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File by OCR

Please note:

This program is very powerful and allows the useparse data in numerous ways.
Because of this, some people may find the setiye wifficult, especially if they are not
familiar with document imaging, parsing data andROEvery attempt has been made to
make the setup as easy as possible while stilivadpfor the program to parse the data
in as many ways as possible. However, if assisteangeeded (even with the Trial
Version) do not hesitate to contact eDocfile Iric. a

eDocfile Inc.

2709 Willow Oaks Drive
Valrico, FL 33594
Phone 813-413-5599
sales@edocfile.com

Purpose:

The purpose of File by OCR is to automatically 8ldocument by is contents. File by
OCR will allow a user to extract data containea idlocument, build a file naming and
storing structure on the captured values and ce@8V file for importation into a
document management system.

File by OCR has the capability to monitor an untedinumber of file folders that

contain different document types to be processedjmyg it ideal for use with a copier

that has a scan to file option. The program algpsris Twain Scanners and has an easy
to use interface that correctly places the filehe correct folder for processing.

The program relies completely on OCR technologictvis not 100 percent accurate,
when setting the program up the user should takerito consideration and capture
enough data so that they can be assured thatdaatiegment is not found on the first
search it can be found on a subsequent search.

If possible the user should consider formattingrtdecuments so that mission critical
data is placed on the document in large charaagng an OCR font. For instance a
work order number or invoice number, properly fott@é and captured would allow the
user to go directly to the document. When thegeusique value such as an invoice
number it will be placed in the Top line of the dawent.



Unlike typical zonal OCR programs, File by OCR u€gical Character Recognition on
the entire document and then parses the data ¢en&diowing the user to easily capture
data from multi-page documents and documents adwsitengths such as sales receipts.

System Requirements:

Windows XP

For scanned images:
Microsoft Office Document Imaging
A Copier that scans to a file folder on a netwarlad@wain Compatible Scanner

For PDF'’s

Text Searchable PDF

How it works:

Scanner or Copier A workstation monitors a Output is based on
Outputs to a File Eol der folder structure for image files, OCR content and rules
P once found they are OCR’d applied for the folder F,_J
and rules are applied for that
folders contents /
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The user scans a file into a folder on the netwitnik, folder is monitored and the file is
OCR’d. Once this is completed, the data is parseldpaocessed based on a set of rules
that relate to the input folder. For instance sedegipts could go into one folder and
work orders into another. When the folder is preeeshe rules would be applied for
receipts in all documents in folder “A” and if tdecument was in folder “B” the work
order rules would be applied.

The Main Menu

File by OCR offers two ways to call it's programmfitions, one is from a Main Menu
that lists all functions and the other is to caltle function individually.

To begin Click on “Start / All Programs / File byOR / “File by OCR”.
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The Main Menu will appear

= FiLe ey OCR MaNn MenNU

Setup
’ Parsing Profile Manager " Cukput Profile Manager ]
’ Scanning Profile Manager " Custom Scanner Setkings ]
’ Retrieval Profile Manager " Global Settings ]

Program Files

’ Scan a File ][ Retrieve a File ]
’ Run a Job ][ Fun all Jobs ]
Suppork
I Cpetators Manual " Help ]
’ Contack ebocfile ][ E:xit ]
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Each of the functions of File by OCR can be acakf®en this menu.

Step 1 — Acquire an image to process

If using a Copier create an Output folder on thisvoek and have the image files arrive
as G4 tiff files, and go to Step 2.

Setting up Scanning

Creating Custom Scanner Settings for a Job — Opticad



Scanner settings can be preset allowing the cosettihgs to be loaded for each
document type. With this option the user does aoeho remember what resolution,
what type (simplex or duplex) what mode, (B&W orgscale) to use. If the scanner has
an automatic document feeder this option can beetuwhich will bypass the scanner's
configuration menu. It is not necessary to useausicanner settings; however, it will
reduce the amount of operator errors.

To setup custom scanner settings click on “CustoanBer Settings” from the Main
Menu.

