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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 questions,
please contact an Informa Client Services Representative immediately. Thank you for using ImageQuest and
please share your ideas on how we can make ImageQuest better for everyone.

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

Toll Free: (877) 475-7778

Outside US: (407) 215-1291

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



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

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

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

Job Storage
‘, .

Send a document to one or more Stan and store a job

(<]

)
fax numbers Dt L

Oct-20-2010 1249 PM Network Address

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

Scan to ImageQuest

User:

abaker

€2 More Options
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Select another user by touching the box where you see the name:

® abaker

Administrator
jsmmith

kthormas

Cancel

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

T v,
Alser
e et

abaker:

Administrator

(@] jsmith

kthornas
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The screen should then change to reflect the new username:

Ia| More Options

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

shown here:

% Original Sides
T-cided

Content Orientation

Portrait

Original Size
Letter 3.5"%11"

=8 Resolution

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

Notice that the “Job Build” option is on by default. This feature allows you to scan multiple batches and
combine them into one batch.
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After pressing “Start Scan”, the following screen will appear:

Scanning Job Build Segment...

Press "Cancel Job" to cancel entire job.

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

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

-

Finish | [ Seam

I Cancel Job |

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

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

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

Launching IQdesktop

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

7
@ Default Programs

[/ Desktop Gadget Gallery
& Internet Explorer

] Windows DVD Maker
%) Windows Fax and Scan Administrator
<3 Windows Live ID

€ Windows Media Center
@ Windows Media Player

Documents

- Pictures
& Windows Update
-4 XPS Viewer Misic
.. Accessories
. Games

.. Informa Software
', ImageQuest

2§ IQadministrator

[© 1Qdesktop
1) IQprinter
.. Maintenance
.. Microsoft Office
I Microsoft Office Live Add-in

1 Back

Search programs and files

Computer
Control Panel
Devices and Printers

Default Programs

Help and Support

Run...

o)

el

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

10
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The screenshot below shows the default layout of IQdesktop’s major features: “Toolbar”, “Search”, “My Work”,
“Import” and “Scan”.

11

File Edi iew Tools Tabs Help

i i) GNEW Search Tab | ﬁ E’ & | 6 | o Befresh

Keywords:

| “

Customize Advanced

Indexing Queue
Work Queue

Watch List

f @ D@

Work Queue Search

Import file:

| Import

P— ]

& scan to ImageQuest

User: tjones | Cabinet: ImageQuestl Server: 2kix64a.development.com
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Indexing Queue

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

To view the Document Indexing screen, locate the “My Work” section on the Tasks panel and click “Indexing
Queue” as highlighted below.

@ [Qdesktop - ImageQuest
File Edit View Tools Tabs Help

| Bl & B & & | @ Refresh
Tasks B ox
| % search = |

Keywords: lgl

| 5

Customize Advanced Search

E My Wark 3 |

a Indexing Queus
a Work Queus

B watchlist
£ work Queue Search

| .% Import

Import file:

2

o

|@5:3n

@ Scan to ImageQuest

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

12
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The Indexing Queue shows all available document batches for the user logged into IQdesktop as illustrated
below. Document batches may be indexed, deleted or reassigned to another user or role.

(£ 1Qdesktop - ImageQuest | =3 o |
File Edit View Batch Tools Tabs Help
N, B OB & & | @ Refresh
| Tas 8 EJ Indexing Queue [x
| Bsesn »| - 8 X 8- 8 5 = = 2 o = NG
Keywords: [E2Ml 0rag 2 column header here to group by that column
“ | Create Date Time Page Count | DocumentType |IndexingResource | Status |Locked |MfpInputUser | Mfp Address | MfpHostName | Mfp Serial | Mfp Display Name l
o st | sover | T Y |
S| 12/20/2012 11:26:53 AM 1 MFP Scan tones v 1Z  Index s
| B My work 2| 12/20/2012 11:26:53 AM 1 MFP Scan Gones v 8 Reassign thfl'NPR R
D Indexing Queue 12/20/2012 11:26:54 AM 1 MFP Scan tiones v b4
8 o 12/20/2012 11:26:55 AM 1 MFP Scan tjones v
y 2 12/20/2012 11:26:55 AM 1 MFP Scan tones v
& watchList
& Work Queue Search
|
{ 53 Import | ‘
Import file:
| san Sl
6 Scan to ImageQuest
EX ] n
Ready. Total items: 6
User: tjones | Cabinet: ImageQuest | Server: 2kBx642a.development.com

