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Welcome to ImageQuest!

The ImageQuest product line is a complete enterprise content management system consisting of document/file
management, forms processing and workflow components. ImageQuest is designed to facilitate access to and
the distribution of document-oriented information within your organization. By putting documents at your
fingertips and leveraging the related data, ImageQuest will improve efficiency while helping you deliver better
service.

Informa Software has a strong commitment to customer service and product quality. If you have questions,
please contact an Informa Client Services Representative immediately. Thank you for using ImageQuest and
please share your ideas on how we can make ImageQuest better for everyone.

Please contact us below for technical support and/or troubleshooting:

Toll Free: (877) 475-7778

Outside US: (407) 215-1291

Email: support@informasoftware.com
Website: http://www.informasoftware.com



mailto:support@informasoftware.com
http://www.informasoftware.com/
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Scanning with ImageQuest (OXPd)

ImageQuest integrates with many different models of Hewlett Packard MFP devices by publishing a button on
the front panel of the device which allows users to easily scan documents into ImageQuest. These documents
are sent into a user’s Indexing Queue where they are then manually indexed and saved. See the ImageQuest
Administrator’s Guide for a complete list of supported devices and for instructions on how to configure this
feature.

To scan with ImageQuest (OXPd), select the IQmfp button on the front panel of the device:

K2} HP LaserJet M3035 MFP | Ready Black Copies: [ | ]
= )
Send to RightFax. |

ImageQuest

Scans to Imageltuest

Make copies from an original send a document to one or maore —

docurnent fax nurmbers | v |

Metwork Address ]

The next screen will allow you to select an ImageQuest user who will need to manually index this document.

User:

abaker

[°| More Options
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Select another user by touching the box where you see the name:

® abaker

Adrninistrator
jsmmith

kthormas

Cancel

For example, if “abaker” is not the user you want, touch another name to select a different user:

[ e
User
e et

abaker:

Administrator

(@] jsmith

kthornas




ImageQuest User’s Guide 15.0

The screen should then change to reflect the new username:

la | More Options

You can also select various options in the “More Options” section prior to scanning. The default options are
shown here:

% Original Sides
T-cided

Content Orientation

Portrait

Original Size
Letter 3.5"%11"

=8 Resolution

=5 Color{Black e Job Build
Black,white scan On

Notice that the “Job Build” option is on by default. This feature allows you to scan multiple batches and
combine them into one batch.



ImageQuest User’s Guide 15.0

After pressing “Start Scan”, the following screen will appear:

5canning Job Build Segment...

Press "Cancel Job" to cancel entire job.

Once the scan is complete, the screen will prompt you for further actions:

Flace ariginals on glass or in document feeder, Touch "Scan” to scan each job segment.
After last segment has been scanned, touch "Finish" to process entire job.

-

Finish | [ Seam

I Cancel Job |

You can press “Finish” to send the batch to 1Q or “Scan” to scan more pages.



ImageQuest User’s Guide 15.0

[Qdesktop

IQdesktop—installed as a Windows application—is the primary ImageQuest component used to store and
retrieve documents. IQdesktop provides all of the features necessary for document indexing and retrieval,
including advanced features such as document routing, document revision, complete document history review,
adding and viewing of notes, and the ability to export documents to folders.

In addition to basic searching, Full-Text Search is available in IQdesktop. Most common Windows file types such
as .txt, .doc, .pdf, and .xIs documents are compatible with Full-Text search after they have been indexed.

Online Help Documentation
At any time, online help may be accessed in the program by selecting “Help” in the I1Q File menu.

a & S

File

™, Refresh
\.A Update DocumentTypes and

Attributes

=] Manage Document Types
E_R Add, edit or delete Document Types
and Attributes

Help
ImageQuest Documentation

About
About ImageQuest

Exit
Close ImageQuest

10



ImageQuest User’s Guide 15.0

Launching IQdesktop

Once the user has scanned documents into ImageQuest, the user may launch IQdesktop as shown below. Go to
Start > All Programs > Informa Software > ImageQuest and click IQdesktop.

. Games
. Informa Software

. ImageQuest
E_a ImageQuest Assistant
(52 1Qadministratar

S 1Qdesktop

. IQprinter

. Maintenance

. Microsoft Silverlight

. Microsoft SQL Server 2008

. Microsoft SQL Server 2008 R2

. Microsoft Team Foundation Server 2012
. Microsoft Visual Studio 2008

. Microsoft Visual Studio 2012

4 Back

| |55:r:r" programs and files

E l;a] Ol

Note: If an IQ user has Single Sign-On enabled and is logged into the PC, they will be automatically logged into
IQdesktop. Otherwise, they will need to provide a username and password in order to access ImageQuest.

11
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The screenshot below shows the default view of the Home ribbon, which contains access to IQdesktop’s major

features in the “Search”, “Work Flow”, “New Document” and “View” ribbon groups.

@ ﬁ G ImageQuest B - o n
A
ri‘ﬂ Advanced Search pr= Té o é ™
=8 = o
g saved search - — it S— A
Quick N Indexing Work Queue Watch  Work Queue Scan to Import  Refresh
Search m ev hTa Queue List Search ImageQuest

Cabinet: ImageQuest User: dema 5

12

example-server.informa.local
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Indexing
Indexing Queue

The Indexing Queue is the user’s tool to classify and index documents in a scanned batch and export the images
and their index values to the Cabinet; it also allows users to reassign document batches to other users or roles.

To view the Document Indexing screen, in the “Home” tab, locate the “Workflow” ribbon group and click
“Indexing Queue” button as highlighted below.

EJ m G ImageQuest

Home
= B &

m E‘E Advanced Search
Qj Saved Search
Indexing |Work Queue Watch  Work Queue Scan to Import = Refresh

o)

Quick _ . -
Search ni \ew Search Tab Queue List Search ImageQuest

Search Workflow Mew Document View

Note: The “Add Document” permission is required to allow users to add a document for indexing. See the
ImageQuest Administrator’s Guide: Manage Users and Roles for more information on this feature.

The Indexing Queue shows all available document batches for the user logged into IQdesktop as illustrated
below. Document batches may be indexed, deleted or reassigned to another user or role.

EJ m G Indexing Queue - ImageQuest
Home Indexing

EE %E_l II:i @ Find Panel 2 Clear Grouping Customize Columns
‘ - SD _ € -) Auto Filter Row  [=] Expand All Groups -
Index Reassign Delete | Print 88 l:‘;rrl::jt goeli;::ts GOEIE [ Collapse All Groups Refresh Automatically PI;:?.-I,ZW
Batch v Grid Preview i
-
Create Dat... |Page Count | Document ... | Indexing R... |Locked Mfp Input ... | Mfp Address | Mfp Display... | Mfp Host M... | Mfp Serial
1if18/201... 2 MFP Scan Administrat...
11/18/201... 4 MFP Scan Administrat. ..
11/18/201... 8 | MFF Scan Administrat. ..
1if18/201... & | MFP Scan Administrat...

Cabinet: RangerCheers User: mklingberg  Server: intern3.informa.local R . Total items: 4

13
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Note: Batches may be previewed by opening the Preview Pane using the button shown below.

= m e Indexing Queue - Ima

File: Home Indexing

28 al iﬁi FG] Find Panel 2X Clear Grouping % @

gg Inverse E Auto Filter Row  [=] Expand All Groups

Index Reassign Delete  Print oo Print  BestFit — Customize Refre_sh Preview
oo Mone Grid  Columns GroupByBox  [] Collapse All Groups  Columns  Automatically Pane
Batch Select Grid Preview ~
-
Preview

Create Dat... |Page Count | Document... |IndexingR... |Locked Mfp Input ... |Mfp Address | Mfp Display... | Mfp Host ... | Mfp & Page < > :
11/18/201... 2 MFP Scan Administrat... T
11/18/201... 4 MFP Scan Administrat. .. — i
11/18/201... 8 MFP Scan Administrat. .. =
11/18/201... 8 MFP Scan Administrat... -

Total items: 4

Cabinet: RangerCheers User: mklingberg  Server: intern3.informa.local Ready.

The Index feature allows users to save documents in ImageQuest and establish their attributes so that they can
be efficiently searched for within ImageQuest. To index a batch, highlight the batch and click the Index button
from the “Batch” ribbon group, double-click the batch, or right-click the batch and select Index.

To reassign a batch to another user or role, highlight the batch and click the Reassign button from the “Batch”
ribbon group, or right-click the batch and select Reassign. To reassign all batches, press Ctrl+A to select all and
then select Reassign. The Ctrl key can also be used to select multiple batches.

14
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= ml G Indexing Queue - ImageQuest | (] w0

Home Indexing
!El EE Al !E| iﬁi Eﬂ Find Panel 2 Clear Grouping % %
EE Inverse _@ E Auto Filter Row  [=] Expand All Groups

Index |Reassign| Delete  Print Print  BestFit Customize Refresh Preview

5B Mone Grid  Columns GroupByBox [ Collapse All Groups  Columns  Automatically Pane
Batch Select Grid Preview ~

Indexing Queue 4+ X

Create Dat... | Page Count | Document ... |Indexing R... |Locked | Mfp Input ... | Mfp Address | Mfp Display... |Mﬁ:| Host M. .. |Mﬁ:| g

11/18/201... 2 MFP Sean Ackmini

11/18/201... 4 wrd B Index Ctrl+|

11/18/201... 8 MFAE3 Reassign CtrlcAltsR |

11/18/201... 8 MA L Delete  Ctd+Alt+D
IEI Print

Cabinet: RangerCheers User: mklingberg  Server: intern3.informa.local Ready. Total items: 4

In the “Batch Reassignment” window below, use the drop-down menu to select the User or Role to reassign the
selected batch to as demonstrated and click “OK”. Alternatively, the reassignment button may be used under
the “Batch” ribbon group.

B Batch Reassignment

Reassign to: () Role
Administrator —

Batches that are locked
reassigned.

Reassign to: () Role (@) User

Administrator
Administrator
bjones
demo
dogden
tjones

Reassign to: () Role (@) User

[Hones v |

Batches that are locked by a user will not be

reassigned.

By reassigning the batch to a role, every member in that role has access to the document batch in their Indexing
Queue. By reassigning to a user, only that specific user has access to the document batch. Once a user opens a

15
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batch, it will be locked for exclusive use for thirty minutes. If the indexing process takes longer than this, the
lock will be expired and the batch will once again become available for indexing to other users in that role. Once
a batch is indexed by a user, it is no longer available for indexing by any user.

To delete a batch from the Indexing Queue, right-click on the highlighted batch and select Delete, or highlight
the applicable batch(es) and select Delete from the Batch ribbon group as illustrated below. The user will be
prompted with a confirmation window.

a &k S
A
File Home Indexing
EE All !E| ifi @Find Panel
83 Inverse Auto Filter Row
Index  Reassign | Delete | Print Print  BestFit —
Mone Grid  Columns GFBUD By Box
Batch Select
Indexing Queue & X
Create Dat... |Page Count | Document ... |Indexing R... | Locked Mfp Input ... |Mfp
£11/18/201... 2 MFP Scan Adminictrat
11/18/201... 4 MFP Scan E# Index Ctrl+|
11/18/201... & MFP Scan EJ Reassign  Ctrl+Alt+R
11/18/201... 8 | MFP Scan E‘; Delete Ctrl+Alt+D
!E..I Print
- Confirmation LS

. You have chosen to delete these batches,
_l_L Are you sure you wish to continue?

Yes Mo

Note: The “Delete Batch” permission is required to delete a batch from the Indexing Queue.

16



Indexing and Committing Batches

Document batches are “time-stamped” with the specific time they were scanned.

ImageQuest User’s Guide 15.0

To index one of the batches, highlight the batch and select Index from the “Batch” ribbon group, double-click

the batch, or right-click the batch and select Index.

=2
%)

Home Indexing

= >
EE Inverse | |
Reassign Delete  Print oo Print Best Fit ==
oo Mone Grid  Columns
Batch Select

Indexing Queue & X

EE All !E| — Find Panel
i Y& Auto Filter Row
Group By Box

Print

Create Dat... | Page Count | Document ... | Indexing R... Mfp Input ...
11/21f201... 4 MFP Scan .lf'.vt:lmlnlI @. Index Crle] b
11/21/201... 8 MFP Scan Admini - )

11/21/201... 8 MFPScan  Admin| =2 Reassign  Curi+Alt+R

E% Delete Ctrl+Alt+D

Note: Multiple batch selection is NOT available when indexing; only one batch can be indexed at a time.

17
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The Indexer screen allows a user to view the individual pages of the batch and to designate pages as the

beginning of documents for indexing. See below to locate the “Pages” pane and the options for adjusting the
view and adding annotations.

a m G Indexing Queue - ImageQuest M - O X%
Home Indexing

!El E B = F‘, Training Mode @ Pan Document =0 @ @ i [E L?_‘ Comment [l Black Box / Line s
— e al =
1‘ Move Page Up * Select Annotations =] H Zoom: Text Box D Rectangle / Arrow
Delete  Print Commit  Cancel Smart o [ —
E Move Page Down [l Select Text Indexi F'g -2 9 ﬁ A Stamp Ellipse ? Ink Pen ﬁ
2] ng ] ==
Indexer Commands Annotation Tools »
-
Pages Document Type ~
1 Select Document Type | |
: informa
3 INVOICE soliware
4
s T KT WU 16541
nlorma Soltmare INVORCE DATE: 51122007
139 Bubes Srvet

Ovtnds, FL 32810

GO Graphis 5B Gaphis

PO Bon 10093 245 Cul. Parbay

Hoeman, OK 75432 Stibwates, OF 75422
et Oescrition Guantity ntbrke Total
] Copy Paper ~ W, TR m 30 500
90 Copy Pages - WA, LEGAL 0 0 0
FEMID Fen-BLK e an 1m0
[T ] 00 an 1500

Cabinet: RangerCheers User: mklingberg  Server: intern3.informa.local Documents: 0
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The “Pages” pane allows the user to click each page number to view each scanned page.

The “Zoom” features make the image larger or smaller in the document window. The user has options to Fit
Entire Page, Fit Width, Fit Height, Actual Size (100%), Marquee Zoom, Zoom In, Zoom Out, and Zoom
Percentage.

el & G Indexing Queue - Imag
Home Indexing
- E B E¥ g Training Mode A" Pan Document =0 CE-W N ] [=l comment [l BlackBox # Line A
H = N -
EF A Move Page Up - Select Annotations | =1 = zoom: v TextBox [] Rectangle A Arrow
Delete  Print Commit Cancel __ Smart. .
’:;|~|¢ ¢ Move Page Down Select Text Indexing M == Stamp O Elipse ?E, Irk Pen
Batch Indexer Commands Annotation Tools ~
-
Pages Document Type ~
1 Select Document Type
: informa
3 INVOICE toliurns
4
UVORCE WM 26541
Inlorma Softmare INVORCE DATE. S/12/2007
123 Bk Sremt
Orinds FL 12810
st o 10-
B Grapnies G Gngs
F.0 fox 10233 345 . Parbway
Hoerean, OF 75432 Stibwater, 08 75622
mem Oescrigtion f— Unabrce Toll
B Copy Paper— T, LTR n 550 50
ML Copy Paper - WHT, LEGRE 0 00 T
NI fen-BLK 0 arn 1500
T T i an 1am
Route T —
5 ANGUNT DUE 50
v
Cancel Commit
< >

Cabinet: RangerCheers  User: mklingberg ~ Server: intern3.informa.local - Documents: 0

19
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The “Pan” feature, as shown below, gives the user the ability to navigate an image when the zoom function is

used and only part of the image can be viewed. When enabled from the ribbon, the user can use the cursor to

move across the document to find the information they are looking for.

2 & S
|
Home Indexing

= m E¥ Copy from previous document E‘i} Training Mode
| |

= E=$ Apply to existing documents 1\ Maove Page Up
Delete  Print Commit  Cancel

l?j. Apply to all new documents \b Maove Page Down
Batch Indexer

@ Pan Document % {(:_}

k Select Annotations =l

Smart i

Select Text Indexing

Pages Document Type

20
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Click the Rotate Left and Rotate Right buttons rotate the image as displayed on the following page. This

rotation will persist when the page is saved in ImageQuest.

a Hl G Ik Indexing Queue - ImageQuest /m
Home Indexing
!il E m E r‘_ﬁ Training Mode @ Pan Document =f'§ @ 0 [E |;E_| Comment [l Black Box / Line
' E¥ A Move Page Up B Select Annotations = 1 Zoom: v TextBox [ ] Rectangle A Arrow
Delete  Print Commit Cancel smart Bl i3 9 @ . &
E) * Move Page Down Select Text Indexing T i == Stamp Q) Ellipse 2;, Ink Pen
Batch Indexer Commands Annotation Tools
Pages Document Type
1 Select Document Type
2
3
4 : FHHE
a328 "
E E i §E_|
= g1
§i77.f g§sie o :
Qiéé § iIis
=7 2 ¥S
L @
£ E
38 s
2
=
e
m
snEE § Bfg
E 2T o
< -1 ==
s’
g 7 R
zBee i § g ® o3
833 z i —
- S ez -0
Route To: SE s =
a §" o 3
g #EBE | F -
vessage: ggBS [ 4 s Q)
Cancel Commit v

Cabinet: RangerCheers User: mklingberg  Server: intern3.informa.local Documents: 0

Note: If Full-Text OCR is enabled, it is possible for a manually-rotated page will be re-orientated by the OCR
engine in order to read the text. Whether this re-orientation persists can be configured in IQadministrator.

The other options in the ribbon will be explained later in this document. For information on Annotations, see the
PDF Annotation section. Note: both PDFs and TIFs can be annotated from the Indexer.

21
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To close the window and return to the Indexing Queue, click 8 o press the “Cancel” button at the bottom of
the attribute window. To close the Indexing tab altogether, click on the right of its tab as shown in the following
screenshot. Any changes made to the current batch will be lost once the Indexer is closed.

22

LE

=

Home Indexing

m |§=,‘|"' E‘i}Training Maode

E=$ T Mowve Page Up

Delete  Print Commit | Cancel |E§|.,|,. ¢ Move Page Down
Batch Indexer
Indexing Queue & X
Pages Document Type
3 5 -

Select Document Type
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To begin indexing the documents in the batch, designate the first page of the first document by selecting it using

the <SPACEBAR>. The E icon will appear to the left of the page number indicating that the page is the
beginning of the document. The user may also designate the first page by right-clicking on the document page
and selecting Beginning of Document, as shown below.

23

TE

File Home Indexing

!El E m B [Eg Training Mode

EY AN MovePageup
Delete  Print Commit  Cancel

E s MovePage Down
Batch Indexer

Indexing Queue & X

@ Pan Document
k Select Annotations
Select Text

Pages Document Type

é Beginning of Document.

X Exclude this page.

E R W Ry K|

Clear Selection
Maowve Page Up Ctrl+ U
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In the “Document Type” drop-down menu, select the document type to designate the first page of the
document. For example, in the screenshot below, the first page of the document is an Invoice.

Note: If there are no document choices in the “Document Type”, see the section for “Managing Document
Types” or contact your System Administrator.

a S
A
Home Indexing
!El E m E¥ copy from previous document E‘i}Training Mode

E=$ Apply to existing documents T Move Page Up

Delete  Print Commit Cancel
IE;J. Apply to all new documents \l; Maove Page Down

Batch Indexer

Indexing Queue & X

Pages Document Type

=] 1 Select Document Type u

Clinical Evaluation
3 Invoice

4 MFP Scan
My_Identification
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When a document type is selected, the indexing fields for that document type become accessible as shown on
the next page. The user may <TAB> through the index fields that appear for the document type; these fields are
called “Attributes” and become the index values that are used when searching for a document within
ImageQuest.

SIS
A
Home Indexing
!EI E B IEE," Copy from previous document E‘i} Training Mode

E=$ Apply to existing documents ¢ Maove Page Up

Delete  Print Commit Cancel
,:;J Apply to all new documents ¢ Move Page Down

Indexer

PEES Document Type
=] 1-Invoice
; Vendor Name ~
p | =]
Vendor Id
| =]
Invoice Date
| v

Invoice Amount

| =]
City and State
| [v][=]
Invoice Number
| =]
Account Number
| =]
Description
| =]
GLCode
| =]
[m] InvoiceBoolean
IInvoice Mumber INT v
Route To:

[v]<]
Message:

| Commit |

Cabinet: ImageQuest User: Administrator  Server: igga-12r2-140.informa.local Documents: 1

25



ImageQuest User’s Guide 15.0

“Route To” (seen near the bottom) is a system attribute available for every Document Type that allows the user
the option to select a User or Role to route the document to. In the screenshot on the next page, “Tom
Jones/tjones (User)” is selected from the “Route To” list for the highlighted Invoice. If this batch were
committed now, a four page Invoice would be routed to tjones’ “Work Queue”.

Indexing Queue 4+ X

Pages Document Type
=] 1-Invoice Invoice v
2
: Vendor Mame A
“al
4
Vendor Id
]
Invoice Date
v
Invoice Amount
‘gl
City and State
w49
Invoice Mumber
“al
Account Mumber
]
Description
hal
GLCode
‘gl
v
|
Route To:
LRt
Administrator (User) ”
Manager One/manager {(User)
Manager Two/manager 2 (User)
Student One/student (User)
Student Two/student2 (User)
Tom Jonestjones (User)
Approval (Role) w

Cabinet: ImageQuest User: student Server: iggaserver12r2.informa.local Documents: 1

Optionally, an email notification can be sent to the “Route To” user or users (if routed to a Role) to let them
know a document has been routed to them. See the “Email Routing Configuration” section in the ImageQuest
Administrator’s Guide for more information.

