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Simple Barcode Filing – Purpose 
 
Simple Barcode Filing is a program that monitors file folders for scanned images that 
contain a barcode(s). The bar codes are read and files are moved and renamed forming a 
logical file folder hierarchy for documents based upon the barcodes contents.  
 

System Requirements 
Minimum: Tested 
1.3 Mhz Processor 
40 gig HD 
512 meg of memory  
Microsoft XP Professional  
Java 
 
In addition: 
Twain Compliant Scanner or a Copier that has the ability to scan to a file folder on the 
network.  
 

Understanding Simple Barcode Filing - Jobs 
 
Simple Barcode Filing uses “Jobs” to process files. The “Job” contains the location of the 
files to be processed, the location of the bar codes on the image and how to process the 
file. Each input folder needs to have a “Job” associated with it.  
 
When processing Simple Barcode Filer cycles through the files that contain Job 
information. The program checks to see if there are any images in the input folder 
specified in the Job file. If there is no files it moves onto the next Job and looks in it’s 
input folder.  
 
If there is an image in the input folder the program looks for a barcode definition file that 
matches the Job. This file instructs the software where to look for barcodes on the 
document.  
 
The Job file also contains the output path for the processed file and how to move and 
name the file based on the barcodes read. 
 
Therefore if the goal is to handle Checks, Deposits, and Manually Written Checks; there 
needs to be an input file folder for each document type and a “Job” that is associated with 
each input folder. The same output folder can be used for some document types. For 
instance if the user has barcodes on check stubs they would be processed one way and 
when Manually Written Check are processed the same output folder would be used to 
keep all checks together.  
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Setup 
 

Step one – Create the folders for processing and st orage of 
settings 
 

Input Images:  
 
Create a Folder for Images that are going to be processed. This is the output from a copier 
or the destination of the scanner. These folders will be checked for images and rules 
applied to them based on Job Settings. Because of this ideally the input folder would have 
a name that relates to the type of Job. 
 
Example: 
 
C:\inputscans\Checks 
C:\inputscans\Manual_Checks 
C:\inputscans\Deposits 
 
 

Jobs Folder 
 
Create a Folder to hold the Settings about the “Jobs” (the Job Settings Files). If the 
images are going to be shared this needs to be a shared folder on the network as the “Job” 
settings files contained in this folder have information that can be used for retrieval. 
 
C:\Jobsettings 
 

Create a folder for output files 
 
Create a Folder for the output images – If the images are going to be shared this need to 
be a shared folder on the network. Ideally this would be a subfolder of the folder that 
contains the Job Settings. Similar to: 
 
C:\Jobsettings\Deposits 
C:\Jobsettings\Checks – Note that in the example above there was Manual Checks Job, 
both Manual Checks and checks with barcodes on the stub will use the same output 
format, so there is only one storage folder for checks. 
 

Step two – Create the cover page 
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To create a Job a sample file containing the bar code must be created. This file can come 
from a Copier, Scanner or a pre-scanned Cover Page can be used. Once created continue 
in this manual by going to Setup Simple Barcode Filing 
 
 

Pre-Scanned Cover Page: 
Simple Bar Code Creator comes with samples of Cover Pages that have already been 
scanned. They were created with the utilities that come with the program which create 
cover pages with either a single or double bar code. They have been scanned at 200, 300 
and 400 dpi with either Code 3 of 9 or Code 128 bar codes.  
 

Copier: 
 
If using a copier it is suggested that the file be saved in the folder 
C:\simplebcfiling\testscans for future reference. Ideally the file will be named something 
unique to the job such as Check Stub, Form 123 etc, so that it can be referenced again. 
The file should be a multi-page G4 Tiff image.  
 

Scanner: 
If using a Scanner – Simple Barcode Filer has an option to easily scan the Bar Coded 
Page. Begin by: 
 
Click on “Scan Sample file”. 
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A Window will open for the path to be used to save the file. Use the default path for easy 
reference later. 
 

 
 
Click on OK 
 

 
 

Enter a descriptive name for the file and Click on OK 
 
At this point the default Twain Device’s interface will open – The screen below is that of 
a Fujitsu fi-4120c. The actual screen will differ by manufacturer or model. 
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Set the options to create a Black and White G4 image at 200 dpi or better. It is suggested 
that 300 dpi be used. Once set, Click on “Scan”. When finished scanning, close the 
interface if it does not automatically close.  
 