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

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

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

B Indexing Queue | x|

B X[E)BE

13
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niab | B BB & | & | @ Refresh
Eilnde:angw x
Bﬁx-l Iéﬁsgbﬂ_r
Create Date Time Page Count | Document Type !ndengesouce Status | Locked | MfpInputUser | Mfp Address | Mfp Host Name | Mfp Serial prDsplayName
Customize Advanced | Search 12/20/2012 11:26:52 AM | IMFPJ(an v | |
12/20/2012 11:26:53 AM 1 MFP Scan tones v [F Index Ctri+l
| 1 My work 2| 12/20/2012 11:26:53 AM 1 MFP Scan tiones v |3 Reassign | Ctrl-Alt-R
I Q f. 126:54 AM MFP t t
£ 12;20(20121126 5 1 Scan tiones v b4
a o 12/20/2012 11:26:55 AM 1 MFP Scan fones v
2 12/20/2012 11:26:55 AM 1 MFP Scan tones v
& watchList
& Work Queue Search
| £8 1moort %
Import file:
| & sen |
6 Scan to ImageQuest
| ] 0
Ready. Total items: 6
User: tjones | Cabinet: ImageQuest | Server: 2kBx64a.development.com

In the “Batch Reassignment” window below, use the drop-down menu to select the User or Role to reassign the
selected batch to as demonstrated and click “OK”.

Batch Reassignment
Reassign to;: ) Rale
Administrator -
E Batch Reassignment E
Batches that are locked by & user
reassigned.
Reassign to: 1 Rale I User
Administrator -
Administrator 4/‘1
bjones Batch Reassignment
dogden
jsmith [ Oroe @ User
tones - - -

f=mith P

Batches that are locked by a user will not be

reassigned.
b CK -|lb Cancel -||

14
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By reassigning the batch to a role, every member in that role has access to the document batch in their Indexing
Queue. By reassigning to a user, only that specific user has access to the document batch. Once a user opens a
batch, it will be locked for exclusive use for thirty minutes. If the indexing process takes longer than this, the
lock will be expired and the batch will once again become available for indexing to other users in that role. Once
a batch is indexed by a user, it is no longer available for indexing by any user.

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

i Tools Tabs Help

E, Index Ctrl+I
' Delete , Ctrl+AltsD
X .

FA  Reassign  Ctl+Alt+R

o "

Confirmation X

You have chosen to delete these batches,
l % Areyou sure you wish to continue?

ves || N

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

15
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Indexing and Committing Batches

Document batches are “time-stamped” with the specific time they were scanned. To index one of the batches,

highlight the batch and select Index from the “Batch” menu, double-click the batch, or right-click the batch and
select Index.

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

The Indexer screen allows a user to view the individual pages of the batch and designate pages as the beginning
of documents for indexing. See below to locate the “Pages” and the “Document Window” to “Zoom”, “Rotate”,
“Print” or “Smooth” the document image.

E Indexing Queue ||
ﬂ Commit [E] Training Mede ||4ﬂ Pan| i | ﬂ Close @ 4 &
Pages Document Type Zoom: Entire Page - Rotate80°  Print | Smooth Image
2
; informa
4 INVOICE soflware
5
INVOICE NUMBER BGRATY
3 INVOICE DATE. 0012
ate
o
Big Covp.
PO B 102332
Marman, oK i
Item A Description Quantity Urit Price: Totad
7GR0 Copy Pager = WHT, LTR 0 2550 255,00
G502 Copy Faper — WHT, LEGAL w 2800 280000
NI Pun-LE 00 15000
1T Pen-Ly 200 s 15000
Route T
o
AMOUNT DUE EER
Cancel | | Commit |
Documents: 0 |

The “Pages” pane allows the user to click each page number to view each scanned page.

The “Smooth Image” button is on by default for better image quality, but may be disabled in order to increase
performance.

To make the image larger or smaller in the document window, click and select a size from the “Zoom” drop
down menu as displayed on the following page.