“DocumentGroup” is also a system attribute, but will only be available to users that are assigned to at least one
Document Group in IQadministrator. Document Groups allow users to organize documents and further restrict
access to Users or Roles in addition to the permissions set at the Document Type level. Once a Document Group
is created and Users or Roles are added, only Users or Roles in that group can assign documents to the group or
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search and view documents assigned to the group. See “Manage Document Groups” in the ImageQuest
Administrator’s Guide for more information on managing Document Groups.

In the example below, the indexing user is a member of three Document Groups, “Atlanta”, “Orlando” and
“Phoenix”. Each group represents a regional location and the Sales Managers for each location are assigned to
their respective Document Group. The first invoice is for Orlando and needs to be assigned to the “Orlando”
group. To do this, the indexing user simply selects “Orlando” from the DocumentGroup list during the indexing
process. Once the document is committed, only the Sales Managers that are assigned to the “Orlando” group
will be able to search and view this Invoice.

™

& S

Home Indexing
!El E m E¥ copy from previous document r'i} Training Mg
E=$ Apply to existing documents T Maove Page
Delete  Print Commit Cancel
IE;‘Q.-' Apply to all new documents ¢ Maove Page
Batch Indexer
Pages Document Type
=] 1-Invoice Tnvoice i
2
; DocurmentGroup ~
4 Atlanta LU Ral
Atlanta
Orlando
Phoenix
— MVoICE Dale
W
Invoice Amount
hul
City and State

As additional documents are indexed, separate DocumentGroup assignments can be made as needed. If a
particular document does not need to be assigned to a Document Group, the user does not make a selection
and the default assignment is (None). If a document is not assigned to a DocumentGroup, any user or role that
has permission to the Document Type will be able to search and view the document once it's committed.
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If a list attribute is being assigned and a new item must be added to the list—e.g., a new Company must be
added—then the new item may be added during indexing if the user has the “Add List Items” permission.

If attribute data appears on multiple pages, the attribute data will remain when selecting different pages of a
document as highlighted below for page 2. This is useful if the index values are located on a page other than the
beginning page of the document, for example, an invoice total.

File Home Indexing

!El E m E¥ Copy from previous document r'i; Trainir

E® Apply to existing documents AN Mave

Delete  Print Commit Cancel
|5;|4, Apply to all new documents ¢ Mave

Batch Indexer

Indexing Queue & X

Pages Document Type
I% 1 - Invoice Invoice W
2
; DocumentGroup ~
Atlanta w0

2 4

Vendaor Name

GE Graphics H
Vendar Id
4412 hu

Invoice Date
11/23/2015 W

Invoice Amount
S832.50 o

Once the last index field is filled in for a document type, <TAB> to return to the “Pages” pane, or click on the
next page to index the additional documents with each corresponding document type and completed index
values as shown below. For example, Page 4 is the beginning page of another document of the type, “Invoice”.
The attributes and indexing fields can be filled in for indexing prior to committing this batch.
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Indexing Queue & X

Pages Document Type
2] 1-Invoice Invoice i
2
; Documentizroup ]
_ Orlando v
é 4 - Invoice
Vendor Mame
Mew Vendar =
Vendor Id
44 D

Invoice Date
10232015 w

“Clear the current value” allows users to clear attribute information that was entered or selected during a

search or edit. This feature is available in all IQ search, edit or indexing windows. To clear a value, click the o
button to right of the entry field.

Amount

£396.00

Note: The “Clear the current value” feature is not available for True/False or required attributes in the edit or
indexing windows.
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To commit the batch to ImageQuest, click on the “Commit” button, as shown below.

@ M G Indexing Queue - ImageQuest H - O %
- Home Indexing
E,“ Copy from previous document & Training Mode Pan Document = B Comment Black Box Line
= B = eosa o
= e =
= | f=ﬁ Apply to existing documents 1‘ Move Page Up k Select Annotations =l H Zoom: l:m Text Box D Rectangle / ArTow
Delete  Print | Commit | Cancel Smart i o
53 Apply to all new documents s Move Page Down Select Text Indesing B 5 2 8 T L Stamp QO Hlipse & InkPen
Indexer Commands Annotation Tools ad
Indexing Queve 4 X -
Document Type
.| |Invoice v
DocumentGroup A informu
e[ mvoice fofwore
Vendor Name REMITTO: INVOICE NUMBER: 26543
- eema Saftware. INVOICE DATE: S1242000
GB Graphics 123 ke Strert
Oelaeds, FL 32830
Vendor Id BLTO: e To:
B Graphics GR Graphics
e st
Norman, OF 75432 Sellwater, OF 75622
Invoice Date
Hem besription Cruansiny Unfrice  Total
11/23/2015 u T80z Copy Paper ~ W, LTR 10 2550 25500
Toe02 opy Paper - WHT, LEGAL 10 2800 mm
PENIO Ben-BIK o urs 15000
Invoice Amount Tinios e el o eyl
£832.50
Gity and State
Orlando Florida
Invoice Number
13254
Account Number
2907 wl ¥
Route To:
I fremrm e
Message:
Cancel | Commit

Cabinet: ImageQuest User: Administrator  Server: igga-12r2-140.informa.local  Documents: 3

After clicking “Commit,” The “Confirmation” window appears below; click “Yes”. The batch will be committed.
After a few seconds, click “OK” in the “Completed” window. If you click “No,” you will return to the active batch.

Are you sure you wish to commit 3 decument(s) for this batch?

Select YES to commit or NO to go back and change index values,
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The “Confirmation” dialog box will report the number of documents to be stored in the Cabinet. Pages without
icons next to them are not counted as part of the number of documents as illustrated below. For example, Page
2 will be attached to Page 1, which is Document Type, “Invoice”. This batch results in one 2-page Invoice
document and two 1-page Invoice documents being sent into ImageQuest.

Home Indexing
!El E m E¥ cCopy from previous document E'{& Tri

E=$ Apply to existing documents ¢ Ma

Delete  Print Commit Cancel
ls;l.*. Apply to all new documents \b Ma

Batch Indexer

Indexing Queue & X

Fages Document Type
=] 1-Invoice Invoice v
2
|j - DocumentGroup LS
= Atlanta v|a
2] 4
Vendor Name
GEB Graphics g
Vendor Id
4412 bl

Note: If required index values were not entered, a “Document Error” screen will show which page and which
document has the missing value. Click the “Abort” button to stop the batch commit and make any necessary
corrections.

Once a batch is committed, the user will return to the Indexing Queue so they may continue indexing remaining
batches as needed.
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Page Features in the Indexing Queue

In the Pages section of the indexing screen, the available options on the right-click menu are Beginning of
Document, Exclude this Page, Move Page Up, Move Page Down, Clear Selection, and Print Page. See below.
You can exclude a page from a batch by highlighting and right-clicking it to select Exclude this page. When the
document batch is committed, the images marked to be excluded will not be included with the document.

a o
A

Home Indexing

!El E m E¥ Copy from previous document E‘g Training Mode

E=$ Apply to existing documents 1\ Move Page Up

Delete  Print Commit Cancel
ls;d. Apply to all new documents ¢ Move Page Down

Batch Indexer

Indexing Queue & X

Pages Document Type
2] 1-Invoice Invoice |v|
2
3 =| Beginning of Document. #
.
2] 4-In| 3 Exclude this page.
Clear Selection
ja
1\ Mawve Page Up Ctrl+L
sl; Mowve Page Down Ctrl+D
ja
lgl Print Page

Invoice Date
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For example, as shown below, Page 2 has been excluded. When this batch is committed, we will have two
documents in ImageQuest: one, two-page “Invoice” document consisting of Pages 1 and 3 and one, single-page
“Invoice” document consisting of Page 4.

File Home Indexing

!El E m E¥ copy from previous document

E=$ Apply to existing documents

Delete  Print Commit Cancel
IE;‘Q.-' Apply to all new documents

Batch Indexer

Indexing Quewue 48 X

Pages Document Type
2] 1-Invoice Tnvoice i
‘5 2 :
X : DocurmentGroup ~
) Atlanta L s}
é 4 - Invoice
Vendor Mame
hu
Vendor Id
b

Changing the order of the pages in a batch is possible by right-clicking on a page and selecting Move Page Up
(Ctrl+U) or Move Page Down (Ctrl+D) as modeled below. For example, Page 3 has been highlighted and moved
up; as a result, the document type “Invoice” is now a three-page document consisting of Pages 1, 3, and 2, and
the second “Invoice” document consists of only Page 4.
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Indexing Queue 4@ X

Pages Document Type

ﬁ% 1 - Invoice Invoice | h |
2
- Documentizroup

a@"l—lnvni " Beginning of Document.
X Exclude thiz page.

Clear Selection

~
WY
| ¢ Move Page Up Ctrl+U Indexing Queue 4@ X
¢ Move Page Down  Ctrl+D Pages
*_ N .
I ice Date IQ 1 - Invaice
vl 5

[11/23/2015 g

Crlando
ﬁ% 4 - Invoice
Vendor Mame
GB Graphics

Vendor Id

.

Document Typq

DocumentGrou

Clear Selection, as shown below, is used to deselect a page that has already been designated as a new
document or that has already been excluded.

2 8 S
A
Home Indexing
= m E¥ copy from previous document
!EI‘I @

E=$ Apply to existing documents
l?d. Apply to all new documents
Batch Indexer

Delete  Print Commit  Cancel

Indexing Queue 48 X

Document Type
2] 1- Invaic
=] 5 Beginning of Document.
3 Exclude this page.

Clear Selection
Move Page Up Ctrl+L
Move Page Down  Ctrl+D

gb €& = [ X [

Print Page

s 6
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Print Page is used to print a single page of the document. If annotations have been added to the document, a

prompt will appear asking if you would like to print with or without the added annotations. Clicking the print
button in the ribbon bar will bring up a prompt to print the whole batch. When printing the whole batch, added

annotations are not included.
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Training Mode

The Training Mode feature allows focus on areas of the image to increase visibility and ease of indexing. You
can use this mode to configure the document template for review. To enable this mode, click Training Mode
button in the “Indexer” ribbon group.

Next, select a Document Type and use the Zoom functions to change the view of the document. Under each

corresponding field, there will be a Save Image Position button as shown below.

a m G Indexing Queue - ImageQuest B - ®
Home Indexing
!El E B E¥ copy from previous document, M Pan Document % @6 i ] = comment [l BlackBox  / Line I
: E% Apply to existing documents N Move Page Up B select Annotations =l - b zoom:| 125 v TextBox []Rectangle A Arrow
Delete  Print Commit Cancel __ Smart B g Q . &
EJ Apply to all new documents s Move Page Down Select Text Indesxing | 0 i -~ stamp O Elipse & InkPen
Batch Indexer Commands Annotation Tools ~
,
Pages Document Type ~
=] 1-Invoice Invoice v
? DocumentGroup ~
é 4 - Tnvoice Save Image Position
vendor Name N ”'"N
Save Image Position I n O rm G =
Vendor Id
. INVOICE _,
Save Image Position 5O wJare
Invoice Date
Save Image Position
TV REMIT TO: INVOICE NUMBER: 26543
Save mage Position Informa Software INVOICE DATE: 5/12/2007
] 123 Baker Street
City and State
Save Image Position Orlando, FL 32810
Invoice Number
Save Image Position BILL TO: i SHIP TO: .
GB Graphics GB Graphics
A it Numb
L P.0. Box 102332 345 Oak Parkway
. Norman, OK 75432 Stillwater, OK 75622
Route To: '’ ’
bkl
Message:
Item # Description Quantity Unit Price Total
76802 Copy Paper — WHT, LTR 10 25.50 255.00
Cancel Commit | | L— —maaa - - sl P PR PP S

Cabinet: ImageQuest User: Administrator  Server: iqga-12r2-140.informa.local Documents: 2

After you zoom in on the desired section of the document, click Save Image Position to save the current position
or magnification.

Once the image positions have been saved, click the Training Mode button again to return to indexing. From
now on, the trained document type will automatically zoom to the appropriate areas as you tab through the
attributes. Trained document types are user and machine specific, meaning that if another user logs into the
same client PC, the document types will need to be retrained.

To remove training from a specific document type, enable Training Mode, set the zoom level to “Entire Page”
and click Save Image Position for each attribute.
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IQ Smart Indexer

IQ Smart Indexer performs “IQ Smart Indexing” OCR on .tif and .pdf files in the Indexing Queue to allow for quick
“click and drag” indexing in the document Indexer. This feature allows users to index documents more
efficiently and can reduce, if not eliminate, the need to type data.

IQ Smart Indexing can be performed on the batch. To begin IQ Smart Indexing, highlight a batch and double-
click it. This will open the main Indexer screen.

Note that all the tools for manual indexing (Training Mode, Pages, Zoom, Rotate, etc.) are still available, but the
“Smart Indexing” button is enabled as well. The “Smart Indexing” button must be enabled and selected in order
to use IQ Smart Indexing.

a & S Indexing Queue - ImageQuest B - O %X
Home: Indexing

- E m [E¥ copy from previous document (g Training Mode <™ Ppan Document =0 ® 6 i A ] =l comment [l BackBox  / Line A
o H ey © 2@ i A —
[E% Apply to existing documents 4N Move Page Up B select Annotations =] L zoom:| 100 v TextBox []Rectangle A Arrow
Delete  Print | Commit Cancel smart (] U2 2 @ .
=3 Apply to all new documents Move Page Down Select Text Indexin - Stamp Ellipse Ink Pen
[ Apply to all new d | g | " 3 = l & mk
Batch Indexer Commands Annotation Tools ~
,
PBOES ey DOEUMENt Type ~
" i |Select Document Type
2
3
4 . F r .
INVOICE 50O F fware _
REMIT TO: INVOICE NUMBER: 26543
Informa Software INVOICE DATE: 5/12/2007

123 Baker Street
Orlando, FL 32810

BILL TO: SHIP TO:
GB Graphics GB Graphics
P.O. Box 102332 345 Oak Parkway
Norman, OK 75432 Stillwater, OK 75622
Item # Description Quantity Unit Price Total
T 7G802 Copy Paper — WHT, LTR 10 2550 255.00
v 7G902 Copy Paper — WHT, LEGAL 10 28.00 280.00
essage PEN100 Pen = BLK 200 0.75 150.00
PEN102 Pen—BLU 200 0.75 150.00

Cancel Commit
mn >

Cabinet: ImageQuest  User: Administrator  Server: igga-12r2-140.informa.local  Documents: 0

To use 1Q Smart Indexing on the documents in the batch, designate the first page of the first document by

selecting it using the <SPACEBAR>. The =l icon will appear to the left of the page number indicating that the
page is the beginning of the document.
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In the “Document Type” drop-down menu, select the document type to designate the first page of the
document. For example, as shown on the next page, the first page of the highlighted document is an invoice
which means that this page is designated as the first page of the document type, “Invoice”.

@ &I G Indexing Queue - ImageQuest B - O %
Home Indexing
| - E m [E¥ copy from previous document  Eg}. Training Mode M Pan Document @ ® O i a 0 = comment [l BlackBox Line i
=] Apply to existing documents A Move Page Up B Select Annotations  — L4l Zoom: | 100 - TextBox []Rectangle X Arrow
Delete  Print  Commit Cancel Smart TP &
[E2 Apply to all new documents s Move Page Down Select Text Indesing 0 i L stamp O Ellipse & InkPen
Batch Indexer Commands Annotation Tools »
-
Pages Document Type o~
31 ETTT—
2 Clinical Evaluation
3 Invoice
4 MFP Scan P
My _Identification E n Fo r 0
INVOICE software ;
REMIT TO: INVOICE NUMBER: 26543
Informa Software INVOICE DATE: 5/12/2007
123 Baker Street
Orlando, FL 32810
BILLTO: SHIP TO: [
GB Graphics GB Graphics
P.O. Box 102332 345 Oak Parkway
Norman, OK 75432 Stillwater, OK 75622
Itern # Description Quantity Unit Price Total
76802 Copy Paper—WHT, LTR 10 25.50 255.00
2 7G902 Copy Paper—WHT, LEGAL 10 28.00 280.00
PEN100 Pen - BLK 200 0.75 150.00
PEN102 Pen—BLU 200 0.75 150.00
Cancel Commit Y
<

Cabinet: ImageQuest User: Administrator  Server: iqga-12r2-140.informa.local Documents: 1

At this time, 1Q Smart Indexing can be performed. Tab to the first attribute to be indexed. Next, locate the
desired text in the image displayed in the Document window with the mouse cursor. Press and hold the left
mouse button and “rubber band” over the text to capture. Release the left mouse button to populate the

attribute with the selected text.
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In the example below and on the following page, the user is using IQ Smart Indexing to populate the “Vendor
Name” attribute with the value “Informa Software” by “rubber banding” over the text on the image in the
Document Window.

A ﬁ G Indexing Queue - ImageQuest M - O %

Home Indexing
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Cabinet: ImageQuest  User: Administrator  Server: igga-12r2-140.informa.local - Decuments: 1
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chinet: TmaneQuest _Liser: Administrator _Server: inga-12r2-140.informa.local_Doacuments: 1

IQ Smart Indexing will then auto tab to the next attribute so the user can continue indexing the document. See
below. The user has also populated “Invoice Number” with “26543”, “Invoice Date” with “5/12/2007”, and
“Invoice Amount” with “$832.50”.
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Home Indexing
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Cabinet: ImageQuest User: Administrator  Server: igga-12r2-140.informa.local  Documents: 1

Assign and index additional documents in the batch as needed, and click “Commit” to commit the batch to
ImageQuest. Once a batch is committed, the user will return to the Indexing Queue to show the remaining
batches to be indexed.

Note: Any combination of IQ Smart Indexing and manual indexing can be performed on the same document.
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Persistent Attributes during Indexing (Sticky Attributes)

Sticky Attributes allows a user to copy index values from one page of an indexed document and have those

index values automatically applied to other pages in the batch so that they can be indexed as separate

documents. When a user right-clicks on an index field in the indexing queue, they will be presented with three

options. These options are also available as toolbar shortcuts.

42
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Invoice Number Norman, OK 75432 Stillwater, OK 75622
) Undo
Cut
Account Numbes g . - Item # Description Quantity Unit Price Total
Lopy
Route Ta: Paste 76802 Copy Paper — WHT, LTR 10 25.50 255.00
K. Delete 7G902 Copy Paper — WHT, LEGAL 10 28.00 280.00
Message: PEN10O Pen - BLK 200 0.75 150.00
SElect A PEN102 Pen—BLU 200 0.75 150.00
v
Cancel Commit.

Cabinet: ImageQuest User: Administrator

<l

Server: igga-12r2-140.informa.local  Documents: 1
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Searching for Documents

The Search ribbon group contains multiple search options: “Quick Search”, “Advanced Search” and “Saved
Search”; these allow the user to perform a search based on any attribute value, one or more specific Document
Types, and/or keywords within indexed documents.

Quick Search Tab

The Quick search can be accessed either by clicking on the HJ button located in the quick access tool bar or by
clicking on the Quick Search button in the “Search” ribbon group.

= G ImageQuest H - o n
il Home ~
g Advanced Search - = =
o & H B R a
| saved Search -
Quick o - Indexing Work Queue Watch  Work Queue Scanto  Import Refresh
Search m lew Search Tab Queue List Search ImageQuest
Search Workfiow Mew Document Wiew

The “Customize” feature allows users to add frequently used search attributes as “favorites” for quick searching.
To utilize this feature, click the “Customize” link to open the “Choose Favorite Search Attributes” window.

[
A

Home
rj‘h Advanced Search
Fal saved Search

)

. N Indexing Work Queue Watch  Work Queue Scan to Import  Refresh
Search m ew Search Tab Queue List Search ImageQuest

Search Workflow Mew Document View

Fil Search o x
Full-Text Search:

Quick Advanced Saved

DocumentType

InvoiceNumber

Customize

Clear Search Cancel
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The user may select as many attributes as needed to be displayed in the tasks pane. The user can then enter or
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select search criteria and perform their search directly from the search panel as seen below.

Choose Favorite Search Attributes x

Choose frequently-used attributes to appear for Quick
searches.

Account Mumber

Amount
CheckMumber
City and State
CreateDateTime
Date of Invoice
Description

DOB
DocumentGroup
DocumentType
GLCode
InvaoiceMumber
Last Mame
MfpAddress
MfpDisplayMame
MfpHosthame
MfpInputUser
MfpSerial

i)

Full-Text Search:

Quick | Advanced

Saved

Search

DocumentType

InvoiceNumber

44
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Advanced Search Tab

To initiate an advanced search for documents, click on the Advanced Search Button from the “Search” ribbon
group.

ImageQuest

m a Saved Search

Quick i N Indexing Work Queue Watch  Work Queue Scan to Import  Refresh
Search f;'i ew Search Tab Queue List Search ImageQuest
Search Workflow Mew Document View

553%@ a =25

In the Advanced Search tab shown below, all document types are selected by default, so a user can simply enter
or select attribute or keyword information and click “Search” to search all documents that meet the criteria. As
shown below, a search is in effect for a Date of Invoice of 10/15/2012.

