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Chapter | - An overview of docWorker

docWorker is a client/server computer software product used for document imaging and document
management. This product has the ability to interface with most any document scanner on the market via
TWAIN scanning drivers. docWorker acts mucle lgn electronic filing cabinet that allows the end user to
SCAN, INDEX, and then FILE their documents. The major advantages of docWorker are;

Multi-user access to documents

Easy recovery from backup tape if there is a disaster such as fire or watee damag
High speed search and retrieval of documents

Automated indexing via OCR, BARCODE, and SMART Tables

It is very affordable for the small to medium business

Distribution of documents via EMAIL, FAX, or burning a CD

A Web Browser User Interface for Search and Retrieval

A set of ActiveX controls for developers to integrate

The following diagram represents andrtifées the various parts of the docWorker user interface.
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Chapter Il - Licensing, Sales, and Support
License Agreement

docWorker Versio®.X
Copyright (C) 1992002 Shelby Computer Connection, Inc.
All Rights Reserved

** DOCWORKER STANDARD LICENSE ***
This license applies to the standdognsed version of docWorker.

DOCWORKER LICENSE
SHELBY COMPUTER CONNECTION, INC.

You should carefully read the following terms and conditions before using this softdraess you have
a different license agreement signed by Shelby Computer Connection, Inc. ("SCCI") your use, distribution,
or installation of this copy of docWorker indicates your acceptance of this License.

If you do not agree to any of the termdfu$ License, then do not install, distribute or use this copy of
docWorker. If you paid SCCI or an authorized SCCI distributor for this copy individually,
you may return it unused, within fifteen (15) days after purchase, for a full refund of your paymen

You may access this copy through a network, provided that you have obtained an individual docWorker
license for each workstation that will access docWorker through the network. For instance, if 8 different
workstations will access docWorker on theawmk, each workstation must have its own docWorker
license, regardless of whether they use docWorker at different times or concurrently.

THIS SOFTWARE, AND ALL ACCOMPANYING FILES, DATA AND MATERIALS, ARE

DISTRIBUTED "AS IS" AND WITH NO WARRANTIES OF ANYKIND, WHETHER EXPRESS OR
IMPLIED. Good data processing procedure dictates that any program be thoroughly tested-ariticabn
data before relying on it. The user must assume the entire risk of using the program. THIS DISCLAIMER
OF WARRANTY CONSTITUTESAN ESSENTIAL PART OF THE AGREEMENT.

ANY LIABILITY OF SCCI WILL BE LIMITED EXCLUSIVELY TO REFUND OF PURCHASE
PRICE. IN ADDITION, IN NO EVENT SHALL SCCI, OR ITS PRINCIPALS, SHAREHOLDERS,
OFFICERS, EMPLOYEES, AFFILIATES, CONTRACTORS, SUBSIDIARIES, OR PAREN
ORGANIZATIONS, BE LIABLE FOR ANY INCIDENTAL, CONSEQUENTIAL, OR PUNITIVE
DAMAGES WHATSOEVER RELATING TO THE USE OF DOCWORKER, OR YOUR
RELATIONSHIP WITH SCCI.

IN ADDITION, IN NO EVENT DOES SCCI| AUTHORIZE YOU TO USE DOCWORKER IN
APPLICATIONS OR SYSTEMS WHRE DOCWORKER'S FAILURE TO PERFORM CAN
REASONABLY BE EXPECTED TO RESULT IN A SIGNIFICANT PHYSICAL INJURY, OR IN LOSS
OF LIFE. ANY SUCH USE BY YOU IS ENTIRELY AT YOUR OWN RISK, AND YOU AGREE TO
HOLD SCCI HARMLESS FROM ANY CLAIMS OR LOSSES RELATING TO SUCH
UNAUTHORIZED USE.

This Agreement is the complete statement of the Agreement between the parties on the subject matter, and
merges and supersedes all other or prior understandings, purchase orders, agreements and arrangements.
This Agreement shall be goverd by the laws of the State of Ohio. Exclusive jurisdiction and venue for

all matters relating to this Agreement shall be in courts and fora located in the State of Ohio, and you
consent to such jurisdiction and venue.



All rights of any kind in docWorkewhich are not expressly granted in this License are entirely and
exclusively reserved to and by SCCI. You may not rent, lease, modify, translate, reverse engineer,
decompile, disassemble or create derivative works based on docWorker.

Sales
Contact hformation for our docWorker sales department

Shelby Computer Connection, Inc.
135 Wilkinson Ave.

PO Box 65

Sidney, Ohio 45365

1-800-477-9434
(937) 4980397
(937) 4982448 (FAX)

EMAIL: sccsales@helbycomputer.com
WEB URL: http://www.docworker.com

Support
Contact Information for our docWorker support department

Shelby Computer Connection, Inc.
135 Wilkinson Ave.

