
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Set access permissions and user restrictions for the .pdf fileDR hecument
Securitywindow.

PDF Document Security @

Document Security
Encryption strength: [T~

Password to View PDF File: |

Password to Modify PDF File: |

Document Restrictions
[ I
o I

MOTE: Consult your Adobe documentation regarding the use of
these security and restriction options.

oK | Cancel | Defaults |

The available settings include:
Document Security

Option Description
Encryption Select the length of the encryption key to be used if the file should |
Length encrypted. To not apply encryption, s&ecte. AES refers to the

Advanced Encryption Standard of 256 bits.

Password to View Specify an optional password necessary to open and view the PDF
PDF File password is not specified anyone can view the PDF file.

Password to Specify an optional password necessary to modify the PDF file. If a
Modify PDF File  password is not specified anyone can modify the PDF file.

Document Restrictions

Option Description

Allow Document  Select this check box to allow the PDF fileetprinted.

Printing

Allow Document  Select this check box to allow changes to the PDF file.

Changes

Allow Content Select this check box to allow content to be copied from the PDF f
Extraction

Allow Select this check box to allowmments or form fields to be added to
Comments/Form
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Option Description

Fields PDF file.

Archive Image Options

By default, output file options are configured at the template level. Options in the
Archive Image Optionsdialog override the template and attachment settings.

Steps
1
Directories/Output .
The Directory/Output Settings window is displayed.

SelecBettings | OCR for AnyDoc® Form Family Management |

2 Click theArchive Image Optionstab.
Directory/Output Settings - AnyDoc Credit Application @
O_UtFIUt i Se?ttmgs [~ Ovemide Template/Attachment Settings with Family Settings
Directory Settings
Document Sets I r
c . .
ommit Optmn.s r -
PDF Output Settings
Archive Image Options
EXCHAMGEit Integration [ Archive a Copy of the Original /Imperted PDF File
Mutti-Page Color Image Format
Tiff LZW |
Defaults
oK | Cancel
Option Description
Override

Template/Attachment
Settings with Family

Select this check box to apply these Form Family set
rather than the Templaettings for all templates and
attachments in the current form family.
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Option Description

Settings

Archive Original Bitonal Select this check box to save the bitonal image.
Image

As PDF When saving a bitonal image, select this check box tc

the image as a PDife. To save the image as a .TIF file
clear this check box.

Archive Original Color Select this check box to save the color image.
Image
As PDF When saving a color image, select this check box to ¢

the image as a PDF filem save the .TIF or .JPG file, cl
this check box.

= |

"'If both Archive Original Bitonal Image and Archive Original Color
Image are selected, the archive images for bitonal and color images are
output in separate files.

Option Description

Archive a Copy of the Select this check box to save a copy of the original in

Original/lmported PDF file  images to a specifisdbfolder in the archive image
directory.

<Archive Directory>\ + Specify the subfolder with the archive directory where

image copy should be saved.

Option Description

Multi -Page Color Image Select an option for compressing npate color images
Format 1 TIFF LZW

1 TIFFJPEG 6

1 TIFFJPEG 7

EXCHANGEIt Integration

EXCHANGE:it projects can be run automatically every time a batch is committed for a
form family. You gaalso use this dialog box to configure EXCHANGEIt exception
handling.
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1 SelecBettings | OCR for AnyDoc® Form Family Management |
Directories/Output .

TheDirectory/Output Settings window is displayed.
2 Click theEXCHANGE:It Integration tab.

Directory/Cutput Settings - AnyDoc Credit Application @
Output File Settings Commit
Directory Settings s Run EXCHANGER Job at Commit |
Document Sets (NOTE: Requires GTO Output)
Commit Options .
i Job:
PDF Output Settings
Archive Image Options
Bosptine
[ Process EXCHANGE Exceptions |
EXCHANGER Server Machine Name
=
t+ DCOM " Port Connect 8895
Defaults
0K | Cancel |
Option Description
Run EXCHANGEIt Job at  Select this check box to automatically run a specific
Commit EXCHANGE:It project whenever a batch is committed
this Form Family.
ot |
7 4

This option requires .GTO output.
For this check box to be available, the
Create Generic Text Output File
(.GTO) check box must be selected on
the Directory/Output Settings |
Commit Options tab.

Select Job Click to select the EXCHANGE:iIt project that will
automatically be run. TBelectEXCHANGEIit window
is displayed, listing the projects available. Select a pr
and cliclOK.
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Option Description
ProcessEXCHANGE:it Select this check box to process EXCHANGEit excef
Exceptions from within OCR for AnyDoc. Processing an

EXCHANGEiIt job from within OCR for AnyDoc requir
EXCHANGE:It version 5.1.3 or greater.

Define Operators

To allow only specific operators to process EXCHBM!
Exceptions, click this option. For more information ab
assigning operators, gexsign Operators to Process
EXCHANGEIt Exceptiongpage31y.

Select Additional Jobs

Click to select additional EXCHANGE:It projects that v
automatically be run. TBelectEXCHANGEIit window
is displayed, listing the projects available. Select a pr
and clickOK.

Remove Job Select a job and click this option to remove thegab fr
the Exceptions list.

EXCHANGEIt Server Type or select the server hosting EXCHANGE:It.

Machine Name

DCOM Select to connect to EXCHANGEIt using DCOM.

Port Connect

Select to connect to EXCHANGE:It through the specif
EXCHANGEiIt Server Port number instead of using
DCOM. This requires EXCHANGEIt version 5.1.2 or
higher.

Steps

1 On theDirectory/Output Settings | EXCHANGE:It Integration tab, select the
ProcessEXCHANGEiIt Exceptionscheck box.

2 ClickDefine Operators
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The EXCHANGEIt ® Exception Operatorswindow is displayed.

