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Introduction to ImageQuest

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
guestions, please contact an Informa Client Services Representative immediately. Thanks 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:

ImageQuest Support

(877) 475-7778
support@informasoftware.com
http://www.informasoftware.com/support
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[Qadministrator

Manage Warehouse

To access IQadministrator after the server installation, go to Start > All Programs > Informa Software >
ImageQuest > IQadministrator and enter the Administrator password. If this is the first time running
IQadministrator, you will be prompted to create the password. Click “Login” as illustrated below.

e B

S

1 B E B ol L [3

ImageQuest - Login
Usemame [ Administrator

Password |

(L Legin | [ Cancel | f

l‘n;}administrator

Copyright © 2012, Informa Software. All rights reserved.

The main IQadministrator screen will open as shown below. Go to the “File” menu and click “Manage

Warehouse”.

ﬁ IQadministrator
Help | Select Cabinet: ImageQuest
Manage Warehouse
Exit

& Manage Users and Roles
r_{E} Manage Document Types
[p,- Manage Document Groups

H} saved Queries

[ﬁ,’ﬂ Document Destruction Rules
x Destroy Deleted Documents
A OCR settings

@ Attribute Lookup Configuration
ﬁ Notification Rules

& Workflow Settings

Warkflow Definitions

@ Manage File Storage

[F7 configure IQfolder

[4
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The following features may be accessed from the “Manage Warehouse” window: Manage Users,
Manage Licenses, SMTP Server and the Cabinet List as displayed below.

s IQadministrator
File Help | Select Cabinet:

K

ci") Manage Users

) Manage Licenses
@& SMTP Server
[B cabinetList

Manage Users

Anyone who will need to access ImageQuest will need to be added as a user in the IQadministrator.

Users can be managed at the Warehouse and the Cabinet levels. The Warehouse manages all users of
the system, and their Cabinet memberships. New users can be created at the Warehouse level, and
then added to a Cabinet; or a user can be created at the Cabinet level, and will automatically be added
to the Warehouse. See below.

Add New Users to Warehouse
Delete Users from Warehouse
Manage Cabinet membership (add/
remove cabinet assignment)
Manage User Passwords

WAREHOUSE Manage Authentication

Cabinet

Add New Users to Cabinet and Warehouse
Remove User from Cabinet

Manage Cabinet User Permission

Manage Cabinet Roles

Manage Cabinet User Document Permissions
Manage Cabinet Role Membership
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If a user is removed from a Cabinet, that user is still a member of the Warehouse. If a user is deleted
from the Warehouse, that user is permanently deleted and removed from all Cabinets.

Manage Users allows the Administrator to change user passwords, login options and Cabinet access.
The screenshot below shows an example of the Warehouse user list.

File Help | Select Cabinet:

[}

Manage Users

Use the list below to change user passwords, login options and Cabinet access. %
% Manage Users
63 Manage Licenses
% SMTP Server

[B cabinet List

“Warehouse Users

Username FirstName LastName AllowSSO Cabinets
Administrator Imagequest
dogden David Ogden Imagequest

[ peete ] [ Propertes |

Note: The Administrator User is created by default with cabinet access and can be modified but
cannot be deleted.
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Adding New Users

To add a new user to the Warehouse, select Manage Users in the “Manage Warehouse” window.

Enter the name of the user in the “Username” field and the Domain in the “Domain Name” field. When
creating a new user, click the checkbox to “Allow this user to authenticate with their Active Directory
credentials”; if you wish to use the user Single-Sign On (SSO) method. See the Single Sign-On (SSO)

Overview on page 11 for more information. Click “Add User” at the bottom right to finish adding the
new user.

I Mew User Information I

Username |jsmith |
First name |John |
Last name |mith |
s [ |

|

Confirm Passwaord |‘“==

[¥] allow this user to authenticate with their Active Directory credentials.

Domain Name |LIS.-5.Cnmpan1_.r |

Email Address |jsmiﬂ'| @usacompany.com |

@Send email notifications to this user;
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See below for information about user options.

New User Information Definition

Username The name of a user assigned in the cabinet
(i.e. “jsmith,” “dogden”)

First Name The first name of the user
Last Name The last name of the user
Password An access code assigned to or established by

a user (i.e. case sensitive, and a combination
of letters and numbers).

Confirm Password Verify the created password.

Allow the user to authenticate with their Activates Single Sign-On (SSO) for a user
Active Directory credentials which does NOT require a password.
Domain Name Enter the network’s NETBIOS domain name
Email Address Enter the user’s email address for routing

notifications (i.e. jsmith@usacompany.com)

Send email notifications to this user Activates document routing notification per
user through ImageQuest.

Note: Routing notifications require further mail configuration.

10
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Single Sign-On (SSO) Overview

ImageQuest gives the Administrator the option of allowing users to authenticate with their Active
Directory credentials using Single Sign-On (SSO).

When a user logs into their workstation using their domain account, and they have appropriate
permissions, they can access the ImageQuest client programs without providing a password.

If SSO is not selected for a user, the user will need to provide a username and a password (optional) as
determined by the Administrator to login to each ImageQuest application; this allows a user to login as a
user that is different than the user account used to login to the client workstation and it also
accommodates networks without a domain controller.

Note: If the user will authenticate with their Active Directory credentials, the Username must match
the user’s Active Directory login name. SSO is selected by default. Uncheck the checkbox for Active
Directory credentials to deactivate SSO for a user and specify a password for the user instead; blank
passwords are also allowed for non-SSO users.

The new user is now listed under Warehouse Users along with the new user’s SSO status and the
Cabinet assignment as displayed below. Once a user is created, you may manage user information by
highlighting a Username and clicking “Properties”.

11

Manage Users and Roles
Use the lists below to grant or deny permissions to users and roles, and to change other settings.
Cabinet Users
Username First Name Last Name Allow 550  Roles
Administrator [
Bjones Brad Jones 0
dogden David Ogden AP /AR
jsmith John Smith
tjones Tom Jones Sales
Add ] [ Remave ] [ Properties ]
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Manage User Information

The Administrator can add or change user information and add or remove cabinet access if required.
See the example below.

Manage Users

User information for jsmith

Current Password |

New Password |

First Name |John

|
|
Confirm Password | |
|
|

Last Name |Smith

[7] Allow this user to authenticate with their Active Directory credentials.

Domain Name ‘dnma\n.mm |

Email Address ‘ismith @domain.com |

[¥] send email notifications to this user

IMPORTANT: Removing access to a cabinet for a user will cause

them to lose all permission assignments, role membership and watch
list entries in that cabinet.

Cahinet Access

[l Imagequest

Deleting a User

To delete a user from the Warehouse and from all Cabinets, highlight the username and click “Delete”.
Deleting a user from the Warehouse cannot be undone; this function will permanently delete the user
and remove the user from all Cabinet assignments, role membership, permissions and the Watch List

entries. You will be prompted with the message as illustrated below to confirm the user you intend to
delete.

Delete User 3

This action will permanently delete the user. They will lose all cabinet

Fi l . assignments, role membership, permissions, and Watch List entries.
Recreating a new user with the same name will not bring back those
settings. This action cannot be undone.

Are you sure you wish to permanently delete tjones?

e J[me ]

Note: A user can be added or removed from a cabinet, but still appear as a user in the warehouse. If

the user is removed from a cabinet, he or she will no longer have access rights to the cabinet, and will
not appear as a cabinet user.
12
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Manage Licenses

The ImageQuest Warehouse accommodates multiple license keys. To view and manage license
information in the Warehouse, click Manage Licenses. The “License Status” tab displays information on
your installations. When ImageQuest is first installed, there is a 15-day trial period for all modules. If
you have requested and received an extended trial license key from Informa Software Support, click
“Extend Trial” and enter the extension key. See screenshot below.

% 1Qadministrator ==

File Help | Select Cabinet:

v

Manage Licenses

License Status |License Keys
&5 Manage Users License status i ion dbelow. Change 11 Mode

oryouri ionis displ
© Manage Licenses to the License Keys tab to manage the license keys foryour system.
= | Extend Trial |

15 days remaining.
@ SMTP Server = i

@ Cabinet List

Licensed Modules
Activated Module / Code(s)

| API for .NET Applications

| Attribute Lookup

DocCenter

Document Destruction Rules

1Q Smart Indexer % Extend Trial =]
1Qfax Connector

| iaf;)lder Connector

1Qmfp Connector | |

IQrightfax Connector

e Lo ]

| Notification Rules

|OCR and Fulltext Search Service

| PDF Annotation

Eiieporﬁng

| TeleForm Connector

%User Limit 5

?Windows Explorer and Microsoft Office Connector I

bocument Inciexing

Enter your trial extension license key in the box below. = =)

OoooEoooEEonEnnnEi

Note: The “Extend Trial” feature is only available on the ImageQuest server machine, not on the
ImageQuest client machine.

To request a license key from Informa Software Support, you will need to email the Server ID, any
current license keys and the serial number(s) of any HP MFP devices that will be applied to
support@informasoftware.com. See below. Click on the “License Keys” tab in the Manage Licenses
screen. The Server ID is located in the top, right corner of this screen, and may be copied and pasted
into the email to Informa Software Support.

Manage Licenses

License Status| License Keys

Listed below are all the license keys foryour system. You may add license keys orremove existing keys from your
system using this form.

server Id: |VTHQLPEXGE

License Keys

13
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Once the license key code is received, copy the key code and paste it into the “Enter a new license key”
field as highlighted below and click “Add”.

Click the “+” and “-“ boxes to expand or collapse the list of features in the Warehouse that are licensed.
In the screenshot below, the “Informa” user has entered a license key on April 11, 2013 and the other
key by ‘rfsvc’ on May 13, 2013. “Entered by” reflects which Windows user added the key.

Manage Licenses

License Status | License Keys |

Listed below are all the license keys foryour system. You may add license keys orremove existing keys from your
system using this form.

License Keys Server Id: |VTHRLEEEGE

License Key Date Entered 7 Entered By
{ ¥S520-JFOUT-WOBEH-556L6-77XIS-GS2LE-FEW6S-K. . .| 4/11/2013 4:18:03PM | Informa X
Module 7 Code &

Accounts Payable Workflow
APTI for .MET Applications
Attribute Lookup
DocCenter

Document Destruction Fules

Document Indexing
IQ Smart Indexer
IQfolder Connector
IQrightfax Connector
IQserver HDSYR3KZWM

m

Motification Rules
OCR. and Fulltext Search Service
PDF Annotation

Reporting

TeleForm Connector

KT-INDUO-32GD6-NGMAT-WAZJC-MWSTI-NBYOR | | 5/13/20135:21:22PM | rfeve | B3

Module ! Code
IQserver WIHOQLPEXGE
User Limit Unlimited

Enter a new license key

I | [ add |

Note: To delete a license key, click the next to the license key to be deleted.

14
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SMTP Server

The SMTP Server menu allows the administrator to configure the SMTP Server Settings for ImageQuest
email routing notifications and send a test email to confirm the settings are valid.

This SMTP Server feature is available in IQadministrator under File > Manage Warehouse > SMTP Server.

¢ IQadministratc

File Help |

SMTP Server Settings

% SMTP Server Server |yourserver.example.cum | Port |25 |

(B cabinetList

sername |Emailadmin |

Password | |

Send Test Email

To |sumeune@example.cum | Test

'L' ﬁ.w #“Mw\ \""‘_,w‘y’d“

15
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Cabinet List

The Cabinet List displays the current ImageQuest Cabinet information. To access the Cabinet List

window, click Cabinet List in the “Manage Warehouse” menu as shown below.

]
Cabinet List
=
agequest
% Manage Users feve
@ Manage Licenses 5
Erick-pc
@ SMTP Server SOL Senvey
Cabinet List Database magequest
Username sa
Password
Confirm Password

16
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Manage ImageQuest

Manage ImageQuest allows the administrator to add and configure cabinet users, document types,
document groups and HP MFP devices. They can also create queries for frequently used IQ searches,
manage the IQ file storage location and configure folders for use with IQfolder.

To return to Cabinet Management from the Warehouse, click the drop-down arrow next to “Select
Cabinet” and choose ImageQuest or the Cabinet name from the list as shown below.

s IQadministrator '
File Help | Select Cabinet:

4?5 Manage Users
t.’fb Manage Licenses
@ SMTP Server
Cabinet List

Imagequest '
*

{
Sid

Manage Users and Roles

To add a new user in the ImageQuest Cabinet, select Manage Users and Roles as shown below.

ﬁ IQadministrator
File Help | Select Cabinet: ImageQuest

|&, Manage Users and Roles
IE Manage Document Types

[,D,- Manage Document Groups
H} saved Queries

[ﬁ‘] Document Destruction Rules
$¢ Destroy Deleted Documents
A OCR Settings

ﬁﬁ;l Attribute Lookup Configuration
ﬁ Notification Rules

& workflow Settings

B workflow Definitions

@ Manage File Storage

[#7 Configure IQfalder

17
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Any users that have been added through the Warehouse and are members of the ImageQuest Cabinet
will be listed in Cabinet Users as displayed below.

Note: When a new user is created in the Cabinet, the new user is also created at the Warehouse level.

-
||

Manage Users and Roles

Use the lists below to grant or deny permissions to users and roles, and to change other settings.

<3g, Manage Users and Roles
Cahinet Users

@ Manage Document Types

[P Manage Document Groups Username First Name Last Name Allow 550  Roles
*{} Saved Queries Administrator

52 Document Destruction Rules ?:quden David Og.den APJAR
x Destroy Deleted Documents Jsmith Jofin Smith Sales
A OCR Settings

@ Attribute Lookup Configuration

ﬁ Notification Rules

& Workflow Settings

Eh Workflow Definitions

@ Manage File Storage

[#¥ Configure IQfolder L Add ] [ Remove ] [ Properties

Roles

Add ][Rﬂnove][Properﬁes

Click “Add” as shown above to add a new user to the Cabinet. An existing user can be chosen from the
Warehouse list or a new user can be created at this time.

To create a new user, enter the name of a user in the “Username” field and the First Name/Last Name
fields as illustrated on the following page. Click “Next” to manage user permission and role
memberships. Select “Done” to finish creating the new user.

18
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ﬁ IQadministrator EIE

File Help | Select Cabinet: ImageQuest -

Manage Users and Roles

(35 Manage Users and Roles
@ Manage Document Types

() Add an existing user.

[r" Manage Document Groups | 'l
M} saved Queries

Iﬁ] Document Destruction Rules
$¢ Destroy Deleted Documents

@ Create a new user.

A OCR Settings Usermname |tjones |
@] Attribute Lookup Configuration e |Torn |
ﬁ Notification Rules Lost name |J°nes |
& Workflow Settings

& Workflow Definitions Password |”‘t |
@ Manage File Storage Confirm Password |ttt |

77 Configure IQfolder
[ £ - Allow this user to authenticate with their Active Directory credentials.

Domain Name |U5.b5.ll'am|:|.an\-I |

Email Address |tjor1es {@usacompany. com |

[¥]5end email notifications to this user:

Note: If the user will authenticate with their Active Directory credentials, the Username must match
the user’s Active Directory login name. SSO is selected by default. Uncheck the checkbox for Active
Directory credentials to deactivate SSO for a user and specify a password for the user instead; blank
passwords are also allowed for non-SSO users.

19
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New User Properties and Permissions

ImageQuest features the following action permissions for users and roles:

Action Permission

Description

Add Document

Allows a user to add documents to the Cabinet through any IQ
client application.

Add List Items

Allows a user to add a “List-based” attribute on the fly.

Annotate Document Image

Allows a user to add annotations to a PDF document from
IQdesktop.

Delete Batch

Allows the user to delete a batch from the “Indexing Queue.”

Delete Document

Allows a user to delete or undelete a document from /IQdesktop.

Manage Document Type

Allows a user to add, remove and/or edit Document Types and
Attributes from |Qdesktop.

Update Document

Allows a user to add document revisions and to edit document
attribute values.

View Deleted Documents

Allows a user to view deleted documents.

View Only

Disables documents from launching in their native program and
loads the documents in a Read-Only viewer.

View Prior Revisions

Gives users the ability to view older versions of a document by
right-clicking the revision in the history pane and selecting “View
Revision”.

Work Queue Search

Allows users to search for and locate open work items in the
system.

20
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Once a new user is created, the new user’s “Action Permissions” are “Not Set” by default as highlighted.

Manage Users and Roles

Properties for tjones

C WDcumentPermissinns Membership | Assignments

(Grant or deny permissions for this user.

Permission Assignment

Mot Set
Mot Set
Mot Set
Mot Set

Annotate Document Image
Delete Batch
Delete Document

Manage Document Type

Before setting permissions, see the chart on below to distinguish between “Not Set,” “Allow” and

”Deny”.
Permission Assignment Description
Not Set Permission is neither allowed nor denied.
Allow Gives users and roles access to action permissions and
document types.
Deny Explicitly blocks users and roles access to action permissions
and document types.

Permissions can be set for each user as demonstrated below by right-clicking to select the assignment or
by left-clicking to activate the assignment drop-down as shown on the next page.

Note: The Administrator user’s Action Permissions are all set to “Allow” by default except for the

View Only Permission.

21
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Manage Users and Roles

Properties for tjones

Action Permissions |Documer1t Permissions | Membership | Assignments

Grant or deny permissions for this user.

Permission Assignment
Add Document
Add List Ttems Allow
Annotate Document Image Allow
Delete Batch Deny
Delete Document Deny

Manage Document Type Mot Set o

Manage Users and Roles

Properties for tjones

—
s =
L Action Permlssltmal Document Permissions Membershipl Assignmentsl

(Grant or deny permissions for this user.

Permission Assignment ;

Add Document Allaw |E|| |

Add List Items Mot Set

Annotate Document Image _
Delete Batch Deny

Delete Document

Manage Document Type

Membership in ane or more roles can change the effective permissions for a user.
The list below represents the users’ effective action permissions.

Permission Assignment -
Add Document Allow

Add List Items Allow 3
Annotate Document Image Allow

Delete Batch Deny

Delete Document Deny

Manage Document Type Allow i

Note: Permissions can also be set at the role level. To add roles and assign users, see “Adding New
Roles”. See the effective permissions above representing the user’s combined user/role permissions.

22
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In the example highlighted on below, “tjones” is granted the permission to “Add Document”, “Add List
ltems”, and “Annotate Document Image” but is denied permission to “Delete Batch” and “Delete
Document”. The permissions for “tjones” for “Manage Document Type” is “Not Set”.

Manage Users and Roles

Properties for tjones
e —————

WDnmment Permissions I Membership I Assignments |

Grant or deny permissions for this user.

Permission Assignment o
Add List Items Allow 3
Annotate Document Image Alloww B |
Delete Batch Deny
Delete Document Deny
Manage Document Type Not Set o

To assign “Action Permissions,” see the permission grid for effective permissions below to effectively
manage user and role permissions in the Cabinet.

