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Version One document management suite

Overview: the document management suite provides scanning and document management
facilities for electronic handling of paper documents. It can be used to automate and simplify
your:

e sales document cycle (order to cash)
e purchasing cycle (purchase to pay)
e other archiving requirements (HR documents, technical documents, etc).

These solutions save significant amounts of time, money and storage space. Typical
documents:

e sales order invoices
e purchase orders

e statements.

\_r) Software installation is normally handled by Version One, or another specialist, and is
not covered in this help.

The Version One document management suite is a comprehensive collection of software tools

to automate document processes within their core application environments. Using the

software you can replace paper-based processes with electronic procedures, eliminating

printing, posting and manual filing.

{ "~y There are many different ways of configuring and using the software, using different

\r) combinations of the core product set. You may not have the complete applications
suite installed.

The document management suite is made up of a number of integrated application modules
that work together to give the desired functionality. These applications are broken down into
the following areas:

Document creation and distribution

Documents based on data from core systems may be formatted as professional output
documents which can then be printed, faxed, emailed and archived based on defined
business rules.

DbCapture user and administrator guide 2
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Several applications support these processes:

Application Description

DbForm Document formatting and business rules management.
DbFax Sending documents by fax.
DbMail Sending documents by email.

DbArchive  Archiving outbound documents.

Document scanning and archiving

Incoming paper documents such as invoices and orders may be scanned and stored for easy
access and for statutory purposes (eg to comply with UK HMRC legislation). The basic
process makes use of barcoding techniques for document separation and recognition.

DbCapture user and administrator guide 3
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The application supporting document scanning and retrieval is DbArchive.

Document data capture

This process typically involves scanned documents such as purchase invoices. The document
data can be intelligently captured using OCR technology and validated, so transactions can
be automatically posted to the core finance system.

Example Data Fields
Supplier Coda

Irvaice Mumbes

Irvoice Date

Purchase Order Number
MET

& & & & s a

GROSS

Irvoices Scanner DbCapture FM3/ERP
System

-
=3
Dharchive

The application supporting intelligent data capture and transaction posting is DbCapture.

Document authorisation

This process typically involves documents such as purchase invoices captured using
DbCapture and now requiring coding and approval for payment.

DbCapture user and administrator guide 4
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The application supporting document routing and authorisation is DbAuthorise.

The document management suite applications and client tools

The following applications and associated client tools are available as part of the Version One
Document Management suite:

Application Client tool Description
DbLogin DbLogin admin The master utility for managing the Version One
console Document Management suite and who has access to it.

Green meter console Shows the environmental benefits from using the suite.

DbForm DbForm GUI designer Design the format of the outgoing documents.

DbFax DbFax client Manage the DbFax system. Create and send faxes from
a client PC.

DbMail DbMail admin client  Manage the DbMail system.

DbArchive DbConsole Configure the Tables and Access Levels available within

the DbArchive system. Manage the DbArchive system.

BLOB type manager Configure new document formats on DbArchive systems
using the Native Documents Option.

Failed deposits Deal with documents that have failed to deposit
manager correctly into DbArchive.
DbQuery Document search and viewing facilities based on the

user's designated access rights.

DbCapture user and administrator guide 5
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DbWebQuery

DbWebRetrieve

Index manager

DbDeposit

DbScanner

DbArchive Export documents
export from DbScanner into
DbArchive

DbCapture DbCapture export

DbCapture admin

DbCapture
interactive client

DbAuthorise DbAuthorise client

The web based alternative to DbQuery for document
search and retrieval.

Additional functionality to DbWebQuery, providing
better searching and enhanced usability.

Amend the search data values for stored documents and
copy or move documents between DbArchive tables.

Store ad-hoc documents, which exist already directly
into the archive.

Scan documents for storage in DbArchive and optional
intelligent data capture within DbCapture.

Export documents from DbScanner into DbCapture.

Manage the queue of documents being processed within
DbCapture.

Process individual documents within DbCapture and to
create templates for new document formats.

Coding and approval of documents within DbAuthorise.
Manage the Routing Rules and other management
tasks.

i Customisation: Some applications may not be installed on your system, depending

\r) on your license, any packages you are interfacing with (eg Accounts) and choices
made during installation. You may have modules embedded in a parent application,
so you would not necessarily see them branded as Version One.

See also:

Using the Version One document management suite more on using the applications

Using help more about using this help
Using the windows general conventions for working with data in the software.

DbCapture user and administrator guide
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Using the document management suite

Overview: the Version One document management suite has a number of common
features. This topic outlines some of the common functions used across the product family.

Before you log in
To log in to the Version One document management suite you need the following:

e the software must be installed on your PC or laptop

e user name — your system administrator should have created this for you. This is your
identity on the Version One document management suite

e password — your system administrator should have created this. If you are not using
Windows authentication you can change this once you log in to the Version One
document management suite.

~ 7y Customisation: your system may be using Windows authentication to log in to the
document management suite automatically. If so, the DbLogin window is not
displayed. Using Windows authentication allows you to use your regular PC logon to
access the software without an additional login.

The login window

Once the Version One document management suite has been installed, there are several
ways for you to display the DbLogin window.

Programs menu option

Version One is displayed in the list of programs on your computer. Click Start > All
Programs > Version One > [Program Name]. For example:

— »
() Kofax VRS »
| SafosDemo EfaNalS :
Internet 7) Snagk 10 »
Internet Explon () Startup » ) oblogn »
) E-mail € Gemes
Outlook Expres: () Accessories
5) Outlook Express
@ Notepad n MsN B obCapture Client
; . Remote Assistance % DbCapture Export
éanumm-rﬁ windows Movie Maker ., ObDeposk Clert
= 3 vindows Messenger &4 DbFax Client
(%DbQuery @ windows Meda Player €A ObMsiladmin
= [7) Microsoft Office Tools » 4 DbQuery
Ammu & Internet Explorer 24 Falled Deposit Manager
- [2] Microsoft Access ", Green Meter Console
-CmmmdProm Microsoft Excel 1 DbAechive Index Manager
5] Microsoft outiook & ObLogn Admin Console
2 WordPad Microsoft PowerPoint {7) ObCapture Commurications Server  »
Microsoft Word 5 ODbAutharise
Adobe Reader 9
G version One [
P4 og o [@] Tur off Computer

[Fsat 0 0@ >

DbCapture user and administrator guide 7
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Recently used menu option

Once you have used the Version One document management suite it may be displayed in
your Recently Used menu above the Start button. You can also use this to start the program.

internet

¢/ internex Explorer

«*| E-mail
Outlock Express

rj; Notepad
')

JB DELogn Admin Console

Desktop shortcut option

You can drag and drop the link to your Version One document management suite program
from one of the menu options onto your desktop. Click the mouse, hold the button down,
drag to the desktop and release the mouse button.

B

DbQuery
You can then click this desktop shortcut to start the program.

Customising windows

Many of the windows in the document management suite can be configured to suit your
preferences, eg:

e Dragging and dropping columns to change the order they are displayed
e Hiding some columns

e Sorting columns by various filters.
\_r) Customisation: once a screen has been changed, the system uses the new layout
until you reset it to the original layout. Example screenshots shown in this help
therefore might not exactly match what you see on your system.

Toolbars

There are a number of common icons used throughout the system. As you become familiar
with the toolbar icons and their use in different contexts, their use should become intuitive.
The common Help menu functions like change user, environment, language and password
are described in Help About.

{ 7y The options available depend on your particular document management suite

\r) configuration.

DbCapture user and administrator guide 8
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Using the windows

In many places within the software you can customise the display to change the way
document results are shown. For example sizing, sorting and moving columns. You can also
filter columns with search, run complex searches across columns, use the date picker and
choose the fields you want to display.

Sizing columns

You can change the size of columns by clicking and dragging. Here we are making Supplier
Name wider to show the full name.

2006 Jim Brogan T/ANenbold Tyres

2010 Colextion 2000 L
W2 Aogregete Industres
2003 Cigta Workshop
Pernine Fencing & Landazapi..

Sorting columns

You can sort the data by clicking on a column heading. Here clicking the Supplier Name
column shows documents sorted alphabetically by supplier.

Aggregate Industries :

| Collection 2000 Ltd
Digital Workshop
Jim{Brogan T/A Newbold Tyres

Click the column header again to sort the column in reverse order.

Moving columns

You can customise the column layout by clicking and dragging the column header to a new
location. Here we are dragging Supplier Name to the left.

B Sorpher Noms

late Dug Date Supp u:kaamc Net Value (£)

= &
DS/2006 23102006 Jim Brogan T/A Newbold Tyres 116,
P6/2010 7/07/2010 Collection 2000 Ltd 647

30/08/2002 Aggregate Industries

p7/2002

Filtering columns with search

Many columns in the software have a search filter used to narrow the results shown. Here we
are filtering Supplier Name to show suppliers beginning with 'agg’.

A |nveic

DbCapture user and administrator guide 9
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Clearing your search criteria
Clear the search criteria by clicking the small cross alongside the search term:

Supplier Name

Aggregate Industries

Date picker
Use the date picker to search for documents for a particular date:

Complex searches

More complex search queries are available for some fields. Click the drop-down arrow to
choose a search type and add your criteria:

Invoice Date Due Date __Qq_@lle
‘ | os0enofi 7 )
= Equals
# Does not equal

< Less than

< Less than or equal to

> Greater than

> Greater than or equal to

= Like

= Matches Regular Expression

Clearing multiple search criteria

Some windows allow you to clear all your search criteria at once by clicking a button:

ARCH_DATE ORDER_NO

Choosing fields

Some windows allow you to choose which fields to display. Click the icon to show the
available fields and mark the ones you want with a cross:

DbCapture user and administrator guide 10
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stomer Name

Date Received

Q Try out the layout options to get the display how you want it. You are only changing
the way information is shown, not changing the data. Some windows can't be
customised.

DbCapture user and administrator guide 11
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Using help

When you first open help the introduction page is shown, along with navigation tabs
(Contents, Index and Search) to find more topics.

Links and how they work
Throughout help, you will see links such as Links and how they work. Holding the mouse

over a link changes the cursor to a pointer {b Click for one of the following:

e more text
e new window opens (click anywhere to close)
e another help topic (use the Back button to return to the original topic).

Screen shots

Sample screen shots are shown where they help clarify the topic. To save space and keep
the help briefer, they are often shown in drop-down links like this: Show/hide screen. Click the
link to show the graphic. Click again to hide the graphic.

@\?{rﬁ\y{]}{j—‘

N | Condition | Action | Farams
1 Responze = Reject Gato State FalL

2 Fesponze = Query (uery State

3 Uzer 3: Gross Value »= 1000 ot State [2] Jim

4 Usger 3 Grozz Yalue < 1000 Goto State [2] martin

{7y Some screenshots are mock-ups of real data, made anonymous by blurring key
information. Any resemblance to real companies does not imply an endorsement of
the software or an active trading relationship between companies.