EXCHAMGEt® Exception Operators @
EXCHANGEit® Exceptions Available Selected

apeits
Userl

Defaults

el

oK | Cancel

3 IntheAvailablefield, select an operator to assign permission to.

4 ClickAdd.
The operator is displayed in Bedectedfield.

5 ClickOK.

Delete and Reroute Settings

The Delete/Reroute Settings window allows you to:
1 Specify processing phases during which images may be deleted
1 Determine what happens to deleted images

1 Speciy which form families are available to the Verification operatordoitireg
misidentified images

1 Determine what happens teroeited images

To access the Delete/Reroute Settings window, lgeleagement | Form Family
Management | Delete/Reroute.

Delete Options
Steps
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1 SelecBettings | OCR for AnyDoc® Form Family Management |
Delete/Reroute. TheDelete/Reroute Settingswindow idisplayed.

Delete/Reroute Settings - 95F Inveice Form Family lﬁ
Delete Options Directory to Copy Deleted Images To
Reroute Options |C:"-.,D.mrDoc"-—.SampIes"-—data j J
v Ssfinff fof
[~ +‘master
I~ +yyyymmdd (Create/Scan Date)
[~ +“Batch ID
[ +“Phase
Deleted Image Copy and Print Options
Batch Phase Copy Image Print Image Immediate
QA N u I
Classification N u I
Exception N u I
Extract N I r
Verfication u I r

Output via Document Cantrols
[ Create ASCII Output Record For Deleted Images

Cptions
[~ K Multi-Stream, Copy the Bitonal Image

[ Use Template Custom Bitonal Image Format if Defined

[~ Dont Allow Image Deletes, Always Delete Entire Document Set
[+ Prompt for Delete Reason for Log Database Update

[~ Route CAPTURER® Deleted Images to OCR for AryDoc®

Defaults
QK | Cancel |

L #

2 Enter a location where deleted images should be archiveDinedtery to Copy
Deleted Images Tofield

OR

Click|;| to browse to the location.
OR
Leave the path blank to permanently delete the images.

3 To add subdirectories to the locapath, enable one or more check boxes below
theDirectory to Copy Deleted Images Tdield. Options include:

1 \formfamily.fof: The deleted images are placed into a subdirectory named after
the form family.

1 +\ master The deleted images are placed in a subdirectory with the same name
as the template file.

1 +\yy_mm_dd Deleted images are placed in a subdirectory named for the
current year, month and day.
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1 \Batch ID: Deleted images are placed in a subdirectory witimth@aiae as
the batch ID.

1 \Phase Deleted images are placed in a subdirectory with the name of the
processing phase in which they were deleted.

4 Enable check boxes within theleted Image Copy and Print Optionssection to
specify during what phases imagesbe deleted and the action to be taken with the
deleted images. Options include:

1 Copy Image Enable to archive the deleted image. The image is moved to the
configured directory when the batch is committed.

1 Print Image: Enable to automatically print theages using the user's default
printer.

1 Immediate: Enable to move deleted images to the configured directory or
completely remove the images as soon as the Delete button is clicked.

5 Select th€reate ASCII Output Record for Deleted Imagesheck box, if
necessary. Tli@ocument Controltab is available when this check box is selected.
Through theDocument Controltab you can change the ASCII output for deleted
images. For more information, Beeument Control Options (Delete and Reroute

Settingsjpage319.
Delete/Rercute Settings - 95F Invoice Form Family lﬁ
Delete Options Directory to Copy Deleted Images To
Document Control |C:"-.,D.mrDoc"-—.SampIes"-—data j J
Reroute Options ¥ \Osfirn fof
[ +'‘master
I~ +yyyymmdd (Create/Scan Date)
[~ +“Batch ID
[ +"“Phase
Deleted Image Copy and Print Options
Batch Phase Copy Image Print Image Immediate
QA N u I
Classification N u I
Exception N u I
Extract N I r
Verification B [ r

Output via Document Cantrols
[+ Create ASCII Output Record For Deleted Images

Uptions
[~ K Multi-Stream, Copy the Bitonal Image

[ Use Template Custom Bitonal Image Format if Defined

[~ Dont Allow Image Deletes, Always Delete Entire Document Set
[+ Prompt for Delete Reason for Log Database Update

[~ Route CAPTURER® Deleted Images to OCR for AryDoc®

Defaults
QK | Cancel |
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Enable theéf Multi -Stream, Copy the Bitonal Imageheck box to create a copy
of the bitonal image instead of the color image when deleting images.

Enable thaJse Template Custom Bitonal Image Format if Defineatheck box
to convert deleted images to the custom image archive format specified for the
templae(s).

Enable thédon't Allow Image Deletes, Always Delete Entire Document Set

check box to prevent operators, during phases such as verification, from deleting
individual images out of a document set; the user is only allowed to delete the whole
DocSet. Wen this feature is disabled, users have the option of deleting either an
individual image or an entire document set.

Enable thé>rompt for Delete Reason for Log Database Updatsheck box to
prompt the operator for a reason when deleting an image.

Enablethe Route CAPTUREIt Deleted Images to OCR for AnyDocheck box
to import a copy of the deleted CAPTUREIt images to OCR for AnyDaoc.

ClickOK.

Document Control Options

TheDelete/Reroute Settings | Document Controltab allows you to include ASCII
datd such as the date, time, operator, or batch informataie output record for
deleted images.

> |

"'The Document Control tab is only available if the Create ASCII
Output Record For Deleted Images check box is selected on the Delete
Options tab.

