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Simple Barcode Filing — Purpose

Simple Barcode Filing is a program that monitoks folders for scanned images that
contain a barcode(s). The bar codes are read lasdcafie moved and renamed forming a
logical file folder hierarchy for documents basgubu 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 thiéyato scan to a file folder on the
network.

Understanding Simple Barcode Filing - Jobs

Simple Barcode Filing uses “Jobs” to process fild® “Job” contains the location of the
files to be processed, the location of the bar saaethe image and how to process the
file. Each input folder needs to have a “Job” agged with it.

When processing Simple Barcode Filer cycles thrdhgtfiles that contain Job
information. The program checks to see if thereaseimages in the input folder
specified in the Job file. If there is no filesnbves onto the next Job and looks in it's
input folder.

If there is an image in the input folder the pragraoks for a barcode definition file that
matches the Job. This file instructs the softwanens to look for barcodes on the
document.

The Job file also contains the output path forgrecessed file and how to move and
name the file based on the barcodes read.

Therefore if the goal is to handle Checks, Deppaitsl Manually Written Checks; there
needs to be an input file folder for each docuntygme and a “Job” that is associated with
each input folder. The same output folder can leel isr some document types. For
instance if the user has barcodes on check stelgsatbuld be processed one way and
when Manually Written Check are processed the sautygut 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 begased. This is the output from a copier
or the destination of the scanner. These foldelido@ichecked for images and rules
applied to them based on Job Settings. Becausesafieally 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 thes'J@the Job Settings Files). If the
images are going to be shared this needs to baradsfolder on the network as the “Job”
settings files contained in this folder have infatian that can be used for retrieval.

C:\Jobsettings

Create a folder for output files

Create a Folder for the output images — If the @sag@ye going to be shared this need to
be a shared folder on the network. Ideally this Midae a subfolder of the folder that
contains the Job Settings. Similar to:

C:\Jobsettings\Deposits

C:\Jobsettings\Checks — Note that in the exampeakhere was Manual Checks Job,
both Manual Checks and checks with barcodes ostthewill use the same output
format, so there is only one storage folder forckise

Step two — Create the cover page
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To create a Job a sample file containing the bde eoust be created. This file can come
from a Copier, Scanner or a pre-scanned Cover €agbe used. Once created continue
in this manual by going to Setup Simple Barcodegil

Pre-Scanned Cover Page:

Simple Bar Code Creator comes with samples of CBages that have already been
scanned. They were created with the utilities doate with the program which create
cover pages with either a single or double bar cdey have been scanned at 200, 300
and 400 dpi with either Code 3 of 9 or Code 128doales.

Copier:

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

Scanner:

If using a Scanner — Simple Barcode Filer has dmopo easily scan the Bar Coded
Page. Begin by:

Click on “Scan Sample file”.
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= Simple Barcode Filing

__—';I SimPLE BarcobpeE FILING

Program Files

Fun Program ’ Create Cover Pages ]

| Scan Files ’ Retrieve a File ]
\‘ Setup

Manage Jobs ]

% Scan a Sample File H reate Barcode Definition File l

’ Creake Custom Scanner Setkings H Manage Scanning Jobs l
Suppork

’ Cperators Manual " Help ]

’ Conkact eDocfile " Exit ]

Copytight@ eDacFile Inc, 2004-2005

A Window will open for the path to be used to stwefile. Use the default path for easy
reference later.