The icons
These icons help you use the help more effectively.

Icon Description
o] Hide the navigation and glossary panel.
Hide
DbCapture user and administrator guide 12
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Show the navigation and glossary panel.

3 i

Show
Go back through the topics you have looked at.
Back
= Go forward through the topics you have looked at.
Forward
p= Print the current topic.
nt

Finding a help topic

You can find the help you need several ways:

e contents
e index

e searching the text.

Search the contents
Searches the Contents and Topics (like chapters and sections in a book):

1. Click Contents.
2. Click one of the Books 0

3. Click a Topic @ to show the content on the right.

Search the index
Searches the predefined entries in the Index (like the index of a book):

1. Click Index.
2. Type your search term.
3. Click an index word to show the topic.

{ p: Help does a best match against your term. For example: if the index contains both

\r) 'Hidden' and 'Hiding' and you search for 'Hid', 'Hidden' is highlighted as the first word
containing that string. If you type 'Hidi', 'Hiding' is highlighted ('Hidden' no longer
matches the string). Try synonyms for what you are looking for, eg 'house’,
'dwelling’, 'residence’.

Search the text
This method searches all the text in the help (like searching the text of a book):

1. Click Search.

DbCapture user and administrator guide 13
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3. Click Go.
4. All topics containing the search word are listed.

5. Click the topic you want.

Glossary

Some of the terms used in the help are defined in brief glossary entries. These are self-
contained descriptions and don't link anywhere else.

DbCapture user and administrator guide 14
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Accessing the applications — logging in

Overview: a login window is displayed when you click a Document Management suite icon.
The same style of login window is used for all applications. This is where you enter your login
username and password.

User Lagin

Document Management & Imaging

VersionUne

—

Yergion 2.1.6
Usemame ]
FPazsword Caticel
Log on using: Windows -
Field Description
Username Enter your user name. This may be your Version One user
name or your Windows user name, depending on the option
you select in the Log on using field.
Password Enter the Version One or Windows password for the user name
you entered.
Log on using Select how you want to log on to the Version One Document
Management suite:
Option Description
Windows Windows Authentication attempts an Active
Directory (AD) User Password login —
specify your Windows password to validate
against Active Directory.
Internal DbLogin Version One document management suite
Login ID and password — attempts an
internal login for the user name and
password entered.
Current Windows Uses the Windows User currently logged in
user to this computer. Attempts an AD Login,
replicating the default behaviour on loading
DbCapture user and administrator guide 15
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a client application. Doesn't require a
password.

Validation of Windows login with Active Directory (AD) uses a
secure socket (ssl) connection from the DbLogin server to
Active Directory. If this fails, Windows login is not possible
(other than the basic AD login as the current Windows user).
AD user verification from the server is only supported from the
Windows DbLogin server, not the Unix versions.

=

\_r) The application version number is shown for information — you'll need this
information if you contact your support team with a query.

Button Description

OK Log in using the details entered.

Cancel Exit without logging in.

After validating the login any DbLogin password rules are applied, eg prompting you to
update your password. After a successful login, DbLogin applies the default environment
(normally 'Live', unless configured otherwise) and checks:

e the user has access to their default environment
o the application being loaded is present in the default environment
e valid CAL access can be granted.

\r) Any failure prevents access to the client application.

DbLogin admin console

Login administration is covered in a separate topic for system administrators only.

DbCapture user and administrator guide 16
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Securing your data

Overview: you need to make sure that your data is securely backed up in case of problems.
A secure backup policy is crucial to any IT system. The details of your backup policy is
beyond the scope of this help, and not covered by the document management suite or
Version One project management. These notes are for general guidance only.

\r) This topic is for system administrators only.

The document management suite is a client-server application with components running on
both a central server and client PCs.

Server

Back up the entire folder:

d:\versionone\

Scan station

If you have the ability to clone a machine, make an image of the scan station. Otherwise you
should backup:

c:\versionone\

c:\Program Files\Version One

[y These folder names assume your software has been installed in the default locations.
Backup up your own installation folders if different from those above.

DbCapture user and administrator guide 17
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About us

Getting in touch

This software is from Version One Ltd. If you have any comments on this help or suggestions
for improvements, please get in touch. You can email info@versionone.co.uk. We're happy to
hear from you.

Problems and queries

If you have a query on using the software you should get in touch with your support contact.
In many cases your software comes from a third-party, who is normally your first point of
contact for queries.

VersionOne

—_—

Pentland House, Village Way, Wilmslow
Cheshire SK9 2GH UK

Tel: +44 (0)1625 856500
Fax: +44 (0)1625 856501

WWWw.versionone.co.uk

Copyright and small print
© 2011, Version One Ltd. All rights reserved.
All trademarks are the property of their respective owners and are used with their thanks. All rights

reserved. This help was written alongside v2.1.0 of the document management suite. Last revised 19
August 2011.
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Help about

Overview: each of the applications has a Help About window displaying information about
the version of the application you are using. Click Help > About [application name], eg Help
> About DbQuery to display the About DbQuery window.

| About DbQuery A

Document Management & Imaging

VersionOne
—

DbQuery
Versien 213

Copynight @ Version One Lis 2006-2009

Version One Ltd

ObGuery

\:) You will need the version number if you contact your support team with a query.

Click OK to close the window.

Standard toolbar options
Many of the applications have standard toolbar buttons with frequently-used functions. The
same functions are also on the Help menu:

Q

& Use the drop-down to change your system configuration.
-

Shows the Help About window.

Option Notes

Current Use this to check the current status of the environment and language
status settings.

DbCapture user and administrator guide 19
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You ate logged in gz SakesDemo

~ Erviitanment

“our cumment emaronment i Live

“rour defauk ervaronment i Live

- Languags

“Your cument language iz English

“V'our dedaul languags i Englizh

Change You can have multiple environments, eg Live and Test. Choose the
environment environment from the drop-down box. You can also choose to make this
environment the default using the checkbox.

[X] Use a5 default environment

Change user Change the current user to a different login. Add the username and
password for the new user in the Change User window.

B User Login A

Document Management & Imaging

VersionOne

\—

Version 2.1.2
therane [ S5 o]
e
Log on using Windows v
Change Change the login password for a user.
password B Change Password Py
Old password
New password bmansad
Re-enter password ——
Change Choose from the languages installed on your system or use the Windows
DbCapture user and administrator guide 20
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language system default.

Change Language

Display Languag {[Uise VWindows Defaul] —’k

[X] Use a5 default language

DbCapture user and administrator guide 21
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About DbCapture

Overview: DbCapture is used to automate the handling of documents received from
business partners. It uses Optical Character Recognition (OCR) to read information from
incoming documents, validate it and pass the information to an integrated system, such as
your financial or ERP package.

Purchasing cycle

A common use of the software is processing incoming purchase invoices from suppliers and
the automatic creation of purchase ledger transactions in the integrated finance system.

Sales cycle

Many businesses use the software to process sales documents through the sales cycle from
order, delivery, through to invoice and payment.

Capture queue

Usually the incoming documents are added to the DbCapture queue following scanning by
use of the DbCapture export client. If documents are received in digital form such as PDF,
they can be added directly to the queue without scanning using the optional PDF module.

Once in the DbCapture system the queue may be managed using the DbCapture admin client
and individual documents are processed using the DbCapture interactive client.

{ 4 The software handles multi-page documents, invoices received as PDFs, foreign

\r) currency invoices, foreign language invoices, credit notes, hand-written
documents, etc. If there is a purchase order number on the invoice, with many
systems we can automate matching and avoid the need for further approval.

i Suppliers can be recognised by a unique VAT number. Account details can then be

\!) retrieved from the ledger (the supplier code and supplier name). Key data is
extracted from the document using OCR (based on the template from previous
invoices from the same supplier). Due date can be calculated from the payment
terms in the linked finance system. Data can be validated, including custom rules.

Quality of originals

Many things can affect the quality of the scanning OCR — photocopying, manual faxing, poor
print quality, handwritten annotations, rubber stamps on the originals, misaligned original
stationery, etc. Some of these can be controlled by your business procedures to improve the
accuracy and reliability of data capture, eg don't use a 'Date Received' stamp over the top of
the invoice header information.
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About DbCapture export

Overview: DbCapture Export is used to export documents scanned using DbScanner into
the DbCapture queue. It is launched automatically from DbScanner when the export option is
selected.

DbhCapture E:
© v O & & O& -~
Batch / Document Mam  Export Profile
(A&l = (A [l (A&l
BMN4/Docl || localhost 31417 DbCapture
BM4/Daoc2 [x] localhozt: 31417 DhCapture
BM4/Doc3 [] localhost: 31417 DhCapture
BMN4/Docd [®] localhost 31417 DbCapture
BM4/Doch [x] localhozt: 31417 DhCapture
DEC 10/ nknown [] 127.001:31417 DhCapture
DEC 14/ nkrown [®] localhost 1002 DbCapture
DBEC 15/nknown [x] localhost: 1002 DhCapture
DBEC 21/Docl [%] locathost: 31450 BACKING

Ready to export 9 document(z] in & batch(es).

Q DbCapture Export has the same functionality as DbArchive Export.

Button Description

Configure the export server. Choose a folder for your export documents. You can
S also choose to keep exported documents in a separate folder (like Sent).
Leaving this field blank automatically deletes documents after exporting.

ver Configuration X

Please use the following settings to confgure the Export module of Dhérchive. “

You wigle n:ed to rsse'::iy where gle ff:s to l};expoﬁgd b:leﬁvwhet:cixpated files

ae to epl, a ow to transfer fles to the main rcheve machine -
ncel

Cance
~Directories on scanning station
Documents to be exported D-\versionone\DbS canner\Export .

Keep expoted documents in D-\wversionone\DbScanner\Sent

Leaving thes field blank will automatically delete the documents following expant
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Process — export the document batch.
Cancel the export and close the window.

i Select All — select all the documents available for export. You can then clear
individual documents from the list. Use a combination of this and the next
button to get the selection you want.

# Select None — clear the selection of all documents available for export. You can
then select individual documents from the list. Use a combination of this and the
previous button to get the selection you want.
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About DbCapture admin client

Overview: the DbCapture Admin Client is used to manage the entries in the DbCapture
queue.

The main screen shows the queue entries split by their current status. Select an individual
entry and open it by double-clicking or choose the open function to launch the DbCapture
Interactive Client and process the entry. The administrator is responsible for managing any
entries currently 'On Hold/Rejected' — they are not opened automatically in the DbCapture
interactive client. Multiple entries may also be selected and processed as a group.

Other options permit system administrators to configure DbCapture.

