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Chapter 1 

Introduction 
AnyDoc® MANAGEitÊ is a tool designed to monitor, manage and report on stations 
and activity from a single station in the network. 

MANAGEit features include the following: 

¶ Station/User Activity 

MANAGEit provides real time information about each station's activity, including 
time started, time elapsed and the active process, such as Extraction or Verification, 
for each station in the network. 

¶ Monitor Pending Work 

Real time monitoring of all pending work in the system. 

¶ Monitor AnyDoc® VERIFYit®, CAPTUREit, EXCHANGEit, and Version 
Manager 

Real time monitoring of all stations in the system. 

¶ Management 

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

¶ Alert Notification 

MANAGEit helps to identify process bottlenecks and inefficient use of PC stations.  

¶ System Maintenance 

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

¶ Task Scheduler 

A tool that allows you to schedule routine tasks to perform automatically. 
 

Getting Help 

If you have any questions that are not answered in this document, contact OnBase 
AnyDoc Technical Support (page 3). 

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

¶ Product version number (page 3) 

¶ Computer hardware specifications 

¶ Operating system specifications 
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¶ Frequency and severity of the technical difficulties encountered 

¶ Exact wording of any system-generated messages 

The latest installers and drivers can be downloaded from our online library at 
http://www.onbase.com/onbase-anydoc. A user ID and password are required and can 
be obtained by calling 1-888-4ANYDOC (1-888-426-9362). 
 

Product Documentation 

A documentation set is provided for each application. All documentation is accessible 
from the application, installation CD, or Customer Library (page 4). Review the 
documentation to learn 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 at www.adobe.com/reader. 

Documents within the set usually include: 

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

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

¶ Online Help, which provides the same material as the User Guides in an 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 a network 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 for 

completing or reversing the specified task.  

 
Note Provides additional information that could result in unexpected 

data results, if ignored, but should not cause any critical errors 
or system failure.  

 
Warning  Provides critical information that could result in data loss, 

unexpected results, or system failure, if ignored.  
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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: 

¶ E-mail:  

anydocsupport@onbase.com 

¶ Fax:  

Address faxes to Technical Support and send to (813) 222-0018. 

¶ Telephone 

Call 1-888-4ANYDOC (1-888-426-9362) for telephone support between the hours 
of 9 A.M. and 6 P.M. (EST), Monday through Friday. 

AnyDoc Europe Office 
Contact Technical Support via: 

¶ E-mail:  

anydocisupport@onbase.com 

¶ Fax:  

Address faxes to Technical Support and send to +41-41-729-63-34. 

¶ Telephone 

Call +41-41-729-63-33 for telephone support between the hours of 09:00 and 18:00 
(CET), Monday through Friday. 

 

View The Product Version Number 

Steps 

1 From the Help menu, click About MANAGEit .  

The About MANAGEit  window is displayed and includes the version number. 

2 Click OK to close the window. 
 

View The Accepted End-User License Agreement (EULA) 

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

1 From the Help menu, click EULA Information . The EULA is displayed. 

2 To close the window, click OK. 

3 To print the window, click Print. 
 

AnyDoc on the Web 

Links to useful areas of the OnBase AnyDoc web site are provided under the Help | 
AnyDoc on the Web menu. 

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

Customer Library Access the latest versions of products and 
supporting documentation. See Customer Library 
(page 4). 

Submit Enhancement Request Access an online form to submit a request for a new 
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 department (page 5), if necessary. 
 

Access and Login 

The OnBase AnyDoc Customer Library is accessed via a web browser. 

Steps 

1 Go to the OnBase AnyDoc website at www.onbase.com/onbase-anydoc. 

2 Click the AnyDoc Customer Library button. The Customer Library Logon page 
is displayed. 

3 Enter your assigned User Name and Password and click Logon. The main 
Customer Library page is displayed. 

If you do not have a user name and password, contact Technical Support (page 3). 
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Customer Library Options 

In addition to providing access to documentation, new 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, see Upload a File to Technical Support (page 5). 

Agreements 

Click this link 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 Plug-in 

Click this link to download the Java plug-in for forms created with FORMitÊ. 
 

Upload a File to Technical Support 

Steps 

1 Log in to the Customer Library, and click Upload a file to Tech Support. The File 
Upload page is displayed. 

2 Click Browse to locate the file that you want to upload.  

3 Click Upload File to upload the file to Technical Support. 
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Chapter 2 

Getting Started 
Before starting MANAGEit for the first time, you need to know the OCR for AnyDoc 
control path(s) to monitor. The control path is used to link MANAGEit 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 settings. 
 

MANAGEit Terminology 

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

¶ 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.). MANAGEit points to this directory and gathers 
the necessary information 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 on an 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 

MANAGEit can display the following toolbars. 

¶ Files and Settings 

¶ Views 

¶ Log Database 

¶ Management 

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

 

 

Button Shortcut Function Description 

 
[Ctrl+N] New OCR for 

AnyDoc Control 
Path 

Creates a new Control Path 
Definition to monitor an OCR for 
AnyDoc installation. 

 
N/A  New CAPTUREit 

Server 
Creates a new Control Path 
Definition to monitor a 
CAPTUREit Server installation. 

 
[Ctrl+O] Open Opens an existing Control Path 

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

 
[Ctrl+S] Save Saves the current Control Path 

Definition. 

 
[Ctrl+P] Print Prints the current (top most) 

window. 

 
[Ctrl+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] MANAGEitÊ 

Task Scheduler 
Opens the MANAGEit Task 
Scheduler. 

 
N/A  Control Path 

Definition 
Settings 

Opens the Control Path Definition 
window to view or change settings 
for the current control path. 

 
N/A  Alert Settings Opens the Alerts window to add or 

change alerts. 

 
N/A  View Help 

Contents 
Opens the online Help. 

 

Views Toolbar 
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Button Shortcut Key Function Description 

 
[Ctrl+2] View Station 

Activity 
Opens the Station/User Activity 
window to view current activity by 
workstation. 

 
[Ctrl+3] View Pending 

Work 
Opens the Pending Work window 
to view pending batches by form 
family. 

 
[Ctrl+7] Graph Pending 

Work Totals 
Opens the Pending Work Graph. 

 
[Ctrl+4] View VERIFYit 

Activity 
Opens the VERIFYit Activity 
window to view activity on 
VERIFYit workstations. 

 
[Alt+1] CAPTUREit 

Activity 
Displays activity on CAPTUREit 
workstations. 

 
 EXCHANGEit 

Activity 
Displays activity on 
EXCHANGEit workstations. 

 

Log Database Toolbar 

 

 

Button Shortcut Key Function Description 

 
[Ctrl+8] Log Database Opens the Log Database Viewer.  

 
[Ctrl+6] Log Database 

Report 
Prints a log database report. 

 
N/A  Log Database 

Settings 
Opens the Log Database Options 
| Backup window to set where 
database backup files are stored. 

 
N/A  Log Database 

Purge 
Opens the Log Database Purge 
Criteria window to set criteria for 
purge database information. 

 
N/A  Compact and 

Repair 
Compacts the database. 

Management Toolbar 
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Button Shortcut Keys Function Description 

 
N/A  Form Families Opens the Form Family 

Management window. See OCR 
for AnyDoc Form Family 
Management (page 246). 

 
N/A  User Security Opens the User Security window. 

 
N/A  User Productivity Opens the User Productivity 

window. 

 
N/A  QA/Verify 

Operator Groups 
Opens the Operator Group 
Management window. 

 
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 
control path, you must create a new Control Path Definition. The refresh information 
can be changed later, if necessary. 

Steps 

1 Select File | New | New OCR for AnyDoc® Control Path  

The Choose Control Path window is displayed. 

 

2 Enter the control path for the OCR for AnyDoc installation to monitor, or click  
to browse to the installation's location. 

3 Leave the Automatically Refresh Information check box enabled, if needed. 

4 If the Automatically Refresh Information check box is enabled, enter the number 
of seconds in the Refresh Rate (Seconds) field. The default is 30 seconds. Twenty 
seconds is the minimum amount of time allowed for the refresh rate. 
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5 Click OK. The main MANAGEit window is displayed with the Alerts window open 
to the specified control path. See Alerts Window (page 18). 

 

After you have started MANAGEit 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 MANAGEit 
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. 
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6 To open a saved Control Path Definition, click File | Open . The Open window is 
displayed listing all existing Control Path Definition files (*.ami) at the default 
location, C:\ ProgramData\ AnyDoc\ MANAGEit\ Settings\ . 

 

7 Select a Control Path Definition file and click Open. The associated Alerts window 
is displayed. 

 

Exit MANAGEit 

Your open Control Path Definitions and their associated open windows (such as Station 
Activity, etc.) are automatically restored when you start MANAGEit again. If you 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, use File | Save As to save it with a 
meaningful name. If it is not saved before exiting MANAGEit, a temporary file is 
created with a default name. 

Steps 

1 To exit MANAGEit, select File | Exit . When you exit MANAGEit, you are 
prompted to save the Control Path Definition if you have not already done so. 
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2 Click Yes to save the changes, or click No  or Cancel to exit without saving.  

Control Path Definition files (*.ami) are saved to 
C:\ ProgramData\ AnyDoc\ MANAGEit\ Settings\ . 

 

Synchronize System Time 

You can control when the time on your MANAGEit station is synchronized with the 
server, either when MANAGEit is opened, upon every data refresh, or both. It is 
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 such as alerts and 
elapsed time fields operate correctly. System time settings are located in the Control 
Path Definition | General tab. 

Steps 

1 Select Settings | Control Path Definition Settings 

OR 

Click the Control Path Definition Settings button, .  

The Control Path Definition window is displayed. 

2 Click the General tab to access synchronization settings. 

3 Enable the check boxes in the System Time area 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 Click OK. When the Synchronize 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. 

 
 

Set MANAGEit Application Settings 

MANAGEit allows you to customize your window interface with the following choices: 
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¶ Minimize the display to the system tray 

¶ Balloon notifications for alerts 

¶ Use color to distinguish alternate rows 

Steps 

1 Select Settings | MANAGEit Application Settings.  

The AnyDoc MANAGEit Application Settings window is displayed. 

 

2 Select the Minimize to System Tray check box to minimize the MANAGEit 
window to the system tray instead of the task bar. 

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



 

MANAGEit User Guide OnBase AnyDoc 15 

Getting Started 

 

 

© 2015 Hyland Software, Inc. 

14 

 

4 Select the Only Use Balloon Notifications when Minimized check box to only 
receive notifications when the MANAGEit window is minimized. 

 

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

6 Click OK.  
 

E-mail Server 

You can configure e-mail settings for all e-mails that MANAGEit sends, including alerts, 
task notifications and error messages. Notifications are sent through e-mail when 
MANAGEit automatically refreshes the data and the state has changed, when 
MANAGEit is started, when e-mail reports are scheduled via the Task Scheduler, and 
when File | Send Alerts is selected from the menu. 

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

Steps 

1 Select Settings | MANAGEit Application Settings.  

The AnyDoc MANAGEit Application Settings window is displayed. 
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2 Click the E-Mail Server tab. 

 

3 Select the Enable E-Mail From This Station check box. 

If this option is cleared, all windows that allow you to configure e-mail 
recipients are unavailable.  

4 From the Server Address drop down list, select the e-mail server. Click the Lookup 
button if the server you need is not in the drop down list and you are using 
Microsoft Outlook 

OR 

Enter the name of the e-mail server in the field. 

5 Click Test Server to test the server connection. 

6 To specify a specific SMTP Port, enter a number in the field, if needed. The default 
SMTP port is 25. 

7 Enter the sending e-mail domain name in the From manageit@ field. 

8 If applicable, do one of the following: 

¶ To create a new group, click New and configure the e-mail settings. For more 
information, see Configure E-mail Settings (page 16). 

¶ To remove a group, select the group and click Remove. 
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¶ To edit an existing group, select the group and click Edit and configure the 
e-mail settings. For more information, see Configure E-mail Settings (page 16). 

9 Click OK. 
 

Configure E-mail Settings 

To specify the e-mail recipients, groups must first be created. Groups can contain one or 
more e-mail addresses and must have a unique name. e-mail recipients are specified by 
selecting the group name. Therefore, 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 cannot be renamed or deleted.  

Steps 

1 On the E-mail Configuration window, click the Mail Group Settings tab.  

 

2 In the Group Name field, enter the name for the group. 

3 In the From Address field, specify the e-mail address that the e-mail should be sent 
from.  

4 To allow e-mails to be sent to this group, select the Enable E-mail to this group 
check box. 

5 To include the Alerts Currently in the System section in the e-mail, select the 
Include All Alerts Currently in the System check box.  

If this check box is cleared, then that section is omitted from the e-mail; only new 
and expired alerts are included.  
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6 Click the E-mail Recipients tab. 

 

7 To add a new address to the To or CC list, in the New Address field, enter an 
address to add to the group and click Add New Address.  

8 To open the Outlook address book and find an e-mail address to add to the group, 
click Lookup.  

9 To remove an e-mail address, select the e-mail address and click Remove.  

10 Click OK. 
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Chapter 3 

User Interface 
MANAGEit presents information about OCR for AnyDoc stations and pending work in 
a series of windows. You can customize these windows to present the information in the 
format and order most useful to you. Specifically, you can do the following: 

¶ Hide or show columns (page 23)  

¶ Arrange column order (page 25) 

¶ Change column width (page 34) 
 

Alerts Window 

When you open a Control Path Definition, the associated Alerts window opens 
automatically. It shows any active alerts and provides general information about the 
MANAGEit station and stations in the OCR for AnyDoc installation. 
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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: 

¶ Station Activity Alerts 

Station activity alerts are about conditions on individual workstations. You can set 
station 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 Alerts window 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 via e-mail. MANAGEit only sends out alert 
e-mails during a refresh. 

In addition to 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. 

 

Right-click an alert in the list to access the following options: 

View Station Opens the Station/User Activity window with the selected 
station/user highlighted. See Monitor Station/User Activity 
(page 43). 

View Station History Opens the Station History window with the selected station 
highlighted. See View Station History (page 48). 

Configure Alert Opens the alert configuration to change it. See View Station 
Activity Alert Settings (page 84). 

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

¶ 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 exclamation point next to the applicable 
form family or batch in the Pending Work window. There is also the option of sending 
alert notifications via e-mail. 

Right-click an alert in the list to access the following options: 

View Batch/Family Opens the Pending Work window with the selected Form 
Family/batch highlighted. See Monitor Pending Work (page 59) 

Configure Alert Opens the alert configuration to change it. See View Pending 
Work Alert Settings (page 86). 

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

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

Right-click an alert in the list to access the following options: 

More Information Displays more information about the specific error 
encountered. For more information, see View System Level 
Alert Settings (page 91). 

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

¶ Metered Key Alerts 

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

Right-click an alert in the list to access the following options: 

Configure Alert Opens the alert configuration to change it. See View Metered 
Key Alert Settings (page 93). 

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

¶ EXCHANGEit Alerts 

Alerts can be set to occur when an EXCHANGEit 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: 

¶ EXCHANGEit station appears to be down, but is reported as running. 

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

¶ One or more EXCHANGEit exceptions have occurred. 

EXCHANGEit has database exceptions that require user intervention to resolve. 

EXCHANGEit activity alerts display in the Alerts window and appear as a red 
exclamation point next to the applicable station in the EXCHANGEit Activity window.  

 

Right-click an alert in the list to access the following options: 

Configure Alert Opens the alert configuration to change it. See View 
EXCHANGEit Alert Settings (page 88). 

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

¶ CAPTUREit Alerts 
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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 the applicable station 
or user in the CAPTUREit Activity window.  

Right-click an alert in the list to access the following options: 

Configure Alert Opens the alert configuration to change it. See View 
CAPTUREit Alert Settings (page 91). 

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

You have the option of displaying some or all available columns in any order via 
Settings | Control Path Definition | Column Settings. See Hide or Show Columns 
(page 23) and Move Columns (page 25). 
 

Active Views Window 

The Active Views window displays all open control path definition 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 the Active Views window underneath 
the associated control path to open the selected window. 

 

To close the the Active Views window, click the X icon on the Active Views window. 
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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 additional information not listed in the view. 
The Properties window is renamed based on the type of view that is selected.  

 

In this example, apetts is selected in the Station/User Activity view.  The Station 
Properties window is displayed with additional information that is not presented in the 
Station/User Activity view. 
 

Fly Out Windows 

The Active Views and Properties 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 inactive for a few seconds. 
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Fly In Window Fly Out Window 

  

Stop Fly In/Out Windows 
Disable the fly out capabilities with the push pin,  that is located in the upper 
right-hand corner of the fly out window. Clicking the push pin shows the selected 
window. See Push Pins (page 23). 
 

Push Pins 

The Active Views and Properties windows have a push pin icon,  in the upper 
right-hand corner of the window. Push pins pin down a window to disable the "fly out" 
window capabilities. See Fly Out Windows (page 22). You can toggle the push pin on 
and off to enable and disable the fly out windows. 

¶ Fly Out Window On position:  

In the On position, the fly out windows fly in and out of the window automatically. 

¶ 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 
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¶ CAPTUREit Messages 

¶ CAPTUREit Server Activity 

¶ CAPTUREit Server History 

¶ EXCHANGEit Activity 

¶ License Key Information 

¶ Pending Work 

¶ Station History 

¶ Station/User Activity 

¶ Alert History 

Steps 
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1 Right click anywhere in the windowõs column heading. A menu is displayed listing 
the available columns with check marks next to the columns currently included in 
the display. 

 

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. 

You can also hide/show and rearrange columns using Settings | 
Control Path Definition | Column Settings. See Change Columns in 
Control Path Definition (page 34). 

 

Move Columns 

You can rearrange columns of information for the following views in MANAGEit: 
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¶ Alerts 

¶ CAPTUREit Server Activity 

¶ CAPTUREit Messages 

¶ EXCHANGEit Activity 

¶ EXCHANGEit History 

¶ License Key Date 

¶ Pending Work 

¶ Station History 

¶ Station/User Activity 

¶ 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 Settings to rearrange the columns. For 
more information, see Set Control Path General Definition Settings (page 34). 

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 return the column to its 
original settings, click the column title again. 
 

Save a Window in HTML 

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

¶ Alerts window 

¶ Expired Alerts window 

¶ Station Activity window 

¶ Pending Work window 

¶ CAPTUREit Activity window 

¶ CAPTUREit History 
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¶ CAPTUREit Messages 

¶ License Key Information 

These HTML "snapshots" are saved in C:\ AnyDoc\ MANAGEit and are named after 
the save window and the current date. 

 

Steps 

1 From the Active Views window, select the view to be saved in HTML. 

2 Select File | Save As Html. 

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

 
 

Print a Window 

MANAGEit 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, all non-visible areas 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 the File menu, click Print.  

The Print window is displayed. 

2 Select the appropriate print settings. 
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3 Click OK. 
 

Set Page Setup Settings 

Steps 

1 Select File | Page Setup.  

The Page Settings window is displayed. 

 

2 Enter a number in the Left, Right, Top and Bottom fields to set the margins for 
the report. The default is .50". 

3 Enable the Horizontal Grid Lines and Vertical Grid Lines check boxes to have 
grid lines appear on the report. 

4 Select a Line Thickness for the grid lines from the drop down list. 

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

6 Click OK. 
 

Set Font Settings 

Steps 

1 From the File menu, click Page Setup.  
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The Page Settings window is displayed. 

2 Click the Fonts tab. 

 

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 Click OK.  

5 To view the results, click File |  Print Preview. 
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Chapter 4 

Control Path Definitions 
 

Create a New Control Path Definition 

Steps 

1 Select File | New | New OCR for AnyDoc Control Path.  

The Choose Control Path window is displayed. 

 

2 Enter the OCR for AnyDoc control path. 

OR 

Click  to browse to the location. 

3 Enable the Automatically Refresh Information check box, if needed. 

4 If the Automatically Refresh Information check box is enabled, enter the rate in 
seconds at which to refresh the information in the Refresh Rate (Seconds) field. 
The default is 30 seconds. Twenty seconds is the minimum amount of time allowed 
for the refresh rate. 

5 Click OK.  
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The main MANAGEit window is displayed with the Alerts window open to the 
specified control path. For more information, see Alerts Window (page 18). 

 

6 Select File | Save As to open the Save As window. 

7 Enter a File name for 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 descriptive. The default location for saved Control Path 
Definition files (*.ami) is C:\ Program Data\ AnyDoc\ MANAGEit\ Settings. 
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Monitor Multiple Control Paths 

You can watch multiple installations from a single MANAGEit station. Multiple control 
paths can be open at one time (for example, X:\ AnyDoc\ OCR for AnyDoc\ control 
and Y:\ AnyDoc\ OCR for AnyDoc\ control). The applicable control path is displayed in 
the title bar of each monitoring window and also in the Active Views pane. 

 

Figure 1: Title Bar Example 

 

Figure 2: Views Window Example 

Multiple control paths appear in 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 of the top-most 
window is the active Control Path Definition. The Control Path Definition is used when 
requesting reports and 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 appearing in the title bar of 
the Overview window changes to that path. 
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Chapter 5 

Control Path Definition Settings 
The Control Path Definition settings only apply to the current Control Path. If you 
attempt to close MANAGEit 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: 

¶ Refresh rate 

¶ Time synchronization 

¶ Batch display 

Steps 

1 Select Settings | Control Path Definition Settings. The Control Path Definition 
Settings window is displayed. 

2 Click the General tab. 

3 To allow MANAGEit to immediately detect changes made to form families and 
station activity, select the Detect Station/Family Changes Dynamically check 
box.  

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

4 Select the Refresh Information Every check box, if needed. 

5 Enter the number of seconds in the Refresh Rate (Seconds) field if the Refresh 
Information Every check box is selected. The default is 30 seconds. 

6 Select the System Time options to select time synchronization with the server.  
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You can select one option, both options, or neither option. The Synchronize With 
Server on Open check box is selected by default. When the Synchronize With 
Server on Open check 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. 