=

__—';I FiLe ey OCR Man MENU

Setup
[ Parsing Profile Manager H Cukput Profile Manager
[ Scanning Profile Manager H Custom Scanner Setkings
[ Retrieval Profile Manager H Global Settings ]

Program Files

[ Scan a File H Retrieve a File ]
[ Run a Job H Fun all Jobs ]
Suppork
l Cpetators Manual " Help l
[ Contack ebocfile H E:xit l
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E Custom Scanner Settings

__-:/ CusTtom ScaNNER SETTINGS

\Nm oo | o [ e | 5]
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The Custom Scanner Settings Menu will opéheck to make sure the Scanner is
Turned ON and click on New.

A Window will appear as the utility checks for iakkéd Twain Devices.



Ld Searc hing for Devices @

Please Wait
Searching for Twain Devices

Once the devices are found a new Window will appear

-,

E Custom Scanner Settings

__-:/ Custom ScaNNER SETTINGS

Select Twain Device | FUAITSUfirdizocdj [+ |1

Select Mode | & v|2

Select Resolution | 100 v 3

Image Mode | Simplesx v 4

Type af Tiff Image | Mulki-Page Tiff v 5
Autornatic Document Feeder | OFF V 6

roke; Checking the box below will ignore all of these settings
and use the settings from the program itself which will display
the Twain Interface

7 []use Program Defaults

oo | weh | e
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Select the Scanner to be used

Select Mode — either B&W or Grayscale (B&W is reecoended)

Select the resolution (for best results use 300)

Select whether the documents are simplex or duplex

Select whether the documents are single or mugiepa

Select whether the automatic document feeder shmulgsed if available
Place a check mark to have the scanner interfage wpih these settings

NoakwnNpE

Click on Save
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Setup Custom Scanning Settings Input

Enter a Job Mame

‘whork Orders

I ok l[ Cancel l

Enter a name for this configuration. The name aplbear in the scanner drop down list
so ideally it will be something that allows the userelate the name to the documents.

Click on OK when finished.

Creating Scanning Jobs - Required

File by OCR batch processes images in a file foldescanning job contains the settings
for scanning a particular job, with a job beingype of document. For instances Invoices
would have one set of rules and be placed in olderfdor processing and work orders
would go in another. A scanning job remembers #tbgpto these folders and if custom
settings are used the scanner settings as well.

Click on “Scanning Profile Manager” from the Mainellu to create a scanning job.

__-:7 FiLe ey OCR Man MeENU

Setup
Parsing Profile Manager " Cutput Profile Manager l
* Scanning Profile Manager H Custom Scanner Settings l
[ Retriesval Profile Manager H Global Setkings l

Program Files

[ Scan a File H Retrieve a Fil= l
[ Run a Job H Run all Jobs l
Suppork
[ Cperakors Manual H Help ]
[ Contact eDocfile H E:xit ]
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A Window will open.



[ Scanning Profile Manager

__-:—I ScanNnNG PROFILE MANAGER

Select Scanning Profile

\New [Coven [ oo |_rom | o]
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Click on New.

[ Setup Scanning Job
__—j;, SETUP ScANNING JOB
1 wark Orders rame this Job - this is how it will appear in the drop down lisk

Select Cutput File Folder -if it does not exist it will be created

2 |C:\workordersin

Enter a File Mame |WorkOrder| 3 Check ko create Mult-Page Tif files 4
5 |work Orders V Select Custom Scanner Settings - Leave Blank For default
Copyright® eDocFile Inc. 2004-2008 [ Save H Help H Exit ]
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Enter a name for the type of document to be preckskhis name will appear in a
drop down list when scanning. An unlimited numbenames can be used, so it
can be used to create an index value, for instdryoel want to index the work
order by the person that did the work, you couldehaBobs Work Orders and
scan all of his work orders with this job. Or ibpessing receipts from different
departments it could be called Pro Shop Dining Roodens Grill if they came
from a club.

Browse to a location to scan the files to (Scamugput).

Enter a root name for the scanned files. A countitbe added to the end of the
file so there will be no duplicates.

In most cases the documents to be processed wslhigee pages, if multi-page
files are to be created place a check in the “Chedkeate Mulit-Page Tif files”
box.

If a custom scanner profile was created as in glsmlect it from this drop down
menu.



Click on “Continue” to finish setting up scanning.

Scanning a File

To Scan a file open the Main Menu and select “Scéile”.

