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What is PDF Filer

The concept of PDF Filer is based upon the fact that most structured files can be organized
based upon a few pieces of data. And that an easy consistent method is necessary to enter the
data. One piece of data has to be something that is completely unique. This could be a record
number, employee number, patient number, loan number, invoice number etc., it just has to be
unique. This value is what could be on a tab on a folder in the filing cabinet.

Some structured files maybe very large and contain similarities. Such as a loan file or personnel
file, it could be hundreds of pages long, but each file contains the same types of documents. For
instance a personnel file will always have an application, tax with holding information, reviews etc.
This relates directly to what would be in a folder in the file cabinet. The documents inside the
folder would be grouped together and perhaps also organized by date. For instance in a
personnel file the all of the tax withholding documents would be together and organized by date.

In setting up PDF Filer what is needed is to determine how the files should be organized. The
easiest way is to look at how the paper files are currently organized and match the logic. With the
unique identifier becoming the folder name and the contents becoming document sections.

PDF Filer will automatically create a file folder hierarchy based upon information related to a
database or a document type. The PDF files can already exist or PDF Filer can activate a
scanner with preset settings for the particular file type. When an existing file already exists, rules
built into the program will automatically be followed. The rules can replace the existing file,
append new pages first or new pages last. When appending pages the new pages will be date
stamped.

Understanding PDF Filer

PDF Filer uses what it refers to as "Jobs" to relate a set of rules to a particular document. The
rules relate a piece of unique data to a document with the unique data coming from the Window
Title, the Clipboard or just a list of document types.

The software can handle numerous Jobs for different document types. The user just selects the
Job and the rules are applied.

#& Point - [AUTO6060. BRW]
[ ] Flle Edit Marketing Forms ‘erifs Track Banker Lenders Services Interfaces EorfCo-

DeHdE& <BB A0 BE ?

Mavigation ... <j; E Borrower, John Quinton | Borrower Information

Shown here is a Window Title that contains a unique value "AUTO6060" every time this record is
open in the database this title is displayed. PDF Filer will automatically capture the title of the
Window and remove all characters that are not part of the unique value, in this case it would be
"Point - [" and ".BRW]". This captured value can then be used it identify files related to this record.
A second piece of data can also be added to identify a document type related to the file. In the
example above is the Window Title of a Loan Origination Software Program, documents such as
the application, title, and appraisal can be related in a secondary value making it easier to retrieve
specific data.
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In this example a purchase order number is highlighted and the user presses "CTRL" + "C" to
capture the value to the clipboard and then activates the program. This purchase order number
will be unique to the transaction and all documents related to the transaction can be filed.

The other option of PDF Filer is for simple documents types that need to be named and dated.
For instance personal utility bills, a type of each bill can be entered such as Water, Electric,
Phone, Cable etc and when a file is added it is automatically appended to the existing file with the
same name, but now the pages are bookmarked with a time stamp. The net result is that the user
can retrieve the Water Bill (a single file) and go directly to the date of the bill desired. The retrieval
option also allows for the user to select multiple files and have them bookmarked by type and
date. In this instance the user could retrieve the Water Bill, Electric Bill and Cable Bill and go to
the type of bill and then the date.

System Requirements

A TWAIN Compliant Scanner
Microsoft Windows XP or Vista
A PDF viewer (Acrobat is not required)

Acquiring Images

PDF Filer has two ways to acquire images, one is with a scanner and the other is to capture an
existing PDF on the local PC.

When used with a scanner, the scanner needs to be setup, turned on and the user needs to
create custom scanner configurations. The scanner configurations instruct the scanner as to what
scanner to use and at what resolution to scan and whether to scan in Simplex or Duplex for a
particular job.