PO Box 65

Sidney, Ohio 45365

1-800-477-9497
(937) 4980397
(937) 4982448 (FAX)

EMAIL: sccsupport@shelbycomputer.com
WEB URL: http://www.docworker.com




Chapter Il zInstallation and Setup of docWorker

Server Installation
SQLServer setup refers to Section: 38VLQJ 64/6HUYHU’

Requirements
SQLServer:

System Administrative permissions for SQLServer

Working knowledge with Enterprise Manager and Query Analyzer
Connect ODBC to databa

Navigate through Windows Explorer and Map network drives
Enough HareDisk space to store images and SQLServer database

Recommended:(Not Required)
Microsoft Windows 2000 Server and SQLServer

Using SQLServer

The server portion of the installatiomdae performed in one of two ways, automated via the SETUP
application or manual using Microsoft SQLServer tools.

AUTOMATED SERVER INSTALLATION

To install and load the docWorker server database run the setup.exe program on your server. This
setup.exe mrgram is located on your docWorker distribution CD in the root folder. This will automatically
install the server portions that will configure you settings for Microsoft SQLServer. During installation it
will ask for SQL Server or Windows authenticatitogation and name of SQL Server, whether you want

to install to a known SQL Server on install a local copy off MSDE (SQL ServetiReh

Input the appropriate information and click the OK button to have the program connect to your SQLServer
and cree’WNH WKH 'RF6SDFH GDWDEDVH DQG DOO RI LWV UHODWHG WDEOHYV
ask if you want the DocWorker CLIENT installed on this machine.

**Note: Due to varying type of server installations and parameter, this automatedisstallation
program may not experience some difficulties during the installation. If this is the case, consult with your
SQLServer Administrator and follow the MANUAL SERVER CONFIGURATION procedures.



Screen Shots for Automatic Setup



The information on this screen is your company licensing codes. They should be automatically filled in for
you.



This screen shows you the hard disk folder layout for the docWorker files on the SERVER (Master)
machine. Input your email adeis and choose a Mapped Drive letter that the clients will use to connect.

Note that it will put the Clienstall on this machine, so that you can go to a client machine, browse to this

machine and ruthe install from Clientlnstall folder and it will not require you to use the CD at each
machine.



This screen will try and locate you SQL Server database engine and fill in you SQL Server Name. If you
are using the Lite versn of the product, SQL Server MSDE (Rtime Database) is included on the CD
and you need to choose QVWD OO 06" (

If you install MSDE thisnstaller will appear. It will require a reboot. After rebooting the installation
should pickup where it left off.
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This is the Status Screenrthg the installation. As docWorker performs all o§ iinstallation functions, a
green check mark should appear next to the item. If you are installing a client machine, and you ha

already mapped the SHARED DRIVE, you will get a red failed check mark on the Create Mapped Drive
section. This is OK.
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After installing all of the server components, this screen will appeastallithe client on this machine.
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Press the Computer button to install client.
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Creates the Program Group in Programs.

A status bar appears that shows progress of client file installs. You may receive a message about older files
or out of date fiés.
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This should be the final Progress Screen indicating that everything was instaiéetdyolf you have
errors, other than thenes already discussed, please contact docWorker support4 309@34.
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MANUAL SERVER CONFIGURATION

If you are installing docWorker for use with Microsoft Windows 2000 Server and SQLServer you must
have experience with Enterprise Manager and Query Analyzer. If you do not have experience, please
contact your system administrator before performing the follgwing

Create a database in SQLServer named DocSpace using Enterprise Manager.

Create a SQLServer user named SCC and map to the newly creates DocSpace database using
Enterprise Manager.

Using Query Analyzer, open the DBQLServerDDL.SQL file located on the gtallation CDROM.

Be sure that you are connected and pointed to the empty database DocSpace. Run the SQL script to
create the tables for docWorker.

Create an ODBC connection using SQLServer as the driver, DocSpace as the source name and SCC as
the user.Test the data source connection.

Map a Windows network drive (i.e. \Rto point to the server storage space folder. Create three

folders on the R:drive labeled VOL1, VOL2, and VOL3. This is where the image files will be stored.
Start the docWorker pgvam and log in using MASTER as the user and MASTER as the password.
Please note that you should change the MASTER password after installation for security reasons.
Click on MAINTENANCE and VOLUMES. Change the locations of the three mapped volumes to the
drive letter that you have mapped in your environment (i¥. Rou now should have docWorker
operational and can install the client software on other client computers and setup ODBC to connect to
the SQLServer DocSpace database.
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Workstation Installation

Reguirements
Our document imaging system is designed to integrate into your PC workstation. Our document imaging

system PC requirements for Client Installation:
IBM-compatible computer
Windows2000, XP
600Mhz Pentium Processor (Minum)
128vVib RAM (Minimum)
20Mg Local hard disk free space (10Mg required for installation)

Recommended:

System Administrators should check your operating system for the latest Microsoft-Bakse

Updates, or Patches. Gohttp://windowsupdate.microsoft.cofor all Microsoft Windows updates. Once
you system has been updated, restart the computer. You are now ready to start installing docWorker.
Contact SCCI support department for any further assist

1. If you were successful with the automated setup of the docWorker Server, on your workstation
browse to the server machiteeClientInstallfolder. Double click on SETUP.EXBrogram. This
will run the client installation for you and you are now ready to start using docWorker. You can
skip the rest of this section or use it for reference only.