X

__—';I FiLe ey OCR Man MENU

Setup
I Parsing Profile Manager " Cukput Profile Manager ]
[ Scanning Profile Manager H Custom Scanner Setkings ]
[ Retrieval Profile Manager H Global Settings ]
Y Program Files
e b
[ * 5Scan a File H Retrieve a Fils ]
[ Run a Job H Fun all Jobs ]
Suppork
[ Cpetators Manual H Help l
[ Contact eDocfile H Exik: l

Copyrighti@ eDocFile Inc, 2004-2008

A new Window will open.

=£ Scan a File

= Scan a FiLE

Select Profile

Work Orders V

Scan File H Exit:

Copyright® eDocFile Inc, 2004-2008

Select the Document Type from the Drop Down List alick on “Scan File”.



Note: The scanner interface will be the one fordbtwult Twain Device on the PC. The

menu shown here is for a fujitsu 4120c.

4 TWAIN Driver (32)
g |1 |2 |3 |4 |5 |ﬁ |? |3 Image Scanner; fi-4120Cd|
MR R AR AN R AR AR RAN] [
U= Setting Files: |00 : Current Setting |vr Canfig...
1; Fesalution Scan Type:
7= — E —
= 300 % 300 IV CiE A0F [Front Side] V1
= =il T o
SE > i IF_'aper Size: _i
EE [] Predefine EI Letter [8.5411in] ‘ViD
— | I
=
8=
= Frant | I
=
1n§ Im@ge M ode: | o Brightriess:
= | TA= [] Up |128
1= A ) [
e L
= Black Awhite: Thresheld:
= |Staic Threshald ™ Us 128
Scanning Areal inch ] x S B
! fforie Coritragt:
Left: | 0000 Top: 0.000 J_ (128
WWidth: | 8500 | Length; | 11.0001 O e—
|
[ Scan ] ’ Preview ]
[ Cloze ] ’ Feset ] [ Optiat... ] [ Help l [ Ahout, ]
ThfaiM driver. Press [F17 key to show help. [rata Size about; 1.0MB

Check the paper size and set the resolution tox3B00 and the image mode to Black
and White, and click on Scan. When finished scapnlitk on Close. When scanning a
multi-page document, place an entire documentarsttanner, one at a time. When it is
finished scanning the document, click on scan ag&liimen scanning single page
document it makes no difference if they are scanmedbatch or not, they will all be

separated into single files.

=f Scan a File

-,

__—:_I Scan A FILE

Select Profile

|'u'u'|:|rk Orders

[¥]

’ Scan File " Exik

Copyrighti® eDaocFile Inc, 2004-2008




When finished scanning click on “Exit”.

Step 2 — Setting up Parsing

This is the most difficult part of the setup pragess the OCR text may not always
produce consistent results. To compensate fotliparsing is very flexible and if it
cannot parse the documents correctly, contact elea@efd supply us with some sample
images. There is no one best way to parse the statz items can be parsed many
different ways.

To begin click select “Parsing Profile Manager’rfréhe Main Menu.

=,

File by OCR Main Menu

__-:7 FiLe ey OCR Man MeENU

- Setup
Parsing Profile Manager [ Cutput Profile Manager l
Scanning Profile Manager [ Custom Scanner Settings l

[ Retriesval Profile Manager H Global Setkings l

Program Files

[ Scan a File H Retrieve a Fil= l
[ Run a Job H Run all Jobs l
Suppork
[ Cperakors Manual H Help ]
[ Contact eDocfile H E:xit ]

Copyright@ ebocFile Inc, 2004-2008

A Window will open.



L Parsing Profile Manager

__—':I P arsiInG PrRoFILE MANAGER

Select Profile

\New [ open | oekte ]:[v:Exit |

Copyright® eDocFile Inc, 2004-2003

Click on “New” and a New Window Will Open.

Parsing Profile Creator

__—j:, FParsinG PrRoFILE CREATOR

Job Mame  |Wark Order e’—l

Select a Sample File to Parse in the folder that contains the files ko be processed
the File must be a TIFF image or a searchable POF,

|

Conkinue " Exxit: ]
Zopyright@ eDocFile Inc, 2004-2003

Enter a Job Name. The job name should match thentlexat type as it can be used again
for different output. For instance in the abovermagkes for Work Orders, everything
would be always be consistent (as all capturedidatlvays in the same format) except
for the name of the person who entered the datiaedoranch\location it came from. The
person who entered the data (or branch locatiampeaadded later in the setup process
to identify the source of the file.