User Permission Role Permission _
Not Set Not Set Not Set
Not Set Allow Allow
Not Set Deny Deny
Allow Not Set Allow
Allow Deny Deny
Allow Allow Allow
Deny Not Set Deny
Deny Allow Deny
Deny Deny Deny

23
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To set the “Document Permissions” for “tjones,” for example, click the “Document Permissions” tab.
The user “tjones” will only have permissions to document types allowed to him or her. In the
screenshot below, the “Document Permissions” are “Not Set”. Right-click on the permission(s) to select
the assignment or left-click it to activate the assignment drop-down.

Manage Users and Roles ?

Properties for tjones

| Action Permissimﬂr Document F'EFmissiDI:l;Dembership | Assignments
B —

{Grant or deny access to document types for the user.

Document Type
Client Directory
Collections Mot Set
Current Real Estate Properties Mot Set
ImageQuest Administrator's Guide Mot Set
Mot Set

Assignment

Invoice
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When assigning “Document Permissions,” be sure to see below to effectively manage user and role
permissions in the cabinet.

Note: “Allow by Default” below refers to an option in Manage Document Types. See pg. 36 for more
information.

User Permission Role Permission Allow By Default Effective Permission
Not Set Not Set Not Set Not Set
Not Set Not Set Allow Allow
Not Set Allow Not Set Allow
Not Set Allow Allow Allow
Not Set Deny Not Set Deny
Not Set Deny Allow Deny
Allow Not Set Not Set Allow
Allow Not Set Allow Allow
Allow Deny Not Set Deny
Allow Deny Allow Deny
Allow Allow Not Set Allow
Allow Allow Allow Allow
Deny Not Set Not Set Deny
Deny Not Set Allow Deny
Deny Allow Not Set Deny
Deny Allow Allow Deny
Deny Deny Not Set Deny
Deny Deny Allow Deny
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Membership

Roles must first be created in order for them to appear in the “Membership” tab; manage role
membership on the “Membership” tab. To assign or remove role membership for a user, check the
checkbox. As show below, “tjones” is assigned to the “Sales” role membership only. Click “Done” to

complete.
Manage Users and Roles

Properties for tjones

e —
| Action Permissions I Document Permissiu@ Membership Btsignments |
"h-_______-ﬁl"

Assign or remove role membership for the user.
[C] aPfar
Sales

[ Dane

Note: Membership in one or more roles can change the effective permissions for a user. Each list at
the bottom of the “Action Permissions” and the “Document Permissions” tabs represent the User’s
effective action permissions.
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Adding New Roles

When ImageQuest is first configured, the Administrator can add roles as a way to save time in assigning
“Action Permissions” and “Document Permissions”. Cabinet users can be assigned to multiple roles;
roles can also be created without document permissions for the purpose of controlling access to specific
ImageQuest devices.

Creating a role for each department in your work environment may be valuable because individual
departments usually handle different types of documents. For example, employees in the Sales
Department may not need to find an Invoice from the power company, but the Accounting Department
would. Alternatively, the Accounting Department will not be looking for Sales Brochures filed by the
Sales Department. By creating an “Accounting” role and a “Sales Department” role, documents and
permissions can be managed quickly within the IQadministrator.

To add a new role, click Manage Users and Roles as shown in below. The window displays “Cabinet
Users” at the top and “Roles” at the bottom. Locate “Roles” and click “Add”.

Manage Users and Roles

Use the lists below to grant or deny permissions to users and roles, and to change other settings.

Cabinet Users

Username First Name Last Name Allow 550 Raoles
Administrator ]
Bjones Brad Jones =
dogden David Ogden APJAR
jsmith John Smith
Hones Tom Jones Sales
Add ] ’ Remove ] ’ Properties
Roles
Mame
Sales
Add ] ’ Remove ] ’ Properties

27



ImageQuest Administrator’s Guide 11.3

For example, to create a role for the Sales Department, enter “Sales” in the “Create a new role” window
as illustrated below and click “Next”.

§ WQadministrater

File Help | Select Cabinet: ImageQuest -]

Manage Users and Roles

Create a new role.
&, Manage Users and Roles

E} Manage Document Types Mame: (Sales |

[vr'f Manage Document Groups [ Next ] [ c ]
*} saved Queries

Iﬁﬂ Document Destruction Rules
¢ Destroy Deleted Documents

A OCR Settings

Eﬁ Attribute Lookup Configuration
ﬁ Motification Rules

&' Workflow Settings

- Workflow Definitions

@ Manage File Storage

[-#*' Configure IQfolder
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Set action and document type permissions for the “Sales” role as shown below and on the following
page; click “Done” when finished.

Manage Users and Roles

Properties for Sales

Action Permissions | Document Permissions | Membership | Assignments |

{arant or deny permissions for this role.

Permission Assignment _

Mot Set E|7

Add List Items Mot Set
Arrotate Document Inage
Deny

Delete Batch

Delete Document

Manage Document Type
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Manage Users and Roles

Properties for Sales

|Acﬁnn F‘ermissjuns| Document Permissions |Membershi|:| Assignments

(Grant or deny access to document types for the role.

Document Type Assignment
¥ 0 Mot Set -
Collections Mot Set
Current Real Estate Properties _
ImageQuest Administrator's Guide Deny
Invaice
MFP Scan
Receipts
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Click the “Membership” tab to assign or remove user membership for the indicated role as displayed

below. Notice that “Administrator,” “j

Manage Users and Holes

Properties for Sales

R —
| Action Permissions | Document Permissior@] Membership Dssignments
[

smith” and “tjones” are all assigned to the Sales role membership.

Assign or remove user membership for the role.

Administrator
[7] bjones
[7] dogden

fjones

Dane

Membership in one or more roles can change the effective permissions for a user; for example, see the
bottom portion of the “Action Permissions” and the “Document Permissions” tabs on the following page
representing the user’s effective action and document type permissions for “tjones”.
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Manage Users and Roles

Properties for tjones
e

Wmmt Permigsions | Membership I Assignments. |

Grant or deny permissions for this user.

Permission Assignment

Add Document

Add List [tems Allowy Manage Users and Roles
Annotate Document Image Allowe

Delete Batch Deny Properties for tjones

Delete Document Deny

—
i issions.D t Permissi i | s
Manage Document Type Not Set ‘wwmbﬂﬁlpl Mﬂgﬂmeﬂts|

Grant or deny access to document types for the user.

Membership in one or more roles can change the effective permiss

The list below represents the users’ effective action permissions. Document Type Assignment &
Permission Assignment Agendes Mot Set =
Add Document Allow AP Voucher Mot Set
. Chedk Mot Set
Add List Items Allow
Contract Mot Set
Annotate Document Image Allow
Corp Mot Set
Delete Batch Deny Example Not Set
Delete Document Deny Inhound Fax Mot Set i
Maniage Document Type Allow Membership in one or more roles can change the effective permissions for a user.
The list below represents the users’ effective document type permissions.
Document Type Assignment -
Agencies Allow
ww AP Voucher Alow 5
Chedk Allow
Contract Allow
Corp Allow
Example Allow
Inhound Fax Mot Set i
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Assignments

User and Role properties have a tab called “Assignments” allowing the ImageQuest Administrator to see
and reassign different assignment types to another user or role. This must be done before deleting a
user or role with existing assignment types.

Manage Users and Roles i

Properties for tjones

| Action Permissions | Document Permissions | Membersh AssignmenE:D

User 15 assigned the following items. You can choose to reassign the items to
another user or role.

Assignment Type Count

IQ) Folder 1
Routing 2

Reassign Items to

TiRale @ User | |.-5.dministrat0r | v|

Process

Daone

The following assignments can be changed from this tab:

e Routing

o  Workflow Task

e Workflow Definition
e |Qfolder

e Indexer

e MFP Device

e Notification

e Notification Rules
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Removing Users or Roles

Users and roles can be removed from the Cabinet in Manage Users and Roles by clicking the “Remove”
button as illustrated below.

-
||

Manage Users and Roles

Use the lists below to grant or deny permissions to users and roles, and to change other settings.

&, Manage Users and Roles

Cabinet Users
@ Manage Document Types
[.1"‘.‘ Manage Document Groups Username First Name Last Name Allow S50 Roles
*} Saved Queries Administrator
David
Iﬁ] Document Destruction Rules = 7]
jsmith John Smith
¢ Destroy Deleted Documents
tjones Tom Jones Sales
A OCR settings
@ Attribute Lookup Configuration
E Motification Rules
& Workflow Settings
i Workflow Definitions
@ Manage File Storage
[#¥ Configure IQfolder Add ] | Remove ] [ Properties
Roles
MName
Sales
Add ][ Remove | [ Properties

Note: If a user is removed from the cabinet, the user is NOT deleted from the Warehouse. If a role is
removed from the cabinet, the user members who were assigned to that role are NOT removed from
the cabinet.
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Manage Document Types

Now that you have established users and roles and have set permissions and assignments, you are ready
to manage document types in ImageQuest. Click Manage Document Types in the cabinet as displayed
below. This window contains the “Document Types” and “Attributes” tabs; the window defaults to the
“Document Types” tab each time it is opened.

g IQadministrator EI@

File Help | Select Cabinet: ImageQuest -

Manage Document Types

Manage ImageQuest 2 Document Types | Attributes

.
2, Manage Users and Roles Edit... Allow users access to this document type by default.
| D Manage Document Types | . }
— Agency Reports Assign attribute to MFP Scan
Manage Document Groups Check |
(< A N A Y =
+ . Assign Add New Attribute. ..
_{} Saved Queries Company Letterheads
G Document Destruction Rules Contract Data Type Required Default Minimum Maximum Include in Filename I
3¢ Destroy Deleted Documents Inbound Fax i
. Invoice #
. OCR Setti
e MpAddess | Text
It Attribute Lookup Configuration
. £ 8 Outhound Fax MfpHosthame | Text
@ Motification Rules Supply Order
MipSerial Text
& Workflow Settings Vouchers I
MfpDisplayMame | Text
& wWorkflow Definitions foDisplay

Note: The MFP Scan document type and attributes—MfplnputUser, MfpAddress, MfpDisplayName,
MfpHostName and MfpSerial—are created by default and can neither be deleted nor edited.

Document Type Overview

Document types that will be utilized by your company have to be created in ImageQuest; there should
be a “Document Type” created for every document that your company uses frequently, or is currently
filed on a regular basis. It may be helpful to record a list of all the documents your office currently uses,
who is permitted to use the document and how and from which departments the documents are
originated. For instance, if your company wants to store HR type documents in IQ, you may create
document types such as “W-4”, “I-9” or “Performance Evaluation”.

Attribute Overview

Attributes are index fields that allow users to search for filed documents. There are no restrictions on
how many or few attributes can be added per document type. Adding too many attributes may slow
down the indexing process considerably while adding too few could make the documents harder to find.

In the sample on the following page, the Manage Document Types window displays the “Attributes”
tab. The default MFP Scan attributes are listed—MfpAddress, MfpDisplayName, MfpHostName,
MfplnputUser and MfpSerial; new attributes may be added and edited using the “Add New Attribute”
and “Edit Attribute” buttons.
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% IQadministrator [F=N E= =X
File Help | Select Cabinet: ImageQuest -]
Manage Document Types
Document Types | Attributes |
[ Addnew attrbute... | [ Edit Attibute...
[ Manage Document Groups Mame / DataType Required Default Minimum Maximum Indude in Filename Input Mask -
*} Saved Queries
=5 Document Destruction Rules MfpDisplayName Text No No
x Destroy Deleted Documents MfpHostName Text Ne No
A OCR Settings MfpInputiser Text Mo Mo
{8 Attribute Lookup Configuration MfpSerial Text No Mo

3 Notification Rules
& Workflow Settings
& Workflow Definitions
@ Manage File Storage
I;".-' Configure IQfolder

Note: Attributes may be created, edited and deleted from the “Attributes” tab.
Creating a New Document Type

Once you have compiled your office’s list of documents, create a new Document Type for each.

In Manage Document Types, click the “Document Types” tab to add a Document Type as illustrated
below. Click “Add” to show the “Add New Document Type” dialog box.

Manage Document Types
Document Types |Attributes|
Edit. .. Allow users access to this document type by default.
Agency Reports Assign attribute to MFP Scan
Check | | [ Assign Add New Attribute. ..
Company Letterheads
Contract Mame Data Type Required Default Minimum Maximum Incude in Filename
Inbound Fax
Invoice MfpInputlser |Text Mo Mo
MpAddress  |Tet |No Mo
Outhound Fax MfpHosthame | Text Mo No
Supply Qrder -
Vouchers MfpSerial Text Mo Mo
MfpDisplayMame | Text Mo Mo

WY A
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Enter the name of the document as demonstrated below. Below the name field, the Administrator may
click the checkbox “Allow users access to this document type by default” only if it is desired for all users
to have access to the Document Type.

The Administrator may also click the checkbox “Allow these documents to be processed by FullText
OCR” only if they desire that specific document type to be processed during OCR conversion for Fulltext
extraction. Click “OK” to save the new Document Type.

Manage Document Types \‘1
Document Types |.nttributes | e
[ Add... J [ Edit... l [ Allows users access to this document type

1 Mopinn otribode to Ioaeniss

Add Mew Document Type @

MName: |Purchase Order |

Required
| [¥] Allow users access to this document type by default. | Ma |
| [¥] Allow these documents to be processed by FullText DCR.l Mo

Mo

your current Document Types, Use the Show All Attributes
option to indude all available attributes in the list. Check the Mo
attributes you would like to assign to this new Document Type.

The list below shows popular attributes that appear on many of Ma (

Mo
[ Show Al Attributes [ Selectall | [ nselectan | ||Ne
Mo

[ Inveice Date
Mo

[ 0K J [ Cancel
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the “Document Types” tab in alphabetical order.

“Invoice,”

Document Types |.n.ttributes |

Manage Document Types

Add.. | [ Edit.

Agency Reports
Check

Company Letterheads
Contract

Inbound Fax

Invoice

Medical Record

MFP Scan

Outbound Fax

Suy er

Assign attribute to Invoice

] [ Allow users access to this document type by default,

[ 7] [ assign | [ Addnew atrib®

Creating and Assigning New Attributes

Once a document type is created, it will need to be assigned “Attributes” (index fields). Click “Add New

Attribute” as highlighted below.

MName Data Type Reguired Default Minimum Maximum Ini
Invoice # Text Mo
Customer Number Text Mo
Customer Name Text Mo I'i
Invoice Priority List MNo

Manage Document Types

Document Types |Attribuhes |

add.. | | Edit..

Agency Reports
Check

Company Letterheads
Contract

Inbound Fax

Invoice

Medical Record

MFP Scan

Outbound Fax

Su er
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LAssign attribute to Invoice

] [ allow users access to this document type by default,

| =] [ Assion | | AddNew At

Ly

Mame Data Type Required Default Minimum Maximum Ini
Invoice # Text Mo
Customer Number Text Mo
Customer Mame Text MNo
Invoice Priority List Mo

has been created and is added to
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The screenshot below shows the “Add New Attribute” window and the options for attribute
configuration. See the table on the following page for a description of each section.

S = —
Add New Attribute 5 |
I_Attribute Name: || ]J

Data Type Description
@ Text Text attributes can store a combination of letters, numbers and punctuation, such as
A descriptions, sodial security numbers, phone numbers, alpha-numeric account numbers, or
) Numeric any numbers that begin with leading zeros.
e Examples:
() List 003-RBCO308
o) 123-456-7830
2 teger (407) 555-1212
() Date &Time 007
() TruefFalse
Options
Minimum Length I l Input Mask l v |
Maximum Length | | Select a built in mask or build your own to control the display
format and user input of the data in this attribute. See Admin
Default | ‘ Guide for further details.
[TIrequired  [|Indude in filename
Test Area
Test some input for storage in this Data Type: | ’ [ Test
[ ok || cancel |

39



ImageQuest Administrator’s Guide 11.3

Section

Description

Attribute Name

The name of the attribute

Minimum (length or value)

Maximum (length or value)

Default

Required

Include in filename

Input Mask

Data Type The type of input associated with the attribute
Description A brief explanation of a data type with specific examples
Options

Minimum number of characters or minimum value allowed

Maximum number of characters or maximum value allowed

A pre-fill value for indexing

Attribute value must be populated when indexing

Includes the attribute value as part of the file name when using the
“Save Local Copy” and “Email Document” features of IQdesktop

Provides restricted data input

Test Area

Allows testing of data input for a data type
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There are six data types that can be assigned to attributes. The attribute data type selected will control
the type of information entered into a field of that type. Reference each attribute data type and
description in the table below before you assign the data type to each new attribute you create. Once a
new attribute is saved, the data type for it cannot be changed.

Attribute Data Type Description

Text Any keyboard character may be entered such as letters, numbers, punctuation,
alpha-numeric account numbers and/or any numbers that begin with leading
zeros (i.e. 003-RBC0908; 123-456-7890; (407) 555-1212; 007).

Numeric Stores fractional values for currency amounts or percentages. Numeric values
can have up to 29 total digits with at most 8 digits to the right of the decimal
place (i.e. 3.50; 3.14159).

List Creates a drop-down list of choices that you define (i.e. a list of customers, a
list of cities, a list of companies, etc.). Users may add “List-based” attribute
items on the fly if they have the “Allow” Add List Item permission.

Note: A list-based attribute is preferred whenever possible in order to
minimize indexing errors.

Integer Requires whole numbers with no punctuation, no decimal, and with no leading
zeroes. Integer values have an absolute maximum of 2147483647 and an
absolute minimum of -2147483648 (i.e. 1138; 2112).

Date & Time Stores dates and can default to the current date. Date & Time attributes have
a maximum of 12/31/9999 11:59:59 PM and an absolute minimum of 1/1/1753
12:00:00 AM (i.e. 1/1/1970; 6/10/2008).

True/False Attributes can be true, false or non-existent (null), typically displayed in the
form of a three state checkbox, either checked, unchecked or grayed out for
true, false or non-existent respectively.
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The first Attribute Name assigned to the document type, “Invoice,” is “Patient Name”. This attribute is
categorized as a “Text” data type; its description is displayed to the right for review. Jane Doe is tested
for accuracy in the test area field; the test results show that this data input Passed for this Data type.
Click “OK” to save and assign the new attribute to the selected Document Type and add the new
attribute in the “Attributes” tab. Once an attribute is added, it can then be assigned to other Document

Types as needed.

Add New Attribute

=l

Attribute Name: EPah’ent Name ‘

Data Type

@ Text

") Numeric
() List
() Integer
| Date & Time
() TrueFalse
Options
Minimum Length

Maximum Length

Default

Description

Text attributes can store a combination of letters, numbers and punctuation, such as
descriptions, social security numbers, phone numbers, alpha-numeric account numbers, or
any numbers that begin with leading zeros.
Examples:

003-RBC0DS03

123-456-7890

(407) 555-1212

007

| ' Input Mask | |v|

| Select a built in mask or build your own to control the display
format and user input of the data in this attribute. See Admin
| Guide for further details,

[TRequired  []Indude in filename

Test Area

Test some input for storage in this Data Type: [Jane Doe

Passed

[ OK ] [ Cancel

Note: “Text” fields are the most flexible data types. Even if the value of the attribute is a number

such as a Social Security number, the “Text” data type may be the best choice because it allows
dashes, leading zeros and specific lengths.
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Manage Document Types

Document Types |.ﬁttributes |

Add... ] [ Edit. .. ] Allow users access to this document type by default.