Eile Edt view Teds Help

& = & w “
@9 & [ Mormal &P Tnwoices

~ DbCapture Documents

= Tobe checked [25) ] -
Frod's Invoices (21
~ Onhold/failed (1) 10 0K CaRDT Cardif Industial. 20073 0702 30082002 sz
Fred Rejected 11 EnorSupplier not in accourks system >> NO ACCOLL.  T:Needs account 05/04/2009 03¢
Being processed 22 EnorSupplier s ambiguous (0 matches] - plea. -
Tobe exported 23 EnorSupplier not in accounts system 2> NO ACCOLL.  T:Needs account. 053265 3100772002 67512
Exported (3) 24 EnorSupplier et in accounts system 55 MO ACCOUL.  T:Needs account. 30/07/2002 34320
25 ErtarNeeds aceaunt 1o be created a 5> NO ACCOU.. N3, 7.00

>> NO ACCOUL.  T:Need
NO ACCOL!

i, 30/07/2002 343.20

73642
- 79642 19/04/2004 15.23
2 »> NO ACCOU. 79642 18/04/2004 16.23

15.23

- plea

23 EnorSupplier is smbiguous (0 matches) - plea.

30 Evorheeds acoount 1o be created

31 Enan Suppler i ambiguous [0 maiches] - plea 1 - 9542 19/04/2004 1523
32 EnerSuppler s ambiguoue (0 maiches) - plea.. 79642 19042004 1823
93 Enr Suppler i ambiguous [0 maiches] - plea 79542 19042004 1523
34 EnorSuppler is ambiquous (0 matches) - ples 79542 19042004 15.23
35 EnoSuppler i ambiguous [0 maiches] - plea 79542 19042004 1523
36 EnorSuppler s ambiguous (0 matches) - plea 79542 194042004 15.23
37 EnerSuppler s ambiguous (0 maiches) - plea.. 79642 19042004 1528
38 Enor Supplier is ambiguous [0 maiches] - plea 9542 19/04/2004 1523
33 EnerSuppler s ambiguous (0 maiches) - plea.. 79642 19042004 1528
40 Enin Suppler s ambiguous [0 maiches] - plea 79542 19042004 1523
41 EnorSuppler is smbiquous (0 matches) - ples 79542 19042004 1523
42 Enn Suppler is ambiguous [0 maiches] - plea 79542 19042004 1523
43 EnorSupplier not in accounts system 5> NO ACCOLL  T:Nesds account 011200 210
44 EnorSupplier not in accounts system 3> NO ACCOUL.  T:Needs account. DCOO21 154142010 210

Ll ————— s ————————— o

Cheose operation

Filtering the display

Use the status list on the left of the screen to filter the results, eg show just Documents On
Hold, To Be Exported, etc.

- DbCapture Documents
Tobechecked (3)
Being processed
To be exported
Exported (11)

Processing documents

Menu Option Description

File Exit Close DbCapture Admin

Edit Select all Select All — select all the documents available. You can then
clear individual documents from the list.

View Show hidden fields Show all fields not currently displayed (you can display only
the fields you want using the Field Chooser).
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Refresh

Tools Server connection

Accept
Put on hold

Reinstate
Revalidate
Reprocess

Reprocess failed
entries

Document lock
maintenance

Query Database
Supplier Code

9 () Be) B3] B3] ] ) B¢ [ B¢ 0 O B9

Refresh to update the display to show the latest documents.

Show the server connection details.

Server Details

Server VIR2DEMO|
Port 31450

Accept the document as processed.

Put the document on hold, perhaps for further investigation.
You must enter a reason.

Take a document off hold and put it back in the regular queue.
Check the document again.
Reprocess the document through the capture routines again.

Reprocess just the failed entries.

Document lock maintenance is used to release documents left
locked when multiple users attempt to access the same
document. Occasionally documents can remain locked
unnecessarily, use this feature to release them.

© 2011, Version One Ltd
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Toolbar

Button Description

View settings for:

e DbCapture client — the location of the DbCapture Client
executable, eg
d:\Program Files\Version One\DbCapture
Client\DbCapClient.exe
e Update interval, the interval for polling update. Choose
from
e off (manually update only)
e 155
e 30s
e 1min
e 10min
e 30min
e 1 hour.
e Document viewing priority:
e default
e Errors, warnings, OKs
e Errors, warnings then OKs
e Errors, warnings only
e Errors then warnings then OKs
e Errors then warnings only.
DbCapture Admin Configuration
DbCapture Client D:\Program Files\Version One\DbCapture Clent\DbCapClent exe
Update Interval 15 secs -
Document Viewing Prionty —Defauit-- -
(o
Open the next document and view it in the DbCapture client.
] Refresh the display to show the most recent information.
&
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Document filter — choose the document type from the drop-
down list.

Supplier Invoices

Select All — select all the documents available. You can then
i clear individual documents from the list. Use a combination of
this and the next button to get the selection you want.

Select None — clear the selection of all documents

* available. You can then select individual documents from the
list. Use a combination of this and the previous button to get
the selection you want.

Sub-queues

Your DbScanner queues can have sub-queues, eg within the To be Checked or On Hold/failed
lists, you might have sub-levels such as Jack's Documents, Ellie's Documents, etc. The
administrator can drag and drop entries between sub-queue lists.
{ 7y Creation of sub-queues (Jack's Documents, Ellie's Documents, etc) is part of your
\r) implementation and not covered here. You can attach permissions to sub-queues, so
Jack only sees his own documents and Ellie only sees hers. Administrators would
have access to all queues to move documents between them.

There are also options on the right-click context menu for working with documents.
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DbCapture admin context menu

Overview: you can process documents in DbCapture Admin using the mouse right-click
options. Some options are unavailable, depending what stage the document is at.

istration Client

mber A Invoce Date Due Date Supphier Name Net Value (£) Camage (£)

Y'Y 2871
2006 2an

772010 Collection2000  View document

27/06/2010 270 b
1 011272003 01/1272003 Digital Workshc 49 300

Pennine Fencir 0.00

Put on hold

Revalidate
Reprocess

Delete

Option Description

View document Look at the document in the DbCapture client.

Show on hold Show the reason the document has been put on hold.

reason

Accept Accept the document as processed.

Put on hold Put the document on hold, perhaps for further investigation. You must

enter a reason.

Reinstate Take a document off hold and put it back in the regular queue.
Revalidate Check the document again.

Reprocess Reprocess the document through the capture routines again.

Delete Delete the document. You must enter a reason.
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About DbCapture interactive client

Overview: the DbCapture Interactive Client is used to process individual entries from the
gueue. It can run in two modes, if launched from the DbCapture Admin Client you process
only the selected entry and it then terminates. If run directly it presents each queue entry in
turn until the queue is empty.

From the client screen you can, subject to access permissions, create or amend existing
document templates, correct and validate data that has been read from the document and

accept the queue entry such that it updates the integrated system.

File Tools Goto  Help

@M OB OO XKGon[ERm &5 08- ol L2
| — NVOICE o Imege
Kﬂy-“&u@'@f Ltd [ g LLLH " . ‘ GE AT Detection BOG 3424 65 G06342465
e RECEIVED - 5 i 1Y — s
. VAT REG :m a8 w: m | Delivery Postcods
. - = - Purchaze Order
Supplier Code 53 NO ACCOUNT
Supplier Mame 1:Needs sccount to be cre.
Invoice Number A£9265 ez
Invoice Date 3L /07 2008 M07/2002
Due Date ('
KAY-CEL EXPANDED FOLYSTYRENE | Net Value [£) 75 .12 emiz
32 | 451 |CLAYLITE STO SHEET 32.00 adi.szé s |2 Carmiage [£] 000
:nno X 1200 X F5 MM | 3 VAT @) 118 .18 11215
54 | 433 |KAY-CEL EPS 70 FLOORING 2756 54.00 226.80| 5§
|2a00 x 1200 x S0 M/m | | Gross [£] & 67512
i | Payment Tems
| = 3¢ ‘ ‘ ’ .
pi— = | | | AB
EE §§ | Tag SUPPLIER_CODE external, keyed or DbCapture knowledasbase (-3)
o= || i {
| ?J= | | ! | ?uppliel ntut mliclcuunls system
— 1 N
) e e | ol
T YES ( TERMS. goods unty | | ers.iz|
s s ere.z o ita.is l Nett p— o 115.151 -
0 }
Tag entry ready
Menu Description
File Displays the File menu, with a single Exit option to close DbCapture.
Tools Display the Tools menu:
Option Description
Server Server connection details.
connection
Delete document Delete the displayed document.
Save user data Save user data.
Secondary Secondary identification. Use to add a secondary
identification identifier for the document. For example if you use VAT

as the primary identifier in a multi-branch or multi-
company environment, you might need to distinguish
between documents from a particular branch address.
Ideally the code is be unique, so you might use the
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Display anchors

Extract tags

Extract line data

Filter document

phone number or possibly the postcode.

Display anchors. Show the positions of tagged data
fields.

Extract tags.

Extract line data. If enabled, you can extract further
line level detail from your documents. Line level capture
is an extra option, enabled during setup and also
switched on or off at template level. Line level
information is shown at the bottom of the screen.

Filter document.

Extraction Extraction processing, shows a sub-menu with further
processing option.
Option Description
Reset tags Reset your tags.
Reset line level Reset any line level extractions for
extraction this document (if enabled).
Reset all Reset all extractions at both
extractions document and line level (if
present).
Re-identify and Re-identify the document and
extract extract the data again.
Undo all changes Undo all changes to the document
in the current session.
Properties Show more details for the selected document.
Goto Display the Goto menu:
Option Description

[Name]'s invoices Display only the named person's invoices. This is a

To be checked

useful way to filter the data with multiple users.

Display only documents to be checked.

Help Displays the About DbCapture Client help menu.

Capture problems

Any problems with the capture are highlighted in the document, for you to correct. The
example screen shows a handwritten invoice that can't be read correctly, the software
highlights the field and you can correct it manually.

DbCapture user and administrator guide 32

© 2011, Version One Ltd



Document Management & Imaging

Award-winning paperless office solutions Ve PSlonD e

DbCapture Client. Docld:162 - Page 1 of 1

Eie  Toos Help
X @om @%m s 0 8- c=f L VY
Floating Identifier 01706 659703 01706659703
Secondary Identification
Purchase Order
Supplier Code FENDO1
— — Supplier Name Pennine Fencing & Landscap
p— - - T Invoice Number No.
T Invoice Date 210672011
| To Suplye debyer

Due Date [Tziomon |

No§ 635 no wiL

Nod vt mp wi /] Carriage (€) [l 000 l
— ] | B, Edit value
- i | I Gross (£) I manually
e B | Our Reference »» TBA <<
Payment Terms 20

e Crmn Corte. 1o e R, Lancates OL1E NG

Handwritten value

~ Validation warning —_——
] . I [ ow |
Tag entry ready

There is validation logic attached to some of the fields, eg invoice Gross Value must equal

the total of Invoice Nett plus VAT.

Icon Description
’@ Display the properties for the current document.

Line level display.

Zoom in and make the document bigger.

Zoom out and make the document smaller.