Click on “Browse”.



= Parsing Profile Creator

__—j:, FParsinG PrRoFILE CREATOR

lob Mame  [wWork Order

Select a Sample File to Parse in the folder that contains the files ko be processed
the File must be a TIFF image or a searchable POF,

Browse

’ Conkinue " Exxit: ]
Zopyright@ eDocFile Inc, 2004-2003

Select the scanned file (either from the scannéneoutput folder from the copier) or a
searchable PDF. The path of this file will be uEdorocessing all images in this Job.
Therefore it is important to select a sample fitenf the location where the images to be
processed will be found.

Shown here is a scanned file being selected — text in blue

= =

..Gpen'
Lok ir; |‘;jwu:urk orders 1 E] € g

| workorders_15-12-2007_06-02-55-00000,4f
[2) workorders_18-12-2007_06-02-55-00001 .kf
My Recent | ||2) workorders_18-12-2007_06-02-55-00002.4F
Documents |[Z] workorders_18-12-2007_06-02-55-00003. 5
2] workorders_18-12-2007_06-02-55-00004.kf
[2) workorders_18-12-2007_06-02-55-00005.kf

5

0

Dezktop

4

by Documents

%

by Computer

Fikoname workorders_18-12-2007_05-02/55-00000.tf Iv]

My Metwork Files of type: | tf v] I Carcel ]

Click on “Open” to Continue.



= Parsing Profile Creator

E 4

FParprsinG PrRoFILE CrREATOR

lob Mame  [wWork Order

Select a Sample File to Parse in the folder that contains the files ko be processed
the File must be a TIFF image or a searchable POF,

C by OCR SamplestSamples Inwork orders 2imwo_23-12-2010

Conkinue " Exxit: ]
Zopyright@ eDocFile Inc, 2004-2003

Click on Continue and wait while the File has OgtiCharacter Recognition performed.

— Text shown in Green

Shown here is a PDF Being Selected

To select a PDF change “Files of Type” to “pdf”.

-

‘Open

D

il

ty Documents

by Computer

Look in; | @ Desktop

iL’H‘-’I@f Documents
3‘ My Computer

My Fecent ‘-ﬂr\’ly Metwork Places
Documents | [i27)Bookmark Deman
— | ﬁ:IEXTRF'.CT TIFF FROM PDF
rL £ IiFax Samples
Bisskian ITiMew Folder

[CHOCRTIFFSplittersettings

I=35ample PDFs For POF Filer Demo

[ikest with cover

iCT3tifs and text for testing document separator
ﬁi‘_‘murk order _

= mail merge work orders,pdf

fg Sharkout ko Shared Documents

ug File name; |mail merge wiork, orders, pdf
Py M etk Files of type: I pdf

Click on Continue.




E Parsing Profile Creator

__—:l PARSING PROFILE CREATOR

lob Mame  [wWork Order

Select a Sample File to Parse in the Folder that contains the files ko be processed
the File must be a TIFF image or a searchable POF,

A Docurme nd Settingsikeith PassaurDeskiopimail merge wo Browse

Conkinue " Exit
Copyright® eDocFile Inc, 2004-2003

A menu to set the formatting of the extracted P&+ will appear.

-,

= Set PDF Format

__—‘__l SetT POF FormaT

Select PDF Extraction Farrmat
|C|:||:|':.:' and Paste M

Text Case

| Maormal M

| Test ] Cankinue ][ E:xit ]
Copyright® eDocFile Inc, 2004-2003

Select “Standard”, “Copy and Paste”, or “Tabulas’tlhe extraction format and either
Normal, UPPER CASE or lower case for the text outpu

After selecting an Extraction Format and the T@ase Format click on Test to view the
results of the extracted text in the selected fordihough any selection method can be
used, some are easier to parse data from tharsaitherertain document types.

Shown here is Standard:



Copy and Paste:

(P P o o
I0 36973 200 654557
2709 willow Oaks Drive, valrico, FL 53554 Phone B03-415-559%

Wiikd: ORDER
|BATE: wovEMBER 3, 2008

o
A0, Dick Products Go of meckford
5027 Harrison Averms

Reckfard, EL GLL08

Phone: £1%/197-0880

pot] T# Farm

ATy pE UNIT PRICE LINE TOTAL

FSUBTOTAL
RALEE TAN

TOTAL

Thank you for your Business!