& Search M X
Full-Text Search:
ha
Quick I Saved
Document types to indude; | Al W
Enter values for any attributes you wish to search for:
Amount ~
4| to 4
ChedNumber
| oar ha
CreateDateTime
VO] © e
Date of Invoice
[10;15;2012 v[(Qfe] v[(D-
Description
| oar bl
DocumentGroup ) "
Clear Search { Cancel

Users can specify which document types to include in a search by checking or unchecking document types from
the dropdown list. When a selection is made and the user clicks “OK”, the Search window will update to only
reflect the attributes shared by the selected document types. By selecting a single Document Type, the list of all
available attributes is changed to reflect only those attributes associated with that Document Type.
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& Search [
Full-Text Search:
ha]
Quick | Advanced | Saved
Document types to indude: | Invoice W
Enter values for any attributes Chedk
Amount v Invoice
{[ | MFPScan
ChedkMumber
CreateDateTime
Date of Invoice
Description
Select Al Clear oK
DocumentGroup
—

Clear Cancel

“DocumentGroup” is a system attribute, but will only be available to users that are assigned to at least one
Document Group in IQadministrator. Document Groups allow users to organize documents and further restrict
access to Users or Roles in addition to the permissions set at the Document Type level. Once a Document Group
is created and Users or Roles are added, only Users or Roles in that group can assign documents to the group or
search and view documents assigned to the group. See “Manage Document Groups” in the ImageQuest
Administrator’s Guide for more information on managing Document Groups.

If the user searching for an “Invoice” document is not a part of a Document Group, the search will only return
“Invoice” documents without a value for the DocumentGroup attribute.

When a user is a part of one or more Document Groups, as seen on the next page, and chooses one of those
DocumentGroups to search by, the search will return only “Invoice” documents with the specified value. When
the same user leaves “DocumentGroup” blank, the search returns “Invoice” documents with “Atlanta”,
“Orlando”, and “Phoenix” DocumentGroup values, as well as those invoices not associated with a
DocumentGroup.
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Full-Text Search:

Search

Quick Advanced Saved

Document types to indude: | Invoice

Enter values for any attributes you wish to search for:

DocumentGroup
W ar
Atlanta
Orlando ar
Phoenix m
ar
plll 6 s to
Amount
| to
InvoiceMumber
Clear

ImageQuest User’s Guide 15.0

Cancel

The custom search results are three Invoices with a Date of Invoice of 10/15/2012. The IQ search criteria are
displayed in each Search tab so users can see the search criteria used for the displayed results.

[

o]

3 ImageQuest @ - o ES
Home Document Grid ~
/‘ E] annotate [ Export to Folder | [E Find Similar P X Delete N = F\ 2
— = o
» Y Add Revision @ Email Dowment  F Grid Edit + &7 Undelete \" © ‘&
Wiew Edit - ave Local = Add to - Preview History MNotes  Warkflow Active
&5 Route Copy k= Batch Print <§> Show Assodated | watch List [ Duplicate Pane History ~ Work Items
Commands Panels
:
DocumentType IN ("Invoice”) AND (Date of Invoice = "10/15/2012") |
x i &’ Eﬁ CreateDate... |PageCount DocumentType | DocumentG... |InvoiceNum. .. | Vendor Date of Inv... | Amount Paid
: ‘9 & 5/15/2014... 1|Invaice Orlanda 1234 Big Corp 10/15/2012 £25.00 W
E & [&@ snsom.. 1|Tnvoice Orlando 5454 Testlabs, ... |10/15/2012 50,00 ]
& o siis/2014.. 3|invaice oOrlanda 7537 Big Corp 10/15/2012 335,00 W

When a second Document Type is selected, only the attributes common between the two Document Types will
be available for search. Whenever a range of results is possible, the word ‘to” will appear between the left and
right attribute fields. When searching within text fields, the ‘or’ statement means that either or both criteria
entered (whichever is true for the Document Type selected) will be returned in the search results.
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The wildcard value (*) may be used when exact information is not known, or when broader search results are
desired. For example, entering the asterisk at the end of the value like ‘smi*’ means that you are searching for
any value that begins with the letters ‘smi’. This search will return both ‘Smith” and ‘Smithers’, etc. Placing the
wildcard at the beginning and searching for “*mith’ will return items that end in ‘mith’, like both ‘Smith’ and
‘Blacksmith’. Placing a wildcard at both the beginning and the end and entering ‘“*mit*’ will return items that
have ‘mit’ anywhere, like Smithers, Mitchell or Permit, etc.

Note: Wildcards cannot be used on attributes that use Input Masks. This includes integer and numeric
attribute types.

Saved Searches Tab

“Saved Searches” are predefined and configured to allow users to perform common and frequently-used search
criteria quickly. These save time, yet are limited to the search criteria established in the query.

The user may perform a search using the “Saved Searches” method in IQdesktop. Click the saved search icon

kel . The user can select a saved query from the drop down box.

& Search [ 4
Full-Text Search:
ha}
Quick | Advanced ' \
Select a saved query to execute: Date of Invoice v
Choose Paid
Chooze the invoice date: Date of Invoice I}
Clear Search Cancel

The screenshots below give an example of a saved query search based on the “Date of Invoice” attribute and its
search result.
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Full-Text Search:

Quick Advanced Saved

Select a saved query to execute:

Enter the Invoice Date:

Clear

a &S

Home Dacument Grid

/‘ ! annotate [ Export to Folder | [ Find Similar W X Delete
» E Add Revision @ Email Document § Grid Edit + &) Undelets
View Edit Savelocal X Add to .
& route Copy MM Batch Print 6 show Associated | Watch List Duplicate

Commands

Search

Date of Invoice

5/20/2014

ImageQuest

Preview History MNotes  Workflow
Pane

ImageQuest User’s Guide 15.0

Cancel

m - o EN

.
(<]
LN
Active

Work Items

Date of Invoice  # X
Date of Invoice = '05/20/2014" |

x

<§> Eﬁ CreateDate... | PageCount DocumentT... |Documentt... |InvoiceNum... |Vendor

Date of Tnv. l

E‘ 5/20/2014 ... Invoice Orlando

7898 sample invoice IE[ZDIZDH |

Note: Saved queries must be configured in IQadministrator to be accessible from IQdesktop; see the
ImageQuest Administrator’s Guide for more information on how to configure “Saved Queries”.

Note: Wildcard values (*) may NOT be used when inputting the user parameters of a saved query; if Full-Text
searching is enabled, keywords may be entered in addition to saved query criteria to create a combined

attribute based and keyword based search.
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Full-Text Search

Full-Text searches are available in the Search dialog box, regardless of the active search tab. Most common file
types such as .txt, .doc, .pdf, and .xIs documents are available for Full-Text search; the search results will include
all documents that contain the keyword criteria entered.

See below for search string examples and descriptions of valid Full-Text search syntax.

Search String Example Description
Invoice Simple Match
Invoice OR Fax OR
Software Hardware Implied AND
Software AND Hardware AND
Software NOT Hardware Implied AND NOT
Informa* Wildcard
(Software AND Hardware) AND NOT Informa Parenthetical grouping
"Informa Software" Exact phrase match

Note: Wildcard values (*) in the middle of a word (in*ma) are not supported.

Note: When using symbols and other non-alpha characters in the Keyword field, it may be necessary to
enclose the search terms in quotation marks (i.e. “Joe’s Crab Shack”).
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To use “Keywords”, enter the phrase as the search criteria (and any custom or saved query criteria), for
example, “Big Corp”, and click “Search”. See the screenshot below to view the search results displaying three
documents relevant to the search criteria.

ﬁ Search 0o x
Full-Text Search:
[1nforma |

G Search - ImageCuest
Home Document Grid
F annotate I3 Export to Folder  [F} Find Similar W= X Delete fj\ = |
) add Revision (@ Emal Document 3 GrdEdt + &) Undelete
- Save Local = . Add o . Preview History Hofj
&5 Route Copy  MEH BatchPrint & Show Assocated  watchList (2 Dupicate  pane
Commands: A
Customize 4
Clear x L (9 'Eﬁ | CreateDat... |PageCount [Bocumentt. .. 'Doa.mmrﬁ'm_p Vendor Mame [endor 14 [Date of trv... | Amount
T Wizl 3| Invoice Crlands Informa Software | 61223 2/15/2012 $326.00
= 10/13/201... 3 Invoice Orlando Informa Software 61223 4/12/2012 $891.00
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Viewing a Document
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Once the search function locates the desired documents, the documents may be viewed. To view a document,
double-click it or right-click on it to open the menu and select View Image (Ctrl+l) as illustrated below.

52

@ m G ImageQuest
Home Document Grid
'__3'5 Advanced Search F é’j F é
el = =
ﬂ Q‘ Saved Search - Y_ i B
Quick Indexing Work Queue  Watch  Work Queue Scan to
Search ENEW Search Tab Queus List Search ImageQuest
Search Workflow MNew Document
D tType IN ('Invoice’) AND (Date of Invoice = "10/15/2012")
b 4 = &) Eﬂ CreateDate... |PageCount  |DocumentT... |DocumentG... |InveiceMum... Vendor Amount Paid
<§> (& 5/15/2014... 1 Invoice Orlando £25.00 v
& & 5/15014.. 1 Invoice Orlando &50.00 v i
View Ctrl+| N
/  Edit Ctrl+Shift+E
=+ Annotate
Y Add Revision
:\3) Route
[ Savelocal Copy  Ctrl+Shift+L
>  Exportto Folder
@ Email Document Ctrl+M
!gl Batch Print
(8 Find Similar
E# Grid Edit Ctrl+E
&> Show Associated Ctrl+0
|%  Add to Watch List Ctrl+T
History
M Delete Ctrl+Alt+D
B [  T= Show Details @1 Undelete
Action Event Date E Duplicate Ctrl+D L
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A document like the sample below is displayed in the user’s default image viewer; this figure shows a PDF file
opened in Adobe Acrobat Reader.

= Invoice 4442232 (Revision 1).pdf - Adobe Reader = E
File Edit View Window Help ®

@@@@@| G!S“E@‘@@HZ‘ Tnnls%Sign%Cnmment

A Sign In
v Export PDF
Adobe ExportPDF (7]
Informa Software PURCHASE ORDER Convert PDF files to Word or Excel
online,
Purchass Ordar Noo ADE22¢ Select PDF File:
Purchasa Ordar Date: 117202008
Terres ot 30 ‘@ Invaice 4442232 (Revision 1).pdf
Stip Vi Dutvory
1file /134 KB
8l Ta: Ship o
Inferma Schuare Infcema Schwars
2300 Maitiand Cortr Fackway 2300 Maifand Center Farkway Convert To:
Suta 220 Suta 220
e e | Micresofe Word (o) z]
Recognize Text in English(U.5.)
Order Gy Unit Price Ext. Price. Change
PENMSE Gak partpan, Black 200 228 7000
PADTILY Lagal pad, Yolow EY 128 a12s
ovazi1 OVD 10 Back N e 10180
» Create PDF
» Send Files
Notes
Please ship by 12/1/2008,
w
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Configuring the View

IQdesktop is highly configurable, allowing the user more screen “real estate” to display the information about
the documents in a way that is most valuable to the user. The user also has leverage to emphasize any
information displayed in each document. For example, by selecting which data columns are more desirable in
sorting, grouping, and criteria for filtering.

IQdesktop is comprised of three main areas by default, the ribbon area at the top of the screen, the grid area in
the middle, and the Notes/History/Workflow History/Action Work Items panels at the bottom as shown below.

This screen can be customized in a variety of ways.

a & 'S ImageQuest B - B n
Home Document Grid ~
'__i'h Advanced Search gy = =0 é "
= = L . — 1 A
[ saved Search -
Quick Indexing Work Queue Watch  Work Queue Scan to Import  Refresh Default
Search m New Search Tab Queue List Search ImageQuest Panel Layout 4
Search Workflow New Document View
= -
DocumentType IN ('Invoice”) AND (CreateDateTime = '5/15/2014")
x = <§> Eﬁ CreateDate. .. | PageCount DocumentT... |Document... | Amount Date of Inv... | InvoiceNum, .. |Paid Vendor
&’ || 5/15/2014... 1 Invoice Orlando £25.00 10/15/2012 1234 v Big Corp
= <§> (& s/15/2014... 1 Invoice Orlando §50.00 10/15/2012 5454 v TestLabs, ...
& T4 s/sp014. 3| Invoice Orlando $835.00 10/15/2012 7587 v Big Corp .
History LA ¢
] F= Show Details
-Actinn Event Date w |User Mame ] [l
FileView 5/20/2014 9:19:57 AM demo
Mote 5/16/2014 11:28:25 AM demo *—_
Undelete 5/16/2014 11:28:25 AM demeo
Delete 5/16/2014 10:24:35 AM demo
LSave 5/16/2014 10;24:35 AM demo L h
ﬁ Active Waork Items = Notes rﬁl) Workflow History \,na History

Results: 3of 3

Cabinet: ImageQuest User: demo  Server: example-server.informa.local
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To increase screen “real estate”, locate the pushpin icons on the “History”, “Workflow History”, “Active work
items” and “Notes” panels as highlighted below. Unpinning the panels causes them to slide out of the way. To
access the hidden panels, simply hover over the tabs. Click the pushpin again to allow the panels to always be
shown on the screen. The panels may also be closed altogether by clicking on the X to the right of the pushpin.

History —_— 1 X
12 [ Em= Show Details
Action EventDate - |User Name (e
SavelLocal 5/19f2014 12:46:47 PM demo
FileView 5/19f2014 12:46:47 PM demo
Save 5/16f2014 1:35:01PM System
Save 5/16f2014 1:35:01PM demo v
r('g Workflow History ‘i Active Work Ttems = Motes % History

Results: 24 of 24

Cabinet: ImageQuest User: demo  Server: example-server.informa.local

Another way to adjust the screen “real estate” is by moving the mouse cursor between two panels until the

ﬁ cursor shows up. Once the cursor changes to the double arrow click and drag the cursor to expand the
panel as shown below.

ImageQuest 3 - o Ed

& S
Iy ] annotate E [ Export to Folder | [ Find Simiar \‘r ¥ Delete 0N = - [
7 A QOEE %

11 add Revision @ Email Document 5 Grid Edit £ Undelete
view  Edit Save Local Preview History Notes Workfow  Active

- - Addto
&5 Route Copy M Batch Print (@ Show Associzted | Watchlist O[S Duplcate  Pane History  Work Items

Im)

Commands Panels

:

DocumentType IN ('Invoice’) AND (CreateDateTime = '5/15/2014')

X B & | |crestedate.. PageCount | DocumentT... Documents... |Invoicehium... Vendor Date of Inv... | Amount Paid
& @ s, 1 Invoice orlando 1234 Big Corp 10/15/2012 $25.00 ¥
& | @ s/, 1 Invoice Crlando 5454 Test Labs, ... 10/15/2012 $50.00 ¥
& [ s, 3 Invoice v
+
History rx
8 [ Em Show Details
Action EventDate [ User Name ~
FileView 5/15/2014 12:04:58 PM demo
save 5/15/2014 12:04:27 PM System
Revision 5/15/2014 12:04:03 PM demo
Save 5/15/2014 12:04:03 PM demo .
U tistory  [Einotes [ Workfiow History | R Active Work Items

Results: 3of 3 .

Cabinet: ImageQuest User: demo  Server: example-server.informa.local
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[ ImageQuest m - o El
[}Hume Document Grid [l
& amnotate I3 Exportto Folder  [F3 Find Similar \r 3 Delete K\T\ F\ 2
» [ Add Revision @ Emai Document B3 Grid Edit F A tndekte C} It
View  Edit savelocal Addto Preview Hstory MNotes Workfow  Active
& Route 24 Batch Print. & show Associated | WatchList Cf Duplicate History  Work Items
Commands Panels
-
DocumentType IN ("Invoice) AND (CreateDateTime = '5/15/2014")
X [E [ |G [crestevate. [pagecont [poamentr... [Doaments... [invoiceun... [vendor Date ofnv... [amount [paid I
& @ /s 1 Invoice Orlando 1234 Big Corp 10/15/2012 525.00
& | @ 5152014 1 Invoice Orlando 5454 TestLabs, ... 10/15/2012 550,00
&S 5]201 3 Invoice
History 2 x
B [5 F=show Details
Action [Event Date [ user Name
FileView 5/15/2014 12:04:58 PM demo
Save 5/15/2014 12:04:27PM System
Revision 5/15/2014 12:04:03PM demo
Save 5/15/2014 12:04:03 PM demo
Save 5/15/2014 12:04:03 PM demo
Work Item Created 5/15/2014 12:04:03 PM System

CyHistory | [ Notes

[ Workfiow History

i Active Work Ttems

The four panels (History, Workflow History, Active Work Items and Notes) can also be moved around the screen
and customized. To move one of the panels, first make sure that the panel is pinned. Next, click and drag the

panel tab name to one of the drop position indicators as shown below. Release the mouse

panel shadow preview appears in the location you want.

Below,, the “History” panel is moved next to the “Notes” panel.

Indexing Queue

button when the

Save
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.. demo

DocumentType IN ('Invoice’) AND (CreateDateTime = '5/15/2014") i
= Preview x X
=
% ‘— |<§’ |@j |CrEatEDatE.‘. ‘PagECuunt DocumentT... | Documentg... | InvoiceNum. . | Vendor ‘Datﬁ of Inv... |Amuunt |Pa\d ‘
¢§’ (@8] |5/15/2014... 1 Invoice Orlanda 1234 Big Corp 10/15/2012 $25.00
= @ & snses.. 1 Invoice Orlando 5454 Testlabs, ... 10/15/2012 £50.00
& W snspois.. 3 Invoice Orlando 7587 Big Corp 10/15/2012 $835.00
Active Work Items » X
Action [Assigned To [ype |created pate Work Item Age
AP Workflow Deme User/demo {User) WorkflowTask 5/15/2014 11:31:41 AM 45 days 23:59:16 i) " =
L a
=) Show Det
Action [Event... v [User Name | A
E MNotes | @ Warkfiow History ?j. Active Work Items Work It... 6/24/201... Administ...
Fileview  5/20/201... demo
Cabinet: T st User: demo ser.informa.loc|lReled 5/16/201... dema
Undelete 5/16/201... demo
Delete 5/16/201.., demo
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The result of this move is shown below.

‘a & G ImageQuest H - o n
Home Document Grid ~
/ E annotate [ Export to Folder | [3 Find Similar P X Delete N “?_ F\ [
— = o
» I Add Revision @ Email Document 3 Grid Edit + ) Undelete k © &‘
View Edit Saveloaa _— X X Add to - . Preview History Notes Workflow Active
.?-3 Route Copy k= Batch Print ¢§’ Show Assodiated  Watch List E Duplicate Pane History  Work Items
Commands Panels
:
DocumentType IN ("Invoice”) AND (Date of Invoice = '5/20/2014")
xX | = |¢f) ||Eﬁ |CFEEtEDEtE‘.. PageCount  |DocumentT... |Document(... |InvoiceMum... |Vender Date of Inv... [Amount |Paid |
& B 2110014, 3 Invoice Orlando 2345 Big Corp 5/20/2014 $123.45 m
& T 21014 3 Invoice Orlando 3343 Big Corp 5/20/2014 $8,487.10 Il
5f20/2014 ... Invoice Orlando 7398 sample invoice 5/20/2014 £545.00
History <f———m = 4 NOtESs M— = 4
B [ B Show Details Add Note
Action [Event Date v |User Name I
Save 5/20/2014 12:06:10 PM demo
Save 5/20/2014 12:06:01 PM demo
Save 5/20/2014 12:05:51 PM demo
Save 5/20/2014 12:05:33 PM demo
FileView 5/20/2014 12:05:20 PM dema .
= Wi . i =
Fileview 5/20/2014 12:05:15 PM demo Eg\n’nrkﬁnm History 3L Active Work Ttems |: Motes

Cabinet: ImageQuest User: demo  Server: example-server informa.local

Results:

To return to the default window layout at any time, go to the “View” ribbon group and select Default Panel
Layout as illustrated below.

a & S

ImageQuest
m Home Document Grid
’__3'5 Advanced Search gy gy é ™
=g T \7
Q Saved Search -
Quick Indexing Work Queue Watch  Work Queue Scan to Import  Refresh Default
Search m New Search Tab Queue List Search ImageQuest Panel Layout
Search Workflow MNew Document View \
Search & X
D tType IN ('Invoice') AND (CreateDateTime = '5/15/2014")
x | = |<9 ||Eh |CreateDahE... PageCount DocumentT... |Document(. .. | InvoiceMum... | Vendor Date of Inv... | Amount |Paid |
[# 5/15/2014... 1 Invoice Orlando 1234 Big Corp 10/15/2012 £25.00
(5) [#E | 5/15/2014 ... 1 Invaice Orlando 5454 Testlabs, ... 10/15/2012 £50.00
¢ || 5/15/2014... 3 Invaice

Panel positions are saved automatically per user/per machine. If a user changes the view of the screen and logs
out, once he/she logs back in, the screen view will return.
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Preview Pane

IQdesktop client has an image preview pane that lets you see the document within the client without launching
the document type’s associated application. ImageQuest uses built in Windows Preview Handlers, the same
technology that Microsoft Windows Explorer and Microsoft Outlook use, in order to render the preview pane.
The following file types should preview in IQdesktop without the need to install additional software: .bmp, .jpg,
.rtf, .txt, and .tif. Additional preview handlers can be installed as well in order to preview other file types.
Installing Microsoft Office 2007 or 2010 will activate previews for .doc, .docx, .xls, .xlIsx, .ppt, and .pptx while
installing Adobe Reader 9, 10 or 11 will activate .pdf files.