Actual size. Show the document actual size, use the scroll bars to pan around.

Full page. Show the document as large as possible whilst still showing the
whole document in the window.

Page width. Fit the document to the page width in the available window, use
the vertical scroll bar to pan up and down.

I A+

Rotate the image left a quarter turn (anti-clockwise).

Rotate the image right a quarter turn (clockwise).

?2 9

DbCapture user and administrator guide 33
© 2011, Version One Ltd



Document Management & Imaging

Award-winning paperless office solutions Ve r‘SIOﬂDﬂe

=

e

(%

First page of a list of documents.

Previous page of a list of documents.

Next page of a list of documents.

Last page of a list of documents.

Display attachments. Show any linked attachments to the current document.
DbArchive can hold other types of documents that you haven't necessarily
scanned in, eg terms and conditions documents, contract attachments.

Delete the current document.

Reprocess the document. If you're not happy with the results from the first
pass, you could try re-scanning for better results.

Reprocess with dot matrix bias. Reprocess the document to try and improve
the results, using pre-sets optimised for documents originally printed on dot
matrix printers.

Zoom mode. This lets you zoom right in a particular area of a document. The
cursor changes to a magnifying glass, use it draw a box around the area you
want to look at. Use the zoom out button (above) to shrink the display again.

Identify fields.

Display zones. Use to show the areas of the document recognised as holding
field data. Data that has been recognised and looks ok is shown with a green
background. Data with a warning is shown with a yellow background — these
fields need checking and possibly amending. Data with a more severe problem
is shown with a red background — these fields definitely need correcting.

Enable secondary identification. Use to add a secondary identifier for the
document. For example using VAT as the primary identifier, you might want to
distinguish between documents from a particular branch address. Ideally the
code would be unique, so you could use the phone number or possibly the
postcode.

Filter attachments.

Display the help about window.
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Validating data

Check the data you are validating by clicking on the field in the main body of the window.
The status is shown in the box at the foot of the window.

Button Description

Accept Accept the document and save it.

Check Check the document details.

On hold Put the document on hold without passing it.

Skip Skip this document and display the next in any queue.

Quit Exit without saving.

The same functions can also be called from the toolbar at the top right of the window.

=

fa DbCapture handles all documents, including those hand-written. Handwriting is not
OCRed automatically. DbCapture also gives unreliable results with decorative display
fonts.

See also:

Capture templates

Understanding document identifiers
Creating and using anchors
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Capture templates

Overview: when you scan a document, the software uses intelligent recognition to identify
the relevant fields of the document and work out the values in the fields.

For example, the software can recognise the gross value, because it is a humeric value,
normally found in the same position at the bottom right of a document. DbCapture uses this
information to make the recognition job easier by predicting where data is likely to appear on
a document and what the data value is.

Information identified using the template can be used to lookup up unique detail about a
customer or supplier in a linked application, eg your financial package or ERP. So you might
be able to use the VAT number to identify a supplier, or a phone number to identify a
particular customer branch.

[y System administrators only: we do not recommend editing templates unless
‘\r) you are competent and sure of the implications. Take advice if necessary.

Installing templates

Templates are normally installed for you when the software is first installed and
commissioned.

Editing templates

Contact Version One if you want to edit a capture template. Editing the capture templates
with out a complete understanding risks the integrity of your system.

See also:

About DbCapture interactive client
Understanding document identifiers
Creating and using anchors
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Understanding document identifiers

What is a document identifier?

Document identifiers are used by DbCapture to associate a scanned image with the template,
to tell it where to find the information in a document. The identifier is a piece of information
which can be read from the document by DbCapture.

The most common identifier for purchase invoices is the supplier's VAT number. If this isn't
present on the document or can't be read successfully, use another identifier.

You have two identifiers for a document, to handle special cases (see below). There's always
a Primary Document Identifier, appearing in the top row of fields in the DbCapture client.

Image Va3

GB VAT Detection  MSTENTARENNE

Delivery Postcode

Purchase Order

If necessary you can also manually create a Secondary Document Identifier, appearing on
the second row of the fields, post code in this case.

Image Value

GB VAT Detection  _AGA 3221 (13 598323109

Secondary |dentificati.

Delivery Postcode

Purchase Order

ChlRAA PAKS A MO ACCALIMT o2

Using document identifiers

When a document is scanned and exported to DbCapture the information on the scanned
image is read using OCR (Optical Character Recognition).

DbCapture searches for the most likely document identifier, using built-in rules. When it finds
the most likely, it checks whether it already has a template stored for that document. If so, it
loads the template and extracts information from the document to show on the DbCapture
client.

If there's no template it can't extract any more details and you need to create a template for
that document.

Creating templates

This involves showing DbCapture where on the page it should look for particular pieces of
information, eg invoice number, invoice date, etc.

Once DbCapture knows where to look for information, this knowledge is saved as a template
linked to that document identifier value, eg the supplier VAT number.

{ 7y Field location is relative to the document identifier, eg invoice number might be 2 cm
to the left and 3.5 cm below the identifier.

DbCapture user and administrator guide 37
© 2011, Version One Ltd



Document Management & Imaging

Award-winning paperless office solutions Ve F‘SIOH O ne
Special cases

Sometimes DbCapture may not find a suitable document identifier or it may not uniquely
identify the template. You then need an additional way to create identifiers.

No automatic identification
If DbCapture does not find a suitable candidate for document identification you need to do it
manually using the client. Good identifiers:

1. Unique to a particular document and supplier, ie not something common like 'Invoice'
2. In a fixed location on the page, ie the same place on every document

3. Unlikely to be misread, ie short and easy to read, ideally with white space around

4

Not a picture or a company logo using a decorative font.

{7y The identifier needs to be reliable so all documents from that supplier are identified
correctly.

Common manual identification fields are supplier postcode, fax or telephone number. Other
fields may also be suitable, look at several documents from the supplier before deciding.
Show/hide example.

R i “W"ﬂ? l INVOICE

Norber MAS123191
Oate 01 December 2003

Bartnry, Owon OX16 OTH

Tet: +44 A 120 2186

Fae 4 5 25455
ot eyt Last part of e

b
phone no as| s l

Mr Richard King identifier. |

4 Larchway

‘our Sales Contact

' Rochdale Gerrma Turvey
OL16 3AZ
United Xingsom

Your Order Refererce
| S |

If you manually select the identifier, DbCapture will not automatically be able to identify the
supplier code and name at the point at which you create the template. You need to use the
Query Field to lookup the suppliers and select the correct one. Once you've done this and
stored it in the template it is known to DbCapture in the future.

Primary document identifier not unique
Sometimes the identifier found by DbCapture does not uniquely identify the template and
supplier, eg:

e suppliers with a single VAT number for multiple trading names and document formats

e suppliers with multiple account codes in your purchase ledger, where you need to
identify which code the invoice should be posted to.

To deal with this you need to 'disambiguate’ — select and create a secondary document
identifier.
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To disambiguate a document you need to find something which can reliably separate it from

other documents sharing the same primary identifier. The rules for doing this are the same

as those for a manual primary document identifier. If necessary, click the Disambiguate

button on the toolbar, which prompts you to select the secondary identifier. If this has been
done for you, you don't need to click the button.

x| &on] OfFs &[F @l

Once you have created the secondary document identifier and confirmed the supplier code to
which the document relates, this is stored with the template and allows documents to be
recognised automatically in the future.

\r) When a secondary document identifier has been created on a template, the location
on the document where DbCapture should look for each field is stored as a position
relative to this secondary document identifier rather than the primary identifier.

\r) Secondary document identifiers should only be created when absolutely
necessary, ie when the primary document identifier does not uniquely identify the
template and the supplier.

Summary

Document identifiers tell DbCapture where to find the information on a document using a
series of templates. Careful creation of templates and the selection of document identifiers is
key to successfully processing documents.

See also:

About DbCapture interactive client
Capture templates

Creating and using anchors
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Creating and using anchors

What is an anchor?

Apart from the primary document identifier (usually the VAT number) each field extracted
from the document using OCR has an anchor. The anchor provides DbCapture with a fixed
point from which to navigate to the data field to be extracted.

By default all extract fields are anchored to the primary document identifier. If there is a
secondary document identifier, this becomes the default anchor for all extract fields. You can
see the anchor for any field by turning on Display Anchor Mode (choose Tools > Display
Anchor), and positioning the cursor in the extract field box. The extract area for the field is
shown in Green and the Anchor in Yellow.

What is a floating anchor?

Floating anchors are used when text to be extracted moves from invoice to invoice, eg line
values on an invoice may move up and down depending on how many lines there are.

They may also be required when the default anchor is not suitable for other reasons, eg the
VAT number is pre-printed onto continuous stationery and the paper is not always correctly
aligned.

In these situations the extract fields must be anchored to some text whose position remains
constant in relation to the extract field.

What makes a good floating anchor?
Floating anchors are always searched for within a marked region. Good floating anchors:
1. Must not float in relation to the extract field anchored to them

2. Unique within the marked region, eg don't use 'Total' if both "Total Goods' and 'Total
VAT' appear in the marked region

3. Short and likely to OCR correctly, eg avoid multi-word phrases, punctuation characters,
etc.

If multiple fields require a floating anchor, try and use the same one for all fields.

\r) If a floating anchor is not found when a document goes through the OCR, all fields
using it are blank and the green box appears top left of the image.

Creating floating anchors

Steps to extract the Gross Value and create an anchor that locates the gross value field:

1. Select Gross value and extract it as normal.

sssEswassssas | Ancllary Charge 6 ) 000
Net 3209.33 |
e ® 17.50% 561.63 Natbhea 40
s .. | Gross Vake 3770.9565K0
‘ if‘.b-.J.l.AlJ.a\l.l.— nmn

2. Right-click the value column of the gross value, choose Display Anchor Mode.
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Biross Valus 3770.96
Calcudated Nt Vaue o ODj
Caledaled Yatable Valie 0.00|
VAT Code N | A
Delete Extract Tone
VAT Rate 0o |

3. Right-click, choose Attach Anchor To Field, then Create New Anchor.

VAT Vale
L B o)
Groes Vaue 3 7 Seiect Fiekd &n

Calculated Mei Vale

v Document ID v Display &nchoe Made

Delete Fetract Fone

FORM ICFUTIFIFR

4. The right of the window greys-out, use the box bottom left to create the anchor.

Select anchor bt | i | “_Iil l

5. Grab the text from the screen you wish to use as your anchor. This is a bit of text
which follows the values up and down the page, in this example the word 'Total' follows
the text up and down.