16
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The “Pan” feature, as shown below, gives the user the ability to navigate an image when the zoom function is

used and only part of the image can be viewed. When enabled from the toolbar, the user can use the cursor to
move across the document to find the information they are looking for.

a Indexing Queue |
B Commit [Z] Training Mede '- 4] Close D &
Pages Document Type Zoom: [100% -| Rotate 30 Print | Smocth Image

e
: INVOICE software
4 -
5 INVOICE NUMBER: 868470
INVOICE DATE: 10/01/12
LTO: SHIP TO: E
Corp. Big Corp.
. Box 102332 345 Oak Parkway
man, OK 75432 Stillwater, OK 75622
scription Quantity Unit Price Total ™
y Paper — WHT, LTR 10 25.50 255.00
v Paper — WHT, LEGAL 10 28.00 280.00
- BLK 200 0.75 150.00
- BLU 200 0.75 150.00
Cancel | | Commit | — Y
[« m +

Documents: 0

17
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Click the Rotate 90° button to rotate the image as displayed on the following page. This rotation will persist
when the page is saved in ImageQuest.

alndexing Queue X
& Commit [Z] Training Mode ||d"_7| Pan| (= | 4] Close D 4§ &

Pages Document Type Zoom: I Rotate 30° | Print | Smeoth Image

——————————————————
2
3
4
5 LR IR
g
=rxopl o zrme
F¥E8 F EE&F
§ _
serzid 283
EREFLIE gz
if i=
E%
z
S
[w]
[P PR m
BESE g5
¢
3 igf:  __
o 22
] a5
3
Route T eewp!lc g 3
EEET R A=
] o ’—0
L =
£3 ~3\
-] SRR g o
I 3 SERE| " @ Q
Cancel | | Commit |

Documents: 0

Note: If Full-Text OCR is enabled, it is possible for a manually rotated page to be orientated so that the text is
readable by the OCR engine.

The “Select” feature is a tool of the IQ Smart Indexer process and will be explained later in this document.

To close the window and return to the Indexing Queue, cIickl 4 Close or press the “Cancel” button at the
bottom of the attribute window. To close the Indexing tab altogether, click * on the right of its tab as shown on
the following page. Any changes made to the current batch will be lost once the Indexer is closed.

a Indexing Queue E#
& Commit [Z] Training Mode ||d"_7| Pany - 4 b
Pages Document Type Zoom: Entire Page - Rotate80° Print | Smooth Image
2
’ informa
4 INVOICE soflware
5
REMITTO: INVOICE NUMBER: BGRATD
Informa Softwane: INVOICE DATE: 1001412
123 Baker Street
O, L 31810
e sipTo:
Big Covp. Big Covp.
PO Bow 102332 345 Dk Parkway
Marman, 0K 75431 Stillmaber, OF 75621

18
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To begin indexing the documents in the batch, designate the first page of the first document by selecting it using

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

E Indexing Queue ||

& Commit [Z] Training Mode ||d"_7| Pan| aa] | 4] Close D 4

Pages Document Type Zoom: Rotate 30°  Print | Smeoth Image
2 [ Beginning of Document. Iy
3 [$ Exclude this page. . f L
4 INVOICE informa
Clear Selection software
5
Move Page Up Ctrl+U BEMITT: WNVOICE NUMBER: 358370
Inlonma Soltware INVOICE DATE: W01
X ke
Move Page Down  Ctrl+D gt
o swpTo:
Big Covp. Big Covp.
2.0 o 102332 345,k Baehuiry
Marmin, QK 75431 Stilmatar, 08 75622
em A& Description Quantity Urit Price: Total
FGan Copy Paper - WHT, LTR 0 2550 255,00
75802 Copy Fopes ~WHT, LEGAL w 2810 200
PEN100 P - BLE 200 0.75 15000
PEN10Z Pen - BLU 200 075 15000
Route To
- 4
£ssage AMOUNT DUE a0
Cancel | | Comrit |

Documents: 0

In the “Document Type” drop-down menu, select the document type to designate the first page of the
document. For example, in the screenshot below, the first page of the document is an Invoice.