Scan sample Input =
Select or Enter output Folder
C:\zimplebcfiingtestscansg

]8 l ’ Cancel ]
Click on OK

Scan Sample Input =
Enter output file name
Check Stub

[ ]9 l ’ Cancel

Enter a descriptive name for the file and Click@ig

At this point the default Twain Device’s interfasél open — The screen below is that of
a Fujitsu fi-4120c. The actual screen will diffgr imanufacturer or model.
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LELCEE O e = ==
2= etting Files iEIEI: Current Setting bl
1 =] i Scan Type:
= ; - B —
3% 300 % 300 Iv | c=] ADF (Front Side) v
4= = -
= ot | o0e B .
L= | |
= [ Predefine @ Letter (8541 1in] ™ D
?E S =
8=
=
1D§ mage - Brightness:
e R e R e R R | Az _ [ | J - |128
e £ flack & White [+
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RS | = -
13§§}}ﬁf}}ﬁf}}ﬁf}}ﬁf}}ﬁf}}f Black M/ hite: Threshold:
e = — ! . [178
14 { Static: Threshald | :J
Scanning Areal inch ] ; e - T
! forie Coritragt:
Left: 0.000 Top: 0.000 J 478
it g 500 | Length; | 11.0001 L ——
|
[ Scan ] ’ Preview ] I
[ Cloze ] ’ Feset I [ Optian... ] [ Help l [ Ahout, ]
ThfaiM driver. Press [F17 key to show help. [rata Size about; 1.0MB

Set the options to create a Black and White G4 e 00 dpi or better. It is suggested
that 300 dpi be used. Once set, Click on “Scan”ediinished scanning, close the
interface if it does not automatically close.

Step Three - Setup Simple Barcode Filing

This example uses bar codes created with theiesilibat come with Simple Bar Code
Creator. The programs can create either one obaw@odes on a page in either a Code 3
of 9 or Code 128 format. The program already hagpes scanned in that can be
selected to create a “Job”.

Begin by opening Setup Simple Barcode Filing bygkitig on “Manage Jobs”
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= SimPLE BarcobpeE FILING

Program Files

I Fun Program " Create Cover Pages ]

’ Scan Files " Retrieve a File ]
Y Setup

h Manage Jobs ]

’ Scan a Sample File H reate Barcode Definition File l

’ Creake Custom Scanner Setkings H Manage Scanning Jobs l
Suppork

’ Cperators Manual " Help ]

’ Conkact eDocfile " Exit ]

Copytight@ eDacFile Inc, 2004-2005

A new Window will open prompting the user for therage path of the “Job Settings” if
the folder does not exit it will be created.

=,

FE Job Manager

= JoB MANAGER

C:\Jobsettings|

[ Enter Path to Where Job Settings are Stored ]

This path should be one that work Stations with the Retreival Option
will have access to,

[ Help " Exit ]
Copyright® eDocFile Inc, 2004-2003

’ Continue

Note: This should be a shared folder if othersgaieg to access the files

Click on Continue
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FE Job Manager

__—‘:I Joe MANAGER

Select Job
| ]

(" ew | open || oeite | ek | ext ]

Copyright® eDocFile Inc, 2004-2008

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

[ Job Manager
__—j;, CreEATE JOB
| Job Mame
Input Settings

’ Brovese ko the Folder that contains the images to be processed ]

’ Browse to the barcode definition File ]

Outpuk Settings

’ Browse ko the rook file storage Folder ]

_ Folder Output File Mame __
| [ae]t | ] | ] | ]
Replace \v| OnexistingFile  []Crop Cover Pages
0 || Rotate Output ’ Save " Help " Exit ]

Copyright® eDocFile Inc, 2004-2003

The Create Job Menu Opens

This menu creates the rules to be applied to ealghld this example a Job will be
created called Manual Checks. This Job will us@@e€Page that contains two
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barcodes. This cover page will be dropped whengasing, and the output file will be in
a folder named the first barcode and the seconmbbarwill become the file name. If a
file already exists with the same name the new ah@eu will be appended to the first.

The input file to be processed will be a G4 tifliges scanned at 300 dpi and a Code 3 of
9 Bar Code will be used.

A barcode definition file already exists for th@rihat and it will be used.