Net 3209.33
by rate @ 17.50% 561.63
TOTAL 3770.96

RS SEEssEEEmsEEs

6. Extract the text as normal, it is placed in the bottom box.

Select anchor test TOTAL [ » v xl ]

7. Click the right arrow.
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Tell DbCapture the boundary for the search word. This is an area around the word
'Total' which extends up and down the page — draw a box on the page (the co-
ordinates are displayed in the box).

| Qe m|=(o wia) o] «|of>]0] x| o] AF 5|
IAGREEMENT BREF 74ET9 T

EM AND 1 .50 3209.33

12050427, Dated 21 JUL 2

3209.33
561.63
3770.96

-

AT analysis by rate @

9. Click the green tick.
Select bounding aiea 15231502 2221410 o | x| |

10. Now the Gross Value row is selected, the extraction zone is green and the anchor text

yellow.
ssassssassssz G CRAY LNMDS K14 uw
® 'i'?rl.sc' A:“Ié; VAT Yok am
o ] o Ve 3770.56¢0E000

11. To attach the rest of the values to that anchor point, select the VAT Value and extract it
as normal.

------------- ok bl
Ne

17?50; - VAT Vahs 561l .63
BOTRL s L I Gross Vo 3770.96 ms
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12. Right-click the Value column of the VAT Value row and select Attach Anchor To Field to
see your 'Total' anchor. Select Attach To The Anchor.

VAT Yakie 56~
Groee Vaua e G AL =
Create rew andhor... Attach Anchor ToReld  »
Calculatz
+ Document ID v Deplay onchor Mode
Cdculats
FORM_[DENTIFIER Delete Extract Zone
VAT Cod  DOCUMENT_NUMBER
DOCUNMENT _DATE | EXOUEE Tm,,wnun
VAT R S
ORCER_TVPE Propestiss
Compay  CUE_DATE 1
0 PURCHASE_NO %
Receved  yarase_Gooos_ valLE | 16/05/2008
Spetem P PNC_CHARGE L TEST
ANC_CHEREE_?
Transazt  aNC_CHARGE_3 00000 A
ANC_CHARCE_4
ANC_CHEREE_S -
ANC_CHARCE 6 ’ At
CROAS_VALUE a Check
CALC_MET_VALLE
ey e e Un hoid
Feldy  CALC VATABLE VALLE —l
Nett. e
chzch ! -
sip |

13. The floating anchor has been created.

sasacs sazasss Ancilay Crwge 8 |-| A0
rllsfs»:\ e VAT Vabie 561 .63
oo i Gross Ve 23770.96 =
See also:

About DbCapture interactive client
Capture templates
Understanding document identifiers
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Line level capture

Overview: line level capture is an optional feature within DbCapture, used to gather a
greater level of detail from the documents using either using OCR or data obtained from
elsewhere in your Finance or ERP system.

\_r) Most organisations and users don't use line level capture and can skip this topic.

Line level capture is enabled in two ways:

e switched on globally at the time of implementation licensing
e ifitis enabled globally, it can also be switched off individually for each template.

If it is not switched on, you won't see the line level options.

Line level grid
Line level capture uses an additional line level data grid, below the document image in the
window. Columns in the grid are configured in the DbCapture profile.

The grid data can be populated in three ways:

1. Manually — type in all data

2. OCR — the default contents are read from the source document using OCR. This
requires you to define the extraction zones and rules in the document template.

3. From your other computer systems — configured as part of the initial project setup.

However it is created, data in the grid may be amended, lines added and deleted and the
entire contents validated.

See also: Using line level capture
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Using line level capture

\_) Most organisations and users don't use line level capture and can skip this topic.

Once you've identified document header details, you can run line level capture. Line level
capture is used to gather a greater level of data about documents.

m Line level capture has its own toolbar towards the bottom of the window. If the toolbar
and data grid are not visible you may need to click the View Line Level Grid icon on
the main toolbar. The icon is used to view and hide line level details at any time.

Line level toolbar:
2 48X @

If the data grid is populated via OCR, you may need to create the extraction details if they
are not already present. To do this:

First page
1. On the bottom tool bar click the Edit Line Data icon.

2. On the first page containing details, click and drag a box over all the columns — this is
the boundary box.

3. Right-click in the boundary box and choose Properties.

(@ Payment has been made for Mousing Beneét for the folowing tanant(s) by Barik BACS 00 Jurw 8. 2051

Posting i 883295 Amount £2.788 85 Period 16MAY-2011/ 12JUN-2013
Claimant Detaits Prepor=

-
=
=
=1 weer  owanTe EISI0 1EMAY-201 AT AN200
=
=
-

= BT - 39418 1B UAY. :an/'} son20N
03153 CHANPEON wsse mv,u.:m/tzw.h' 2018
200084 FumeR . X Edit columns
amm weprTT
»
24238 BERYATT {
L
»
4
HE Ref Te Display anchor mode
Delete
Properties

O AR 2 ARy R
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4. 1If the first page of details has them in a different place to all the other pages, select
current page, use the range option or leave it on all pages.
Apply extraction to
(&) pages
()Range
Shest front/back. Fromt v
[ ok ] [ LCancel
5. The Sheet Front/Back drop-down list is for duplex — if the first side of the first page is
different, choose Front. Otherwise, select front & back to process both the same.
6. Click OK to continue
Next page
1. Go to the next page, and drag a boundary box over the line details.
2. Right-click in this boundary box, and set the Properties. If it's single sided and all the

continuation pages are the same.

Define columns
Now define the columns:

1.

2.

Go back to the first page.
Right-click on the boundary box, and choose Edit columns.

Click on a column you use to identify the line items, eg Claim Ref, Line Item, or
whatever data your documents hold. This highlights the box in the Add New row with a
dashed line.

Drag a box over the column on the page containing the line identifier (eg Claim Ref,
Line Item, etc).

Choose extract lines or repeat the above for the remaining extractable columns. This
extracts the text on each line from the document.

Select the column you use to identify the line items, then drag click and drag a box for
the next column you want to capture, eg description, value. Repeat for each column
you want to capture.

Extract line details
Click Extract lines to add the new columns into the grid.
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Viewing columns
To see all the columns you have extracted on the page, right-click the current column in the

image viewer and select ‘View all columns’. This shows the current column in grey, other
columns in blue.

s Bl ama g e e ) (P By IR 7
Gl © © = A Bl X3
LONDON BOROUGH OF
RICHMOND UPON THAMES
Landlord Pay Sehed,
Gt Cantrn. 24 Yors Swet. Tachsonam TW1 307 omad Lol
Wetate www AOATND ou uk Tephone 0208 891 7724
Do of mywn 08-Jun-2011
s
Pleass quote BN reference|
2 MANOVER MOUSGING ASSOCIATION
-4 St Credaor 1O
g - Payment Method: Bank BACS

65 itz /)

@ Payment has been made for Mausing Beetit for the folowing tenant(s) by Bank BACS ¢o Jume 8. 2011

Dear Se / Madam,

Posting s 883295 Amount £2.788 55 Period 16MAY-2011/ 12JUN-2013
Claimant Dataits PreP s
Clan 1D Ciaimant Address Amcunt Start €nd
FrEroyre— —— 29031 -svuw
oW - —— e E3E20 SEMAY. 2010 IARUNZO0N
JXIN ———— 133416 8 MAv.20t1  Lebounaont
204183 CHARMN - ot a5 en 1bMAva0tt A2am01h
S —
0864 F US R om.2 evavan b
it Sam
21103 oy e e - 43356 1e-MAY-200 12-20N-2011
ot in. Aitiee
24200 BFR - a— £407.38 BOAAY-201) %vn

Tenancy ref enants Sumame

Edit grid bounding

View all columns

Delete

Troubleshooting
Adjusting the line pitch

1. If the extraction only returns a single row, try altering the amount of space between
the lines. From the Tools menu, select Properties and choose the Line Level tab.
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Properties X

(%) Single line description
O Multi-line description

[] Specify header conditions

Entity pitch threshold 110 ‘V,‘ [pixels)

Row Data Processing

[] Propagate row data between columns

[ oK ] [ LCancel ]

2. Choose a higher Entity Pitch Threshold using the drop-down list (for 300dpi scans each
linear inch is 300 pixels).

3. Click OK for the Properties window and click Extract Lines again.

Deleting columns
To delete extra grid lines manually, select the line, then click the red cross in the bottom
toolbar. Use Extract Lines to re-extract this data if you make a mistake.

Adjusting the grid boundary
To switch back to the boundary editing mode, right-click the current column and choose Edit
Grid Bounding.

Adding start and end markers
1. In boundary editing mode, right-click the boundary box and make sure Display Anchor
Mode is selected.

2. Right-click the boundary box and choose Attach Top (or Bottom) Anchor To Table, then
Create New Anchor...

3. The Anchor toolbar opens. Select the text to use, eg line details. Click and drag a box
over the text.

4. Configure the boundary to look for this text, using the Configure boundary button on
the Anchor toolbar. Click and drag a box on the page where this label text might
appear.

5. Click the green tick to accept the anchor.
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Floating |dentifier WWWiChmONd. gov.uk  wwew.sichmond.gov.uk

Query Database AADOBD | Richmond up.. ~
LA Code AA00BD

L& Name Richmond upon Thames L.
Document Type Schedules

Received Date 16/06/2011

Transaction Date 08-Jun-2011 0s/08/2011

System Flag TEST v
Scan Date 16/06/2011

Scanned By AP1

Batch Name BN17673

MDFED

memwm-wmbﬂmwmmﬁtmﬂhw

£2,788.55 ..

Right-click the boundary box and from the appropriate Attach To Table menu, choose
your new anchor from the bottom section of the list.

Jools Help
g e T A o BB 5. .| & = 0
Moo F= O ke XBoMORT 3508 Tasy
e 3
ey ,
Floating Identifies v sichmond gov.uk
om0 Cumes M b wa Ga
Quety Database ASD0BD | Achmond wp. ~
LA Code AADOBD
LA Name Richmond upon Thames L.
Document Type Schedules

Receved Date 16/068/2011

Transaction Date 08/06/2011

Edit columns
System Flag TEST
Select top anch
B B | ScanDae 16/06/2011
o Attechtop anchortotable p Create new anchor...
s Scanned By 4P1
e top anchor
¥ Document1d Batch Name BN17673
Select bottom anchor RECEIVED_DATE
e
Attach bottom anchee to table » COCUMENT_TOTAL i |
Delets bettom ancic TRANSACTION_DATE babl iohiloh R
¥ Dispiay anchce mode [ Accen |

"Claimant Details’

Delete | cneck |
Progerties | Onkod |

176343 0053000205 - 2031 - — . 16/05/2011 02/06/2011 DIRECT 41052

178663 0053001202 - 3624 - — - 16/05/2011 02/06/2011 DIRECT 40268
183373 0053000402 - 32416 - — .- 16/05/2011 02/06/2011 DIRECT 3m2a
203153 0053001504 - 43580 - .. 16/05/2011 12/06/2011 DIRECT 501,36
208694 0053001303 - |2 — e 16/06/2011 2/06/2011 DIRECT =R
211103 0053000308 - 43336 -— e 16/05/2011 12/06/2011 DIRECT 51207

#* Enter additional ine data. .