 

7 Click OK. 
 

Set General CAPTUREit Server Definition Settings 

When monitoring CAPTUREit independent of OCR for AnyDoc, the CAPTUREit 
database's refresh rate must be specified. For more information, see Create a New 
CAPTUREit® Server Definition (page 65). 

Steps 

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

2 Select Settings | Monitoring Settings. The Monitoring Settings window is 
displayed. 

3 Click the General tab. 

4 Enter the number of seconds in the Refresh Time field.  

The default is 30 seconds. 

5 Click OK. 
 

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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¶ For an OCR for AnyDoc Control Path Definition, select Settings | Control 
Path Definition Settings. The Control Path Definition Settings window is 
displayed. 

¶ For a CAPTUREit Server Definition, select Settings | Monitoring Settings. 
The Monitoring Settings window is displayed.  

3 Click the Column Settings tab. 

4 Select a window from the View drop-down list. 

5 Perform one of the following actions: 

¶ Select one or more of the check boxes to show the column.  

¶ Disable check boxes to hide the column. 

¶ Click the Hide/Show  button on the right to toggle between Hide  and Show. 
The check box for the selected 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 Click OK. 
 

Set Pending Work Display Settings 

In the Control Path Definition Settings | Pending Work tab, you can set defaults for 
the Pending Work window. Additionally, you can choose how batches are identified by 
selecting an option in the Control Path Definition | General | Display Batches By 
section. See Set General Monitor Settings (page 33). 

Steps 

1 Select Settings | Control Path Definition Settings. The Control Path Definition 
Settings window is displayed. 

2 Click the Pending Work tab. 

3 Enable the Hide Form Families With No Pending Work check 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 the Automatically Expand Families to Show Pending Batches check box, 
if needed. 

5 Select the Automatically Expand Totals Line check 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 if the Automatically Expand Families to 
Show Pending Batches check box is selected. 
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6 In the Show Counts For section, specify how pending work information is 
displayed. Options include: 

¶ Images  

All counts are shown as number of images. 

¶ Document Sets  

All counts are shown as number of document sets. 

¶ 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 Click OK. 
 

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, see Customize the User Interface (page 
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: 

¶ Set the default station sort order  

¶ Set the station alert sort order 

¶ 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 identified in Station/User Activity by 
selecting the Display Batches By option in the Control Path Definition Settings | 
General tab. For more information, see Change General Monitoring Settings (page 33). 

Steps 

1 Select Settings | Control Path Definition Settings. The Control Path Definition 
Settings window is displayed. 

2 Click the Station Activity tab. 

3 Select the Move Alerts to the Top check box to move stations with an alert to the 
top of the list in the Station/User Activity window.  

4 Select the Organize by Product check box to arrange the display by product. 
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5 Select the Ignore 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 disable the option to see all stations in Station/User 
Activity, regardless of whether the status has changed. 

6 Click OK.  
 

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: 

¶ For an OCR for AnyDoc Control Path Definition, select Settings | Control 
Path Definition Settings. The Control Path Definition Settings window is 
displayed. 

¶ For a CAPTUREit Server Definition, select Settings | Monitoring Settings. 
The Monitoring Settings window is displayed.  

3 Click the CAPTUREit  tab. 

4 Select the Ignore 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 the status has changed. 

5 Click the OK button. 
 

Set Metered Key Settings 

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

Steps 

1 Select Settings | Control Path Definition Settings. The Control Path Definition 
Settings window is displayed. 

2 Click the Metered Keys tab. 

3 To hide keys that were replaced, select the Filter Out Replaced Keys check box. 

4 To hide keys that expired more than 45 days ago, select the Filter Out Keys That 
Are More Than 45 Days Past Expiration Date check box. 

5 Click OK. 



 

MANAGEit User Guide OnBase AnyDoc 15 

Control Path Definition Settings 

 

 

© 2015 Hyland Software, Inc. 

38 

 

 
 

Set Plugin Settings 

Plugins are user created DLL files that extend specific functionality in MANAGEit. 

Steps 

1 Select Settings | Control Path Definition Settings. The Control Path Definition 
Settings window is displayed. 

2 Click the Plugins 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. 

 

4 To create a log of plugin information, select the Enable Plugin Trace File check 
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, see MANAGEit 
Plugins (page 418). 

5 Click OK. 
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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 Select Settings | Control Path Definition Settings. The Control Path Definition 
Settings window is displayed. 

2 Click the Infiniworx  tab.  

3 Click Configure Connection String to open the Data Link Properties window.   

4 On the Connection tab, enter the connection string information for the Infiniworx 
production database that was configured during the Infiniworx installation.  

The Connection tab options vary according to the Provider selected. 

5 Click Test Connection to test whether the data source connection has been 
accurately configured. If the connection is successful, a Test connection 
succeeded message appears. 

6 Click OK. 

7 Click OK. 

 

 



 

 

 

 

© 2015 Hyland Software, Inc. 

40 

 

Chapter 6 

Monitoring 
MANAGEit can monitor OnBase AnyDoc products as well as database tables in 
external applications.  

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

Monitor OCR for AnyDoc 

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

¶ Pending Work: Provides an overview of the status of all work in progress, including 
images pending import. See Monitor Pending Work (page 59). 

¶ Station Activity: Displays current information such as the user, form family used, 
batch and job processed and amount of time elapsed since processing. See Monitor 
Station/User Activity (page 43). 

To monitor OCR for AnyDoc the following requirements must be met: 

¶ OCR for AnyDoc version 3.1.5x or higher must be installed. 

¶ OCR for AnyDoc version 3.1.68 or higher must be installed for the option to 
start/stop AutoFlow when running reports. 

¶ OCR for AnyDoc version 3.2 or higher must be installed for using the following: 

¶ Batches by batch control number (user assigned),  

¶ Batch elapsed time for Pending Work and  

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

MANAGEit is designed to monitor an entire OCR for AnyDoc installation from a 
single station. The following figures illustrate two of the possible configurations for 
networks with a dedicated MANAGEit station. 

 

Figure 3: OCR for AnyDoc and MANAGEit in a network with onsite Verification 
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Figure 4: 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 
AnyDoc stations 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 In the Alert Settings window, right click the alert in the list and select More 
Information . The Version Information window is displayed listing the version 
numbers and the number of stations running each version in the OCR for AnyDoc 
network. 

 

2 Click OK.  

3 Open the Station Activity window to determine which stations are running which 
version. For more information, see Monitor Station/User Activity (page 43). 

 

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 brings up a 
menu that enables you to perform various station/user activity functions. See 
Performing Station/User Activity Functions (page 47). 

Steps 

1 Select View | Station/User Activity  

OR  
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Click the View Station Activity button,  

OR 

Type [Ctrl+2]. The Station/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 workstation 
is running OCR for AnyDoc as a service, the word 
"Service" is displayed here. 

Family The OCR for AnyDoc form family currently processed by 
the station. 

Batch The batch in progress.  

Batch Control The user-assigned batch control number. 

Image The image being processed. 

ETime The elapsed time spent on the current activity. 

Process The stationõs current processing activity, such as Import, 
Quality Assurance, Auto ID, ID Exceptions, Data 
Extraction, Verification, Auditor, EXCHANGEit 
Exceptions, and Commit. 

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

AutoFlow The batch processing phases configured for AutoFlow. 
See Configure a User's AutoFlow (page 51). 

Capabilities The process(es) each station is authorized to perform 
based on the stationõs hardware key. This column is turned 
off by default. 

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

Computer ID The name of the computer (as configured in Windows). 
This column is turned off by default. For stations running 
under terminal services, this column shows Server 
ID /Client Station ID. 

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

Family Name The form family description. This column is turned off by 
default. 

Master/Batch The master template name. This column is turned off by 
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Column Description 

default. 

Date The date of the last status change on this station, such as 
Idle or Starting. This column is turned off by default. 

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

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

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

Last Update The last time OCR for AnyDoc updated MANAGEitfor 
this user 

Productivity The percentage of work completed  by the current user 
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 Interface (page 18). 

There are two types of graphic 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 

 An alert has occurred. The user name is displayed in red 

 Station in AutoFlow 

 Station in AutoFlow has an alert 

Station Type 

 OCR for AnyDoc station 

 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 
Abbreviation 

Capabilities 
Column 
Abbreviation 

Scan Not applicable S 
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Phase Name AutoFlow Column 
Abbreviation 

Capabilities 
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 V 

Verify - Pass 2 V2 V 

Verify - Supervisor VS V 

Verify - Balancing BA Not applicable 

Verify - Auditor VA V 

EXCHANGEit Exceptions EI P 

Pending Infiniworx IN Not applicable 

Commit BC C 
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To view VERIFYit stations using MANAGEit, you must enable them in VERIFYit via 
File | Logon | Options . Select the Enable Direct Connection to Control Path and 
Update User Status Info for MANAGEit  check boxes. VERIFYit stations must be 
connected to the network and be on the selected control path to be monitored via 
MANAGEit. 

 
 

Station/User Activity Options 

Right-click a station or user in the Station/User Activity window to display the Station 
Activity menu, which allows you to perform various functions related to that specific 
user or workstation. 

 

The following options are available on the Station Activity menu: 

¶ View History 

For more information, see View Station History (page 48). 
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¶ Capabilities 

For more information, see View Station Capabilities (page 49). 

¶ Security 

For more information, see User Security. (page 49) 

¶ AutoFlow 

For more information, see Configure a User's AutoFlow (page 51), Start or Stop 
AutoFlow on a Selected Station (page 57), and Start or Stop AutoFlow on All 
Stations (page 58). 

¶ View Alerts 

¶ Move Alerts to Top 

¶ Organize By Product 

¶ Copy All Data 
 

View History 

The View History option opens the Station History window with the last 1000 entries in 
the stationõs history log. Each entry specifies a change in the status of the station such as 
logging in or out, or starting or stopping an OCR for AnyDoc batch processing phase. 

Black text indicates normal status, while red text indicates an alert on that station. 
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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 
operating system are displayed.  

 
 

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 Select Settings | OCR for AnyDoc User Administration | User Security 

OR 

Click the User Security button,  on the Management toolbar. 

OR 

Right-click a user from the Station/User Activity window and select Security.   
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The User Security window is displayed. 

 

2 To modify a user's security options, select a user from the User Name field and 
enable or disable security check boxes in the Options section. Options include: 

¶ 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: Allows access to the Batch Viewer window. 

¶ Add-On Menus: Allows access to any user defined add-on menus 

¶ Statistics: Allows access to the Statistics menu 

Make sure that at least one user has access to all features. 



 

OnBase AnyDoc 15 MANAGEit User Guide 

Monitoring 

 

 

© 2015 Hyland Software, Inc. 

51 

 

3 Click Password. The Enter Admin Password window is displayed. 

 

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

5 Click OK. You are prompted to reenter the admin password. 

6 Reenter the password into the Reenter Admin Password field and click OK. The 
password is saved and must be entered each time the User Security menu item is 
accessed. 

7 Click New User to create an additional user. The Create New User window is 
displayed. 

8 In the User Name field, enter the user's Windows or network user name. 

9 In the Inherit Settings From drop-down list, select either Default User Setup or 
another user's security profile. The new user inherits the selected security profile. 
This can be useful when adding new users who need the same security rights. 

10 Click OK to create the new user. 

11 After security has been set for all users, click OK to exit the User Security window. 
 

Configure a User's AutoFlow 

The AutoFlow function 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 automatically 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 AutoFlow settings are the same.  

After configuring AutoFlow, you must then start it for it to take effect. See Start or Stop 
AutoFlow on a Selected Station (page 57). 

Steps 
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1 Right-click the selected station or user in the Station/User Activity window to 
display the menu. 

 

2 Select Autoflow | AutoFlow Configure .  
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The AutoFlow Settings window is displayed. 

 

3 Select the phase check boxes in the AutoFlow Processes section 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 the Check for work every ___ second(s) field to set how often 
the station polls 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 Process All Form Families check box to process batches for all form 
families shown in the Workflow Manager during AutoFlow 

OR 

Disable the check box to process batches for the currently highlighted form family in 
the Workflow Manager. 

6 Select the Priority batch look-ahead check box to have the station search for 
prioritized batches to process first. 

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

OR 

Disable the check box to process work by form family.  

If you select this check box, a message is displayed. 

 
If no stations currently have work assigned, click Yes to continue. When you click 
OK to exit the AutoFlow Settings window, OCR for AnyDoc runs through the 
available batches to establish the processing order. See First-in / First-out (page 54). 

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

10 Click the Prioritize AutoFlow Processes button to change the relative priority of 
the batch processing phases in AutoFlow. See Prioritize AutoFlow Processes (page 
56). 

11 Click OK. 
 

First-in / First-out 

If the First-in / 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: 

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

 

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

 

If no stations currently have work assigned, click Yes to continue. When you click OK 
to exit the AutoFlow Settings window, OCR for AnyDoc runs through the available 
batches to establish 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-in / First-out Batch Processing Order window showing the order in 
which the batches are processed.  

 

This window allows you to see the order in which the batches are processed by 
AutoFlow. The Refresh button refreshes the display; the Validate button rebuilds 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 Prioritize AutoFlow 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. 
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When you click the Prioritize AutoFlow Processes button, the numbers next to the 
phases turn to red squares. 

 

Click the red squares in priority order; 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 Right-click the selected station or user in the Station/User Activity window to 
display the menu. 

 

2 Select AutoFlow |  Start AutoFlow 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 

MANAGEit provides the 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 the Station/User Activity window to display the 
menu. 
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2 Select AutoFlow | Stop Autoflow on All Stations or Start AutoFlow. The menu 
option switches between stop and start depending on whether or not AutoFlow is 
currently running. 

 

View Pending Work 

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

Steps 

1 Select View | Pending Work 

The Pending Work window 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 user-assigned batch control number. 

Create Time The date and time the batch was scanned if the batch 
was scanned by an OnBase AnyDoc 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 and 
pending images, as well as the number of images 
available for processing. This total does not include 
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. You 
have the option of displaying a column for each 
processing phase, but the default displays QA, Auto 
ID, Exceptions, Extraction, Pass 1 Verification and 
Commit.  

Family The form family file name without the .fof extension. 

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

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

Import Time The date and time the batch was imported into OCR 
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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, see Customize the User Interface (page 18). Defaults for 
the Pending Work window can be set in the Control Path Definition | Pending Work 
tab. For more information, see Set Pending Work Display Settings (page 35). 
 

Pending Work Options 

Right-click a form family or batch in the Pending Work window for additional options.  

 

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

Form Family Management Opens OCR for AnyDoc Form Family Management for 
the selected form family. See OCR for AnyDoc Form 
Family Management (page 246). 

Graph This Family View a graph of pending work for the selected form 
family. See Pending Work Graph (page 61). 

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 the 
form family has images waiting to be imported. 

Copy All Data All data that is displayed in the window can be copied to 
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 Select View | Pending Work Graph from the menu 

OR 

Click the Graph Pending Work Totals button,  

OR 

Right-click the Totals line in the Pending Work window and select Graph This 
Family.  

The Pending Work Graph is 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. 
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2 Right-click the graph and select Properties to 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 whether the mean line 
(blue, dotted line) is displayed on the graph. 

 

3 Enable either Only Show Columns With Values or Show Selected Columns. 

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, click Reset List to enable all phases in the list. 

5 To rearrange the column order, enable a phase and click a button to Move Top, 
Move Up, Move Down, or Move Bottom.  

6 Enable the Show Mean Line on Graph check box to display the mean line. 

7 Click OK. 
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Monitor VERIFYit 

MANAGEit 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 a TCP/IP, UDP, IPX/SPX, or NetBIOS 
connection. 

MANAGEit 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 Activity view if they are connected to the LAN 
environment (have access to the control path). 

Steps 

1 From the View menu, click VERIFYit Activity , or click the View VERIFYit 

Activity button, . The VERIFYit Activity window is displayed. 

 

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 CAPTUREit, the Use CAPTUREit Station/Batch Activity and 
Batch History Database check box must be enabled in the CAPTUREit Server 
Properties window in CAPTUREit. For more information, see the CAPTUREit User 
Guide. 

There are three CAPTUREit monitoring windows: 

¶ CAPTUREit Activity 
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Shows current CAPTUREit station activity. For more information, see View 
CAPTUREit Activity (page 67). 

¶ CAPTUREit History 

Shows historical information from the central CAPTUREit Server database. For 
more information, see View CAPTUREit History (page 68). 

¶ CAPTUREit Messages 

Shows status messages sent from OCR for AnyDoc and EXCHANGEit back 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 information, see View CAPTUREit 
Messages (page 69). 

There are two ways to set up CAPTUREit monitoring in MANAGEit: 

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

¶ Set up CAPTUREit Server monitoring independent of OCR for AnyDoc. You can 
monitor a CAPTUREit installation without OCR for AnyDoc by setting up a 
CAPTUREit Server Definition in MANAGEit. See Set Up a CAPTUREit Server 
Definition (page 65). 
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CAPTUREit Environments 

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

 
 

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 CAPTUREit Server database by setting 
up a CAPTUREit Server Definition in MANAGEit. 

Steps 

1 Select File | New | New  CAPTUREit  Server. 

OR 

Click the New CAPTUREit  Server button, .  
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The CAPTUREit® Server Configuration window is displayed. 

 

2 Do one of the following: 

¶ Enter the path to the CAPTUREit Server database 

¶ Click  to browse for the directory. The default location is 
...AnyDoc\ CAPTUREit\ RemoteDB. The default Access database name is 
CAPTUREit.mdb. 

¶ Click Configure Connection String to open the Data Link Properties 
window.  On the Connection tab, enter the connection string information, 
such as the data source and server logon information. The Connection tab 
options vary according to the Provider selected. Click Test Connection to test 
whether the data source connection has been accurately configured. If the 
connection is successful, a òTest connection succeededó message appears. Click 
OK. 

3 Click OK.  

The CAPTUREit Server Activity window opens displaying current CAPTUREit 
activity. 

 

4 To save the CAPTUREit Server Definition, select File | Save As.  

The Save As window is displayed. 

5 Enter a name for the CAPTUREit Server Definition and click Save.  

The extension for CAPTUREit Server Definition files is .aci. The default location is 
C:\ ProgramData\ AnyDoc\ MANAGEit\ Settings. 
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View CAPTUREit Activity 

The CAPTUREit Activity window provides a snapshot of status and activity for each 
station and CAPTUREit 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 you are monitoring CAPTUREit without OCR for AnyDoc, it 
shows all CAPTUREit Servers associated with the specified CAPTUREit Server 
database. 

Steps 

1 Select View | CAPTUREit Activity  

OR  

Click the CAPTUREit Activity  button,  

The CAPTUREit  Activity window is displayed. 

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

Column Description 

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

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 known 
user for disconnected stations. 

Time The time of the last update received from the station. 

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

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

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

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

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

Original Images The original number of images in each batch before any 
deletions or insertions. 

DocSets The number of document sets in each batch. 

Profile The capture profile to which the batch belongs, if any. 

Family The OCR for AnyDoc form family file name if the capture 
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, 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 CAPTUREit History 

The CAPTUREit History window provides historical information from the CAPTUREit 
Server database for each station and CAPTUREit 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 you are monitoring CAPTUREit 
without OCR for AnyDoc, it shows all CAPTUREit Servers associated with the 
specified CAPTUREit Server database. 

Steps 

1 Select View | CAPTUREit History . 
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The CAPTUREit Server History window is displayed. 

 

2 To view information about each CAPTUREit station, click the Station tab.  

3 To view information about the batch on a station, select a station in the 
ComputerName column and click the Batch tab. Information is displayed for all 
batches on the selected station, such as the creation date and current phase each 
batch is in. 

4 Click Exit .  
 

View CAPTUREit Messages 

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

Steps 

1 Select View | CAPTUREit Messages 

OR  
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Type [Alt+3]. The CAPTUREit Messages View window is displayed.  

 
This window provides the following status and activity information for each 
CAPTUREit Server and CAPTUREit 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 
CAPTUREit station in Configure Scanner Settings. 

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

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

User Batch ID The OCR for AnyDoc batch number. 

Batch At the station level, this shows the number of batches in for 
the workstation. At the batch level, it shows the 
CAPTUREit Batch ID. 

Message The status 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 of individual 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 three EXCHANGEit monitoring windows: 

¶ EXCHANGEit Station Activity 

Shows current EXCHANGEit station activity. For more information, see View 
EXCHANGEit Station Activity (page 71). 

¶ EXCHANGEit Job Activity  
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Shows current EXCHANGEit job activity. For more information, see View 
EXCHANGEit Job Activity (page 72). 

¶ EXCHANGEit History 

 Shows historical information from the central EXCHANGEit Server database. For 
more information, see View EXCHANGEit History (page 73).   

 

View EXCHANGEit Station Activity 

MANAGEit can monitor EXCHANGEit Station activity, Job activity, and Station 
history. To monitor EXCHANGEit the following requirements must be met: 

¶  EXCHANGEit version 5.1.1 or higher must be installed. 

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

¶ The Move/Store Exceptions in the OCR Control Path check box must be 
selected in the Directory/Computer Settings window in EXCHANGEit. 

Steps 

1 From the View menu, click EXCHANGEit  Station Activity 

The EXCHANGEit  Station Activity window is displayed. 

This window provides the following status and activity information for each 
EXCHANGEit station: 

Column Description 

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

Process EXCHANGEit's current processing phase or status. 

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

Job Name The name of the EXCHANGEit Job currently running on 
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 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 
run, 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 images 
in all batches currently on the workstation. At the batch 
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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 EXCHANGEit 
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 

MANAGEit can monitor EXCHANGEit job activity. To monitor EXCHANGEit jobs, 
the following requirements must be met: 

¶  EXCHANGEit version 5.1.12 or higher must be installed. 

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

Steps 

1 From the View menu, click EXCHANGEit  Job Activity. 

The EXCHANGEit  Station Activity window is displayed. 

This window provides the following information for each EXCHANGEit job: 

Column Description 

Job Name The name of each EXCHANGEit Job.  If the job has 
multiple source paths, there will be one entry per source 
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, EDI or 
Text source. The location of the records to be imported. 