Or

2. To install the docWorker client software, place the docWorker install@ipimto the CD
ROM drive of your client computer. Change yéoiderto DADWCLIENT and run the
SETUP.EXE Program or:

&OLFN 367%$57°

&OLFN 3581°

Type (CDRom drive letter)setup.exe
Example: (D\(DWCLIENT\Setup.exe)

&OLFN 32.°7
The installation will askou to carefully read the licensing terms and conditions before using

docWorker software, in order to continue with the installation you must accept the licenses
agreement.

2'%& 6HWXS :KHQ VHWXS BV LFRIP 6 4/i8 Wasitth itk UChafpier o setup ODBC
connection to you database.
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Scanner Setup

This section assumes the scanner has been preinstalled according to the manufactures directions. If the

scannehas not been installed please do so now. When finished installing the scanner reboot the computer.

DocWorker sold as an Imaging Package most likely came with a High Quality Panasonic Scanner if this is

not the case docWorker will work just fine with mbsands of scanners. docWorker interfaces using

TWAN GULYHUV ZKLFK DUH FRPPRQO\ XVHG E\ VFDQQHUV LQ WRGD\TV PD

Login to docWorker using with a Master users account.
&OLFN 3$FWLRQV"  IURP WKH WRRO EDU
Choosehe scanner source. (TWAIN

Choose the Manufacturers Driver for your scanner.

PoNE
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Chapter IV xdocWorker Administration Functions

VOLUME MAINTENANCE

During the initial installation you should have created and mapped three volumes. A volume will map to a
drive storage or foldehat will house your image files. Only on volume is set as the current volume where
currently scanned image files will be placed. The VOLUME MAINTENCE form will allow you to define

this mapping and the options associated with each volume. (Volume Naosen@&hé order, Size, and Path

are required fields.) The initial volumes mapping at installation time were set to a volume size of 2480Mb.
When documents are stored on the volume the system checks to see if the capacity of the volume has been
reached. If ithas, it will then change the current volume to the secondary volume (or roll over). Once the
VHFRQGDU\ YROXPH LV KDV UHDFKHG LWV GHILQHG FDSDFLW\ LW ZLOC
administrator should receive emails when the volushiewer occurs. The initial volume size 2840Mb

was set to allow a volume folder to be capped at 2480Mb so that aRDANDcould be cut for archival.

The system administrator can set or change the maximum volume size.

VoY X

Volume Name. Placement Orde Max Size of Volume Path
Required Field Required Field volume. using mapped
Required Field drive.
Required Fiel

As an administrator, you can set the volumes up yourself and control wheseethecated but you must
remember to add volumateies before the volume rolls over three times. Or you could allow docWorker
to handle the volumes by chetlarking the AutcCreate and Roll Volumes.

You should enter an email address for notificationadfimeroll over.
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USER MAINTENANCE

During the initial installation of docWorker, a default user is created with a usernanfASFER andho
password Only a MASTER USER, can perform maintenance functions. An added menu item called
MAINTENACE will appearin the docWorker user interface. You can create, modify, and delete users via
this menu item choosing USERS.

The following graphics is the user maintenance screen;

t t 4ot

Choose Cabinets and Functi
for Non-Master users.

Check the boxes it
user can perform
OCR and/or
BARCODE

functions. —>

The drop down box shows current users. To modify a users access prsdélegeshe appropriate user

from the dropdown box. If the user has MASTER USER checked, then it is not necessary to checkmark the
boxes for READ/WRITE/DELETE access, as they will have access to all cabinets and they will have
access to the MAINTENANCE fwtions. For nofMASTER USER you can limit the cabinets that the

user has access to by check marking the appropriate boxes. Be sure and press SAVE before going on to a
different user. To create a new user, click on the ADD USER button. You will betpbfapa

USERNAME and then a PASSWORD for this user. To delete a user, select the user in the dropdown box,
then press the DELETE USER button. If a USER forgets his/her password, select the user from the
dropdown and press the RESET PASSWORD buttoraa@/orker will prompt for a new password.

When you purchase docWorker, you purchase STANDARD seat licenses. This is the number of users you
are authorized to create. You may also have purchased OCR users and BARCODE usenssa¥ add
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can checkmarke box for the appropriate user to be an OCR and/or BARCODE user. If a different user
becomes your OCR and/or BARCODE user, you can uncheck these boxes for the old user and checkmark
them for the new user.

The MAX DOCUMENTS for SEARCH box is a value yoarcset for individual users. This controls how
many (or MAX) number of records can be returned during a search query. This will act as a governor for
runaway queries.