 

Step Three - Setup Simple Barcode Filing 
 
This example uses bar codes created with the utilities that come with Simple Bar Code 
Creator. The programs can create either one or two bar codes on a page in either a Code 3 
of 9 or Code 128 format. The program already has samples scanned in that can be 
selected to create a “Job”. 
 
Begin by opening Setup Simple Barcode Filing by clicking on “Manage Jobs” 
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A new Window will open prompting the user for the storage path of the “Job Settings” if 
the folder does not exit it will be created. 
 
 

 
 

Note: This should be a shared folder if others are going to access the files 
 

Click on Continue 
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The Job Manager window will open. This Window will allow the user to create new Jobs 
and edit existing Jobs. Click on New 
 

 
 

The Create Job Menu Opens 
 
This menu creates the rules to be applied to each Job. In this example a Job will be 
created called Manual Checks. This Job will use a Cover Page that contains two 
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barcodes. This cover page will be dropped when processing, and the output file will be in 
a folder named the first barcode and the second barcode will become the file name. If a 
file already exists with the same name the new document will be appended to the first. 
 
The input file to be processed will be a G4 tiff images scanned at 300 dpi and a Code 3 of 
9 Bar Code will be used. 
 
A barcode definition file already exists for this format and it will be used. 
 
The barcode definition files are located in C:\simplebcfiling\Barcode_Definitions\ 
 

 
 
 
The file names provide a description of the definition file. Included definition files 
contain settings for Code 3 of 9 and Code 128 at 200, 300, and 400 dpi. The folder Code 
309_and_128 contains settings that instruct the software to test for both types of 
Barcodes and use the one that is found.  
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1. Enter a Name for this Job, it should be something that describes what type of 
document is being processed. 

2. Enter the path to the images that are going to be processed. 
3. Enter the path to the barcode definition file. 
4. Enter the path to where the files will be placed after processing. 
5. Select the output type and what is to be done if an existing file with the same 

name exists.  
6. Select what folder structure should be used. If left blank all files will be placed in 

the root folder selected in item 4. For retrieval purposes the output files must all 
be placed in one folder or Barcode 1 can be used to create a subfolder. However, 
if Barcode 1 becomes a subfolder and the retrieval option is to be used the file 
name must be “Barcode 1” – “Barcode 2” 

7. Select what should be used for the file name. It can be any combination of the 
barcodes. However, if the retrieval is to be used it can be either barcode or 
Barcode 1 and Barcode 2 in the folder Barcode 1 

8. If using cover pages they will be dropped if a check mark is placed in this box 
9. The output file can be rotated to the right by specifying how many degrees. 
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Click on Continue 
 
The job is setup and will process files in the C:\inputscans\Manual Checks. If using a 
copier set this as the scanning destination and have the files arrive as a 300 dpi G4 tiff 
images. When the job is run every 15 seconds the folder will be checked for the output 
from the copier and if found will automatically process the image. 
 

Defining a Bar Code’s Location on a custom document   
 
In many cases a Bar Code can automatically be printed on a form. An example being 
check stubs. Accounting programs such as Quick Books and Sage both allow this. Either 
a check number, account number or both can be printed. In the example below two 
barcodes will be captured allowing for the check stubs and their associated documents to 
be placed in a file folder with the account number and inside the folder they will be 
named the check number.  
 
 
Click on “Create Barcode Definition File” 
 

 
 
A Window will open that contains instructions on how to define the location. Click on 
Okay. 
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The Window will open “Barcode splitter template creator”. 
 

 
Note: If the Exit button cannot be seen, change the resolution of the monitor to 1028 X 

768 or higher. 
Click on “Load File… “ 
 
Browse to the Folder C:\simplebcfiling\testscans (or other location that contains the 
barcode image file to be read) 
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Select the file that contains the scanned Bar Code. 
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The file will be loaded. Click on AutoSize to place the Contents of the entire image in the 
Window. Optionally the Z+ (Zoom in) and Z- (Zoom out) can be used with the scroll bars 
to magnify the image. 
 

 
 
This Check Stub contains two barcodes to be read the first is the Companies ID Number 
and the second is the Check Number. The Company ID Number can be larger for a 
different company so when setting up the location of the bar code keep this is mind and 
expand the area. 
 