 

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 EXCHANGEit History 

Steps 

1 From the View menu, click EXCHANGEit  Station Activity 

The EXCHANGEit  Station Activity window is displayed. 

2 Right-click any row and click Show EXCHANGEit  History . 

The EXCHANGEit  History window is displayed. This window provides the 
following information: 

Column Description 

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

Process EXCHANGEit's current processing phase or status. 

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

Job Name The name of the EXCHANGEit Job currently running on 
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 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 run, 
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 images in 
all batches currently on the workstation. At the batch 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 EXCHANGEit 
workstation. 

 
 



 

MANAGEit User Guide OnBase AnyDoc 15 

Monitoring 

 

 

© 2015 Hyland Software, Inc. 

74 

 

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 the View menu, click Database Tables. 

The Database Table Settings window is displayed. 

 

2 Click New Table.  
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The Database Table Settings window is displayed.  

 

3 In the Custom Source Name field, enter a unique name for the connection. 

4 In the Null Values Display As field, specify what a null value should be output as.  

5 Click Configure Connection String.  

The Data Link Properties window is displayed. 

6 On the Connection tab, specify the source information and click OK.  

The Connection String field is populated with the database table connection details.  

7 In the Query field, enter the SQL query and click Refresh.  

The Fields 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, see Database Table Alert Settings (page 96). 
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9 Click OK. 
 

View License Key Information 

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

¶ CAPTUREit CAPTUREit Server 5.0 or later 

¶ OCR for AnyDoc 4.0.1 or later 

Expired License keys are displayed in red. 

 

Steps 

1 From the View menu, click License Key Information. 

The License Keys window is displayed. 

 

 

This window provides the following metered licensing information for each station. 

Column Description 

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

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

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

Clicks Total The total number of clicks allotted for this feature. 

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

Begin Date The first day the key is valid for the metered feature. 

End Date The last day the key is valid for AnyApp metered 
features. For features in other applications, the date 
the click 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 
MANAGEit for informational purposes. 

Notes Contains additional information about the key. This 
column is typically blank but can display "Out of 
Clicks" and "This feature has expired" messages. 

 
 

Replace License Keys 

License keys can be flagged as replaced within MANAGEit, whenever a license key is 
physically replaced on a machine due to expired metered features.  This alerts 
MANAGEit that the key is no longer in use, and MANAGEit will no longer trigger 
alerts for that expired feature. 

Steps 

1 From the View menu, click License Key Information. 

The License Keys window is displayed. 

 

2 Right-click a license key that is displayed in red and select Replace Key. 

The Use Replacement Key window is displayed. MANAGEit will detect available 
replacement keys and recommend one.  

 

3 To use the recommended key click Use Key. 

4 To select a different license key, click Choose Different.  

The Choose Replacement Key window is displayed. Select the replacement key 
and click 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 the View menu, click Alert History.  

The Alert History view displays all alerts that have expired. 

 

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 alerts to specify 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 during 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 the Alert Settings window, double-click an alert to apply conditions to the 
alert. The Station Alert window is displayed. 

 

2 Click the Exceptions button. The Alert Exception List window is displayed. 

 

3 Select the Exclude the Following radio button to set exclusions for the station or 
user added to the list. 

4 Select the Only Trigger on the Following radio button to set conditions for 
triggering the alert for the station or user added to the list. 
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5 Click the Add button to select the station or user and the conditions for the alert. 
The Exception Settings window is displayed. 

 

6 To view the list by station name, select the By Station option. 

To view the list by user name, select the By User option. 

7 Select a station/user from the list. 

To apply these conditions to all stations/user, select Any in the list. 

8 Select the Use the Following check box in the Date Settings section. The time and 
date options become available. 

9 Select a From and To 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 Click OK. The station or user with an alert condition is displayed in the Alert 
Exception window. 
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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. 

 

12 To remove a station/user from the list, click the Remove button. 

13 To edit a station/user alert condition, select the station/user and click the Edit  
button. The Exceptions Settings window is displayed. 

 

Send Alert Notifications on Demand 

Ad hoc alerts can manually be sent via e-mail to the user(s) defined in the Alerts | 
E-Mail Alerts tab. For more information, see E-mail Alert Notifications (page 97). The 
subject of the e-mail indicates the total number of new and expired alerts. 

The alert e-mail contains the following: 

¶ New Alerts 

The alerts that were triggered during the last refresh.   

¶ Expired Alerts 

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

¶ Current alerts in the system 

The total number of active alerts in the system. 

Only sections containing alerts are displayed in the e-mail. 

Steps 

1 From the File menu, click Send Alerts. The Send Alerts window 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).  

 

2 Type the alert message to be sent and click OK.  

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 the View menu, click View Software License Server. 

2 In the Select License Server Host Computer dialog box, use the drop-down 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 Click OK.  



 

OnBase AnyDoc 15 MANAGEit User Guide 

Monitoring 

 

 

© 2015 Hyland Software, Inc. 

83 

 

The View License window displays licensing information for all installed OnBase 
AnyDoc products. 
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Chapter 7 

Alert Settings 
Alerts warn about processing situations that may require attention. You can configure 
alerts to send e-mail to one or more recipients to notify them that an alert situation has 
occurred. You can configure alerts for station or user activity or pending work. 

There are also pre-defined system level alerts that automatically occur. For example, 
there is an automatic alert when one or more workstation is found to have a mismatched 
version of OCR for AnyDoc, CAPTUREit, or VERIFYit, or when the same user is 
logged on to multiple stations. For more information about pre-defined alerts, see 
System Level Alerts (page 91). 

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 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 Alerts window 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 via e-mail. MANAGEit only sends out alert 
e-mails during a refresh. 

In addition to 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. 

Steps 

1 From the Settings menu, click Alerts. 

The Alert Settings window is displayed. 
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2 Click the Station Activity tab. 

 

3 Either click the New button to create a new station alert 

OR 

Select an alert in the list and click Edit to change it.  

The Station Alert window is displayed. 

 

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

5 Select a form family from the Family drop-down list to associate the alert selected in 
the Alert When drop-down list to the specified form family. 

6 Select a Template from the drop-down list to associate the alert selected in the Alert 
When drop-down list and the form family selected in the Family drop-down list to 
the template. This drop-down list is only available 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 When drop-down list. 

7 To set exception parameters for the alert, click the Exceptions button. See Alert 
Exceptions (page 78). 
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8 Enter a number in the Only Alert After "Alert When" Has Been Occurring For 
(Minutes): field to set the number of minutes before the specified alert is generated. 

9 Click OK. 

10 To set the e-mail settings, see Set E-Mail Alert Settings (page 97). 

11 Click OK. 
 

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 is also the option of sending 
alert notifications via e-mail. 
 

Create New Pending Work Alerts 

Steps 

1 From the Settings menu, click Alerts. 

The Alert Settings window is displayed, listing any previously created alerts. 

2 Click the Pending Work tab. 

 

3 Click New. 

The Alert Type window is displayed.  

4 Select the type of alert that should be created. Options include: 

¶ Batch Alert. Specify the following: 

¶ Family  

The form family associated with the alert. 
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¶ Phase  

The processing phase the alert should be applied to. 

¶ Ignore Batches that are Suspended  

Select this check box to stop sending alerts for suspended batches. 

¶ 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 specified number, then enter a number in either the Exceeds or Is 
Less Than field. 

¶ Alert When Number of DocSets 

Generates an alert when the number of docsets in pending batches for the 
specified form family or phase either exceeds a specified number or is less 
than a specified number, then enter a number in either the Exceeds or Is 
Less Than field. 

¶ Ignore 0 

Does not trigger an alert if there are zero images or docsets. 

¶ Alert When Older Than (Hours) 

Generates 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, the Use Scan Time Instead of Import Time check 
box is selected. To use the Import time, clear this check box. 

¶ Alert When a Batch Becomes Suspended 

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

¶ E-mail 

To set the e-mail settings, see Set E-Mail Alert Settings (page 97). 

¶ Import Alert . Specify the following: 

¶ Form Family Name 

The form family associated with the alert. 

¶ Maximum Number of Items 

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

5 Click OK. 
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Edit A Pending Work Alert 

Steps 

1 From the Settings menu, click Alerts. 

The Alert Settings window is displayed, listing any previously created alerts. 

2 Click the Pending Work tab. 

 

3 Select an alert from the list and click Edit .  

The Alert window is displayed. 

4 Modify the alert, as necessary. 

5 Click OK. 
 

EXCHANGEit Alert Settings 

Alerts can be set to occur when an EXCHANGEit 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: 

¶ EXCHANGEit station appears to be down, but is reported as running. 

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

¶ One or more EXCHANGEit exceptions have occurred. 

EXCHANGEit has database exceptions that require user intervention to resolve. 

EXCHANGEit activity alerts display in the Alerts window and appear as a red 
exclamation point next to the applicable station in the EXCHANGEit Activity window.  
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Create New EXCHANGEit Alerts 

Steps 

1 From the Settings menu, click Alerts. 

The Alert Settings window is displayed. 

2 Click the EXCHANGEit  tab.  

 

3 Click New.  

The Alert Type window is displayed.  

4 Select the type of alert that should be created. Options include: 

¶ Import Alert . Specify the following: 

¶ Job Name 

The job associated with the alert. 

¶ Maximum Number of Items 

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

¶ Job Alert 

¶ Maximum Job Age _____ minutes 

An alert is generated when a job is older than the specified time. 

¶ E-mail 

To set the e-mail settings, see Set E-Mail Alert Settings (page 97). 

¶ Station Alert. Specify the following: 

¶ Process  
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¶ Ignore manual Runs 

Ignores jobs that are run manually.  

¶ Job Name  

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

¶ XJB Name  

The .xjb file name associated with the alert. 

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

¶ E-mail 

To set the e-mail settings, see Set E-Mail Alert Settings (page 97). 

5 Click OK. 
 

Edit An EXCHANGEit Alert 

Steps 

1 From the Settings menu, click Alerts. 

The Alert Settings window is displayed. 

2 Click the EXCHANGEit  tab.  

 

3 Select an alert and click Edit .  

The Alert window is displayed. 

4 Modify the alert, as necessary. 

5 Click OK. 
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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 the applicable station 
or user in the CAPTUREit Activity window.  

Steps 

1 From the Settings menu, click Alerts. 

The Alert Settings window is displayed. 

2 Click the CAPTUREit  tab.  

 

3 To create a new alert, click New. 

OR  

To change an existing alert, select an alert from the list and click Edit .  

The CAPTUREit  Alert window is displayed. 

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

5 To set the e-mail settings, see Set E-Mail Alert Settings (page 97). 

6 Click OK. 
 

System Level Alert Settings 

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

Steps 

1 From the Settings menu, click Alerts. 
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The Alert Settings window is displayed. 

2 Click the System Level Alerts tab. 

 
The system level alerts are: 

¶ One or more CAPTUREit® stations have a mismatched version. 

Every CAPTUREit workstation must use 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.  

¶ Error Connecting to CAPTUREit Server Database. 

MANAGEit cannot connect to the CAPTUREit Server database.  

¶ Maximum number of alerts exceeded. 

MANAGEit 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 to the same 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 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.  



 

OnBase AnyDoc 15 MANAGEit User Guide 

Alert Settings 

 

 

© 2015 Hyland Software, Inc. 

93 

 

¶ One or more EXCHANGEit stations have a mismatched version. 

Every EXCHANGEit workstation must use 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 users have 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 user 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 active 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 inactive then this 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. MANAGEit cannot access the control 
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 mapped in MANAGEit. 

3 To set the e-mail settings, see Set E-Mail Alert Settings (page 97). 

4 Click OK. 
 

Metered Keys Alert Settings 

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

Steps 

1 From the Settings menu, click Alerts. 

The Alert Settings window is displayed. 
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2 Click the Metered Keys tab. 

 

3 Click the New button.  

The License Alert window is displayed. 

 

4 Select an option from the Alert When drop down list and enter a number in the 
drops below field to specify when the alert should be sent. Options include: 

¶ Any Percentage 

An alert is sent when the percentage specified in the drops below field is reached. 

¶ 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. 

¶ Clicks Left Percentage 

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

¶ 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. 

¶ Days Left Percentage 

An alert is sent when the days remaining on the key falls below the percentage 
specified in the drops below field is reached. 
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5 Click OK. 

6 To set the e-mail settings, see Set E-Mail Alert Settings (page 97). 

7 Click OK 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 the Settings menu, click Alerts. The Alert Settings window is displayed. 

2 Click the User Productivity tab. 

 

3 To create a new pending work alert, click New. 

OR  

To change an existing alert, select an alert from the list and click Edit .  

The User Productivity Alert window is displayed. 

 

4 Specify when to trigger the alert. It can be triggered when a User Productivity is 
Above or Below the specified Percent. 
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5 Specify the Minimum Work Time before Triggering An Alert (Minutes).  

6 Click OK. 

7 To set the e-mail settings, see Set E-Mail Alert Settings (page 97). 

8 Click OK to save the alert. 
 

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 are displayed. However, 
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 information, see Monitoring Database Tables (page 
74). 

Steps 

1 From the Settings menu, click Alerts. 

The Alert Settings window is displayed. 

2 Click the Database Table Alerts tab. 

 

3 Click the New button.  
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The Database View Alert window is displayed. 

 

4 Select an option from the Database drop-down list.  

5 Select the Field used in the alert. 

6 Select an option in the Comparison field to specify when the alert should be sent. 
Options include: 

¶ 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 specified in the Value field. 

¶ Elapsed (Minutes)  

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

¶ Equals 

¶ Greater Than 

¶ Less Than 

7 Enter a Value for the field name to be compared to. 

8 To set the e-mail settings, see Set E-Mail Alert Settings (page 97). 

9 To save the alert, click OK . 
 

Set E-mail Alert Settings 

Notification messages can be sent to e-mail recipient groups when specific alerts occur. 
E-mail settings are set and applied to each individual alert.  

Before you can specify e-mail recipients in the Alert E-mail Settings window, you must 
configure the e-mail server in Settings | MANAGEit Application Settings | E-Mail 
Server. For more information, see E-mail Server (page 14). 

Steps 

1 Do one of the following: 
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¶ On the Alert Settings window, select an alert on any tab and Click E-mail.  

¶ Double-click an alert and on the Station Alert window, select E-mail. 

The Alert E-mail Settings window is displayed. 

 

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

3 To send the alert e-mail when the condition that previously caused the alert to be 
triggered no longer exists, select the E-mail This Alert When It Is No Longer 
Triggered check box. 

4 Select the E-mail Group that will receive the alert e-mails. 

5 Click OK. 
 

Copy an Alert 

Steps 

1 Select the alert from the list and click Create Copy.  

The Alert window is displayed with the original Alert settings selected. 

2 Modify the alert as needed. 

3 Click OK. 
 

Remove An Alert 

Steps 
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1 Select the alert from the list and click Remove. 

2 Click OK. 
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Chapter 8 

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 Control. See Batch Control 
Parameters (page 261).  

MANAGEit provides you with the following options for the log database: 

¶ Create or delete backup copies of the log database (page 100) 

¶ View the log database (page 101) 

¶ Purge the log database (page 117) 

Also see Log Database Schema (page 407) for details on the log database tables and 
fields. 

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

¶ Purge the Audit Database (page 119) 

¶ Delete Batch History Log 
 

Create or Delete a Backup Copy 

MANAGEit 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. Backup 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 Select Settings | Databases | Backup Log Database (Access only). The Log 
Database Options window is displayed. 

 

2 Specify the default base path for all backups in the Database Backup Base 
(+YYYMMDD)  field. The default location is 
C:\ ProgramData\ AnyDoc\ MANAGEit\ LogDbBackup. It is recommended that 
you always use the same base path. 

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

4 Click Yes to 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 resumes when the copy is completed. 

5 To delete a backup copy of the log database, click the copy to delete in the Backups 
pane and click Delete. 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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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 more than once. For 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. After 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 added 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 family. 

Images Provides a summary of the images processed in one batch. 

Processes Summarizes the processing phases performed on one image. 

Details Provides the details for one processing phase on one image. 

Steps 

1 Select View | Log Database | Viewer. 
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The Log Database Viewer window is displayed.  

 

2 On the Form Family tab, click a form family.  

3 Click the Batches tab to view batches for that form family.  

4 Select a batch, then click the Images tab to view images in that batch. 

5 Continue to drill down by selecting an entry in the Process and Details tabs, to 
view more details about the selected entries. 

6 Click Exit . 
 



 

MANAGEit User Guide OnBase AnyDoc 15 

Log Database and System Maintenance 

 

 

© 2015 Hyland Software, Inc. 

104 

 

Log Database Viewer | Form Family Tab 

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

 

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 the total 
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 
questionable characters. 

TotalDblKeystrokes The number of keystrokes during double-key Verification after the first 
entry. 

TotalDblRows The number of rows (Verification lines) submitted for double-key 
Verification. 

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

QA The number of times batches were processed via the QA phase. This 
does not include Rescan or Review, which are used to process individual 
images. 

TotalExtracted The number of images to which data Extraction was applied. This does 
not include attachments, since no data is extracted from those images. 
This number includes multiple passes on the same image if an image was 
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 are assigned but are then 
skipped because no processing is required (e.g., advance to first 
questionable is turned on and there are no questionable characters on the 
image). 

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

TotalBypassVerify The number of images that bypassed Verification. 

TotalNotRegistered The number of images that failed registration during Extraction. This 
only includes the 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. 

 

The columns appearing in the Batches tab are: 

Field Description 

BatchID 

A unique sequential number assigned by the system. This is used as the 
primary key to uniquely identify the batch and to link records from 
other tables. When a batch is resubmitted after Commit (or reimported 
with the same batch number), a new log database record is created with 
a new batch ID. When a batch is restarted, it is not assigned a new batch 
ID. This ID is saved in a file in the batch directory to provide rapid 
access to the batch record. Never changed. 

FamilyName The form family file name. 

BatchNumber The eight-digit system assigned batch number. 

ResubmitCount 
The number of times this batch has been resubmitted. A new log 
database record is created each time a batch is resubmitted. This allows 
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Field Description 

a batch record to be associated only with processing done from the time 
the batch was created to the time it was Committed. A resubmit is a new 
"creation" of the batch. 

RestartCount The number of times the batch has been restarted.  

ImageCount 

The number of images in the batch. This number may increase if new 
images are added via Rescan or Review. The number never decreases, 
because images are never removed from the count. They may be flagged 
as deleted or rerouted. Deleted and rerouted flags are removed if the 
batch is restarted. 

DocSetCount 

The number of document sets in the batch. If document sets are 
determined at Scan/Import, this value is set when the batch is created. 
It is always updated at Commit with the final number of document sets. 

Created 
The batch creation date/time. This can be used as a key to find batches 
created within a specified interval. Never changed. 

CreatedBy 
The Import operator who created the batch (regardless of the source of 
the batch). Never changed. 

ScannedBy The operator who scanned the batch. Never changed. 

Committed 
The batch Commit/delete/reroute date/time. This can be used as a key 
to find batches committed within a specified interval. Only set once. 

CommittedBy 
The operator who Committed/deleted/rerouted the batch. Only set 
once. 

Phase 

The current state of the batch: 
0 Active 
100 Deleted 
101 Rerouted 
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 the batch was deleted or rerouted. Only set 
once. 

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

ControlNumber 
The user defined batch control number. May be used as a non-unique 
key to locate batches by control number. May be blank. Never changes. 

BatchTotal 
If a batch balancing equation is used for the form family, this is the 
batch total. 

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

TotalCorrected 
The number of questionable characters corrected by Verification 
operators. 

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

TotalDblKeystrokes 
The number of keystrokes during double-key Verification after the first 
entry. 

TotalDblRows 
The number of rows (Verification lines) submitted for double-key 
Verification. 

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

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

TotalExtracted 

The number of images to which data Extraction was applied. This does 
not include Attachments, since no data is extracted from those images. 
This number includes multiple passes on the same image if an image 
was 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 are assigned but are then 
skipped because no processing is required. For example, the Advance to 
first questionable option is turned on and there are no questionable 
characters on the image. 

TotalAttachments 
The number of images that were flagged as attachments when the batch 
was Committed. 

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

TotalRouted 
For future implementation. The number of images flagged as rerouted 
when the batch was Committed, deleted, or rerouted. 

TotalBypassVerify The number of images that bypassed Verification. 

TotalNotRegistered 

The number of images that failed registration during Extraction. This 
only includes the last registration attempted for an image, not any 
previous failed attempts for images later flagged as attachments. 

TotalSetCount For an AnyApp batch using EOB total sets, this is the number of total 
sets, in the batch. 

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

SourceBatch Indicates all images in this batch were rerouted from the specified 
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. 

 

To view the actual image, select the image, then click the View Image button to look at 
it in the Image Viewer. 

The columns appearing in the Images tab are: 

Field Description 

ImageID 

A unique sequential number assigned by the system. This is used as the 
primary key to uniquely classify the image and to link records from other 
tables. This ID is saved in a file in the batch directory to provide rapid 
access to the image record. Never changed. 

BatchID 
Foreign key to ADBatch table. This is used as a key to locate images 
associated with a batch. Never changed. 

Sequence The current image sequence number within the batch. This is included 
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Field Description 

with BatchID in a key to locate a specific image in a batch. This number 
may change if images are reordered. 

OrigSequence 
The image's original sequence number within the batch when it was 
Imported or appended. Never changed. 

Created 

The image creation date/time. This is the creation date/time of the file. It 
represents the scan time for scanned images, the reception time for faxed 
images, or the creation time for image files created by other means. Never 
changed. 

CreatedBy 

The operator who created the image. For images scanned by OCR for 
AnyDoc, it is the Scan station operator. Otherwise, it is the Import 
operator. For images appended to the batch after Import, such as in 
Quality Assurance, it is the operator who appended the image. Never 
changed. 

Imprinter The imprinter string. Never changed. 

ImportName 
The original name of the imported image file before Import with the full 
path. Never changed. 