You can control each user as to whether or not they can Print, EMAIL, or Export documents.
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CABINET MAINTENANCE

An unlimited number of cabinets can be created to satisfy yedsréd managing and housing different
NLQGVY RI GRFXPHQWY 6HOHFW WKH 0$,17(1%$1&( PHQX LWHP DQG WKHQ
ODLQWHQDQFH" VFUHHQ ZLOO DSSHDU

To add a new cabinet, type the cabinet name in the line item with the asterisk (*) at thedectieni

choose the drawer types. Drawer types can-Be(R9, or both AZ and 09. You can rename a cabinet at

any time, however, you can not delete a cabinet unless it is empty. To forcefully delete a cabinet that is not
empty you must use databagels.
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TABS MAINTENANCE

An unlimited number of TABS can be created underneath cabinets to satisfy your needs of managing and

housing different kinds of documents. All FOLDERS in this cabinet will have these TABS underneath the

FOLDER 6HOHFW WKH 0$,17(1%$1&( PHQX LWHP DQG WKHQ 7%$%6 7KH 37DE O
appeatr;

To add TABS to a cabinet, select the cabinet to add to and type in the tab name on the line item that has an
asterisk (*). When finished preiee DONE button.
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INDEX MAINTENANCE

Indexes are the holding area for data that will be used to retrieve one or more documents. For example, if
you have a cabinet called SALES that you want to store INVOICES and CORRESPONDENCE
documents, you would neé¢o create two INDEXES for this cabinet. One for CLIENTNAME and the

second for INVOICENO to be able to retrieve by client name or invoice number as in this screen;

To create an INDEX, select the cabinet from the @foywn box were you want the indetaged, type the

index name in the line item with the asterisk (*). The REQ column if checked will require a document
being filed to have an index of that value. You must then choose a type, either numeric data or
alphanumeric data to be stored in this iydken the maximum length of data to be placed in this index. If
your index has a pattern that you want to show the user during input, you can create a MASK by using the
@ for character and 0 for numbers and any other lisgrabol. (I.E. for Social Security number the mask
would look likeO00-00-0000for date values a mask might look [i®8/00/0000. The Default checkmark
column allows you to choose what the first item in the list will be when you are prompted to FILE to
documents. Typically this will be the INDEX you want to use as a FOLDER under tiNEABREE.
Although there is no limit to the number of INDEXES you can create for a cabinet, be careful not to create
too many INDEXES, as someone may have to fill in values for these items causing more data entry. The
SEARCHABLE checkbox defines wheremot the index item shows in search drop down boxes. The

SORT ORDER check box defines the order in which the items show up in lists. The VALIDATION

TABLE option allows you to link to a TABLE in the database that you can define. The TABLE must be
name VA.IDATIONX, where x=the number you place in this field.

The DROP DOWN option allows you to link to a TABLE in the database that you can define DROP
DOWN values. The TABLE is named DROPTABLEX, where x=the number you place in this field

WARNING **** \When creating an index the Name, Type, and Length are required. Optional fields are

REQ, Mask, and Default. You can add indexes at any time. However, adding indexes could have an impact
on finding documents that are already in the cabinet that do not have doratis new index.
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SMARLINK MAINTENANCE

SMARLINKS are the ability to connect docWorker with data from another database. An example of this
would be Insurance Claim forms. Once the claim form comes to your company, your mail room sends
these formso data entry personnel to enter into YOUR tracking system for claims resolution. The data
entry clerk looks at the form, enters the claim number, lastname, firstname, and any other piece of
information required by YOUR tracking system. The claim forthés passed on to the scanning and
archiving department. YOUR tracking system or MIS department can now create a program or job to send
the claim data to the docWorker server nightly. This data is put into a table in the docWorker database
called SMART. In this example the SMART table would have CLAIM# as a unique item and

LASTNAME, and FIRSTNAME, etc. in the record. You have complete control in defining the columns in
the SMART table as long as each record is unique. Now that the data has beeroskipimethe

SMART table. The scanning personnel can scan the forms from the previous day(s) and when they INDEX
the documents, they need only to enter the claim number, not the lastname, firsthname and all the other
details. This information is automatilgaincluded, if the APPLY SMART INDEX check box is checked.

This allows the scanning personnel to not have-teydhe data for indexing into docWorker.

To maintain SMARTLINKS you must first use your database tools, such as SQL Server Enterprise

Manager to define your SMART table columns. Next you need to use the SMARTLINK MAINTENCE
screen to map these columns. The following is graphic describing the mapping of CLAIM#;
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Currently the SMARTLINK is blank, nothing imapped. To map a SMARTLINK, choose the matching
column in the dropdown box to create the link. Then check mark the columns that you want returned to
your indexes. Please note that your docWorker indexes must have the same name as the returned field
names. Here is an example;
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EMAIL MAINTENANCE
Each docWorker user can send selected documents via EMAIL from docWorker. To use this functionality
you must first make sure that the user/workstation h&VekiL package installed that is MAPI

compliant. If the user is using Microsoft Outlook, you must logon to that users docWorker account and
choose ACTIONS menu item and PREFERENCE to set the users EMAIL profile. Here is an example;

In this examplehe user imot using the default Microsoft Outlook profjlbut instead an Exchange profile
called Mark JordanPlease check with your EMAIL or network administrator as to the appropriate profile
name to use. Other preference can be set here, such as colors and company name.