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

19
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B Commit [Z] Training Mede ||@] Pan| | Select | 4] Close D b

Pages

2

3
4
5

Document Type

Select Document Type =

Client Directory

Collections

Current Real Estate Properties
ImageQuest Administrator's Guide

Documents: 1 |

Cancel | | Commit |
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Zoorn: |Entire Page ~ Rotate 30° Print | Smooth Image
in
INVOICE soflwars
REMITTO: INVOICE NUMBER: BGRATT
Informa Software INVOICE DATE: 10001712
123 Baker Street
Greeda, FL 33810
T e To:
i o, g Corp.
PO Box 102332 35 Ok Parks
Marman, QK 75431 Stitmatar, 08 75621
Item A Description Quantity \urit Price: Totd
TGa02 Conpry Pagar < WHT, LTR. 0 2550 25500
TEEIL Copy Faper - WHT, LEGAL w 2800 280,00
PEN100 P - BLE 200 0.75 15000
FEM102 Pen - LU 0 075 15000
AMOUNT DUE EEE )
|

When a document type is selected, the indexing fields for that document type become accessible as shown on
the next page. The user may <TAB> through the index fields that appear for the document type; these fields are

called “Attributes” and become the index values that are used when searching for a document within
ImageQuest.

20



ImageQuest User’s Guide 11.3

a Indexing Queue ||

Commit Training Mode Pan Select Cloze 9
| |

Pages Document Type Zoom: Entire |
2
2 Dacumenttaroup
4 (Mong) - h
5 CustomerMame
]
InvoiceDate
- h
InvoiceAmount
]
_RnuteTD:
8
Message:

Documents: 1 |

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

21
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ﬂ Indexing Queue ||

Commit Training Mode Pan Select Cloze 9
I |

Pages Document Type Zoorm: Entire |
2
: DocumentGroup
4 (Mone) -5
5 CustomerMame
Big Corp. bl
InvoiceDate
10/1/2012 L]
InvoiceAmount
€335.00 =)
Route To:

_—

Administrator (User) ﬁ

bjones [(User)
dogden (User)

Tom Jones/tongs {User)
APfAR (Role)
Sales (Role)

Documents; 1 |

Route To:
jsmith (User) - 5

Message:

Flease approve for payment

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

22
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“DocumentGroup” is also a system attribute, but will only be available to users that are assigned to at least one
Document Group in IQadministrator. Document Groups allow users to organize documents and further restrict
access to Users or Roles in addition to the permissions set at the Document Type level. Once a Document Group
is created and Users or Roles are added, only Users or Roles in that group can assign documents to the group or
search and view documents assigned to the group. See “Manage Document Groups” in the ImageQuest
Administrator’s Guide for more information on managing Document Groups.

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

B Indexing Queus |

ﬁ Commit [=] Training Mode -'"_TI Pan I Select E] Close P B

Pages Document Type Zoom: E
2
- DocumentGroup
; (Mone) J: ha]
5 Atlanta
Phoenix
=
£335.00 o

As additional documents are indexed, separate DocumentGroup assignments can be made as needed. Ifa
particular document does not need to be assigned to a Document Group, the user does not make a selection
and the default assignment is (None). If a document is not assigned to a DocumentGroup, any user or role that
has permission to the Document Type will be able to search and view the document once it's committed.

If a list attribute is being assigned and a new item must be added to the list—e.g., a new CustomerName must
be added—then the new item may be added during indexing if the user has the “Add List ltems” permission.
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If attribute data appears on multiple pages, the attribute data will remain when selecting different pages of a

document as highlighted below for page 2. This is useful if the index values are located on a page other than the

beginning page of the document, for example, an invoice total.

E Indexing Queus ||

ﬁ Commit [=] Training Mode | -dﬂ_Tl Pan |iEEI Select|| ﬂ Close P

Pages
@ 1 - Invoice
3

4

Documents: 1 |
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Document Type
Invoice

DocumentGroup
QOrlando

CustomeriMame

Big Corp.

InvoiceDate
/12012

InvoiceAmount
2335.00

Route To:
jsmith {User)

Message:

Please approve for payment

Cancel

Zoom:
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Once the last index field is filled in for a document type, <TAB> to return to the “Pages” pane, or click on the
next page to index the additional documents with each corresponding document type and completed index
values as shown below. For example, Page 4 is the beginning page of another document of the type, “Invoice”,
with Pages 5 as an attached page. The attributes and indexing fields, “Customer Name”, “InvoiceDate” and
“InvoiceAmount” can be filled in for indexing prior to committing this batch.