ImportPageNum 
The page number within a multipage Import image file, or 0 if it was a 
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. 

PageNumber 
The page number of the image within a multipage image output file, or 0 
if it was a single page image file. Only set once. 

TextName The output text file name with the full path. Only set once. 

Template 
The name of the template to which the image was identified (òattchmntó 
if an Attachment). Does not include the .FRF extension. 

IDMethod 

The method used to classify the template, such as ID Phase or ID 
Exceptions. The XIDType table provides the translation of these numbers 
into text descriptions. 

Origin 

The origin of the image. For example, Scanner, Import, Fax, Resubmit, or 
Insert. The XOrigin table provides the translation of these numbers into 
text descriptions. 

Attachment 
Indicates if the image is an attachment. The value is one if the image is an 
attachment. Otherwise it is zero. 

Verified Indicates the number of times the image has been Verified. 

Deleted 
Indicates if the image has been deleted. The value is one if the image has 
been deleted. Otherwise it is zero. 

Routed Indicates if the image has been rerouted. The value is one if the image has 
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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. 

RouteFamily 
If the image was rerouted, this indicates the form family the image was 
rerouted to.  

RouteBatch 
If the image was rerouted, this indicates the batch the image was rerouted 
to. 

RoutePhase 
If the image was rerouted, this indicates the phase the image was rerouted 
from. 

SourceSequence 
For a image created by rerouting images from another batch, this indicates 
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. 

 

To view the actual image in the Image Viewer, click the View Image button.  

The columns appearing in the Processes tab are: 

Field Description 

ImageID 

A foreign key to the Image table. The unique ImageId of the image on 
which these processes were performed. This can be used as part of a 
primary key to find process records associated with an image.  Never 
changed. 

ProcSeq 

The process sequence number. This number insures that records are 
sorted in the actual processing sequence. It is used as part of the 
primary key. 

Phase 

The processing phase. For example, Classify, Extract, or Verify. The 
Log Database Viewer displays the phase name. The log database file 
displays a number that corresponds to the phase. 
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Field Description 

0 = None 
1 = QA 
4 = Classify 
5 = ID Exception 
6 = Extract 
7 = High Speed Verify 
9 = Verify 
10 = Pass2 Verify 
11 = Supervisor Verify 
15 = Batch Balancing 
16 = Commit 
17 = Deleted 
18 = Routed 

NextPhase 

The processing phase the image will be sent to at the end of the current 
phase. For example, Classify, Extract, or Verify. The Log Database 
Viewer displays the phase name. The log database file displays a number 
that corresponds to the following phases: 

0 = None 
1 = QA 
4 = Classify 
5 = ID Exception 
6 = Extract 
7 = High Speed Verify 
9 = Verify 
10 = Pass2 Verify 
11 = Supervisor Verify 
15 = Batch Balancing 
16 = Commit 
17 = Deleted 
18 = Routed 

Operator The operator who processed the image in this phase. 

StartTime The date and time at which the phase started processing the image. 

EndTime The date and time at which the phase finished processing the image. 

TotalTime 
The total processing time in the phase, in hundredths of a second (.01 
seconds). 

ComputerId The name of the computer that processed the image in this phase. 
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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 the Phases tab. 

 

The columns appearing in the Details tab depend on which processing phase is selected. 
The columns for the processing phases are: 

Classification 

Field Description 

ImageID 

The unique ImageId of the image on which the process was performed. 
This can be used as part of a primary key to find process records associated 
with an image. 

ProcSeq 
The process sequence number. This number is used as part of the primary 
key. 

IDType 

The method used to classify the image. For example, Auto ID, ID Default, 
or ID Attachment. The XIDType table provides the translation of these 
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 

ImageId The unique ImageId of the image on which the process was performed. 

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 image. 

RegStat Whether or not the image passed registration. The Log Database Viewer 
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 image was 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 the 
template during registration. 

YTranslate The number of pixels the image was shifted vertically to match the 
template during registration. 

RegPt1, RegPt2 ... 
RegPt6 

These fields list the Registration points found and the order in which they 
were found. The value is one if it was found, zero if it was not found. 

Enhancement If image enhancement was used, shows the level. 

TotalNotes The number of supervisor Sticky Notes attached to the image. 

VerificationField Description 

ImageID 

The unique ImageId of the image on which the process was performed. 
This can be used as part of a primary key to find process records 
associated with an image. 

ProcSeq 
The process sequence number. This number is used as part of the primary 
key. 
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Field Description 

TotalChars 

The total number of characters presented to the Verifier. This only 
includes what actually appears in Verification. For example, hidden zones 
are not included. 

TotalQuestionable 

The total number of questionable characters presented to the Verifier. 
This only includes what actually appears in Verification. For example, 
hidden zones are not included. 

Keystrokes The number of keystrokes made by Verification operators on the image. 

Corrected The number of questionable characters corrected during Verification. 

Other 
The number of characters changed during Verification that were not 
questionable. 

DblKeys 
The number of keystrokes during double-key Verification, after the first 
entry. 

DblRows 
The number of rows (Verification lines) submitted for double-key 
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 Select Settings | Databases | Compact and Repair Database (Access Only). A 
message is displayed to confirm the compacting of the database. 

 

2 Click Yes.  



 

OnBase AnyDoc 15 MANAGEit User Guide 

Log Database and System Maintenance 

 

 

© 2015 Hyland Software, Inc. 

117 

 

The Log Database window displays the progress of AutoFlow shutting down on 
the workstations. 

 
After the database has been successfully compacted a confirmation message is 
displayed. 

 

3 Click OK. 

 
 

Purge the Log Database 

It is recommended that you purge the log database periodically. 

Steps 

1 Select Settings | Databases | Purge Log Database.  
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The Log Database Purge Criteria window is displayed. 

 

2 In the Purge Records Older Than ___ Days field, 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.  

 

3 Enable the Completed Batches check box to purge information for committed 
batches older than the specified number of days. 

4 Enable the Deleted Batches check box to purge information for deleted batches 
older than the specified number of days. 

5 Click OK to purge the log database. The following series of messages is displayed: 

¶ A message asking you to confirm the purge. 

¶ 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, see Schedule an Audit Database Purge (page 227). 

Steps 

1 Select Settings | Databases | Purge Audit Database.  

The Purge Records window is displayed. 

 

2 In the Purge Records Older Than (Days) field, 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.  

 

3 Click OK .  

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 the Settings menu, click Databases | Purge CAPTUREit Server 
Database.  

The Purge CAPTUREit Server Database window is displayed.  

 

2 In the Purge Records Older Than (Days) field, select the date that determines 
which records will be deleted. 

3 Select one or both of the history items to be deleted. Options include: 

¶ Stations  

The history information for all inactive stations will be deleted. 

¶ History  

The history information for the inactive batches will be deleted. 

4 Click OK. 
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Chapter 9 

Predefined Crystal Reports 
MANAGEit includes everything you need to view Crystal Reports® including 
predefined starter reports. You can also create your own reports and run them from 
MANAGEit. You must have Crystal Reports from Business Objects to create reports 
other than the starter 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 reports use icons predefined by Crystal Reports 2013. 
 

Run Log Database Reports 

 Steps 

1 From the View menu, click Log Database | Report 

OR 

Click the Print Report button, . 

The Print Report window is displayed. 

 

2 Enter the location where your reports are stored, or browse to that location. The 
default location is C:\ Program Files\ Hyland\ MANAGEit\ Report\ Log Database 
(32-bit environment) or C:\ Program Files (x86)\ Hyland\ MANAGEit\ Report\ Log 
Database (64-bit environment). 

3 Select a report from the drop-down list.  
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The Report Properties window is displayed. The information displayed on this 
window will vary depending on the information included in your reports. 

 

4 Type the date range for the report in the Select or Enter Start Date and Select or 
Enter End Date fields or click the arrow to select the date from a calendar. 

5 Click OK.  

The selected report is displayed. 
 

Run the Audit Database Report 

Steps 

1 Select View |  Audit Database Report 

2 The Print Report window is displayed. Select a report from the drop down list.  
Click OK. 
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Chapter 10 

Task Scheduler 
MANAGEit 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 enabled and running on the 
MANAGEit 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 multiple actions to 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 by e-mail to one or more recipients. 

Using the task scheduler, you can do the following: 

¶ Schedule new tasks (page 123)  

¶ Edit existing tasks 

¶ Delete scheduled tasks (page 244) 

If you are upgrading to MANAGEit 15 from a previous version, you can use the 
Convert Tasks option to convert scheduled tasks created in an earlier version of 
MANAGEit so you can use them in version 15. See Convert Tasks from a Previous 
Version (page 244). 
 

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 CAPTUREit Server Database  (page 124) 

¶ Back up the Log Database (page 137) 

¶ Purge the Log Database (page 161) 

¶ Pause Autoflow Processing (page 175) 

¶ Schedule Log Database Reports (page 188) 

¶ Schedule E-mail Reports (page 202) 

¶ Schedule Audit Database Reports (page 215) 

¶ Purge the Audit Database (page 227) 
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Purge the 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 Open the MANAGEit Task Scheduler by performing one of the following steps: 

¶ Select Settings | MANAGEit Task Scheduler. 

¶ Click the MANAGEit Task Scheduler button . The Scheduler window is 
displayed. 
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2 Click New Task. The Task Wizard: Task Name window is displayed. 

 

3 In the Task Name field, 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 a Control 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 Click Next. The Task Wizard: Logging and Notification window is displayed. 

 

6 Select the Log 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 C:\ ProgramData\ AnyDoc\ MANAGEit\ Jobs and have 
the same name as the scheduled task. 

7 Select the Log Task Information To Windows Event Log check 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 | Control Panel | Administrative 
Tools | Event Viewer. The Event Viewer allows you to see the start and end of 
MANAGEit tasks from other stations. 

8 In the Notification  area, select e-mail notification for one or both of the following: 

¶ E-Mail Error Information on Failure 

¶ E-Mail Notification When Task Completes Successfully 

Selecting either of these e-mail notifications activates the Configure button. Click 
Configure to specify e-mail recipients. See E-mail Alert Notifications (page 97). 

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 Click Next. The Task Wizard: Add Action window is displayed. 

 

10 Select Purge CAPTUREit Server Database and click Next.  

The Purge CAPTUREit Server Database window is displayed.  

 

11 In the Purge All Records on or Before field, select the date that determines which 
records will be deleted. 

12 Select one or both of the history items to be deleted. Options include: 

¶ Purge Batch History 

The history information for the inactive batches will be deleted. 

¶ Purge Station History 

The history information for all inactive stations will be deleted. 
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13 Click OK. 

The Task Wizard: Add Action window is displayed.   

 

14 Select Yes to add another action to the same task. Repeat previous steps until all 
actions have been added 

OR 

Select No  if you have finished adding actions.  

15 Click Next to schedule the task and set appropriate security.  
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The Task Wizard: Scheduling and Security window is displayed. 

 

16 Click Schedule.  
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The Task Schedule window is displayed. 

 

17 Click New to create a schedule for this task.  

You can create multiple schedules for a single task. The Schedule tab 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 appears if Show multiple 
schedules is selected. 

18 Select an option from the Schedule Task menu 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. 

19 If Daily, Weekly, Monthly , or Once was selected from the Schedule Task menu, 
enter a Start Time for the task. Depending on the option selected from the 
Schedule Task menu the Schedule Task section offers different options. 
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Appears when Daily is chosen 
for the task frequency. Enter 
the frequency in days. 

 

Appears when Weekly is 
selected for the task 
frequency. Enter the 
frequency in weeks and select 
the day(s) of the week to run 
the task. 

 

Appears when Monthly is 
chosen for the task frequency. 
Select either the Day of the 
month to run the task, or 
select The ___ ___ of the 
month(s) and enter a week 
and day (e.g., the Third Friday 
of the month). Click Select 
Months to select specific 
month(s) to run the task. 

 

Appears when Once is 
selected for the task 
frequency. Select the date to 
run the task. 

 

Appears when When idle is 
selected for the task 
frequency. Enter the number 
of minutes that the station 
must be idle before running 
the task. 

20 To set up more than one schedule for this task, enable the Show multiple 
schedules check box. 
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21 Click the Advanced button to access additional scheduling options. 

 

22 Enter the Start Date or use the arrow to select the date from a calendar. 

23 Select the End 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 the Repeat Task check 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 
selecting the If the task is still running, stop it at this time check box. 

25 Click OK in the Advanced Schedule Options window, then click OK in the Task 
Schedule window. The Task Wizard: Scheduling and Security window reappears. 
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26 Click Configure to set a user name and password to run the task(s). The Window 
Security window appears. 

 

27 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. 

28 Select the Remember My Password check box to carry out the task without 
running MANAGEit. Selecting this check box  also avoids being prompted every 
time you update the task. 

29 Click OK when finished.  
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The Scheduling and Security window displays the configured user name. 

 

30 Click Next.  
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The Task Wizard: AutoFlow window is displayed. 

 

31 Click Next.  
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The Task Wizard: Overview and Completion window displays information 
concerning the task you have just scheduled.  

 

32 Click Back to return to edit a selected task or click Finish to run the task on the 
configured schedule. The Scheduler window displays the configured tasks. 
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Backup the Log Database 

You can schedule log database backups of the version 4.0 default Access log database or 
the prior version log database using the MANAGEit 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 database types in MANAGEit (e.g., SQL, Oracle, etc.). 

Steps 

1 Open the MANAGEit Task Scheduler by performing one of the following steps: 

¶ Select Settings | MANAGEit Task Scheduler. 

¶ Click the MANAGEit Task Scheduler button . The Scheduler window is 
displayed. 
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2 Click New Task. The Task Wizard: Task Name window is displayed. 

 

3 In the Task Name field, 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 a Control 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 Click Next. The Task Wizard: Logging and Notification window is displayed. 

 

6 Select the Log 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 C:\ ProgramData\ AnyDoc\ MANAGEit\ Jobs and have 
the same name as the scheduled task. 

7 Select the Log Task Information To Windows Event Log check 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 | Control Panel | Administrative 
Tools | Event Viewer. The Event Viewer allows you to see the start and end of 
MANAGEit tasks from other stations. 

8 In the Notification  area, select e-mail notification for one or both of the following: 

¶ E-Mail Error Information on Failure 

¶ E-Mail Notification When Task Completes Successfully 

Selecting either of these e-mail notifications activates the Configure button. Click 
Configure to specify e-mail recipients. See E-mail Alert Notifications (page 97). 

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 Click Next. The Task Wizard: Add Action window is displayed. 

 

10 Select Backup Database and click Next.  

The Backup Database Configuration window is displayed. 

 

11 Enter a base path for the backup copies 

OR 
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Click  to browse to the location. When the backup is run, MANAGEit takes this 
base path and appends a subdirectory based on the current date to it. The default 
base path is C:\ ProgramData\ AnyDoc\ MANAGEit\ LogDbBackup. 

12 Click OK. 

The Task Wizard: Add Action window is displayed.   

 

13 Select Yes to add another action to the same task. Repeat previous steps until all 
actions have been added 

OR 

Select No  if you have finished adding actions.  

14 Click Next to schedule the task and set appropriate security.  
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The Task Wizard: Scheduling and Security window is displayed. 

 

15 Click Schedule.  
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The Task Schedule window is displayed. 

 

16 Click New to create a schedule for this task.  

You can create multiple schedules for a single task. The Schedule tab 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 appears if Show multiple 
schedules is selected. 

17 Select an option from the Schedule Task menu 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. 

18 If Daily, Weekly, Monthly , or Once was selected from the Schedule Task menu, 
enter a Start Time for the task. Depending on the option selected from the 
Schedule Task menu the Schedule Task section offers different options. 
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Appears when Daily is chosen 
for the task frequency. Enter 
the frequency in days. 

 

Appears when Weekly is 
selected for the task 
frequency. Enter the 
frequency in weeks and select 
the day(s) of the week to run 
the task. 

 

Appears when Monthly is 
chosen for the task frequency. 
Select either the Day of the 
month to run the task, or 
select The ___ ___ of the 
month(s) and enter a week 
and day (e.g., the Third Friday 
of the month). Click Select 
Months to select specific 
month(s) to run the task. 

 

Appears when Once is 
selected for the task 
frequency. Select the date to 
run the task. 

 

Appears when When idle is 
selected for the task 
frequency. Enter the number 
of minutes that the station 
must be idle before running 
the task. 

19 To set up more than one schedule for this task, enable the Show multiple 
schedules check box. 
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20 Click the Advanced button to access additional scheduling options. 

 

21 Enter the Start Date or use the arrow to select the date from a calendar. 

22 Select the End 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 the Repeat Task check 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 
selecting the If the task is still running, stop it at this time check box. 

24 Click OK in the Advanced Schedule Options window, then click OK in the Task 
Schedule window. The Task Wizard: Scheduling and Security window reappears. 
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25 Click Configure to set a user name and password to run the task(s). The Window 
Security window appears. 

 

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 the Remember My Password check box to carry out the task without 
running MANAGEit. Selecting this check box  also avoids being prompted every 
time you update the task. 

28 Click OK when finished.  
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The Scheduling and Security window displays the configured user name. 

 

29 Click Next.  
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The Task Wizard: AutoFlow window is displayed. 

 

30 Click Next.  
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The Task Wizard: Overview and Completion window displays information 
concerning the task you have just scheduled.  

 

31 Click Back to return to edit a selected task or click Finish to run the task on the 
configured schedule. The Scheduler window displays the configured tasks. 

 
 

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: 

¶ Select Settings | MANAGEit Task Scheduler. 

¶ Click the MANAGEit Task Scheduler button . The Scheduler window is 
displayed. 

 

2 Click New Task. The Task Wizard: Task Name window is displayed. 
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3 In the Task Name field, 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 a Control 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 Click Next. The Task Wizard: Logging and Notification window is displayed. 

 

6 Select the Log 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 C:\ ProgramData\ AnyDoc\ MANAGEit\ Jobs and have 
the same name as the scheduled task. 

7 Select the Log Task Information To Windows Event Log check 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 | Control Panel | Administrative 
Tools | Event Viewer. The Event Viewer allows you to see the start and end of 
MANAGEit tasks from other stations. 
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8 In the Notification  area, select e-mail notification for one or both of the following: 

¶ E-Mail Error Information on Failure 

¶ E-Mail Notification When Task Completes Successfully 

Selecting either of these e-mail notifications activates the Configure button. Click 
Configure to specify e-mail recipients. See E-mail Alert Notifications (page 97). 

If either of the options in the Logging area are selected, the log file is 
sent with the e-mail notification. 

9 Click Next. The Task Wizard: Add Action window is displayed. 

 

10 Select Compact/Repair Log Database and click Next. 
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The Task Wizard: Add Action window is displayed.   

 

11 Select Yes to add another action to the same task. Repeat previous steps until all 
actions have been added 

OR 

Select No  if you have finished adding actions.  

12 Click Next to schedule the task and set appropriate security.  
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The Task Wizard: Scheduling and Security window is displayed. 

 

13 Click Schedule.  
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The Task Schedule window is displayed. 

 

14 Click New to create a schedule for this task.  

You can create multiple schedules for a single task. The Schedule tab 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 appears if Show multiple 
schedules is selected. 

15 Select an option from the Schedule Task menu 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. 

16 If Daily, Weekly, Monthly , or Once was selected from the Schedule Task menu, 
enter a Start Time for the task. Depending on the option selected from the 
Schedule Task menu the Schedule Task section offers different options. 
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Appears when Daily is chosen 
for the task frequency. Enter 
the frequency in days. 

 

Appears when Weekly is 
selected for the task 
frequency. Enter the 
frequency in weeks and select 
the day(s) of the week to run 
the task. 

 

Appears when Monthly is 
chosen for the task frequency. 
Select either the Day of the 
month to run the task, or 
select The ___ ___ of the 
month(s) and enter a week 
and day (e.g., the Third Friday 
of the month). Click Select 
Months to select specific 
month(s) to run the task. 

 

Appears when Once is 
selected for the task 
frequency. Select the date to 
run the task. 

 

Appears when When idle is 
selected for the task 
frequency. Enter the number 
of minutes that the station 
must be idle before running 
the task. 

17 To set up more than one schedule for this task, enable the Show multiple 
schedules check box. 
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18 Click the Advanced button to access additional scheduling options. 

 

19 Enter the Start Date or use the arrow to select the date from a calendar. 

20 Select the End 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 the Repeat Task check 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 
selecting the If the task is still running, stop it at this time check box. 

22 Click OK in the Advanced Schedule Options window, then click OK in the Task 
Schedule window. The Task Wizard: Scheduling and Security window reappears. 
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23 Click Configure to set a user name and password to run the task(s). The Window 
Security window appears. 

 

24 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. 

25 Select the Remember My Password check box to carry out the task without 
running MANAGEit. Selecting this check box  also avoids being prompted every 
time you update the task. 

26 Click OK when finished.  
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The Scheduling and Security window displays the configured user name. 

 

27 Click Next.  



 

MANAGEit User Guide OnBase AnyDoc 15 

Task Scheduler 

 

 

© 2015 Hyland Software, Inc. 

160 

 

The Task Wizard: AutoFlow window is displayed. This window informs you that 
MANAGEit must pause AutoFlow while running the task. 

 

28 Click Next.  
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The Task Wizard: Overview and Completion window displays information 
concerning the task you have just scheduled.  

 

29 Click Back to return to edit a selected task or click Finish to run the task on the 
configured schedule. The Scheduler window displays the configured tasks. 

 
 

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: 

¶ Select Settings | MANAGEit Task Scheduler. 

¶ Click the MANAGEit Task Scheduler button . The Scheduler window is 
displayed. 

 

2 Click New Task. The Task Wizard: Task Name window is displayed. 
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3 In the Task Name field, 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 a Control 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 Click Next. The Task Wizard: Logging and Notification window is displayed. 

 

6 Select the Log 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 C:\ ProgramData\ AnyDoc\ MANAGEit\ Jobs and have 
the same name as the scheduled task. 