You can also control whether pot a print header appears on printed documents and the header text.

And you can control whether or not the thumtmaiiow the index data and/or the thumbnail picture.
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CREATING A TEMPLATE

DocWorker allows users to apply indexes to document images so that other users can use the search
capabilities to quickly find groups or individl document images. There are basically three (3) ways to
apply these indexes prior to filing;

1. Typing values for the indexes.

2. Using a template to automatically get a index value via a barcode on the document image.

3. Using a template to automatically getindex value via Optical Character Recognition (OCR) in
a particular area of the document image (Form).

This section will address creating a template for users to perform options 2 and/or 3.

To create a template you must be logged in as a MASTER Viearwill find a menu item under
3$&7,216° ODEHOHG 37(03/%$7( 0%$.(5° O6HOHFW WKLV PHQX LWHP DQG WKt

Choose the individual document image that you wish to use as the basis for your template. You are now
prompted to choose tH@ABINET for which the template will belong. Because the indexes vary by
CABINET, you must select the appropriate CABINET for this template.

$IWHU SUHVVLQJ p2.1 EXWWRQ WKH IROORZLQJ VFUHHQ ZLOO DSSHDU
imagH WKDW \RX KDYH LQ \RXU 36&%$11(' -2%6 )2/'(5 RU ZKHWKHU \RX ZDC
for the template;

7KLV PHVVDJH DOORZV \RX WR XVH D GRFXPHQW LPDJH WKDW \RX KDYH
-2%6 )2/'(5 DV WKH EDVLYV Y6uUhayRidchabBeFB0 Dpiévously scanned

GRFXPHQW LPDJH E\ FKRRVLQJ WKH LPDJH ORFDWLRQ ,I \RX FKRRVH W
)2/'(5° WKLV VFUHHQ ZLOO DSSHDU
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2QFH \RX KDYH VHOHFWHG WKH LPDIJHTVERWWR @ VWX MW HRS O RWIHY D G LsHU
appear;
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You can now choose the SET ZONE menu item, then click and drag a rectangle around the area that you
want docWorker to look for values for indexes. It works best if you create a larger area for the unglex val

in case the other scanned forms are slightly skewed or the data is just a little off. After releasing the mouse,
the following screen appears to allow you to choose the CABINET INDEX to match this area with. IF you

are creating a template for barcedgou can create the zone for it or use a zone covering the entire screen.

For a barcode, be sure and choose the barcode radio button, and the appropriate barcode type from the drop
down menu.

If you would like to have indexes applied to sequentialdrents that do not have a barcode, you can
check mark the FORWARD INDEXES item under ZONES menu. Also an option is available for DIALTE
image. This is useful if you are trying to bold text that isrdatrix.

You can repeat these steps to create amitatl number of zones for OCR. If you make a mistake, you
can choose the CLEAR ZONES menu item to clear all the created zones and start again. The status area on
the bottom of this screen will indicate the number of zones created.

When the user is prossing indexes they will now be able to choose this template for automated index

processing. Using a smart table in conjunction with a barcode or OCR index, it is possible to automate the
entire index processing to eliminate duplicate data entry.
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This is an example of creating a zone area for a barcode. Once you define the zone area this window will
show up to define the properties of the zone;

You can double click on the zone area at any time teujpathis window and changbe zone properties.
When finish with your template close the window and the template is saved.

31



CREATING REPORTS

DocWorker has a buiin menu item for reports. If you are a MASTER user, you can click on REPORT
MAINTENANCE button and the following scee appears;

Pressing MAINTAIN REPORTS will allow a MASTER user to add new user created reports to the list.
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You can purchaseanaddQ SURGXFW IURP 6HDJDWH 6RIWZDUH FDOOHG 3&5<67%/ !
KDV LWV RZQ GHYVL dQcraate BnY nWnkdDd oY tydds Of@epOrts Watlyou may need. After

creating the report, compile it to an executable file (EXE) and place this EXE in the sharable folder for

docWorker users. Now you can map this location with an understandable nameufartimethe screen

shown above and it will show up in the REPORTS area allowing the user to EXECUTE or run the report.

You are not limited to CRYSTAL REPORTS. Any external program can be entered in the screen shown

above and it will show up for the uderallow execution.

SCCI has several reports available for clients that are not shipped on the product CD. If you would like
these reports, pleasentact support at 86477-9434.

An example would be a fiudocument audit reportDocWorkerdoes do full auditig and tracks when a
documents brought into the systemmdexesmodified or when viewed by a user.
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ADDING SOFT DOCUMENT CAPTURE FOR IMPORTING AND OUTPUT

DocWorkerhasanad® Q RSWLRQ FDOOHG 3(35,17" :KHQ LQVWDOOHG LW VKRZV
DOORZV D XVHU WR 335,17 DQ\ GRF X P H Q#prin@Rive \té widl cBaldteMaL FDO SULQW
document image and save it to a users import folder. This functionality eliminates the need to print the

document and then scan it in for processing. Once saved in the users import folder the user can then right

clicktKH LPSRUW IROGHU DQG FKRRVH WR 3&5($7( $ -2%  IRU WKHVH GRFX
also supports EMAIL saving and output to various image formats such aspagétirIF, and PDF when

SULQWLQJ GRF:RUNHU GRFXPHQW LADJBRFIXOGHQWHDWHRHUIRR WHWHWE 85I,
functionality.