24X @

c of bne Jevel

Repeat for each boundary box you have configured, eg the second page might have a
total you could use to define the bottom of the boundary box.
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Creating a new anchor

Select the text, click Configure Boundary, click and drag a box over the column where it
might appear. You can adjust the boundary box by dragging the handles if necessary.

Shared anchors

If any boundary box shares an anchor, ensure your boundary box encloses both, and select
them from the Attach Anchor menu rather than trying to create them again. If the line
details have additional lines between them, you can configure this under the Tools >
Properties menu.

B Properties X
General | Line Level

Entity Separation
(O Single line description
(&) Multi-line description
Specify header conditions
(¥ Existance of value in column - Select item -- | v;
(O Other
Specify footer conditions

() Existance of value in column

() Other ‘

Entity pitch threshold 300 | v/ ([piels) [[] Discard header

["] Discard footer
Multi-line entity pitch threshold | 80 wv| [pixels) DAt Fantar

Row Data Processing

["] Propagate row data between columns

‘ oK J } LCancel

Extracting data manually

Once the template extraction zones have been defined in the template, or for systems where
OCR is not being used to put content into the data grid, the data in the grid can be
manipulated manually.

Data can be entered or amended in each of the cells on a specific detail line simply by
clicking in the cell and typing as normal.

Deleting a line

% You can delete a line from the grid by selecting it and clicking the Delete icon (red
cross) on the toolbar.

Adding a line to the grid
To add a line to the grid, put the cursor in the Enter Additional Line Data section and edit the
required cells.

Enter additional line data...
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Moving lines

1w To move lines up and down within the data grid, select the line you want and click
the Up or Down arrows on the toolbar.

u

Extracting lines

§ At any point, if the grid data has been populated via OCR you can completely refresh
the grid and re-extract the data from the document by clicking the Extract Lines icon
on the toolbar. This is useful when creating the template, enabling you to tune the
individual line extraction rules.

\_) Any manual changes you made are lost when you extract lines.
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Capture properties

Overview: properties of a DbCapture document are shown by clicking the Properties toolbar
button from the DbCapture interactive client window. The properties window has two tabs:

e general
e line level.

General tab

Generd | Line Level

OCR pages

@Al
(O Front/back only
[¥] Flstten duplex
[¥] Line items
0K Cancel
Option Description
All Choose to process all pages of a document. Select this or the next
option.

Front/back only  Choose to process just the front and back pages. Select this or the
previous option.

Flatten duplex

Line items Select whether you want to process line level details for this document.
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Line level tab

General | Line Level

Entiy Separation

(%) Single Ine description
(O Multidine description
"] Specity header condbions

Entity pitch treeshold 100 || fpeeals)

Row Data Processing

[7] Propagate row data between columns

ok | | Concel

Option Description

Entity separation

Single line Choose to specify whether line descriptions are typically single line.
description

Multi-line Choose to specify whether line descriptions are typically multi-line (not
description necessarily all descriptions).

Specify header Select to choose header conditions. You then need to select one of the
conditions two options below.

Existence of Choose from the drop-down list:

value in column e number

e description

e quantity
e unit
e price

e discount %
e value.
Alternatively choose Other (below).
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Other
Specify footer
conditions

Existence of
value in column

Other
Entity pitch
threshold

Multi-line pitch
threshold

Discard header
Discard footer

Details in footer

If you choose Other (rather than Existence of Value in Column above),
press the Build button to specify the condition.

Select to choose footer conditions. You then need to select one of the
two options below.

Choose from the drop-down list:
e number

e description

e quantity
e unit
e price

e discount %
e value.

Alternatively choose Other (below).

If you choose Other (rather than Existence of Value in Column above),
press the Build button to specify the condition.

Choose off or a value from the drop-down list (between 100 and 300
pixels).

Choose off or a value from the drop-down list (between 50 and 100
pixels). Only enabled if Multi-Line Description is selected at the top.

Select to discard the header information from the document.
Select to discard the footer information from the document.

Select to specifically look for details in the footer of the document.

Row data processing

Propagate row
data between
columns

Column from

Select and choose the data you want to propagate from the fields below.

Choose from:
e number

e description

e quantity
e unit
e price

e discount %

e value.
Column to Choose from:
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Row Choose first or last from the drop-down list.

number
description
quantity
unit

price
discount %

value.

Q The line level tab is only available if line level capture is enabled.
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PDF import module

Overview: this is an add-on module to DbCapture that can be used to import files that
already exist having been created elsewhere. These may have been received via email from
your business partners. The most common format of these files is PDF, other formats such as
TIFF and JPEG are also supported. The files are automatically imported and processed in
DbCapture, without needing DbScanner.

Technical outline

The default TAG values such as LIVE/TEST or COMPANY NUMBER, etc, which are normally
passed from DbScanner can be automatically populated based on settings in a file in the
polled directory. The TAG fields can be generated and specified based on the network folder
from which the PDF or TIFF file is obtained. For example:

c:\dbcapture\pdf\test generates documents to go into the test system
c:\dbcapture\pdf\live generates documents to go into the live system

You can monitor a maximum of ten folders. If you need more tags, they can be manually

entered with the DbCapture client.

{ "% This module requires a minimum of DbCapture v2.1 and ABBYY 9. We recommend

\r) upgrading all the DbCapture suite to the current version when implementing this
module. The module is separately licensed and requires a valid 'AutoDeposit' entry in
the DbCapture.key file. The previous key entry 'PDF Support' remains valid for
backwards compatibility.
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Using the PDF module

How it works

Documents which have been received in digital format are placed by the operator into a
specified folder on disk. Multiple folders may be configured as a configuration file present in
the folder can be used to sets specific options in the entry that will be added to the
DbCapture queue. The module periodically checks folders) for input files. These are
converted into an image format which can be processed. Files are put in the DbCapture
gueue [To Be Processed] as if they had been scanned and exported.

The invoice is then passed through the same process as a scanned invoice:

1. The document is OCRed

The data is validated

It is put in a DbCapture queue (with an OK, Warning or Error status)
If OK, it can be accepted

If an error or warning is shown, check the document as normal

Data is exported to the finance system

N o u & w N

The original file is placed in DbArchive (to comply with audit, as this was the original
document record).
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Installing and configuring

Installation

Initial installation generally uses the IManager utility. After installing the base DbCapture
elements in the normal way, select the PDF Module tab and follow the instructions in the
installation guide.

Configuration

Installation Manager (IManager) has been updated to allow configuration of polled directories
and tag defaults.

The default TAG values such as LIVE/TEST or COMPANY NUMBER, etc, which are generally
passed from DbScanner can be automatically populated based on settings in a file in the
polled directory. The TAG fields can be generated and specified based on the network folder
from which the PDF file is obtained. For example:

c:\dbcapture\pdf\test generates documents to go into the test system
c:\dbcapture\pdf\live generates documents to go into the live system.

You can monitor a maximum of ten folders. If you need more tags, they can be manually
entered with the DbCapture client.

DbCapturePDFFileWatcher

This new service utility polls the configured folders and launches a batch file to add
documents it finds to the DbCapture queue. This is an enhanced version of DbCheck and
works in a similar manner.

DbCapUtil command line utility

This utility can be used to take action on DbCapture items from the Command Line. For the
purposes of this module a new option 'DEPOSIT' has been implemented.

e Install using DbCapUtil.msi, the utility can be executed from any location however it
needs the file DbCapUtil.exe.config to exist in the sme folder

e Run DbCapUtil -h to display the command line options (see —h snippet below).

>>DbCapUtil version 2.1.0.0

-s DbCapture server name
-0 DbCapture server port
-u DbLogin user name

-p DbLogin user password
-dbcp DbCapture profile

ACCEPT|DELETE|DEPOSIT|QUERY
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-dbcs DbCapture scanner profile]

-y Document type (PDF, TIF, JPG OR DL)

-doc document to deposit file name

-t tag data file name

-p document unlocking password (eg PDF password protection)
-d DbCapture system document ID

-message reason for operation, currently only applies to deletion]

Deposit example:

DbCapUtil.exe DEPOSIT -s dbcap svr -o 31450 -u userl -p pwl23 -y TIF -doc
A\inv2.pdf -t .\inv2.tag -dbcp DbCapture -dbcs dbcapturel

\,) The following file types are supported: PDF, TIFF, JPEG and DL.

Document background processing

The background processor can be executed to run in ‘unpack’ mode,where a deposited PDF
or TIFF is unpacked into media (.dl + images) that the DbCapture client can process. This is
achieved using a similar command line to the snippet below (included within the service
installation described earlier).

dbcscaptureserver.exe -install "DbCapture:Unpack" -UNPACK -
SERVERLOGd: \versionone\Dbcapture\DbCapUnpack.lg

Configuration has been added to the DbCapture scan profile container (.dbcs) that configures
whether the OCR is performed on the original deposit source or the unpacked media, called
OCRFromMaster. There is an additional property that forces a format for the unpacked media
called UnpackedFormat.

OCRFromMaster (.dbcs [main] section)

0 Perform OCR on unpacked media. (Default)
1 Perform OCR on original deposit source eg PDF file.

2 All pages of source document are converted to colour JPEG.

This configuration currently applies to PDF document types only.

UnpackedFormat (.dbcs [main] section)

0 If conversion detects that the underlying page of the source document (eg PDF) is
colour then the equivalent unpacked page image format is determined by the
conversion process. A colour page detection results in a colour JPEG image
conversion, a B&W page detection results in a B&W TIFF group 4 image conversion.
(Default).

DbCapture user and administrator guide 60
© 2011, Version One Ltd



Document Management & Imaging

Award-winning paperless office solutions Ve r‘SIOﬂDﬂe
\%—’//"

1 All pages of source document are converted to B&W TIFF group 4.

2 All pages of source document are converted to colour JPEG.

{ “ The default operation is to OCR from unpacked media of format of the most

\r) applicable output (decided by the conversion process). This can result in a mixture
black and white tiffs and colour JPEGS, so if the unpacked media is to be deposited
into DbArchive then a mixture of image format types would be present in a dl
container. To overcome this you may want to enforce a format (eg black and white)
and also perform OCR on the original source as conversion may cause loss of data.

Passing document type to DbCapture scripts

Properties have been added to DbCapture scripts input spool that convey the document type
and the file name of the source-unpacked file called Document_Type and Document_Name.
Currently the Document_Type can be either PDF or DL as with the case of scanned
documents that have been added to the system queue using DbCaptureExport. (see .spl
system page below)

TRANSFORM:VALIDATE

ACTION:CHECK

USER:ian.fildes

CURRENT DATE:23/09/2010

CURRENT TIME:09:05:54

DBC_STATE:1
TAG:C:\versionone\DbCapture\Queuel\168\168val.TAG
DocID:168

Scanner Profile:dbcapturel

DbCapture Profile:dbcapture

Template Type:0

Template ID:0

Template Subtype:0

Document Type:PDF

Document Name:C:\versionone\DbCapture\Queuel\168\168.PDF
LineCount:0

Template Userdata:

UserData Primary:0
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PDF importing FAQs

Some frequently asked questions about the PDF import module:

Q: What format of PDF files are supported?