The example on the next page highlights the preview pane for a selected document.

a &S ImageQuest | - o n
v | coament e n
T, Advanced Search = =t =
i 3 = B B a
[, Saved Search
Quidk Indexing Work Queue Watch  Work Queue Scanto  Import Refresh Default
Search Lgg New SearchTab  Quewe List Search  ImageQuest Panel Layout
Search Workfiow New Document View
-
DocumentType IN ('Invoice’) AND (CreateDateTime = '5/15/2014")
Preview nx
Page 1 of3 < > | _
X | | | |CresteDate...|PageCount |DocumentT... DocumentG... |InvoiceNum... Vendor Date of Inv... | Amount Paid b
& @ 5152014 1 Invoice Orlando 1234 Big Corp 10/15/2012 $25.00 v
& [@ 5152014 1 Invoice Orlando 5454 Testlabs, ... 10/15/2012 $50.00 v
& 5/15/2014 ... 3 Invoice v
JR— [emep—
History n X =
] Ta= Show Details
Action Event Date + |User Name
FileView 5/15/2014 12:04:58 PM demo
Save 5/15/2014 12:04:27PM System
Revision 5/15/2014 12:04:03PM demo
Save 5/15/2014 12:04:03PM demo
Byristory  [Einotes [ Workflow History | i Active Work Ttems

Cabinet: ImageQuest User: demo  Server: example-server.informa.local

Results: 30f3 .

Note: Documents that are larger than 50MB will not show in the preview pane for performance reasons and

instead will display a message asking the user to launch the associated application instead.

Note: As of ImageQuest 11.3, the Preview Pane is also available from the Indexing Queue tab. It is disabled

by default and can be turned on/off by using the
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Column Customization

The example below shows a sample of the IQdesktop column headers. The document grid columns may be
customized to better meet your needs. Columns can be moved, removed, added, widened or narrowed.

lCreateDateTlme PageCount DocumentType  |DocumentGroup  |InvoiceMumber | Viendor Date of Invoice | Amount Paid I

To move a column header, left-click on the column, drag and release it in the header row where the column is

desired. For example, CreateDateTime, as shown below, is being moved from its default location to the right, in
between DocumentGroup and InvoiceNumber.

@ & G ImageQuest

Home Document Grid
m ri‘h Advanced Search ™ @
E Saved Search

2 E R S

L]
Quick Indexing Work Queue Watch  Work Queue Scan to Import  Refresh Default
Search m New Search Tab Queue List Search ImageQuest Panel Layout
Search Workflow MNew Document View

DocumentType IN ('Invoice') AND (CreateDateTime = '5/15/2014")

x = <§> ﬁj CreateDateTime T|pageCount  |DocumentType | DocumentGraun unicehumber | Vendor

Date of Invoice | Amount

& B 55014113016 AM 1 Invaice Orlardo |4 TL\;"E 1234 Eig Corp 10/15/2012 §25.00
& @ 5/15/2014 11:32:06 AM 1 Invoice orlanda 5454 Testlabs, ... 10/15/2012 §50.00
19 | 5/15/2014 12:03:59 PM 3 Invoice

The end result is as follows:

@ ml G ImageQuest

Home Document Grid
l__i'h Advanced Search gy == F‘ é ™ @
= = - A
H] [l saved Search - Y_ i S

Quick Indexing Work Queue Watch  Work Queue Scan to Import  Refresh Default
m New Search TJ}

Search Queue List Search ImageQuest Panel Layout
Search Workflow Mew Document View
m Saved Search |

Dy tType IN ('Invoice’) AND (C ime = '5/15/2014")

X = 6’ ﬁj PageCount  |DocumentType |DocumentGroup  |CreateDateTime InvoiceNumber | Vendor Date of Invoice | Amount Paid
& = 1 Invaice Orlando 5/15/2014 11:31: 16 AM 1234 Big Corp 10/15/2012 §25.00 ¥
6) ] 1 Invoice Orlando 5/15/2014 11:32:06 AM 5454 Testlabs, ... 10/15/2012 £50.00 v
&[] 3 Invoice 5/15/2014 12:03:59 PM ¥
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A user can remove a column by left-clicking on the column header to be removed and holding down the left-

button to drag the column out of its initial setting as modeled below. An X will appear in place of the normal

mouse cursor. For example, the column,

“DocumentGroup”, is being removed from the header.

I

Home Document Grid

ImageQuest

[ Advanced Search gy = g é ™
5 Y B = A
[ 5aved Search -
Quick Indexing Work Queue Watch  Wark Queue Scan to Import  Refresh Default
Search m Mew Search Tab Queue List Search ImageQuest Panel Layout
Search Workflow Mew Document View
Type IN ice’) AND (C ime = '5/15/2014')
x = (f’ Eﬂ PageCount  |DocumentType oup T |CreateDateTime InvoiceMumber | Vendor Date of Invoice | Amount Paid
<§> || 1 Invoice Orlando 5/15/2014 11:31:16 AM 1234 Big Corp 10/15/2012 $25.00 {4
& | 1 Invoice Orlando 5/15/2014 11:32:06 AM 5454 Testlabs, ... | 10/15/2012 §50.00 v
& 1] 3 Invoice Ng/15/2014 12:03:59 PM v

Release the left button to remove the co

[=]
151

lumn. The column name is deposited in the “Customize Columns”

window, which stores columns that are hidden from the user.

To add a column back to the header, right-click on the header row and select Column Chooser from the menu as

displayed below.

Warkflow Mew Document View
‘oice’) AND (CreateDateTime = '5/15/2014")
] PageCount DocumentType  [DocumentGroup | CreateDateTime InvoiceMumber | Vendor Date of Invoice | Amount
| 1 Tnvoice Orlando 21 Sort Ascending 1234 Big Corp 10/15/2012 &1
| 1 Invoice Orlando El Sort Descending 5454 Testlabs, ... |10/15/2012 51
] 3 Invoice
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The “Customization” window will open. As demonstrated below, drag the column name from the Customization
window back to the header row by right-clicking on it, dragging it and releasing it. In the example on the
following page, the column, “DocumentGroup”, is returned to the header.

Commands Panels
Invoice") AND (CreateDateTime = '5/15/2014")
Eﬁ CreateDate... |PageCount | DocumentTyps PrumE '%.' U.%_...u_. Vendaor Date of Invoice | Amount Paid
& 5/15/2014 ... 1 Invoice I+ 1234 Big Corp 10/15/2012 §25.00 v
& 5/15/2014... 1| Invoice 5454 TestLabs, LLC 10/15/2012 $50.00 '
T 5/15/2014 ... 3 Invoice i 10/15/2012 £535.00 ¥
Customization n
DocumentGroup
L x
1 Details
Event Date w |User Name L
5/20/2014 9:19:57 AM demo

5/16/2014 11:28:25 AM demo

e loma aa o o as L)

Columns can also be narrowed or widened depending on how much column space you require for any column
displayed as demonstrated below. To narrow or widen a column, position the mouse across the line dividing the
two columns until you see.<=>- and left-click and drag, moving to the left to narrow or to the right to widen
the column; the CreateDateTime column is being narrowed in the example below.

swcumentType CreatEDatE‘:}ﬁ InvoiceMumber | Du
Voice 5/15/2014 11§31:16 AM 1234 0O
Voice 5/15/2014 11§32:06 AM 5454 O
Voice 5/15/2014 12¢03:59 PM
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Here is the CreateDateTime column narrowed:

a & S
Home Document Grid
m I__E'h Adv.%ced Search

E Saved Search

2 B R a

Quick Indexing Work Queue  Watch  Wark Queue Scan to
Search E Mew Search Tab Queyue List Search ImageQue
Search Warkflow Mew Dy

Search o X

DocumentType IN ('Invoice') AND (CreateDateTime = '5/15/2014")

X = (53 ' PageCount DocumentType CreateDate... |InvoiceMumbe
& = 1 Invoice 5/15/2014 1... 1
& = 1 Invoice 5/15/2014 1... 5.
& | 3 Invoice 5/15/2014 1...
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Best Fit

The Best Fit feature automatically sizes a column to fit the maximum length of data in the column at the time of
sizing. To expand a specific column like CreateDateTime to the best fit for viewing, double click between the
column headings or right-click on the header row and select Best Fit as displayed below. To expand all the
columns at once, select Best Fit (all columns) from the right-click header.

CreateDate... |TnwnireMumber | DorumentGronp | Vendor Dal
5/15/2014 1., 24 Sort Ascending | BigCorp 10/
5/15/2014 1... £} Sort Descending Testlaps, ... 10}
''''' S[AS/2014 L.]  Clear Sorting I
= Group By This Column
[= ]

= Hide Group By Box

Remove This Column

Column Chooser

Best Fit {allglumnsj

¥
57 Filter Editor.. (ysateDateTime b
. 5/15/2014 11:31: 16 AM
Show Find Panel
5/15/2014 11:32:06 AM

Show Aute Filter Row 5/15/2014 12:03:59 PM

You may also access this feature in the Grid ribbon as shown below.

Home Document Grid
EE Al x - — @ Find Panel 2 Clear Grouping % E‘H Save Layout
3 l'[ |« 3| -

EE Inverse E Auto Filter Row [ Expand All Groups orget Saved Layout
oo Indude  Print | BestFit | — Customize -
0o Mone Deleted  Grid | Columns Group By Box [] collapse Al Groups  Calumns E"G‘. Restore Layout

Select Grid Layout

Indexing Queus

DocumentType IN ('Invoice') AND (CreateDateTime = '5/15/2014")
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Sorting

Sorting can be performed on any displayed column in ascending or descending order. There are two ways to
define the sort option: 1) click on the header as targeted below to display the results in ascending or descending
order; 2) right-click on the column header of the column to open the header menu and select “Sort Ascending”
or “Sort Descending”. The data in the grid will then be sorted accordingly once you click it. To clear any sorting
selection, right-click on the column header and select Clear Sorting.

Search o X

DocumentType IN (Invoice') AND (CreateDateTime = '5/15/2014")

X = (ﬁ) Eﬂ PageCount DocumentType | CreateDateTime nvoiceM
ﬁ x. 1 Invoice 5/15/2014 11:31:16 A -
(9 & 1 Invoice 5/15/2014 11:32:06 AM
& ] 3 Invoice 5/15/2014 12:03:59PM |
L !

Note: Multiple columns may be sorted by holding the shift key down while clicking additional column
headers, one at a time.
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Grouping

IQdesktop allows for the grouping of one or more columns which allows for a different view of the grid. It also
shows a row count associated with each attribute value. There are two ways to group columns: 1) right-click on
the column header intended for grouping; this will open the header menu as displayed below. Select Group By
This Column which moves the column to the Group By Box above; or, 2) click and drag a column header to the
Group By Box. Repeat either grouping method as needed to group by multiple columns.

a S ImageQuest
Home Document Grid

m [& Advanced Search gy Yé F " @

e = : S
H Saved Search - - — th = it
Quick Indexing Work Queue  Watch  Work Queue Scan to Import Refresh Default
Search m New Search Tab Queus List Search ImageQuest Panel Layout
Search Workflow New Document View

DocumentType IN ('Invoice’) AND (CreateDateTime = '5/15/2014")

x = <§> Eﬂ PageCount DocumentType | CreateDateTime 4 |InvoiceNumber DocumentGrour %l Sort Ascending Amount
&) E3 1/ Invoice 5/15/2014 11:31: 16 AM 1234 Orlando 7 52!
— - Al Sort Descending
&’ (] 1| Invoice 5/15/2014 11:32:06 AM 5454 Orland} i
ST 3 Tnvoice 5/15/2014 12:03: 59 PM ]
= Group By This Column
Hide Group Hy Box
Remove This Colurmn
Column Chooser
i BestFit
Best Fit (all columns)
T Filter Editor..
st Show Find Panel
ISTOI
Y Show Auto Filter Row
!al & Show Details Filter Mode L4
Actian EuentDate ~Tlicar Mama
DocumentGroup &
X = (9 Eﬂ PageCount  |DocumentType |CreateDatb

¢ DocumentGroup: (Count=1)

¢ DocumentGroup: Orlando (Count=2)
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To ungroup a column, right-click on the column in the Group By Box and select the Ungroup option, or click and
drag the column back to the column header as demonstrated here.

@ HI G Image

Home Document Grid
I__ﬁ Advanced Search - éj F ":\ ™ @
el = e C A
H] [, saved Search - T_ ik

Quick Indexing Work Queue  Watch  Work Queue Scan to Import  Refresh Default
search  Lgg New Search Tab Quele List search ImageQuest Panel Layout
Search Workflow MNew Document View

DocumentType IN ('Invoice') AND (CreateDateTime = '5/15/2014")

DOCI..I'I'EI"ItG{OtpA? —

= ol
x = <§> ﬁj PageCount DocumentType CreateDateTime 4 | InvoiceMumber Vendor Date of Invoice
b+ DocumentGroup: (Count=1) DC{U@ET‘EL"

+ DocumentGroup: Orlando (Count=2)

The grid may be fully expanded or fully collapsed using the Expand All Groups and Collapse All Groups buttons
on the Grid ribbon or by right-clicking anywhere in the Group By Box and selecting the appropriate menu item,
as seen on the following page.

DocumentType IN ("Invoice') AND (CreateDateTime = '5/15/2014")

DocumentGroup &

x <§> Mmtﬂrpe CreateDateTime 4 |InvoiceMumber  |Vendor Date of Invoice | Amount
[ Full Collapse

¢ DocumentGrol
N 21| Sort Ascending

| 2] Sort Descending

Sort by Summary »

= UnGroup

Note: To clear the contents of the Group By Box, click Clear Grouping on the Grid ribbon tab or right-click
anywhere in the box and select Clear Grouping.
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Filters

Filters limit the returned search results and help customize a view to easily locate data. One or more filters can
be applied to columns currently displayed in the document grid.

To apply a filter to a column, left-click on the drop-down menu arrow on the right-hand side of a column header.
As shown below, the drop-down menu will list all of the values currently displayed in the column for convenient
selection as a filter. Once a value is selected, the drop-down menu will close and the display grid will show the
rows of data that matched the selected value.

.| InvoiceMumber T [ uandnre Mate
........................................... 17 -
o I 12 (1
1 54 (Custom) 1
| (Blanks)

(Man blanks)

1234

5454 %

DocumentType IN (' Invoice') AND (CreateDateTime = '5/15/2014")

<§> Eﬂ PageCount DocumentGroup DocumentType CreateDateTime & |InvoiceMumber T
&) . 1 Orlando Invoice 5/15/2014 11:31:16 AM 1234

X

[ [ [IrvoiceMumber] = '1234

The bottom of the grid now displays the applied filter, ‘1234’ to the column, “InvoiceNumber”, as shown on the

previous page. To cancel the filter, simply click on the [* to the left of the filter.
Note: Multiple filters may be applied to more than one column at a time.

More complex or versatile filters may be created by selecting the “Custom” option from the drop-down list. The
“Custom” option allows the user to create conditions bound by an “And/Or” clause. When “Custom” is selected,

the “Custom AutoFilter” window appears as highlighted below. For example, the user selects “is greater than or
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equal to” and enters a value of $15.00 to locate documents that contain Amounts equal to or greater than
$15.00. There are several criteria that can be utilized, which are listed in the drop-down menu (i.e. “equals,”
“does not equal,” “is greater than,” etc.). Click “OK” to apply the filter.

Show rows where:

famount]-

|Is greater than or equal to | W | [ Field |$15.CIU
._i‘_. And ._":.‘_. or

|§{Select an operator) | W | [ Field |{Enter a value)

Here are the results of the custom AutoFilter:

Search # X

DocumentType I (‘Invoice’) AND (CreateDateTime > = '5/15/2014 12:00:00 AM' AND CreateDateTime <= '5/15/2014 11:59:53 PM')

X |

= |<§> |ﬁ| |CreateDate... PageCount DocumentT... |Documents... |InvoiceMum... |Vendor Date of Inv... |Amount T | Paid |
= (9 5/15/2014 ... 1 Invoice Orlando 1234 Big Corp 10/15/2012 £25.00
= 6’ 5/15/2014 ... 1 Invoice Crlando 5454 Testlabs, ... 10/15/2012 £50.00
& 552014 3 Invoice Orlanda 7587 Big Corp 10/15/2012 £835.00

[5] v [Amount] >= '$15.00 |

The “Edit Filter” button can be clicked to edit the current filter as shown below. A filter editor dialog box
appears where the user can edit the filter as desired.
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- o EN
~
@
[ — A
Scan to Import  Refresh Default .
TageQuest Panel Layout “- [Amount] Is greater than or equal to $15.00
Mew Document View

) AM' AND CreateDateTime <= '5/15/2014 11:59:5

tG... | InvoiceMum... |Vendor Date of Inv... |Amol
1234 Eig Corp 10/15/2012
5454 Testlabs, ... 10/15/2012
7587 Big Corp 10/15/2012

B

Save Layout

Once the grid has been customized to your liking (i.e. column sort order, column removal, column order), you
have the option to save the grid layout. To save the grid layout, press Ctrl+L or go to the Grid ribbon tab as

demonstrated below and click on the “Save Layout” button EIE; the options to Restore and Forget Saved

Layout are not available if there is no saved layout. Once a layout has been saved, you may select Forget Saved
Layout to delete it and restore the default look.

B EI G ImageQuest
Home Document

EE All xj: IE. ifi @ Find Panel 2 Clear Grouping % B% Save Layout

gg Inverse Auto Filter Row [ Expand All Groups E Forget Saved Layout

oo Indude  Print  BestFit — Customize

o0 Mone Deleted  Grid  Columns Group By Box [ Collapse All Groups  Columns E‘g; Rest t

Select Grid

—

If you have a saved layout and make changes to the grid during your session, you may select Restore Layout to
revert back to the saved grid layout.

Note: The “Indexing Queue” grid layout is saved automatically every time the user exits the queue.
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Updating Documents

After documents have been indexed, users may update or edit attribute data as well as revise individual
documents. As these changes are made, they are recorded in Document History which serves as an audit trail
for administrative review. Reasons for these changes to individual records may be noted in the Notes panel for
future reference.

Notes

The Notes panel is beneficial to users because it allows for adding comments to a document as illustrated below.
For example, the outlined document in this figure has a note. When a note is entered for a specific document,

the
bottom of the screen; click the Notes tab to view the notes for the highlighted document. This note, ‘Additional
services rendered’ has been entered on 5/16/2014 at 9:35:14 AM by the User “demo”. The Notes panel will
update automatically as other documents are selected. If the Notes panel has been removed from the view, it

icon appears in the Note column next to that document. The Notes and History tabs are located at the

may be returned by clicking the Notes button from the Document ribbon tab.

DocumentType IN ("Invoice') AND (CreateDateTime = '5/15/2014")
F
X = &) Eﬁ] DocumentGroup  |PageCount DocumentType | CreateDateTime Inwo
&) i 3 Invoice 5152014 12:03:59 PM
(9 -:"“r Orlando 1 Invoice 5/15/2014 11:31:16 AM
| Y [#  Orlando 1 Invoice 5/15/2014 11:32:06 AM |
11
< >
MNotes o X
Add Note
5/16/2014 9:35: 14 AM demo
Additional sevice rendered.
— |
{EI Histary == Notes r@ Workflow History ‘;j. Active Work Items

Cabinet: ImageQuest User: demo  Server: example-server.informa.local

70



ImageQuest User’s Guide 15.0

Note: Once a note is entered, it cannot be updated or changed. Notes cannot be searched. The “Update
Document” permission is required for individual users to add notes.

Edit a Document

To edit a document, right-click on the highlighted document and select Edit from the drop-down menu as

demonstrated below. You may also click on the Edit button /" from the Document ribbon tab.

E m G ImageQuest

Home | Document | Grid

/ '.;E‘_', Annotate [ Export to Folder @ Find Similar \ g ¥ Delete m — F Q\‘
- = |.q
» E Add Revision @ Email Document g} Grid Edit + ) Undelete \' (9 “'
View Edit " Save Local = ) ) Add to i} ) Preview History MNotes  Workfiow Active
&3 Route Copy kel Batch Print &) Show Assodated  watch List [y Duplicate Pane History  Work Items
Commands Panels
D tType IN ("Invoice") AND (C ime = '5/15/2014")
x = 6) ﬁj DocumentGroup | PageCount DocumentType  |CreateDateTime InvoiceNumber | Vendor Date of Invoice | Amount & |Paid
& ] 3 Invaice 5/15/2014 12:03:59 PM v
<§> |8 Orlando 1 Invoice 5/15/2014 11:31:16 AM 1234 Big Corp 10/15/2012 $25.00 v
= <§’ |&  Orlando 1 Invoice 5/15/2014 11:32:06 AM 5454 Tegtlahe N5H017 S50 0N W
View Ctrl+|
| Edit Ctrl=Shift+E EH‘
=3 Annotate
3 Add Revision
:\?) Route
E Save Llocal Copy  Ctrl+Shift+L
= Export to Folder
@ Email Document Ctrl+M
= Batch Print
MNotes _ i o
@ Find Similar
E#  Grid Edit Ctrl+E
&’ Show Associated Ctrl+O
5/16/2014 9:35: 14 AM demo [%  Add toWatch List Ctrl+T
Additional sevice rendered. 3 Delete Ctrl+ Alt+D
% History =5 Motes r('g Workflow History 52‘1 Active Work Items 1 Undelete

Cabinet: ImageQuest User: demo  Server: example-server.informa.local fy Duplicate Ctrl+D _

The “Edit Document” window appears so that changes may be made to the document as illustrated on the next
page. The Document Type for editing in this sample is “Invoice”. Once the document is updated, click “Save” to
save the changes; if the user decides that no changes are necessary, click “Cancel”.
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Document Type: |Ir|vni::e | (] |

DocumentGroup ~
|Drlando | w |‘3 |

InvoiceMumber
5454 [ 4]

Vendor
TestLabs, LLC [ ]

Date of Invoice

|10/15/2012 [v[s]
Amount
|$50.00 [ ]
L
Motes Route
Save ‘ | Cancel

Selecting a new Document Type in the drop-down menu will refresh the screen to display the attributes
applicable to the selected Document Type. When the user clicks “Save,” the window below appears to confirm
the Document Type change. Click “Yes” to proceed.

o Changing the document type of this document will cause all existing

data to be lost!
Are you sure you want to change the document type?