Agency Reports Assign attribute to Medical Record

Check | 7| [ Assion | [ Addhew atmibute...

Company Letterheads

Contract y . .

Inbound Fax

Invoice ey e Manage Document Types

Medical Record Document Types| Attributes |

MFP Scan

Cutbound Fax

Supply Order | AddNew Attribute... | | Edit Attribute...

Vouchers

. Name ! DataType Required Default Mini

Patient Name Text Mo
PayerMame Text Mo
PH# Integer Mo

i gt

Note: The “Add New Attribute” button in the “Attributes” tab only creates the attribute and does
NOT assign it to any particular document type.
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Input Masks

Input Masks provide restricted data input as well as formatted data output. Masks can be used to
ensure that end-users enter values only in a particular format. For instance, when indexing a phone
number, an end-user needs to enter only digits, while hyphens and parentheses should be automatically
skipped.

Manage Document Types now includes several pre-defined attribute masks for the following
ImageQuest Attribute Data Types: Text, Numeric and Date & Time.

The pre-defined input masks for Text are “US Phone Number” and “Social Security Number”.
The pre-defined input mask for Numeric is “Currency”.
The pre-defined input masks for Date & Time are “Date Only” and “Date with Time”.

In the example below, the administrator creates a new Attribute called “Phone Number”, selects “Text”
for the Data Type and “US Phone Number” from the Input Mask drop-down.

Add Mew Attribute

Attribute Mame: |Phane Mumber

[[] required [ indude in filename

Test Ares

Test some input for starage in this Data Type: | | [ Test ]

Ciata Type Description A
@ Text Text attributes can store a combination of letters, numbers and punctuation, such as
B IEx descriptions, sodal security numbers, phone numbers, alpha-numeric account numbers, or
(™) Mumeric any numbers that begin with leading zeros.
o Examples:
~J List 003-RECO908 -
- 123-456-78390
(20 Int
- e (407) 555-1212
(7) Date & Time ooy
) TrueFalse
Qptions
Minimum Length | | Input Mask | | v|
Maximum Length | | Select a |:||_||| ol the |:|i5p|a'!l.I
farmat and (| Social Security Mumber te. See Admin
Default | | Guide for further details.

Cancel

oK
o AR b gt 830 ana it aptists, A LM“?"’] w
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The administrator then presses the tab key to move to “Test Area”. Note that the US Phone Number

Input Mask is applied.

Attribute Name: ’Phone Number ]
Data Type Description
@ Text Text attributes can store a combination of letters, numbers and punctuation, such as
2 descriptions, social security numbers, phone numbers, alpha-numeric account numbers, or
@) Numeric any numbers that begin with leading zeros.
P Examples:
(O List 003-RBC0203
N 123-456-7890
© Integes (407) 555-1212
(©) Date & Time 007
©) True/False
Options
Minimum Length I I Input Mask IUS Phone Number I v |
Mexinan Lengih | | Select a buit in mask or build your own to control the display
format and user input of the data in this attribute. See Admin
Default | | Guide for further detail.
Required [ |Indlude in filename
Test Area
Test some input for storage in this Data Type: | INIENN | (L est ]
ook [ concel |
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The administrator enters a test value “8774757778"” and clicks “Test” to confirm the input passes
validation. There is no need to enter the parentheses and hyphen characters as the mask provides them

automatically. Also note that this type of mask only allows 10 numeric digits to be typed. All other
keyboard characters will be ignored.

Add New Attribute @
Attribute Name: [Phone Number ]
Data Type Description
@ Text Text attributes can store a combination of letters, numbers and punctuation, such as
= descriptions, social security numbers, phone numbers, alpha-numeric account numbers, or
©) Numeric any numbers that begin with leading zeros.
= Examples:
(0 List 003-RBCO%08
@ 123-456-7890
O lieost (407) 555-1212
(7) Date &Time 007
() TruefFalse
Options
Minimum Length I } Input Mask |US Phone Number I v ]
Maximum Length l ] Select a built in mask or build your own to control the display
format and user input of the data in this attribute. See Admin
Default l I Guide for further details.
[[IRequired  []Indude in filename
Test Area
Test some input for storage in this Data Type: [(877)475-7778 ] [ Test |
Passed
Lo ][ concel |
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Click “OK” to save the attribute and add it to the main Attributes list.
The administrator can also create custom input masks for the Text, Integer and Numeric Data Types.

For example, perhaps an Invoice Number always begins with “INV-“ and is followed by 5 digits. The
administrator wants to add an Attribute with an input mask that will automatically display the “INV-“
prefix and enforce the number of digits that can follow.

The administrator clicks “Add New Attribute”, enters “Invoice Number” for Attribute Name and selects
Data Type “Text”.

For Input Mask, the administrator enters “INV-00000” and presses the Tab key. The input mask is
displayed in the Test Area as “INV-  “.

Add New Attribute [
Attribute Name: |Invoice Number J\
Data Type Description
® Text Text attributes can store a combination of letters, numbers and punctuation, such as
descriptions, social security numbers, phone numbers, alpha-numeric account numbers, or
*) Numeric any numbers that begin with leading zeros.
Examples:
List 003-RBCO208
123-456-7890
I
il (407) 555-1212

Date & Time 007

True/False
Options
Minimum Length | | Input Mask [1Nv-00000 |~
Maximum Length { | Select a built in mask or build your own to control the display

format and user input of the data in this attribute. See Admin
Default | Guide for further details.
[TIRequired [ ]Indude in filename
Test Area
Test some input for storage in this Data Type: |INV- | [ Test |
[ OK ] [ Cancel ]
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The administrator enters the value “12345” and clicks “Test” to confirm the input passes validation.
Once again, the user will only need to type in the five digits as the “INV-“ will always be prefilled and

cannot be deleted.

(=]

\

Add New Attribute
Attribute Name: |Invoice Number

Data Type Description

® Text Text attributes can store a combination of letters, numbers and punctuation, such as

& descriptions, social security numbers, phone numbers, alpha-numeric account numbers, or

~) Numeric any numbers that begin with leading zeros.

: Examples:

O List 003-RBCOS08
F 123-456-7890

i (407) 555-1212

Date & Time 007

*) True/False
Options

Minimum Length [ ' Input Mask |INV-00000 ] v |

Maximum Length { ] Select a built in mask or build your own to control the display

format and user input of the data in this attribute. See Admin
Default [ } Guide for further details.
[C|Required  []Indude in filename
Test Area
Test some input for storage in this Data Type: [INI."- 12345 } Test
Passed
[ OK ] [ Cancel

]

~

Click “OK” to save the attribute and add it to the main Attributes list and the input mask will be
displayed in the Input Mask column.

In addition to the predefined input masks that are provided, the administrator has the option to create
custom input masks. See the tables on the following pages for descriptions and samples on how to do

this.

Note: Input Masks are not supported in WeblQ.
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Custom Input Masks (Text)

Metacharacters

Metacharacters are used to represent a range of symbols. An end-user can enter text only in the
positions which correspond to metacharacters. When a metacharacter is found at a specific position in
the mask an end-user can enter any character from the related range in this position in the edit box.
The following table lists the available metacharacters:

Character

L

49

Meaning

An L character requires an alphabetic character in this position. For the U.S. this is A-Z, a-z.

An | character permits only an alphabetic character in this position, but doesn't require it.

An A character requires an alphanumeric character in this position. For the U.S. this is A-Z,
a-z, 0-9.

An a character permits only an alphanumeric character in this position, but doesn't require
it.

A C character requires an arbitrary character in this position.

A c character permits an arbitrary character in this position, but doesn't require it.

A 0 character requires a numeric character in this position.

A 9 character permits only a numeric character in this position, but doesn't require it.

A # character permits only a numeric character or a plus or minus sign in this position, but
doesn't require it.
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Special Characters

The following table lists the available special characters which are used to control the case of the input

string and to represent various delimiters and currency symbols.

Character

>

<>

Meaning

If a > character appears in the mask, all the characters that follow it are in uppercase until
the end of the mask or until a < character is encountered.

If a < character appears in the mask, all the characters that follow it are in lowercase until
the end of the mask or until a > character is encountered.

If these two characters appear together in a mask, no case checking is performed and the
data is formatted with the case used by the end-user during data entry.

A/ character is used to separate the months, days, and years in dates. If the character
that separates the months, days, and years is different in the regional settings of the
system that the application runs on that character will be used instead.

A : character is used to separate the hours, minutes, and seconds in time values. If the
character that separates the hours, minutes, and seconds is different in the regional
settings of the system that the application runs on that character will be used instead.

A 'S character is used to designate currency values. If the character that designates the
currency values is different in the regional settings of the system that the application runs
on that character is used instead.

Literal Characters

A character that is neither a metacharacter nor a special character is called a literal. Literals are inserted
automatically as is into the edit box in their positions defined by the mask. An end-user has no need to

enter literal characters. The cursor skips over them during editing.

The metacharacters and special characters can also appear as literal characters if they are preceded by a

backslash (\).
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Examples

1. A mask for entering a telephone number: (000)000-00-00.
Each '0' metacharacter in this mask requires a numeric character in the corresponding position. No

characters can be omitted. The '-', '(' and ')'characters in the mask are literals.

The following are images of an editor that uses this mask:

|'i—:'—'—'— | (a value is not entered)

|(555}222'33'22 | (a value is entered)

2. A mask for entering a telephone number with an optional area code: (999)000-00-00
Here the '9' metacharacter allows end-users to omit the area code part of a phone number.

|':—:'222_33_22 |(a valid phone number without a code part)

3. A mask for entering an alpha-numeric sequence: \A>LL-00

Here "\A' stands for the literal character 'A'. Since 'A' is used as a metacharacter the backslash must be
used to make 'A' appear as a literal. The '>' command specifies that the following text should be in
uppercase. The 'LL' substring indicates that two alphabetical characters should be inserted in this
position. The '00' substring is a placeholder for two digits.

|'ﬁ'—_— | (a value is not entered)

|'c"5D'EE | (a value is entered)

Note: When a text input mask is enabled, any new attributes that are indexed will store the mask
characters along with the data. Historical data that has already been indexed before the mask was
created will have the mask applied when displaying the fields but the underlying data will remain
unchanged.
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Custom Input Masks (Numeric/Integer)

Numeric input masks are specifically designed for entering numeric values (integer, float values,
currencies, percents, etc.). Specific numeric masks are dependent upon the current culture (regional)
settings.

Input masks allow end-users to edit numeric values of common numeric types. A standard mask
represents a string of the Axx form where A is a single alphabetic character (mask specifier), and xx is an
optional integer called the precision specifier. The available mask specifiers are listed in the following
tables. The precision specifier ranges from 0 to 99 and controls the number of significant digits or zeros
to the right of the decimal point.
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Input Mask
Character

Corc

Dord

Forf

Gorg

Norn
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Samples
Name Description
Culture: English (USA)
Currency The mask for entering a currency amount. The | $1,024.50 |
input mask contains a value part which can be (EditMask = "c";
edited by an end-user, and a currency symbol EditValue = 1024.5)
which cannot be edited. The mask's format is
determined by the current culture. | $20,010 |
(EditMask = "c0";
The precision specifier indicates the desired Editvalue = 20010)
number of decimal places. If the precision specifier
is omitted, the precision will be set to 2.
Decimal | The mask for entering integer values of a fixed and | 1501 |
flexible length. (EditMask = "d";
The precision specifier indicates the maximum Editvalue =1501)
number of digits that can be entered. If the
precision specifier is equal to 0 or omitted, the
length of the input string is not limited.
If the editor's value is real, the fractional part of
the value will be discarded during editing.
Fixed- The mask for entering real numbers with a fixed- | 1|:|24.5|:||
point length fractional part. (EditMask = "f";
EditValue = 1024.5
The precision specifier indicates the desired itvaiue )
number of decimal places. If the precision
specifier is omitted, the precision will be set to 2.
Number | The mask for entering the integers of real values. | 1,024.50 |
Thousand separators are inserted between each (EditMask = "n";
group of three digits to the left of the decimal EditValue = 1024.5)
point.

The precision specifier indicates the desired
number of decimal places. If the precision
specifier is omitted, the precision will be set to 2.



54

Percent
(mode 1)
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The mask for entering percents. The entered string | 25.00 %
is converted into a number "as is" (compare with ' (EditMask = "P";

the 'p' mask). So, if the "15 %" string is entered, EditValue = 25)
the editor's value will be 15.

The precision specifier indicates the desired
number of decimal places. If the precision
specifier is omitted, the precision will be set to 2.

The mask for entering percents. The entered string | 25.00 %
is converted to a number and then divided by 100. (EditMask = "p";

The result is used as the editor's value (compare EditValue = 0.25)

with the 'P' mask). So, if the "15 %" string is

entered the editor's value will be 0.15.

The precision specifier indicates the desired
number of decimal places. If the precision
specifier is omitted, the precision will be set to 2.
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You can also use the following characters to create custom masks for editing numeric values.

Character Name
0 Zero
placeholder
# Digit
placeholder

Decimal point

, Thousand
separator
% Percentage
placeholder
%% Percentage
placeholder
\ Escape
character
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Description

A decimal digit (0-9) can be entered in the corresponding position. Empty
placeholders are represented by '0' characters. When the input string is
converted to the editor's value, digits left empty are interpreted as zeros.

A decimal digit (0-9) can be entered in the corresponding position or left
empty. Empty placeholders are not displayed. When the input string is
converted to the editor's value, digits left empty are not stored in the
result.

The first "' character in the format string determines the location of the
decimal separator in the formatted value. The actual character used as the
decimal separator is determined by the current culture (regional) settings.

If the ',' character appears in the mask, thousand separators will be
inserted between each group of digits to the left of the decimal point as
defined by the culture (regional) settings.

If the '%' character appears in the mask, the value entered is divided by
100 when converted to the editor's value. So, if the '15 %' string is
entered, the stored value will be '0.15".

The percent character used is dependent upon the current culture. An
appropriate symbol is inserted in the edit box at the location where the '%'
symbol appears in the mask.

If the '%%' string appears in the mask, the entered value is not divided by
100 when it's converted to the editor's value. So, if the '15 %' string is
entered, the edit value will be '15'.

The percent character used is dependent upon the current culture. An
appropriate symbol is inserted in the edit box at the location where the '%'
symbol appears in the mask.

The character following the escape character is inserted into the edit box
literally. To display a backslash in the edit box the mask should contain the
\\' string.



; Section
separator

S Currency
character

Any other Literal
character character
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The ';' character is used to separate the masks for positive and negative
values.

The mask can contain two parts delimited by the ';' character. The first
part defines the mask for entering positive values; the second part
specifies a mask for entering negative values. An end-user can toggle the
value's sign by pressing the '-' key. In this case, depending upon the value's
sign, the value entered is automatically re-formatted using the appropriate
mask.

If the ";" character is followed by an empty string, the editor will not allow
end-users to enter negative values.

Defines the position of the currency symbol determined by the current
culture.

Any other characters that appear in the mask are inserted into the edit box
literally.

To display special characters in the edit box literally, they should be
preceded with the escape character ('\').

Note: If an editor's edit value is of the integer type, the editor only accepts integer values. An end-

user will not be able to enter a fractional part of a number, even if it's allowed by the editor's mask

End-User Capabilities

Numeric masks allow end-users to enter numeric values only. Text cannot be edited in this mask

mode.

e Pressing the '-' key changes the sign of the value being edited. The caret can be placed at any
position within the edit box.

e Pressing the Up-Arrow and Down-Arrow keys increments or decrements the digit to the left of

the caret's position. If the entire text is selected, pressing these keys increments or decrements
the digit to the left of the decimal point.

e Scrolling the mouse wheel increments or decrements the digit to the left of the caret's position.

f

the entire text is selected, scrolling the mouse wheel increments or decrements the digit to the

left of the decimal point.

Examples

The following are examples of custom numeric masks. See the table in the Predefined Masks sub-section

for examples of predefined masks.

1. A mask for entering a real number which has a maximum of 4 digits to the left of the decimal

point: #,##0.00
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Groups of three digits will be separated using thousand separators. The fractional part of the value will
always contain two digits.

| 3,080,560 | (Stored Value = 30806)

| -3,080.60 | (Stored Value = -3080.6)

2. The same mask for positive values. Negative values will be enclosed with double angle brackets:
#,##0.00; < <#,##0.00> >

<<3,080.60>> | (Stored Value = -3080.6)

Note: When a numeric\integer input mask is enabled, any new attributes that are indexed will NOT
store the mask characters along with the data. Historical data that has already been indexed before
the mask was created will have the mask applied when displaying the fields but the underlying data
will NOT remain unchanged.
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List Attribute

The “List” attribute data type screen is a bit different from the other data types. In the screenshot
below, the “List” data type has been selected for the new attribute name, “Status”.

 Add New Attribute (==

Attribute Name: |Status |

Data Type Description

@ Text List-based attributes allow you to select an item from a list of choices you define. Items can
3 optionally be defined as a category and subcategory, separated by a backslash (V).
(7 Numeric Examples:
; A list of customers, from which you can choose Mary, Joe or Bob.
A list of cities, from which you can choose London, Tokyo or Paris.
A list of college courses such as the following:

® Integer

: Math\Algebra
() Date & Time Math\Calculus
2 Science\Biology
() TrueFalse from which you could then choose Math, then Algebra, or choose Science, then Biology.

Once this data type is selected, the “Options” section changes as illustrated below. List-based attributes
allow you to select an item from a list of choices you define such as the example displayed. By default
each list item is enabled. Deselecting this checkbox will remove that item from the list shown during
indexing but will leave it available for searching previously indexed documents.

Options
Name Enabled Default Value | ¥
[Required
Pending | 77777‘ []Indlude in filename
C t | [ |
: P,"’R'e e I .. | []1tems are of the form Category\Subcategory
Incomplete 1 ‘
Remove Item
Test some input for storage in this Data Type: [ I Test

Note: The test area does NOT apply to the “List” and “True/False” data types.
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Category\Subcategory List Attribute Type

The List attribute includes an option called Category\Subcategory. If this option is enabled, list items will
be shown in a hierarchical view where the subcategory changes based on the chosen category. For this
to function properly, category and subcategory items must be separated by the backslash (\) character.

Meodify Attribute
Attribute Name: |
Data Type Description
Text List-based attributes allow you to select an item from a list of choices you defini
£ optionally be defined as a category and subcategory, separated by a ba
MNumeric Examples:
o A list of customers, from which you can choose Mary, Joe or Bob.
(@) List A list of dties, from which you can choose London, Tokyo or Paris.
A list of college courses such as the following:
Int
L= Math\Algebra
Date & Time Math\Calculus
Fal Science\Biology
True/False from which you could then choose Math, then Algebra, or choose Scien
Cptions
MName Enabled | Default Value
Click here to add a new row _| [Crequired
FloridaMaitland || [Cindude in filename
Florida\Orland,
orida\Orlanda Items are of the form Category\Subcate
Florida\Winter Springs
- | |Remove Item
TawaeiNzlze [l

In the example below, Category shows the entry to the left of the ‘\" and the Subcategory shows what is
to the right of the ‘\'. If this option is checked and entries are populated in the list options, users will be
able to choose from a list of categories and subcategories like states\cities (i.e. Florida\Orlando).