B Indexing Queue ||

B Commit [Z] Training Maode | A Pan |iEEI Select|| #] Close D 4 Jo

Pages Document Type Zoom: Entire Page =~
@ 1 - Invoice Invoice -
2
- DocumentGroup
Crland A=
5 CustomerMame
Haggerty, LLC ]
InvoiceDate
10/1/2012 * H
Invoice Amount
£396.00 ]
Route To:
AP/AR (Role) L
Message:
Please process for payment I
Cancel | ‘ Commit |

Documents: 2

“Clear the current value” allows users to clear attribute information that was entered or selected during a
search or edit. This feature is available in all IQ search, edit or indexing windows. To clear a value, click the “
button to right of the entry field.

Custarmerhlame
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Note: The “Clear the current value” feature is not available for True/False or required attributes in the edit or
indexing windows.

To commit the batch to ImageQuest, click on the “Commit” button, as shown below.

ﬁ Indexing Queue | x|
& Commit [ Training Mode | A" pan = Select | 4] Close D 7 b
Pages Document Type Zoom: Entire Page - Rotate80° Print | Smooth Image
@ 1 - Invoice Invaice -
2
DocumentGroy
= Orland ’ 4 informo
- rlando -
woice  nrorma
5 CustomerName
REMITTO: IMYOICE MUMBER: 68T
Haggerty, LLC hl Inlarma Softwes IMVOICE DATE: 1012
123 Bakes Street
Criasddo, FL 33810
InvoiceDate —_— —
10/1/2012 -5 it ek by st 300
Tusten, A7 40326 Phoans, &7 G066
InvoiceAmount
e & Description Quantity Uit Price Totad
$398,00 o -
PENLOD P < BLE 00 ors 150,00
PEN1GR Pen-BLU e Q75 150.00
EWLTR Erremlogars [Lr, SO0} 1 pE] w050
BINDLG Bander Qigs - Large [12) 1 &850 &550
Route To:
APfAR (Role) L]
Message:
Please process for payment I AMOUNT GLE R
Cancel | b Commit |
Documents: 2 | |
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After clicking “Commit,” The “Confirmation” window appears below; click “Yes”. The batch will be committed.
After a few seconds, click “OK” in the “Completed” window. If you click “No,” you will return to the active batch.

€ y  Are you sure you wish to commit 2 document(s) for this batch?
\_:/

Select YES to commit or MO to go back and change index values.

Yes ] | Mo d

The “Confirmation” dialog box will report the number of documents to be stored in the Cabinet. Pages without
icons next to them are not counted as part of the number of documents as illustrated below. For example,
Pages 2 and 3 will be attached to Page 1 to the Document Type, “Invoice” highlighted in yellow and Page 5 will
be attached to Page 4 to a second Document Type, “Invoice” highlighted in blue. This results is one 3-page
Invoice document and one 2-page Invoice document being sent into ImageQuest.

B Indexing Queue |
B Commit [S] Training Mode | " Pan ji= !

Pages Document Type
B 1 - Invoice Irvoice

; DocumentGroup
e

5 CustomerMame

Haggerty, LLC

InvoiceDate
10/1/2012

InvoiceAmount
239600

Note: If required index values were not entered, a “Document Error” screen will show which page and which
document has the missing value. Click the “Abort” button to stop the batch commit and make any necessary
corrections.
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Once a batch is committed, the user will return to the Indexing Queue to show remaining batches to index as
displayed below.

Page Features in the Indexing Queue

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

E Indexing Queus ||

ﬁ Commit [S] Training Mode | drﬂ Pan |iEEI Select|| ﬂ Close P o I&J}

Pages Document Type Zoom: Entire Page
L& 1-Invaice Invoice -
j DocumentGroup
@ 4 - Invoice (Hone) M
I Beginning of Document. -
“} Exclude this page. e
Clear Selection -
Move Page Up Ctrl+U -
Move Page Down  Ctrl+D
o !

For example, as shown on the following page, Page 5 has been excluded. When this batch is committed, we will
have two documents in ImageQuest: one, three-page “Invoice” document consisting of Pages 1, 2 and 3 and
one, single-page “Invoice” document consisting of Page 4.
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E Indexing Queue |

Pages

E}’ 1 - Irvaice

2

3
B{ 4 - Invoice

Commit Training Mode | M Pan
g - !