If the new Document Type has attributes that match the original Document Type, the initial data will be
retained. Any attributes of the new Document Type that do not match the original Document Type will be
empty, and the new information can be entered.

To edit multiple documents, right-click on the highlighted documents and select Edit from the drop-down. You
may also use the Edit button on the ribbon.

72



ImageQuest User’s Guide 15.0

When more than one document is selected for editing, only the attributes that are applicable to both
documents will appear. Check the box next to the attribute you wish to edit, update the index information and

then click “Update” when finished. This will update all the records with the new information. See the sample
below.

a & 95 ImageQuest m - o EHE
Home: Document Grid ~
/‘ 5] Annotate [ Export to Folder | [F Find Similar (V" X Delete €Ty E F‘ 2
» E Add Revision @ Email Document :lj} Grid Edit + ) Undelets \ o w.® ‘t
View Edit ave Local = . Add to . X Preview History MNotes Workflow Active
&5 Route Copy ' Batch Print &3 B History  Work Items
Commands nels
Check the attributes you wish to update, then enter new values, -
. . . Unchecked attributes will not be changed.
DocumentType IN ('Invoice’) AND (CreateDateTime = '5/15/2014")
[ DocumentGroup |Crlone} ‘ "J |
XX ‘ = ‘ <§’ |@ |Documentﬁroup PageCount | DocumentType [ mnvoicenumber | "3 | ice |Amount - |Paid |
1] 3 Invoice [ endor | “Jl
&  [E qiendo 4o [ Date of Invoice [s/18/2014 [v[=] EEL
= Orland 1| 50.00 4
= <§’ |E) rlando nvoice [ Amount | ‘~3| o
[ paid [ [+]%]
Motes
Notes ‘ ‘ rox
I e || e | [Cedinee |
5/16/2014 9:35:14 AM demo
Additional sevice rendered.
{El History F: Motes rtlg Workflow History ‘ii Active Work Items

Note: The Document Type field cannot be changed when using “Multiple Document Edit”. This can only be
changed for one document at a time.

73



DocuSign Connector

ImageQuest User’s Guide 15.0

The DocuSign connector allows documents to be sent for digital signature and then automatically saved back to

IQ as revisions once they have been signed. Just select the document that needs to be signed and click the

DocuSign button in the ribbon.

For information about how DocuSign-originated documents can be saved automatically to I1Q as new documents,
please contact your administrator.

= [ Work Queue - ImageQuest
& (2]
Home Document Grid
F g;: /‘ E [F] Annotate E 3 Export to Folder 7B Find Siiar \r 3 Delete Ny r; F\ 23
ez - i = o
¢ » E Add Revision @ Email Document + ¥ Undelete \' @ “'
Open  Reassign Wiew Edit |DocuSign Save Local w Add to Preview History Motes Workflow Active
- =, . Show Assodiated T
a3 Route Copy L= Batch Print Watch List E Duplicate Pane History  Work Items
Work Item Commands Panels
X =2 (@ @ |= Action Assigned To Work Item Age CreateDateTime PageCount | DocumentType | Vendor Name | Invoics Number | Invoice Date | Invoice Al
= AP Workflow InitialProcessing (Role) 208 days 05:44:29 8/7/2015 9:18:48 AM 1 Invoice 5213 8/7/2015
& = AP Workflow  InitialProcessing (Role) 208 days 01:43:00 8/7/2015 1:19:41PM 1 Invoice 8/12/2015
<§) = AP Warkflow  InitialProcessing (Role) 208 days 01:42:59 8f7/2015 1:19:42PM 1 Invoice 8[7/2015
& = AP Workflow  InitiaProcessing (Role) 208 days 01:42:29 | 8/7/2015 1:20:12 PM 3 Invoice 8/7/2015
<§> b AP Workflow  InitialProcessing (Role) 204 days 03:09:52 811/2015 11:53:06 AM 1/ Invoice 8/11/2015

After the DocuSign button is clicked, it will open a web browser that opens to DocuSign page with the document
already uploaded. Recipients can be added via the Add Recipients button on the left.

Al - -

C' & https://appdemo.docusign.com/prepare/93d602fc-35a8-436a-b0de 144d7e03e/add-field

< Invoice - Signature Requested

RECIPIENTS

X

ADD RECIPIENTS
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REMIT TO:
Informa Software
123 Baker Street
Orlando, FL 32810

BILLTO:

GB Graphics

P.O. Box 102332
Norman, OK 75432

INVOICE

INVOICE NUMBER:
INVOICE DATE:
VENDOR NUMBER:
ACCOUNT #:

SHIP TO:

GB Graphics

345 Oak Parkway
Stillwater, OK 75622

info

: |

HELP

OTHER ACTIONS v SEND >

DOCUMENTS

¥ invoica 2016-03-03.pdt
Page: 1

—~ it
rma

software

26543
1/12/2016
000438
820108
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On the Add Recipient screen, a new recipient can be added by inputting an email address and name. Multiple
recipients can be added by clicking on “New Recipient” multiple times. If “Sign in Order” is checked, the
document must be signed in order defined for the recipients. Click “DONE” once all recipients have been added.

J & sed A vocument | Do x Y SAE=te

C £ https://appdemo.docusign.com/prepar

b0de-c1a144d;

Edit Recipients

Sign in Order

I 7 Needs to Sign

© NEW RECIPIENT ADD ME

After recipients are added, click on each recipient and add fields for that recipient, respectively. To add a
signature, click on Signature and place the mouse over the area that needs to be signed. Click on the document
to place the signature location. Once all fields are complete for all recipients, click “Send” in the top right
corner.

REMII 10: INVOICE NUMBEK: 26543
P kst Informa Software INVOICE DATE: 1/12/2016
123 Baker Street VENDOR NUMBER: 000438
Orlando, FL 32810 ACCOUNT #: 820108
BILLTO: SHIP TO:
FISLOS GB Graphics GB Graphics
i P.O. Box 102332 345 Oak Parkway
Norman, OK 75432 Stillwater, OK 75622

Description: GRAPHICAL SUPPLIES

Description Quantity Unit Price Total

7G802 opy Paper — WHT, LTR 10 25.50 255.00
5 coeexn 7G902 per — WHT, LEGAL 10 28.00 280.00
i PEN100 Pen—BL 200 0.75 150.00
(5] DeeeDows PEN102 Pen—BLU 200 0.75 150.00
Attachment
@ Note

= AMOUNT DUE 832.50
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Once the document is sent, the recipient will receive an email notification that states a document needs to be
signed with a link to the document. After the recipient signs, an email with the signed document is sent to the
recipient. If the sender has email notification set up for ImageQuest, the sender of the document will also
receive an email notifying the sender that the document has been signed. The sender will be sent a link in the
email to view the signed document, which is also saved as a revision in ImageQuest. The history details will also
show details on current state of the document and signing activity. If a recipient declines to sign a document,
this will also be reflected in the document history and the ImageQuest user will receive an email notification.
Note: The DocuSign Connector requires configuration by an administrator.

Note: DocuSign documents can also be originated at DocuSign and imported into IQ as new documents. Contact
your administrator for more information.

Grid Edit

The grid displaying the indexed documents may also be edited directly using ﬁ Grid Edit (Ctrl+E) as illustrated
below. Toggling the Grid Edit button makes the search grid act much like a spreadsheet program such as
Microsoft Excel in that you can type directly into the fields. Use caution while Grid Edit is enabled as changes
are saved automatically once you click off of the document row. Fields highlighted in gray are either system
fields or attributes that are not associated with the document type; these fields cannot be edited.

(5 m G ImageQuest
Home Document Grid
/‘ E,l_ Annotate [ Export to Folder | [F3 Find Similar \ o ¥ Delete ET\ — F A
— = |
» _@ Add Revision @ Email Document ¢ Grid Edit + ¥ Undelete \"' @ ‘t
Wiew Edit - Save Local = ) " Add to ) Preview History Motes  Workflow Active
&3 Route Copy b= Batch Print &’ Show Assoda Watch List Duplicate  pane History  Work Items
i Commands Panels
D tType IN ('Invoice’) AND (CreateDateTime = '5/15/2014")
x = (9 ﬂj DocumentGroup | PageCount DocumentType | CreateDateTime InvoiceMNumber ™™ Vendor Date of Invoice | Amount & |Paid
& @ orlando 1| Invaice 5/15/2014 11:31: 16 AM 1234 Big Corp 10/15/2012 25,00 v/
= &  [@ Orlando 1| Invoice 5/15/2014 11:32:06 AM 5454 Testlabs, ... 10/15/2012 $50.00 v
¢ || orlando 3 Invoice 5/15/2014 12:03:59 PM 7587[BigCorgl | 10/15/2012 £835.00 W
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Delete or Undelete Documents

To delete a document, right-click on a record and select Delete, or highlight one or more records and click the
Delete button X tee= from the “Document” ribbon group as illustrated below.

@ & G ImageQuest
/‘ Lt;‘.'_ Annotate > Export to Folder  [F3 Find Similar \" ¥ Delete |§ m =i F @ﬂ;‘
» E Add Revision @ Email Document § Grid Edit + "3} Undelete \‘" o - {9 &‘
View Edit Savelocal ) . Add to i} ) Preview History Motes  Workflow Active
&3 Route Copy b= Batch Print <§> Show Assodated | watch List 2y Duplicate Pane History  Work Items
Commands Panels
Search @& X Delete (Ctri+Alt+D) |
D tType IN ('Invoice') AND (CreateDateTime = '5/15/2014")
x = &’ @ DocumentGroup  |PageCount DocumentType | CreateDateTime InvoiceMumber | Vendor Date of Invoice | Amount 4 | Paid
<§> |&  Orlando W 1 Invoice 5/15/2014 11:31:16 AM 1234 Big Corp 10152012 £25.00
= <9 & Orlando 1 Invoice 5152014 11:32:06 AM 5454 TestLlabs, ... 10/15/2012 £50.00 W
& | | oOrlando 3 Invoice 5/15/2014 12:03:59 FM 7587 Big Corp i0/15/2012 £335.00 W

The “Confirm Delete” window appears to ensure that the user desires to delete the selected document; click
“Yes” to proceed.

Caonfirm Delete

0 Are you sure you want to delete the selected document?

Yes Mo

The user will then be prompted to enter a note explaining why the document was deleted as shown below. For
example, this document was deleted because it was a duplicate document in the grid. Click “OK” to complete
the delete process.

77



ImageQuest User’s Guide 15.0

El m G ImageQuest
Home Document Grid
/‘ E] annotate [—] I ExporttoFolder | [ Find Similar \r ¥ Delete N ||§_ F
# E’} Add Revision m_| @ Email Document .ﬁ‘ Grid Edit + ) Undelete k o W'C
View Edit Save Local = Add to i} Preview History Motes  Workfl
.,'13 Route Copy b= Batch Print ¢f’ Show Assodated = Watch List E Duplicate Pane Histo:
Commands Panels
DocumentType IN ('Invoice') AND (CreateDateTime = '5/15/2014")
Drag 2 eader Nere o group by that o You must enter a note explaining why you are
deleting these doc nts.
x | = |<§> ||E|'j |Docun1entGmU|:| |PageCount DocumentType na ume
tﬁ’ Orlando 1 Invoice Dupicate Invoioel
= ¢§> Orlando 1 Invoice
&[] orlando 3 Invoice
Notes
|

Records deleted from IQdesktop are never actually deleted but are flagged as such, much like the Windows
recycling bin. Selecting “Include Deleted” button from the Grid ribbon group allows a user to show or hide the

deleted documents if he or she has permissions to do so. Deleted records have a red  at the beginning of the
record as shown below.
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@ & G ImageQuest
Home /Document
oo al 1 xj my; —— [Q FindPanel 2= Clear Grouping % g save Layout
H € |
gg Inverse | | Auto Filter Row  [=] Expand All Groups E F
0o Incude | Print  BestFit Customize
55 None Deleted | Grid  Columns Group By Box [ collapse All Groups — Columns r‘s Restore
Select Grid Layout
Search 3 X
D tType IN ('Invoice’) AND (Crea Time = '5/15/2014")
b4 | = |¢f’ | |D0cumentGr0up PageCount  |DocumentType | CreateDateTime InvoiceMumber | Vendaor Date of Invoice | Amount & |Paid
X = (9 |&  Orlande 1 Invoice 5/15/2014 11:31:16 AM 1234 Big Corp 10/15/2012 $25.00 v
= & & orando 1 Invoice 5/15/2014 11:32:06 AM 5454 Testlabs,... 10/15/2012 50,00 v
; (5’ | | Orlando 3 Invoice 5/15/2014 12:03:59 PM 7587 Big Corp 10/15/2012 £335.00 v
4

Selecting “Undelete” from the Document ribbon (or from the document’s right-click menu) as shown on the

next page removes the red % from the record and returns the document to its previous, searchable state.

El m' G ImageQuest
Home Document Grid
/‘ ';E.||_ Annotate F= Export to Folder @ Find Similar \r W Delete
» E Add Revision @ Email Document L'_'l—_ﬁ‘ Grid Edit + K7 Undelete
View Edit Savelocal Add to - Preview
E—} Route Copy b= Batch Print é’ Show Assodated  ywatch List |é Duplicate Pane
Cormmands
Indexing Queue Search & X
DocumentType IN ('Invoice') AND (CreateDateTime = '5/15/2014")
b 4 ‘ = |<§) | |CreateDateT|mE |F‘ageCu:uunt DocumentType  |DocumentGroup | InvoiceMumber | Vendor
x = &7 || 5/15/2014 11:31:16 AM 1 Invoice Orlando 1234 Big Corp
= ﬁ [ | 5/15/2014 11:32:06 AM 1 Invaice Orlando 5454 Test Labs,
& T 5/15/2014 12:03:59PM 3| Invoice Orlanda 7587 Big Corp

The “Confirm Undelete” window appears to ensure that the user desires to undelete the selected document as

shown here; click “Yes” to proceed.
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9 Are you sure you want to undelete the selected document?

The user will then be prompted to enter a note explaining why the document was undeleted as noted below.

Note: Users must have the “Delete Documents” permission to delete documents and the “View Deleted
Documents” permission to search for and display documents with a “Deleted” status. To undelete a record,
users must have both of the permissions listed above. See the ImageQuest Administrator’s Guide for more
information.

Revising Documents

IQdesktop supports the revision of documents so that original files can be replaced with more current files.
Original files may still be accessed via the History panel (see the following page).

In a “Search” tab, right-click on the highlighted document and select Add Revision, or select it from the
“Document” ribbon tab and click the “Add Revision” button as illustrated below.

@ & G ImageQuest
/‘ ’;E|+ Annotate 3 Export to Folder | [(8 Find Similar \ o ¥ Delete m IE F
# Iy Add Revision (@ Email Document 4t Grid Edit + ) Undelets \' o L C)
View Edit Save Local = Add to } Preview History MNotes Workflow
.~'~3 Route Copy b= Batch Print &) Show Assocated  Watch List E Duplicate Fane History
Commands Panels
Search o X
Doc tType IN ("Invoice"’) AND (CreateDateTime = '5/15/2014")
b 4 = &’ Eﬂ DocumentGroup PageCount DocumentType CreateDateTime InvoiceMNumber Vendor Date of Invoice Amount
x View Chrle| 1 Invoice 5/15/2014 11:31: 16 AM 1234 Big Corp 10/15/2012 &l
N . i 1 Invoice 5/15/2014 11:32:06 AM 5454 Testlabs, ... | 10/15/2012 g5
#  Edit Ctrl+5hift+E . ; .
. 3 Invoice 5/15/2014 12:03:53 PM 7587 Big Corp 10/15/2012 Lk
>+ Annotate
¥ Add Revision &
5\3 Route

H savelocal Copy  Ctrl+Shift+L
[3  Exportto Folder
@ Email Document Ctrl+M
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After clicking Add Revision, the user will be prompted to locate a file to update the current record. The new file
will replace the existing file. There is no limit on how many revisions are permitted to a document.

To view previous document revisions, right-click on any of the “Revision” actions in the History panel and click
View Revision as shown below. To see the revision numbers, click the “Show Details” button.

History

Igl Ec‘f) EShDWDEtE“E

Action Event Date ~ |User Mame

Revision SE1014 12:04:03 PM dema

Save [ ViewRevision ) D14 12:04:03PM demo

Save 51572014 12:04:03 PM demn
% History = Notes r('g Workflow History ‘i\ Active Work Items

Note: The file type being revised must be the same as the file type intended to be added, except in the case
of .pdf files which may be .pdf or .tif.

Note: Documents that are revised will be re-queued for IQocr. Only the most recent revision will be full-text
searchable.

Note: The “Update Document” permission is required for revising documents.

Document History

Anything that happens to a document, be it user related or system related, gets recorded into the History panel
making it easy for someone to see exactly who did what and when. By default, the History panel is located at

the bottom of the screen underneath the grid. Highlight a document and click on the History button at the
screen in the “Document” ribbon group to see the History panel.

8 m G ImageQuest
Home Document Grid
/ E‘.', Annotate [ Export to Folder | [f Find Similar \r I Delete ZI\ I — 1 F @4
L4 E Add Revision @ Email Document r?; Grid Edit + Y Undelete - “" = W.G ‘L
View Edit - Save Local = ) ) Add to_ Preview | History | Motes 'r'-.n‘quﬂo'f\' Active
&3 Route Copy Il Batch Print <§> Show Assodated | watch List  EZ) Duplicate Pane History  Work Items
Commands Panels
DocumentType IN ('Invoice’) AND (Date of Invoice = '10/15/2012")
x = <§> ﬁj CreateDate... | PageCount DocumentType | DocumentG... | InvoiceMum... | Vendor Date of Inv... | Amount Paid
= &’ & 5/15/2014... 1 Invoice Orlando 1234 Big Corp 10/15f2012 §25.00 W
= (9 & | 5/15/2014... 1 Invoice Orlando 5454 Testlabs, ... 10/15/2012 $50.00 v
<§’ @ 5/15/2014 ... 3 Invoice Orlando 7587 Big Corp 10/15/2012 £835.00 W
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The History panel shows three columns, “Action”, “Event Date” and “User Name” as seen in the screenshot
below. These columns can be sorted just like the main search grid columns.

History B ox
= T Show Details
Action 4 |Event Date | User Name -
FileView 5/16/2014 10:51:29 AM demo
Fileview 5/16/2014 10:51:47 AM demo
Fileview 5/15/2014 12:04:58 PM demo
Revision 5/15/2014 12:04:03 PM demo
Save 5/16/2014 10:12:39 AM demo
Save 5/16/2014 10:12:44 AM demo
Save 5/16/2014 10:13:00 AM demo
Save 5/16/2014 10:13:14 AM demo
Save 5/16/2014 10:13:16 AM demo -
= |
% Histary == Notes rGl) Warkflow History 5‘:1 Active Work Items

See the screenshot below, which highlights the History Toolbar features—“Print”, “View Revision” and “Show
Details”. The user may print the history of any document, view its revision (if any) or expand the action details

to see more information.

History [ ! 4
BEE
Action Ewvent Date + | User Mame [
Revision 6/30/2014 2:41:21 FM dema
Document revision 1 added.
MNote 6/30/2014 2:39:16 FM dema
Undelete 5/30/2014 2:39:16 FM demo
Mot a duplicate.
Delete 6/30/2014 2;35:32 FM demo
W

Duplicate Invoice
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Scan to ImageQuest

Scan to ImageQuest replaces the IQscan program that was shipped with earlier versions of the ImageQuest
client and supports any scanner that uses a TWAIN driver. If a user has the “Add Document” permission, they
will see a button for “Scan to ImageQuest” in the “New Document” ribbon group of the “Home” ribbon tab.
Clicking the “Scan to ImageQuest” button will launch Scan to ImageQuest.

E ml G ImageQuest

Fie Sean e

rﬁ‘h Advanced Search E = F é "
= TE ' 'Y —1 \A
Fed, 5aved Search - -
Quick Indexing Work Queue  Watch  Work Queus Scan to Import Refresh
Search E Mew Search Tab Queue List Search [mageQuest
Search Workflow New Do View

Scan to ImageQuest & X

Page:ofN < > foom: Rotate 90°  Print

|Derno User/demo (User) | W |

() Assign index values now

Document Type: | | |

Scan to ImageQuest launches in a new tab.