This same functionality existf you are running Microsoft @e 2003. It ships with Microsoft Document
Imaging Print driver.
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Chapter V - docWorker Usage

Below is a graphical representation of the docWorker Main screen and the area that you will be
working with;

Thumb Nail images of folde
selection in Tre View

for each area. (Tree, Thumb Nails, and clicking opens this image in full screen f

Floating menus and tool bars. A toolbar The selected thumbnail image. Double
Imag[e' a better, viev

Tree View
area.
Shows \
containers N
such as
scanned
jobs, and
Cabinets.

—

{

[ Status Bar area. ] [ Index data area. Shows the index value} Annotation area for future

that have been aggsed for searching. annotatiorcontrol

DocWorker has broken down the steps to
% SCAN

% PROCESS INDEXES
% FILE
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SCANNING AND ACQUIRING DOCUMENT IMAGES

To scan documents, place the documents into the scannerBéciionent Feeder (ADF) or onto the
flatbed as appropriate. Either click the SCAN button on the toolbaF KR RVH WKH 3$&7,216° PHQX LW
WKHQ WKH 36&%$1 1(: -2%" PHQX LWHP 7KH IROORZLQJ VFUHHQ ZLOO DS

6HYHUDO GHIDXOWY DUH DOUHDG\ VHW IRU \RXU VFDQ MRE VXFK DV 3-.
DQG WRGD\YfV GDWH <RXEHD@WRKD @PRUWPRHDBQRLIOQIBXO QDPH LI \RX ZLVK
FRPSOHWLRQ RI WKH VFDQ D )2/'(5 LV FUHDWHG XQGHU \RXU 36&%$11(" -2
$QRWKHU GHIDXOW WKDW LV VHW IRU VFDQQLQJ D QHZ MRE LV 36&%1 7
thatthisnZ VFDQ MRE ZLOO FUHDWH D )2/'(5 XQGHU <285 36&%$11(' -2%6 )2/'(
GLUHFW WKH GRFXPHQW LPDJHVY WR VRPHRQH HOVHYV 36&$11(' -2% )2/'(
and choose the user. There are several checkboxes on this screen f/Rr®Wet RQV VXFK DV 35(029(
BLANK PAGES, etc. If you would like to see the scanner settings to change things like DPI, Form Size,
HWF WKHQ FKHFNPDUN WKH ER[ IRU 36+2: 6&%11(5 '(7%$,/6°” <RX ZLOO D
3&20%,1( '83/(; 72 21( 3%*( " rebcaRniigbloublsided documents with a duplex

scanner you may want to checkmark this box to keep the front and back pages together in one image. When

DOO RSWLRQVY DUH VHOHFWHG DSSURSULDWHO\ FOLFHletttdH 36&%1" EXW
WKH 36+2: 6&%$11(5 '(7%$,/6" RSWLRQ D VFUHHQ ZLOO DSSHDU ZLWK \RXU
30HDVH UHIHU WR WKH VFDQQHU PDQXIDFWXUHU IRU GHWDLOV UHJDUC
button, the docWorker application will nowas to acquire the document images showing the status in the

lower section of the screen area on the status bar. When all of the documents have been scanned the

following message box appears;
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If you want to add more documents to the same job, pld¢€HP RQ WKH VFDQQHU DQG FOLFN 3<(6
LI \RX DUH ILQLVKHG FOLFN 312" $ PHVVDJH ER[ ZLOO DSSHDU VKRZLQ,
acquired;

&OLFN p2.1 EXWWRQ WR FRQWLQXH 7KH GRFXPHQW LPDJHVY DUH QRZ L
)2/'(5° $7 WKLV SRLQW \RX FDQ HLWKHU VFDQ D QHZ EDWFK -2% RU Ul
shared scanning station.

You have now successfully scanned documents and are ready to index them.
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INDEXING DOCUMENT IMAGES

Each cabinet has a sdtindexes (Keyword areas) that were created by the administrator. By inputting
values for these indexes, you will allow users to search and find these document images very easily.

You can apply indexes by using a template to automatically read valoethaocument image or by
data entry of the values for these cabinet indexes.