Document Type
Invoice
DocumentGroup

Crlando

CustomerMame

Haggerty, LLC

InvoiceDate
10/1/2012

InvoiceArmount
£396.00

Changing the order of the pages in a batch is possible by right-clicking on a page and selecting Move Page Up
(Ctrl+U) or Move Page Down (Ctrl+D) as modeled below. For example, Page 5 has been highlighted and moved

up; as a result, the document type, “Invoice”, is now a four-page document consisting of Pages 1, 2, 3, and 5,

and the second “Invoice” document consists of only Page 4.

a Indexing Queue |x
B Commit [ Training Mode | {1 Pan IﬂEEI Sele

Pages
Eo"f 1 - Invoice
2

3
Df 4 - Invoice

Document Type
Invoice

DocumentGroup

Orlanda

= Kl

Beginning of Document.,

Exclude this page.

Clear Selection

Move Page Up |, Chrl+U |

Mowve Page Down  Cirl+D

I EAsn s

Pages

E Indexing Queue |
& Commit [Z] Training Mode | " Pan fB Sele

Document Type

Invoice
2

; DocurnentGroup

QOrlando

3
B’f’ 4 - Invoice

CustomerMarme

Big Corp.

InvoiceDate
10/1/2012

InvoiceArmount
S835.00

Clear Selection, as shown on the following page, is used to deselect a page that has already been designated as

a new document or that has already been excluded.
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E Indexing Queue X
Commit (=] Training Mode pan i@ Select| | 4] Close

Pages Dacument Type
D 1 - Inwoice Invoice My

Route to
(Mong) L]

‘D Clear Selection N |
Mave Page Up g§|+U

Move Page Down Ctr+D
ToeDate

5/19/2009 -4

InvoiceAmount
4236.19 k]

Training Mode

The Training Mode feature allows focus on areas of the image to increase visibility and ease of indexing. You
can use this mode to configure the document template for review. To enable this mode, click Training Mode
below the “Indexing Queue” tab.

Next, select a Document Type and use the Zoom function to change the view of the document. Under each
corresponding field, there will be a Save Image Position button as shown below.

E Indexing Queue X%

ﬁ LCommit] ”g Training Mode | Pan| fm Select @ Close D 4 l\r}

PE‘QES Document Type |Zoom: 200% vI Rotate 30°  Print
& 1-Invoice Invoice M
. er Street
. DocumentGroup
E— > ), FL 32810
D 4 - Invoice CustomerMame

| Save Image Position |

InvoiceDate BILLTO:
| Hasgeny L

[ m——— P.O. Box 201-B
Tucson, AZ 40326

Description
Message: Pen — BLK
i Pen —BLU
= Erlwelopes (Ltr, 500|)

Decuments: 2

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

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

IQ Smart Indexer

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

A “Status” column displays the status of the IQ Smart Indexer process for each batch. See below.

E Indexing Queue |
Document Batches

Select a batch from the list below to begin Document Indexing.

Drag a column header here to group by that column

Create Date Time Page Count | Document Type Indexing Resource Locked Mfp Input User Mfp Address Mfp Host Mame Mfp Serial Mfp Display Mame

I —
12/20/2012 11:26:53 AM 1 MFP Scan tiones g
12/20/2012 11:26:53 AM 1 MFP Scan tiones g
12/20/2012 11:26:54 AM 1 MFP Scan tjones g
12/20/2012 11:26:55 AM 1 MFP Scan tiones g
12/20/2012 11:26:55 AM 1 MFP Scan tjones v
12/20/2012 4:15:05 PM 1 MFP Scan tiones g
12/20/2012 4:15:05 PM 2 MFP Scan tjones v
12/20/2012 4:15:05 PM 1 MFP Scan tiones g
12/20/2012 4:15:05 PM 1 MFP Scan tjones 4
12/20/2012 4:15:05 PM 1 MFP Scan tiones g
12/20/2012 4:15:05 PM 5 MFP Scan tiones g
12/20/2012 4:15:05 PM 1 MFP Scan tiones g
12/20/2012 4:15:05 PM 1 MFP Scan tiones g
12/20/2012 4:15:05 PM & MFP Scan tjones g
12/20/2012 4:15:11PM 5 MFP Scan tiones g
12/20/2012 4:15:12 PM 1 MFP Scan tjones v
12/20/2012 4:15:12 PM 1 MFP Scan tiones g
12/21/2012 10:42:04 AM 5 MFP Scan tjones "
4| i [y
Ready. Total items: 19
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There are four different statuses for IQ Smart Indexer. See below for each icon and its description.