7 Select the Log Task Information To Windows Event Log check 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 | Control Panel | Administrative 
Tools | Event Viewer. The Event Viewer allows you to see the start and end of 
MANAGEit tasks from other stations. 
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8 In the Notification  area, select e-mail notification for one or both of the following: 

¶ E-Mail Error Information on Failure 

¶ E-Mail Notification When Task Completes Successfully 

Selecting either of these e-mail notifications activates the Configure button. Click 
Configure to specify e-mail recipients. See E-mail Alert Notifications (page 97). 

If either of the options in the Logging area are selected, the log file is 
sent with the e-mail notification. 

9 Click Next. The Task Wizard: Add Action window is displayed. 

 

10 Select Purge Log Database from the Task Wizard: Add Action window and click 
Next. The Log Database Purge Criteria window is displayed. 
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11 In the Purge data older than ___ Days field, 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 and click 
OK.  Data older than this date is purged. 

 

12 Enable the Committed Batches check box to purge committed batch information 
older than the specified number of days. 

13 Enable the Deleted Batches check box to purge information for deleted batches 
older than the specified number of days. 

14 Click OK.  
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The Task Wizard: Add Action window is displayed.   

 

15 Select Yes to add another action to the same task. Repeat previous steps until all 
actions have been added 

OR 

Select No  if you have finished adding actions.  

16 Click Next to schedule the task and set appropriate security.  
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The Task Wizard: Scheduling and Security window is displayed. 

 

17 Click Schedule.  
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The Task Schedule window is displayed. 

 

18 Click New to create a schedule for this task.  

You can create multiple schedules for a single task. The Schedule tab 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 appears if Show multiple 
schedules is selected. 

19 Select an option from the Schedule Task menu 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. 

20 If Daily, Weekly, Monthly , or Once was selected from the Schedule Task menu, 
enter a Start Time for the task. Depending on the option selected from the 
Schedule Task menu the Schedule Task section offers different options. 
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Appears when Daily is chosen 
for the task frequency. Enter 
the frequency in days. 

 

Appears when Weekly is 
selected for the task 
frequency. Enter the 
frequency in weeks and select 
the day(s) of the week to run 
the task. 

 

Appears when Monthly is 
chosen for the task frequency. 
Select either the Day of the 
month to run the task, or 
select The ___ ___ of the 
month(s) and enter a week 
and day (e.g., the Third Friday 
of the month). Click Select 
Months to select specific 
month(s) to run the task. 

 

Appears when Once is 
selected for the task 
frequency. Select the date to 
run the task. 

 

Appears when When idle is 
selected for the task 
frequency. Enter the number 
of minutes that the station 
must be idle before running 
the task. 

21 To set up more than one schedule for this task, enable the Show multiple 
schedules check box. 
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22 Click the Advanced button to access additional scheduling options. 

 

23 Enter the Start Date or use the arrow to select the date from a calendar. 

24 Select the End 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 the Repeat Task check 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 
selecting the If the task is still running, stop it at this time check box. 

26 Click OK in the Advanced Schedule Options window, then click OK in the Task 
Schedule window. The Task Wizard: Scheduling and Security window reappears. 
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27 Click Configure to set a user name and password to run the task(s). The Window 
Security window appears. 

 

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 the Remember My Password check box to carry out the task without 
running MANAGEit. Selecting this check box  also avoids being prompted every 
time you update the task. 

30 Click OK when finished.  
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The Scheduling and Security window displays the configured user name. 

 

31 Click Next.  
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The Task Wizard: AutoFlow window is displayed. 

 

32 Click Next.  
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The Task Wizard: Overview and Completion window displays information 
concerning the task you have just scheduled.  

 

33 Click Back to return to edit a selected task or click Finish to run the task on the 
configured schedule. The Scheduler window displays the configured tasks. 
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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 
non-MANAGEit 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 MANAGEit 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: 

¶ Select Settings | MANAGEit Task Scheduler. 

¶ Click the MANAGEit Task Scheduler button . The Scheduler window is 
displayed. 
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2 Click New Task. The Task Wizard: Task Name window is displayed. 

 

3 In the Task Name field, 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 a Control 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 Click Next. The Task Wizard: Logging and Notification window is displayed. 

 

6 Select the Log 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 C:\ ProgramData\ AnyDoc\ MANAGEit\ Jobs and have 
the same name as the scheduled task. 

7 Select the Log Task Information To Windows Event Log check 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 | Control Panel | Administrative 
Tools | Event Viewer. The Event Viewer allows you to see the start and end of 
MANAGEit tasks from other stations. 

8 In the Notification  area, select e-mail notification for one or both of the following: 

¶ E-Mail Error Information on Failure 

¶ E-Mail Notification When Task Completes Successfully 

Selecting either of these e-mail notifications activates the Configure button. Click 
Configure to specify e-mail recipients. See E-mail Alert Notifications (page 97). 

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 Click Next. The Task Wizard: Add Action window is displayed. 

 

10 Select Pause AutoFlow Processing from the Task Wizard: Add Action window 
and click Next.  

The Pause AutoFlow Time window is displayed. 

 

11 In the Pause For field, enter a number and select a time increment to pause 
AutoFlow. 

12 Click OK.  
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The Task Wizard: Add Action window is displayed.   

 

13 Select Yes to add another action to the same task. Repeat previous steps until all 
actions have been added 

OR 

Select No  if you have finished adding actions.  

14 Click Next to schedule the task and set appropriate security.  
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The Task Wizard: Scheduling and Security window is displayed. 

 

15 Click Schedule.  
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The Task Schedule window is displayed. 

 

16 Click New to create a schedule for this task.  

You can create multiple schedules for a single task. The Schedule tab 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 appears if Show multiple 
schedules is selected. 

17 Select an option from the Schedule Task menu 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. 

18 If Daily, Weekly, Monthly , or Once was selected from the Schedule Task menu, 
enter a Start Time for the task. Depending on the option selected from the 
Schedule Task menu the Schedule Task section offers different options. 
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Appears when Daily is chosen 
for the task frequency. Enter 
the frequency in days. 

 

Appears when Weekly is 
selected for the task 
frequency. Enter the 
frequency in weeks and select 
the day(s) of the week to run 
the task. 

 

Appears when Monthly is 
chosen for the task frequency. 
Select either the Day of the 
month to run the task, or 
select The ___ ___ of the 
month(s) and enter a week 
and day (e.g., the Third Friday 
of the month). Click Select 
Months to select specific 
month(s) to run the task. 

 

Appears when Once is 
selected for the task 
frequency. Select the date to 
run the task. 

 

Appears when When idle is 
selected for the task 
frequency. Enter the number 
of minutes that the station 
must be idle before running 
the task. 

19 To set up more than one schedule for this task, enable the Show multiple 
schedules check box. 
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20 Click the Advanced button to access additional scheduling options. 

 

21 Enter the Start Date or use the arrow to select the date from a calendar. 

22 Select the End 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 the Repeat Task check 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 
selecting the If the task is still running, stop it at this time check box. 

24 Click OK in the Advanced Schedule Options window, then click OK in the Task 
Schedule window. The Task Wizard: Scheduling and Security window reappears. 
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25 Click Configure to set a user name and password to run the task(s). The Window 
Security window appears. 

 

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 the Remember My Password check box to carry out the task without 
running MANAGEit. Selecting this check box  also avoids being prompted every 
time you update the task. 

28 Click OK when finished.  
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The Scheduling and Security window displays the configured user name. 

 

29 Click Next.  
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The Task Wizard: AutoFlow window is displayed. 

 

30 Click Next.  
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The Task Wizard: Overview and Completion window displays information 
concerning the task you have just scheduled.  

 

31 Click Back to return to edit a selected task or click Finish to run the task on the 
configured schedule. The Scheduler window displays the configured tasks. 
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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: 

¶ Select Settings | MANAGEit Task Scheduler. 

¶ Click the MANAGEit Task Scheduler button . The Scheduler window is 
displayed. 
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2 Click New Task. The Task Wizard: Task Name window is displayed. 

 

3 In the Task Name field, 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 a Control 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 Click Next. The Task Wizard: Logging and Notification window is displayed. 

 

6 Select the Log 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 C:\ ProgramData\ AnyDoc\ MANAGEit\ Jobs and have 
the same name as the scheduled task. 

7 Select the Log Task Information To Windows Event Log check 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 | Control Panel | Administrative 
Tools | Event Viewer. The Event Viewer allows you to see the start and end of 
MANAGEit tasks from other stations. 

8 In the Notification  area, select e-mail notification for one or both of the following: 

¶ E-Mail Error Information on Failure 

¶ E-Mail Notification When Task Completes Successfully 

Selecting either of these e-mail notifications activates the Configure button. Click 
Configure to specify e-mail recipients. See E-mail Alert Notifications (page 97). 

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 Click Next. The Task Wizard: Add Action window is displayed. 

 

10 Select OCR for Anydoc: Run Log Database Report from the Task Wizard: Add 
Action window and click Next. The Print Report window is displayed.  
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11 Select a report from the drop down list and click OK. The Crystal Reports window is 
displayed. 

 

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, enter a File Name for the report file, or click  to browse to a location. 

14 Click the Select or Enter Start Date tab to configure the beginning date of the 
report.  

 

15 Enable a radio button to specify when the report should begin running. Options 
include: 
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¶ Always Use Current Date: Use the day the report is generated as the beginning 
date. 

¶ Always __ Days Before Current Date: Make the beginning date for the report 
the specified number of days before the day the report is generated. 

¶ 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 the report is generated. 

¶ Always Use Relative Date: Use the same date in relation to the current day 
each time the report is generated. 

16 Click the Select or Enter End Date tab to configure the end date of the report. The 
choices for the report end date are the same as for the begin date. 

 

17 Click OK.  
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The Task Wizard: Add Action window is displayed.   

 

18 Select Yes to add another action to the same task. Repeat previous steps until all 
actions have been added 

OR 

Select No  if you have finished adding actions.  

19 Click Next to schedule the task and set appropriate security.  
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The Task Wizard: Scheduling and Security window is displayed. 

 

20 Click Schedule.  
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The Task Schedule window is displayed. 

 

21 Click New to create a schedule for this task.  

You can create multiple schedules for a single task. The Schedule tab 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 appears if Show multiple 
schedules is selected. 

22 Select an option from the Schedule Task menu 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. 

23 If Daily, Weekly, Monthly , or Once was selected from the Schedule Task menu, 
enter a Start Time for the task. Depending on the option selected from the 
Schedule Task menu the Schedule Task section offers different options. 
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Appears when Daily is chosen 
for the task frequency. Enter 
the frequency in days. 

 

Appears when Weekly is 
selected for the task 
frequency. Enter the 
frequency in weeks and select 
the day(s) of the week to run 
the task. 

 

Appears when Monthly is 
chosen for the task frequency. 
Select either the Day of the 
month to run the task, or 
select The ___ ___ of the 
month(s) and enter a week 
and day (e.g., the Third Friday 
of the month). Click Select 
Months to select specific 
month(s) to run the task. 

 

Appears when Once is 
selected for the task 
frequency. Select the date to 
run the task. 

 

Appears when When idle is 
selected for the task 
frequency. Enter the number 
of minutes that the station 
must be idle before running 
the task. 

24 To set up more than one schedule for this task, enable the Show multiple 
schedules check box. 
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25 Click the Advanced button to access additional scheduling options. 

 

26 Enter the Start Date or use the arrow to select the date from a calendar. 

27 Select the End 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 the Repeat Task check 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 
selecting the If the task is still running, stop it at this time check box. 

29 Click OK in the Advanced Schedule Options window, then click OK in the Task 
Schedule window. The Task Wizard: Scheduling and Security window reappears. 
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30 Click Configure to set a user name and password to run the task(s). The Window 
Security window appears. 

 

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 the Remember My Password check box to carry out the task without 
running MANAGEit. Selecting this check box  also avoids being prompted every 
time you update the task. 

33 Click OK when finished.  
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The Scheduling and Security window displays the configured user name. 

 

34 Click Next.  
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The Task Wizard: AutoFlow window is displayed. 

 

35 Click Next.  
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The Task Wizard: Overview and Completion window displays information 
concerning the task you have just scheduled.  

 

36 Click Back to return to edit a selected task or click Finish to run the task on the 
configured schedule. The Scheduler window displays the configured tasks. 

 
 

E-mail Reports 

You can use the Task Scheduler to schedule e-mailing a copy of any reports that were 
written to disk. 
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Steps 

1 Open the MANAGEit Task Scheduler by performing one of the following steps: 

¶ Select Settings | MANAGEit Task Scheduler. 

¶ Click the MANAGEit Task Scheduler button . The Scheduler window is 
displayed. 

 

2 Click New Task. The Task Wizard: Task Name window is displayed. 
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3 In the Task Name field, 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 a Control 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 Click Next. The Task Wizard: Logging and Notification window is displayed. 

 

6 Select the Log 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 C:\ ProgramData\ AnyDoc\ MANAGEit\ Jobs and have 
the same name as the scheduled task. 

7 Select the Log Task Information To Windows Event Log check 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 | Control Panel | Administrative 
Tools | Event Viewer. The Event Viewer allows you to see the start and end of 
MANAGEit tasks from other stations. 
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8 In the Notification  area, select e-mail notification for one or both of the following: 

¶ E-Mail Error Information on Failure 

¶ E-Mail Notification When Task Completes Successfully 

Selecting either of these e-mail notifications activates the Configure button. Click 
Configure to specify e-mail recipients. See E-mail Alert Notifications (page 97). 

If either of the options in the Logging area are selected, the log file is 
sent with the e-mail notification. 

9 Click Next. The Task Wizard: Add Action window is displayed. 

 

10 Select E-Mail Report Files and click Next. 
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 The E-Mail Properties window is displayed. 

 

11 Enter recipient e-mail address(es) in the To and Cc fields. Click Lookup to display a 
list of addresses already configured for this e-mail server 

OR 

Add a new address by typing it in the New Address field and clicking Add New 
Address under the To or Cc field. 

12 Click OK.  
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The Task Wizard: Add Action window is displayed.   

 

13 Select Yes to add another action to the same task. Repeat previous steps until all 
actions have been added 

OR 

Select No  if you have finished adding actions.  

14 Click Next to schedule the task and set appropriate security.  
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The Task Wizard: Scheduling and Security window is displayed. 

 

15 Click Schedule.  
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The Task Schedule window is displayed. 

 

16 Click New to create a schedule for this task.  

You can create multiple schedules for a single task. The Schedule tab 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 appears if Show multiple 
schedules is selected. 

17 Select an option from the Schedule Task menu 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. 

18 If Daily, Weekly, Monthly , or Once was selected from the Schedule Task menu, 
enter a Start Time for the task. Depending on the option selected from the 
Schedule Task menu the Schedule Task section offers different options. 
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Appears when Daily is chosen 
for the task frequency. Enter 
the frequency in days. 

 

Appears when Weekly is 
selected for the task 
frequency. Enter the 
frequency in weeks and select 
the day(s) of the week to run 
the task. 

 

Appears when Monthly is 
chosen for the task frequency. 
Select either the Day of the 
month to run the task, or 
select The ___ ___ of the 
month(s) and enter a week 
and day (e.g., the Third Friday 
of the month). Click Select 
Months to select specific 
month(s) to run the task. 

 

Appears when Once is 
selected for the task 
frequency. Select the date to 
run the task. 

 

Appears when When idle is 
selected for the task 
frequency. Enter the number 
of minutes that the station 
must be idle before running 
the task. 

19 To set up more than one schedule for this task, enable the Show multiple 
schedules check box. 
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20 Click the Advanced button to access additional scheduling options. 

 

21 Enter the Start Date or use the arrow to select the date from a calendar. 

22 Select the End 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 the Repeat Task check 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 
selecting the If the task is still running, stop it at this time check box. 

24 Click OK in the Advanced Schedule Options window, then click OK in the Task 
Schedule window. The Task Wizard: Scheduling and Security window reappears. 
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25 Click Configure to set a user name and password to run the task(s). The Window 
Security window appears. 

 

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 the Remember My Password check box to carry out the task without 
running MANAGEit. Selecting this check box  also avoids being prompted every 
time you update the task. 

28 Click OK when finished.  
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The Scheduling and Security window displays the configured user name. 

 

29 Click Next.  
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The Task Wizard: AutoFlow window is displayed. 

 

30 Click Next.  
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The Task Wizard: Overview and Completion window displays information 
concerning the task you have just scheduled.  

 

31 Click Back to return to edit a selected task or click Finish to run the task on the 
configured schedule. The Scheduler window displays the configured tasks. 

 
 

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: 

¶ Select Settings | MANAGEit Task Scheduler. 

¶ Click the MANAGEit Task Scheduler button . The Scheduler window is 
displayed. 

 

2 Click New Task. The Task Wizard: Task Name window is displayed. 
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3 In the Task Name field, 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 a Control 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 Click Next. The Task Wizard: Logging and Notification window is displayed. 

 

6 Select the Log 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 C:\ ProgramData\ AnyDoc\ MANAGEit\ Jobs and have 
the same name as the scheduled task. 

7 Select the Log Task Information To Windows Event Log check 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 | Control Panel | Administrative 
Tools | Event Viewer. The Event Viewer allows you to see the start and end of 
MANAGEit tasks from other stations. 
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8 In the Notification  area, select e-mail notification for one or both of the following: 

¶ E-Mail Error Information on Failure 

¶ E-Mail Notification When Task Completes Successfully 

Selecting either of these e-mail notifications activates the Configure button. Click 
Configure to specify e-mail recipients. See E-mail Alert Notifications (page 97). 

If either of the options in the Logging area are selected, the log file is 
sent with the e-mail notification. 

9 Click Next. The Task Wizard: Add Action window is displayed. 

 

10 Select Audit Database Report and click Next.  

The Print Report window is displayed. 

11 Click OK.  
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The Crystal Reports window is displayed. 

 

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 Click OK.  

The Task Wizard: Add Action window is displayed.   
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14 Select Yes to add another action to the same task. Repeat previous steps until all 
actions have been added 

OR 

Select No  if you have finished adding actions.  

15 Click Next to schedule the task and set appropriate security.  

The Task Wizard: Scheduling and Security window is displayed. 

 

16 Click Schedule.  
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The Task Schedule window is displayed. 

 

17 Click New to create a schedule for this task.  

You can create multiple schedules for a single task. The Schedule tab 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 appears if Show multiple 
schedules is selected. 

18 Select an option from the Schedule Task menu 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. 

19 If Daily, Weekly, Monthly , or Once was selected from the Schedule Task menu, 
enter a Start Time for the task. Depending on the option selected from the 
Schedule Task menu the Schedule Task section offers different options. 
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Appears when Daily is chosen 
for the task frequency. Enter 
the frequency in days. 

 

Appears when Weekly is 
selected for the task 
frequency. Enter the 
frequency in weeks and select 
the day(s) of the week to run 
the task. 

 

Appears when Monthly is 
chosen for the task frequency. 
Select either the Day of the 
month to run the task, or 
select The ___ ___ of the 
month(s) and enter a week 
and day (e.g., the Third Friday 
of the month). Click Select 
Months to select specific 
month(s) to run the task. 

 

Appears when Once is 
selected for the task 
frequency. Select the date to 
run the task. 

 

Appears when When idle is 
selected for the task 
frequency. Enter the number 
of minutes that the station 
must be idle before running 
the task. 

20 To set up more than one schedule for this task, enable the Show multiple 
schedules check box. 
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21 Click the Advanced button to access additional scheduling options. 

 

22 Enter the Start Date or use the arrow to select the date from a calendar. 

23 Select the End 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 the Repeat Task check 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 
selecting the If the task is still running, stop it at this time check box. 

25 Click OK in the Advanced Schedule Options window, then click OK in the Task 
Schedule window. The Task Wizard: Scheduling and Security window reappears. 
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26 Click Configure to set a user name and password to run the task(s). The Window 
Security window appears. 

 

27 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. 

28 Select the Remember My Password check box to carry out the task without 
running MANAGEit. Selecting this check box  also avoids being prompted every 
time you update the task. 

29 Click OK when finished.  
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The Scheduling and Security window displays the configured user name. 

 

30 Click Next.  
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The Task Wizard: AutoFlow window is displayed. 

 

31 Click Next.  
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The Task Wizard: Overview and Completion window displays information 
concerning the task you have just scheduled.  

 

32 Click Back to return to edit a selected task or click Finish to run the task on the 
configured schedule. The Scheduler window displays the configured tasks. 

 
 

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: 

¶ Select Settings | MANAGEit Task Scheduler. 

¶ Click the MANAGEit Task Scheduler button . The Scheduler window is 
displayed. 

 

2 Click New Task. The Task Wizard: Task Name window is displayed. 
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3 In the Task Name field, 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 a Control 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 Click Next. The Task Wizard: Logging and Notification window is displayed. 

 

6 Select the Log 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 C:\ ProgramData\ AnyDoc\ MANAGEit\ Jobs and have 
the same name as the scheduled task. 

7 Select the Log Task Information To Windows Event Log check 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 | Control Panel | Administrative 
Tools | Event Viewer. The Event Viewer allows you to see the start and end of 
MANAGEit tasks from other stations. 
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8 In the Notification  area, select e-mail notification for one or both of the following: 

¶ E-Mail Error Information on Failure 

¶ E-Mail Notification When Task Completes Successfully 

Selecting either of these e-mail notifications activates the Configure button. Click 
Configure to specify e-mail recipients. See E-mail Alert Notifications (page 97). 

If either of the options in the Logging area are selected, the log file is 
sent with the e-mail notification. 

9 Click Next. The Task Wizard: Add Action window is displayed. 

 

10 Select Purge Audit Database and click Next.  

The Purge Records window is displayed. 
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11 In the Purge data older than ___ Days field, 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 the Purge All Records option to purge the entire Audit database up to the 
present.  

12 Click OK.  

The Task Wizard: Add Action window is displayed.   

 

13 Select Yes to add another action to the same task. Repeat previous steps until all 
actions have been added 

OR 

Select No  if you have finished adding actions.  

14 Click Next to schedule the task and set appropriate security.  
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The Task Wizard: Scheduling and Security window is displayed. 