7R DSSO\ RU 352&(66 ,1'(;(6 FOLFN RQ D IROGHU RI GRFXPHQW LPDJHV
)2/'(5° 7KH GRFXPHQW LPDJHV ZLOO DSSHDU LQ \pocessWKXPEQDLO DUH
indexes for any or the entire set of document images shown as thumbnails. You will not be able to file a

document image until you have provided the appropriate values for required indexes. To select individual

document images to index you can hibld standard windows selection keys on the keyboard *CRTL or

SHIFT) and click on the thumbnail headers of the items you want to select for processing. Or, if you want

WR SURFHVVY WKH HQWLUH VHW SUHVV WKH B&Eet\haWw Th3 willgeMtKH WRROED L
all thumbnail items. Now you can press the button that looks like a key, ocligghon the thumbnail

area and choose the menu item for Process Indexes. A screen will appear asking you which cabinet these

document images @destined for, and whether or not you want to use a template to assign indexes. After

\RXU VHOHFWLRQ SUHVV WKH EXWWRQ IRU p2.’

If you are using a template, a progress bar will start and show you the progress of finding indexes.

Now the following sreen will appear;
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This screen allows you to verify the found indexes from a template, and/or perform data entry of the index
values.

<RX FDQ HGLW WKH YDOXHV IRU HDFK LQGLYLGXDO GRFXPHQW RU \RX |
the document imagehat you are currently processing.

I1RWH WKDW WKH EXWWRQV RQ WKLV VFU Hdpepdid®arertry.) . (<" DVVLIQPHQWY
After applying indexes, the document image thumbnails will now have a background color of green,
indicating that they havgeen processed. The values of the indexes will appear in the index grid below the

thumbnails.

You are now ready to FILE document images into the cabinet.
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After completingndexingthis message will appear to automatically file the documents and remove from
scanned job queue.
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FILING DOCUMENT IMAGES

Or,2QH RU PRUH GRFXPHQWY FDQ EH VHOHFWHG Ith&lPamiyod 36&$11(' -2%6
may now click/drag these items and drop them on the appropriate cabinet. The following screen will
appear;

If you make a mistake in dropping on the wrong cabinet now is the time to cancel.

Next you will see this screen only if you leawot chosen a default index in INDEX MAINTENANCE;

The document image will be filed in the CABINET TREE using the current index shown. You may

optionally choose to put them into a different folder or new folder in the CABINET TREE. Once you press

the pn2.1 EXWWRQ WKH GRFXPHQW LPDJH V ZLOO EH ILOHG LQWR WKH FI
not currently exist. Any document image that does not have required index value will not be filed or

moved into the cabinet. Instead theywillrdm@ LQ WKH 36&%$11(' -2%6 )2/'(5" DZDLWLQJ XVH
intervention to provide the appropriate index values. Once the document image(s) have been filed, users

without delete privilege cannot delete the document image(s).

If there are no more document images leff WKH 36&$11(' -2% 48(8(°" IROGHU WKH 6&%$11(' -
ZLOO DXWRPDWLFDOO\ EH UHPRYHG IURP WKH 36&%$11(' -2% 48(8(°" $0OVI
functions on the scanned job folder for saving after scan directly to disk or CD. You may do this even if

you are not going to permanently file these items in the FILE CABINET.
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SEARCHING FOR DOCUMENT IMAGES

There are two (2) ways to find one or more documents;

1. Navigate the CABINET TREE much like a filing cabinet
2. Use the SEARCH functionality

To find document(s) using the SEARCH function, click on the binoculars icon in the toolbar or select the
3$&7,21" PHQX LWHP DQG WKHQ WKH 36($5&+ IRU '2&80(176" PHQX LWHP
appeatr;

Choose the criteria for your search such as cabiuetxj operator, and value. You can have up to ten (10)

criteria statements. This will narrow you search each time you add a criteria item. At the bottom of this

VFUHHQ \RX ZLOO ILQG D WRJJOH IRU 3$1' 6($5&+° DQG 325 6($5&+" | \F
you search will be expanded, not narrowed for each criteria item. If you do not know the complete value

\RX DUH VHDUFKLQJ IRU \RX FDQ XVH WKH p/,.(T RSHUDWRU DQG WKHQ
IROORZHG E\ WKH p 1 SH UddHi@ivator.\aEeRa@pleithid wolldos; F

,Q VHDUFKLQJ IRU D &/,(171%0( RI p:$51(59 , bDP QRW FHUWDLQ RI WKH
RSHUDWRU WR u/,.(1 DQG WKHQ DQG LQ D YDOXH RI p:$5 1 7KH UHVXO)
VXFK DV u:$&a& (Qrfte all criteria have been selected, press the SEARCH button. A new folder is
created under your SEARCH FOLDER item in the CABINET TREE area. The thumbnails are the results
of your search. You may receive a message that you have exceededytsitingit. Please contact your
administrator to determine whether you need your maximum search results limit changed for your user
record.

Once you have finished with your search results, you can delete this search by right clicking on the

SEARCH FOLDER that was created and choosing the DELETE menu item. To DELETE all of your

search folders, right OLFN RQ WKH ODLQ 6($5&+ )2/'(5 DQG FKRRVH 3'(/(7( $// 6(%$5
Deleting your searches does not delete the document images. The searches are oolthésg/geéms.
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You can also use FULL TEXT SEARCH if you have Microsoft SQL Server Standard databasevihgine
full text support enableOn the index verifier screen check marking the OCR to full text will OCR all the
text from the document and make it searchable
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The progress bar shows the status.
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After completion it will ask if you are ready to file.
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Onthe SEARCH screen you now have FULLTEXTSEARCH that you can choose and put a value in to
find.
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And this is what gets returned.
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MOVING AND DELETING DOCUMENTS

Documents in the file cabinet can be moved or deleted if the user has appropriate privileges (See
Maintenance section for USERS).