The barcode definition files are located in C:\deiygfiling\Barcode_Definitions\

=
i/
File Ed Favoritas ; i
@ Back - ? P ! Search !'.} 7 Folders '
Address |3 simplebcfiing)Barcode_DefinitionsyCode309 :V: a Go
X e - ] £
Folders T gy 1BC_Code 309 200_dpi.ii g, LBC_Code 303 300_dpiini
B By m re - Configuration Setkings Configuration Settings
T‘] _sqﬂplebcflllng | .qf o e e
= |} Barcode_Definitions e —_—
) Code1z8 ] 1B Code_309_400_dpi.ini ""'""1_ 2BC_Code_309_200_dpi.ini
| Codezog . ‘b Configuration Settings Configuration Settings
Sy KE B
[ Code309_and_128 LKE e R
I# |y BatchBCCoverCreator P L T - e~
s ; _Code_309_300_dpi.ini ' _iCode_309_400_dpi.ini
o b aF — t-‘ ZBC_Code_309_300_dpi.ini "~ t' 2BC_Code_309_400_dpi.ini
i combinep: . rf Canfiguration Settings Configuration Settings
I images 1 KB 1 1 KB
Py _— _—

nnnnnnnnnn

The file names provide a description of the defnitfile. Included definition files
contain settings for Code 3 of 9 and Code 128 @f 200, and 400 dpi. The folder Code
309 _and_128 contains settings that instruct thisveoé to test for both types of
Barcodes and use the one that is found.
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FE Job Manager

__-:/ CrREATE JOB
1 |Checks| Job Mame
Inpuk Settings

2 |ChinputscansiChecks

[ Browwse ko the Folder that contains the images to be processed l

3 |CisimplebcfilingiBarcode_Definitions\Demo Check, Stub.ini

[ Browse to the barcode definition File ]

Cukpuk Setkings

4 | C:\Jobsettings\Checks

[ Browse to the root file storage Folder ]

5 |POF - Replace | | ©utput Format and Existing File Opkion

Folder Oukput File Mame

6 |Barcode 1 _V_'l, _V_? Barcode 1 1*- Barcode 2 hd

8 [ ]Drop Cover Pages

O |0 || Rotate Oubput [ Save ][ Help H Exit ]

Copyright@ eDocFile Inc, 2004-2005

Enter a Name for this Job, it should be somethiad) dlescribes what type of
document is being processed.

Enter the path to the images that are going torbegssed.

Enter the path to the barcode definition file.

Enter the path to where the files will be placegrmprocessing.

Select the output type and what is to be done éasting file with the same
name exists.

Select what folder structure should be used. tfli&fnk all files will be placed in
the root folder selected in item 4. For retrievatpnses the output files must all
be placed in one folder or Barcode 1 can be usedetaie a subfolder. However,
if Barcode 1 becomes a subfolder and the retrieptibn is to be used the file
name must be “Barcode 1" — “Barcode 2”

Select what should be used for the file name.ntlm@any combination of the
barcodes. However, if the retrieval is to be us@am be either barcode or
Barcode 1 and Barcode 2 in the folder Barcode 1

If using cover pages they will be dropped if a ¢hexark is placed in this box
The output file can be rotated to the right by #gewy how many degrees.
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Click on Continue

The job is setup and will process files in the ifalitscans\Manual Checks. If using a
copier set this as the scanning destination and tiee/files arrive as a 300 dpi G4 tiff
images. When the job is run every 15 seconds tlderfavill be checked for the output
from the copier and if found will automatically pess the image.

Defining a Bar Code’s Location on a custom document

In many cases a Bar Code can automatically beegatioh a form. An example being
check stubs. Accounting programs such as Quick Baokl Sage both allow this. Either
a check number, account number or both can beegriin the example below two
barcodes will be captured allowing for the chealbstand their associated documents to
be placed in a file folder with the account numésed inside the folder they will be

named the check number.