Location

- %

Category:
Flarida -

Subcategory:

Subcategory
Maitland
Orlando
Winter Springs

Location
Florida'Orlando ivow
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It may be beneficial for users to assign multiple attributes to each Document Type; this equips users to
search for documents in ImageQuest more efficiently. In the following example, we are creating a new
document type called “Health History”. The Administrator may check the box, “Show All Attributes,” to
determine if any existing attributes apply to the new document type. The screenshot below shows the
existing attribute “Patient Name” is checked, assigning it to the “Health History” document type.

Add New Document Type

=

|Name: |Healﬂ'| History

Allow users access to this document type by default.

Allow these documents to be processed by FullText OCR.

The list below shows popular attributes that appear on many of
your current Document Types, Use the Show All Attributes
option to indude all available attributes in the list. Check the
attributes you would like to assign to this new Document Type.

Show All Attributes

[ Select All ] [ Unselect Al ]

[] Moise Maker

DNotes
[ Party Ha

il Patient Name

PayerMame
[CIPHz
|:| Project #
[7] rental Time
[T state

e

lm

1

][ Cancel ]

Note: When creating a new document type, any existing attribute that is associated with at least 80%
of existing document types will automatically be selected for assignment to the new document type.
Choose "Show All Attributes" to view all of the existing attributes defined in the system, and use the
check boxes next to each attribute to select if that attribute is assigned to the document type.
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Existing attributes can also be assigned from the document types tab by highlighting a document type,
clicking the drop down arrow, highlighting an attribute and clicking the “Assign” button as illustrated
below.

Allow users access to this document type by default. f

4
| Assign |w

Assign attribute to Appointments

Reguired  Defau
InvoiceAmount .
InvoiceDate
MipAddress E Mo
MfpDisplayMame £ | Mo
MfpHostMame =
MfpInputUser b

Editing, Removing and Reordering Attributes

There may come a time when attributes have to be renamed or removed from certain document types.

In the Document Type, “Health History,” you will see the list of attributes to its right as illustrated below.
The attribute, “Patient Name,” for example, needs to be renamed; the “Edit” attribute feature allows
you to modify certain attribute options. To edit the attribute, double-click it or highlight the attribute
name, right-click on it and select “Edit” from the menu.

Manage Document Types
Document Types |Attributes|
Add... ] [ Edit... ] Allow users access to this document type by default.
Agency Reports Assign attribute to Health History
Check | |v] [ assian | [ AddNew Attribute... |
Company Letterheads
Contract Name Data Type Required Default Minimum Maximum
Inbound Fax i - 1% Edit
invoce rosret itz RGN
) emove
Medical Record — % remove ChrlH-Al+HR.
MFP Scan Move Down
Duﬂ:ounddFax Maovee: Dowen Cte+D
5u r
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In the screenshot below, the original attribute name, “Patient Name,” is displayed.

Modify Attribute
Attribute Name: |
Data Type Description
@) Text Text attributes can store a combination of letters, numbers and punctuation, such as
@) ex descriptions, sodal security numbers, phone numbers, alpha-numeric account numbers, ar
Mumeric any numbers that begin with leading zeros.
) Examples:
List 003-RECO208
123-456-7890
Int
R {407) 555-1212
Date & Time 0a7
True False
Oiptions

Wi

To rename this attribute, highlight the original name and type in the new name, “Patient Profile,” as

shown below; click “OK”.

Modify Attribute

}lttribute Mame: |Patient Profilel I

Data Type Description
B Text Text attributes can store a combination of letters, numbers a
descriptions, sodal security numbers, phone numbers, alpha-nuj
Mumeric any numbers that begin with leading zeros,
) Examples:
List 003-RBCOS08
123-456-7890
It
G (407) 555-1212

Date & Time oo7

True,False

Note: The option fields can be modified, but the data type cannot be modified.

Now you will see the update in the attribute list for the Document Type “Health History” in the

document types tab as shown on the following page.
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Manage Document Types

Document Types |A1:t|-ibutes|

Add... l [ Edit... l Allow users access to this document type by default.

Agency Reports Assign attribute to Health History

Check |

| 7| [ assian | [ AddNew attribute...

Company Letterheads

Contract

Health Histary h

Inbound Fax
Invoice

Patient Health Insurance Provider | Text

Data Type Required Default Minimum Maximum

Medical Record
MEP Scan

Attributes can be unassigned or removed from Document Types. For example, attribute “Patient Health
Insurance Provider” is no longer needed for Document Type “Health History”. Select the Document
Type, right-click the attribute and select “Remove” from the menu. See below.

Manage Document Types

Document Types |Attribuhes|

Add... ] [ Edit... ] Allow users access to this document type by default.
Agency Reports Assign attribute to Health History
Chedk | || [ assign | [ addNew attribute...
Company Letterheads
Contract Mame Data Type Required Default Minimum  Maximurs
Health History .

Invoice

Medical Record Edit Ctrl+E
MFP Scan x Remove Ctrl+Alt+R
Outbound Fax

Supply Order N
W
-ﬂ* H.

The dialogue box, “Confirmation,” below appears to ensure the Administrator wants to remove the
selected attribute. If so, click “Yes”. The Document Type, “Health History,” will now have only one

attribute: “Patient Profile”, for indexing.

Confirmation

=% Are you sure you wish to remove Patient Health Insurance Provider
W' from the Health History docurment type?

%2

ves | [ Mo
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Attributes can also be reordered for indexing purposes on the document type level. By default, the
attributes are displayed in the order in which they were assigned to the document type. It may make
more sense to have the attributes in a specific order, for example Street, City, State, and Zip. If thereis a
need to reorder attributes, right-click an attribute and select “Move Up” or “Move Down” from the
menu.

Manage Document Types

Document Types | Attributes |

Add... ] [ Edit... ] Allow users access to this document type by default.

Agency Reports Assign attribute to Medical Record
Check |
Company Letterheads
Contract

Health History
Inbound Fax

Invoice

Medical Record Appointment Date and Time | Date & 7—- '~

MFP Scan g Edit Ctrl+E
Outbound Fax @

.quw % Remowve Ctrl+4Alt+R
Move Up Ctrl+U
Move Down  Ctrl+D

|| [ Assign | [ AddNew Atmibute...

Mame Data Type Required Default Minimum Maximum Inclygs

Location

Editing and Removing Document Types

To edit a Document Type, right-click the Document Type and select “Edit” in the menu as shown below.
The “Modify Document Type” window will appear with the Document Type name highlighted. For
example, the Document Type “Health History” is being modified here. Type in the new title, “Patient
Health Record”, and optionally check the box to allow all users to access this Document Type by default.
Click “OK”.

7
Manage Document Types
Document Types |Attributes|
Add... ] l Edit... ] Allow users access to this document type
Agency Reports Assign attnibute to Health History
Chedk | v|
Company Letterhea .
Contract Medify Document Type
3 Delete  Ctrl4D
Inbo I Edit x . Name: |Patient Health Record| |
Invoic 3¢ Delete  Ctrl+D atient Heakh Allow users access to this document type by default,

Medicarrerorer

MFF Scan

Allow these documents to be processed by FulText OCR.

OK ] l Cancel
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Once you click “OK”, you will see that “Health History” has been renamed to “Patient Health Record.

Manage Document Types

Document Types |Attributes |

Add... ] [ Edit. .. ] Allow users access to this document type by default.
Agency Reparts Assign attribute to Patient Health Record

Check |
Company Letterheads
Contract

Inbound Fax

Invoice

Medical Record

MFP Scan
Outbound Fax
Patient Health Record

Supply Order
oyl

[~] [ assign | [ Addnew Attibute...

Data Type Required Default Minimum Maximum

To delete a Document Type, locate it in the “Document Types” tab, right-click on it and select “Delete”
in the menu as shown below. The Document Type, “Invoice”, is being deleted.

Manage Document Types

Document Types |.A1:tribute5 |

Add... ] [ Edit... ] [ Allow users access to this document type by default. }

Agency Reports Assign attribute to Invoice
Chedk | [ 7] [ assian | [ Addnew attiby
Company Letterheads
Contract Mame Data Type Required Default Minimum Maximum
Inbound Fax :
. Invoice # Text Mo
Medic Df Edit Ctrl+E Customer Mumber Text Mo
MFP 9 §¢ Delete Ctrl+D Customer Name Text Mo
CutboURd Fax Invaice Priori List M
malm nvgice Prior] iz o
\ B

The dialogue box, “Confirmation” appears to ensure that the Administrator desires to delete the
selected Document Type, “Invoice” as noted below. Click “Yes”.

Confirmation 2

.

Note: If a Document Type or Attribute is in use by one or more existing documents, they cannot be
deleted. This also includes documents that have been flagged as deleted.
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Manage Document Groups

Document Groups allow the Administrator 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.

Click Manage Document Groups as displayed below to Add, Edit or Delete Document Groups.

% IQadministrator EI@

File Help | Select Cabinet: ImageQuest -

Manage Document Groups

uest -~
ATTEIEIEL - & Create Document Groups to manage the access users and roles have to documents in the Cabinet. Document Groups can be used to
organize your documents and control access to them in addition to the permissions available on the Document Type.

.55 Manage Users and Roles

I8 Manage Document Types Document Groups and Permissions

T
|-_ Manage Document Groups Manage your existing Document Groups in the list below. Click the Edit [ — ] [ Edit... ] [ Delete ]
H} saved Queries button or double-didk an item to modify permissions.

E;ﬂ Document Destruction Rules D B S

¢ Destroy Deleted Documents Default Public Group: | - |
A OCR Settings

Eﬁ-j Attribute Lookup Configuration
i;;) Notification Rules

& Workflow Settings

& workflow Definitions

|_§§ Manage File Storage

[F¥ configure IQfolder

Name Roles Users

To create a new Document Group, click “New” to open the “Add Document Group” window as shown
below. The window contains the “Document Group Name” field and two lists, one for all current
ImageQuest “Roles” and one for all current ImageQuest “Users”.
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Manage Document Groups

Create Document Groups to manage the access users and roles have to documents in the Cabinet. Document Groups can be used to organize your documents and control access to them in addition to the permissions
available on the Document Type.

Document Groups and Permissions

Manage your existing Document Groups in the list below. Click the Edit button or double-click an item to modify permissions. [ New... ] [ Edit... ] l Delete ]

Document Group is Required

Default Public Group: ‘ @ v ‘

Name Roles Users

f

" Add Document Group

Document Group Name || |

[ This document group is public (all users have access)

Select the Roles and Users that are allowed access to this Document Group. This will
allow users to add documents to this Document Group and search for documents in
this Document Group.

Roles Users
Il Adminstrator
"] sales |

|| dogden

[ jsmith

[ tjones

For example, a company receives invoices from three cities: Atlanta, Orlando and Phoenix. Each of these
cities has a Sales Manager assigned to it. Only the Sales Manager and the company’s CFO are allowed
access to the Invoice documents in the Cabinet for each location. The Administrator can create a

Document Group for each location and add the assigned Sales Manager and the CFO to the group to
accommodate this need.

Note: The list of users in each document group must also include the user assigned to indexing
incoming documents. By including this user in each group, the indexer is able to assign incoming
documents to their respective group.
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In the screenshot below, “ORL” is entered in the “Document Group Name” field. The Sales Manager
“Bjones”, the CFO “dogden” and the indexer “tjones” are selected in the “User” list. Note that each user
selected receives a check in the box to the left of their name to confirm the selection. Click “OK” to add
the new group to the Document Groups and Permissions list. Clicking “Cancel” will close the “Add
Document Group” window and the group will not be created.

“ —]

" Add Document Group

Document Group Name [ORL ‘

[] This document group is public (all users have access)

Select the Roles and Users that are allowed access to this Document Group. This will
allow users to add documents to this Document Group and search for documents in
this Document Group.

Roles Users
[] Administrator
(] sales [¥] Bjones

[¥] dogden

(7] jsmith

tones

OK ] [ Cancel

The Document Groups and Permissions list will show each group that has been added and displays the
group “Name” and the names of the “Roles” and “Users” that are members of the group as seen on the
following page. “ORL” is listed under “Name” and “Bjones”, “dogden”, and “tjones” are listed under
“Users”. These are the only Users that are able to assign Invoices to the “ORL” group or search for
documents assigned to the “ORL” group.
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ﬁ IQadministrator - - -

File Help | Select Cabinet: ImageQuest -

Manage Document Groups

Create Document Groups to manage the access users and roles have to documents in the Cabinet. Document Groups can be used to
organize your documents and control access to them in addition to the permissions available on the Document Type.

&% Manage Users and Roles

@ Manage Document Types Document Groups and Permissions
2]

Manage Document Groups Manage your existing Document Groups in the list below. Click the Edit [ New. .. ] [ Edit... ] [ Deleta ]
*{} saved Queries button or double-dick an item to modify permissions.

Document Group is Required
Iﬁ] Document Destruction Rules 0 5 .

x Destroy Deleted Documents Default Public Group: | - |
A OCR Settings

@ Attribute Lookup Configuration
ﬁ Notification Rules

& Workflow Settings

#h Workflow Definitions

@ Manage File Storage

[f‘ﬁ." Configure IQfolder

Name Roles Users

U PHX Administrataor, tjones, Bjones

To edit a Document Group, double-click the group “Name” or select the group and click “Edit” to open
the “Edit Document Group” window. See below. In this window, you can change the “Document Group
Name” or add or remove Roles or Users in the group.

Document Group Name IORL I

This document group is public (all users have access)

Select the Roles and Users that are allowed access to this Document Group. This will
allow users to add documents to this Document Group and search for documents in

this Document Group.
Roles Users
@ ar/AR B Administrator
Sales Bjones
dogden
jsmith
tjones

Lok J[ conce
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" Edit Document Group

Document Group Name ]ORL

[] This document group is public (all users have access)

Users

(7] jsmith
tjones

Select the Roles and Users that are allowed access to this Document Group. This will

allow users to add documents to this Document Group and search for documents in
this Document Group.

[ Administrator
Bjones

dogden

[ concel |

Once all edits are made, click “OK” to save the changes and update the Document Groups and
Permissions list as shown below. Clicking “Cancel” will close the “Edit Document Group” window and

the changes will not be saved.

Manage Document Groups

available on the Document Type.

Document Groups and Permissions

Manage your existing Document Groups in the list below. Click the Edit button or double-dick an item to modify permissions.

Create Document Groups to manage the access users and roles have to documents in the Cabinet. Document Groups can be used to organize your documents and control access to them in addition to the permissions

Delete

| Document Group is Required
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When a Document Group Name is changed, any documents already assigned to the group will be
updated to reflect the new Document Group Name. When Users or Roles are removed from a group,
they will no longer have access to any documents that are or were assigned to the group.

To delete a Document Group, highlight the row in the Document Groups and Permissions list and click
“Delete”. A “Delete Confirmation” dialogue box will ask to confirm the deletion. Click “Yes” to delete
the Document Group or “No” to retain the Document Group.

Manage Document Groups

Create Document Groups to manage the access users and roles have to documents in the Cabinet. Document Groups can be used to organize your documents and control access to them in addition to the permissions
available on the Document Type.

Document Groups and Permissions

Manage your existing Document Groups in the list below. Click the Edit button or double-click an item to modify permissions. [ New l [ Edit... ] |_pelete |

Default Public Group: ‘ [3' |

Name Roles Users

Bjones, dogden, jsmith
I' ORL AP/AR Bjones, dogden., tjones
Bjones, Administrator, tiones

Delete Confirmation 22

\0\ Are you sure you wish to delete the ORL Document Group?

I Yes I [ No

A Document Group cannot be deleted if one or more documents are assigned to the group. If the
Administrator attempts to delete a group that has documents assigned, an error dialogue box is
displayed and it includes the number of documents currently assigned to the group. These documents
must be edited to change or remove the group assignment before the Document Group can be deleted.

There is no limit to the number of Document Groups that can be created or Users or Roles that can be
added to each group. In addition, the same Users and Roles can be added to multiple Document Groups
and there is no limit to the number of groups they can be added to.
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Document groups can be configured as public groups which gives everyone access to the documents in
that group (assuming the user has document type permissions). There is also an option to require a
document group be selected when indexing a document.

Document Groups and Permissions

Manage your existing Document Groups in the list below. Click the Edit Mew. . Edit... Delete
button or double-dick an item to modify permissions.
v"' Document Group is Required

Default Public Group:  Public Group " ow
MName | Roles | |Isers
¥ Confidential Document Admin Role
¥ Public Group (Al Roles) (All Users)

Please see the ImageQuest 11.3 User’s Guide for more information on how to add and search for
documents assigned to Document Groups.
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Saved Queries

ImageQuest provides a way for the Administrator to define saved searches that users may use
frequently. A list of frequent searches with their corresponding attribute index fields gives users a
shortcut to locate documents.

Saved Queries use the Parameterized ImageQuest Query Language (PIQQL), pronounced Pickle,
developed by Informa Software. The PIQQL syntax used to execute queries is similar in form to
Transact-SQL. Specifically, it takes on the same basic structure as the WHERE clause of a Transact-SQL
query. However, PIQQL is not designed to be a fully-featured data querying language; its purpose is to
mimic the search capabilities provided by the IQ end-user applications. This means that PIQQL does not
support certain features of a native database query language. In particular, PIQQL does not support
nested queries, Attribute to Attribute comparisons, or embedded expressions. A color coded definition
of the PIQQL query syntax is described below.

Symbol Definition
Query Criteria | “(“ Query “)” (“AND” | “OR”) “(” Criteria “)”
Criteria Attribute Operator Value | Attribute “IN” “(“ ValueSet “)”
Attribute ““ attribute name “]”
Operator S I N e N R R

Value “NULL" | | ParameterPrompt

ValueSet | ValueSet “,”

“ru ouro
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o, n “ }I ”

ParameterPrompt “{" attribute name “:

The actual value of the Attribute, for example an actual invoice number.

attribute name The actual name of the Attribute as defined in IQadministrator

The text that appears on the client search screen, for example, Enter an
invoice number.

In practice, the PIQQL query is simply a string of comparisons of the form [Attribute] = ‘Value’, which can
be optionally connected by the boolean AND and OR operators. Parenthesis are optional, but can be
used around any part of an PIQQL query that would itself be a valid standalone query, in order to
enforce proper grouping of the boolean operations. Literal values that are numeric constants do not
require the enclosing quotation marks, but they are always valid. (For non-text Attributes, you must
ensure that the literal value can be converted to the proper type, or the query parser will generate an
exception.) The one exception to this rule occurs with sets of numeric values within a ValueSet; the
PIQQL parser currently rejects a ValueSet for an IN statement if the Values are not contained within
quotations.

Next to the “Select Query” field, click “New” to create a new query.

Saved Queries

]
select Query | | i I MNew Remove

Name | |

NOTE: All attribute names used in a saved query are case sensitive.

Query -

Check Syntax Cancel
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The screenshot below demonstrates a sample query. For instance, the attribute “Client ID” is used

frequently; therefore, a saved query may be helpful to the user to locate documents easily. The query
syntax is highlighted and entered as [Client ID] = {?Client ID: }. Clicking the “Check
Syntax” button will display the “Parameter Prompt” window.