(@) Save to Indexing Queue Page: of M = = Zoom: Rotate 30° Print

Demo User /demo (User) | W |

() Assign index values now

Document Type: | | |
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There are two different ways to scan documents into ImageQuest. The default option is to save the scan to the
logged in user’s Indexing Queue. Use this option if you need to use batch processing or if you want to use the
Smart Indexing feature. You can also use this option to scan the documents into another user or role’s Indexing
Queue by changing the selection in the drop down menu.

The second option is to assign the index values up front and commit the scan directly to ImageQuest. Use this
method if you do not need to use Smart Indexing or if you need the ability for the document to bypass the OCR

process and remain a .tif file (optional). Unlike the IQfolder, this method will not create an “MFP Scan”
document type.

To start a new scan using the default TWAIN driver options, simply click the Scan to ImageQuest button in the
“Home” tab, under the New Document ribbon group. If you need to change the source scanner or to select
different scanning options, click the “Select Source” or “Scan with Advanced Options” buttons in the ribbon.
After the scan is completed, you have several options available. Clicking the scan button again will append

pages to the end of the current document. Clicking the G icon will insert a page before the current page and

clicking the K icon will delete the current page. Click “Submit” H to complete the scanning process or
“Discard” X to cancel and exit the scanning application.

a & S
Home Scan
i Select S E Insert P
A B Select Source El nsert Page(s) x

Start

i & Scan with Advanced Options  Submit [T Delete Page  Discard

Scan

Search

Save to Indexing Queue Page: 1 of4 < > Zoom: EntirePage ~ Rotate90° Print

XPCTWAIN Damo Version inf -
®) Assign index values now R e d IVOICE inrorma
TR0 i s e software
Document Type: |Invoice
. EEMIT O INVOICE RUMBER- p Tt
Infarma Soltware INWOICE DATE: SALX07
Oflando Ve 123 Babar Strat.
Orlands, FL 12410
InvoiceMumber - J—
B Graphics S Graphics
33787 g PO Bax M0332 345 Oak Parkeway
Normas, OK 75432 Stilwater, 0K 75622
Vendor
- nem Deserpion. L Unitrie  Total
Big Corp b=l
Tean Copry Paper - WHT, LTR 10 5,50 5500
TE501 Copry Paper - WHT, LEGAL 10 pilor] o0
Date of Invoice P Fen- LK 0 s 18000
FENLOZ Fen - BLL oo arn 15000
10/1/2012 v|s
Amount
§835.00 =l
M| Paid W
Notes Route

Paid §150 on 11/1/2012

AMOUNT e BIZ50

Perform text extraction or OCR for
keyword searching.

Cabinet: ImageQues
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PDF Annotation allows users to add annotations and markups to PDF documents from within the IQdesktop
client without the need for third party tools. In order to use this feature, the ImageQuest user must have the
“Annotate Document Image” permission. To create a new annotation, right-click on a .PDF file and select
“Annotate” from the menu or from the “Document” tab click the “Annotate” button.

/‘ ] annotate [ Export to Folder |~ [F3 Find Similar \r ¥ Delete m — F @«4
- = |«
* E Add Revision @ Email Document ot Grid Edit + &) Undelete \' (9 “
View Edit - Save Local = ) Add to - ) Preview History Notes Workflow Active
&3 Route Copy k= Batch Print <§> Show Associated | watch List £y Duplicate Pane History — Work Items
Commands Panels
Dy tType IN ("Invoice’) AND (C ime = '5/15/2014")
x = &) ﬁj CreateDate... [PageCount  |DocumentT... |DocumentG... |InvoiceMum... |Vendor Date of Inv... | Amount Paid
= <§> (&) 5/15/2014... 1 Invoice Orlando 1234 Big Corp 10/15/2012 £25.00 v
= <§> (&) 5/15/2014... 1 Invoice Orlando 5454 Testlabs, ... 10/15/2012 $50.00 v
& T 552014 R — 7587 Big Corp 10/15/2012 $335.00 ¥
View Ctrl+l
Edit Ctrl+Shift+E
Annotate L\\)
Add Revision
Route

Save Local Copy
Export to Folder
Email Document

Batch Print

Find Similar

& ® F @M &N m

Grid Edit

px
i

Show Associated
Add to Watch List
Delete

Undelete

T XT S

i

Duplicate

Ctrl+Shift+L

Ctrl+M

Ctrl+E
Ctrl+0

Ctrl+T
Ctrl+Alt+D

Ctrl+D
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a PDF Editor - B n
Annotations ~
E @ Pan Document - ) @ i [E Fit Entire Page Page: |1 /3 Single Page Layout |;;_| Comment . Black Box / Line Y E

H e 18 : —_—
k Select Annotations L Fit width Continuous Pages TextBox []Rectangle A Arrow 2
Save and Print Bl R o Zoom: | 75 v
Close [abl] Select Text G w0 * Fit Height EHl| Two Columns Stamp Ellipse ¥ Ink Pen C@ )
P = =
Commands Annotation Tools
) ~
Thumbnails = x
%, Informa Software PURCHASE ORDER
= e v s ADTZ
1 Purdh Ceter Dade. 11302008
i =
- =
o
g— = -
—_— Y90 Mtlars Carster Pariow
i = F
3 Matar, #1. 32781
2
B
- — Predut Nrmbar Preduct Daserigtien  Ordee Oty. Unit Pries Ext. Prica
= — =—
2 C— pensissn Bopotpen, ek X0 »3 e
a — ovDaznt OV 10 Pk . 59 080
3
APPROVED
Notes:
Please ship by 12/1/2008.
v

The three tabs along the left allow the user to switch between thumbnail view, bookmarks, and a list of
annotations on the document. Once the document has been saved, it will become the latest revision and the

new active document when viewing the image.

Note: Annotations cannot be edited nor deleted once the document has been saved.
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The following table describes the ribbon buttons that are used in the document editor:

E Saves the annotations and closes the form
Pan document tool — click and hold the left mouse button to move the image

L3 Select annotations — use this tool to select and edit annotations

Select text — click to select text on the page

!gl Print — prints the document

@ Previous page

@ Next page

2 Zoom in — click the page to zoom in

< Zoom out — click the page to zoom out

8 | Marquee zoom — draw a box to define the zoom area

Actual size — zoom to the actual size of the document

M Fit entire page — zoom to fit the entire page to the viewer

L Fit width — zoom to fit the document width in the viewer

L Fit height — zoom to fit the document height in the viewer

N Rotate left — rotates the page 90 degrees counter-clockwise

1Y Rotate right — rotates the page 90 degrees clockwise

B Single page layout — display a single page at a time in the viewer

= Continuous page layout — display pages as a list in the viewer

Two columns — display the pages in two continuous columns
Comment — creates a comment annotation

= Text box — creates a text box annotation

— Stamp — creates a predefined rubber stamp annotation such as DRAFT or CONFIDENTIAL

[ Black box — creates a solid black box annotation

(| Rectangle — draws a rectangle annotation

O Ellipse — draws an ellipse annotation

Ve Line —draws a line annotation

A Arrow — draws an arrow annotation

iy Ink pen — draw freehand ink pen markings on the page
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Highlighter — draws a yellow opaque highlighter box annotation

i
# File attachment — embed a file attachment annotation into the document

PDF Annotation also allows users to insert PDF pages before or after existing pages in the document. To do so,
the user can right-click on a page and select “Insert pages before...” or “Insert pages after...”. This will open an
Open PDF File dialog and the user can browse for and select the PDF they wish to insert as an additional page or
pages to existing document.

In the example below, Insert pages before is selected and the user locates and selects the Invoice — Supplement
PDF file from their local system. To insert, they click “Open”.

a FDF Editor - B n
Annotations ~
E Pan Document !El C(_) @ oA [E Fit Entire Page Page: |1 IE Single Page Layout LT;_‘CDmment - Black Box / Line & E

k Select Annotations H Fit Width Continuous Pages TextBox [] Rectangle ’ Arrow @
Save and Print Bl 5 e Zoom: | 100 v
Close Select Text e w0 9 ﬁ 3L Fit Height oom Two Columns —— Stamp QO Ellipse 2;’ Ink Pen @ E‘E
Commands Annotation Tools
Thumbnails —=» x
5 (] Informa Software PURCHASE ORDER
o E] Insert pages before...
= : Bl Insert pages after... P
iigi -
-
p =z
g —
= =
El _—
F =
3
2
@J Praduct Number Product Descnpsen Order Oty. Undt Prica Ext Prica
Y E— e Betporipon Bok 70 m s
E ==
= = PACATISY = 128
3 — — oora an
3

Notes:

Please ship by 12/1/2008.
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¢ Favorites Mame

Bl Desktop ﬁ Invoice 2012-01-01 11/1/2012 11:36 AM  Adobe Acrobat D... 118KB

4 Downloads
‘&l Recent places

4 Libraries
@ Decuments

J’ Music
[E5] Pictures
E Videos

18 Com puter

?! Network
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@ = 1 L » Network » example-server b ¢S b Invoice 2012 v O Search Invoice 2012

P
=~ [ @

Date modified Type Size

File name: | lnvoice 2012-01-01 v| | PDF files (pa) vl

|| Open |v|| ‘ Cancel |

As shown below, the Invoice — Supplement PDF has been inserted into the existing document as Page 1 and the

original page is now page 2.

=
Annotations

EI " Pan Document -

I Select Annotations

PDF Editor - o lES

@@ [ FitEntre Page Page: /e [Ell single Page Layout =] comment [l BlackBox  / Line N =
] Fitwidth Continuous Pages TextBox []Rectangle ¥ Arrow g

Soveond et B 05 , -
Close [ Select Text HOe 3 FitHeight -u [ Two columns 2L stamp O Hlipse & Ink Pen P =)
Commands Annotation Tools
~
Thumbnails » x
=
I
El 1
g =
|z Informa Software PURCHASE ORDER
1
iz} e Purchasa Ordar No:  AD3224
Ed Purchase Order Dats.  11/3012008
g_ Terms: Net 30
2 Ship Wia: Dewvery
&
Bill Tor Ship To:
o Informa Sofware Intorma Software
md 2300 Maitiand Center Parkway 2300 Maitiand Center Parkway
= Sule 220 Sule 220
2 Wasland, FL 32761 Matland, FL 32751
g
g
a
3 Product Number Product Description  Order Qty. Unit Price Ext. Prica
_ PENSSEE Ball point pen, Black 200 235 7000
pADATIIY Legsipad.Yelow 25 125 ats
ovD4z11 OVD 10 Pack ‘ 2598 103,80
4

Once the document has been saved, it will become the latest revision and the new active document when

viewing the image.

Note: The insert pages feature supports single and multi-page PDF file
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The Work Queue displays a list of documents that were either manually routed from another IQ user or were
automatically created by a notification rule that was setup by the IQ administrator. Documents that were
routed to a role will be visible to all members of that role. The Work Queue can be used to process documents
that require some type of intervention.

DocumentType DocumentGroup InvoiceNumber Vendor Date of Invoice Amount  |P)

Orlando

Cabinet: ImageQuest User: demo

= [
a ks
Home Document Grid
[@, Advanced Search p =] =
% 2 = B B a
H Saved Search - -
Quick . a Indexing | Work Queue | Watch  Work Queue Scan to
Search Lgg Mew Search Tab Queue List Search ImageQuest
Search Workflow Mew Document
b4 = <§3 Ej 2 Action | Assigned To Work Item Age
& & S Routed  Demo User/demo (User) 00:02:52 5/15/2014 1:31:55 PM
& Em S Routed | Demo User/demo {User) 00:00:07 5/15/2014 1:34:50 PM
<
History
=) T Show Details
Action Event Date
Save 5/16/2014 1:32:19 PM
‘Work Ttem Created 5/16/2014 1:32:17 PM
r@') Workflow History QE\ Active Work [tems {EI History & Notes

Server: example-server.informa.local

Orlando

= |User Mame [l
System
System ha

Results: 20f 2

Unlike the search tab, double clicking a record in the work queue will open the work item for processing rather
than viewing the document. In order to launch the document from the work queue in the native file viewer, the
user will have to click the “View” button on the ribbon or right click on the document and select “View.” Users
may also right click on a document and select ‘Open Work Item’ to process a work item in the work queue.

There is a special column in the Work Queue called “Action” that shows how the document arrived. It will either
show the name of the notification rule that was responsible for routing the document, or it will display a

message that indicates it was manually routed to a specific user or role.
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A single document can be displayed in the Work Queue multiple times for different reasons and each instance
needs to be processed separately. Also, users must have the Update Document permission in order to complete
work item requests.

When a user double-clicks a work item, the “Complete Work Item” window appears as shown below. This
window looks exactly like the edit document screen. The main difference is that saving these changes will cause
the document to be removed from the work queue, even if nothing has been modified.

For this example, the user enters a note to confirm the Amount is correct and selects the Management role from
the Route tab. When the user clicks “Save”, the work item is removed from the user’s Work Queue and will
added to the Management role’s Work Queue.

} Complete Work ltem - O
Document Type:  |Invoice W
DocumentGroup ~
Orlando w4
InvoiceNumber
8979 4
Vendor
ABC, Inc. g
Date of Invaice =
10/2/2009 Sl 1
Motes Route
Amount
£533.40 - Route To:
v Management (Role) ﬁ +
Motes | Route Demo User/demo (User) e
|
Amount is correct. dDQdEl'I :USEF,'
tones {User)
GLProcessor (Role)
Indexer (Role)
Management (Role)
| Sales (Rolz) (¥
Save Cancel

Note: If you complete the work item and do not change any of the attributes, it could possibly reappear again
if it still meets the criteria of a notification rule.

Note: The delete function in the Work Queue functions the same as it does from the search grid. If you
delete a document from the Work Queue, it will be flagged as a deleted document and will no longer show up
in search results. The Complete Work Item option is the only way to remove the document from the Work
Queue properly.

91



ImageQuest User’s Guide 15.0

Work Queue Columns

Four new columns have been added to the work queue to assist with processing work items: Work Item Age,
Work Item Type, Locked and Assigned To. The Action column has also been changed from previous versions.

Work Item Age Shows how long the document has been in the current work queue

Denotes where the work item came from. There are currently three different

Work ltem Type £
vP types of work items: Routed & , Notification G’, and Workflow Task .

Locked The locked column is designated with the " icon and will show the same icon on
any document that is currently being processed by a user in the system.

Denotes whether a work item is owned by an individual user or is shared with

Assigned T . . . . .
>sighed 10 other users in the same roles (previously displayed in the Action column).

Displays the Notification Rule name or the Workflow Name that was configured in

Action . . L .
IQadministrator. For routed work item types, this will always be listed as Routed.

Reassign Work Items

Work Queue items may now be reassigned to other users or roles by right clicking on one or more documents
and selecting ‘Reassign Work Item’. When a work item is reassigned to another user or role, it is removed from
the current work queue and an email notification is sent to the newly assigned user(s).

G HI G ImageQuest
Home Document Grid
F = /‘ ] Annotate 3 Export to Folder | [F8 Find Similar \r X Delete L= F P S
P - . = e,
A » E Add Revision @ Email Document | F} + ¥ Undelete \"' @ ‘&
Open  Reassign View Edit - Save Local = ) Add to i} Preview History Motes  Workflow Active
&3 Route Copy k=l Batch Print <§> Show Assodated | watch List [y Duplicate Pane History — Work Items
Work Item Commands Panels
Search Work Queue & X
X = <§’ ﬁj [2=] Action | Assigned To Work Item Age | CreateDateTime PageCount |DocumentType |DocumentGroup  |InveiceNumber | Vendor
<§> X 31 Routed  Sales (Role) 4days 20:33:40 5/16/2014 1:31:55 PM 2 Invoice Orlando
<§> X 31 Routed  Sales (Role) 4 days 20:30:56 5/16/2014 1:34:50 PM 4 Invoice Orlando
mE a’; Routed  Demo Userfdemo (User)  1day 00:40:07 5/20/2014 9:25:03 AM Invoice Orlando 7398 sample inve
= '@ a’; Rgutad Name Leae idamn £ iear 27:57.28 5/20(2014 10:51:38 AM Invoice Orlando 3345 ABC, Inc.
FE OpenWorkitem  Ctrl+ShiftsW
| @ Reassign Work [tem |

View Ctrl+|
# Edit Ctrl+Shift+E
S+ Annoctate
Y Add Revision
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Record Locking

When a document is opened from the work queue or from the WeblQ email link, the document record will be
locked so that other users cannot process the document at the same time. This is the same mechanism that
exists in the Indexing Queue. Documents will stay locked for thirty minutes and can be overridden after the lock

period expires. Locked documents are denoted by the icon.

@ m G ImageQuest B - o n
Home Document Grid -~
- gy By =l Annotate P Export to Folder E Find Similar \v- M Delete m — - Q\
== + = = ]
=B B/ : A B EE W

E Add Revision @ Email Document l_s& Grid Edit &) Undelete
Open  Reassign View Edit - Save Local = Add to - Preview History Motes Workflow Active
&3 Route Copy ¥ Batch Print J’ Show Associated  Watch List E Duplicate Pane History — Work Ttems
Work Item Commands Panels
-
»® = 6) Eﬁ 2 |A Action | Assigned To | Work Item Age | CreateDateTime PageCount |DocumentType  |DocumentGroup  |InveiceMumber |Vendor |Date of Invoice  |Amount | Paid
¢§> [ @ Routed  Sales (Role) 2days 22:50:32 5/16/2014 1:31:55FPM 2 Invoice Orlando W
¢§> [ al Routed  Sales (Role) 2 days 22:47:47 5/16/2014 1:34:50 PM 4 Invoice Orlando W
History L
Igl @ & Show Details
Action Event Date w | User Name ~
Work Item Reassigned 5/19/2014 12:22:00 FM Administrator
Save 5/16/2014 1:32:19 PM System L
{E History r@ ‘Workflow History Qj Active Work Items = Notes

Cabinet: ImageQuest User: demo  Server: example-server.informa.local Results: 2of 2
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Other Document Management Features

Find Similar Documents

Find Similar provides an easy way to perform searches based on the results of a previous search query. For
example, a search is performed for any item created in the last two weeks.. What if a user wants to search for
all invoices for a particular page number that are displayed in the search results? If a user right-clicks on the
“Page Count” attribute cell in the grid and selects “Find Similar”, a new dialog box will pop up.

a ks
’ Home Document Grid ~
Iy * F] amnotate [ Export to Folder w \v X Delete N = gy [
7 " o EE R
dd

E Add Revision @ Email Document :l?-: Grid Edit ¥ Undelete
Wiew Edit - Save Local = . Add to i . Preview History Motes Workflow Active
5 route Copy UM Batch Print & Show Associated | watchList E@ Duplicate  pane History  Work Items
Commands Panels
Work Queue -

(CreateDateTime >= '5/12/2014 12:00:00 AM’ AND CreateDateTime <= '5/20/2014 11:59:59 PM’)

~
F x
x = (5’ Eﬂ CreateDate... |PageCount | DocumentT... |Documentd = |MfpDisplay... |MfpHostName |MfpInputUser |MfpSerial Paid Veno
Select the attributes you would like to search far.
|| 5/15/2014 ... 74 MFP Scan b [ ]
& 5/s/014 3 MFP Scan i| | CreateDateTime = 5/15/2014 10:15:16 AM n
D Gl = MULL
& 5152014 .. 3 MFP Scan ocumentGroup [
DocumentType = MFP Scan -
| 5/15/201% ... 3 MFP Scan MfpAdaress = NULL
& | @ 5/15f2014... 2 MFP Scan MipDisplayName = NULL (]
& | [@ 5/15/2014... 1 MFP Scan MfpHostName = NULL =
|#m 5/15/2014 ... 41 MFP Scan MfpInputilser = NULL L]
| 5/15/2014 ... 1 MFP Scan MfpSerial = NULL []
& | @ 5/15/014... 1 MFP 5can | PageCount = 1 []
& | T 515f2014... 3 MFP Scan ]
= & @ snsmia.. 1 Invoice Orlanda /| Open search results in a new tab. ¥ Big ¢
B & @ 550 1 Invoice Orlando Search Cancel L4 Test
& T sispois .. 3 Invoice Orlando v BigC,,
< >
History 3 x
B [% T Show Details
Action Event Date ~ | User Name -~
FileView 5/15/2014 10:15:30 AM System
Revision 5/15/2014 10:15: 18 AM System hd
% History rt'g Workflow History fi Active Work Items E5 Notes

Cabinet: ImageQuest User: demo  Server: example-server.informa.local Results: 19 of 19

Notice that “Page Count” has been automatically checked. If the user had right-clicked on the “Invoice Number”
cell, that field would have been checked by default instead. Clicking the search button at this point would do a
new search where “PageCount” is equal to “1”. Additional attributes can also be selected as well to “AND” the
results together.
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New Search Tab

The New Search Tab is beneficial to the user if they are managing two or more searches concurrently. A user
may open a New Search Tab by clicking the “New Search Tab” in the “Home” ribbon tab as highlighted below.

a & 5 ImageQuest H - o n
Home Document Grid ~

m m Advanced Search =) gy ‘:\ ™ @
e =
kel 5aved Search - th S— A
Quick — Indexing Work Queue Watch  Work Queue Scan to Import Refresh Default
Search |Lgg MNew Search Tab Queue List search ImageQuest Panel Layout

Search Workflow New Document View
Work Queue m -
(CreateDateTime >='5/13/2014 12:00:00 AM' AND CreateDateTime <= "5/19/2014 11:59:59 PM')

A
b 4 = 6’ ﬁj CreateDate... | PageCount DocumentT.,.. |DocumentG... | Amount Date of Inv... | InvoiceMum... |MfpAddress | MfpDisplay... |MfpHostMame |MfpInputUser |MfpSerial Paid Venc
& | @ 5/14/2014... 4 MFP Scan u
& & 542014, 4 MFP Scan ]
& /142014 ... 1 MFP Scan (]
=) 5/15/2014 ... 74 MFP Scan L]
(# 5/15/2014... 3 MFP Scan L]
(# 5/15/2014... 3 MFP Scan L]
& 5/15/2014... 3 MFP Scan ]
& | @ s5/15/2014... 2 MFP Scan u
& | @ 5/15/2014... 1 MFP Scan u
=) 5/15/2014 ... 41 MFP Scan L]
(#m 5/15/2014... 1 MFP Scan L]
£ F_5i15M014 1 MFD San ]

Once the New Search Tab is selected, a “Search” window appears to initiate a new search via “Quick” search,
“Advanced” search or “Saved” search as illustrated below; in this figure, for example, the new search is initiated
via the “Advanced” search for an Invoice with the vendor name “Big Corp.”. Click “Search” to perform the
search.