Status Icon Status Description

Unknown — The batch is in queue for IQ Smart
) Indexer. 1Q Smart Indexing cannot be performed
on the batch.

In Process — IQ Smart Indexer is currently
= processing the batch. 1Q Smart Indexing cannot be
performed on the batch.

Completed — IQ Smart Indexer has finished
ey processing the batch. 1Q Smart Indexing can be
performed on the batch.

Failed — 1Q Smart Indexer has failed for the batch.
(7] IQ Smart Indexing cannot be performed on the
batch.

A batch can be opened for manual indexing with any Status, but only batches with a “Completed” Status can be
indexed with 1Q Smart Indexing.

If a user attempts to open a batch that is “In Process”, they will receive a message box as shown below.

IQ Smart Indexing in Progress |X|

] This dacument is currently being processed For IQ Smart Indexing,
[ Would wou like ba index this document manually without IO Smart Indexing data?

Yes ] | Mo ,\£
by

Clicking “Yes” will allow the user to proceed with manual indexing, but the “Select” tool will be disabled and IQ

Smart Indexing cannot be performed. Clicking “No” will return the user to the Indexing Queue and the IQ Smart
Indexer will continue to process the batch. Once the Status is “Completed”, the user may re-open the batch and
perform 1Q Smart Indexing.
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Once the Status for a batch is “Completed”, IQ Smart Indexing can be performed on the batch. To begin IQ
Smart Indexing, highlight a batch with a “Completed” Status and double-click it. This will open the main Indexer
screen.

Note that all the tools for manual indexing (Training Mode, Pages, Zoom, Rotate, etc.) are still available, but the
“Select” button is enabled as well. The “Select” button must be enabled and selected in order to use 1Q Smart
Indexing.

a Indexing Queue |[x|

& Commit [Z] Training Mode | M Panﬂilﬂelecti-ﬂ Close D 4 b

Pages Document Type Zoom: Rotate 30°  Print | Smeoth Image

Select Document T -
2
; informa
4 INVOICE soflware
5

REMIT T INVOICE NUMBER: 358470
Informa Soltwae INVIOICE DATE: PN

Item Description Quantity unitPrice  Total

J6302 Copy Paper - WHT, LT 0 2550 FET
6502 Copy Paper —WHT. LEGAL w 800 B0

—BLE IS
FENL0Z Fen— ALY 00 075 150,00

el
o
T

-4

Cancel | | Commit |

AMODUNT DUE EET

Documents: 0|

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

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

E Indexing Queue |

& Commit [Z] Training Mode | 4"} Pan |fi= Select|| #]) Close D

Pages Document Type Zoom: |Pag&\"."idth |v| Rotate 80°  Print | Smooth Image
Select Document Type z
2

Client Directory

3 Collections
4 Current Real Estate Properties . f—
5 ImageQuest Administrator's Guide | n or‘m G
MFP Scan 1 INVOICE soffware
Receipts
REMIT TO: INVOICE NUMBER: BERATO
Informa Software INVIOICE DATE: 10/01/12

123 Baker Street
Orlando, FL 32810

m

BILLTO: SHIP TO:
Big Corp. Big Corp.
P.0. Box 102332 345 Oak Parkway
Norman, OK 75432 Stillwater, OK 75622
ltem # Description Quantity Unit Price Total
TGEO2 Copy Paper — WHT, LTR 10 25.50 255.00
76502 Copy Paper — WHT, LEGAL il 28.00 280.00 | 5
PEN1DD Pen - BLK 200 0.75 150,00
PEN102 Pen—BLU 200 0.75 150,00

Cancel | | Commit |

Documents: 1
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At this time, 1Q Smart Indexing can be performed. Tab to the first attribute to be indexed. Next, locate the
desired text in the image displayed in the Document window with the mouse cursor. Press and hold the left
mouse button and, from left to right, drag over the text to capture. Release the left mouse button to populate
the attribute with the selected text. In the screenshots on the following page, the user is using IQ Smart
Indexing to populate the “CustomerName” attribute with the value “Big Corp.” by clicking and dragging over the
text on the image in the Document Window.