CATE: HOVEHMBER 3, 2008

msw'liﬁr- .

DESCRIPTEON UNIT PRICE LINE TOTAL

LALES TAX

After selecting the desired format click on “Coroféri.

In the example below the text from the scanned anaifj be used.



When finished the selected file’s extracted text be displayed in the default text editor
and the Parse Captured Data menu placed on toye oéxt file Window.

In this example the Work Order Number, the Custoideand the Clients name and
address and phone will be captured. Later a foldébe setup for the customer with all
of the Work Orders that correspond to them in lite Tile name will be the Work Order
and a CSV file will be created that contains ad tiata.

To capture the Work Order Number Anchor Points bélused. Anchor Points allow the
user to collect data on a given number of linesraféertain text appears. The easiest way
to think about how Anchor Points work is to thinkitcas “Nothing exists until the

Anchor Point is found” There can be two Anchor Rgjiso it can be thought of as
disregard everything until a word is found aftdirst word is found. This is a useful
function when processing documents that have time seord appear numerous times.
Click on “Use Anchor Points”.



A new Window will open.

The name “WO_numb” was entered as the name forahe, the program will look for
the first occurrence of “W.0O.#” in the text. Onte text is found all text will be captured
until the end of the line.

Click on Test.

A Window shows the captured results.



Click on Okay, if it captured the data correctlicklon “Continue”, if not, try a different
method.

Click on Yes to save the settings.



The captured data is displayed in the setup melick @h “Capture Address Block”.



Capture Address Block looks for an address by figdi line that contains a two letter
state abbreviation followed by a 5 digit zip code.



A period will be entered in “Data to Exclude in @ut’, as there is a period at the end of
the line containing the Company Name that need® texcluded from the output.

Sample Form is entered as the Anchor Point Onthesprogram will not start searching
for the state until this is found. Exclude Linesn@oning has Cust “shorted customer” in
it so that it will not find ID thinking it is Idahas it has a five digit number after it.

Click on Test.

The results will be shown.

Click on Continue and Yes to Save.



The Address contents have been added. In ordeniove the Address Block, select the
line containing “Addresslinel” and click on “Deldtem”.

Click on “Floating Number” to capture the Custonier



A new Window opens and it will search for an ocenae of a number and the number of
digits in the number. In this example, the customanber is the first occurrence of a
number with 7 digits in it.

Since no Anchor Points have been set and thergegen digits in the number, the first
seven characters will be read, if it doesn’t makehfirst character will be dropped and
one added. This process will continue until a madiound. This process can be very
slow. Therefore if there is an Anchor Point that ba used it should be to skip
processing lines that will never contain the data.

Use “Fuzzy Logic” is selected which allows File ®ZR to compensate for some OCR
errors. Using Fuzzy Logic instructs File by OCRassume that if there is a string of
numbers and a “O” is in the string to be parsesdhatuld most likely be a “0”. The
settings for Fuzzy Logic can be set by the user.

Note: The Customer Number could also be captured by using “Capture

Line and Position” and specifying the line number, and the text that comes
after ID. It could also be captured using “Use Anch  or Points” and
searching for the text “Customer ID” and capturing the data that comes
after it.

Click on “Test".



The proper number is displayed. Click on OK, Exitl & es to save the settings and
return to the Setup Parsing Menu.

Click on Capture Line and Position to capture therg number.






Click on the Setup Wizard.

A new Window will open, Select the phone numbecligking on it and dragging the
mouse over the number to highlight it. Then click@kay.

(If multiple Windows are open and the focus goeBSlatepad, press ALT + Tab to return
to the menu.)

The Captured Value will be displayed.

Click on “Yes” to Continue, or “No” to try again.



A confirmation menu appears showing the line ansitjpm.

Click on Yes to continue or No to repeat the preces

A Window prompts the user for data that always @des the value to be captured, in this
case the answer is No.

A Window prompts to see if the data goes to theddrttle line. In this case the answer is
Yes.