Saved Queries

Select Query | | '| Mew Remave

Name |ClientID Search |

NOTF: &)l attribute names used in 8 saved query are case sensitive,

|Query [Client ID] = ‘{?Client ID: Enter the Client ID}" |

Enter a test string as shown below and then click “OK”.

*{} Check Syntax o] @ |

Flease supply values for the following guery parameters:

Enter the Client I |SD

I OK ] [ Cancel
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The dialogue box, “Check Syntax,” will inform the Administrator that the query validated successfully as

noted below.

Check Syntax @

Query validated successfully.

The Administrator is returned to the Saved Queries screen. Click “Save”.

See below for other syntax examples for creating new queries.

Query Syntax Example

Result

[Employee Number] = '{?Employee Number:

}I

Prompts the user to enter an employee number
and searches across all Document Types for that
value

[ ] IN ("W-4', 'Form 1-9') AND

Y)

([Employee Number] = '{?Employee Number:

Prompts the user to enter an employee number
and searches only the W-4 and Form I-9 document
types for that value

Note: To execute a Saved Query, see the ImageQuest User’s Guide.

Note: Document type names and attribute names are case sensitive in a Saved Query.
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Document Destruction Rules

Document Destruction Rules allow the administrator to create rules to destroy any or all ImageQuest
documents, deleted or not, by Document Type, age and/or custom query. This feature can be useful for
organizations that, due to document retention requirements, must destroy certain documents when the
retention period has terminated. See below.

Document Destruction Rules

General |History

Document destruction rules listed below can be modified or previewed using the buttons below the grid. To destroy documents
that a rule applies to, dick on the Preview. .. button and in the window that appears dick one of the Destroy™ buttons.

77 Mew Rule

Mame Destroy documents o... Document age at...  Incuded Document Types

I Details... l [ Preview... ] [% Delete Rule [}

Click “New Rule” to open the Add Document Destruction Rule dialog.
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Type a meaningful name in the “Name” field and select which Document Type(s) apply to the rule. In
the “Destroy documents that are older than” section, change the numeric value and select “Days” or
“Years” from the drop-down and then select an ImageQuest Date & Time attribute from the drop-down
list in the “Determine document age using attribute” section.

-

Add Document Destruction Rule @

Rule Details

Mame:

Document Types: Select Al ] [ Clear ]

[| Employes Record
|:| Invoice

[ MFP Scan

[] Purchase Order

Destroy documents that are older than: |' | |'fears | - |

Determine document age using attribute: |CreateDatET|mE | - |

o) o ]

For example, the administrator wants to create a new rule to destroy all ImageQuest Employee Records
where InactiveDate is older than 1 year and Active = “False”.

The administrator enters “Destroy Inactive Employee Files” for the Name and selects Document Type
“Employee Record”. The “Destroy documents that are older than:” value is changed to “1”, “Years” is
selected from the drop-down and “InactiveDate” is selected from the “Determine document age using
attribute” section.

The administrator then clicks “Advanced” to add additional criteria to the rule.

The Advanced section allows the administrator to add an IQQL (ImageQuest Query Language) query for
the additional criteria.

78



ImageQuest Administrator’s Guide 11.3

In the example below, the administrator enters “Active=False” so the rule will only apply to Employee
Files where the value for attribute Active is False. After the configuration of the rule is complete, click
“OK” to save the new rule.

"~ "

Add Document Destruction Rule @

Rule Details

Marme:

|Destr|:n,f Inactive Employes Files |

Document Types: Select All ] [ Clear ]
[ Employee

[C] Invoice
[ MFP Scan
[7] Purchase Order

Destroy documents that are older than: | 1 | |Tears | - |

Determine document age using attribute: |Ina|:ti'-f'EDatE | - |

Specify additional criteria for documents to be destroyed using IQQL.

Leotive=False &

o] (oo
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The rule will be listed in the General tab and the administrator can click “Details” to view and/or modify
the rule configuration, “Delete Rule” to delete the rule or “Preview” to preview and perform the actual
document destruction.

Document Destruction Rules

General |History

Document destruction rules listed below can be modified or previewed using the buttons below the arid. To destroy documents
that a rule applies to, click on the Preview... button and in the window that appears click one of the Destroy” buttons,

"7 Mew Rule

Destroy documents o... Document age at... Included Document Types

InactiveDate

troy Inactive Employee Files 1Years

Employee Record

[@ Details... ] [ Preview... ]

[x Delete Rule
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In this example, the administrator will run the “Destroy Inactive Employee Files” rule.

The administrator selects the rule in the list and the selects “Preview”. A message box will appear
asking the administrator to confirm they wish to load the preview. Clicking “Yes” will load the Preview
Window. Clicking “No” returns the administrator to the Document Destruction screen.

For this example, the administrator clicks “Yes”.

-

Preview Documents 3

& The Destroy Inactive Employee Files rule may cover a large number of
¥ documents which can take several minutes to display, Are you sure
you wish to lcad the preview for this rule?

ves || Ne

The “Preview Documents” window loads and includes the rule name in the title bar. The example below
displays 7 documents. At this point, the administrator has a few different options:

“Destroy All” will permanently destroy all the documents displayed in the grid.
“Destroy Selected” will permanently destroy only the documents highlighted (selected) in the grid.

The “Refresh” button refreshes the current display. The “Print” button allows the administrator to print
the grid if needed. Clicking “x” will close the Preview Documents window. None of these actions will
destroy any documents.

For this example, the administrator will select “Destroy All”.

Preview Documents [Destroy Inactive Employee Files] [= '@
Refresh  Destroy All  Destroy Selected  Print
Drag a column header here to group by that column
% 1,_1 .@ El CreateD... DocumentType RoutedTo FirstName Lasthame Inactive... Active PageCoul
m 7. | g8 11/8/2010... Employes Record \ Steve Carter ofsf2008 [ ”
@ t 11/8/2010 ... |Employee Record Henry Myers 9f1f2009 |:|
@ T |11/8/2010 ... |Employee Record David Davis [}
@ T [11/8/2010 ... |Employee Record Timathy Tyler [}
@ T |11/8/2010 ... |Employee Record Bob Stephens j2009 =
@ T [11/8/2010 ... |Employee Record Fred Lyon 9/2f2009 [}
@ T |11/8/2010 ... |Employee Record Glen Lehman 9f27/200% |
4 m (2
Results: 7 of 7
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When the administrator selects “Destroy All” or “Destroy Selected”, the message below is displayed.

Perrmanently Destroy £

The destroy cperation is permanent and cannot be undone, You must
! % be absclutely certain that the documents to be destroved are no longer
needed in the system before continuing with this cperaticn.

Areyou sure you wish to continue?

Yes | l Mo

Click “Yes” to continue and perform the operation.

Click “No” to cancel the operation and return to the Preview Documents window and none of the
documents will be destroyed.

For this example, the administrator selects “Yes”.
When the operation is complete, the Preview Window will display the results.

The “Destroy All” selection destroyed all 7 documents in the grid, so the Preview Window has 0
documents to display. If the administrator had selected 4 of the 7 documents and chose “Destroy
Selected”, the Preview Window would display the remaining 3 documents once the operation was
complete.
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The History tab contains a history entry for each Destroy Deleted Documents operation performed and
includes the RunDateTime, Rule, Username and Results columns. The IQQL query used for the

operation is also displayed. The administrator can select an entry in the grid to view the details for the
History entry.

Document Destruction Rules

General | History
Rule execution history

RunDateTime | Rule Uzername Results
11/8/2010 4:13:0... |I3hastrc:n,-I Inactive Employee Files DEVELCPMEMT \Administr. .. |? selected, 7 destroyed, 0 failed

DocumentType IN {'Employvee Record') AND (Active=False) AND {[InactiveDate] «=
11/8/2010 3:11: 1., |[SYSTEr~"I] - Destroy deleted documents | DEVELOPMEMT \Administr. .. | 7 selected, 7 destroved, 0 failed
([Deleted] = True) AND ([CreateDateTime] «= "'11,/1,/2010 3:11:15 PM')

=1

History entry details

RunDatEﬁme:|11f8f2010 4:13:05 PM

Rule: |D~=_'5tr|:|5.r Inactive Employes Files

|sername: |DE‘u‘ELGF'r.'IEhT'-._-1cIT1' nistrator on WIN7XG64E

Details: DocumentType IN ('Employee Record') AND ([Active=False) AND ([InactiveDate] L
<= '11/8/2009 4:13:05 PM')

Results: |? selected, 7 destroyed, 0 failed

“““‘“*""“#Mh“ PR P R Sy

Note: The administrator can preview documents to be destroyed in IQadministrator from any

machine, but the actual Destroy operation can only be performed from IQadministrator on the
ImageQuest server.
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Destroy Deleted Documents

ImageQuest has the following feature: Destroy Deleted Documents, which allow documents and related
data to be permanently “destroyed”. When document destruction is performed on a group of
documents, the documents and document data are physically and permanently destroyed. Destroyed
documents can longer be accessed in ImageQuest and also cannot be restored.

Destroy Deleted Documents allows the administrator to permanently destroy all or certain documents
that have been flagged as “Deleted” in ImageQuest.

Destroy Deleted Documents

Destroying deleted documents will permanently destroy all documents that have been marked as deleted in the
system according to the criteria spedified below, This cannot be undone and will result in permanent data loss.
Flease ensure that all documents marked as deleted which meet the criteria specified here can be safely
destroyed before taking this action.

Choose an option

@ Destroy deleted documents that were created n ago,
Destroy all deleted documents in the system,

Rule execution history

RunDateTime = Rule Username Results

History entry details

RunDateTime: |

Rule: |

Mﬂmwwh@u» e YRS

Username: |

Details:

1 »

Results: |
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The “Choose an option” section allows the administrator to determine which deleted documents can be
destroyed: documents created a certain number or Days\Years ago or all deleted documents in the
ImageQuest system.

The “Destroy deleted documents that were created... ago.” option is based on the ImageQuest
“CreateDateTime” system attribute assigned to a document. The administrator can change the numeric
value and select “Days” or “Years” so the ImageQuest system will know how far back to search for
Deleted documents.

In the example below, the administrator wants to destroy all deleted documents that were created 7
days ago. The administrator selects the “Destroy deleted documents that were created... ago” option,
enters “7” in the numeric field and selects “Days” from the drop-down.

Destroy Deleted Documents

Destroying deleted documents will permanently destroy all documents that have been marked as deleted in the
system according to the criteria specified below. This cannot be undone and will result in permanent data loss,
Flease ensure that all documents marked as deleted which meet the criteria specified here can be safely
destroyed before taking this action.

Choose an option

@ Destroy deleted documents that were created |' | |Da~r-s | v| ago.

Destroy all deleted documents in the system,

SR R S R e .‘.nax..._,l“"- T SRR T S ORI T TR T N R

The administrator can then click “Preview” to open the “Preview Documents” window to see all the
documents flagged as deleted that meet the criteria. The example on the following page displays 7
documents. At this point, the administrator has a few different options:

“Destroy All” will permanently destroy all the documents displayed in the grid.

“Destroy Selected” will permanently destroy only the documents highlighted (selected) in the grid. The
administrator can hold down the CTRL key to select multiple documents.

The “Refresh” button refreshes the current display.
The “Print” button allows the administrator to print the grid if needed.

Clicking “x” will close the Preview Documents window and will not destroy any documents.
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For this example, the administrator will select “Destroy All”.

Preview Documents [[SYSTEM] - Destroy deleted documents] [[= |@

@ X I ©

Refresh  Destroy Al Destroy Selected  Print

-llmderfﬂelmgupbvﬁﬂatmlumn

x Ll @ |E| CreateDat... PageCount Documen... RoutedTo Department  LastMame Firsthame
% %4 11/1/2010 3. 0| Employee HR Smith John

x -E 11/1/2010 3i... 0|Employee Customer 5... | Taylor Ray

3{ ,@ "i 1112010 3i... 0|Employee AP Michaels Paula

3{ @ -E 11/1/2010 3i... 0| Employee Customer 5... |Parks Jeff

?z @ 'E 1112010 3., 0|Employee HR Avis Terry

x @ -E 11/1/2010 3., 0| Employees AR Smyth Jane

b4 B | T |1y 3. 0| Employee ap Jones Rob

Results: 7 of 7

When the administrator selects “Destroy All” or “Destroy Selected”, the message below is displayed.
Click “Yes” to continue and perform the operation.

Click “No” to cancel the operation and return to the Preview Documents window and none of the
documents will be destroyed.

For this example, the administrator selects “Yes” to perform the document destruction.

s "

Permanently Destroy 2= |

The destroy cperation is permanent and cannot be undene, You must
i ke absolutely certain that the documents to be destroyed are no longer
needed in the system before continuing with this cperation,

Are you sure you wish to continue?

ves || Ne
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When the operation is complete, the Preview Window will display the results.

The “Destroy All” selection destroyed all 7 documents in the grid, so the Preview Window has 0
documents to display. If the administrator had selected 4 of the 7 documents and chose “Destroy
Selected”, the Preview Window would display the remaining 3 documents once the operation was

complete.

-

Preview Documents [[SYSTEM] - Destroy deleted documents]

@ X [ ©

Refresh  Destroy All - Destroy Selected  Print

Drag a column header here to group by that column

% ‘L__L .@ |Z| CreateDat... PageCount Documen...

RoutedTo

Results: 0 of O
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The “Rule execution history” section contains the history of each Destroy Deleted Documents operation
performed and includes the RunDateTime, Rule, Username and Results columns. The IQQL query used
for the operation is also displayed. The administrator can select an entry in the grid to view the details
for the History entry.

Rule execution history

RunDateTime Rule |zername Results
11/8/2010 3:11:1... |[SYSTEM] - Destroy deleted documents | DEVELOPMENT \Administr. .. |7 selected, 7 destroyed, 0 failed
([Deleted] = Truel) AND ([CreateDateTime] «= "11/1/2010 3:11:15 PM")

History entry details
RunDateTime: |11,/8/2010 3:11:15 FM |

Rule: |:SYSTEM: - Destroy deleted documents |
Username: |DE*»-‘ELGPr-1EhT'-.Au:I*r'ir1'istratu:ur on WINTXG4E |
Details: ([Deleted] = True) AND ([CreateDateTime] <= "11,/1/2010 3:11:15 PM") -
Recylts: |? selected, 7 destroyed, 0 Tailed |

\.wh.,‘__%_“r\..qw.q‘. e AR — o -W"‘ \r‘- S ——

If “Destroy all deleted document in the system” is selected, the Preview Documents window will display
every document that is flagged as Deleted in ImageQuest. The administrator will have the same options
as shown in the previous examples and the Destroy Deleted Documents operation will be logged in the
history.

Note: The administrator can preview documents to be destroyed in IQadministrator from any
machine, but the actual Destroy operation can only be performed from IQadministrator on the
ImageQuest server.
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OCR Settings

OCR Settings allows the administrator to enable or disable OCR features and manage the IQ OCR and
Full Text Service.

OCR Settings
Management | OCR Queue | Fulltext/OCR Errors '

OCR. Settings Manage Service

Smart Indexing

- Service Status: Running
|| Enabled

(] Index First Page Only Start [ Stop J [ Restart ] ’ Refresh

Fulltext

(] Generate PDF Only

Preserve Original Orientation

To enable or disable Smart Indexing, Fulltext, or both; check or uncheck the appropriate box and click
llApply".

With Smart Indexing checked, you have the ability to use the Index First Page Only option. This will take
advantage of the Smart Indexing feature, but limit this feature to the first page of the batch of
documents. By default, this is uncheck or disabled and will perform Smart Indexing on the entire batch
of documents.

While the Fulltext checkbox is selected, you have the ability to select the Generate PDF Only option.

This leverages the OCR process to generate a PDF document from the image, without performing full-
text OCR results for keyword searches. The Fulltext feature also gives you an option to keep your original
document orientation by using the Preserve Original Orientation option. This can only be enabled if you
are NOT using the Smart Indexing feature.

The message below will appear notifying the administrator that the changes will not take effect until the
current OCR cycle is complete.
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-

Settings Applied @

OB Vour settings will not take effect until the current OCR cycleis
L' complete.

The Manage Service feature allows the ImageQuest Administrator to confirm the status of the IQ OCR
and Full Text Service and Stop, Start and Restart the service as needed. Client machines can also
manage the service remotely provided their Windows user account has permissions to start and stop
services on the ImageQuest server.

The OCR service benefits from multi-core, hyper-threaded and multi-CPU systems (up to 4 cores)
resulting in much faster processing times.
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There are two other tabs under the OCR settings menu (resulting in 3 total tabs under the OCR Settings
menu) : OCR Queue and Fulltext/OCR Errors. The OCR Queue shows the list of documents across all
ImageQuest cabinets that are waiting to be both Smart Indexed and Full-Text extracted with the
document currently being processed highlighted in yellow.

Double clicking on a row will launch the application associated with the file type allowing you to view
the image.