Steps
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1 SelecBettings | OCR for AnyDoc® Form Family Management |
Delete/Reroute. TheDelete/Reroute Settings | Delete Optionstab is

displayed.
Delete/Reroute Settings - 95F Invoice Form Family @
Delete Options Directory to Copy Deleted Images To
Reroute Options |l::"-._,'-‘cnyDQC"-..Samplesl'-..data ﬂ
¥ “Osfirff fof
[~ +"master
I +"yyyymmdd (Create/Scan Date)
[ +“Batch ID
[ +"“Phase
Deleted Image Copy and Frint Options
Batch Phase Copy Image Print Image  Immediate
QA N I r
Classification I I r
Exception — - I
Bxtract I I I
Verification N I r

Output via Document Controls
[~ Create ASCII Output Record For Deleted Images

Options

[ F Multi-Stream, Copy the Bitonal Image

[~ Use Template Custom Bitonal Image Format f Defined

[ Dont Alow Image Deletes, Always Delete Entire Document Set
[+ Prompt for Delete Reason for Log Database Update

[ Route CAPTURER® Deleted Images to OCR for ArnyDoc®

Defaults
ok | Ccancel |
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2 Select th€reate ASCII Output Record For Deleted Imagesheck box. The
Document Controltab becomes available.

Delete/Reroute Settings - 95F Inveice Form Family @
Delete Options Directory to Copy Deleted Images To
Document Control |C:"-.,D.mrDoc"-—.SampIes"-—data j J
Reroute Options ¥ \Osfirn fof
[ +'‘master
I~ +yyyymmdd (Create/Scan Date)
[~ +“Batch ID
[ +“Phase
Deleted Image Copy and Print Options
Batch Phase Copy Image Print Image Immediate
QA N u I
Classification N u I
Exception N u I
Extract N I r
Verfication u I r

Output via Document Cantrols
[+ Create ASCII Output Record For Deleted Images

Uptions
[~ K Multi-Stream, Copy the Bitonal Image

[ Use Template Custom Bitonal Image Format if Defined

[~ Dont Allow Image Deletes, Always Delete Entire Document Set
[+ Prompt for Delete Reason for Log Database Update

[~ Route CAPTURER® Deleted Images to OCR for AryDoc®

Defaults
ok | cancel |
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3 Click theDocument Controltab.

-

Delete/Rercute Settings - 95F Inveice Form Family
Delete Options Document Control Expression

Document Control <DOC_F1=> <DELETED>
Reroute Options 4

System Defined Control Fields

Auto ID Rotation

Batch Auto Total 2 (Calculated)
Batch Auto Total 3 (Calculated)

Batch Date
Batch ID (Svstem Assianed)

Batch Auto Total (Batch Equation Calculated)

Batch Control Mumber (User Assigned)

Propagate Output From Another Template .. |

Add Prompting Cantral... |

Field Delimiters

Record Terminatar
Teminate Record with

[ Combine with Famity Level

v Insert delimiter characteris) |" before and |", after

Defaults

QK | Cancel |

The Document Control Expression field contains the information that is output to
ASCII. You ca add field(s) from the System Defined Control Fields list below by
clicking a field in the list, then clickingAlde Field button. The expression for the

selected field is displayed here. You can also:

1 Add a static literal to the document control pintythe literal text between

angle brackets, i.e., <This is a static literal>

i1 Propagate output from one of the templates in the form family as a document

control for deleted images.

1 Create prompting document control fields, where users are prompted to enter
information at Scan or Import time that is captured and output as a document

control for deleted images.
4 Select an option from tl&ystem Defined Control

Fielddist and cliclAdd Field.

The field is added to timcument Control Expressionfield. Options in the

System Defined Control Fields list include:

Field Expression Output / Description

Auto ID Rotation <S_IDROTATION> Outpu

ts the rotation (090, 180, or
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Field Expression

Output / Description

270) of the data image.

Batch Auto Total (Batc <B_AUTOTOTAL>
Equation Calculated)

Outputs the total amount for a batc
total equation without having to
define the result.

Batch Auto Total 2 <B_AUTOTOTALZ2>
(Calculated)

Outputs the total amount for an
equation without having to define t
result.

Batch Auto Total 3 <B_AUTOTOTAL3>
(Calculated)

Outputs the total amount for an
equation without having to define t
result.

BancTec/SpeedFirst <BANCTEC_ONX>
Batch Input Fields
(ONX)

Outputs information created when
scanning from a BancTec scanner

Batch Control Number <B_CTRL_NUMBER>
(User Assigned)

Outputs the useatdefined batch
control number.

Batch Date <B_DATE>

Outputs the date the batch was
created.

Batch ID (System <B_NUMBER>
Assigned)

Outputs the system assigned batcl
number.

Batch Operator <B_OPER>

Outputs the network ID of station
that created the batch, or if logins ¢
used, the user name.

Batch Sequence Nbr <S BSEQ>
Hi#HHE

Outputs the squence number of the
image within the batch as-didit

number. For example, the third ime
in the batch wol

Batch Sequence Nbr <S_BSEQ_05>

Outputs the sequence number of tl

it image within the batch as-di§it
number. For exaple, the third imag
in the batch wol
Batch Time <B_TIME> Outputs the time in

hour:minute:second format that the
batch was created.

Batch Total (Prompted <B_TOTAL>

Outputs the result of a defined batc
total equation.

CAPTUREit Batch ID <ASI_CAPTURE_BATCH_ID>

Outputs the batch ID from
CAPTUREIit if the batch was scanr
with CAPTUREit.
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Field Expression Output / Description

Document Nbr 1 <DOC_F1> Outputs the i mac¢

HHHH T

Document Nbr 2 <DOC_F2> Outputs tke fully qualified path and

CN .\ #HHHA 1 image file name with _tif extension
after Commit.

Document Nbr 3 <DOC_F3> Outputs the i mac¢

HiHH A A extension after Commit.

Document Set <DS AUTOTOTAL> Outputs the total value for an

AutoTotal equation per Document Set.

Document Set Numbel <DS_NBR_IN_BATCH>

Outputs the sequence of the

in Batch document set within the batch.

Document Set Page <DS_PGSEQ> Outputs the sequence of the page

Sequence within the deument set.

Document Set Total <DS_TOTAL> Outputs the total number of pages

Number of Pages the document set.

Extract Date <X DATE> Outputs the date the image was
extracted.