& Search o x

Full-Text Search:

Document types to indude: | Invoice Y]

Enter values for any attributes Check

DocumentGroup | Invoice

MFP Scan

Big Corp
Vendor Id

Y

Date of Invoice

Armount

Select All Clear Ok

InvoiceNumber

4| or 5

B mmms e Bl sk

Clear Cancel
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The new search results are displayed in a new search tab as illustrated here. The user may switch between the
tabs to view the different search results. Currently, an unlimited number of search tabs may be open. To close
a search tab, click the * button as highlighted below.

= & G ImageQuest
Home Document Grid
f l;;‘.', Annotate [ Export to Folder | [F3 Find Similar \r ¥ Delete m = F 23
# E Add Revision @ Email Document § Grid Edit + &) Undelete k o w.G &&
View Edit savelocal . X Add to N . Preview History Notes Workflow Active
&3 Route Capy B Batch Print &) Show Assocated | watch List £y Duplicate Pane History ~ Work Items
Commands Panels
DocumentType IN ('Invoice”) AND (Vendor = 'Big Corp’)
x = &) Eﬁ CreateDate... |PageCount | DocumentT... |DocumentG... |InveiceMum. .. [Vendor Date of Inv... | Amount Paid
E = (5’ & 5/15/2014... 1 Invoice Orlando 1234 Big Corp 10/15/2012 £25.00 d
<§> @ 5f15/2014 ... 3 Invoice Orlando 7587 Big Corp 10f15/2012 $335.00 v

“Save Local Copy” allows IQ users to save documents from IQdesktop to their client PC or a network location. To
save a local copy, right-click on a document and select “Save Local Copy” or click on the “Save Local Copy”
button from the “Document” ribbon tab. A Windows “Save As” dialog will open and the user can then save the
document to the desired location. To save multiple documents at once, select multiple documents in the grid by
pressing <ctrl> or <shift> while selecting. Then follow the same procedure to save them all to the same location.
Saved copies names will include their document type and any attributes with the “Include in Filename” setting.
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Home Document Grid
/ ’.;;|+ Annotate E [ Export to Folder | [E8 Find Similar \ o ¥ Delete m = -
- = o
# [ add Revision @ Email Document | B3 Grid Edit * 4 undele \&
View Bdit Savelocal| Add to _ Preview History Motes Wol
&3 Route Copy k= Batch Print <§> Show Associated  watch List [ Duplicate Pane His
Commands Panels
(CreateDateTime >='5/13/2014 12:00:00 AM' AND CreateDateTime <= '5/19/2014 11:59:59 PM")
x = &) Eﬁ CreateDate... |PageCount  |DocumentT... |DecumentG... |Amount Date of Inv... |InvoiceMum... |MfpAddress | MfpDispla
& 5/14/2014... n | oe
&8 View Ctrl+!
& @ sha.. ol _
@ 54014, S Edit Ctrl+Shift+E
(& | 5/15/2014... =+ Annotate
(=] 5/15/2014... I Add Revision
& | 5/15/2014...
= s :\3, Route
(& s/15/2014...
<§> & 5/15/2014... I E Save Local Copy Ctrl+ Shift+L
& [&E 5f15/2014.. F>  Export to Folder
& | 5/15/2014... .
LI @ Email Document Ctrl+M
& 5{15/2014 ..,
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Email Document

“Email Document” allows users to email IQ documents as attachments using their default mail client.

To email 1Q documents, right-click on the selected document(s) and select “Email Document”. See below.

@ &I G ImageQuest H - o n
Home Document Grid ~
- = Dy * [F annotate [ Export to Fold T Find Similar ¥ Delete o — -
pur== + I =L == 3
Wrﬁ # E Add Revision § Grid Edit + &) Undelete \" o W.(B #
Open  Reassign View Edit - Save Local = Add to - Preview History MNotes  Workflow Active
&5 Route Copy =4 Batch Print (& show Associated  watch List  E[2 Duplicate  pane History  Work [tems

Work Item Commands Panels

x = &) Eﬁ = Action |Assigned To  |WorkItem Age | CreateDateTime PageCount |DocumentType |DocumentGroup  |InveiceMumber | Wendor |Date of Invoice |Amount |Paid
6’ (o] iz Routed  Sales (Ral=) 2 davs 73:16:09 5/16/2014 1:31:55PM 2 Invoice Orlando v
& E S Rou [5}  OpenWorktem  Ctrl+Shift«W | 1:34:50PM 4 Invaice Orlando /!
B Reassign Work ltem
View Ctrl+|
S Edit Ctrl+ Shift+E
S+ Annotate
Y Add Revision
:2) Route
E Savelocal Copy  Ctrl+Shift+L
[  Exportto Folder
[@ email Document Ctrl+M
Lgl Batch Print
] F8  Find Similar
History ) 2%
= . Grid Ed Ctrl+
5[5 = show Details & Show Associated Carl+ 0
Action w |User Name ~
% Addto Watch List Ctrl+T
‘Work Item Reassigned Administrator
Save K Delete Ctrl+ Alt+D System v
Bytistory | [ Workflow Histary | S Actil @) | Undelete

EE  Duplicate Ctrl+D

Results: 20f 2

Cabinet: ImageQuest User: demo  Serv

The default email client will open a new window with the selected document(s) attached. The screenshot below
shows an Outlook Express message with “Invoice (Revision 1).pdf” as the attachment. The user can now
complete and send the message with the IQ document attached.
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= d = Untitled - Message (HTML)
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
Cut 2l ‘.'a @ i . |* Fallow Up ~
- ! V@ _é 1w
Cop ! High Importance
Paste Address Check  Attach Attach Signature
- Farmat Painter Book Mames File Item~ - 4 Low Impartance
Clipboard ] Basic Text Names Include
To..
=1
Ce..
Send
Subject
Attached

l‘:_L‘]Irwoice 3345 [Revision 2).pdf (18 KBI

Tags

Note: Email Document requires a compatible MAPI client (i.e. Outlook, Outlook Express) to function.
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Batch Print

Users are now able to select multiple documents from the search grid in IQdesktop and print them all at the
same time.

To print multiple documents, hold down the CTRL key and then left click each document to be printed one time.
Alternatively, to print a range of documents, left click on the first document one time and then hold down the
SHIFT key and left click on the last document one time. Once all of the documents are highlighted, select the I
”Batch Print” button from the “Document” ribbon tab or right click on one of the highlighted documents and
select ‘Batch Print’. The selected documents will then be sent to the user’s default printer for printing.

a & %S ImageQuest H - o n
Home Document Grid ~
F = / L—;|+ Annotate [ Export to Folder  [E3 Find Similar \ o ¥ Delete m = F ‘:“«4
- ric - =n = e
1 4 D Add Revision @ Email Document  E Grid Edit + ¥ Undelete \' @ &"
pen £assign ew I ave Local TEVIEW Istory otes arKnow Ccave
Oy Ri Wi Edit - 5 Local = Add to ; P Histol Mote: Workfl Acth
&3 Route Copy k= Batch Print &’ Show Assodated | Watch List £ Duplicate Pane History  Waork Ttems
Work Item Commands \ Panels
X B & O = Action  |Assigned To | Work Ttem Age | CreateDateTime PageCount |DocumentType |DocumentGroup  |InvoiceMumber |Vendor |Date of Invoice | Amount  |Paid
] (9 4 joz) Routed  Sales (Role) 2 days 23:20:57 5/15/2014 1:31:55PM 2 Invoice Orlando v
<§’ [ &2 Roy E, Open Work ltem Ctrl+Shift+W 4 1:34:50 PM 4 Invoice Orlando v
E Reassign Work ltem
View Ctrl+|
S Edit Ctrl+Shift+E
T} Annotate
Y Add Revision
:\?) Route

& Savelocal Copy Ctrl+Shift+L

3 Exportto Folder

@ Email Document Ctrl+M
||_Ig| Batch Print

History Elﬂ Find Similar 2 ox
- Grid Edit Ctrl+E
Show Detail
= B Show Detoils & Show Associated Cil+ 0
Action - . = |User Name ~
Work Ttem Reassigned I+ Add to Watch List cerkT Administrator
Save K Delete Ctrl+Alt+D System v

{EI History r('g Workflow History 3t Actl @y Undelete

5 Duplicate Ctrl+D

Results: 2 of 2

Cabinet: ImageQuest User: demo Server: exa

Note: Batch Print only works with TIF and PDF documents. If other file types are included in the print
selection, only the supported files will be queued for printing.
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Watch List

The purpose of the Watch List is to bookmark a document for future reference instead of having to search for it
again. To watch a document, highlight the document and select “Add to Watch List” by right-clicking and
selecting it from the drop down menu or click on “Add to Watch List” button from the “Document” ribbon tab.

a &S ImageQuest m - o ES
Home Document Grid ~
= pr== B * El Annotate [ Export to Folder | [F3 Find Similar \v ¥ Delete N = - [
= + [ =L = )
ENE= 4 H B oo + B E R %

@ Add Revision @ Email Document 1) Undelete
Open  Reassign View Edit - Save Local = X Add to ; X Preview History Motes  Workflow Active
&3 Route Copy = Batch Print ¢§> Show Associated | watch List E Duplicate Pane History  Work Items
Work Item Commands Panels
X = & O % Action  |Assigned To | Work Item Age | CreateDateTime PageCount |DocumentType  |DocumentGroup  |InvoiceMumber |Vendor |Dateof Invoice |Amount | Paid
o m g Routed Sales (Role)  2days 23:29:37 5/16/2014 1:31:55PM 7 Trunice Orlando Vo
S = B Routed | Sales (Role) 2days 23:26:4 Bp | OpenWork tem  Ctrl+Shift+ W Orlando v
Reassign Work ltem
View Ctrl+l
Edit Ctrl+Shift+E
Annotate
Add Revision
Route

Save Local Copy Ctrl+Shift+L
Export te Folder

ol @ ® P M TN mE

Email Decument Ctrl+M
Batch Print
. Find Similar
History B 1 X
L d Ed Ctrl+E
= & show Details &) Show Associated Ctrl+Q
Action Event Date = w |User Name (ol
. [[1% " addto Watch List CtrleT —
Work Item Reassigned 5/19/2014 12; 2 Administrator
Save s/16/2014 132 K Delete Ctri-Alt-D System hd
gy History | B Workflow History | 53k Active Work Items =5 Notes £ Undelete

Duplicate Ctrl+D

i)
)

Cabinet: ImageQuest User: demo  Server: example-server.informa.local Results: 20f 2

The “Watch List” may be accessed from the “Home” ribbon tab by clicking on the “Watch List” button. The
Watch List opens in its own tab as shown below and is specific to each user.
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(s & S ImageQuest | - = n
ome | Doammt | o -
/‘ l;;|+ Annotate E [ Export to Folder | [£3 Find Similar \' X Delete m = F 2
. — = m
» I Add Revision @ Email Document [ Grid Edit ) Undelete B © 2t
View Edit - Save Local = X Remove from | X Preview History Notes  Workflow Artive
&5 Route Copy Y Batch Print & show Associated  watch List  |E Duplicate  pane Hitory  Work Ttems
Commands Panels
Search 4 Work Queue WatchList & > -
X B & O |createdateTime PageCount | DocumentType | DocumentGroup | Amount |Date ofInvoice |InvoiceMumber |MfpAddress |MfpDisplayName | MfpHostName |Mfplnputiser | MfpSerial
@  5/14/2014 10:38:36 AM 1 MFP Scan
& | 5/15/2014 10:15:11 AM 3 MFP Scan
& [E  5/15/2014 10:15:15 AM 1 MFP Scan
& @ 5/16/2014 1:31:55PM 2 Invoice Orlanda

To stop watching a document, click on “Remove from Watch List”

from the “Document” ribbon tab or from the
right-click menu.

Export to Folder

The Export to Folder feature allows documents selected in IQdesktop to be exported to a folder on the user’s
PC; an HTML page with searchable metadata is also created. The user can then manually copy them to

removable media if necessary. This creates portability for the set of documents selected for reference outside
of IQdesktop.

Only the documents selected in the current grid will be flagged for export. Hold down the CTRL key while
clicking individual documents to select individual documents or press CTRL+A to highlight all of the documents in
the grid. Once all the documents have been selected, click “Export to Folder” from the Document ribbon tab to

export the selected documents to a folder or right click and selected “Export to Folder” from the drop down box
as demonstrated on the next page.
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ImageQuest m - o n
Document Grid ~
3 Annotate [ Export to Folder | [F3 Find Similar \" ¥ Delete [0 F o
E Add Rewvision [ @ Email Documel :l?: Grid Edit - ) Undelete k - .’&t
Savelocal . X Remove from X Preview History Notes Workflow Active
&5 route Copy S Batch Print Show Associated  \atchLst  F[3 Duplicate  pane History  Wark [tems
Commands Panels
Search B | Work Queve -
x | = |<§’ ‘@j |CreatEDatE'ﬁmE PageCount  |DocumentType | DocumentGroup |Amuunt |DatE of Tnvoice |Ir|vmcENuthr MpAddress | MfpDisplaylame | MfpHostName | MfpInputUser | MfpSerial
5/14/2014 10:38:36 AM 1 MFP Scan
5/15/2014 10:15:11 AM 3 MFP Scan
& 5/15/2014 10:15:15 AM 1 MFP Scan View Ctrl+|
& 5/16/2014 1:31:55PM 2| Invoice Orlando 7 Edt Cirls Shifts £
51 Annotate
[ Add Revision
.13 Route
B 5avelocal Copy Ctrl+ Shift+ L
[ Export ta Falder
@ Email Document Ctrl+M
12 Batch Print
fF8  Find Similar
< >
B8 Grid Edit Ctrl+E
Histo rx
Y & Show Associated Ctrl+0
=7 1
& [ EE Show Details [» Remave from Watch List ~ CtriU
Acton [EvencDate Delete Ctrl+ Alt+D .
FileView 5/15/2014 10:27:58 AM
5 Undelete
Revision 5/15/2014 10:15:11 AM b
Uy ristory [ Workflow History | 3% Active Work Items  [EX Notes Duplicate Ctrl+D

The “Browse for Folder” window appears allowing the user to either select an existing location, or to create a
new folder. In the screenshot below, selected documents will be exported to “C:\AllFiles\MyExportedFiles”
folder. Click “OK”.
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Select a location below to store the data and images for the
retrieved documents.

ol Computer L]
4 &, Local Disk (C:)
=1 allfiles
B AMD
.. Perflogs
I* 1. Program Files
I* 1. Program Files (x36)
=1 Users
. Virtual Machines
1 Windows
M ounowen - m hd
| Make New Folder | | OK | | Cancel
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The selected documents have now been exported to the “C:\AllFiles\MyExportedFiles” folder as noted below.
Click “Yes” to view the exported information.

L)

Export to Folder

Export to ChUsers\5Qureshit\Desktop has completed.

Would you like to view the exported information now?

The window below displays the exported documents in a searchable html file (default.hta). Double-click a row
to view a document in its native viewer.

ImageQuest

Choose an attribute to search by, (Note: The value is case sensitive,)

Attribute: Value:
|CreateDateTime |

Search | Clearl

X[ E <§> @ CreateDateTime | PageCount | DocumentType | DocumentGroup | Amount | Date of Invoice | InvoiceNumber | M2
& 05-15-14 1 MFP Scan
¢§’ 05-15-14 1 Invaoice Orlando 25 10-15-12 1234

Note: Searches performed from the default.hta file are case sensitive.
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To create a duplicate copy of a record, highlight the record and select Duplicate from the right-click menu or
from the “Document” ribbon tab as illustrated below.

a &S ImageQuest ® - oEl
wae | ocment | o n
/‘ 5 annotate [ Export to Folder  [F Find Similar W= X Delet= €Ty E F‘ 23
# I add Revision @ Email Document 3 Grid Edit F i Undee B = B 2t
View  Edit savelocal Addto = Preview Hstory MNotes Workflow  Active
&5 route Copy ¥= Batch Print (& show Associated | yatch List Pane History ~ Work Ttems
Commands Panels
:
(CreateDateTime >= '5/13/2014 12:00:00 AM’ AND CreateDateTime <= '5/19/2014 11:59:59 PM")
~
= CreateDate... [PageCount | DocumentT... |DocumentG. .. | Amount Date of Inv... |InvaiceNum. .. | MfpAddress | MfpDisplay... |MfpHostName | MfpInputUser |MfpSerial Pai venc
b3 f foAdd fpDisp o 1ol foserial d
& sfisf01e. 3 MFP Scan View Corlel =
&  [&@ shs/014.. 2 MFP Scan . ) [m
& @ s 1| MFP 5can /it Ctrl+ Shift+E W
[E s/s/2014. 41 MFP 5can [E Annotate O
[ s/s/014 . 1 MFP Sean [ Add Revision m
&  [@ shs/014.. 1 MFP Scan [m
&5 Route
& T spspois 3 MFP Scan [m
E & [@m snsjms.. 1| Invoice Orlando [ Savelocal Copy  Ctrl+Shift+L Big C
= | & @ 5504 1 Tnvoice Orlando B> Export to Folder Test
& | osis0i4.. 3 Invoice Orlanda @ Emeil Document oM Big ¢
& @ sis/2014... 2| Invoice Orlanda -
& & shsmia.. 4/ Invoice ! Batch Print
&  [&@ shs/014.. 4| Invoice Orlando FR  Find Similar v
= E3 Grid Edit Ctrl+E >
History & Show Associated Ctrl+Q 2 x
>
B B T Show Details |% Add to Watch List Ctrl+T
Action [Event Date X Delete Ctrl+Alt+D + [user Name ~
Fileview 5/15/2014 10:27:4 € Undelete System
Revision 5/15/2014 10:15:1J 75 Duphcate CulsD System v
CyHstory | [ Workflow History | 3 Active Work Items | [E5 Notes

The Duplicate Document window will open as shown on the next page. The duplicate record Document Type

and attributes may be edited before clicking “Save”.

[¥]

Document Type: ‘Inunice

DocumentGroup ~
‘Orlanda

InvoiceNumber
7587

wendar

‘B\g Corp

Date of Invoice
[10/15/2012

Amount
[¢835.00

Notes Route

Cancel

Note: Users must have the “Add Document” permission to create duplicate records.
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Show Associated

When documents are scanned into the Indexing Queue, they arrive with a document type of “MFP Scan”. After
a document batch has been indexed, it may be useful to see the original scanned batch. To show the original
MFP Scan document batch, select Show Associated from the “Document” ribbon tab as displayed.

a ﬂ] G ImageQuest BH - o n
Home Document Grid ~
F\ @ /‘ ] annotate [ Export to Folder | [ Find Similar " X Delete Ty F F [
i - =n = il
¢ » E Add Revision @ Email Document B G + ) Undelete k @ “'
Open  Reassign  View Edit - Save Local = . = Add to i} X Preview History Motes Workflow Active
&3 Route Copy = Batch Print ¢§’ Show Associated || watch List E Duplicate Pane History  Work Items
Work Item Commands Panels
x = (5’ Eﬂ (=] Action |Assigned To |Work Item Age  CreateDateTime PageCount |DocumentType |DocumentGroup | InvoiceNumber |Vendor | Date of Invoice |Amount | Paid
i é’ ] Jax) Routed Sale - S — 2 Invoice Orlando v
= =)
é’ [ ‘"} Routed  Sale D Open Work ftem  Ctrl+Shift-W PM 4 Invoice Orlando %
E Reassign Work ltem
View Ctrl+1
# Edit Ctrl+ Shift+E
53 Annotate
@ Add Revision
.\‘-3) Route
BE SaveLocal Copy Ctrl+Shift+L
= Exportto Folder
@ Email Document Ctrl+M
Igl Batch Print
B Find Similar
History Grid Edit Ctrl+E "
S Ta Show Details | & show Associated Cie0
Action % Add to Watch List Crle T ¥ |User Name -
Waork Item Reassigned % Delete Ctrle AltsD Administrator
Save System R
Ry History | [ Workfiow History | % Active Work 1y #6) Undelete
E[ uplicate trl+
Ez  Dupli Ctrl+D

Cabinet: ImageQuest User: demo  Server: example-server.informa.iocal Reslts: 20f 2

All associated documents, if any, will appear in their own tab. Associated documents display the & icon next
to them as shown below.