Click on “Create Barcode Definition File”

Simple Barcode Filing

__—';I SimPLE BarcobpeE FILING

Program Files

Fun Program [ Create Cover Pages

| Scan Files [ Retrieve a File

Setup

Manage Jobs

[
[ Scan a Sample File l[ reate Barcode Definition
[

Creake Custom Scanner Setkings l[ Manage Scanning Jobs l
Suppork

[ Cperators Manual H Help l

[ Conkact eDocfile H Exit l

Copytight@ eDacFile Inc, 2004-2005

A Window will open that contains instructions onahto define the location. Click on

Okay.
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m Define Barcode Location

=/ DEFINE BARCODE LOcATION

Steps ko Define a Barcode Location

Step 1 - Click on Continue to Open BC Placement,

Step 2 - Load a Scanned Image

Step 3 - Draw a rectangle around the barcode

Skep 4 - Select the Rotation of the Barcode

Step 5 - Check the Type of barcode to be read

Step & - Click on Test Cade

Sktep 7 - When the barcode is read Properly Click on Add Region

Step 9 - Click on Save

Step 10 - Save the barcode definition file with an appropriate name
in the Folder C:\simplebcfiling\Barcodes_Definitions

| Continue " Ezxit ]

Copyright@ eDocFile Inc, 2004-2005

The Window will open “Barcode splitter template atie™”.

| I3 Barcode splitter template creator E]@

Load File... J pages | | ‘ J J Manual

Barcode rotation
"0 9 (180 (210

Confidence §1%

1 Contrast 7%

Test

Barcode Types

v Code 39 [~ EAH13

[~ Code 93 [~ Code128
[ Interleaved 2 of 5

Add Region

Exit
Note: If the Exit button cannot be seen, changedkelution of the monitor to 1028 X
768 or higher.

Click on “Load File... “

Browse to the Folder C:\simplebcfiling\testscansatber location that contains the
barcode image file to be read)
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.Open'

Look i |_';- testscans __'__l & cf E-
2 icheck stub.tiF

My Recent
Documnents

&

=)

Desktop

My Computer
‘g File rame: |Eheck Stub. tf Open |
My Metwork. Files of type: |l Files %] Cancel
Flaces

I Dpen as read-only

Select the file that contains the scanned Bar Code.

(3 Barcode splitter template creator g@
‘ } ‘ 1of1 ‘ Original | AutoSize | Z+ Z- ‘ Manual

S

Acme Supply Con

DATE INVOIC “i %" cw cm

05/03/2008 050308 — )— Confidence 81%
- f——— Contrast

Barcode Types

V¥ Code 39 [ EAN13

[~ Code 93 [ Code 12§
[ Interleaved 2 of 5

Ad«d Region

C3 - B}
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The file will be loaded. Click on AutoSize to plaitee Contents of the entire image in the
Window. Optionally the Z+ (Zoom in) and Z- (Zoomtpuaan be used with the scroll bars
to magnify the image.

(3 Barcode splitter template creator g@
Load File... | ‘ 1of1 Original Z+ Z- ‘ Manual
Azme Supply Companmy N, 043887
NaTF INYQKTE W0 THRTHENT ASIULNT ISCUUN I HLT AUFART
[ahodrHe (1L L) 20l o mm
Barcode rotation
fe @0 (90 ( 180 I ]
BRI ERLET IR REAA 0 I
CHROK: ik LE0T IR Scukitmast Furnibies LU IULAL: I
ISWE
= Contrast 7%
[HTE TIDREE P, L LR T S .

Barcode Types

V¥ Code 39 [ EAN13

[~ Code 93 [ Code 12§
[ Interleaved 2 of 5

Ad«d Region

|

This Check Stub contains two barcodes to be readirt is the Companies ID Number
and the second is the Check Number. The Compamuiidber can be larger for a
different company so when setting up the locatibthe bar code keep this is mind and
expand the area.