Creating Custom Scanner Settings

A Custom Scanner Setting instructs the scanner as to what resolution to use and if the file should
be simplex or duplex. The same custom setting maybe used for various documents types. They
will be related to the document type in the Job settings. To create a Custom Scanner Setting
begin by clicking on "Setup Custom Scanning".
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The Custom Scanner Settings Window will open
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From this menu the user can add, delete or modify scanner settings. Make sure the TWAIN
compliant scanner is turned on and Click on "New".
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Select Yes if this is the first time the program has been run or if a new scanner has been added.
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The software will search for TWAIN Devices.
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1. Select the Scanner

2. Select the Mode (B&W) color is not currently supported
3. Select the Resolution

4. Select the Image Mode (simplex or duplex)

5. Select type of Image (Multi-Page or Single Page) If documents are all one page long use
Single Page

6. Turn on Automatic Document Feeder (if this is off the user will be prompted with the
scanners interface)



7. Check Use Program Defaults to be prompted with the scanners interface

When finished click on "Save"
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Enter a Name for the Settings and click on "OK"

Repeat these steps for all of the common scanner settings for your files.

Job Setup - Set Acrobat and Settings Path
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Begin by opening the application and clicking on "Job Setup”



L PDF Filer Job Manager
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1 - Enter a path to a folder that will be used to save the job settings, if the directory does not exist
it will be created. The path specified should be one that other users have access to if the files are
going to be shared. The files themselves will be stored eslewhere. If the directory does not exist it
will be created.

2 - Select the version of Acrobat installed. The latest versions of Acrobat and Reager are
supported from the drop down menu. If there is difficulty in capturing the file name from the title in
Acrobat it will most likely be caused by an older version of Acrobat or a non-english version.

3 - This field should be left blank unless there is difficulty in capturing the filename or if a non-
english version of Acrobat is being used. If this is the case enter the portion of the Window Title
that remains constant when every file is opened and add a "*" to the end of it.

When finished click on Continue to open the Job Manager Window.

Job Setup - Manage Jobs

The Job Manger Window allows the user to add, remove and delete Jobs.
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Click on "New" to create a Job

Click on "Open to Edit an existing Job

Click on "Delete" to Remove a Job and it's related Job settings files
Click on "Help" to display this page

Click on "Exit" to return to the Main Menu

Job Types
PDF Filer handles five types of Jobs
One Value - Document Type

This is a method where the user selects a type of file from a drop down list and has a file created
from the name in the list. If the file already exists it can be replaced, have the new pages
appended to the beginning of the file or the end of the file in addition to having it date stamped.
This is useful for filing simple documents that come in on a routine basis where they need to be
tracked by date. An easy example to relate to is personal bills, the list would contain the types of
bills and when one comes in it would be added and time stamped. At the end of the year all the
files would be retrieved and the net result would be a book marked PDF with types of bills and
their dates.

Sequential - Title Bar

This is a method where the Window Title Bar contains a unique piece of data that is to become
the file name. Some database applications display a file name in the Title Bar and this is captured
and used to relate to documents. The function is the same as One Value - Document Type only
the unique data comes from the Title Bar as opposed to the Drop Down list.

Sequential - Clipboard

This is a method is identical to Sequential - Title Bar with the unique data coming from the
clipboard as opposed to the Title Bar. This method works with all applications where a unique
piece of data can be copied to the clipboard. For instance a Purchase Order. The file would
become the PO Number and as the goods are received and added each additional document
would be added to the file with a data stamp.

Two Values - Title Bar



This is a method where the Window Title Bar contains a unique piece of data that is to become a
file folder and the prefix of a file name. The rest of the file name will come from a drop down list.
With this method the user can relate different document types to a file. This would be similar to a
paper file folder with each folder containing the same types of documents. An example would be
a loan file, they all have a loan number (file folder) and contain the same document types inside
(application, appraisal, title, etc.)

Two Values - Clipboard

This method is identical to "Two Values - Title Bar" with the unique data coming from the
clipboard.

Two Values - Keyed

With this method the user selects a unique identifier or enters one. This will become the file folder
for the related documents. The user can select a document type from a list or add them as they
go. This is ideal for when there is no database to relate the records to but they are related. For
instance keeping all files together for different projects. The project name would become the
unique identifier. When retrieving the files the user selects the project and then from all of the
documents related to the project.

One Value - Document Type

This is a method where the user selects a type of file from a drop down list and has a file with the
name in the list created. If the file already exists it can be replaced, have the new pages
appended to the beginning of the file or the end of the file in addition to having it date stamped.
This is useful for filing simple documents that come in on a routine basis where they need to be
tracked by date. An easy example to relate to is personal bills, the list would contain the types of
bills and when one comes in it would be added and time stamped. At the end of the year all the
files would be retrieved and the net result would be a book marked PDF with types of bills and
their dates.