OCR Settings
Management| OCR Queues |Fu||te1¢tIDCR Errors|
(R —
Ordinal 7 OCR Type Cabinet DocumentType  FileType  PageCount  Size (MB)  CreateDateTime  Document Id
0| Smartindexing | ImageQuest | MFP Scan TIF 13 0.71| 1/24/2014 2:42 PM | bb435536-60b3-44c 2-59fc-c85fcat 5946¢
1| Smartindexing | ImageQuest | MFP Scan TIF 13 0.71] 1/24/2014 2:42 PM | aac30ec4-5688-42f2-976e-06d 1145ec74e
2| Smartindexing | ImageQuest | MFP Scan TIF 13 0.71] 1/24/2014 2:42 PM | 012938 14-db32-44fd-b53d-a22d7a23af71
3| smartIndexing | ImageQuest | MFP Scan TIF 13 0.71] 1/24/2014 2:42 PM | chca0def-2445-4288-aece-9doff7822992
4| Smartindexing | ImageQuest | MFP Scan TIF 13 0.71] 1/24/2014 2:42 PM | 82e66107-b6fc-4ba5-8 15848326042 24a1
5| SmartIndexing | ImageQuest | MFF Scan TIF 13 0.71|1/24/2014 2:42 PM | e48737658-f4cd-4518-9c39-782423c1d25b
6| Smartindexing | ImageQuest | MFP Scan TIF 13 0.71] 1/24/2014 2:42 PM | 499c486d-8655-483b-980a-c4 1de 2a8 2eec
7| SmartIndexing | ImageQuest | MFF Scan TIF 13 0.71]1/24/2014 2:42 PM | 12264427-40e8-4bca-bd0a-b8 1b244c2e 2e
8| Smartindexing | ImageQuest | MFP Scan TIF 9 0.51| 1/24/2014 2:42 PM | f6839c56-5a3-4c53-9968-15b 336 falef
9| Smartindexing | ImageQuest | MFP Scan TIF 9 0.51| 1/24/2014 2:42 PM | 05a9a592-19f6-4a35-8dff-30cd6e 56 1626
10| SmartIndexing | ImageQuest | MFP Scan TIF 9 0.51| 1/24/2014 2:42 PM | de6538 1d-fdb4-4c6b-b4fa-2dabbatb2b 4
11| Smartindexing | ImageQuest | MFP Scan TIF 9 0.51] 1/24/2014 2:42 PM | De3d&76d-494d-47a8-a3c6-F344cdDaatd4
12| SmartIndexing | ImageQuest | MFP Scan TIF 9 0.51|1/24/2014 2:42 PM | 84349076-3177-4047-951a-7b312fa3674b
13| Smartindexing | ImageQuest | MFP Scan TIF 9 0.51] 1/24/2014 2:42 PM | 56th 1d2a-a32f-4d0 1-bc7c-4396230037F7
14| SmartIndexing | ImageQuest | MFP Scan TIF 9 0.51] 1/24/2014 2:42 PM | 45cadca2-27a5-47ac-b086-d9eac9050783
15| Smartindexing | ImageQuest | MFP Scan TIF 9 0.51] 1/24/2014 2:42 PM | c5309977-7468-49e0-5316-e979e8 17e2ac
16| SmartIndexing | ImageQuest | MFP Scan TIF 5 0.08] 1/24/2014 2:42 PM | 4803b2dbc219-94d2d-82ae-0eb6 73232147
17| SmartIndexing | ImageQuest | MFP Scan TIF 5 0.08|1/24/2014 2:42 PM | 26472ca2-861b-4260-bb44-82b315766a62
13| SmartIndexing | ImageQuest | MFP Scan TIF 5 0.08] 1/24/2014 2:42 PM | 4f586480-17cf-4d53-b 16b-3c777ca lefan
19| Smartindexing | ImageQuest | MFP Scan TIF 5 0.08 | 1/24/2014 2:42 PM | 66 260675 58e-45fe-26dd-bb 25e9bc36ce
20| SmartIndexing | ImageQuest | MFP Scan TIF 5 0.08| 1/24/2014 2:42 PM | ec491d95-9ec6-445b-a88-a4cd9efd7d0c
21| SmartIndexing | ImageQuest | MFP Scan TIF 5 0.08 | 1/24/2014 2:42 PM | fd0639b5-9 1ch-4437-9577-4e 76642 23950
22| smartIndexing | ImageQuest | MFP Scan TIF 5 0.08| 1/24/2014 2:42 PM | b5227e 1f-bca7-4300-92d2-2f3e6a70fac3
23| Smartindexing | ImageQuest | MFP Scan TIF 5 0.08| 1/24/2014 2:42 PM | a0210e13-d9d3-42dd-85db-4d8eaaa3eba 1
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The “Fulltext/OCR Errors” tab shows a list of documents that have failed the OCR process for one reason
or another. Records in this view can also be double-clicked on to view the failed document. There is an
option at the bottom of the window to reprocess the selected documents which may or may not re-OCR
successfully depending on what the original error message was.

Faded Message
1206/2011 224524 PM | 1262011 245PM  OCR expart Faded: OCR Engine es1or code MG _SIZE_ERR] IMG_SIZE_EBRR: Non-supported il
flaee776-af35-4564-8c58-c 330255780 | Irvore TF 12/6/2011 2:44:32PM | 12/6/2011 2:44PM | OCR export Faled: OCR Engne error code [IMG_SIZE_ERR] IMG_SIZE_ERR: Non-supported i

S55balb1-1da3-958d-ad 14558 795 78  Irvoxs

[ Reprocess | W and dear (Cewr Selected| [ Cescmd | [ Refresh |
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Attribute Lookup Configuration

Attribute Lookup Configuration allows the ImageQuest administrator to configure and manage Attribute
Lookup settings from IQadministrator. This leverages an external data-source for retrieval of
information and cannot be used to update the originating data-source.

Note: Any lookups that were previously configured before upgrading to version 10.3 will need to be
reconfigured manually.

Attribute Lookup Configuration

|Create a new lookup configuration. .. | - |

Select an attribute name to modify or test the current attribute lookup configuration.
ey Figld: | | v|

QODEC Connection String

Query

Test

—

Inzert Token

Optional Field Mappings

Source Field Mame Attribute

x

Test Input

Test

Delete Save
T Sy M_‘-—-ﬁ‘m## PP e e e r—y

93



ImageQuest Administrator’s Guide 11.3

To create a new lookup, first select an ImageQuest Attribute to be used as the Keyfield. FirstName is
selected in the example below. Click OK to continue and to configure the lookup.

Create a new lookup configuration. .. | - |

Select an attribute from the list below and dick
QK to configure a lookup for the attribute.

City -
Department

DOE

Integer

Invoice Mumber

Invoice Amount

InvoiceMo &
LastMame

Murneric -

m

Next, select an ODBC Connection String for the data source from the drop-down. The list provides some
commonly used ODBC string templates that may be used. If you do not see an ODBC Connection string
for your type of database, one can manually be typed in.

QODBC Connection String

- Test
Driver={SQL Server};Server=SERVERMAME; Database =DATABASENAME;Uid=USERNAME;Pwd =PASSWORD; f
Driver={Microsaft ODBC for Oracle};Server=myServerAddress;Uid=myUsername;Pwd=myPassward; *
Driver={MySCL QDBC 3,51 Driver};Server =data,domain.com;Port=3306;Database =myDataBase; User =myUsername;Password =myPassword; Option=3; |
Driver={Microsoft Excel Driver [*.xls)};Driverld=7230;Dbg=C: \MyExcel. xls; DefaultDir=c: \mypath;

Driver={Microsoft Text Driver {%.txt; *.cev)};Dbg=c: \txtFilesFolder;Extensions =asc,csv, tab, txt;
Driver={Microsoft Access Driver {*.mdb)};Dbg=C:\mydatabase.mdb;Uid=Admin;Pwd=;
DSN=Dsn_Mame;UID=userid;PWD=password;

Configure the ODBC Connection String by providing the required parameters for the chosen connection
string. Click “Test” to test the connection and confirm it is valid and then click OK to continue.

"~ "

Test Connection @

s e

Connection string is valid
b -
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Enter the SQL query to be used by the Attribute Lookup to retrieve records from the data source. Click
the “Insert Token” button to add the keyfield to the select statement in the proper syntax. In the
example below, “[%FirstName%]” is added. The apostrophes are needed because the keyfield is a text
value and the extra percent to the right is needed because of the LIKE operator.

Query
SELECT FirstName, LastHame, DepartmentWame, 55H, SuperviscorMame OM Emplovee WHERE =

Firstlame Like "|E)@hssjucbii=y)s "

-

Insert Token

PRI S = EM Se s T N ST S PP mﬂxw

The Optional Field Mappings section allows the ImageQuest administrator to map a data source column
(Source Field Name) to an ImageQuest attribute (Attribute) if the names are not the same.

Optional Field Mappings

Source Field Mame Attribute
DepartmentiMame Department
SupervisorMame Supervisor

(] ] ]

The Test Input section provides the option to test the Attribute Lookup configuration. In the example
is entered to lookup any FirstName that begins with the letter j. Click “Test” to perform the

{o“n
J

below,
lookup.

Test Input
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The Attribute Lookup will perform the query on the source and provide a preview of the results. In this
example, the lookup by letter “j” returns four unique records. Click Close to close the results window
and click “Save” to save the Attribute Lookup Configuration.

L !

Attribute Lookup Results @
-I header here to group by that column
FirstMame LastMame Department S55M Supervisor
p Jeff Jones Client Services 937-65-4321 Jayne Smith
John Smith Software Devel... | 123-45-6739 Bob Thomas
John David Purchasing 234-55-7390 Mike Martin
James smyth HR. 098-758-5431 Carl Myers

Close
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Notification Rules
Notification rules allow the ImageQuest administrator to setup an e-mail alert mechanism when a
specified date attribute falls between today and a fixed number of days in the future, with optional

recurrences. Documents that meet this criteria will be placed in the IQ user or role’s Work Queue in
IQdesktop and an e-mail will be sent to the user(s) with a link to the document in WeblQ.

Notification Rules

MName Date Attribute Days Notice Days Recurring Message
Contract Expiration Expiration Date 120 15| This contract will expire in 120 days or less.
Invoice Payment Due | Inwoice Due Date 10

2| Invoice payment is due in 10 days or less,

97

[D Details... ] [% Delete Rule




ImageQuest Administrator’s Guide 11.3

To create a new rule, click the New Rule button. The following screen shows a sample rule which does
the following:

e Monitors the attribute called Expiration Date for documents that will expire within 120 days
from today’s date

e Sends an e-mail to all members of the Purchasing 1Q role with a link to the document in WeblQ

e Arecurring email will be sent to all members of the Purchasing 1Q role every 15 days after the
initial e-mail is sent.

e The document will be routed to the work queue for all members of the Purchasing IQ role

e This rule will only be triggered when the Document Type is equal to Contract and the Not
Renewing True/False attribute is not set to True.

Rule Details
Mame:
Confract Expiration
Apply to attribute: |Expiration Date -
Days notice: 120 :
Recur every 15 : days (0 for no recurrence)
MNotify: Purchasing (Role) -
Message

This contract will expire in 120 days or less,

Specify additional criteria for notification using IQQL

[DocumentType] = 'Contract’ and ([Mot Renewing] = 0 or [Not Renewing] =
NULL)

Advanced << oK Cancel

Note: Notification Rules will only be triggered when the attribute date is in the future. The
notification rule engine processes documents every 60 minutes from the time the 1Q application
service is started.

98



ImageQuest Administrator’s Guide 11.3

Workflow Settings*

Accounts Payable Workflow is an add-in to ImageQuest. Accounts Payable Workflow is designed to help
you capture invoice data necessary for approvals and voucher entry into your ERP or accounting system.
Data typically captured includes vendor, invoice date, invoice number, purchase order number and
invoice total. The invoice may then be routed for approval to any number of users using ImageQuest’s
built-in ad-hoc workflow. General ledger codes, which are linked directly from your ERP or accounting
system for validation, may be added at any step in the process. Once approved, a voucher will be
created which may be posted to your ERP or accounting system for payment. Integration is possible
with any system which will accept an XML or CSV file for voucher import. If desired, a record of the
entire transaction may be recorded in ImageQuest at completion of the workflow.

With accountability and tracking in mind, the system uses its already proven auditing capabilities to
insure timely delivery, approval, and denials of company documentation using both the ImageQuest
Work Queue and email notification features of each step in the workflow process. (See Work Queue
and Document History for more information.)

Workflow Definitions*

Building on the ad-hoc variety of workflow described above, Workflow Definitions allows Informa’s
Client Services team to create an automated workflow process based on your current manual processes.
Based on information such as vendor or invoice amount, the system will automatically move the invoice
through each step of the process. This approach virtually eliminates any human decisions as to where
the invoice goes next, providing a consistent and robust solution to your accounts payables approvals
process.

*Please contact the Informa Software’s Sales or Client Services team for additional information.
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Manage File Storage

IQadministrator easily allows the Administrator to manage the storage and location of files. Click
Manage File Storage to access the Manage File Storage screen as illustrated below.

Manage File Storage displays the “Status” of the storage location and indicates whether it is Online
(available) or Offline (not available). This can be helpful when troubleshooting issues with access to
ImageQuest documents.

For the Status to show as “Online” the Storage Location must be accessible from the ImageQuest server
and the Service Account must have read\write access to the folder.

",'}"i‘ IQadministrator

File Help | Select Cabinet: ImageQuest -
Manage File Storage
Manage ImageQuest

Files are stored in the location identified below. You may changethe location where
ImageQuest stores files by clicking onthe Change button belaw.

55 Manage Users and Roles

E Manage Document Types
.I'-"- Manage Document Groups

H{} saved Queries

Security Note:

If you choose to store your files on a network location, you will need to change the account
used by the IQ Service Host on the ImageQuest server to a domain account with the necessary

credentials to access the network file storage location.

|C:\Progran1 Files (x86)\Informa Soﬂware‘l,lmageQuest‘l,Irrl Change...

I:;ﬂ Document Destruction Rules

Storage location
% Destroy Deleted Documents

A OCR Settings Total items 154
Ffﬁ-] Attribute Lookup Configuration
@ Motification Rules Status Online

& Workflow Settings
Workflow Definitions

||_§'} Manage File Storage |

[F¥ configure IQfolder

The “Storage location” field shows the current location where the files are stored. The “Total items”
value shows the total number of files in the “Images” folder; the “Refresh” button allows the
Administrator to update the “Total items” count. To change the “Storage location”, click the “Change”
button as illustrated below.

-

Manage File Storage

Files are stored in the location identified below. You may change the location where
ImageQuest stores files by dicking on the Change button below.
Security Note:

If you choose to store your files on @ netwaork location, you will need to change the account
used by the IQ Service Host on the ImageQuest server to a domain account with the necessary
credentials to access the network file storage location.

|C:\Program Files (x86)\Informa Soﬁware‘l,lmageQuest‘l,Irr| I Change... |

Storage location

Total items 154

100



ImageQuest Administrator’s Guide 11.3

Note: The storage location is exclusive to ImageQuest, with its own folder structure, and should not
be modified in any way.

The “ImageQuest Storage Provider Update Wizard” guides the Administrator through the process of
changing the file storage location. Read the highlighted notes carefully and click “Next” to proceed.

Storage Provider Update Wizard IEI
ImageQuest Storage Provider Update Wizard
This wizard will assist you in moving your Imageluest documents to a new

physical storage location. This wizard will step you through the process of
pointing ImageJuest to the new location of your stored documents.

IMPORTANT NOTE

This wizard will NOT change the physical location of any documents.
The documents are assumed to be already located at the new root

path being specified. If the new root path is physically distinct from the
old root path, you must move or copy the files prior to running this
wizard!

If you are certain the stored documents are present at the new root
location, click "Next™ to continue.

<< Back [ Cancel l

The “Current Root” field, highlighted below, shows the current location of the IQ files. To change the
folder, either type in the new path or click “Browse” to choose a new root file path.

Storage Provider Update Wizard @
ImageQuest Storage Provider Update Wizard

Enter (or use "Browse” to find) the new root file path for the storage provider:

Current Root C:M\Program Files (86)\Informa Software‘Imagefuest Images™

New Root

Browse...

When you proceed, the Update \Wizard will check for files which are
missing from the new root path. This process may take several minutes,

depending on the size of your document store.  When you are ready, click
"Mext” to proceed.

skip checking for missing files?
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Enter the new root folder in the “New Root” field as displayed below. Click “Next” to proceed. As you
proceed, the “Update Wizard” will check for files which are missing from the new root path unless “Skip
checking for missing files” is checked; this process may take several minutes depending on the size of
your document storage. By default, the “Skip checking for missing files” checkbox is checked. Click

“Next”.

Storage Provider Update Wizard
ImageQuest Storage Provider Update Wizard

Enter (or use "Browse” to find) the new root file path for the storage provider:

Current Root C\Program Files x86)\Informa Software\ImageQuest‘Images".

New Root D:\mages
S

‘when vou procesd, the Update Wizard will check for files which are
missing from the new root path. This process may take several minutes,
depending on the size of your document store.  When you are ready. click
"Mext™ to proceed.

Skip checking for missing files?

<< Back Mext = Capcel

The “ImageQuest Storage Provider Update Wizard” screen prompts the Administrator to update the
new file storage root. Click “Finish” to complete this operation as shown below.

Storage Provider Update Wizard @
ImageQuest Storage Provider Update Wizard

The Update Wizard is now ready to update the storage provider to point
to your new file storage roct. To complete this operation, click “Finish™.
Once you finish this operation, it cannot be undone.

<< Back Cancel
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The Manage File Storage screen below now displays the new “Storage location”.

Manage File Storage

Files are stored in the location identified below. You may change the location where
ImageQuest stores files by clicking on the Change button below.

Security Note:

If you choose to store your files on a netwark location, you will need to change the account
used by the IQ Service Host on the ImageQuest server to 8 domain account with the necessary
credentials to access the network file storage location.

Storage location |D:1I.Images |

al item 154

Note: The “Storage Provider Update Wizard” does NOT move any files; it simply allows the
Administrator to redirect the physical image storage location for new documents. The Administrator
must manually move the existing root folder to the new storage location.

Note: If a network storage location will be used for storage, the IQApplication service will need to
have a user account with full control of the shared location.
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Configure IQfolder

IQfolder is a service that runs on the IQ Server to poll user defined folders for .TIF and .PDF files making
them accessible from the Indexing Queue in IQdesktop.

Note: .TIF and .PDF files should be saved as multi-page files in order for the scan to show up as a
single document in the Indexing Queue.

The first configuration step is to create the folder locations where scanned .TIF or .PDF images will be
saved. IQfolder supports an unlimited amount of folders.

Configure the folder location path in /IQadministrator; select Configure 1Qfolder as shown below. Read
the highlighted notes in the window for more information.

Tﬁ IQadministrator EI E

File Help | Select Cabinet:  ImageQuest -

Configure 1Qfolder

IQfolderwill monitorthe locations listed below and assign the scanned images found thereto the userorrole associated
with it.

4% Manage Users and Roles NOTE: The folder locations must be relative to the server where the IQfolder service isinstalled. The IQfolder service
cannot access network shares by default. In order to use anetwork folder change the Log On user for the IQfolder service

Manage Document Types
@ g b2 from Local System to an account with access to the network folders.

[-r"f-' Manage Document Groups - -
Y} saved Queries i ] [ i ] boDolete |
&3 Document Destruction Rules Folder 7 Resource Resource Type Batch Document Type

x Destroy Deleted Documents
A OCR Settings

@;I Attribute Lookup Configuration
ﬁ Motification Rules

& Workflow Settings

& workflow Definitions

@ Manage File Storage

| [P configure IQfolder |

Manage Service

Service Status: Running

[ start | [ stop | [Restart| [ Refresh
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Click “Add” to create a new IQfolder folder.

Configure | Qfolder

IQfolderwill monitor the locations listed below and assign the scanned images found thereto the useror role ass

MNOTE: Thefolder locations must be relative to the server where the IQfolder service is installed. The 1Qfolder servi
default. In orderto use a network folder change the Log On userfor the IQfolder service from Local System to an

folders.
[ add [ Edt ][ Delete
Folder / Resource Resource Type Batch Document Typ:

Click the ellipsis button (...) to browse to and/or create the folder to be polled.

Configure IQFalder

Add New Configuration
Main | Advanced

Folder | | [E] |

Assign | Role () User || |'|

Save][ —
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Select the User or Role to assign the folder to.

If the folder is assigned to a Role, the scanned files will appear in the “Indexing Queue” for every
member of that Role. Only one user can access and index the file at one time. Once a member of the
Role has indexed the file, it will no longer appear in the other member’s “Indexing Queue”.

Configure IQFolder

Add New Configuration

Falder C:\IOfalder E]
- —
Assign ) Role @) User \}l Administrator hd
Administrator
bjones
dogden
jsmith
tones

Save l [ Cancel

Click the “Save” button to save the changes.