To select the area Hold Down the Left Mouse Butnd draw a rectangle around the
barcode. Make sure to get all of the contents @etidwrcode (keep in mind that it may not
be exactly in the same place on each image asafter going through the scanner is not
always exact).
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3 Barcode splitter template creator g@@

Load File... I : J 10f1 : Original I AutoSize I Z+ Z- J Manual
Azme Supply Companmy HQ, 043887
naTF TNV % OWCHENT A_!]L;L'.\'](' J.I.I!L'UIJOH‘::]' MLT !'\IMJZI\; ‘II“HEIEIHI‘ |H|H
e \cuan {8 . --..—'

—Barcode rotation
0 80 480 O 270

CHRCK: G437 QROVINNE  eukimmest burmibire ZALLYE ILLAL: I

ITWE i
Contrast 7%
LU LT =R T TS O

J'_‘ Confidence 31%

—Barcode Types
¥ Code 39 [~ EAN13
[~ Code 83 [~ Code 128
|~ Interleaved 2 of 5

Add Region

aU | Exit |

When the mouse button is released the area semdtdsbcome blue and it will appear

in the top right window. This process can be repeantil the right area is selected.
When the area is correct, check which type of BagléXto test for. In this case Code 39 is
being used. Additional types can be selected amatie with the highest probability of
being correct will be used. Once selected, clickest and check the box next to the
Test Button for the results. If the barcode ismeatd reduce the Confidence or adjust the
contrast. Ideally the Confidence should be 50% orenfior good results. Here it will be
change to 50%.
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B Barcode splitter template creator [E

Z- i Manual |

Load File... | Lt i 1o0f1 Original AutoSize | I+
Azme Supply Companmy HQ, 043887
natsd INVIRTE W CXICHIENT ALY JSCUUMT MLT 3 UHRT ‘II‘II' IH"”I" Eml
2wl 0 M

L r H 3 LA1E ]

—Barcode rotation -
o0 80 180 O 270

IS 5 G Y e

CHRCK: G437 AROVINNE  eukimmest burmibire ZALLYE ILLAL: I
1SWE

Contrast T%

LU LT =R T TS O

i1sw1=

—Barcode Types
¥ Code 39 [~ EAH13

[~ Code 83 [~ Code 128
|~ Interleaved 2 of 5

Add Region |

Save | Exit |

Zoom in if necessary to see that the contents igigtedd 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@obaris found the document will be
separated. Repeat the process above adding thedseaode. When finished click on
Save.
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Save the file in the “Barcode_Definitions” File Bet. Use the same name as the test
image for easy reference.

The custom Barcode Definition file is now creat&be 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 searsettings. For instance some may
require scanning simplex pages at 400 dpi and sithgplex at 300. In some cases the
operated may want to be prompted on each scan.€Réasr if the resolution is changed
the area read will be different and will cause exya~or most jobs, the only settings to be
applied will be either simplex or duplex and whetbenot to use an ADF or to scan on
the glass of the scanner.

Simple Barcode Filing can remember the settingeémh document type. To setup
custom scanner profiles for a document tigpa on your scannerand Click on
“Create Custom Scanner Settings”
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The Custom Scanner Settings Program will open.

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

In this example a new scanning profile will be teela

Click on New or Edit to edit the existing profile.
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A menu will appear, at this point the softwareearehing for available Twain devices
that can be used.

Enter the settings for the profile

agrwnE

o

Select the Scanning device.

Select Mode — Use Black and White for scanning dudes.

Select the resolution — ideally 300 or above

Select either Simplex or Duplex if the scanner sufgpDuplex.

Select Type of Tiff Image — either Multi-Page on@e Page Tiff (In most cases

this will be set to Multi-Page)

Turn On or Off an Automatic Document feeder optidm.most cases this will be
on; however, some scanners have a glass and anlARich case the ADF can
be turned off and the glass can be used.
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7. Use Program defaults — This option will open theaifwDevice'’s interface with
the loaded settings. If the user is not going tptoenpted for settings this needs
to remain unchecked.

Once the settings are correct click on Save

Enter a name that relates to the settid@3 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 sogyob. Click on “Manage Scanning
Jobs.”
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The Scanning Profile Manager Window will open

From this Window the user can scan, create, editdetete scanning profiles. A profile
relates the scanner settings to the type of doctibe#ng scanned.