Search Work Queue

b 4 = (f’ Eﬂ 2] Action |Assigned To |WorkItem Age |CreateDateTime PageCount  |DocumentType |DocumentGroup  |Amount | Datec
&’ & @. Routed Sales (Role) 2 days 23:59:19 5/16/2014 1:31:55PM 2 Invaice Orlando
&) | 5/15/2014 10:15:15 AM 2 MFP Scan

Note: Users must have Allow access to the “MFP Scan” document type in order for them to appear as
associated documents.

Note: Duplicate records are also linked together by using “Show Associated”.
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Import allows users to browse for and select a file from a client PC or network location and import the file as a

document to IQdesktop.

To import a file, click the

button from the “Home” ribbon tab to launch a Windows “Open” dialog as seen

below. Locate and select the file to import and click Open to launch the “Import to ImageQuest” indexer and
assign a Document Type and attribute values.

a & S
m [ Advanced se

Quick

Search

a Saved Search
Search [gg, New Search Tab

ImageQuest
arch = - ~ N\
- =8 =i —] A |
Indexing Work Queue Watch  Work Queue Scanto  |Import | Refresh
Queue List Search ImageQuest
Workflow New Document View
x
4 [ » Libraries » Documents » v @ | Search Documents b
Organize ~ New folder =~ [ @
2 Faverites A Nome : Date modified Type Size
B Desktop )0 Add-in Express 5/14/2014%:01 AM  File folder
18 Downloads 1\ Shared Virtual Machines 2/25/2012200PM  File folder
‘%l Recent places 1. Snagit 5/14/2014 206 AM  File folder
& MFP Scan 5/19/20141246PM  TIF File 39KB
(4 Libraries
5] Documents
o Music -
File name: | v |Anfiles v|

Users can also “drag and drop” files onto the application to them to IQdesktop, as seen here.

= ImageQuest
-
m] [ Advanced Search @ yr% g é "\
[l Saved Search - = L] = A
Quick Indexing WorkQueue Watch Work Queue  Scanto  Import  Refresh
search [ NewSearchTab  Queue List Search ImageQuest
Search Workflow New Document View
Picture Tools
Home  Share  View Manage v e
® = 1 L <« SQureshi » Documentation » 1Q12.0 » Demo Docs v| & | SearchDemoDocs e
& Music A Name - Date modified Type Size
Pictt
EI V‘d ures TpageDoc 4/24720142:25PM  TIF File ESKB
faee & TpageDocZpager 4/24720122:41PM  TIFFile 72KE
B INVOICE sample 1 4/24720142:40PM  Microsoft Word D. 32K8
p
8 Computer -
e [ nvoice 1172014 1043AM _ TIFFile 39K
£, Local Disk () :
. &) InvoiceBGGraphics 31172014 1658 AM  TIFFile 37KE
- @I InvoiceGBGraphics 3/11/2014 4:44 PM TIF File 10KB
). Perflogs
1. Program Files
). Program Files (
1 Users
1\ Virtual Maching
1. Windows K
8 User Folders (1)
2 Public Folders (K Drop file here to
@ Network import into ImageQuest
Gl 5 (one file at a time)
Gitems 1 item selected 38.2 KB [E]=
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Once a file has been selected, the user can index the document as shown below. A User or Role may be selected
for routing purposes and a message can optionally be filled out. Click “OK” to import the document to
IQdesktop.

) Import to ImageQuest = B
ﬁj MEP Scan. Hf Page: 1 of4 « > JZoom: Entire Page - Rotate50° .
Select Document Type:
|Irwoioe | v | . ~
mformq
] Jie]
OELUMENTroup INVOICE software
|Orlando | W |‘:| |
RENIT TO: INVOICE NUBMBER: 26543
InvoiceMumber Infarma Soaftware INVOICE DATE: 512/2007
133 Bakar Streat
|26543 |‘:n | Cefanda, FL 32810
BILLTO: SHIF TO:
Vendor GEGraphics B Graphics
. P.0 Baw 102332 45 gk Parkesy
|B|g Carp |t‘ | Mormar, O 75432 Stillwater, O, 75621
Date of Invaice Itwr & Deseription Craantity Unit Price: Total
|5/12/2007 [v[s]
76801 Copry Paper —WHT, LTR 10 5,50 255.00
76502 Copy Paper —WHT, LEGAL 10 28,00 28000
Amount PENI00 Pen - BLK 00 0 1900
PEMIOZ Pen - BLU 00 a7 1500
¢832.50 =]
Paid
AMOUNT DUE BILS0
Route
Route To:
[v]+]
Message:
| Perform text extraction or OCR. for keyword searching. OK || Cancel

An “Import Successful” message will confirm the import is complete, as shown below. Click on “OK” to continue.

has been imported successfully.

o C:\Userst SQureshi\Documents\MFP Scan.tif
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Document Types and Attributes may be added and edited from IQdesktop if the user has Allow permissions to
“Manage Document Types.” This feature allows administrators to give certain users access while still restricting

them from other administrative functions that require the use of IQadministrator. To Manage Document Types

from IQdesktop, select the feature from the “File” Tab as shown below.

= m G ImageQuest
File
=] éj F:.:. N "
ou are =S YE =i — A
k Queue  Watch  Work Queue Scan to Import  Refresh
Refresh List Search ImageQuest
Update DocumentTypes and - . .
Attributes Warkflow New Document Wiew

Manage Document Types

Add, edit or delete Document Types
and Attributes

About

About ImageQuest

Exit
Cloze ImageQuest

The screenshot below highlights the Manage Document Types tab which is the same screen that appears in
IQadministrator. For more information on Manage Document Types, see the ImageQuest Administrator’s

Guide.

@ m G ImageQuest
l__i'm Advanced Search g —— pp— é =™
== YE = [— A
&l saved search -
Quick _ - B Indexing Work Queue ‘Watch  Work Queue Scan to Import Refresh
Search m ew Search Tab Queus List Search ImageQuest
Search Workflow Mew Document View
Manage Document Types
Document Types Attributes
Add.... Edit... ® By default, allow all users permission to this document type
iCheck By default, do not give permission to this document type.
Invoice
MFP Scan Assign attribute to Check
. Assign Add New Attribute. ..
MName Data Type |Reguired |Default |Minimum |Maximum | Indude in Filename | Input Mask
Amount Murmeric Mo Mo Currency
TransactionDate Date &Time Mo Yes Date Only
. | TransactionID Integer Mo Mo
* | PaidBy Text Mo ‘Yes
PaymentID Integer Mo Mo
ChedkMumber Integer Mo Yes
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Additional ImageQuest Client Applications

In addition to IQdesktop, there are three other client applications that may be used to get documents and files
into 1Q:

e Microsoft Windows Explorer Connector
e Microsoft Office Connector

e |Qprinter

Microsoft Windows Explorer Connector

Many users have electronic files that need to be stored in ImageQuest. For this purpose, ImageQuest can use
Windows functionality to initiate processing electronic files. To do this, locate and highlight the file or files
intended for filing in ImageQuest. Right-click on the highlighted files and select “Send To ImageQuest”

Preview

Set as desktop background

Edit

Print

Send To ImageQuest... E?

Preview

Fotate right
Fotate left

[af  Edit with Notepad++

o, P 1| | Y
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The “Send to ImageQuest” window appears allowing the user to select a Document Type from the drop-down
menu and assign attributes as shown on the following page. Click “OK” to submit the file to 1Q.

&] MFP Scan.tif

Select Document Type

|Invoice

DocumentGroup ~
|Or|ar|do | w |‘3 |

InvoiceMumber

[7834 [o]
Vendor
|Big Corp. |‘3|

Date of Invoice

[5/18/2014 [v]]
Amount
sag0l00 [o] v
Routing
Route To:
| [v]s]
Message:

| Perform OCR. or text extraction for keyword searching.

| oK || Cancel |

The “ImageQuest Connector for Windows Explorer” window prompts the user that the document has been

successfully saved to ImageQuest. Click “OK”.

o 1 file successfully saved to ImageCuest.

Note: Users must have the “Add Document” permission in order to use the Microsoft Window Explorer
Connector.
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Microsoft Office Connector

ImageQuest provides an add-in for several Microsoft Office programs which allows for sending and in some
cases opening documents from ImageQuest. The following Microsoft applications are supported:

e  Microsoft Word 2003 - 2016
e Microsoft Excel 2003 - 2016
e  Microsoft Outlook 2003 - 2016

Other Microsoft file types can to be sent to 1Q using the Windows Explorer Connector; see the previous section
for more information.

The Microsoft Office Connector installs a new tab called “1Q” in Microsoft Word and Microsoft Excel. Under the
ImageQuest tab are two commands, one for saving files to 1Q and one for opening files from 1Q.

For example, create a Microsoft Word document that you wish to save in IQ as displayed below. Click the 1Q tab
to see the available commands in the ribbon and click “Save to ImageQuest”.

w3 3 = INVOICE sample 1.docx - Word
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW | IO

B [=]
&«
Open| Save || Change
Cabinet
ImageQuest Options
L T s R S TR R R S R R R B R - S T SR T TR S SR B S - S S R SRR - SR
. F ~
INVOICE software
. REMIT TO: INVOICE NUMIBER: 26543
- Informa Software INVOICE DATE: 5/12/2007
123 Baker Street
Orlando, FL 32810
BILL TO: SHIP TO:
~ GB Graphics GB Graphics
- P.O. Box 102332 345 Oak Parkway
Norman, OK 75432 Stillwater, OK 75622
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The “Save Changes” window appears allowing the user to “Add a Revision” or “Create a New Document” as
demonstrated below. Since this is a new document, adding a revision to an existing document is not possible so
the option is disabled. Select the Document Type and assign attributes; click “OK” when finished. The file is now
saved to 1Q and is searchable from IQdesktop using the index information.

&l Save Changes L (=] &I

‘what would you like to do with the changes Fill in the information for this document in the fields below.
made to the current file?
Document Type

Invoice W
Save your changes as a new revision DocumentGroup
to the existing document. Arlanda T
®) Create a New Document InveiceNumber
1234 ha]
Save the current file as & new
document. vendar
ABC, Inc, ]
Foute To:
Ul Date of Invoice
5/19/2014 w5
Message:
Amount
$332.50| 4
L | Paid
oK Cancel

Now that the document is stored in 1Q, it may be retrieved using IQdesktop or by using the Open from
ImageQuest command under the IQ tab. Clicking the Open from ImageQuest button brings up a new window

allowing you to search for documents as well as access your Watch List and Work Queue. See the following
page for an example.
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To find the document saved earlier, click on the “Search” icon and enter the appropriate attributes and click the

“Search” button. See below.

Open from ImageQuest O x |
=
Watch List Work Queue
m' Search B X |
Full-Text Search:
I [5]
Quick | Advanced
Document types to indude: | all | W |
Enter values for any attributes you wish to search for:
Amount ~
| [8] ® | 9]
Cheddvumber
| [8] o | 5]
CreateDateTime
 Jleee MOl = | voe | )
Date of Invoice
, | [¥[@[s] = | ¥®[s] |}
Description
| [5] « | o]
DocumentGroup
| [¥[s] o | [v[o]
][ oo |
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The search results will be displayed in the grid. Double-click on the record or highlight the record or click the
“Open” button to open the document.

h v =

Search Watch List Work Cueue
(CreateDateTime >="5/2/2014 12:00:00 AM" AND CreateDateTime <= "5/19/2014 11:59:59 PM")
X | |<§’ |@ |CreateDate. .. |PageCount |Documer1tT. - |Docun1er1tG. .. | Amount Date of Inv... |InvoiceMum... |MfpAddress ~

& 5/14/2014 ... 4 MFP Sca

& 5/14/2014 .., 4 MFP Sca
5/14/2014... 1/ MFP Scan

5/15/2014 ... 74 MFP Scan

5/15/2014 ... 3 MFP Scan
5/15/2014 ... 3 MFP Scan
5/15/2014 ... 3 MFP Scan
5/15/2014 ... 2 MFP Scan
5/15/2014 ... 1 MFP Scan
5/15/2014 ... 41 MFP Scan
5/15/2014 ... 1 MFP Scan

5 ) 1) ] [ [ (o N N

If we now make additional changes to this document and click the Save to ImageQuest button, the “Add a
Revision” is now enabled. The index information will be automatically populated and may be changed if
necessary. Click “OK” to send this revised document to Q.

‘what would you like to do with the changes Fill in the information for this document in the fields below.
made to the current file?
Document Type

|Irwoice | W |

Save your changes as a new revision DocumentGroup
to the existing document. |Orlando | v |,3 |

InvoiceNumber
| 7898

() Create a New Document

Savj the current file as 3 new

do nt. Vendar

|sample invoice

Route To:
| Date of Invoice

[s/20/2014

Message:

Amaount
|$545.00

Paid
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When a document is revised, the Document Type and all associated attributes on the “Save Changes” screen will
replace the existing document metadata. Any previous versions of the document can still be accessed from the
History panel in IQdesktop by highlighting the “Revision” action and clicking on the “View Revision” button as

shown below.

EJ ﬁﬁ G ImageQuest B - o n

Home Document Grid ~
E& Advanced Search puarey = gy é ™
L | = =i — A
H Saved Search -
uick. Indexing Work Queue Watch  Work Queue Scan to Import  Refresh Default
Search m Mew Search Tab Queue List Search ImageQuest Panel Layout
Search Workflow New Document View

:

DocumentType IN ("Invoice’) AND (CreateDateTime >="5/20/2014 12:00:00 AM' AND CreateDateTime <= '5/20/2014 11:59:59 PM')

x = 6) @ CreateDate... |PageCount  |DocumentT... |DocumentG... |InvoiceMum... |Vendor Date of Inv... | Amount Paid
5/20/2014 ... Invoice Orlando 7898 sample invoice 5/20/2014 $545.00 v

-

& B B
Action Event Date w |User Name L)
FileView 5/20/2014 9:41:04 AM demo
Original document viewed.

|Remsmn 5/20/2014 9:30:56 AM demo |

I Document revision 1 added. |

Save 5/20/2014 9:26:11 AM System bt

Rtistory D Workflow History | G Active Work Ttems | [E5 Notes

Cabinet: ImageQuest User: demo  Server: example-server.informa.local

Microsoft Word and Excel 2003 function the same as the 2007, 2010, and 2013 versions; however, the icons are
located in the ImageQuest toolbar. See examples below.

P‘Ei Documentl - Microsoft Word :i Document1 - Microsoft Word

© Fle Edit Yiew Insert  Far © File Edit  Wew Insert  Forr

SR E=N" REEE N NS NEd 29SS

E[r*! EEI
& [ b

o
A [

Save to ImageQuest Open From IrmageQuest

Note: Only the most recent document revision can be opened directly from Microsoft Word or Excel.
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The Microsoft Office Connector for Microsoft Outlook 2013 differs from the Microsoft Word and Excel
Connectors in that it allows the user to save emails and/or attachments into 1Q and there is no option to open
from 1Q. Once again, the IQ ribbon tab is available with two options available when sending to ImageQuest:

oz

FILE HOME

=

-

SEMD / RECEIVE

L5

FOLDER

VIEW

Attachments]
Only

Entire

Ernail

Send to ImageQuest

|C|:| nfigu rel

Options

The Microsoft Office Connector for older versions of Microsoft Outlook installs a new toolbar with one button
called “Send to ImageQuest”. This button has two send options, “Entire Email...” and “Attachments Only...” as

well.

i, Inbox - Microsoft Qutlook

! File Edit

| New - 3 X | g Reply
Send to ImageQuest'h_
[ Entire Email... s

| & Attachments Only...

{8k Options...

I Unread Matl

Yiew Go Tools

To store an email message in 1Q, open Microsoft Office Outlook and locate the Send to ImageQuest ribbon
group button in the “1Q” ribbon tab as shown below:
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% s = Inbox -

HOME SEMD f RECEIVE FOLDER VIEW 0]

S

Entire Attachments Col
Email COnl

Send to ImageQuest Options

To send the entire email to 1Q, highlight the email in Microsoft Outlook, under the Send to ImageQuest group
click “Entire Email”. The Send to ImageQuest window appears allowing the user to select a Document Type and
fill in the associated attributes as demonstrated on the following page. Click the “OK” button when finished.

-_’g Informa Email Test

Select Document Type

|Irwoice | W |
DocumentGroup ~
|0rlando | W |‘:| |

InvoiceNumber

5787 B
Vendor
[a8C 1nc B

4/10/2010 [v[s]
Amount
[ss6.25 [o] v
Routing
Route To:
| [v]s]
Message:

v Perform OCR or text extraction for keyword searching.

|| OK ||| Cancel |
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A message box will appear saying that the file was saved successfully to IQ. The email message is now
searchable from |Qdesktop.

To send one or more attachments without the main message body, follow the same steps, but this time click on
“Attachments Only” button from the “1Q” ribbon tab.

The “Choose Attachments” window appears allowing the user to select which attachments get stored in IQ as
modeled below; click “OK”. In the example below, three file attachments will be selected to send to IQ. All
three attachments will receive the same index information.

& Choose Attachments “

ilv| SampleSNAG.snag
| MFP Scan. tif

oK Cancel

The Send to ImageQuest window appears allowing the user to select a document type and fill in the associated
attributes as seen below. Click the “OK” button when finished. A message box will appear saying that the files
were saved successfully to 1Q. These attachments are now searchable from IQdesktop.

| Send To ImageQuest
IE (2 items)
Select Document Type

Invoice W
DocumentGroup
Orlando v |4
InvoiceNumber
520 =1
Vendor
ABC, Inc. 5
Date of Invoice
5/20/2014 va
Amount
525, 25| al v

Routing

Route To:

LA k]
Message:
1
| oK. | Cancel
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Note: Users must have the “Add Document” permission to send new documents and the “Update Document”
permission in order to add a revision to an existing record in ImageQuest using the Microsoft Window Office
Connector.

The “Options” feature for Outlook allows the user to pre-define a Document Type and map certain message
fields to ImageQuest attributes. Once configured, the values from the fields will populate the associated

attribute in ImageQuest.

Cabinet: ImageQuest

Document Type: | W | x
Chedk

Invaice
MFP Scan %

Recpient:

From:

Subject: | | W |x |

ome: | VX

| | Cancel ‘
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IQprinter allows virtually any application to send documents to IQdesktop as a PDF file. After installation (see
Installation Guide), a virtual printer called IQprinter is created as shown below.

e

®© ~ 1 & » Control Panel » Hardwareand Sound » Devices and Printers v & | | SearchDevicesand Printers 0

Add a device Add a printer See what's printing Print server properties Remove device

4 Devices (6)

SAPN | ==

AMD HDMI ASUS VH232H Basic Optical Generic PnP TEMP2-PC Wired Keyboard
Output (AMD Mouse Monitor 400
High Definition

Audio Device)

4 Printers (6)

—

et
=

CutePDF Writer HP Color LaserJet IQprinter Microsoft XPS Send To Snagit 10

CM86040 MFP h Document Writer OneNote 2013
[Norm] on
infupdate

IQprinter  Model: novaPDF OEM 7 Printer Driver
Category: Printer
Status: 0 document(s) in queue

x

=2~ @

IQprinter can now be selected from a Windows Print dialog as shown below.

120

Printer

Mame: 10printer

E | Prop

Status: Snagit 10
Type: Send To OneMote 2013

Microsoft XPS Document Writer
Where:

Comment: |[CutePDF Writer

D Prin

‘infupdatetHP Color Laserlet CMED40 MFP [Morm]
COpTE

Print style -
EE Memo Style Page Setup... Mumber of pages: | All
— Mumber of copies: |1
S |:| Collate copies
Page range
(™ Al
CI Pages: |

Type page numbers and/or page ranges separated by
commas counting from the start of the item. For

e e
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IQprinter will launch a “Print to ImageQuest” screen as shown on the next page. Select a Document Type,
provide index values and click “OK” to send the document to IQdesktop.

Select Document Type

|Invnice

DocumentGroup
|Drlando

InvoiceNumber

Paid

Routing
Route To:

Message:

| Perform OCR. or text extraction for keyword searching.

0K | Cancel |

A confirmation will appear when the send is complete. See below. Click “OK” to close the “Print to
ImageQuest” screen.

o 1 file successfully saved to ImageCuest.

Note: Users must have the “Add Document” permission in order to use IQprinter.
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ImageQuest Assistant

The ImageQuest Assistant is a program that runs in the Windows system tray and monitors changes made to
PDF files that are opened from IQdesktop and saves revisions back to ImageQuest. To use this feature, a PDF
authoring program must be installed and configured as the default PDF file handler in Windows such as Adobe®
Acrobat® or Foxit® PDF Editor.

After editing a PDF file that was opened via IQdesktop, click “save” or simply close the program and answer yes
when prompted to save the file. The ImageQuest Assistant will pop up asking if you want to add a revision to
ImageQuest.

ImageQuest has detected changes to a file you're working on,
Would you like to save these changes as a revision?

Document Type

|§[nvoice

DocumentGroup
|Drland-::-

InveiceMumber
|3345

Vendor
|aBC, Inc.

Date of Invoice

[1/15/2011

Armount
|$765.00

Paid

Routing
Route To:

Message:

After clicking “Yes” to save the revision, a message notification will appear in the system tray letting you know
that the changes were successfully saved to ImageQuest.

@ Revision Successful XX
Your changes have been saved to lmageCuest

™
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