Configure |Qfolder
IQfolderwill monitor the locations listed below and assign the scanned images found there to the user orrole associated
with it.
NOTE: Thefolder locations must be relative to the server where the IQfolder service is installed. The IQfolder service

cannot access network shares by default. In order to use a network folder change the Log On user for the IQfolder service
from Local System to an account with access to the network folders.

| add || Edt || Dekete

Folder 7 Resource Resource Type Batch Document Type

Click “Edit” to modify an existing folder configuration or “Delete” to remove an existing folder. The ‘X’
at the end of an IQfolder configuration line can also be used to remove an existing folder configuration.
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The “Advanced” tab can be used to set default values for attributes and document type on a folder by
folder basis. This can be useful for grouping documents in the indexing queue based on the folder in
which they came from. This attribute value will also be carried over during the indexing process when a
new document type is selected. In the example below, an attribute called Priority has been added to
this folder with a value of 1.

Configure IQFolder

Add New Configuration
Mx Advanced [

attributes |Priority EAE

Attribute ! Walue

Documents will still need to be manually indexed and assigned a Document Type regardless
of the Batch Document Type.

Batch Document Type | -

Save ][ Cancel ]
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The Manage Service feature allows the ImageQuest Administrator to confirm the status of the IQfolder
Image Importing Service and to Stop, Start and Restart the service as needed. Client machines can also
manage the service remotely provided their Windows user account has permissions to start and stop
services on the ImageQuest server.

Manage Service

Service Status: Running

Start | Stop | |Restart| | Refresh |

hagoh,

R ¥ TR U R ST S %..J“A-\;

Note: In addition to browsing for folders, a folder path can be typed or pasted.
Note: The folder locations are relative to the server where the 1Q folder service is installed.
Note: A folder can be assigned to either a User or Role; it cannot be assigned to both.

Note: Refer to the scanner user’s guide for more information on configuring the device to scan and
save .TIF images to folders.

Note: It is recommended to scan Black & White (B & W) images at 300 dpi, and color images at 150
dpi.

Note: If a network storage location will be used for IQfolder, the IQfolder Image Importing service
will need to have a user account with full control of the shared location.
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Configure IQmfp (OXPd)

“Configure IQmfp (OXPd)” is the method for adding and managing ImageQuest on supported HP MFP
Devices. ALL HP MFPs MUST BE UPGRADED to OXPd in order to work with ImageQuest version 10.3 or
higher.

Before adding a new device, the OXPd Solution Installer must be installed on the device

Confirm Device Model Number and Firmware Versions

Before installing OXPd, confirm the HP device supports OXPd and it is running at least the minimum
firmware version required. The list below displays the supported devices and minimum required
firmware versions.

MINIMUM MEMORY & FIRMWARE VERSIONS SUPPORTED:

The devices covered in this release include the following models:

e L) M3035mfp series: 256MB, 48.101.4
e CLJ CM3530mfp series: 512MB, 53.031.4
e L) 4345mfp series: 256MB, 09.151.3
e L) M4345mfp series: 256MB, 48.101.4
o L) M4349mfp series: 256MB, 48.101.4
o CLJ 4730mfp series: 256MB, 46.231.3
e CLJ CM4730mfp series: 384MB, 50.081.3
e L) M5035mfp series: 256MB, 48.101.4
e CLJ CM6030mfp series: 512MB, 52.051.3
e CLJ CM6040mfp series: 512MB, 52.051.3
e CLJ CM6049mfp series: 512MB, 52.051.3
e L) 9040mfp series: 256MB, 08.141.3
e L) 9050mfp series: 256MB, 08.141.3
e L) M9040mfp series: 384MB, 51.051.4
e L) M9050mfp series: 384MB, 51.051.4
e L) M9059mfp series: 384MB, 51.051.4
e DS 9200C: 256MB, 09.151.3
e DS 9250C: 256MB, 48.091.3
e CLJ 9500mfp series: 512MB, 08.141.3
e SJ7000n: Natively Supported
e MA4500 series: Natively Supported

HP device firmware version can be retrieved from the device configuration page.
HP device firmware can be downloaded from http://www.hp.com.

NOTE: Any newer HP MFP device that has OXPd already installed is supported.
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Loading the OXPd Solutions Installer onto the device

Browse to http://<devicelPaddress>/hp/device/this.loader from the ImageQuest server to access the HP
device Package Loader page. You will need to provide the device admin credentials to access the page.

Click the “Browse” of “Choose File” button and locate the OXPd Solution Installer jar file. This jar file is
located in the Informa Software application directory on the ImageQuest Server.

& Package Loader - Windows Internet Explorer el =S
GU- e e[ [x|[Ees 2
L Favorites || : ~
7@ ... View favorites, feeds, and history (Alt+C) f o, S - Phges S ke @
e i = 9 Y @
Package Loader
Install New Package
Enter Package URL:
(Example: http:/'myhost80 repository/'myPackage jar)
[ Load Package Now ][ CLEAR |
Enter Package File: | Browse.
[ Load Package Now || CLEAR |
Return to Home
@ Intemet | Protected Mode: Off b v ®100% v
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For example, if the ImageQuest Server was installed to C:\Program Files(x86)\Informa Software, the
OXPd Solution Installer jar file would be located in C:\Program Files(x86)\Informa
Software\ImageQuest\OXPd\SolutionInstaller.

Select hp_oxpdsolutioninstaller-ex-1.0.1.0.jar and click “Open” as shown in the example below.

i

/€ Choose File to Upload

@‘U'] .« Informa Software » ImageQuest » OXPd » Selutionlnstaller bl ' 45 H Segrch Solutioninstaller L

Organize v New folder 8= » [ (@

Name e moedified vpe
S Favorites Name Date medified Tyy

Bl Desktop | | hp_oxpdsoluticninstaller-ex-1.0.1.0,jar
& Downleads || hp_cxpdsclutioninstaller-ex-1.0.1.0.pkx
= Recent Places

JAR File 1,681 KB|
PKX File 2KB

L Libraries

m

ln Documents
o' Music
& Pictures

B Videos

1M Computer

ﬁ\' Network ¥

File name: hp_cxpdselutioninstaller-ex-1,0.1.0 jar v [AllFiles(*.*) v]

[ Open |v] [ Cancel ]
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Click “Load Package Now” to load the jar file. It may take a few minutes to load.

1€ Package Loader - Windows Intemet Explorer Es
@Qv (] hitp192.168.200.69 hp device <[ &[] x |[= &ing » -
g Favorites | i (@ Suggested Sites v | W Gallery v
(@ Package Loader I v B v @ v Pagev Sefetyv Took~ @~
Package Loader
Install New Package
Enter Package URL:
(Example: http:/myhost:80 ‘repository/myPackage jar)
[ Load Package Now ][ CLEAR |
Enter Package File: C:\Program Files (x86)\Informa Software\ImageQuest
L Load Package Now }[ CLEAR J
Return to Home
@ Intemet | Protected Mode: Off v R100% ~
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The Package Loader page will confirm the jar file was loaded successfully.

Close the device Package Loader page.

€ Package Loader - Windows Internet Explorer
@u » (] http:/1192168,200.69 hp/ device
¢ Favorites | i3 (@ Suggested Sites v ] Web Slice Gallery v

| @ Package Loader

==

B[] x|[E 8w -]

% v B - [ e v Pagev Sofetyv Toolsv @v

Package Loader

Package hp_oxpdsolutioninstaller-ex-1.0.1.0.jar has been loaded successfully

Loader Home

Done

@ Intemet | Protected Mode: Off v BI0% ~
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Configure IIS for OXPd

Internet Information Services (l1S) must be installed and configured for OXPd.

Open Internet Information Services (1IS) Manager on the ImageQuest server, expand Sites and right-click
Default Web Site and select “Add Virtual Directory”.

File View Help

0§ WIN7X64A Home

b Filter: - Go: ~ Show All
[} Application Pecls i &
4- 9 Sites 05

b 4 Default Web<is=! 2 | y
B Explore 0
ssicn

Default Directory
Document  Browsing

l |
4195 WINTX54A (DEVELOPMENT\A

Edit Permissions...

@ Add Agplication...
A Add Virtual Directory... B
Edit Bindings... b
_Eses
Manage Web Site 4
§  Refresh P
=
XK Remove
= re Shared
Rename ion Configurat...

15 Switch to Content View

< m ] b Features View || % Content View
Ready
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In the Add Virtual Directory dialog, type “OXPd” for the Alias and browse to and use the Informa
Software\ImageQuest\OXPd directory on the ImageQuest Server for the Physical path.

"Add Virtual Directory

Site name:  Default Web Site
Path: /

Alias:
OXPd
Example: images

Physical path:
Irogram Files (x86)\Inferma Software\ImageQuest\OXPd l

Pass-through authentication

Connect as... ] | TestSettings...}

| ok || Concel

Click “OK” to close to save and add the new OXPd Virtual Directory.
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Confirm “Anonymous Authentication” is “Enabled” for the OXPd Virtual Directory by selecting OXPd and
double-clicking “Authentication” to view the Status.

@ [0 v WINTXG4A » Sites » DefaultWebSite » OXPd »

File View Help

E‘j OXPd Home

S WIN7X64A (DEVELCPMENT\Admini

Filt v B Go - \s3Show All
-} Application Pools L. ©

48] Sites / s
4D Default Web Site A
4 5 OXPd ‘ 9
D.j DSEL0 Authenticati: Coghpression  Default Direttpry
p -] DSE20 on Document  Browsing

3 -] OXPdWorkflowl10
p -1 OXPdWorkflow20
b1 Solutionlnstaller SSL Settings

Management

Configurat..,
Editor

< n b Features View |( Content View

Ready

If “Disabled”, right-click Anonymous Authentication and select “Enable”.

'_Ej » WINTX644 » Sites » Default Web Site » OXPd »

File View Help

;] Authentication

485 WINTX64A (DEVELOPMENT\Ad
2} Application Pocls
(@] Sites
4§ Default Web Site
4] OXPd
» 7] DSE10
» -1 DSE20
1) OXPdWorkflowld
b7 OXPdWorkflow2d
b+ | SelutionInstaller

Group by: No Grouping b4

Name
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Install OXPd on the device

Open the following in a browser: http://<imagequestservername>/0OXPd/oxpdsolutioninstaller.html to
load the OXPd Solutioninstaller page. Do not use “localhost” for the ImageQuest Server name.

@ OXpdiSolutioninstaller - Windows Internet Explorer = =]
@Ov [€] ntto://wintss4a/0xPd /oxpdsoltioninstallerntmi ~[4 [ x| sing P o~|

i Favorites | g (@ Suggested Sites v 8] W

| @ oxpd:solutionlnstaller i Bov B) v @ v Pagev Sefetyv Tooksv @~

Slice Gallery v

OXPd:Solutionlnstaller

Device IP Address [CIRemember this address (must enable cookies)

Protocol @ hitp © hitps

Device Model SelectModel Name  ~

Step 1 - ChaiSOE_DSE Package Reply

Select the below manifest file from the |Q installation directory, 2
Manifest

AppURL

Step 2 - OXPdWorkflow Package
Select the below manifest file from the IQ installation directory,

Manifest Browse.. |4
AppURL
InstallApp

Done € Local intranet | Protected Mode: Off 4 v ®|100% v
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Enter the device IP address in the “Device IP Address” field, select either http or https for “Protocol” and
select the HP device model number from the “Device Model” drop-down.

In the example below, “192.168.200.69” is used for Device IP Address, Protocol is “http” and the
“M5035” is selected from the Device Model drop-down.

=

s i & [E=5

[&] hipy minzssda 0xpd ~[ 4] % |[= ging o~

)

&

s Favorites | 5i3 @ Suggested Sites v | ¥

e Gallery v

S|+ | @ HP Laserlet M5035 MFP Se... | @ OXPd:Solutioninstaller x} i Y v B v d® v Pagev Safetyv Tookv @~

OXPd:Solutioninstaller

Device IP Address 192.168.200.62
Protocol © hitp @ https

Device Model  Selectodainams =
SelectModel Name | S
--Group 10 Devices— ListApps |
4345
———4730
. J9040 | Repl
Step 1 - ChaiSaoso Je ply
Select the below m gggg |nstallation directory,

—Group 20 Devices— |
Manifest M3035 | Browse...
CM3530 I

AppURL M4345
CM4730

[CIRemember this address (must enable cookies)

n

()

[9250C

Step 2 - OXPdWorkflow Package
Select the below manifest file from the IQ installation directory

Manifest Browse... £
AppURL
Done

€ Local intranet | Protected Mode: Off A v |100% ~

OXPd:Solutioninstaller

Device |IP Address 192.168.200.68
Protocol @ http © hitps

Device Model M5035 v

| GetVersioninfo |
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For Step 1, click “Browse” to locate the ChaiSOE_DSE Package manifest. This manifest is located in the
Informa Software application directory on the ImageQuest Server.

There are three different ChaiSOE_DSE Package manifests available, DSE10, DSE20, or DSE30. When a
Device Model is selected, the OXPd Solutioninstaller page will display the folder path above the
“Manifest” field and includes the proper DSE folder for the selected device model. In the example
below, the sample path is “C:\Program Files\Informa Software\ImageQuest\OXPd\DSE20\manifest.xml”.

Step 1 - ChaiSOE_DSE Package

Select the below manifest file from the 1Q installation directory,

C:\Program Files\Informa Software\ImageQuestiOXPd\DSE20\manifest xml
Manifest

AppURL http://win7x64a/0XPd/DSE20/hp-ext-20-ChaiSOE_DSE-ilc-4.2.0 jar
{ InstallApp H CLEAR |

Browse to the proper file folder on the ImageQuest Server and click “Open” to select the manifest.

/€ Choose File to Upload
@uv] <« Informa Software » ImageQuest » OXPd » DSE20 v | 3 || Search D520 2|
Organize v New folder =~ [ @

X Favorites # Name . Date modified Type Size
B Desktop || hp-ext-20-ChaiSOE_DSE-ilc-4.2.0.jar 10/19/200911:00 ..  JAR File 1,075 KB

& Downloads | ] manifest 9/23/20085:22 PM XML Documnent 1 KB}

. Recent Places

4 Libraries

m

|5] Decuments

&' Music
k=| Pictures
B videos
1M Computer
€ Network -
File name: manifest - [AII Files (*.%) V’
[ Open Iv] ‘ Cancel ]
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Click “InstallApp” to install the ChaiSOE_DSE package manifest. You may need to provide the HP device

admin credentials to proceed.

Step 1 - ChaiSOE_DSE Package

Select the below manifest file from the |Q installation directory.
C-\Program Files\Informa Software\ImageQuestiOXPd\DSE20\manifest xml

Manifest CiProgram Files (x86)\Informa Software|imageQuestOXPd\DSE20\ma

AppURL http://win7x64a/OXPd/DSE20/hp-ext-20-ChaiSOE_DSE-ilc-424 1

| InstallApp | [JCLEAR |

The Reply box will display “202 Accepted” if the file upload was successful.

€ oOxpdSolutionlnstaller - Windows Intemet Expl

& () = [E] he winnsta/opa

pds

alitioninstalier html 4] x ][ 5ing
¥ Favorites | 5% (@ Suggested Sites v | Web Slice Gallery v

@ OXPd:Solutionlnstaller (IS

% v B - 0 d& v Pagev Safetyv Toolsv @v

OXPd:Solutioninstaller

Device IP Address 192.168.200.69 [CIRemember this address (must enable cookies)

Protocol © http @ hitps
Device Model M3035 -
. Reply:
Step 1 - ChaiSOE_DSE Package
Select the below manifest file from the IQ installation directory, 202 Accepted
C:\Program F Quest\OXPd\DSE20 xml
Manifest C:\Program Files Q

geQuestiOXPd\DSE20\ma [ Browse.. |
AppURL http://win7x643/OXPd/DSE20/hp-ext-20-ChaiSOE_DSE-ilc-4.2.0jar

Step 2 - OXPdWorkflow Package

Select the below manifest file from the 1Q installation directory,
C:\Program Fil QuestiOXPd\OXP

,

xml
Manifest 4
APPURL htp:/fwin7x64a/0XPd/OXPdW orkflow20/hp-ext-20-oxpdworkflow-ilc.1.4.6.0 jar
InstallApp | [ CLEAR
Done

€ Local intranet | Protected Mode: Off Ay ®100% v
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Verify the ChaiSOE_DSE Package manifest loaded successfully by clicking the “ListApps” button above
the Reply field and confirm the “loadStatus” for the ChaiSOE DSE “appURL” is “Loaded”.

Reply:

<?2xml version="1,0" encoding="UTF-8" ?>
- <appList xmins:xs="http:/ /www.w3.org/ 2001 /XMLSchema-instance" version="1.0">
- <appListEntry=
- <manifest version="1.0"=
- <applnfo>
<applD:=556¢cdf25-474c-4f7e-9de7-ch26e322a49b</appID=>
<appMName=Chai Digital Send Enablers - V 4.2.0</appName>
</appInfo=
<configParamSettable=false</configParamSettable=
<licenseParamSettable>false</licenseParamSettable =

- <exclusionList>
- <applnfox
<applD>2d86bla5-446f-4887-baeb-4a7d85704c45</applD>
<appName>Chai Digital Send Enablers - V 4.1.0</appName:
</appinfo>
</exclusionList>
</manifest>

<appURL=http:/ /win7x64a/0XPd/DSE20/hp-ext-20-ChaiSOE_DSE-ilc-
4.2.0.jar</appURL:>
<loadStatus>Loaded </loadStatus =

<IlcensnpalamStatus>NotSet</l|censnParamHtatus>
<runStatus>Normal</runStatus>
<configStatus>=NotApplicable</configStatus>
<licenseStatus>NotApplicable</licenseStatus>
</status>
</appListEntry >
- «<appListEntry>
- <manifest version="1.0">
- <applInfo=
<appIlD=d2d7177d-06c9-4789-8154-20e17ac55ald</applD>
<appName>=0XPd:Workflow 1.4.8.0</appName>
</appInfo>
<configParamSettable>false</configParamSettable =
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For Step 2, click “Browse” to locate the OXPdWorkflow Package manifest. This manifest is located in the
Informa Software application directory on the ImageQuest Server.

There are three different OXPdWorkflow Package manifests available, OXPdWorkflow10,
OXPdWorkflow20 or OXPdWorkflow40. When a Device Model is selected, the OXPd SolutionlInstaller
page will display the folder path above the “Manifest” field and includes the proper OXPdWorkflow
folder for the selected device model. In the example below, the sample path is “C:\Program
Files\Informa Software\ImageQuest\OXPd\ OXPdWorkflow20\manifest.xml”.

Step 2 - OXPdWorkflow Package

Select the below manifest file from the 1Q installation directory,

C \Program Files\Informa Software\ImageQuestiOXPA\OXPdWorkflow20\manifest xm
Manifest @

AppURL http://win7x64a/OXPd/OXPdW orkflow20/hp-ext-20-oxpdwarkflow-ilc.14.8.0.ja
InstallApp || CLEAR |

Browse to the proper file folder on the ImageQuest Server and click “Open” to select the manifest.

i r =
/€ Choose File to Upload
@vv] <« Informa Software » ImageQuest » OXPd » OXPdWorkflow20 v [ +5 ll Search GXPdWarkfiow 2l ,O‘

Organize v New folder =~ 0 @
X Favorites = Name Date modified Type Size
B Deskiop || hp-ext-20-oxpdworkflow-ilc1.4.8.0jar 10/19/200910:58...  JAR File 430 KB

& Downloads %] manifest 9/24/20095:58 PM XML Document 1KB|

% Recent Places

i Libraries

m

|'4] Documents
&' Music
b=| Pictures

& Videos

18 Computer

€ Network -

File neme: manifest - |ANFiles ) v

[ open [v] [ conce |
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Clck “InstallApp” to install the OXPdWorkflow Package manifest.