Notes: If text appears before the value to be captu  red the user will be
prompted to enter it, the same if text appears afte  rit. So if the line
contained “Phone: 813-813-4562 ext:12”

The user could enter “Phone:” and then “ext:” and t he value between them
would be captured. Notice how thel2 was not entered as it will not always
be 12 it could be a different extension number. Als o there may not always
be an extension, in which case the length of the nu  mber could be specified.

Enter a name for the value after this is complete.



Click on “OK”.

Click on “Test” to check the parsing.



Click on “OK”, then on “Continue”.

Click on “Yes".



The Phone Number could also easily be capturedyusiray and Expression.

Click on Array and Expression



The Array and Expression Parsing menu will appear



Phone2 is entered for the name of the value and Réggular Expression” is selected for
the type of capture.

Under “Regular Expression” “-...-...” is entered and Occurrence is setto 1. Thik w
look for all characters that are in the format lieast three characters, a dash, exactly
three characters, a dash and then at least threseaharacters.

Click on Test



Click on “Ok” to continue, and then on “Continug’$ave and exit.

To capture values in a column click on “Array angEssion”



In this example the “150.00” is going to be capdiinghich is in the forth column under
“QTY DESCRIPTION UNIT PRICE LINE TOTAL".

Total_One is entered for the name of the valuestodptured and Capture Column
Position is selected from the drop down list ascdyature type.

The line to be captured is the first line after ven®QTY” appears. “QTY” is entered as
the anchor point and 1 line is added to it. “4&rgered in the “Column Position” and the
start and end position is left blank to captureghgre line.

Click on “Test”

If the captured data is correct, Click on “OK” aén “Continue and Save”, to exit the
“Array and Expression Menu”.



Check the Captured data if it is all correct clwkExit, if there are errors edit the item or
highlight the line, delete the item and parse ihgs different method. The only data
needed to file this document is the Customer Nurahdrthe Work Order Number. All
others will be deleted.

Step Three — Generating Output

Click on “Output Profile Manager”, to create an muitjob.



Click on “New".

A new Window will open.



. Enter a name for this Job.

. Select the profile using the Browse to Profile bnttThis will select the parsing
job that was completed in Step Two.

. Create a root directory for the output, either typthe path or if it already exists
select it with the Browse to Output button. All pessed files will be stored in
this folder or a subfolder of it.

. Select Sub Directories to be created from the pladséa. In this case CustID is
being used which contains the customer numberh&output will have a root
directory, and sub directories for each customke dustomer name could have



been selected here as well.

5. In the Output File Options check Create from PaiBath, as the file name will
be created, if keep original Name is selected hadibcuments were entered
from a scanner the Keep Original Name option wdaddiseful if the documents
were scanned in a batch that was separated by gespldhis would make the
file name the employees name and date of capture.

6. Select the Output Type (If processing text searehBBF's the option to save as
Tiff Images does not apply)

7. Optionally a prefix for the file name can be enterguch as Invoice.

8. From the drop down list “WO_numb” was selectedWork Order Number so
the structure will be:Root Directory\Customer Number\Work Order
Number”.

9. Select a character to be used to separate thersecti the file name.

10.1f a copy of the original file is to be saved inachive folder enter the path to it
here. If the path is left blank no files will bevsd.

11.CSV Output Options are “None”, “Place in Root Digg” or “Place in the
Folder” with the processed file. This option creadedelimited file with all
captured data. This data can later be searchedpmried into a data base for
searching.

12. Static output can also be added to the CSV filwelt For instance, in the
example above when the Work Orders are being sdaaneemployee’s name
could be entered. Their name would appear in the {3&, allowing it to be
imported into a database.

13.The CSV option allows for any character to be us®d separator by entering the
desired character in the “Field Separator” Boxrtiest common are a comma or
a semi colon.

14.Existing File Options are choices that can be nvelden a file already exists with

the same name. The choices as Append File, Refpla@xisting file with the
new one or consider it an error and place it wagherror files.

Once finished click on Continue to Exit the setsingll automatically be saved..

Step Four - Running the Job



There are two options for running the job, oneisun a single job manually and the
other is to monitor all file folders and processtedocument as it comes in. OCR is very
processor intensive and this should be considerehunaking the selection.

To run a single Job, and have the software exitwiimeshed, select “Run a Job” from
the Main Menu.

A new window will open.

Select the Job to Run from the drop down list diak on “Run Job’. An Icon will
appear in the Sys Tray showing that the files aadprocessed. This Icon will always
show when files are being processed.