Extract Operator <X_OPER> Outputs the network ID of the
extraction station, or if logins are
used, the user name.

Extract Time <X_TIME> Outputs the time in

HH:MM:SS hour:minute:second format that the
image was extracted.

Image Creation Date <I_DATE> Outputs the date the image was
imported into the system.

Image Creation Time <I|_TIME> Outputs the time the image was

HH:MM:SS

imported into the system.

Imprinter String

<S_IMPRINTER>

Outputs the imprinter string
configured undeBettings | Scanner
Setup | Imprinter.

Number of Doc Sets

<B_NBR_OF_DOCSETS>

Outputs the total number of
document sets in the batch.

Number of Documents <B_NBR_OF_DOCS>

Outputs the total number of image:
the batch.

Number of Line Items <B_NBR_OF_LINEITEMS>

Outputs the number of total line
items in an AnyApp template.
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Field Expression

Output / Description

Number of Total Sets <B_NBR_OF _TOTALSETS>

Outputs the number of total sets in
AnyApp template.

Orig Doc MultiPage
Sequence

<ORIG_DOC_SEQ>

Outputs the sequence of the image
from within a multipage tiff.

Orig Doc Nbr 1
HHtHHHH T

<ORIG_DOC_F1>

OQut put s
file name.

the 1 mp«

Orig Doc Nbr 2
C\ . \ #HHHH tif

<ORIG_DOC_F2>

Outputs the fully qualified path anc
the original i me
extension after Commit.

Orig Doc Nbr 3
HtHHHHHE A

<ORIG_DOC_F3>

Outputs the 1 mpc¢
file name followed by the extensior
tif.

Orig PDF Archive Cop <ARCHIVE_ORIG_DOC_F2>
2 C\ .\ #HHHHE  pdf

Outputs the fully qualified archive
path and subdirectory of the origini
image copy and the original .pdf fil
name. The archive directory locatic
is set on th®irectories/Output
Settings | Archive Image Options
window.

Previous Index Fields <PREV_INDEX_FIELDS>

This applies to attachments only. £
index fields on the previous data

image are output in the document
control expression for the attachme

QA Date <Q_DATE:MM/DD/YY> Outputs the date the batch was
reviewed by the QA Operator.
QA Operator <Q_OPER> Outputs the user name of the QA

operator.

QA Time HH:MM:SS  <Q_TIME>

Outputs the time in
hour:minute:second format that the
batch was released by the QA pha

Scan/Import Operator <S_OPER>

Outputs the user name of the Scar
Import station.

ScanErrors <SCAN_ERRORS>

Outputs any messages of scan err
that occurred during the scan time.

ScanErrorsTime <SCAN_ERROR_TIME>

Outputs the time that the scan errc
occurred.
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Field Expression Output / Description

ScanTotalTime <SCAN_TOTAL_TIME> Outputs the total amount of time to
scan the batch.

System Import Date <S_DATE> Outputs the date the image was

MM/DD/YY Imported by OCR for AnyDoc.

System Import Time  <S_TIME> Outputs the time in
hour:minute:second format that the
image was scanned or imported.

Template Name <FRM_ID> Outputs the file name (no extensio
of the master form template the
current data image has been ident
as matching.

Verify Date <V_DATE> Outputs the date the image was
verified.

Verify Operator <V_OPER> Outputs the user name of the
Verification operator.

Verify Time HH:MM:S¢ <V_TIME> Outputs the time in

hour:minute:second format that the
image was verified.

5 To set the output format for a date field in the Document Control Expression, click
theDate Formatting button and select the date field to format.D&ie Format
Settingswindow is displayed.

Date Format Settings l._‘;-:h

Date Format
¥4 MM/DD

m | »

DOMMYY {IntT)
MMDDYY

DD Day (zero filed)
D# Day

Mz Month

MM Month (zero filled) e

Add to Date Format ‘

| fryMMDD

[ OK ” Cancel || Defaults || Help |

e A

6 Select date Formatand clickAdd to Date Format The selected date format is
displayed in the field below the Add to Date Format button.
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ClickOK to close th®ate Format Settingswvindow and return to thBocument
Control tab. The systeflefined date field has been updated with the date format
(for example, <B_DATE> could be formatted <B_DATE:YYMMDD>).

To copy output from a zone on one template into the document control expression
for all templates in the form family, clickPhepagate Output From Another
Template button. The Select Template And Zone Name window is displayed. See
Propagate Output from Another Templgiage329.

To promp the operator to add information to the control expression, clidkidhe
Prompting Control button. TheConfigure Prompting Control Fieldwindow is
displayed.

Configure Prompting Control Field L&J

User Prompt

Apply Entered Data
{* Accept Anything
(" Must Match Edit Mask |

- | =]

Options
[ Collect Field for Use in Scripting (no Output)

oK | Cancel | Help ‘

e A

Enter text into th&Jser Promptfield with which to prompt the Scan or Import
operator.

Enable a radio button in tAg@ply Entered Datasection to set limits on what data
is valid in the prompting control field. Optiordude:

1 Accept Anything The system does not restrict what the operator enters in the
field.

1 Must Match Edit Mask: The data entered by the operator in the field must
match the edit mask entered in the field to the left of this radio button.

1 Apply Rule Validation: This option only applies to dates. It restricts the format
of the date entered by the operator to the required format selected from the drop
down list to the left of the radio button.

ClickOK to close th&€onfigure Prompting Contrd Field window.Enable the
Insert delimiter character(s)check box to insert the delimiters entered in the
before and afteffields. The characters entered irb#fere and afteffields are
placed before and after each field in the output record.
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13 Enter a chracter in th&erminate Batch Header Record witHield to specify the

character that indicates the end of the physical record in the ASCII output. Options
include:

T A null character
1 \ttooutputatab

1 \ror\nto output a carriage return
1 \fto output a fom feed
14 ClickOK to close th®elete/Reroute Settingswindow.