 

15 Click Schedule.  
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The Task Schedule window is displayed. 

 

16 Click New to create a schedule for this task.  

You can create multiple schedules for a single task. The Schedule tab 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 appears if Show multiple 
schedules is selected. 

17 Select an option from the Schedule Task menu 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. 

18 If Daily, Weekly, Monthly , or Once was selected from the Schedule Task menu, 
enter a Start Time for the task. Depending on the option selected from the 
Schedule Task menu the Schedule Task section offers different options. 
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Appears when Daily is chosen 
for the task frequency. Enter 
the frequency in days. 

 

Appears when Weekly is 
selected for the task 
frequency. Enter the 
frequency in weeks and select 
the day(s) of the week to run 
the task. 

 

Appears when Monthly is 
chosen for the task frequency. 
Select either the Day of the 
month to run the task, or 
select The ___ ___ of the 
month(s) and enter a week 
and day (e.g., the Third Friday 
of the month). Click Select 
Months to select specific 
month(s) to run the task. 

 

Appears when Once is 
selected for the task 
frequency. Select the date to 
run the task. 

 

Appears when When idle is 
selected for the task 
frequency. Enter the number 
of minutes that the station 
must be idle before running 
the task. 

19 To set up more than one schedule for this task, enable the Show multiple 
schedules check box. 
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20 Click the Advanced button to access additional scheduling options. 

 

21 Enter the Start Date or use the arrow to select the date from a calendar. 

22 Select the End 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 the Repeat Task check 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 
selecting the If the task is still running, stop it at this time check box. 

24 Click OK in the Advanced Schedule Options window, then click OK in the Task 
Schedule window. The Task Wizard: Scheduling and Security window reappears. 
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25 Click Configure to set a user name and password to run the task(s). The Window 
Security window appears. 

 

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 the Remember My Password check box to carry out the task without 
running MANAGEit. Selecting this check box  also avoids being prompted every 
time you update the task. 

28 Click OK when finished.  
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The Scheduling and Security window displays the configured user name. 

 

29 Click Next.  
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The Task Wizard: AutoFlow window is displayed. 

 

30 Click Next.  
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The Task Wizard: Overview and Completion window displays information 
concerning the task you have just scheduled.  

 

31 Click Back to return to edit a selected task or click Finish to run the task on the 
configured schedule. The Scheduler window displays the configured tasks. 

 
 

Edit a Task with the Task Wizard 

Steps 

1 Select Settings | MANAGEit Task Scheduler 
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OR 

Click . The Scheduler window is displayed with the scheduled tasks listed. 

 

2 Select a task from the list and click Edit Task.  

The Task Wizard: Task Name window is displayed with the selected task.  

 

3 Use the Task Wizard to navigate through the scheduled task and make your changes. 
For more information, see Schedule New Tasks (page 123). 
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Edit a Task with the Task Properties Window 

Steps 

1 Select Settings | MANAGEit Task Scheduler 

OR 

Click . The Scheduler window is displayed with the scheduled tasks listed. 

 

2 Select a task in the list and click Properties.  

The Task Properties window is displayed for the selected task.  

 

3 To change the Control Path, select a different control path. 
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4 To add an action to perform, click the Add Action button.  

The New Task Action window is displayed. 

 

5 Select an action or actions to add to the task and click OK. The additional action(s) 
is added to the Actions field. 

6 Click the Top, Move Up, Move Down and Bottom buttons to arrange the order in 
which that actions are performed. 

7 To delete an action, select an action from the list and click Delete 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, click the Schedule tab. 
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10 Click the Configure button in the Scheduled Times section to modify the date and 
time the task is performed. 

11 Click the Configure button in the User Information section to add or modify a 
user and password. 

12 Click the Logging and Notification  tab. 

 

13 Enable the Log Error Message to File check box to create text files with a trace of 
all steps taken by a task while performing its assigned actions. 

14 Enable the Use Windows Event Log check 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 | Administrative Tools | Event Viewer. The Event Viewer 
allows you to see the start and end of MANAGEit tasks from other stations. 

15 Enable the E-Mail Error Message on Failure check box to send e-mail to the 
configured recipient(s) when the scheduled task fails. 

16 Enable the E-Mail Notification on Successful Completion check box to send 
e-mail to the configured recipient(s) when the scheduled task is successfully 
completed. 

17 Click the Configure button to open the E-Mail Notification window to add or 
delete e-mail recipients. See E-Mail Alert Notifications (page 97). 

18 Click OK to save the changes and close the Task Properties window. 
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Delete Scheduled Tasks 

Steps 

1 Select Settings | MANAGEit Task Scheduler 

OR 

Click .  

The Scheduler window displays the scheduled tasks. 

 

2 Select a task to delete and click Delete Task. You are prompted with a message to 
confirm the task deletion. Click Yes to 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 version of MANAGEit so that you can run 
the tasks in version 15. 

If you have two versions of MANAGEit 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 version of MANAGEit. 

Steps 

1 Select Settings | MANAGEit Task Scheduler 

OR 

Click MANAGEitÊ Task Scheduler button, .  
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The Scheduler window displays the scheduled tasks. 

 

2 Click the Convert Task button. The Choose a Scheduled Task window displays 
all scheduled tasks from a previous version of MANAGEit. 

 

3 Select a task to convert and click OK.  

The task is converted and is displayed in the Scheduler window. 
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Chapter 11 

Access OCR for AnyDoc Form 
Family Management 

MANAGEit 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 together for batch 
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. For information about 
creating templates, see the OCR for AnyDoc Template Design Reference. 

Examples of what might be in a form family:  

¶ A batch of invoices that must be batch balanced.  

¶ A mortgage folder that has pages to be processed containing information that will be 
used to index other pages in the folder within an image retrieval system. 

Examples of form family options: 

¶ Archive Images: Output the images into single page or multipage TIFF or PDF 
format. 

¶ Batch Balance Controls: Balance the forms within each batch to a predetermined 
numeric value. 

¶ Header Records: Create a header record in the output file with system defined, static, 
or dynamic information. 

¶ Enhanced Form Identification: Include images in the batch that are not processed 
(Attachments), propagate indexes from one page to many within a batch, rotate 
images automatically for identification and reorder pages that are out of sequence. 

¶ Specify Directory Structure: Define the directory structure for the ASCII output file 
and archived images. 

¶ Verification: Batch 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.  
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To access the Form Family Management window: 

¶ Select Settings | OCR for AnyDoc® Form Family Management or 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 Select Settings | OCR for AnyDoc® Form Family Management. 

OR 

Click the Form Families button,  on the Management toolbar. The Form 
Family Management window is displayed. 

 

2 Select Options | New .  
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The Create New Form Family window is displayed. 

 

3 Enter a File Name of up to eight characters for the new form family. 

4 Enter a Description for the new form family. 

5 Click OK. The Template List window is displayed. 
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6 Select a template from the Available field and click Add. The template is added to 
the Selected field, which displays the templates assigned to the selected form family. 

 

7 To change the order of the templates within the form family, select 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 click Remove. 

9 Click OK to close the Template List window. The new form family is added to the 
Options field. 

 

Delete a Form Family 

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management. 
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OR 

Click the Form Families button,  on the Management toolbar. The Form 
Family Management window is displayed. 

 

2 Select the form family to delete. 

3 Select Options |  Delete. A confirmation window is displayed. 

 

4 Click OK. 
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Save Form Family Changes 

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management. 

OR 

Click the Form Families button,  on the Management toolbar.  

The Form Family Management window is displayed. 

 

2 Make changes to the form family. 

3 Select Options |  Save. 

4 Click Close. 
 

Copy a Form Family 

Steps 
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1 Select Settings | OCR for AnyDoc® Form Family Management. 

OR 

Click the Form Families button,  on the Management toolbar. The Form 
Family Management window is displayed. 

 

2 Highlight the form family to be copied. 
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3 Select Options |  Save As. The Save Family As window is displayed. 

 

4 Change the File Name and Description field and click OK. The new form family is 
added to the Options field in the Form Family Management window. 

 

Change a Form Family's Description 

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management. 

OR 
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Click the Form Families button,  on the Management toolbar. The Form 
Family Management window is displayed. 

 

2 Select a form family. 

3 Select Options | Change Description. The Change Family Description window is 
displayed. 
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4 Change the Description and click OK. The updated description is displayed in the 
Options field of the Form Family Management window. 

 

Password Protect a Form Family 

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management. 

OR 

Click the Form Families button,  on the Management toolbar.  

The Form Family Management window is displayed. 

 

2 Select the form family to password protect. 

3 Select Options | Set Password.  
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The Form Family Password window is displayed. 

 

4 Enter a form family password in the field provided and click OK. 

The Form Family Password window is displayed. 

 

5 Reenter the form family password in the field provided and click OK. 
 

Access a Password Protected Form Family 

Steps 

1 Select the form family to access from the Work Flow Manager. . 

The Form Family Password window is displayed. 

 

2 Enter the correct password in the Enter Family Password field.  
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The Form Family Management window 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 
(grayed out). 

3 Click OK. 
 

Access the Template List 

Steps 

1 Select Settings | OCR for AnyDoc Form Family Management or click the 

Form Families button,  on the Management toolbar. The Form Family 
Management window is displayed. 

 

2 Select the form family to view the list of associated templates. 
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3 Click the Template List button, or right-click the form family and select Template 
List . The Template List window is displayed. 

 
All templates associated with the form family appear in the Selected field. To add, 
remove, or change the order of the form families see Create a New Form Family 
(page 247). 

 

Change Form Family Directories 

The Change Family Directories feature provides the ability to 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 the Form Family Management window, select a form family. 
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2 Select Options | C hange Family Directories. The Change Form Family 
Directories window is displayed. 

 

3 Enter the Path to the form family or families to change. 

4 Enter the file name of the form family to change in the Mask 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., name.fof). 

5 Enter a new path in the Job Queue field or click  to browse to the location. 

6 Enter a new path in the ASCII Output field or click  to browse to the location. 

7 Enter a new path in the Archive field or click  to browse to the location. 

8 Enter a new path in the Import  field or click   to browse to the location. 

9 Click OK. 
 

Batch Control Settings 

The Batch Control window provides the ability to set a number of batch level options, 
including: 

¶ Use of the Log Database 

¶ Batch equations 

¶ DocSet equations 

¶ Batch headers 
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¶ 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: 

¶ To ensure the accuracy of recognition and Verification results. 

Values in every form family processed batch must add up to a pre-defined total. The 
total is either entered by an operator when the batch is scanned or imported, or it is 
printed on a form that 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 against the specified total and prompts the operator to 
correct the data if the equation does not balance. 

¶ To calculate values and output them in a header expression or document control. 

This kind of Batch Equation does not trigger Balancing Verification; instead, it 
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 
mathematical relationship between the total values of zones on different templates in the 
same document set. DocSet Equations can be used for two purposes: 

¶ To ensure the accuracy of recognition and Verification results. 

Values in every form family processed document set processed 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. It checks the values in the batch against the specified total and prompts the 
operator to correct the data if the equation does not balance. 

¶ To calculate values and output them in a Document Control. 

This kind of DocSet Equation does not trigger Balancing Verification. 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 certain events occur during 
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 displayed at 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 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 of pre-defined fields and allows user-defined 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 the Attachment Page 
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 the Form Family Management window (Settings | OCR for AnyDoc® Form 
Family Management), click Batch Control to access the Batch Control window for a 
selected form family. 

 
 

Batch Control Parameters 

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management. 

OR 
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Click the Form Families button,  on the Management toolbar. The Form 
Family Management window is displayed. 

 

2 Highlight a form family to set batch control settings and click the Batch Control 
button 

OR 
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Highlight a form family to set batch control settings, right-click and select 
Configure | Batch Control. The Batch Control window for the selected form 
family is displayed. 

 

3 Select a radio button in the Number of Documents section to specify how 
documents are divided into batches. Options include: 

¶ Auto Count: OCR for AnyDoc counts the number of documents in each batch. 

¶ 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 of the Scan 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. 

¶ Split Batch Every: The system 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 the Use Log Database radio 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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5 Select the Disable AutoFlow check box to prevent AutoFlow from running for this 
form family. 

6 To prevent the form family from being displayed in Work Flow Manager, select the 
Hide Family  check box. 

7 Enter a number in the AutoFlow 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 this is left at 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 family description in 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 assigned here are processed 
before form families with no AutoFlow priority level. 

8 Leave the Create Recovery/Backup Images (.BAK) check box selected to create 
a backup copy of each image in the \ backup subdirectory under the directory for 
that batch. 

If this option 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 when the batch is committed. 

9 Select the Create Zip file of import sub-directory check box to create a backup 
copy of each batch in a .ZIP file.  

10 Select the Retain Zip file after commit check box to keep the .ZIP file after the 
Commit phase is completed. 

11 Click OK. 
 

Create a Batch Equation 

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management. 

OR 
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Click the Form Families button,  on the Management toolbar. The Form 
Family Management window is displayed. 

 

2 Highlight the form family to add a batch equation to and click the Batch Control 
button 

OR 

Highlight a form family to add a batch equation to, right-click and select Configure 
| Batch Control . The Batch Control window is displayed. 
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3 Click the Batch Equation tab. 

 
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: 

¶ Use one of the two total buttons (<B_AUTOTOTAL> or <B_TOTAL>) 

¶ 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 a template from the Variables section and expand it by clicking the + sign. 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 
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Click the <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 batch total. 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 prompt for the operator to enter the batch total at 
scan/import time. 

Creating an Equation Using Zones 

Steps 

1 Select a template from the Variables section and expand it by clicking the + sign. A 
list of all zones for that template is displayed. The Variables section lists all templates 
for the selected form family. 

2 Select a zone to be the total field and add it to the equation by clicking Selected 
Zone (or double-click the zone). The zone is added to the Balancing Equation field. 

3 Select additional zones to add to the equation and click Selected Zone. The zone is 
added to the Batch Equation field. 

4 To add or subtract the selected zone with another zone, click the Add or Subtract 
buttons. A plus or minus sign is displayed in the Batch Equation field depending on 
the function selected. 

5 Enter a number in the Decimal Precision field to round the amounts this number 
of decimal places. If the total is output, the specified number of decimals places is 
output. 

6 Click the Undo button to remove one segment of the equation at a time starting 
from the last segment on the right. 

7 Click OK. 
 

Create a DocSet Equation 

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management. 

OR 
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Click the Form Families button,  on the Management toolbar. The Form 
Family Management window is displayed. 

 

2 Highlight the form family to add a batch equation to and click the Batch Control 
button  

OR 

Highlight the form family to add a batch equation to, right-click and select 
Configure | Batch Control. The Batch Control window is displayed. 
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3 Click the DocSet Equation tab. 

 
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: 

¶ Use the total button (<DS_AUTOTOTAL>) 

¶ 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 the Variables section and expand it by clicking the + sign. 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 template(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 the Variables section and expand it by clicking the + sign. A 
list of all zones for that template is displayed. The Variables section lists all templates 
for the selected form family. 

2 Select a zone to be the total field and add it to the equation by clicking Selected 
Zone (or double-click the zone). The zone is added to the Balancing Equation field. 

3 Select additional zones to add to the equation and click Selected Zone. The zone is 
added to the Batch Equation field. 

4 To add or subtract the selected zone with another zone, click the Add or Subtract 
buttons. A plus or minus sign is displayed in the Batch Equation field depending on 
the function selected. 

5 Enter a number in the Decimal Precision field to round the amounts the specified 
number of decimal places. If the total is output, the specified number of decimals 
places is output. 

6 Click the Undo button to remove one segment of the equation at a time starting 
from the last segment on the right. 

7 Click OK. 
 

Set Performance Options 

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management. 

OR 

Click the Form Families button,  on the Management toolbar.  
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The Form Family Management window is displayed. 

 

2 Highlight the form family to set performance options for, right-click and select 
Configure | Batch Control  

OR 

Click the Batch Control button.  

The Batch Control window is displayed. 
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3 Click the Performance tab. 

 

4 In the Processing Flow section, select one of the following options: 

¶ Stepped: All images in a batch must complete 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 the Commit phase, which does not begin until the 
entire batch is ready to Commit. 

5 Select a check box in the One Station Per Batch section to specify if an entire 
batch is processed on one workstation in certain phases or whether on batch can be 
split between workstations. Options include: 

¶ 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 one workstation during the 
Verification phase. 

6 Enable check boxes in the File Caching section to determine what files are cached 
on the local workstation, if any. Options include: 
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¶ Cache templates: All 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 that copy of the template is used until the batch is completed. 

¶ Cache procedures and field definitions: Keeps a current copy of any 
procedures, which are defined for each master form template, and field 
definitions, available to all templates, in local directories under the OCR for 
AnyDoc temp directory. The internal cache flags are reset when batch processing 
is completed. The first time each file is accessed after the flags have been reset, 
the system checks the local copy against the server copy. If the local copy is 
incorrect, the proper file is copied from the server. Accessing each file in the 
future uses the local copy until batch processing is completed. 

¶ Cache templates for batches: Templates are copied to a separate directory 
under the form family jobs directory. 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 the current templates 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 the Delay Workfile updates until _ images processed. field to 
reduce file access contention when multiple workstations are processing images from 
the same form family. The file is locked while it is being updated. 

8 Click OK. 
 

Create a Batch Header 

The Batch 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 entered by the operator at Scan/Import time. 

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management. 

OR 
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Click the Form Families button,  on the Management toolbar. The Form 
Family Management window is displayed. 

 

2 Select the form family in which to add a batch equation and click the Batch Control 
button 

OR 
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Select the form family in which to add a batch equation, right-click and select 
Configure | Batch Control. The Batch Control window is displayed. 
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3 Click the Header tab. 

 

4 Select an option from the System Defined Control Fields list and click Add Field. 
The field is added to the Batch Header Expression field. Options in the System 
Defined Control Fields list include: 

System Defined 
Field 

Expression Output 

Batch Control Number 
(User Assigned) 

<B_CTRL_NUMBER> Outputs the user-defined 
batch control number 

Batch Date <B_DATE> Outputs the date the batch 
was created. 

Batch ID (System 
Assigned) 

<B_NUMBER> Outputs the system 
assigned batch number 

Batch Operator <B_OPER> Outputs the station's 
network ID that created the 
batch or if a login is used, 
the user name.  

Batch Time <B_TIME> Outputs the time in 
hour:minute:second format 
that the batch was created. 
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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 <I_DATE>  Outputs the date the image 
was imported into the 
system. 

Image Creation Time 
HH:MM:SS 

<I_TIME>  Outputs the time the image 
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. The Date Format 
Settings window is displayed. 

 

6 Select a Date Format and click Add to Date Format. The selected date format is 
displayed in the field below the Add to Date Format button. 

7 Click OK to close the Date Format Settings window and return to the Batch 
Control | Header  tab. The system-defined 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 expression, click the Add 
Prompting Control button. The Configure Prompting Control Field window is 
displayed. 
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9 Enter text into the User Prompt field with which to prompt the Scan or Import 
operator. 

10 Enable a radio button in the Apply Entered Data section to set limits on what data 
is valid in the prompting control field. Options include: 

¶ Accept Anything: The system does not restrict what the operator enters in the 
field. 

¶ 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. 

¶ 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. 

11 Click OK to close the Configure Prompting Control Field window.Enable the 
Insert delimiter character(s) check box to insert the delimiters entered in the 
before and after fields. These characters are placed before and after each field in the 
output record. 

12 Enter a character in the Terminate Batch Header Record with field to specify the 
character that indicates the end of the physical record in the ASCII output. Options 
include: 

¶ A null character 

¶ \ t to output a tab 

¶ \ r or \ n to output a carriage return 

¶ \ f to output a form feed 

13 Click OK. 
 

Document Control Expressions 

The Batch 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 of pre-defined fields and allows 
user-defined 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 the Attachment Page Settings | Document Control tab) or to 
deleted images (in the Delete/Reroute Settings | Document Control tab). 

Steps 
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1 Select Settings | OCR for AnyDoc® Form Family Management. The Form 
Family Management window is displayed. 

 

2 Select the form family in which to define a batch control expression. 

3 Either click the Batch Control button, or right-click the selected form family and 
select Configure | Batch Control. The Batch Control window is displayed. 
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4 Click the Document Control tab. 

 

5 Select an option from the System Defined Control Fields list and click Add Field. 
The field is added to the Document Control Expression field. Options in the 
System Defined Control Fields list include: 

 

Field Expression Output / Description 

Auto ID Rotation <S_IDROTATION> Outputs the rotation (0̄, 90̄ , 180̄, or 

270̄ ) of the data image. 

Batch Auto Total (Batch 
Equation Calculated) 

<B_AUTOTOTAL> Outputs the total amount for a batch 
total equation without having to 
define the result. 

Batch Auto Total 2 
(Calculated) 

<B_AUTOTOTAL2> Outputs the total amount for an 
equation without having to define the 
result. 

Batch Auto Total 3 
(Calculated) 

<B_AUTOTOTAL3> Outputs the total amount for an 
equation without having to define the 
result. 

BancTec/SpeedFirst 
Batch Input Fields 
(ONX) 

<BANCTEC_ONX> Outputs information created when 
scanning from a BancTec scanner. 

Batch Control Number 
(User Assigned) 

<B_CTRL_NUMBER> Outputs the user-defined batch 
control number. 
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Field Expression Output / Description 

Batch Date <B_DATE> Outputs the date the batch was 
created. 

Batch ID (System 
Assigned) 

<B_NUMBER> Outputs the system assigned batch 
number. 

Batch Operator <B_OPER> Outputs the network ID of station 
that created the batch, or if logins are 
used, the user name. 

Batch Sequence Nbr 
####  

<S_BSEQ> Outputs the sequence number of the 
image within the batch as a 4-digit 
number. For example, the third image 
in the batch would output ò0003ó. 

Batch Sequence Nbr 
#####  

<S_BSEQ_05> Outputs the sequence number of the 
image within the batch as a 5-digit 
number. For example, the third image 
in the batch would output ò00003ó. 