Setup:
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Enter a name for this Job, this name will appear in a drop down list
Select an Indexing Method, which in this case is "One Value - Document Type"
Enter a list of document types

Place a check mark in this box if the user is allowed to add document types when the
program is run

Enter a storage folder for the documents

Enter an option for what to do when a file exists the options being replace, Append New
Last and Append New First

Select a Scanner Profile which forces the same scanner settings to be used each time.

Output Results:

10



File Edit ‘Wiew Faworites Tools  Help

e Back * “‘-,.,.‘} |E ‘;:j Search ‘FEE Folders

Address |[|f'i] :\File Archive\Monthly Eills
Folders

T

Size

(&} Deskop 94 KB
i [a My Documents a5 kB
= ﬂ My Camputer : a7 KB
& M 3% Floppy (81 | Twaterpdf 276 KB

When the program is run the files will be saved in the folder specified and the file names will be
created from the drop down list.
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When the file is retrieved it will be book marked by date. The dates are the date the document
was created or appended.
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When multiple files are retrieved the will be arranged by document type and date.

Sequential - Title Bar

This is a method where the Window Title Bar contains a unique piece of data that is to become
the file name and when a new file arrives it will replace the original or Append the pages to it.

Some database applications display a file name in the Title Bar and this is captured and used to
relate to the documents. The function is the same as One Value - Document Type only the
unique data comes from the Title Bar as opposed to the Drop Down list. Please note that not all
only "most Title Bars can be captured” . The Sequential function name relates to the retrieval
as the user will be able to retrieve a file range.
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Show above is a Title Bar that contains a File Name in an application where there is an automatic
naming function that increments the file name. This particular application is for generating loans.
With this setup the user will be able to retrieve a range of files where the contents of the files will
be book marked with the date of the file's arrival into the system.

Setup:
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Enter a Name for the Job - this name will appear in a drop down list
Select an Indexing Method, which in this case is "Sequential - Title Bar"

Enter all text that appears in the Title Bar that needs to be removed from the file
name

Enter a part of the Window Title that always appears. This is usually the application
name.

Enter a storage folder for the documents

Enter an option for what to do when a file exists the options being replace, Append
New Last and Append New First

Select a Scanner Profile which forces the same scanner settings to be used each
time.

Output results:
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Multiple files (a range) can be retrieved.

Sequential - Clipboard

This is a method where the Clipboard contains a unique piece of data that is to become the file
name and when a new file arrives it will replace the original or Append new pages to it.

Some applications display a value that is unique and can be captured to the clipboard by pressing
"Ctrl + C" This value is used for the file name. A common application that this applies to is Quick
Books (almost all accounting applications will work with this function). The user enters the data
from the document into the database, highlights the number presses "Ctrl + C" and the document
is added.
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Shown here is a Purchase Order number highlighted

Setup:
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Enter a Name for the Job - this name will appear in a drop down list

Select an Indexing Method, which in this case is "Sequential - Title Bar"

Enter a storage folder for the documents

Enter an option for what to do when a file exists the options being replace, Append New

Last and Append New First

Select a Scanner Profile which forces the same scanner settings to be used each time.

Output results:
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The file names match the Title Bar
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Multiple files (a range) can be retrieved.

Two Values - Title Bar

This is a method where the Window Title Bar contains a unique piece of data that is to become
the folder name and the prefix of the document name with the suffix becoming the data in a drop
down list. When a new file arrives it will replace the original or Append the pages to it.
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Some database applications display a file name in the Title Bar and this is captured and used to
relate to the document folder. Please note that not all only "most Title Bars can be
captured” .
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Show above is a Title Bar that contains a File Name in an application where there is a unique file
name. This particular application is for generating loans. With this setup the user will be able to
retrieve a document type related to the loan or the entire file with book marks for file document
type that are bookmarked for date of addition.