A: PDF files can be of either embedded text or pure image format.

Q: What format of TIFF files are supported?

A: The rules are the same as previously applied to TIFF files imported via DbScanner, ie
multi-page Bitonal, Group 4 TIFF images ideally at a minimum of 300 dpi.

Q: Can the system handle a single PDF/TIFF file containing multiple invoices?

A: No, whilst the solution can handle multi-page invoices, the image file needs to be one
invoice transaction per file.

Q

How many network folders can be simultaneously monitored?

A: Up to 10 folders and 10 batch default types can be configured.
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Glossary

accounts package: Version One packages can interface with third-party standard
accounts and ERP packages.

annotation: A note added to a document in DbArchive. Like adding a sticky not to a
paper document, the original document is not changed.

authorisation route: Documents can proceed through a number of approval states to be
fully authorised. The authorisation route taken by a particular document follows
predefined rules. Rules can use fields from the document, such as total value.

barcode: An optical machine-readable representation of data.

DbArchive: An enterprise-wide document imaging and management system, used to
archive outgoing and incoming documents, and retrieve them quickly and easily.

DbAuthorise: Manages the authorisation of documents, such as supplier invoices
requiring payment. Each document can pass through a series of authorisations before
final approval.

DbCapture: Used to give a summary view of captures and lets you work with your
documents. Captured information is shown and any problems with documents can be
corrected.

DbConsole: Provides facilities for configuring and controlling the way DbScanner,
DbQuery and DbWebQuery operate.

DbDeposit: Used to add extra document into the archive. Most documents are deposited
automatically by printing invoices or scanning. DbDeposit allows you to add a file, such
as a Word document or a PDF file, into the archive.
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DbFax: Provides facilities for sending electronic documents by fax. Administrators can

use DbFax to view fax requests on the server, edit or view system files, and take
appropriate actions.

DbForm: Used to process source files (typically a print spool file), reformat them and
pass the new layout to an output program. Output programs can convert the file to a
different format, eg tiff, pdf, xml, csv, and pass it to other programs, such as DbFax,
DbArchive and DbMail.

DbLogin: The common module used to access each of the document management suite
applications.

DbMail: Module handling email integration, used to generate and send emails from your
business applications. For example, send remittance advices directly to your suppliers via
email, instead of printing, faxing or posting.

DbMailAdmin: The administration component of DbMail used to enter the information and
select options to run DbMail how you want.

DbQuery: Provides facilities for finding and retrieving your archived and stored
information.

DbScanner: Provides facilities for scanning paper documents and processing the images.

DbTrans: Before you can edit or delete a table you must unload the document data
stored in it, and export it to another file.

DbWebquery: Provides facilities for retrieving the stored information through a standard
web browser interface. Similar to DbQuery in use.

DbWebRetrieve: Uses a web browser to find and work with documents in your archive
(DbArchive). You can search by a number of methods.

document profile: Document profiles control a set of scanning properties. It controls
aspects to the scanning process such as whether barcodes are used, the OCR
environment (if OCR is being used), how look-ups work for the document tags and so on.
Each document profile is connected to a document type.

document type: A document type is created for each sort of document that is scanned.
For example purchase orders, purchase invoices, goods received notes, etc.

duplex: Double-sided document printing.

E
EDI: Electronic Data Interchange — electronic exchange of transaction documents with
your trading partners.
ERP: Enterprise Resource Planning — software applications that integrate internal and
external management information across an organisation, embracing finance/accounting,
manufacturing, sales and service, CRM, etc.
event log: A record of all the activity on your system — may be used by the support
team to help diagnose any problems.

G
green meter: A package used to quantify the environmental savings from using the
software in terms of CO2 emissions and tree equivalents.
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GUI designer: Graphical tool available to produce the .def file. Input spool files can be

mapped and output form definitions can be generated from scanned input files, data can
then be placed on the output form.

import batch: Used if documents arrive through Electronic Data Interchange (EDI) or are
scanned using another software package.

JPG: Graphic file format, uses 'lossy' compression, to give smaller file sizes.
Kofax: Kofax software is the image-processing engine used with DbScanner.

mail: Applications can use your email client to send a document from one user to
another.

manual recognition: Sometimes a document cannot be OCRed properly, either because it
was poor quality or hand-written. You are shown a warning for these fields and you can
edit the values manually.

OCR: Optical Character Recognition — the electronic translation of images of text
(usually captured by a scanner) into editable text. OCR is not an exact science and
requires human validation to make sure the results are acceptable. Think in terms of
around 90% accuracy, depending on fonts, size, quality of original, etc.

scanner: A device that optically scans images, printed text or handwriting and converts it
to a digital image.

TIFF: Graphic file format, uses 'lossless' compression, giving larger file sizes.

Version One: Award winning document management company. Authors of the document
management suite of applications, saving time, improving efficiencies and improving
green credentials.

DbCapture user and administrator guide 65
© 2011, Version One Ltd



Document Management & Imaging

Award-winning paperless office solutions Ve PSIOI“ID e

Index

DbCapture user and administrator guide 66
© 2011, Version One Ltd



Award-winning paperless office solutions

A

about DbCapture.........cccvvevevviiinninnnns 23
about DbCapture client........................ 26
about DbCapture export...................... 24
about DbCapture interactive client........ 31
about help ......cccoovviiiiiiiiiiiiiias 19
accept document.........ccoovveiiiiiiiiiiinins 30
accepting documents ...........ccccvviiinnnns 24
adding a desktop shortcut .................... 7
adding lines to grid............cccccoovvvinnnns 45
AAAreSS .. 18
admin client...........cccoovovviiiiiiiiiiiininin, 26
ANCAOIS ... 23,40
application suite ...........cccoiviiiiiiinian. 2
authorisation...........ccccvovvviiiiiiniiinan, 2
B

backups ....c.ccovveiiiiiiiiiiiii i 17
best match .........cccovvvviiiiiiiiiiiis 12
business SECUrity .....c.ovveiviiiiiiiiiniiinnnn, 17
C

capture properties .........ccccveviiiiiiiniinn.. 52
Caplture QUEUE........ccovvviiniiiiiiiiininianns 23
capture templates.............ccccceviiinnnnn. 36
capturing data...........cccocvveiiiiiiiiiniiinn.. 2
capturing data lin€s ...............cccccvvvuunn. 45
change environment ...................c.ouuees 19
change language .............ccoovviiiieianns 19
change password..............cccoeviiieianns 19
change user...........ccccveuiiiiiiiiiiiiininnnnns 19
check folders........ccoovveiiiiiiiiiiiiiianns 62
choosing anchors............cccoceeveieieienen.. 40
choosing fields .........ccccovvveveiiiininians. 9
clear search term ..........ccovviiiiienninnn.. 9
client administration ........................... 26
common features ..........ccccceveveiniinnnnn. 7
configuring PDF module....................... 59
(0(e] g1 = ol sl J - 18
contents tab .....cccooviiiiiiiiiiiiiii 12
(0le) 03V g/[« | 1 18

DbCapture user and administrator guide
© 2011, Version One Ltd

Document Management & Imaging

VersionOne

L\ — il
correcting data............cccccvvviiiiiiiiiinnnns 31
creating a shortcut ...............ccccvvvinnnn. 7
creating anchors ..........c.ccocvevviiiiinnnnn. 40
creating and using anchors.................. 40
customising columns......................ou... 9
customising fields.............cccccvvieiennnn.n. 9
customising the suite........................... 7
D
data capture........ccovveiiiiiiiiiiiiininnnns, 2
data find ......c.cooeveveieiiiiiiiiiiia 9
data from images.........c.covviiuieiinnnnn. 58
data SeCUrity......cccuveviiiiiiiiiiiiiiinininnnns 17
data templates............cccovveviiiieninninnns 36
DbCapture admin context menu........... 30
DbCapture admin right-click ................ 30
DbCapture client ..........c.ccoovviiiiiiinnnnn. 26
DbCapture export...........cccvvvveiieniniinnns 24
DbCapture interactive client................. 31
DbCapture introduction ....................... 23
DbCapture line level ..........cccvvvvieinnnn, 44
DbCapture propertieS..........coovveveevinnns 52
DBLOGIN c.ovviiiiiiiiii i 15
define document columns.................... 45
delete document .........ccccoovviiiiiiiinnnnn, 30
deleting documents ...............cccovvvnnnn. 31
desktop shortcut .........c.ccvovviiiininnnnn. 7
disaster reCoVery........coouovviiiiiinininnnnn. 17
displaying anchors............c..cccoovvvnnnnnn. 31
document accept.........ccccuveiiiiiiiiniinnns 30
document anchors............ccccvveviinnnnn, 40
document authorisation........................ 2
document data capture ..................eu.. 2
document fields..........cccccovvviiiiiinnnnn.. 36
document find........c.ccooovviiiiiiiiiiinannn.s. 9
document identifier.................c.c.oueee.. 40
document identifiers...............c.c.oooeue. 37
document line templates ..................... 45
document lists .....c.oovvviiiiiiiiiiiiiiiinnn, 26
document management suite............. 2,7
document on hold.............c.cccceveveinnnnns 23

67



Award-winning paperless office solutions

document on-hold ...............cccoovieinanns 30
document propertieS..................... 31, 52
document QUEUE...........cevvevievinninnnnnnns, 30
document tags .......cccvvieiiiiiiiiiiiiiiinns, 23
document templates ................ccceuuunnn. 36
documents to be checked .................... 31
documents to checK...........ccovvviivinenann, 23
dot matrix bias.............cocouviiiiiiiiininann, 23
E

editing capture data............................ 31
email contact ........ccooovviiiiiiiiiiiiiiininnn, 18
eNnVIroNMENt .......cccovvviiiiiiiiiiiiniinanans 19
example SCreens ........ccuvvvevvieiniiennannns 12
eXPOort CapturesS........oovviieiiiiiiiiniisnninnn, 24
extract line data..................c.cuun.. 23, 31
extract liN€S........ccovvvviiiiiiiiiiiiiianans 45
extract tags ......ccooviiiiiiiiiiiiinnins 23, 31
extracting data manually ..................... 45
extraction processing ........c.oovvviuiiiennns 31
F

FAQS = PDF ..o 62
feedback .......coovviiiiiiiiiiiiiiii 18
field chooser.......cccvviiiiiiiiiiiiiiian, 9
fields that move .............coovvviiiiiinennnn. 40
file backups ........ccooovviiiiiiiiiiiiiiiianns 17
filter by user........cccoovvvviiiiiinnnnn.. 23, 31
filtering documents...............cccocvveininnns. 9
finddate........cooovvviiiiiiiiiiiiiiii e, 9
finding document fields ....................... 36
finding documents ..............cccoviieininnns. 9
finding help.........ccoovvviiiiiiiiiis 12
finding US .c.covviiiiiiiiiiii 18
fiXxing captures ...........cocovviviiiiiiinenenans. 31
floating anchors...........c.ccccovvviiiiieinnns 40
G

getting in touch..........c.c.coovoiiiiiiiiiiian. 18
GlOSSArY oo 12
GO O MENU...cvvvviiiriiniiiiiiiiiisiniaanns 31