Propagate Output from Another Template
Steps

1 From theDocument Controltab, click théropagate Output From Another
Template button. TheSelect Template And Zone Nameavindow is displayed.

- -,
Select Template And Zone Name L&J
Available Templates Zone Mames
aftidemo. tif oK
cms. tif
crdditap. tif
invcomp. tif Cancel
Help

Current Template Name:
Current Zone Mame:

Propagate Data From

(¥ Previous Image Within The

"
(" Subsequent Image * Document Set
 Unknown " Batch
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2 Select aAvailable Templatefrom the list. This field displays all templates in the
form family. Th&Zone Namesfield populates with the zones associated with the
selected template.

-

-
Select Template And Zone Name @
Available Templates Zone Mames
Acctl - 0K
Acct2
Act1Amt E
Act2Amnt
Address1
Address2
Barcodel
City
Datel S

Current Template Name:  crdditap
Current Zone Mame: crdditap. Address1

Propagate Data From

{¢ Previous Image Within The

&
(" Subseguent Image Q) Fafhreileeas

" Unknown { Batch

3 Doubleclick each zone name to add to the document control expression.

4 Enable a radio button in tReopagate Date Fromsection to specify where the
data image for the selected teteptain the batch. Options include:

1 Previous Image If the zone is located on the previous image in the doc set or
batch.

1 Subsequent Imagelf the zone is on the page after the current page in the doc
set or batch.

1 Unknown: If the zone is on an image either before or after the current page.

5 Enable one of the radio buttons in Wghin The section to determine whether
the application looks in tB®cument Setor theBatch for the page containing the
specified zone.

6 ClickOK to close th&elect Template And Zone Namavindow.
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Configure Prompting Control Field

1 To prompt the operator to add information to the control expression, clididthe
Prompting Control button. TheConfigure Prompting Control Fieldwindow is
displayed.

Configure Prompting Control Field LiE-J

User Prompt

Apply Entered Data
¥ Accept Anything

" Must Match Edit Mask |
< | ]

Options
[ Collect Field for Use in Scripting (no Output)

oK | Cancel | Help ‘

L% A

2 Enter text into théJser Promptfield with which to prompt the Scan or Import
operator.

3 Enable a radio button in tAg@ply Entered Datasection to set limits on what data
is valid in the prompting control field. Options include:

1 Accept Anything The system does not restrict what tlegadpr enters in the
field.

1 Must Match Edit Mask: The data entered by the operator in the field must
match the edit mask entered in the field to the left of this radio button.

1 Apply Rule Validationt This option only applies to dates. It restricts the format
of the date entered by the operator to the required format selected from the drop
down list to the left of the radio button.

4 ClickOK to close th&€onfigure Prompting Control Fieldwindow.

Reroute Options

Steps

1 SelecBettings | OCR for AnyDoc® Form Family Management |
Delete/Reroute.
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The Delete/Reroute Settingswindowis displayed.

Delete/Reroute Settings - 95F Invoice Form Family ﬁ
Delete Options Directory to Copy Deleted Images To
Reroute Options |l::"-._,'-‘cnyDQC"-..Samplesl'-..data ﬂ J
¥ “Osfirff fof
[~ +"master
I +"yyyymmdd (Create/Scan Date)
[ +“Batch ID
[ +"“Phase
Deleted Image Copy and Frint Options
Batch Phase Copy Image Print Image  Immediate
QA N I r
Classification I I r
Exception — - I
Bxtract I I I
Verification N I r

Output via Document Controls
[~ Create ASCII Output Record For Deleted Images

Options

[ F Multi-Stream, Copy the Bitonal Image

[~ Use Template Custom Bitonal Image Format f Defined

[ Dont Alow Image Deletes, Always Delete Entire Document Set
[+ Prompt for Delete Reason for Log Database Update

[ Route CAPTURER® Deleted Images to OCR for ArnyDoc®

Defaults
ok | Ccancel |
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2 Click theReroute Optionstab.

Delete/Reroute Settings - 95F Inveice Form Family li_E-J

Delete Options
Reroute Options

Route To Import For
* Cument Form Family

(" Selection From All Form Families

(" Selection From Select List

Reroute When
" Immediate (end of cument phase)

{+ At Commit Time

Options
" Do Mot Retain Any Classification Information

(% Retain Form Classffication;import Directly to Extraction
v Prompt Verifier to Retain Form Classification

" Retain Classffication of Atachments Only

™ Suspend Imported Batch
¥ Prioritize Imported Batch
™ One Document Set Per Routed Batch

Research Queue |[n0ne} j

Defaults

QK | Cancel |

L #

3 Enable a radio button in tReute To Import For section to specify the location
where the form family images can be rerouted. Options include:

1 Current Form Family. Reroutes the document setghie current form family's
Import directory.

1 Selection From All Form Families The Verification operator reroutes images
from the current form family to another form family. Images are routed to the
Import directory of the selected form family.

9 SelectionFrom Select List The Verification operator reroutes images to a
selected list of form families. For more informatiorReemute Family List

(page333.
4 Enable a radio button in tReroute Whensection to specify when images can be

moved to the Import directory for the specified form family. Images can either be
moved immediately at the end of current batch processing phase or at Commit.

5 Enable thédo Not Retain Any Classification Informationcheck box to prevent
classification information from being retained when routing to another Form Family.
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Enable th&retain Form Classification; Import Directly to Extractcheck box to
send rerouted images directly to Extract. This bypasses Import, Gtagstfiica
and retains the original template ID.

Enable thé>rompt Verifier to Retain Form Classificatiorcheck box to prompt
the Verification operator to choose whether the rerouted images should retain their
current form classification.

Enable thdretain Classification of Attachments Onlycheck box to only retain
template classification information on images identified as an attachment.

Enable th&suspend Imported Batchcheck box to suspend batches or rerouted
images from the processing flow uptikctivated.