Click on New to begin
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The Setup Scanning Jobs Window opens. Enter a Namtiee 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 \Mdten the user goes to scan, they can
have a choice of different Jobs that will appeaa oirop down list. Ideally the name of
the Job will relate directly to the document type there could be one for checks,
deposits, manual checks etc.

From the drop down list select the Barcode Jobttiede scanned documents are related
to. This determines the output path of the scaffitesias set in the Job.

Select a Custom Scanner Setting from the drop disitvar leave blank to be prompted
each time a scan job starts. In this case, Manhatks are a single sided document with
a cover page that are going to be scanned in & batde. So the final settings will look
like those above

Click on Save when finished.

Scanning Documents — Rules - Tips

Consistency - Each document must be scanned sathe manner each time. If the
pages are going to be scanned upside down or sydaWwat is fine provided that they are
consistently done in that manner.

First page - the first page must always have adol#ron it as it is used to name the
output file.

Paper Jams and Double Feeds — When scanning aualhgithere will be a double feed
or a paper jam. Simple Barcode Filing solves tlisllowing the user to rescan the entire
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batch of files that were in the scanner as opptsstbpping, opening up the last file
scanned, checking to see what went in correctlyaaltling the rest of the pages. In most
cases it is much quicker to just rescan the eaéiotion. This needs to be kept in mind
when scanning as most scanners allow the usemtinaously add pages to the ADF. If
the files are small just a few pages, it is bettescan 50 or so pages and release them as
opposed to 300 pages. At 25 pages per minuteré ikea paper jam on page 35 the user
only has to rescan 35 pages (less than 2 minitegkgver 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 8eaand click on “Scan Files”

A Window will open with a Selection of Profiles. &aProfile relates to a document
type. Select the document type from the drop downurand click on Scan File. The
proper scanner settings will be applied for theutoent 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 feedpaper 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 “RRiogram”
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The Run Jobs menu will open.

Select the Job to run from the drop down list. @maily Run All Jobs Can be selected.
When the Job is running an Icon will appear in3lys Tray. It will flash back and forth
from this

To this
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To end the program, open Simple Barcode Filingdaia#t on “Shut Down Program”

Step - Five Retrieve the File

File Retrieval Setup
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From the main processing station there is no nesetup file retrieval. It is only from a
workstation that this step needs to be preformestructions 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 Typasted.

Note: If there is only one document type this meslunot be shown
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Select the Document Type to be searched and alicdRamtinue.

A menu will appear specifically for the type of lwarde. For instance, in the Checks
example there is a file folder for each Compangréfore the Company ID would be

entered and a list of checks paid to that compamylavbe displayed as seen below.
If one bar code was used a different menu wouletapp

Two Barcode Results Menu.
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. To open a particular file, Click on it and Coni@n

The file will open as a PDF.

The user can Flip through the pages or use theBadkoption to go to any
modification date.
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To combine multiple files:

Hold down the CTRL Key and Click on the files todmmbined.

The Files will be combined and the user can us®&dwkmarks 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 Invoicesck¥hetc, if the user wanted to store
them by number only. In which case the retrievahmeould be the one displayed
below.

With this option the user can return one specife; & series of files or a range of files.
To return one file just the number is entered. tann series of files that are not
sequential, enter each number separated by a colomaturn a range of files, enter the
starting number and a “-“ followed by the endingnier. All of these options can be
combined so that “1234, 1240-1245" would returnudoents
1234,1240,1241,1242,1245. When the file is retualefile names will become
bookmarks for easy reference.

Contact Us:

If help is needed with setting up Simple Barcoda§icontact sales at:

eDocfile Inc.

2709 Willow Oaks Drive
Valrico, FL 33594

Phone 813-413-5599
e-Mail sales@edocfile.com
Web www.edocfile.com
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