Step 2 - OXPdWorkflow Package

Select the below manifest file from the 1Q installation directory,
C:\Program Files\Informa Software\imageQuest\OXPd\OXPdWorkflow20\manifest xml

Manifest C:\Program Files (x86)\Informa Software||mageQuest,0XPd\0XPdWork

AppURL  hitp://win7x64a/0XPd/OXPdW orkflow20/hp-ext-20-oxpdworkflgy

ib.jar
| InstaliApp | [JELEAR |

The Reply box will display “202 Accepted” if the file upload was successful.

e e Tole el
@Ov [&] et/ pwinTsa 0P /cxpdso e [ 4] x |[= &ing £~
i H Forward ig;; & Suggested Sites v 2] Web Slice Gallery v

| @ oxpa:Solutioninstaller il B~ > [ fe v Pagev Safetyv Took~v @~

OXPd:Solutionlinstaller

Device IP Address 192.168.200.69 [FIRemember this address (must enable cookies)

Protocol @ http © hitps

Device Model M3035 -

Step 1 - ChaiSOE_DSE Package Reply:

Select the below manifest file from the IQ installation directory, 202 Accepted =
C:\Program F Quest\OXPd\DSE! ml

Manifest C:\Program Files

Quest\OXPd\DSE20\ma | Browse...
AppURL http://win7x64a/0XPd/DSE20/hp-ext-20-ChaiSOE_DSE-ilc-4.2.0 jar

Step 2 - OXPdWorkflow Package

Select the below manifest file from the IQ installation directory,

C:\Program F QuestiOXPdIOXF ml
Manifest C:\Program Files QuestiOXPd\OXPdWork [ Browse... | 4
APPURL http://win7x64a/OXPd/OXPdW orkflow20/hp-ext-20-oxpdworkflow-ilc.1.4.8 0 jar
InstallApp CLEAR
Deone

& Local intranet | Protected Mode: Off v R100% >
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Verify the OXPdWorkflow Package manifest loaded successfully by clicking the “ListApps” button above
the Reply field and confirm the “loadStatus” for the OXPdWorkflow20 “appURL” is “Loaded”.

- <applnfo>
<applD=d2d7177d-06c9-4789-8154-20el17ac55ald</applD=
<appName=0XPd:Workflow 1.4.8.0</appName:>

</appInfo=
<configParamSettable=false</configParamSettable=
<licenseParamSettable>false</licenseParamSattable =

- <inclusionList>

- <applnfo=
<applD=556cdf25-474c-4f7e-9de7-cb26e322a49b </applD:=>

<appMName>Chai Digital Send Enablers - V 4.2.0</appName =
</appInfo=
</inclusionList>
- <exclusionList>
- <appInfo>
<applD=2d86bla5-446f-4887-baeb-4a7d85704c45</applD=>
<appName=Chai Digital Send Enablers - V 4.1.0</appName:
</appinfo>
- <applnfo>
<applD=3f165400-e7f3-11dd-ba2f-0800200c9a66 </applD >
<appName>0XPd:Workflow 1.4.6.0</appName:>
</appInfo=
</exclusionList:
</manifest>

o0 —"1 0"

<appURL=http:/ /win7x64a/0XPd/OXPdWorkflow20/hp-ext-20-oxpdworkflow-

ilc.1.4.8.0.jar</appURL>
<loadStatus>Loaded </loadStatus>

<confgParamstatus =Notset</configParamstatus =
<licenseParamStatus>NotSet</licenseParamStatus=>
<runStatus=Normal</runStatusz
<configStatus =NotApplicable</configStatus:>
<licenseStatus =NotApplicable</licenseStatus>
</status>

</appListEntry>

</appList>
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To confirm OXPd was successfully loaded onto the device, log into the device Embedded Web Server
(EWS) click the “Digital Sending” tab and verify “OXPd:Workflow” is listed in the settings menu. Select
“OXPd:Workflow” to view the current settings.

|General Settings
Send to Folder Settings

Send to Folder Address
Book

Send to Folder

m‘pomExDon efies - Windows Internet Explorer = el |
E_man Settings 168.200,69/hp/device/this,LCDispatcherznav=sdc ~[&[4]x ‘ ‘}5 i 2 ~|

gested Sites v [g] Web Slice Gallery v

E-mail Address Book =
Fax Setﬁngs HP LaserJet M5035 MFP / 192.168 200,69
Fax Address Book HP LaserJet M5035 MFP Series
ings || Digital Sending Networking Log Off
Fax Speed Dials
EmaillFax ImportExport = OXPd:Workflow
LDAP Settings H
Current File:
Log

File Version:
Pra
T

OXPd:Workflow
L

B v B v @ v Pagev Sefetyvy Tookv @~

i

Load OXPd:Workfiow File:
Upload Canfiguration Now

IV VS

"’ URL Poling Senvice
Preferences To connectto a workflow service installed an a network server, enter one or more URLS below, Atthe Polling interval, this device will connect o the specified servers and retrieve waridlow configuration data
OXPE:Workfiow Refertothe provided with the server software for information about the Server URL, Polling interval and server software setup.
T Polling Interval 180 minutes
ho

URL#1 hitp:/win7x64a:327 1/0XPigconfig.asmGet

URL #1 Usemame: win7i4a

URL #1 Password

URL#2
URL #2 Usemame:

1151 # Basewnr o
Dene @ Internet | Protected Mode: Off A~ Ri10% v
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The device is now ready to be added to ImageQuest using Configure IQmfp (OXPd) in IQadministrator.
Please make sure your device is licensed prior to adding it to ImageQuest.

Configure 1Qmfp (OXPd)
Select Device: | |
Mew ] [ Remove ] Save
Display Mame: |
Hostname/Address: | | [ UseSS
Madel Name:

Serial Mumber:

I0Q Server: |
Page Qrientation  Color Page Size Mumber of Sides
(@) Portrait @B &wW @) Letter (@) single
Landscape Color Legal Double
A4
Exec
Ledger

Device Users

T ¥ W Yo R L P

&ll Users

Lsers in Role: |

A Al AP et s ol e G B, Ay il g W
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Click “New” to add a new device. The 1Q Server field will be populated with the ImageQuest server

information.

Enter the Display Name and Host Name/IP Address for the new device. In the example below, “M5035”
is used for Display Name and IP address “192.168.200.69” is used for Hostname/Address. Press the Tab
key to connect to the Mfp device.

Configure 1Qmfp (OXPd)

Select Device: |M5035

Mew

H Remave H Save

Display Name: [M5035

Hostname Address: | 192,163, 200,62

| [[] Use SSL

Model Mame:
Serial Mumber:

10 Server: |htu:|:,r'.r",\'in}'x6-1b.development.com: 32751/

Device Users

&l Users

Page Orientation  Color Page Size Mumber of Sides
(@) Portrait @B aw (@) Letter @) Single
™) Landscape ) Calor ™) Legal () Double

©® A4

() Exec

i) Ledger
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If the connection is successful, the MFP device Model Name and Serial Number will be populated as
shown below.

The administrator can then select the default settings for Page Orientation, Color, Page Size and Number
of Sides.

Configure |Qmfp (OXPd) j
Select Device: |M5035 | 4
MNew ] [ Remove ] [ Save ’

Display Mame: |M5EI35

Hostname /Address: |192.168.200.59 | [ Use
Model Mame: HP LaserJet M5035 MFP

Serial Mumber: CMEXBD2422

IQ Server: |

Page Orientation  Color Page Size Mumber of Sides

@ Portrait @B aw @) Letter @ Single

(7 Landscape i Colar i Legal i) Double

© A4

i) Exec

Device Users
&l Users
|
e N N

™) Ledger

128



ImageQuest Administrator’s Guide 11.3

The “Device Users” section allows the administrator to determine which ImageQuest users or role users
will be added to the user list on the device. Check “All Users” if all ImageQuest users should be added.
Uncheck “All Users” to activate and select from the “Users in Role” drop-down.

Configure |Qmfp (OXPd)
Select Device: |M5035 |-
New ] [ Remave ] [ Save
Display Mame: |M5EI35
Hostname Address: |122. 168.200.62 | [[] Use SSL
Model Mame: HP LaserJet M5035 MFP
Serial Mumber: CMEXBO2422
10 Server: |hth:u:,.",."'.-x'in Twi4h,development,com: 32751/
Page Crientation  Color Page Size Mumber of Sides
@ Portrait @B &w @ Letter @ single
(7 Landscape i Color ™ Legal i) Double
D a4
i) Exec
i) Ledger
Device Users
[] &l users
| -
Accounting
HR.
MIS
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Click “Save” to add IQmfp to the Mfp device front panel. You will be prompted to provide the device
administrator credentials before the process can complete.

P "

Enter Admin Credentials

Please enter the administrator credentials for the device,

|Isernams |a|:|min |

P S |

Password

Ok ][ Cancel ]

The following message confirms the device was added successfully.

P =

Save Successful @
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Advanced Configuration

This section covers administrative topics that fall outside of /IQadministrator. The following topics are
discussed below in further detail:

e  Microsoft Windows Services
e Database Configuration Utility

e Report View
e  WeblQ
e log Files

Microsoft Windows Services

The ImageQuest installation creates the following three Windows services that run in the background on
the 1Q Server:

e “IQ Application Service”
“lQ OCR and Full Text Service”
e “lQfolder Image Importing Service”

The “1Q Application Service” is required for the client applications to connect to the 1Q Server. If this
service is not running, all IQ client applications will fail to launch. The other two services depend on this
service as well and will stop if it’s not running. There is nothing to configure with this service.

Note: If your File Storage (images) for ImageQuest are located on a network share or location NOT
local to the 1Q Server, you will need to change the “IQ Application Service” Log on as account with and
account that has read/write access to that share.

The “IQ OCR and Full Text Service” is responsible for performing “IQ Smart Indexing” OCR on .TIF files in
the Indexing Queue to allow quick “click and drag” indexing in the document Indexer. It is also
responsible for extracting text from indexed documents and storing it in the database for keyword
searching. In the case of indexed .TIF files, the file is converted to a searchable PDF after the OCR
process is complete. Other common file types submitted using the other 1Q client applications may be
text extracted as well to allow for keyword searching, but the file type is not converted and remains in
its native format. This service is dependent on the “IQ Application Service”; there is nothing to configure
for this service.

The “IQfolder Image Importing Service” polls all of the folders setup in IQadministrator at 60 second
intervals and moves .tif and .pdf files into the Indexing Queue in IQdesktop as an MFP Scan document
type. This service is dependent on the “IQ Application Service”. By default, IQfolder is configured to
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look at folders on the 1Q Server only. If folders are created on a network share, the IQfolder service will

need to be configured with domain credentials.

To configure the service, open the Microsoft Windows Services application; go to Start > Control Panel >
Administrative Tools > Services. Locate and double-click the IQfolder Image Importing Service as shown

below and on the following page.

[=]&]

@O-@ » Cont.. » AlC.. »

Adjust your computer’s settings

- | 5y | | Search Control Panel

View by:  Small icons ~

? Action Center

Administrative Tools

mAutoPIay
Credential Manager

@ Default Programs
@ Devices and Printers
@ Ease of Access Center
A Fonts
&, isCSlInitiator
&5 Keyboard
:‘: Metwork and Sharing Center
E Personalization

@ Power Options

& Region and Language

t__!, Color Management
_; Date and Time
=% Device Manager
!, Display

Folder Options
Intemet Options
| Java

F Mouse
= Notification Area Icons
[Z| Phone and Modem
Programs and Features
% RemoteApp and Desktop Connections

w 3 =
v Control Panel » All Control [
@) oo
L. Services
Organize « =] Open Burn File Action View Help
= esEDos Em > enn
- . ame -
Eaaunntes @ Perfarmance 4 Services (Local) MName Description Status Startup Ty)
= Desktop E;‘E 5 ity C . Internet Connection Sharing (IC5) Provides ne... Dizabled
4. Downloads = - SETUFALT L IP Helper Provides tu...  Started Automatig
:__‘, Recent Places Server Mana £ IPsec Policy Agent Internet Pro..  Started Manual
| [2) Services £21Q LiquidOffice Connector Puts forms ... Started HAutom:
) ) . ELI Share and St £:1Q Ocr and Full Text Service ImageQuest... Started Automat
i Libraries ;. 1QApplication Service Host Provides cli... Started
@ Documents EE‘ Stmage Explu Qo, 1Qfolder Image Importing Service ImageQuest... Started Automat.
J’ Music @J System Confi L5 1Qforms Service IQforms Ser...  Started Automa
X @ Task Schedul L+ 1QRightFaxConnector Archive Service Archive faxe... Automat
=] Pictures Iﬂ Windows Fird L KtmRm for Distributed Transaction Ceordinator Coordinates... Manua;
¥ Videos i £ Link-Layer Topolagy Discovery Mapper Creates a N.. Manual
'y Services Date modified: 7/14/2009 & Message Queuing Providesa ..  Started  Automa
“_,a.‘_“,-.; Shortcut Size: 1.25 KB % Microsoft .NET Framework NGEN v2.0.50727_64 Microseft .... Disable
£ Microsoft MET Framework NGEM v2.0.50727_X86 Microseft .... Disable

Click the “Log On” tab, select “This account” and enter a username and a password. The user specified
here must have access to read and modify ALL folders created in IQfolder. Click “OK”.
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[Qfolder Image Importing Service Properties (Local Computer) @

General | Log On |F{e¢:over:.' Dependenciesl

Log on as:

() Local System account
Allow service to interact with desktop

i@ This account:
Passwol‘d: FERREERRRRERERD
Confirm password: (I I YT TT I ]

Help me configure user account log on options.

[ OK ][ Cancel ] Apply

Restart the IQfolder service in order for the changes to take effect.

Note: If the IQfolder service is unable to delete a .TIF file from the directory, the service will be
stopped and an entry will be logged to the IQfolder service log file (see section for Logfiles).
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Database Configuration Utility

The Database Configuration Utility is included on the ImageQuest server and allows the administrator to
update the SQL server credentials. This can be used if the ImageQuest database is moved to another
SQL server or if the SQL login credentials have changed. The utility can be found in the Service directory
of the ImageQuest installation usually at C:\Program Files (x86)\Informa Software\ImageQuest\Service.

- o)

@ ImageQuest - Database Configuration @

ImageQuest connects to the database using the information shown
below. Change the values shown below to update the way that
ImageQuest connects to the database.

Server: Hostname\SQLInstance
Database: ImageQuest

semame: sa

Password: esanene]

Confim: pheeoeete

[ OK H Cancel ]

Note: The ImageQuest Application Service must be restarted after making a change to the database
credentials.

Report View

Report View is a program that administrators can run from the ImageQuest server that creates a SQL
view called vwMetadata within the ImageQuest database that can be used for reporting purposes. The
program exposes the ImageQuest data in an easy to use format and must be run whenever attributes
are added or removed from the system. It creates views for all of the cabinets in the warehouse and can
be found in the ImageQuest client installation folder using Windows Explorer:

..\ImageQuest\ClientTools\Administrator\Informa.ImageQuest.ReportView.exe

Note: Report View can only be run from the ImageQuest server console and a valid reporting license
must be installed.
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WebIQ
Configure WeblQ in Web Server (IIS) on Server 2008 R2 or Server 2012

Before configuring WeblQ in Web Server (l1S), please confirm the following IIS features have been
installed:

Common HTTP Features

- Static Content

- Default Document
- Directory Browsing
- HTTP Errors

Application Development

ASP.NET

- .NET Extensibility
ISAP| Extensions
ISAPI Filters

Health and Diagnostics

- HTTP Logging
- Request Monitor

Security

- Windows Authentication
- Request Filtering

Performance
- Static Content Filtering
Management Tools

- 1IS Management Console
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Windows Server 2012 R2 also requires the following features to be enabled:
.NET Framework 4.5 Features

- ASP.NET4.5
WCF Services

- HTTP Activation

To configure WeblQ, please follow these steps:

1) Open Server Manager > Roles > Web Server (1IS) > IS Manager

2) Expand the server name tree

3) Expand Sites

4) Select Application Pools

5) Right click and select ‘Add Application Pool’. Type ‘ImageQuest’ and Select ‘.NET Framework

v4.0’ and click ‘OK’

6) Inthe right pane, click ‘Set Application Pool Defaults’ and set ‘Enable 32-bit Applications’ to
True. Click ‘OK’

7) Right click on Default Web Site and select “Add Application”

8) Inthe Alias box, type "WeblQ"

9) Click "Select" to change the Application pool to "Informa" and click “OK”

10) Click the ellipses next to the "Physical path" box and browse to C:\Program Files
(x86)\InformaSoftware\lImageQuest\WeblQ and click “OK”. WeblQ should now be listed under
Default Website

11) Select WeblQ

12) In the WeblQ Home section on the right, double click "Authentication"

13) Make sure that "Anonymous Authentication" is Disabled (if on a workgroup environment, leave
this Enabled)

14) Enable "ASP.Net Impersonation", "Forms Authentication: and "Windows Authentication"

15) Highlight Windows Authentication, click Providers in the right pane and verify NTLM is first on
the list

16) Make sure that the status of ASP.Net version 4.0.30319 (32-bit) is set to “Allowed” in the Web
Service Extensions or ISAPI and CGI Restrictions in 1IS Manager.

17) Restart lIS

18) If a firewall is enabled on the IQ server, make sure port 80 is open

19) Browse to http://servername/webiq/default.aspx and confirm the WeblQ homepage is

accessible
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Log Files

By default, the 1Q service logs (IQ Application, IQFolder, IQocr, ServiceHost, etc) and Add-on logs are
located here on the 1Q Server: C:\WINDOWS\Temp\Informa Software\Lodfiles.

(.

.
@ 9 l C:\Windows\Temp\Informa Software\LogFiles|

Organize v Include in library v Share with ~ Burn New folder
¥ Favorites Name : Date modified Type
Bl Desktop .. IQfolder 11/3/2011 10:57 AM  File folder
& Downloads 1 Ocr 11/3/2011 10:57 AM  File folder
‘E.‘ Recent Places . RightFax Connector Service 11/7/2011 11:14 AM  File folder
1 ServiceHost 11/3/2011 10:57 AM  File folder
4 Libraries
Tﬂ Documents
J’ Music
[/ Pictures

The 1Q client logs are stored in the following location on the client machines: %temp%\Informa
Software\LogFiles.

Organize v Include in library ¥ Share with v Burn New folder
¢ Favorites . Administrator
Bl Desktop ., Client
¥ Downloads 1 IQForms
| Recent Places 1. IQnotify
|, OfficeConnector
4 Libraries 1 Setup
‘E] Documents
J’ Music
(=] Pictures
Videos

Note: The AppData folder is a protected operating system folder and is hidden by default.
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