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 batch 
total equation. 

CAPTUREit Batch ID <ASI_CAPTURE_BATCH_ID> Outputs the batch ID from 
CAPTUREit if the batch was scanned 
with CAPTUREit.  

Document Nbr 1 
########  

<DOC_F1> Outputs the imageõs file name. 

Document Nbr 2 
c:\ ..\ ########.tif  

<DOC_F2> Outputs the fully qualified path and 
image file name with .tif extension 
after Commit. 

Document Nbr 3 
########.tif  

<DOC_F3> Outputs the imageõs file name with .tif 
extension after Commit. 

Document Set 
AutoTotal 

<DS_AUTOTOTAL> Outputs the total value for an 
equation per Document Set. 

Document Set Number 
in Batch 

<DS_NBR_IN_BATCH> Outputs the sequence of the 
document set within the batch. 

Document Set Page 
Sequence 

<DS_PGSEQ> Outputs the sequence of the page 
within the document set. 

Document Set Total 
Number of Pages 

<DS_TOTAL> Outputs the total number of pages in 
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 
HH:MM:SS 

<X_TIME>  Outputs the time in 
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 
HH:MM:SS 

<I_TIME>  Outputs the time the image was 
imported into the system. 

Imprinter String <S_IMPRINTER> Outputs the imprinter string 
configured under Settings | 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 images in 
the batch. 

Number of Line Items <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 an 
AnyApp template.  

Orig Doc Multi-Page 
Sequence 

<ORIG_DOC_SEQ> Outputs the sequence of the image 
from within a multipage tiff. 

Orig Doc Nbr 1 
########  

<ORIG_DOC_F1> Outputs the imported imageõs original 
file name. 

Orig Doc Nbr 2 
c:\ ..\ ########.tif  

<ORIG_DOC_F2> Outputs the fully qualified path and 
the original imageõs file name with .tif 
extension after Commit. 

Orig Doc Nbr 3 
########.tif  

<ORIG_DOC_F3> Outputs the imported imageõs original 
file name followed by the extension 
.tif. 

Orig PDF Archive Copy 
2 c:\ ..\ #######.pdf  

<ARCHIVE_ORIG_DOC_F2> Outputs the fully qualified archive 
path and subdirectory of the original 
image copy and the original .pdf file 
name. The archive directory location 
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Field Expression Output / Description 

is set on the Directories/Output 
Settings | Archive Image Options 
window. 

Previous Index Fields <PREV_INDEX_FIELDS> This applies to attachments only. Any 
index fields on the previous data 
image are output in the document 
control expression for the attachment. 

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 phase. 

Scan/Import Operator <S_OPER> Outputs the user name of the Scan or 
Import station. 

ScanErrors <SCAN_ERRORS> Outputs any messages of scan errors 
that occurred during the 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. 

System Import Date 

MM/DD/YY  

<S_DATE> Outputs the date the image was 
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 extension) 
of the master form template the 
current data image has been identified 
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:SS <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 
the Date Formatting button and select the date field to format. The Date Format 
Settings window is displayed. 

 

7 Select a Date Format and click Add to Date Format. The selected date format is 
displayed in the field below the Add to Date Format button. 

8 Click OK to close the Date Format Settings window and return to the Document 
Control tab. The system-defined 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, click the Propagate Output From Another 
Template button. The Select Template And Zone Name window is displayed. 
For more information, see Propagate Output from Another Template (page 287). 



 

MANAGEit User Guide OnBase AnyDoc 15 

Access OCR for AnyDoc Form Family Management 

 

 

© 2015 Hyland Software, Inc. 

286 

 

10 To prompt the operator to add information to the control expression, click the Add 
Prompting Control button. The Configure Prompting Control Field window is 
displayed. 

 

11 Enter text into the User Prompt field with which to prompt the Scan or Import 
operator. 

12 Enable a radio button in the Apply Entered Data section to set limits on what data 
is valid in the prompting control field. Options include: 

¶ Accept Anything: The system does not restrict what the operator enters in the 
field. 

¶ 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. 

¶ 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. 

13 Click OK to close the Configure Prompting Control Field window.Enable the 
Insert delimiter character(s) check box to insert the delimiters entered in the 
before and after fields. The characters entered in the before and after fields are 
placed before and after each field in the output record. 

14 Enable the Record radio button in the Placement section to output the document 
control expression in each record, 

OR 

Enable the Document radio button to output the document control expression 
once per page, regardless of the number of records. 

15 Enable the First radio button in the Placement section to place the document 
control expression at the beginning of each record or document, 

OR 
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Enable the Last radio button to place the document control expression at the end of 
each record or document. 

16 Click OK to close the Batch Control window. 

 
 

Propagate Output from Another Template 

Steps 

1 From the Document Control tab, click the Propagate Output From Another 
Template button. The Select Template And Zone Name window is displayed. 
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2 Select an Available Template from the list. This field displays all templates in the 
form family. The Zone Names field populates with the zones associated with the 
selected template. 

 

3 Double-click each zone name to add to the document control expression. 

4 Enable a radio button in the Propagate Date From section to specify where the 
data image for the selected template is in the batch. Options include: 

¶ Previous Image: If the zone is located on the previous image in the doc set or 
batch. 

¶ Subsequent Image: If the zone is on the page after the current page in the doc 
set or batch. 

¶ Unknown: If the zone is on an image either before or after the current page. 

5 Enable one of the radio buttons in the Within The section to determine whether 
the application looks in the Document Set or the Batch for the page containing the 
specified zone. 

6 Click OK to close the Select Template And Zone Name window. 

 

 
 

Batch Control Number Definition 

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management. 
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OR 

Click the Form Families button,  on the Management toolbar. The Form 
Family Management window is displayed. 

 

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 number, right-click and 
select Configure | Batch Control. The Batch Control window is displayed. 
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3 Click the Batch Control Number Definition tab. 

 
The Batch Control Number Definition field displays the information that makes up 
the batch control number. 

4 Select a Control Field to add to the Batch Control Number Definition field and 
click Add Field. Control Fields include: 

Control Field Description 

Auto Incrementing Sequence 
Number 

A system-wide sequential number that increases 
with each batch. 

Auto Incrementing Sequence 
Number (Reset Daily/No 
Prompt) 

A system-wide sequential number that starts 
over from 1 each day. 

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 Kodak 
scanner interface. This is the 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 number, Date 
Formatting allows you to specify an output format for the date. From the Date 
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Format Settings window, select a Date Format from 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 the Date Format Settings window, select a Date Format from 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. 

 

7 To add the date format to the control expression field, click OK. 

8 Select a formatting option from the Format Batch Control Number section. Options 
include: 

¶ No Formatting (Use Exactly): The batch control number is not 
reformatted with leading zeros. The number is output exactly as it appears. 

¶ 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 ASCII output, GTO, and directories. The default is to 
reformat the number to a length of nine. 

9 Click OK.  
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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 feature requires that the following tools be used in Infiniworx: 

¶ Import From CAPTUREit 

The directory specified in this tool must match the Infiniworx Import Path specified 
on this window. 

¶ Export to OCR for AnyDoc 

When exporting, Infiniworx must export to the form family's Import path.  

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management. 

OR 
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Click the Form Families button,  on the Management toolbar. The Form 
Family Management window is displayed. 

 

2 Highlight a form family to set batch control settings and click the Batch Control 
button 

OR 

Highlight a form family to set batch control settings, right-click and select 
Configure | Batch Control. The Batch Control window for the selected form 
family is displayed. 
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3 Click the Infiniworx  tab. 

 
 

Option Description 

Route to Infiniworx for Processing After 
Import/QA  

Select this check box to automatically route batches to 
Infiniworx after the Import or QA phase. The batch routed 
to Infiniworx must remain one batch and be routed back to 
the same form family.  

Infiniworx Import Path Enter the directory that Infiniworx imports the batch from.  

 
 

Date Formatting 

Steps 
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1 From the Date Format Settings window, select a Date Format from 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. 

 

2 To add the date format to the control expression field, click OK. 
 

Configure Prompting Control Field 

1 To prompt the operator to add information to the control expression, click the Add 
Prompting Control button. The Configure Prompting Control Field window is 
displayed. 

 

2 Enter text into the User Prompt field with which to prompt the Scan or Import 
operator. 
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3 Enable a radio button in the Apply Entered Data section to set limits on what data 
is valid in the prompting control field. Options include: 

¶ Accept Anything: The system does not restrict what the operator enters in the 
field. 

¶ 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. 

¶ 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. 

4 Click OK to close the Configure Prompting Control Field window. 
 

Directory and Output Settings 

From the Directory/Output Settings window you can specify: 

¶ Output file naming convention 

¶ Directories used to store ASCII text and archive image files 

¶ How document sets are defined in the form family 

¶ Other date file types to output at Commit 

¶ An EXCHANGEit project to run when the batch is committed 

To access the Directory/Output Settings window, select Settings | OCR for 
AnyDoc® Form Family Management | Directories/Output . 
 

Output File Settings 

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management | 
Directories/Output .  
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The Directory/Output Settings window is displayed. 

 

2 To specify how the ASCII output file is named, select a radio button in the ASCII 
Output File section. Options include: 

¶ Batch ID (########.txt) : The file name is the system assigned batch 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 long as the 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 particular template. ASCII 
output must be going to the same directory. 

¶ Data Image Name (########.txt) : The file name is the image name. One 
ASCII file is output for each data image. 

¶ Prompt For Output File When Batch Is Created: The Scan/Import operator 
is prompted to 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 created. The ASCII file is named 
after the first image in the document set. 
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¶ Custom File: The file name is the file name and extension specified in the field 
to the right. 

3 Select the Substitute 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 the Image Naming section to specify how archived image 
files are named. Options include: 

¶ System Assigned: OCR for AnyDoc assigns image numbers automatically using 
Image Numbering settings. 

¶ Prompt For Starting Sequence Number: The Scan/Import operator is 
prompted to enter a starting sequence number for each batch. 

¶ Use Imprinter String: The scanner's imprinter string is used to number the 
images. 

¶ Batch Control Number (User Assigned) + Sequential Number: The 
user-defined 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. 

¶ Use Zone Output: The archive image 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 Assigned option. If you select this option, 
click the Select Zone button to choose which zone to use. For more 
information, see Use a Zone to Name an Image (page 298). 

5 Click OK. 
 

Use a Zone to Name an Image 

Steps 

1 From Directory/Output Settings, click the Use Zone Output radio button, then 
the Select Zone button.  
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The Select Template And Zone Name window is displayed. 

 

2 Select a template from the Available Templates field. A list of all zones associated 
with the template appear in the Zone Names field. 

 

3 Double click the zone name to name the multi-page .TIF archive image. The 
selected zone name is displayed in the Current Zone Name field. 
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4 Click OK. The template and zone names appear in the field to the right of Use Zone 
Output. 

 
 

Directory Settings 

Steps 
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1 Select Settings | OCR for AnyDoc® Form Family Management | 
Directories/Output . The Directory/Output Settings window is displayed. 

 

2 Click the Directory Settings tab. 
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3 Enter a location where the form family pending batches should be kept in the Job 
Queue Directory field 

OR 

Click  to browse to the location. An additional sub-directory with the same name 
as the form family is appended to the path. 

4 Enter a location where form family ASCII files should be output in the ASCII 
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: 

¶ \ formfamily.fof: ASCII files are output to a subdirectory with the same name as 
the form family. 

¶ +\ master: ASCII files are output to a subdirectory with the same name as the 
template file name. 

¶ +\ yyyymmdd: ASCII files are output to a subdirectory named for the current 
year, month and day. 

¶ +\ 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 output in the Archive 
Images Directory field 

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: 

¶ \ formfamily.fof: Images are output to a subdirectory with the same name as the 
form family. 

¶ +\ master: Images are output to a subdirectory with the same name as the 
template file name. 

¶ +\ yyyymmdd: Images are output to a subdirectory named for the current year, 
month and day. 

¶ +\ Batch ID : Images are output to a subdirectory with the same name as the 
Batch ID. 

6 Click OK. 
 

Create Document Sets 

Steps 
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1 Select Settings | OCR for AnyDoc® Form Family Management | 
Directories/Output . The Directory/Output Settings window is displayed. 

 

2 Click the Document Sets tab. 
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3 Enable the form family template(s) check box(es) that indicate the start of a new 
document set. 

4 Click the Select All button to select all form family templates listed. 

5 Click the Clear All button to clear all check boxes. 

6 Enable the Archive document set as Multi-Page Image check box, if needed. If 
selected, each document set is archived as a multi-page TIFF or PDF. 

7 Enable the Use Multi-Page Image Name in Document Controls to use the 
archived image associated with the document set for the document controls. 

8 Enable Archive color images as single pages to output a single page image. 

9 Enable the If Document Set Alignment is manually altered, force the affected 
document sets back to extract check box, if needed. Use this feature if you have 
dependencies between pages in a DocSet, such as an equation or a field propagated 
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. 

10 By default, multi-page import files are treated as document sets. In the At Import 
Time, Automatically Create Document Sets For section, clear the Multi -Page Files 
(contains 2 or more images) check box to break up multi-page TIFFs or PDFs at 
Import time. This option is generally used for faxes. 

11 In the At Import Time, Automatically Create Document Sets For section, if the 
Single Pages Files (contains 1 image) check box is selected, each image is treated 
as one document set. This option can be used if you are importing "hard" document 
sets, such as faxes or multi-page image files, and you want them split up so that each 
image is separate. 

12 Click OK. 
 

Commit Options 

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management | 
Directories/Output .  

The Directory/Output Settings  window is displayed. 
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2 Click the Commit Options tab. 

 

3 Select the Create ASCII Text Output File check 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 the Create Generic Text Output File (.GTO) check box to create a .GTO 
file at Commit in addition to the ASCII text file. 

5 Select the Output One GTO per Document Set check box to generate one .GTO 
file per document set at Commit.  

6 Select the Create XML Output File (.XML)  check box to create a XML file at 
Commit in addition to the ASCII text file.  

7 Select a XML radio button to specify the header information for the .XML file. 
Options include: 

¶ Use predefined set of Document Control Headers: This 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 
.GTO file 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. 

¶ Use normal Document Control Header: This option uses the default 
document control headers used by ASCII and .GTO output. If this option is 
selected, the .XML files have the same headers as the ASCII and .GTO files. 
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¶ Use predefined set, and use static/prompting controls in the Header: This 
option uses the predefined set of document control headers in addition to the 
static and prompting document control headers used by the ASCII and .GTO 
output. 

8 Select the Output One XML per Document Set check box to output one .xml file 
for the each document set.  

9 Select the Don't Output Blank Fields (Column Group Only) check box to skip 
blank fields during the output process. This reduces the XML file size. 

10 Select the Do NOT Route Batch Back to Import at Commit (Testing Option) 
check box to prevent batches from routing back to import at Commit. 

11 Click OK. 
 

PDF Output Settings 

After the option to output a .pdf file is selected, there are additional settings that can be 
specified in Directory/Output Settings  | PDF Output Settings.   

Steps 

1 Select Settings | OCR for AnyDoc Form Family Management | 
Directories/Output . The Directory/Output Settings  window is displayed. 
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2 Click the PDF Output Settings tab. 

 

For more information on PDF Output Settings, see: 

¶ Document Summary (page 307) 

¶ Searchable PDF (page 308) 

¶ PDF Image Options (page 309) 

¶ PDF OCR Options (page 310) 

¶ PDF Security (page 311) 
 

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 or click Define to display the 
Document Property window, where you can further define and format the following 
fields: 

¶ Title 

¶ Author  

¶ Subject 
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¶ Keywords 

Specifically, you can: 

¶ Define the variables you want to use in the definition string. 

In the System Defined Control Fields section, select a variable and click Add 
Field. The variable is added to the Title Document Definition String. 

¶ Format date variables, if applicable. 

If a date variable is included in the Title Document Definition String, then the 
date can be formatted to your specifications. To format the date, click Date 
Formatting and select the date variable you want to format. In the Date Format 
Settings window, click the format you want to use and click Add to Date Format. 

 

Set the options for searchable PDF in the Searchable PDF section. 

PDF Output Type 

The image can be output with no text (Document 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 created using Adobe Acrobat versions 1.5, 1.6, or 1.7 (ISO 32000). 

A PDF/A can be created using Adobe Acrobat version 1.4. There are three levels of 
PDF/A files: 

¶ PDF/A (v1.4) 

¶ PDF/A-2b 

¶ PDF/A-2u  

PDF/A-2b and PDF/A-2u 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, select this check box. A tagged .pdf file better 
accommodates different page and screen widths and also displays well on hand-held 
devices. This type of file is also more accessible by people with vision impairments.  

Fast Web (Linearized) PDF 

To create a PDF file that is 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 documents 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.  

 

The available settings include: 

Option Description 

Bitonal Compression The compression format that is applied to black and white 
images. 

Color Compression Type The compression type that is applied to color images. 
Options include: 

¶ JPEG 

¶ MRC - Produces a smaller PDF than JPEG.  

Color Compression The compression level that is applied to color images. 
Options include: 

¶ Minimum - Produces the best compression possible 
with minimal image quality. 

¶ Good - Produces the best image image quality with 
a minimal amount of compression. 

¶ Lossless - Produces an acceptable amount of 
compression without reducing the image quality. 
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Option Description 

Max Bitonal DPI  The resolution that black and white images are converted 
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 black 
and white. 

 
 

PDF OCR Options 

Set the language and OCR engine settings on the PDF OCR Settings window. The 
OCR Engine settings determine the default Optical Character Recognition engine used 
to process machine print data. 

 

The available settings include: 

Option Description 

OCR Language Select the language corresponding to the 
expected form data. 

OCR Engine Select an engine. Available options depend on 
which engines are installed on your system. 

OCR Trade Off One engine can produce faster results than 
another engine but this could result in 
inaccurate OCR results. Therefore, it is 
important to determine the most important 
criteria (fast, balanced or slow) after an 
analysis of the accuracy of the data being 
output.  
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Set access permissions and user restrictions for the .pdf file on the PDF Document 
Security window. 

 

The available settings include: 

Document Security 

Option Description 

Encryption 
Length 

Select the length of the encryption key to be used if the file should be 
encrypted. To not apply encryption, select None. AES refers to the 
Advanced Encryption Standard of 256 bits.  

Password to View 
PDF File 

Specify an optional password necessary to open and view the PDF file. If a 
password is not specified anyone can view the PDF file.  

Password to 
Modify PDF File 

Specify an optional password necessary to modify the PDF file. If a 
password is not specified anyone can modify the PDF file.  

 

Document Restrictions 

Option Description 

Allow Document 
Printing  

Select this check box to allow the PDF file to be printed.  

Allow Document 
Changes 

Select this check box to allow changes to the PDF file.  

Allow Content 
Extraction 

Select this check box to allow content to be copied from the PDF file.  

Allow 
Comments/Form 

Select this check box to allow comments or form fields to be added to the 
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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 Options dialog override the template and attachment settings. 

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management | 
Directories/Output .  

The Directory/Output Settings  window is displayed. 

2 Click the Archive Image Options tab. 

 

 

Option Description 

Override 
Template/Attachment 
Settings with Family 

Select this check box to apply these Form Family settings 
rather than the Template settings for all templates and 
attachments in the current form family. 
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Option Description 

Settings 

Archive Original Bitonal 
Image 

Select this check box to save the bitonal image.  

As PDF When saving a bitonal image, select this check box to save 
the image as a PDF file. To save the image as a .TIF file, 
clear this check box. 

Archive Original Color 
Image 

Select this check box to save the color image.  

As PDF When saving a color image, select this check box to save 
the image as a PDF file. To save the .TIF or .JPG file, clear 
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 
Original/Imported PDF file  

Select this check box to save a copy of the original import 
images to a specified subfolder in the archive image 
directory.  

<Archive Directory>\ + Specify the subfolder with the archive directory where the 
image copy should be saved.  

 

Option Description 

Multi -Page Color Image 
Format 

Select an option for compressing multi-page color images: 

¶ TIFF LZW 

¶ TIFF JPEG 6 

¶ TIFF JPEG 7 

 
 

EXCHANGEit Integration 

EXCHANGEit projects can be run automatically every time a batch is committed for a 
form family. You can also use this dialog box to configure EXCHANGEit exception 
handling. 
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1 Select Settings | OCR for AnyDoc® Form Family Management | 
Directories/Output .  

The Directory/Output Settings  window is displayed. 

2 Click the EXCHANGEit Integration  tab. 

 

 

Option Description 

Run EXCHANGEit Job at 
Commit 

Select this check box to automatically run a specific 
EXCHANGEit project whenever a batch is committed for 
this Form Family. 

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 EXCHANGEit project that will 
automatically be run. The Select EXCHANGEit  window 
is displayed, listing the projects available. Select a project 
and click OK.   
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Option Description 

Process EXCHANGEit  
Exceptions 

Select this check box to process EXCHANGEit exceptions 
from within OCR for AnyDoc. Processing an 
EXCHANGEit job from within OCR for AnyDoc requires 
EXCHANGEit version 5.1.3 or greater.  

Define Operators To allow only specific operators to process EXCHANGEit 
Exceptions, click this option. For more information about 
assigning operators, see Assign Operators to Process 
EXCHANGEit Exceptions (page 315). 

Select Additional Jobs Click to select additional EXCHANGEit projects that will 
automatically be run. The Select EXCHANGEit  window 
is displayed, listing the projects available. Select a project 
and click OK.   

Remove Job Select a job and click this option to remove the job from 
the Exceptions list.  

EXCHANGEit Server 
Machine Name 

Type or select the server hosting EXCHANGEit. 

DCOM  Select to connect to EXCHANGEit using DCOM.  

Port Connect Select to connect to EXCHANGEit through the specified 
EXCHANGEit Server Port number instead of using 
DCOM. This requires EXCHANGEit version 5.1.2 or 
higher.  

 
 

Steps 

1 On the Directory/Output Settings | EXCHANGEit  Integration tab, select the 
Process EXCHANGEit  Exceptions check box. 

2 Click Define Operators. 
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The EXCHANGEit ® Exception Operators window is displayed.   