Enable thePrioritize Imported Batch check box to prioritize rerouted image
batches over existing, Rpnoritized batches.

Enable th@One Document Set Per Routed Batchheck box so that if a

document set is rerouted out of the current bdteh,that document set creates its
own batch. If this option is not selected, that document set is routed to the same
batch as the other document sets.

In the Research Queuarop-down select list, specify the form family to be used as
a research queue.

Click OK.

Reroute Family List

Steps
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1 From theDelete/Reroute Settings | Reroute Optionstab, clickhe Select List
button. TheReroute Family Listwindow is displayed.

r 1
Reroute Family List Iﬁ
Available Form Families
95F Invoice Form Family (9sfineff) -

AnyDoc Credit Application {creditap)

AnyDoc Form Family Multi-Master (testff)
AnyDoc®CLAIM™ Demo (CMS 1500) (cms)
AnyDoc@ECB™ Demo (AnyApp) (eocb2)
AnyDoc®ECB™ Demo (QuickApp) (qgaeob)
AnyDoc@&INVOICE™ Demao (Line Item Detail) (aftdema)
AnyDoc®INVOICE™ Demo (Summary w/Memary) (aftdem
' - Ao

e P SRR T R TR M

m

Add Remaove

Selected Form Families

[ O ] I Cancel I \ Defaults I \ Help I

2 To add a form fanyilthat the Verification operator can send a rerouted image,
highlight the form family in theevailable Form Familiesfield and cliclAdd. The
form family is displayed in the Selected Form Families field.

3 To remove a form family from the Selected Form iearfigld, highlight the form
family to remove and clilemove The form family is removed from the Selected
Form Families field and returned to the Available Form Families field.

4 ClickOK to close th&eroute Family Listwindow.

Scan/Import Options
Through the Scan/Import Options window you can:
1 Set parameters for handling images that are smaller or larger than the expected size
1 Configure patch pages
1 Splitimages
1

Set opions to capture images and archive them without extracting data
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To access the Scan/Import Options window, s8kettings | OCR for AnyDoc®
Form Family Management | Scan/Import.

Scan/Import Options

Steps

1 SelecBettings | OCR for AnyDoc® Form Family Management |
Scan/Import.
The Scan/Import Options window is displayed.

Scan/Import Options - Credit Application |i|
Scan/Import Image Size Options
Capture Options [ ¥ Image Size is Less Than
Advanced Scanners Delete
QA Review

(Clean Image & Retry if Less Than ( Configure

[ ¥ Image Size is Greater Than |0
3) Delete
QA Review

Print Image

Image Rotation Options
Frort Rotation (Odd Images) n/a  +  Back Rotation (Even Images) n/a

Separation Split Image Options
[F‘atch Codes...J l Barcodes... Corfigure. ..

Document Control Mumber Assignment (DCN)

A Assign DCN if no Imprinter String (<Batch Control Mumbers+<Image
Sequencez)

Defautts

[ ok ][ caneel |[ Heb |

2 Enable thdf Image Size is Less Tharcheck box to specify the action to take if
the image's file size is less than the number specifieBytethigeld. Images are
either deleted or routed QA for review, depending on which radio button is
enabled.

3 Enable theClean Image & Retry if Less Tharcheck box to apply image cleanup
techniques and see if the image now qualifies to be deleted or sent to QA for review.
A number should be entered ie Bytesfield to specify the minimum image file
size to apply this parameter.
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This feature is typically used to solve a scanning problem where bleed through on
the back of a simplex image causes the image to be larger than the minimum file size
specifiedn If Image Size is Less Than _ Bytes. This check box is only available if the
If Image Size is Less Than _ Bytes check box is enabled.

4 Enable thef Image Size is Greater Tharcheck box to specify the action to be
taken if the image's file size is grehase the number specified in Bygesfield.
Images are either deleted or routed to QA for review, depending on which radio
button is enabled.

5 Enable thé’rint Image check box to automatically print images deleted or sent to
QA on the workstation's dedaprinter.

6 Enter a location where deleted images should be storeRoutbdeleted
Images To Directory

OR

Click|;| to browsdo the location.

7 In the Image Rotation Optiorig;ont Rotation (Odd Images)appliesan
automatic 0, 90, 180, or 270 degree rotation to the frormodiered) images. If
the Auto option is selected, OCR for AnyDoc does gagke OCR and
automaticallgetermines and performs the correct rotation on each image.

8 Inthelmage Rotation Options, Back Rotation (Even Imagesgapplies an
automatic 0, 90, 180, or 270 degree rotation to the backijevsgred) images. If
the Auto option is selected, OCR for AnyDoc does gagke OCR and
automatically determines and performs the correct rotation on each image.

9 ClickPatch Codedo set up and print patch pages for the form famil\P&ele
Pagegpage33).

10 ClickBarcodesto configure patch pages for the form family.

11 Click theConfigure button in the Split Image Options section to set parameters for
converting scanned images into two or more individual imadgslitSemge
Options(page340.

12 Enable théAssign DCN If No Imprinter String (<Batch Control Number> +
<Image Sequence>)check box to assign a Document Control Number (DCN) to
the batch if an Imprinter string is not assigned. TigmaddDCN is comprised of
the Batch Control number + the Image Sequence. This is used primarily when a
batch is routed to EXCHANGE:it for an EDI file.

13 In the Separatoffield, specify the character that will be used to separate the batch
control number andhe image sequence if one is not already assigned by the scanner.

14 ClickOK.
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Configure Patch Code Options

The Configure Patch Code Options window allows you to:

1 Specify that patch codes will be used for the Form Family

If you are using OCR for AnyDoc to detect the patch codes during Import, it does
not matter which type you use, every type offers the same options. If you are using
the scanner to detect patch cogeu must choose a patch code type that is
supported by the scanner interface you're using.