Setup:
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1. Enter a Name for the Job - this name will appear in a drop down list

2. Select an Indexing Method, which in this case is "Two Values - Title Bar"
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3. Enter all text that appears in the Title Bar that needs to be removed from the file name

4. Enter a part of the Window Title that always appears. This is usually the application

name.

5. Enter a list of Document Types

6. Place a check mark in this box if the user is to be allowed to add document types during

the document capture

7. Enter a storage folder for the documents

8. Enter an option for what to do when a file exists the options being replace, Append New

Last and Append New First

9. Select a Scanner Profile which forces the same scanner settings to be used each time.

Output results:

The file folder matches the Title Bar as does the file prefix. The suffix is the document type.
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The document has book marks each time an addition is made
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Multiple file sections can be retrieved so that it is similar to opening the contents of a paper file
folder.

Two Values - Clipboard

This is a method where the clipboard contains a unique piece of data that is to become the folder
name and the prefix of the document name with the suffix becoming the data in a drop down list.
When a new file arrives it will replace the original or Append the pages to it.

Some applications display a value that is unique and can be captured to the clipboard by pressing
"Ctrl + C" This value is used for the folder name. The user opens their database, highlights the
number presses "Ctrl + C" and the unique value is captured.

Show above is an Employee Number which is unique to the employee. With this setup the user
will be able to retrieve a document type related to the employee or the entire file with book marks
for file document types that are bookmarked for date of addition.

Setup:
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Enter a Name for the Job - this name will appear in a drop down list
Select an Indexing Method, which in this case is "Two Values - Clipboard"
Enter a list of Document Types

Place a check mark in this box if the user is to be allowed to add document types during
the document capture

Enter a storage folder for the documents

Enter an option for what to do when a file exists the options being replace, Append New
Last and Append New First

Select a Scanner Profile which forces the same scanner settings to be used each time.

Output results:
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The file folder matches the Clipboard Contents (in this case the employee number) as does the
file prefix. The suffix is the document type.

The document has book marks each time an addition is made
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Multiple file sections can be retrieved so that it is similar to opening the contents of a paper file
folder.

Two Values - Keyed

With this method the user selects a unique identifier or enters one. This will become the file folder
for the related documents. The user can select a document type from a list or add them as they
go. This is ideal for when there is no database to relate the records to but the files are similar. For
instance it would be ideal for keeping all files together for different projects, bids, quotes or
proposals. The project name would become the unique identifier. When retrieving the files the
user selects the project and then from all of the documents related to the project. So, if the project
was a Bid, all quotes related to the Bid would be together, organized by who quoted the project
and any changes or updates to them would date stamped.

Setup:

1. Enter a name for this Job, this name will appear in a drop down list

2. Select an Indexing Method, which in this case is "One Value - Document Type"
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3. Enter alist of document types

4. Place a check mark in this box if the user is allowed to add document types when the
program is run

5. Enter a storage folder for the documents

6. Enter an option for what to do when a file exists the options being replace, Append New
Last and Append New First

7. Select a Scanner Profile which forces the same scanner settings to be used each time.

Output results:

The file folder matches the keyed in document identifier as does the file prefix. The suffix is the
document type.
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The document has book marks each time an addition is made

Multiple file sections can be retrieved so that it is similar to opening the contents of a paper file
folder.

Adding Files
There are four options when adding files:

Add a file that has One Value "Document Type"

Scan a file that is related to a Database

Add a PDF that is related to a Database

Add an existing PDF that has mixed document types to a Database

One Value Document Type - Scanning
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To scan a file with one Value that is the document type open the program and click on "Scan".

Select the Job from the drop down list and click on "Continue".
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Select the Document Type or Key in a new type and click on "Scan".

The scanner will be activated and the pages will go through.

Once they are scanned the option to release the files will be presented. If there were no double
feeds or paper jams, click on "Yes" if it needs to be rescanned click on "No".

When finished the document selection window will appear to add another document type.

One Value Document Type - Existing PDF
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To add and existing PDF with one Value that is the document type open the PDF to be added
and then open the program and click on "File Open PDF".
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Confirm that it is the correct PDF to be added and click on "Yes". If it is not close other open PDF
files and run the program again. (Please note the open PDF must be on the local PC)

Select the Job from the drop down list.