To select the area Hold Down the Left Mouse Button and draw a rectangle around the 
barcode. Make sure to get all of the contents of the barcode (keep in mind that it may not 
be exactly in the same place on each image as the paper going through the scanner is not 
always exact). 
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When the mouse button is released the area selected will become blue and it will appear 
in the top right window. This process can be repeated until the right area is selected. 
When the area is correct, check which type of Bar Code to test for. In this case Code 39 is 
being used. Additional types can be selected and the one with the highest probability of 
being correct will be used. Once selected, click on Test and check the box next to the 
Test Button for the results. If the barcode is not read reduce the Confidence or adjust the 
contrast. Ideally the Confidence should be 50% or more for good results. Here it will be 
change to 50%. 
 



eDocfile, Inc. 2709 Willow Oaks Drive, Valrico  FL  33594 
Phone 813-413-5599 

e-Mail sales@edocfile.com 
www.edocfile.com 

18 

 
 
Zoom in if necessary to see that the contents highlighted match the value read. 
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Click on the Add Region Button 
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This area will now be read on each page. When a barcode is found the document will be 
separated. Repeat the process above adding the second barcode. When finished click on 
Save. 
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Save the file in the “Barcode_Definitions” File Folder. Use the same name as the test 
image for easy reference. 
 
The custom Barcode Definition file is now created. The process in setting up the Job is 
the same as Step Three: Setup Simple Barcode Filing 
 

Setting up for use with a Scanner 
 
Each document type “Job” may require different scanner settings. For instance some may 
require scanning simplex pages at 400 dpi and others duplex at 300. In some cases the 
operated may want to be prompted on each scan. (Remember if the resolution is changed 
the area read will be different and will cause errors). For most jobs, the only settings to be 
applied will be either simplex or duplex and whether or not to use an ADF or to scan on 
the glass of the scanner.  
 
Simple Barcode Filing can remember the settings for each document type. To setup 
custom scanner profiles for a document type turn on your scanner and Click on  
“Create Custom Scanner Settings” 
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The Custom Scanner Settings Program will open. 
 

 
 

Note: There are two predefined settings already setup, both are for a Fujitsu fi-4120c. 
They can easily be edited or removed.  

 
In this example a new scanning profile will be created.  
 
Click on New or Edit to edit the existing profile. 
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A menu will appear, at this point the software is searching for available Twain devices 
that can be used.  
 

 
 

Enter the settings for the profile  
 

1. Select the Scanning device. 
2. Select Mode – Use Black and White for scanning barcodes. 
3. Select the resolution – ideally 300 or above 
4. Select either Simplex or Duplex if the scanner supports Duplex. 
5. Select Type of Tiff Image – either Multi-Page or Single Page Tiff (In most cases 

this will be set to Multi-Page) 
6. Turn On or Off an Automatic Document feeder option.  In most cases this will be 

on; however, some scanners have a glass and an ADF. In which case the ADF can 
be turned off and the glass can be used. 



eDocfile, Inc. 2709 Willow Oaks Drive, Valrico  FL  33594 
Phone 813-413-5599 

e-Mail sales@edocfile.com 
www.edocfile.com 

24 

7. Use Program defaults – This option will open the Twain Device’s interface with 
the loaded settings. If the user is not going to be prompted for settings this needs 
to remain unchecked. 

 
 

 
 
Once the settings are correct click on Save 
 

 
 
Enter a name that relates to the settings NOT the JOB this profile will be used for many 
Jobs. Click on OK when finished. 
 
To use the settings they must be related to a scanning job. Click on “Manage Scanning 
Jobs.” 
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The Scanning Profile Manager Window will open 
 

 
 
From this Window the user can scan, create, edit and delete scanning profiles. A profile 
relates the scanner settings to the type of document being scanned.  
 
Click on New to begin 
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The Setup Scanning Jobs Window opens. Enter a Name for the Job in the first example a 
Job was created using Cover Pages for Manual Checks.  
 
Manual Checks will be used as a name for this Job. When the user goes to scan, they can 
have a choice of different Jobs that will appear in a drop down list. Ideally the name of 
the Job will relate directly to the document type, so there could be one for checks, 
deposits, manual checks etc.  
 
From the drop down list select the Barcode Job that these scanned documents are related 
to. This determines the output path of the scanned files as set in the Job.  
 