1 Configure how patch codes will be used
1 Print patch pages
Steps

1 FromScan/Import Options | Scan/Import , click thePatch Codesbutton.
The Configure Patch Code Optionsvindow is displayed.

Configure Patch Code Options | = |

Left Offset to Center of Patch Code (inches) 4.25 Defaults

[ betect Patch Codes Post Scan
[ 5kip Patch Code Processing on Batches Mot Scanned By AnyDoc

Patch Codes

Patch T | patch 1 | Patch 2 | Patch 3 | Patch 4 | Patch 6|

Available for: Kofax w/IP, TWAINKodak(w /Patch Reader),
TWAIMfOPEX and Post Scan

Detect Patch Code [] Delete Back Side of Patch Page

Patch Code Action [New DocSet v]

Patch Page Type [h‘::fadr.thc ']

Type Following Patch Page [{Atiachment} ']

Mumber Following 0

Subsequent Type | (Attachment)

Barcodes. .. Defaults

Detect Patch Code Type T during Scan. The patch page triggers the
start of a new document set and will be assigned to template
(hcfadr.tif). Allimages following the patch page will be made

attachment pages untll the next patch page is detected.

[ Ok ][ Cancel H Help ]

%

2 If you are using a scanner to detect patch code(s), enter the distance from the paper's
left edge to the patch code's center.

3 To detect patch codes during the Import phase, sel&sttéet Patch Codes
Post Scarcheck box if you are doing the following:
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1 Scanning with another application or

1 Using a scanner interface in OCR for AnyDoc that does not support patch code
recognition.

4 To skip the processing of patch codes on batches that were scanned outside of OCR
for AnyDoc, select thekip Patch Code Processg on Batches Not Scanned by
AnyDoc check box.

5 Click on the appropriate tab for the patch code type to be used. Valid Patch types
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1 Patch VI

For more information about the available options for each patch c&liefipare
Patch Code Type Optians

1 ClickOK.

Use Barcodes to Specify Patch Page Options

Special barcodes can be pdnin patch pages to dynamically set OCR for AnyDoc
patch page options. A barcode can be used instead of a static value in the Patch Page
Type, Type Following Patch Page, or Subsequent Type field in the Configure Patch
Code Options window. With this fea&twyou can print different patch pages to use with
the same form family according to varying circumstances.

For example, if the first page after the patch page is sometimes going to be deleted, and
other times made into an Attachment page, you could:

1 Inthe Configure Patch Code Options window, set Type Following Patch Page to
Barcode Value.

1 Print one patch page with the barcode to delete the following page, and print one
patch page with the barcode to make the following page an Attachment.

Use whichever patch page applies to the specific batch of forms you are scanning at the
time, or intermix them as necessary.

Steps

1 In theConfigure Patch Code Optionsvindow, set thPatch Page TypeType
Following Patch Page or Subseaient Typefield to Barcode Value. The fields
you set to Barcode Value depends on the actions you need to specify dynamically
with different printed patch pages.

2 ClickBarcodesto set up the barcode.
The Advanced Patch Page Settings window is displayed.

3 Change therefix Codeif necessary. The Prefix Code tells OCR for AnyDoc
whether the barcode applies to Patch Page Type, Type Following Patch Page, or

Subsequent Type. OCR for AnyDoc checks the printed barcode against the value
saved in this field, so if you change the waluanust print new patch pages.

4 Select aAction Codefrom the drop down list. Options include:

1 (Attachment) - Make the image an Attachment page. For example, archive the
image without performing data extraction.
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11
12

1 (Delete) - Delete the image.
7 (Route to Classification)- Route the image to the Classification phase.

1 template.tif - Classify the image as the specified template. All the template file
names in the Form Family are listed to choose from.

When clicking the Barcodes field, a tab camnelspg to the field set to Barcode
Value is available. Repeat steps 3 and 4 for all other patch page tabs that are
available.

ClickOK.
ClickPrint to print the patch page with the barcode values.
ClickBarcodesagain.

Leave the Prefix Code the same, tseldifferentAction Codefrom the drop down
list.

If you have more than one field set to use barcode values, click the next tab and
repeat step 9 for the next field.

ClickOK.

ClickPrint to print the patch page with the barcode values. If you havectimre a
to define, or different combinations of actions to define, repeat steps 8 through 12 as
many times as necessatry.

Configure Split Image Options

Steps

1
2

From theScan/Import Options window,click theScan/Import tab.
In the Split Image Optionssection, clickConfigure.
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The Configure Split Image Optionswindow is displayed.

Configure Split Image Options

Split Image Options

Rotation of Split Images After Rotation, Perform Splits

Front 270° - Back loD v] " Horizontally @ Vertically

Split Image Options
[ Resequence Split Images (Duplex Images Only)

) Mo Split

@ 3  Equal Sized Images 1 2
5

=) Split Every | 8.50 | (1/100 Inches) | 21.58|em.
6 4

Image Split Qualifier
Only If Width Exceeds 16.00  {1/100 Inches) (After Rotation of Criginal Image) (0.0 Disables) | 40.64 | cm.

Only If Height Exceeds 0.00 {1/100 Inches) (After Rotation of Criginal Image) (0.0 Disables) | 0.00 | cm.

Splitting Images in Batches Not Scanned by AnyDoc Options
2 None (Spit Process will be Skipped) [~] skip First Image In Batch (Don't Attempt Split)
'@ Images are Simplex

' Images are Duplex

Defaults

l oK ]l Cancel ]l Help

)

3 IntheRotation of Split ImagessectionSelect th&ront andBack rotation to

make the images on the front and back upright.

4 In theAfter Rotation, Perform Splitssection, specify whether splits should be

performedHorizontally or Vertically after the rotation.

5 In the Split Image Optionssection, specify how the image should be split. Options

include:
1 No Split

The image is not split.

1 __ Equal Sized Images

Entera number to split the image into a number of equal sized pages. This

number is per side for duplex images.