Select the Document Type or Key in a new type and click on "File".
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Once processed, the results will be displayed and the user can close the PDF, Delete the PDF or
Exit.

The user will be prompted to return to the Main Menu to process another document.

Scanning with the Title Bar or Clipboard

Begin by opening the record in the database related to the document to be added. If the clipboard
method is being used copy the unique value to the clipboard.

The process here is similar if using Two Values or Sequential. The difference being the user is
presented with a document type selection menu if using two values.
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Open PDF Filer and click on "Scan"

Select the Job from the drop down list and click on "Continue".
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Click on "Get Title" if using the data in the Windows Title as the unique value or Get "Clipboard".

The unique value will be entered as the "Document Identifier". if it is correct, select the Document
Type from the drop down list (or optionally key in a type if this option is available) and click on
Scan.

The scanner will be activated and the pages will go through.
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Once they are scanned the option to release the files will be presented. If there were no double
feeds or paper jams, click on "Yes" if it needs to be rescanned click on "No".

When finished the document selection window will appear to add another document type.

Add Existing PDF with Title Bar or Clipboard

To add an existing PDF open the PDF to be added and then open the record in the database
related to the document to be added . If the clipboard method is being used copy the unique
value to the clipboard.
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Open PDF Filer and click on "File Open PDF"

Confirm that it is the correct PDF to be added and click on "Yes". If it is not close other open PDF
files and run the program again. (Please note the open PDF must be on the local PC)
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Select the Job from the drop down list and click on "Continue".

Click on "Get Title" if using the data in the Windows Title as the unique value or Get "Clipboard".
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The unique value will be entered as the "Document Identifier". if it is correct, select the Document
Type from the drop down list (or optionally key in a type if this option is available) and click on
"File".

Once processed the results will be displayed and the user can close the PDF, Delete the PDF or
Exit.
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Add Two Values Keyed - Scanning

Click on "Scan".

Select the Job from the drop down list and click on "Continue".
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Select a Document Identifier (1) or Key in an Identifier (2). If there is no keyed in value it will
select from the drop down list. This Identifier will become the folder name for these files and the
prefix of the file name. The folder does not need to be present, it will be created.

Select a Document Type from the drop down list (3) or key in a new document type (4). (If in
setup this was allowed) and Click on "Scan". The user will be prompted to save a new document
type if that option was allowed in setup.

The scanner will be activated and the pages will go through.

Once they are scanned the option to release the files will be presented. If there were no double
feeds or paper jams, click on "Yes" if it needs to be rescanned click on "No".

When finished, the user will be prompted to scan more files relating to the same identifier.

Add Two Values Keyed - Existing PDF

To add an existing PDF open the PDF to be added and then open PDF Filer.
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Click on "File Open PDF".

Confirm that it is the correct PDF to be added and click on "Yes". If it is not close other open PDF
files and run the program again. (Please note the open PDF must be on the local PC)
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Select the Job from the drop down list and click on "Continue".

Select a Document Identifier (1) or Key in an Identifier (2). If there is no keyed in value it will
select from the drop down list. This Identifier will become the folder name for these files and the
prefix of the file name. The folder does not need to be present, it will be created.

Select a Document Type from the drop down list or key in a new document type. (If in setup this
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was allowed) Click on "File". The user will be prompted to save a new document type if that
option was allowed in setup.

Once processed the results will be displayed and the user can close the PDF, Delete the PDF or
Exit.

Splitting a PDF

PDF Filer has an option to split files. It processes them one at a time by extracting pages,
allowing the user to add the extracted pages and then repeating the cycle.

To add an existing PDF open the PDF to be added and then open the record in the database
related to the document to be added . If the clipboard method is being used copy the unique
value to the clipboard.
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Click on "Split PDF".

Confirm that it is the correct PDF to be added and click on "Yes". If it is not close other open PDF
files and run the program again. (Please note the open PDF must be on the local PC).
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Enter the pages to be extracted and added.

To extract a single page:
Enter the page number "2"

To extract multiple pages:
Enter the page numbers separated by spaces "2 5" would extract pages two and five

To extract a range of pages:
Place a dash between the low and high numbers "2-8" would extract all pages from two to eight.