DbCapture user and administrator guide
© 2011, Version One Ltd

Document Management & Imaging

VersionOne

=

H

handwritten documents....................... 31
help about........cccovvviiiiiiiiiiiiiiinn 19
help contents...........cccovvviiiiiiiienininnnns 12
helpindex .......cccooovvviiiiiiiiiiiiiiinnn 12
help version.......c.ccoooovviiiiiiiiiiiiiinnn, 18
hold document........................ 23, 24, 30
I

identifying document fields.................. 36
import PDF SCanNs .........ccccoveviiiiinnninnns 58
import TIFF SCanS.......ccucovviieviinnninnnnns. 58
importing image files ...............c.c.co....s 58
importing PDF ...........ccovvveiiiiiiiiiiiinninns 57
importing PDFS .........ccvvvviiiiiiiiiiiinninns 62
importing TIFF .....ccocvviiiiiiiiiiiiiiiiiaans 57
importing TIFFS......c..covviiiiiiiiiiiiiiinninns 62
index tab.......cccooviviiiiiiiiiiiiiiiii 12
info @ddress.......ouveviiiiiiiiiiiiiiiiinanns 18
installation ..........c.coovoiiiiiiiiiiiiiiiiia, 2
installing PDF module.......................... 59
interactive client...............c..cccceviiinnnn. 31
invoice filter.......c.covovviiiiiiiiiiiiiiinns 23
issue with help..........cooovvviiiiiiiiinnn. 18
L

1anguage........coooveiiiiiiii 19
layout options.......c.ccvvevveiiiiiiiiiiiiinannn, 9
line level capture.......................... 44, 45
line level template...............cccovvennnnn. 44
live environment ............c.cccovvviiiiiiinnns 19
10GiN e 15
looking for a help topiC..........cccccccoant. 12
M

manual data extraction ....................... 45
manual line changes........................... 45
MenU OPLtiONS.....ccouvviviiiiiiiiiiiiiiiiiinanns 7
MOAUIES ... 2
monitoring folders ............c.ccoovvevinnnn. 57
monitoring network folders.................. 62
moving COIUMNS ......c.cvviiiiiiiiiiiianannns, 9



Award-winning paperless office solutions

moving fields ..........ccccoviiiiiiiiiiiia, 40
moving user's documents .................... 26
multi-page invoice imports .................. 62
N

named user's documents..................... 23
(o)

OCR @nchors....c.ocviviviniiiininiiiiinininanns 40
OCR line level .....c.cocovviiiiiiiiiiiiiiiinnns 44
on holdreason ...........ccovcviiiiiiiianns 30
P

page width View ...........c.ccceuvviiiniinnnnnn. 31
PASSWOId....cviiiiiiiiiiiiiiieieieieaea 19
PDF and TIFF import .........c.ccevivieinanns 57
PDF configuration ................cccvvvuinnnnns 59
PDF import ....c.cocvvvviiiiiiiiiiiiiiiniinnn, 58, 62
PDF import module...........c.ccccovvieinanens 57
PDF module ........cccocvviiiiiiiiiiiiiiininnnann, 57
PDF module installation....................... 59
PDF tag information ...............cccccevuunns 59
PersonaliSing.........cuouvvuiiissiieisniinnninnns, 9
phone number............ccc.cooiiiiiiiiiin.. 18
polling directories .................ccccevvvennn.. 57
POP-UP SCrEEN ....viiieiiiiisieaiiniisniniannns 12
primary identifier..................cccoviinin.. 40
problems with help ..................ccccvnnn, 18
processing listS........cccvvviiiiiiiiniinnnn.. 26
product family ...........cc.cooviiiiiiiiiiiinnn.. 7
properties - captures..........ccccovvveiiinnnas 52
purchasing cycle...........c.cccoovvveiiinnn.... 23
Q

Lo LU= g 1= 18
queue Capltures .......ccvvviviiiiiiiiiiniiiinn 23
QUEUEBS ...vvisiiaiisisisisiasssesananssanssananens 30
R

recently used menu list ........................ 7
reinstate document..............cccccieiennn. 30
release number...........c.cccovvviiiiiiianns 18
remove document..........c.coviviiiiiiiininnns 30

DbCapture user and administrator guide
© 2011, Version One Ltd

Document Management & Imaging

VersionOne

=
remove search term ...........ccovvvvininnns 9
reprocess document ...........c.couieiiiiinnns 30
revalidate document..............ccccvvvnnne. 30
rubber stamps .........ccoiiiiiiiiiiiiis 23
S
Sales CyCle.....oviviiiiiiiiiiiiiiiiii i 23
saving user data.............ccceviniinnns 23, 31
SCanN anchors .....o.ocvvveviviiiiiiiniinininanns 40
scan quality ....ccoovveiiiiiiiiiiiiiiiiiaa 23
scan templates.........ccooovviiiiiiiiiiiiiins 36
scanning document lines ..................... 44
scanning PDF ........cccoviviiiiiiiiiiiniinnnnns 57
screen display .......c.ccooveiiiiiiiiiiiiiiiiin, 9
Screen ShOtS ...ovvvviiiiiiiiiiiiiiceea 12
search date .........cooovvviiiiiiiiiiiiiiiinnnn, 9
search fields ........ccccoveveviiiiiiiiiiiiiieens 9
search operators ........ccccovvveiiiiinnennnnn. 9
searchtab......ccooovviiiiiiiiiiiiiiiiiins 12
searching help ........cccooovviiiiiiiiiiniins 12
secondary identification................. 23, 31
secondary identifier ..............ccocveiiiinns 40
securing data.......cccovvuiiiiiiiiiiiiianiins 17
select fields .........ccoovvveveiiiiiiiiiiiiiiiian, 9
select language..........c.cccvvviiiiiiiiiiiinns 19
Server ConNeCtion ..........ccovvvveviiiinininns 31
show on hold reason........................... 30
Show/hide screen...........ccccoevvieviinnanss 12
SIGNING N oo 15
software Version............ccoouviiiiiiiiinans, 18
starting the software.................cccovvununs 7
SUD-QUEUES. ..., 26
system administration......................... 26
System SeCUrity......c.oovvuviiiviiiiiniiiiinnnns 17
T
= o 23, 36
technical terms ........c.coovvviiiiiiiiiiinnnns 12
templates........ccovvviiiiiiiiiiiinnnn, 36, 45
test environment............ccooviiiiiiiiininnns 19
TIFF iMPOrt ..cccveveeeeeeeseeeeeaennns 57, 58, 62

69



Award-winning paperless office solutions

to be checked .........ccccovvviiiiiiiiiiiininnns 23
EOOIS v 2
U

understanding document identifiers ...... 37
update password ..........ccovviiiiiiiiiiiinn, 19
user change........ccouveviieiieiiiiiniiniisnnns, 19
user document lists........c.cooevvviiniinnnns 26
UCT=1 g [o]e | o B P 15
USEr PASSWOId.......covvuiiiiieiiiiiniininsnnns, 15
L Y] g g = 1 1= 15
USing anchors.....c.cvveeiiiisiiiiiiiiisiinnnnns 40
using help.....c.couvvviiiiiiiiiiiiiiiiiniiinnnns 12
using line level capture........................ 45
using the software..............cccovvveiniinnnn, 7

DbCapture user and administrator guide
© 2011, Version One Ltd

Document Management & Imaging

VersionOne
using the windows..............ccocvviiiinnnns 9
Vv
VErsion NUMDEr ........ccuvveuiieiiiininininnnn, 19
VEISION ONE .uuureeiiieeeeeiisssisiisnnnnnnneees 18
VIiEW dOCUMENL.....cccvvviiiiiiiiiieiiiiannnn, 30
w
which tool to US€........cccvvviiiiiiiiiniiiinnnns 2
WIlMSIOW ..t iiiiaiiieenas 18
window customisation.............cccuviuvunnns 9
Y 4
ZOOMING N v eiaeas 31
ZOOMING OUE ...vviiiiiiiiiiiiniiiiiiiiaaas 31

70



	Introduction
	Version One document management suite
	Document creation and distribution
	Document scanning and archiving
	Document data capture
	Document authorisation
	The document management suite applications and client tools
	See also:


	Using the document management suite
	Before you log in
	The login window
	Programs menu option
	Recently used menu option
	Desktop shortcut option
	Customising windows
	Toolbars


	Using the windows
	Sizing columns
	Sorting columns
	Moving columns
	Filtering columns with search
	Clearing your search criteria
	Date picker
	Complex searches
	Clearing multiple search criteria
	Choosing fields

	Using help
	Links and how they work
	Screen shots
	The icons
	Finding a help topic
	Search the contents
	Search the index
	Search the text

	Glossary

	Accessing the applications — logging in
	DbLogin admin console

	Securing your data
	Server
	Scan station

	About us
	Getting in touch
	Problems and queries
	Copyright and small print

	Help about
	Standard toolbar options

	DbCapture
	About DbCapture
	Purchasing cycle
	Sales cycle
	Capture queue
	Quality of originals

	About DbCapture export
	About DbCapture admin client
	Filtering the display
	Processing documents
	Toolbar
	Sub-queues

	DbCapture admin context menu
	About DbCapture interactive client
	Capture problems
	Validating data

	Capture templates
	Installing templates
	Editing templates

	Understanding document identifiers
	What is a document identifier?
	Using document identifiers
	Creating templates
	Special cases
	No automatic identification
	Primary document identifier not unique

	Summary

	Creating and using anchors
	What is an anchor?
	What is a floating anchor?
	What makes a good floating anchor?
	Creating floating anchors

	Line level capture
	Line level grid

	Using line level capture
	First page
	Next page
	Define columns
	Extract line details
	Viewing columns
	Troubleshooting
	Adjusting the line pitch
	Deleting columns
	Adjusting the grid boundary
	Adding start and end markers
	Creating a new anchor
	Shared anchors
	Extracting data manually
	Deleting a line
	Adding a line to the grid
	Moving lines
	Extracting lines


	Capture properties
	General tab
	Line level tab

	PDF import
	PDF import module
	Technical outline

	Using the PDF module
	How it works

	Installing and configuring
	Installation
	Configuration
	DbCapturePDFFileWatcher
	DbCapUtil command line utility
	Document background processing
	OCRFromMaster (.dbcs [main] section)
	UnpackedFormat (.dbcs [main] section)
	Passing document type to DbCapture scripts

	PDF importing FAQs
	Glossary
	Index