1 SplitEvery
Enter a number of inches to split the image by inches.

© 2015 Hyland Software, Inc.
341




MANAGEit User Guide OnBase AnyDoc 15

Access OCR for AnyDoc Form Family Management

6 Select th®esequence Split Imagesheck box and enter the order for thé spl
images in the fields provided. Standard folding schemes are as follows:

Front Back Front Back
1 2 1 2
6 3 4 3
2 4

7 To split an image if the width of an image exceeds the specified number of inches,
enter a number in tl@nly if Width Exceeds____ (1/100 inches) (After Rotation
of Original Image) field.

8 To split an image if the height of an image exceeds the spegified aiunches,
enter a number in ti@nly if Height Exceeds ___ (1/100 inches) (After
Rotation of Original Image) field.

9 In the Splitting Images in Batches Not Scanned By AnyDosection, specify
how images that were scanned or imported not using an Asrgboct will be
split. Options include:

1 None (Split Process will be Skipped)
1 Images are Simplex
1 Images are Duplex

10 To not split the first image in the batch selecskife First Image In Batch
(Don't Attempt Split) check box.

11 This can be used, for example, if the first image in each batch is a cover sheet of
some kind.

Capture Options
Steps
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1 SelecBettings | OCR for AnyDoc® Form Family Management |
Scan/lmport. The Scan/Import Options window is displayed.

Scan/Import Options - Credit Application

Scan/Import
Capture Options
Advanced Scanners

Image Size Options
[ ¥ Image Size is Less Than
@ Delete
QA Review

Clean Image & Retry if Less Than

[ ¥ Image Size is Greater Than |0
@) Delete
QA Review
Print Image

Image Rotation Options
Front Rotation (Odd Images) nfa -

Separation Split Image Options

[F‘atchCodes...] ’ Barcodes...

Document Control Mumber Assignment (DCN)

Sequences)

Back Rotation (Even Images) n/a -

] Azsign DCN if no Imprinter String (<Batch Control Number:+<Image

Configure...

0K ][ cancel || Heb |
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2 Click theCapture Optionstab.

Scan/Import Options - AnyApp Invoice Deme - Line Items | = |
Scan/Import Capture Only
Capture Options [ Capture Images Cnly (No OCR for AnyDoc® Processing)
Advanced Scanners
Capture Image Type Options
Create Single Page Images (Mamed using Settings | Image
= MNumbering Optiong)
Create one Muli-Page Image for Batch (Named
YYYYMMDD_HHMMSS)
Allow Distributed Capture from AnyDoc® CAPTURER®
Defautts
[ ok || canced || Hep |

3 Select th€apture Images Only (No OCR for AnyDoc® Processingdheck box
to capture and output images without extracting data or creating any ASCII output.

4 Enter the locabn to store the captured images inGapture Output Directory
field
OR

Clicku to browse to the location.

5 Select a radio button in tBapture Image Type Optionssection to specify how
image files are output and named. Options include:

1 Create Single Page Images (Named using Settings | Image Numbering
Options): Each page is saved as a separate image. Thendaf@unumbers as
setup in the Image Number Settings window are used.

1 Create one Multipage Image for Batch (Named
YYYYMMDD_HHMMSS) : One multipage .TIF file is created for each batch.
The file name is the date and time.

6 Select théallow Distributed Capture from AnyDoc® CAPTUREIt® check box
to allow CAPTUREIt users to scan images into form families.
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7 ClickOK.

Import Options

The Import Settings window contains settings that affect importing images, including:
1 The location of images to import
1 What to do with notimage files

1 Whether to convert color images

To access the Import Settings window, sgtttihgs | OCR for AnyDoc® Form
Family Management | Import.

Set General Import Settings

Steps

1 SelecBettings | OCR for AnyDoc® Form Family Management
TheForm Family Managementwindow is displayed.

2 Clicklmport.
Thelmport Settings window is displayed.

© 2015 Hyland Software, Inc.
345



MANAGEit User Guide OnBase AnyDoc 15
Access OCR for AnyDoc Form Family Management

3 Click theGeneraltab.

- ~
Import Settings - sample form family &J
General Impart File Info
Options Path  C:\anyDoc\Samples'import - [ | \formfam. fof
PDF Import
Advanced Mask  *tf - Keep Original Import Image File Mame
Import Directory Lock
Detect Folder Lack File
After Scan
@) Import Immediately (Images are scanned to local drive)
Defer Import Frocess {Images are scanned to Family Import Path)
Defaults
[ QK l | Cancel | | Help

4 Enter the location of the files to be imported irRth field
OR

Clicku to browse to the location.

5 Enable thé& family.fof check box to add the form family name to the location
specified in the Path field.

6 Enter a file extension of the imagesrtport in theMask field. The default mask
* tif imports all .TIF files from the specified directory.

7 Enable th&eep Original Import Image File Name check box to have OCR for
AnyDoc restore image files to their original names at the Commit phase.

8 Enable théetect Folder Lock Filecheck box and enter a file name in the field to
the right to prevent OCR for AnyDoc from importing images when a locked file
with the specified name exists in the Import directory. This is used if you are writing
files tothe Import directory from a source outside of OCR for AnyDoc (e.g., using a
third party scanning application) to prevent files from being imported while they are
still being written to the directory.
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9 Enable a radio button in tiAdter Scansection to spdy whether images are
imported automatically as they are scanned or whether import is deferred until the
Import button is clicked.

If you enablémport Immediately, images are scanned to the local hard drive and
simultaneously imported. If you endddéer Import Process images are scanned

to the Import directory specified above and are not imported until you initiate the
Import phase.

10 ClickOK.

Configure Import Options Settings

Steps
1 SelecBettings | OCR for AnyDoc® Form Family Management
TheForm Family Managementwindow is displayed.

2 Clicklmport.
Thelmport Settings window is displayed.

3 Click theOptions tab.
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