The word end can be used for the end of the file:
6 9 11-end would extract pages six, nine and all pages from 11 to the end of the file.

Any combination of the extraction methods can be used together.
Show in the example above is extracting page 2 to be added.

Click on "Split File"
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A temp file is created that can be added to PDF Filer. Click on "OK".

Click on "Yes" to add the file "No to Exit", if yes is clicked on the Job Selection menu will appear.
Once the file has been added the user will be asked to split more pages from the file.

File Retrieval

File retrieval is related to the Job, if the Clipboard or Window Title was used to file the document,
the record should be open with the correct Title Bar or the Contents already in the Clipboard.
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Click on "Retrieve".

Select the Job Type from the Drop Down list (this will only appear if there is more than one Job
Setup).

Shown here is Retrieval for Two Values using the Ti  tle Bar or Clipboard
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Click on "Get Title".

Verify the Document Identifier and click on "Continue".
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Select the Document Types using the Windows selection keys, (Click on item, press "Shift" to
select a list or Click on an item, press "CTRL" and continue to click on sections) to select the
section(s) to be retrieved. Once selected click on "Continue".

The File will be retrieved as a book marked PDF.

Shown here is Retrieval for One Value Type
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Select the Job and click on "Continue".

Select the Document Types using the Windows selection keys, (Click on item, press "Shift" to
select a list or Click on an item, press "CTRL" and continue to click on sections) to select the
section(s) to be retrieved. Once selected click on "Continue".
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Shown here is Retrieval for Sequential

Select the Job and click on "Continue".
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Click on "Get Clipboard" or "Get Title" or manually enter the document number.

Optionally a range of documents can be entered by placing a "-" (dash) in between the high and
low document number.
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or a list of documents can be entered by separating the document numbers with a ", (comma). A
range and list can also be combined.

Shown above is a range of documents that were retrieved.

Shown here is Retrieval for Two Values Keyed
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Select the Job and click on "Continue".

Select the Document Identifier from the drop Down List and click on "Continue".
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Select the Document Types using the Windows selection keys, (Click on item, press "Shift" to
select a list or Click on an item, press "CTRL" and continue to click on sections) to select the
section(s) to be retrieved. Once selected click on "Continue".

Assigning Hot Keys

Under Advanced options when the program was installed there is an option to install Hot Keys.
This installs the program autohotkey.exe which is in the public domain. Information about
autohotkey can be found here http://www.autohotkey.com/.

To edit the hotkeys that will activate PDF Filer just modify the script file C:\Program
Files\edocfile\PDF Filen\autohotkey\pdffiler.ahk with your own prefernces and save it in the
startup folder.

The script contains instructions on how to modify it in the comments section of the file.

The path and file names are already in the script file to scan a file or file an open PDF using a
given job, just edit the job name to the one that is to be activated when the hot key is pressed.
The hot key itself can also be edited so that any key combination can be used.

Example:

To open google.com add a line to the script as shown below.
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#space::Run www.google.com
If the "space" is changed to "g" it will be run when the windows key and "g" are pressed.
Descripton of lines in the included script:

When the Windows Key and "s" is pressed the job "loan files" will be loaded with the scan
function:
#s::Run "C:\Program Files\edocfile\PDF Filer\Scanfile.exe" /job="loan files"

When the Windows Key and "a" is pressed the job "loan files" will be loaded with the
file open PDF function:
#a::Run "C:\Program Files\edocfile\PDF Filer\AutofilePDF.exe" /job="loan files"

When the Windows Key and "r" is pressed the retrieval option will open:
#r::Run "C:\Program Files\edocfile\PDF Filer\retreival\Retrieval.exe"

To Retrieve a particular job just add /job="loan files" to the line with "loan files" being replaced
with your job name

Symbol Description

# Win (Windows logo key)
I Alt

A Control

+ Shift

To loan these at start up save the file in the Startup Folder

Support

Regardless whether you have a registered version or a trial version, if you need support do not
hesitate to contact us at:

eDocfile, Inc.

2709 Willow Oaks Drive
Valrico, FL 33594

email sales@edocfile.com
Phone: 813-413-5599
www.edocfile.com
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