Select a Custom Scanner Setting from the drop down list or leave blank to be prompted 
each time a scan job starts. In this case, Manual Checks are a single sided document with 
a cover page that are going to be scanned in a batch mode. So the final settings will look 
like those above 
 
Click on Save when finished.  
 

Scanning Documents – Rules - Tips 
 
Consistency - Each document must be scanned in the same manner each time. If the 
pages are going to be scanned upside down or sideways that is fine provided that they are 
consistently done in that manner. 
 
First page - the first page must always have a barcode on it as it is used to name the 
output file.  
 
Paper Jams and Double Feeds – When scanning occasionally there will be a double feed 
or a paper jam. Simple Barcode Filing solves this by allowing the user to rescan the entire 
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batch of files that were in the scanner as opposed to stopping, opening up the last file 
scanned, checking to see what went in correctly and adding the rest of the pages. In most 
cases it is much quicker to just rescan the entire section. This needs to be kept in mind 
when scanning as most scanners allow the user to continuously add pages to the ADF. If 
the files are small just a few pages, it is better to scan 50 or so pages and release them as 
opposed to 300 pages. At 25 pages per minute if there is a paper jam on page 35 the user 
only has to rescan 35 pages (less than 2 minutes), however if the jam comes on page 300 
the user has to make up 12 minutes of time.  
 

Scanning the file 
 
Place the file to be scanned in the ADF of the Scanner and click on “Scan Files” 
 
 
 

 
 
A Window will open with a Selection of Profiles. Each Profile relates to a document 
type. Select the document type from the drop down menu and click on Scan File. The 
proper scanner settings will be applied for the document type and the output folder will 
be set.  
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Once they are scanned a “Confirm” window will open. 
 

 
 

If the files when through with no double page feeds or paper jams click on “Yes” if there 
was an issue click on “NO” and rescan the files. 

Step Four – Running the Program 
 
To start Simple Bar Code Filer there click on “Run Program” 
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The Run Jobs menu will open. 
 

 
 

Select the Job to run from the drop down list. Optionally Run All Jobs Can be selected. 
When the Job is running an Icon will appear in the Sys Tray. It will flash back and forth 
from this 
 

 
 

To this 
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To end the program, open Simple Barcode Filing and click on “Shut Down Program” 
 

 
 

 
 
 
 
 
 
 
 
 
 

 

Step - Five Retrieve the File 
 

File Retrieval Setup 
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From the main processing station there is no need to setup file retrieval. It is only from a 
workstation that this step needs to be preformed. Instructions on how to do it are 
contained in the Help file. 
 
 
 

Retrieving a File 
 
Click on “Retrieve a File” 
 

 
 

 A menu will appear with all of the Document Types Listed.  
 

Note: If there is only one document type this menu will not be shown 
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Select the Document Type to be searched and click on Continue. 
 
 

 
 

A menu will appear specifically for the type of bar code. For instance, in the Checks 
example there is a file folder for each Company, therefore the Company ID would be 
entered and a list of checks paid to that company would be displayed as seen below. 
If one bar code was used a different menu would appear. 
 
Two Barcode Results Menu. 
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. To open a particular file, Click on it and Continue. 
 
The file will open as a PDF. 
 

 
 
The user can Flip through the pages or use the Bookmark option to go to any 
modification date. 
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To combine multiple files: 
 
Hold down the CTRL Key and Click on the files to be combined. 
 

 
 
The Files will be combined and the user can use the Bookmarks to go directly to any file 
or when the file was changed. 
 

 
 

Searching for Sequential Records 
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Sequential bar codes would be used for Invoices, Checks etc, if the user wanted to store 
them by number only. In which case the retrieval menu would be the one displayed 
below. 
 

 
 

With this option the user can return one specific file, a series of files or a range of files. 
To return one file just the number is entered. To return series of files that are not 
sequential, enter each number separated by a comma. To return a range of files, enter the 
starting number and a “-“ followed by the ending number. All of these options can be 
combined so that “1234, 1240-1245” would return documents 
1234,1240,1241,1242,1245. When the file is returned all file names will become 
bookmarks for easy reference. 
 
 

 
 

Contact Us: 
 
If help is needed with setting up Simple Barcode Filing contact sales at: 
 
eDocfile Inc. 
2709 Willow Oaks Drive 
Valrico, FL 33594 
Phone 813-413-5599 
e-Mail sales@edocfile.com 
Web www.edocfile.com 
 