To run all jobs and monitor folders for incomingcdments, select “Run All Jobs” from
the main menu.

If this option is selected all folders will be mtored and processed. An icon will appear
in the Sys Tray that allows the user to Start, Stogxit the process.

Step Five — Check the output.

Open explorer and open the folder containing thewu



It contains a file folder for each client and a Cii¥.

A quick review will show any obvious mistakes irettlata capture and parsing. In this
example everything was captured correctly excepthi® spacing on two phone numbers.

When opening the file folder the file names aredhme as the work order number and
the PDF'’s are text searchable.

Simple File Retrieval - Optional

File by OCR contains a simple search function ilesfthat have been saved in one of
two formats. Format one, is all files are in onlelén and are numbered, such as checks,
invoices, work orders etc. This method allows theruo retrieve either one file or a
range of files, without browsing to the file.

The second option is when there are two valuesuoaght With this method one “Value
One” becomes the folder name and the file nam¥adue One — Value Two” In this
scenario a user would be capturing something sirtola Vendor Number and Check



Number. All of the checks that pertain to the Vemgould be in the Vendor’s file folder.
When retrieving the files all files for the Vendeould be shown and the user could
retrieve one file or a group of them combined iateearchable PDF.

To begin the paths to the files must be set. S&Retrieval Profile Manager” from the
Main Menu.

The Setup Retrieval Window will open.

Click on New



Enter a Name for the Job, select what type offéilder structure and browse to the root
folder where documents are saved. If using “Foldef File Name” it is important that

the value used for the folder name is the first pathe file name and that only one other
section is used for the file name. The file namethuge a dash to separate the folder and

file name. As shown below.

When finished click on Continue

When finished creating Retrieval Jobs Click on Exit



Retrieving the Files

To retrieve a file select “Retrieve a File” fronetMain Menu.

The Select Document Type Window will appear if ther more than one job setup. This
menu will be skipped and the user taken directlheonext window when there is only
one job. Select the Document Type

Example One — One value used

In this example Work Order One will be chosen i i®b with just the Work Order
Number was captured and it was used to name theAiill of the files are in one folder.



The user enters a file number (in this case thekM@oder Number) and the file is
retrieved. Optionally the user can enter a rangauafbers as shown above.

If a range is selected the user will see a prompligplay a message each time a file is
not found. The user can select Yes to see the messaNo to skip it. Please note that if
hundreds of files are in the range and they dcert the user will be prompted each
time and this will slow down the retrieval process.

The file will be retrieved as a bookmarked PDF.



Example Two — Two values used

In this example one barcode is the Customer Idtl@ather is the Job Number. There is
a folder for each customer and in it are all thet@mers files named the Customer ID-

Job Number.

The user selects the Job and clicks on “Continue”

The user enters the Document Identifier in thi:adhge Customer’'s Number and clicks
on “Continue”.



The retrieval menu will now show all of the filesthe Customer’s Folder. The user can
select one by clicking on the number or they cantbie “CTRL + Click” to select
numerous files. Once the files are select the cigges on “Continue” to open the file.



Trouble Shooting

For the best results test the parsing on as matyndents as possible. The more testing
done the more accurate the results will be.

If using MODI and it is locking up, most likely theeare two versions of it on the PC.
When upgrading from one version of Office to anothe previous MODI files are not
removed. To check this, search for MSPVIEW.exendfe than one copy is found that
will be what is causing the issues. To correctisbae delete the older version and the
folder that contains it and run a registry cleaeprogram with a simple registry cleaner
such as CCleaner will correct the issue, as it kEBoegistry entries to non existent
programs.

If at any time a message appears that says thefédesrin the temp folder to be
processed, it means that the program was shut davimg processing. (A power failure
etc.) Review these files and place them back inrpet folder and restart the program.

The document used in the example below was desigoedy for data capture with
OCR.



The Work Order number is a standard size 12 poimitéds is the Customer ID.

Ideally the form would be redesigned with largerRofonts, which would improve
accuracy. If using a somewhat standard font makerit standard, for instance instead of
using the font Garland choose Times New Roman @l Ar



The example above would be ideally suited for tyatare and parsing of the data. Tested
with 50 documents it captured all characters sisfubyg.