 

 

3 In the Available field, select an operator to assign permission to.  

4 Click Add. 

The operator is displayed in the Selected field.  

5 Click OK. 

 
 

Delete and Reroute Settings 

The Delete/Reroute Settings window allows you to: 

¶ Specify processing phases during which images may be deleted 

¶ Determine what happens to deleted images 

¶ Specify which form families are available to the Verification operator for re-routing 
misidentified images 

¶ Determine what happens to re-routed images 

To access the Delete/Reroute Settings window, select Management | Form Family 
Management | Delete/Reroute. 
 

Delete Options 

Steps 
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1 Select Settings | OCR for AnyDoc® Form Family Management | 
Delete/Reroute. The Delete/Reroute Settings window is displayed. 

 

2 Enter a location where deleted images should be archived in the Directory to Copy 
Deleted Images To field 

OR 

Click  to browse to the location. 

OR 

Leave the path blank to permanently delete the images. 

3 To add subdirectories to the location path, enable one or more check boxes below 
the Directory to Copy Deleted Images To field. Options include: 

¶ \ formfamily.fof: The deleted images are placed into a subdirectory named after 
the form family. 

¶ +\ master: The deleted images are placed in a subdirectory with the same name 
as the template file. 

¶ +\ yy_mm_dd: Deleted images are placed in a subdirectory named for the 
current year, month and day. 
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¶ \ Batch ID : Deleted images are placed in a subdirectory with the same name as 
the batch ID. 

¶ \ 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 the Deleted Image Copy and Print Options section to 
specify during what phases images can be deleted and the action to be taken with the 
deleted images. Options include: 

¶ Copy Image: Enable to archive the deleted image. The image is moved to the 
configured directory when the batch is committed. 

¶ Print Image: Enable to automatically print the images using the user's default 
printer. 

¶ 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 the Create ASCII Output Record for Deleted Images check box, if 
necessary. The Document Control tab is available when this check box is selected. 
Through the Document Control tab you can change the ASCII output for deleted 
images. For more information, see Document Control Options (Delete and Reroute 
Settings) (page 319). 
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6 Enable the If Multi -Stream, Copy the Bitonal Image check box to create a copy 
of the bitonal image instead of the color image when deleting images. 

7 Enable the Use Template Custom Bitonal Image Format if Defined check box 
to convert deleted images to the custom image archive format specified for the 
template(s). 

8 Enable the Don'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. When this feature is disabled, users have the option of deleting either an 
individual image or an entire document set. 

9 Enable the Prompt for Delete Reason for Log Database Update check box to 
prompt the operator for a reason when deleting an image.  

10 Enable the Route CAPTUREit Deleted Images to OCR for AnyDoc check box 
to import a copy of the deleted CAPTUREit images to OCR for AnyDoc. 

11 Click OK. 
 

Document Control Options 

The Delete/Reroute Settings | Document Control tab allows you to include ASCII 
datañsuch as the date, time, operator, or batch informationñin the 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 Select Settings | OCR for AnyDoc® Form Family Management | 
Delete/Reroute. The Delete/Reroute Settings | Delete Options tab is 
displayed. 
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2 Select the Create ASCII Output Record For Deleted Images check box. The 
Document Control tab becomes available. 
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3 Click the Document Control tab. 

 
The Document Control Expression field contains the information that is output to 
ASCII. You can add field(s) from the System Defined Control Fields list below by 
clicking a field in the list, then clicking the Add Field button. The expression for the 
selected field is displayed here. You can also: 

¶ Add a static literal to the document control by typing the literal text between 
angle brackets, i.e., <This is a static literal> 

¶ Propagate output from one of the templates in the form family as a document 
control for deleted images. 

¶ 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 the System Defined Control Fields list and click Add Field. 
The field is added to the Document Control Expression field. Options in the 
System Defined Control Fields list include: 

 

Field Expression Output / Description 

Auto ID Rotation <S_IDROTATION> Outputs the rotation (0̄, 90̄ , 180̄, or 
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Field Expression Output / Description 

270̄ ) of the data image. 

Batch Auto Total (Batch 
Equation Calculated) 

<B_AUTOTOTAL> Outputs the total amount for a batch 
total equation without having to 
define the result. 

Batch Auto Total 2 
(Calculated) 

<B_AUTOTOTAL2> Outputs the total amount for an 
equation without having to define the 
result. 

Batch Auto Total 3 
(Calculated) 

<B_AUTOTOTAL3> Outputs the total amount for an 
equation without having to define the 
result. 

BancTec/SpeedFirst 
Batch Input Fields 
(ONX) 

<BANCTEC_ONX> Outputs information created when 
scanning from a BancTec scanner. 

Batch Control Number 
(User Assigned) 

<B_CTRL_NUMBER> Outputs the user-defined batch 
control number. 

Batch Date <B_DATE> Outputs the date the batch was 
created. 

Batch ID (System 
Assigned) 

<B_NUMBER> Outputs the system assigned batch 
number. 

Batch Operator <B_OPER> Outputs the network ID of station 
that created the batch, or if logins are 
used, the user name. 

Batch Sequence Nbr 
####  

<S_BSEQ> Outputs the sequence number of the 
image within the batch as a 4-digit 
number. For example, the third image 
in the batch would output ò0003ó. 

Batch Sequence Nbr 
#####  

<S_BSEQ_05> Outputs the sequence number of the 
image within the batch as a 5-digit 
number. For example, the third image 
in the batch would output ò00003ó. 

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 batch 
total equation. 

CAPTUREit Batch ID <ASI_CAPTURE_BATCH_ID> Outputs the batch ID from 
CAPTUREit if the batch was scanned 
with CAPTUREit.  
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Field Expression Output / Description 

Document Nbr 1 
########  

<DOC_F1> Outputs the imageõs file name. 

Document Nbr 2 
c:\ ..\ ########.tif  

<DOC_F2> Outputs the fully qualified path and 
image file name with .tif extension 
after Commit. 

Document Nbr 3 
########.tif  

<DOC_F3> Outputs the imageõs file name with .tif 
extension after Commit. 

Document Set 
AutoTotal 

<DS_AUTOTOTAL> Outputs the total value for an 
equation per Document Set. 

Document Set Number 
in Batch 

<DS_NBR_IN_BATCH> Outputs the sequence of the 
document set within the batch. 

Document Set Page 
Sequence 

<DS_PGSEQ> Outputs the sequence of the page 
within the document set. 

Document Set Total 
Number of Pages 

<DS_TOTAL> Outputs the total number of pages in 
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 
HH:MM:SS 

<X_TIME>  Outputs the time in 
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 
HH:MM:SS 

<I_TIME>  Outputs the time the image was 
imported into the system. 

Imprinter String <S_IMPRINTER> Outputs the imprinter string 
configured under Settings | 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 images in 
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 an 
AnyApp template.  

Orig Doc Multi-Page 
Sequence 

<ORIG_DOC_SEQ> Outputs the sequence of the image 
from within a multipage tiff. 

Orig Doc Nbr 1 
########  

<ORIG_DOC_F1> Outputs the imported imageõs original 
file name. 

Orig Doc Nbr 2 
c:\ ..\ ########.tif  

<ORIG_DOC_F2> Outputs the fully qualified path and 
the original imageõs file name with .tif 
extension after Commit. 

Orig Doc Nbr 3 
########.tif  

<ORIG_DOC_F3> Outputs the imported imageõs original 
file name followed by the extension 
.tif. 

Orig PDF Archive Copy 
2 c:\ ..\ #######.pdf  

<ARCHIVE_ORIG_DOC_F2> Outputs the fully qualified archive 
path and subdirectory of the original 
image copy and the original .pdf file 
name. The archive directory location 
is set on the Directories/Output 
Settings | Archive Image Options 
window. 

Previous Index Fields <PREV_INDEX_FIELDS> This applies to attachments only. Any 
index fields on the previous data 
image are output in the document 
control expression for the attachment. 

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 phase. 

Scan/Import Operator <S_OPER> Outputs the user name of the Scan or 
Import station. 

ScanErrors <SCAN_ERRORS> Outputs any messages of scan errors 
that occurred during the scan time. 

ScanErrorsTime <SCAN_ERROR_TIME> Outputs the time that the scan error 
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 

MM/DD/YY  

<S_DATE> Outputs the date the image was 
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 extension) 
of the master form template the 
current data image has been identified 
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:SS <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 
the Date Formatting button and select the date field to format. The Date Format 
Settings window is displayed. 

 

6 Select a Date Format and click Add to Date Format. The selected date format is 
displayed in the field below the Add to Date Format button. 
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7 Click OK to close the Date Format Settings window and return to the Document 
Control tab. The system-defined date field has been updated with the date format 
(for example, <B_DATE> could be formatted <B_DATE:YYMMDD>). 

8 To copy output from a zone on one template into the document control expression 
for all templates in the form family, click the Propagate Output From Another 
Template button. The Select Template And Zone Name window is displayed. See 
Propagate Output from Another Template (page 328). 

9 To prompt the operator to add information to the control expression, click the Add 
Prompting Control button. The Configure Prompting Control Field window is 
displayed. 

 

10 Enter text into the User Prompt field with which to prompt the Scan or Import 
operator. 

11 Enable a radio button in the Apply Entered Data section to set limits on what data 
is valid in the prompting control field. Options include: 

¶ Accept Anything: The system does not restrict what the operator enters in the 
field. 

¶ 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. 

¶ 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. 

12 Click OK to close the Configure Prompting Control Field window.Enable the 
Insert delimiter character(s) check box to insert the delimiters entered in the 
before and after fields. The characters entered in the before and after fields are 
placed before and after each field in the output record. 
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13 Enter a character in the Terminate Batch Header Record with field to specify the 
character that indicates the end of the physical record in the ASCII output. Options 
include: 

¶ A null character 

¶ \ t to output a tab 

¶ \ r or \ n to output a carriage return 

¶ \ f to output a form feed 

14 Click OK to close the Delete/Reroute Settings window. 
 

Propagate Output from Another Template 

Steps 

1 From the Document Control tab, click the Propagate Output From Another 
Template button. The Select Template And Zone Name window is displayed. 
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2 Select an Available Template from the list. This field displays all templates in the 
form family. The Zone Names field populates with the zones associated with the 
selected template. 

 

3 Double-click each zone name to add to the document control expression. 

4 Enable a radio button in the Propagate Date From section to specify where the 
data image for the selected template is in the batch. Options include: 

¶ Previous Image: If the zone is located on the previous image in the doc set or 
batch. 

¶ Subsequent Image: If the zone is on the page after the current page in the doc 
set or batch. 

¶ Unknown: If the zone is on an image either before or after the current page. 

5 Enable one of the radio buttons in the Within The section to determine whether 
the application looks in the Document Set or the Batch for the page containing the 
specified zone. 

6 Click OK to close the Select Template And Zone Name window. 
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Configure Prompting Control Field 

1 To prompt the operator to add information to the control expression, click the Add 
Prompting Control button. The Configure Prompting Control Field window is 
displayed. 

 

2 Enter text into the User Prompt field with which to prompt the Scan or Import 
operator. 

3 Enable a radio button in the Apply Entered Data section to set limits on what data 
is valid in the prompting control field. Options include: 

¶ Accept Anything: The system does not restrict what the operator enters in the 
field. 

¶ 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. 

¶ 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. 

4 Click OK to close the Configure Prompting Control Field window. 
 

Reroute Options 

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management | 
Delete/Reroute.  
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The Delete/Reroute Settings window is displayed. 
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2 Click the Reroute Options tab. 

 

3 Enable a radio button in the Route To Import For section to specify the location 
where the form family images can be rerouted. Options include: 

¶ Current Form Family: Reroutes the document sets to the current form family's 
Import directory. 

¶ 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. 

¶ Selection From Select List: The Verification operator reroutes images to a 
selected list of form families. For more information, see Reroute Family List 
(page 333). 

4 Enable a radio button in the Reroute When section 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 the Do Not Retain Any Classification Information check box to prevent 
classification information from being retained when routing to another Form Family. 
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6 Enable the Retain Form Classification; Import Directly to Extract check box to 
send rerouted images directly to Extract. This bypasses Import, Classification, etc. 
and retains the original template ID. 

7 Enable the Prompt Verifier to Retain Form Classification check box to prompt 
the Verification operator to choose whether the rerouted images should retain their 
current form classification. 

8 Enable the Retain Classification of Attachments Only check box to only retain 
template classification information on images identified as an attachment. 

9 Enable the Suspend Imported Batch check box to suspend batches or rerouted 
images from the processing flow until reactivated. 

10 Enable the Prioritize Imported Batch check box to prioritize rerouted image 
batches over existing, non-prioritized batches. 

11 Enable the One Document Set Per Routed Batch check box so that if a 
document set is rerouted out of the current batch, then 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. 

12 In the Research Queue drop-down select list, specify the form family to be used as 
a research queue.  

13 Click OK. 
 

Reroute Family List 

Steps 
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1 From the Delete/Reroute Settings | Reroute Options tab, click the Select List 
button. The Reroute Family List window is displayed. 

 

2 To add a form family that the Verification operator can send a rerouted image, 
highlight the form family in the Available Form Families field and click Add. The 
form family is displayed in the Selected Form Families field. 

3 To remove a form family from the Selected Form Families field, highlight the form 
family to remove and click Remove. The form family is removed from the Selected 
Form Families field and returned to the Available Form Families field. 

4 Click OK to close the Reroute Family List window. 
 

Scan/Import Options 

Through the Scan/Import Options window you can: 

¶ Set parameters for handling images that are smaller or larger than the expected size 

¶ Configure patch pages 

¶ Split images 

¶ Set options to capture images and archive them without extracting data 
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To access the Scan/Import Options window, select Settings | OCR for AnyDoc® 
Form Family Management | Scan/Import . 
 

Scan/Import Options 

Steps 

1 Select Settings  | OCR for AnyDoc® Form Family Management | 
Scan/Import . 

The Scan/Import Options  window is displayed. 

 

2 Enable the If Image Size is Less Than check box to specify the action to take if 
the image's file size is less than the number specified in the Bytes field. Images are 
either deleted or routed to QA for review, depending on which radio button is 
enabled. 

3 Enable the Clean Image & Retry if Less Than check 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 in the Bytes field 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 
specified in 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 the If Image Size is Greater Than check box to specify the action to be 
taken if the image's file size is greater than the number specified in the Bytes field. 
Images are either deleted or routed to QA for review, depending on which radio 
button is enabled. 

5 Enable the Print Image check box to automatically print images deleted or sent to 
QA on the workstation's default printer. 

6 Enter a location where deleted images should be stored in the Route Deleted 
Images To Directory 

OR 

Click  to browse to the location. 

7 In the Image Rotation Options, Front Rotation (Odd Images) applies an 
automatic 0, 90, 180, or 270 degree rotation to the front (odd-numbered) images. If 
the Auto option is selected, OCR for AnyDoc does a full-page OCR and 
automatically determines and performs the correct rotation on each image. 

8 In the Image Rotation Options, Back Rotation (Even Images) applies an 
automatic 0, 90, 180, or 270 degree rotation to the back (even-numbered) images. If 
the Auto option is selected, OCR for AnyDoc does a full-page OCR and 
automatically determines and performs the correct rotation on each image. 

9 Click Patch Codes to set up and print patch pages for the form family. See Patch 
Pages (page 337). 

10 Click Barcodes to configure patch pages for the form family. 

11 Click the Configure button in the Split Image Options section to set parameters for 
converting scanned images into two or more individual images. See Split Image 
Options (page 340). 

12 Enable the Assign 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. The assigned DCN is comprised of 
the Batch Control number + the Image Sequence. This is used primarily when a 
batch is routed to EXCHANGEit for an EDI file. 

13 In the Separator field, specify the character that will be used to separate the batch 
control number and the image sequence if one is not already assigned by the scanner. 

14 Click OK. 
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Configure Patch Code Options 

The Configure Patch Code Options window allows you to: 

¶ 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 codes you must choose a patch code type that is 
supported by the scanner interface you're using.  

¶ Configure how patch codes will be used 

¶ Print patch pages 

Steps 

1 From Scan/Import Options | Scan/Import , click the Patch Codes button. 

The Configure Patch Code Options window is displayed. 

 

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, select the Detect Patch Codes 
Post Scan check box if you are doing the following: 



 

MANAGEit User Guide OnBase AnyDoc 15 

Access OCR for AnyDoc Form Family Management 

 

 

© 2015 Hyland Software, Inc. 

338 

 

¶ Scanning with another application or 

¶ 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 the Skip Patch Code Processing 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 
are: 

¶ Patch T (Transfer Patch) 

 

¶ Patch I 

 

¶ Patch II 

 

¶ Patch III 

 

¶ Patch IV 

Patch IV 
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¶ Patch VI 

 

 

For more information about the available options for each patch code, see Configure 
Patch Code Type Options. 

1 Click OK. 
 

Use Barcodes to Specify Patch Page Options 

Special barcodes can be printed on 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 feature you 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: 

¶ In the Configure Patch Code Options window, set Type Following Patch Page to 
Barcode Value. 

¶ 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 the Configure Patch Code Options window, set the Patch Page Type, Type 
Following Patch Page, or Subsequent Type field 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 Click Barcodes to set up the barcode.  

The Advanced Patch Page Settings window is displayed. 

3 Change the Prefix Code if 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 value, you must print new patch pages. 

4 Select an Action Code from the drop down list. Options include: 

¶ (Attachment) - Make the image an Attachment page. For example, archive the 
image without performing data extraction. 
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¶ (Delete) - Delete the image. 

¶ (Route to Classification) - Route the image to the Classification phase. 

¶ template.tif - Classify the image as the specified template. All the template file 
names in the Form Family are listed to choose from. 

5 When clicking the Barcodes field, a tab corresponding to the field set to Barcode 
Value is available. Repeat steps 3 and 4 for all other patch page tabs that are 
available. 

6 Click OK. 

7 Click Print to print the patch page with the barcode values. 

8 Click Barcodes again. 

9 Leave the Prefix Code the same, select a different Action Code from the drop down 
list. 

10 If you have more than one field set to use barcode values, click the next tab and 
repeat step 9 for the next field. 

11 Click OK. 

12 Click Print to print the patch page with the barcode values. If you have more actions 
to define, or different combinations of actions to define, repeat steps 8 through 12 as 
many times as necessary. 

 

Configure Split Image Options 

Steps 

1 From the Scan/Import  Options window, click the Scan/Import tab. 

2 In the Split Image Options section, click Configure. 
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The Configure Split Image Options window is displayed. 

 

3 In the Rotation of Split Images section, Select the Front and Back rotation to 
make the images on the front and back upright. 

4 In the After Rotation, Perform Splits section, specify whether splits should be 
performed Horizontally or Vertically after the rotation. 

5 In the Split Image Options section, specify how the image should be split. Options 
include: 

¶ No Split 

The image is not split. 

¶ __ Equal Sized Images 

Enter a number to split the image into a number of equal sized pages. This 
number is per side for duplex images. 

¶ Split Every __ 

Enter a number of inches to split the image by inches. 
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6 Select the Resequence Split Images check box and enter the order for the split 
images in the fields provided. Standard folding schemes are as follows: 

 

7 To split an image if the width of an image exceeds the specified number of inches, 
enter a number in the Only 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 specified number of inches, 
enter a number in the Only if Height Exceeds ___ (1/100 inches) (After 
Rotation of Original Image) field. 

9 In the Splitting Images in Batches Not Scanned By AnyDoc section, specify 
how images that were scanned or imported not using an AnyDoc product will be 
split. Options include: 

¶ None (Split Process will be Skipped) 

¶ Images are Simplex 

¶ Images are Duplex 

10 To not split the first image in the batch select the Skip 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 Select Settings | OCR for AnyDoc® Form Family Management | 
Scan/Import . The Scan/Import Options window is displayed. 
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2 Click the Capture Options tab. 

 

3 Select the Capture Images Only (No OCR for AnyDoc® Processing) check box 
to capture and output images without extracting data or creating any ASCII output. 

4 Enter the location to store the captured images in the Capture Output Directory 
field 

OR 

Click  to browse to the location. 

5 Select a radio button in the Capture Image Type Options section to specify how 
image files are output and named. Options include: 

¶ Create Single Page Images (Named using Settings | Image Numbering 
Options): Each page is saved as a separate image. The default image numbers as 
setup in the Image Number Settings window are used. 

¶ Create one Multipage Image for Batch (Named 
YYYYMMDD_HHMMSS) : One multi-page .TIF file is created for each batch. 
The file name is the date and time. 

6 Select the Allow Distributed Capture from AnyDoc® CAPTUREit® check box 
to allow CAPTUREit users to scan images into form families. 
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7 Click OK. 
 

Import Options 

The Import Settings window contains settings that affect importing images, including: 

¶ The location of images to import 

¶ What to do with non-image files 

¶ Whether to convert color images 

To access the Import Settings window, select Settings | OCR for AnyDoc® Form 
Family Management | Import . 
 

Set General Import Settings 

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management. 

The Form Family Management window is displayed. 

2 Click Import . 

The Import Settings window is displayed. 
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3 Click the General tab. 

 

4 Enter the location of the files to be imported in the Path field 

OR 

Click  to browse to the location. 

5 Enable the \ 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 images to import in the Mask field. The default mask 
*.tif imports all .TIF files from the specified directory. 

7 Enable the Keep 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 the Detect Folder Lock File check 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 to the 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 the After Scan section to specify whether images are 
imported automatically as they are scanned or whether import is deferred until the 
Import button is clicked. 

If you enable Import Immediately , images are scanned to the local hard drive and 
simultaneously imported. If you enable Defer Import Process, images are scanned 
to the Import directory specified above and are not imported until you initiate the 
Import phase.  

10 Click OK. 
 

Configure Import Options Settings 

Steps 

1 Select Settings | OCR for AnyDoc® Form Family Management. 

The Form Family Management window is displayed. 

2 Click Import . 

The Import Settings window is displayed. 

3 Click the Options tab. 

 




































































































































































































