To move one or more documents to a different folder, find the docurselatst, the thumbnails of the
documents you want to move, the drag/drop them on the appropriate folder.

** NOTE +Dragging and moving documents only changes the folder where the document is located, it
does not modify the values of the searchable index8O VR GURSSLQJ GRFXPHQWY RQ WKH 30<
folder does not move the documents(s), it only create a working copy.

To delete one or more documents, find the appropriate documents, then select the thumbnails of the

documents you want to delete. Then riglitk on a selected thumbnail and click on the DELETE

SELECTED ITEMS menu option. You will be prompted to confirm deletion. Users must have delete

privilege to delete items from the file cabinets. Users do not require delete privilege to deletetiems in

36&$11(" -2%6 )2/'(5° 30< '2&6° IROGHU RU WKH 3,03257" IROGHU DV WKH
filed documents. Below is a screen example;
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WORKING WITHMY DOCS FOLDER

7KH 30< '2&6" IROGHU DUHD LV D WHP SR U DtddredBddr@eht® JYyaudahD IRU FRSLH)
'5%* '523 DQ\ WKXPEQDLO WR 30< '2&6" WR DGG D FRS\ Rl WKH GRFXPHQ!
area. For example, you might need to find all invoices for three (3) different clients and want to create a

CD with just theseimages <RX ZRXOG ILQG WKH QHFHVVDU\ GRFXPHQWY DQG '5%*
'2&6° IROGHU 2QFH \RX KDYH WKH UHTXLUHG GRFXPHQWYV \RX FDQ QR
and click on SAVE TO DISK/CD, or SAVE ALL TO SINGLE TIF FILE. This provides flexibitibyget

documents out to multiple formats.

2QFH \RX KDYH ILQLVKHG ZLWK WKH GRFXPHQWY LQ WKH 30< '2&6° IROG

thumbnails and delete the selected items. This does not delete the document from the file cabinet, only the
copyinthH 30< '2&6° IROGHU
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IMPORTING DOCUMENTS

7KH 3,03257" GRFXPHQWY IROGHU LV D OLQN WR WKH XVHUV LPSRUW IL
get a directory created on the server disk drive where the cabinets are located. For examples, us
GEORGE;

The server directory structure looks like this;

RADOCSHARE
R:\DOCSHARBCABINETS
RADOCSHAREBCABINETS\VOL1
RADOCSHAREBCABINETS\VOL2
RADOCSHAREBCABINETS\VOL3

And for import directory

R:\DOCSHARECABINETSIMPORT (Bse directory for the USERS IMPORT area)
RADOCSHAREBCABINETSIMPORT * (25 * ( *(25*(fV ,03257 ',5(&725¢<
RADOCSHARBCABINETSIMPORT\MASTER (MASTER User IMPORT DIRECTORY)

By placing any popular image format (BMP, GIF, TIF, WMF, PDF, DWG, etc.)srdfrectory on the

VHUYHU GLVN GULYH LW ZLOO VKRZ XS LQ WKH GRF:RUNHU 3,03257" IR(
35,17(5 '"ULYHU 3(35,17" WR SULQW VRIW FRS\ GRFXPHQWYV WR LPDJH Il
excellent way to import images inttocWorker. Also, digital copiers/scanners can be set to send the

documents images to this area to take advantage of thisgegd equipment as a source for getting

documents into docWorker.
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Once documents are inthis@e WKH XVHU FDQ ULJKW FOLFN RQ WKH 3,03257" IROGH
72 -2%° 7KLV ZLOO HQWHU WKHVH LWHPV LQWR GRF:RUNHU DQG FUHD\
-2%6 )2/'(5 ZLWK D ODEHO RI LPSRUW DV LI WKHVdtaGsRitonPHQWY ZHUH
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INSERTING NATIVE DOCUMENTS

DocWorker supports adding any document type not just scanned TIF images. You can add documents via
the IMPORT folder. Right Click on the IMPORTS folder and choose ADD File To Folder. A screen will
appear to chase the file(s);

After selecting the files you will see the thumbnail is an icon that represents the type of document and that
the document itself is viewed in the image window if you have the appropriate viewer for the document

type.

You can now convéto a JOB and perform INDEXING and FILING as normal.
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EMAIL OR FAXING DOCUMENTS

To EMAIL or FAX one or more documents, simply select the document thumbnail(s) and then click on
3$&7,21" PHQX LWHP DQG WKHQ 36(1' 72" PHQ XappatiP 7KH IROORZLQJ V

If you commonly use your address book choose the TO button. If you only want to type in the email
addresses, then type in the email addresses. After addressing message, you can type in a message subject
line, a message body and any otleenfat option.
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