a Indexing Queue |[x|
& Commit [Z] Training Mode | M Pan |iEEI Select|| 4] Close D 4§ &
Pages Document Type Zoom: Entire Page - Rotate80° Print | Smooth Image
2
DocumentGrou
; v o informa
one -
4 INVOICE soflware
5 Customerlame
REMITTO: INVOICE NUMBER: BGRATD
hal Inlarma Softwi INVOICE DATE: T
123 Baker Street
InvoiceDate —
T a Big Covp.
T h P Bow 5233 345 Gk Favkway
Marman, 0K 75431 Stillmaber, OF 75621
InvoiceAmount
e @ Description Quantity urit Price: Totad
o JGan Copy Pager - WHT, TR 0 2550 255,00
76302 Copy Fager — WHT, LEGAL w |00 260,00
PEN100 P - BLE 00 [ 150,00
FEN102 Fen - BLU 00 ors 150,00
Route To:
- %
Message: AMOUNT DUE EET
Cancel | | Commit |
Documents:1 | |
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E Indexing Queue ||

&} Commit [=] Training Mode | A pan |fB Select | 4] Close D b

Document Type Rotate 90°  Print | Smooth Image
Invoice -
DocumentGrou
Vo) o informa
ore; - I
INVOICE o llwore
CustomerMame
REMITTO: INVOICE MLIMBER: BGRATT
Big Corp. sl Infoma Sofwae INVOICE DATE. PRI
123 Baker Street
Orianda, FL 31810
InvoiceDate o -
- H &g Covp. Big Corp.
PO Box 102332 345 Dok Parkwary
mmmmm Stillmaber, 08 75621
InvoiceAmount

itema Description Quantity urit Price.

76302 Copy Pager < WHT, LTE ) 2550
76502 Copy Foper — WHT, LEGAL w 00 28000
PEN1CG B - BLE Er) 673 15000
PENLZ Fen - BLY w0 075

IQ Smart Indexing will then auto tab to the next attribute so the user can continue indexing the document. See
below. The user has also populated “InvoiceDate” with “10/1/2012” and is in the process of populating
“InvoiceAmount” with “$835.00”.

E Indexing Queue ||

&) Commit (S Training Mode | A pan |fm Select | 4] Close D & b

Pages Document Type Zoom: Entire Page - Rotate90° Print | Smooth Image
2
DocumentGrou
: ey o informa
one -
4 INVOICE soflwaore
5 CustomerName
REMITTO: NVDICE NUMBER: AGEATD
Big Corp. sl Infoma Soltwae INVIOICE DATE: PRI
123 Baker Street
Orando, fL 3110
InvoiceDate — —
10/1/2012 - by, Frore e
Marman, 0K 75431 Stillmaber, 08 75621
InvoiceAmount
Iem A Description Quantity Urit Price: Totad
£335.00 “
JGE0 Copy Pager - WHT, LTR. 0 2550 255,00
76502 Copy Paper —WHT, LEGAL W |00 260,00
PENICO Puan - LK 00 [ 150,00
FEM102 Fen—BLU 00 ors 150,00
Route To:
R
Message: AMOUNT DUE T g
Cancel | | Commit |

Documents: 1 | |
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Assign and index additional documents in the batch as needed, and click “Commit” to commit the batch to

ImageQuest. Once a batch is committed, the user will return to the Indexing Queue to show the remaining

batches to be indexed.

Note: Any combination of IQ Smart Indexing and manual indexing can be performed on the same document if

the Status for the batch is “Completed”.

Persistent Attributes during Indexing (Sticky Attributes)

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

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

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

options. These options are also available as toolbar shortcuts.

£33 | Copy from previous document

Copies the value of the same attribute name from the
previous document

4% | Apply to existing documents

Copies the current attribute value to all other documents
currently defined in the batch containing the same attribute

sll- | Apply to all new documents

Copies the current attribute value to all new documents
that will be created in the current batch containing the
same attribute

| ) IQdesktop - ImageQues|

File Edit View Batch Iools Tabs Help

HE B &S | @ Reen

& scan to ImageQuest

37

[ indexing Queue [x

Documents: 1

B search 2 Commit [] Training Mode | <) Pan | Select | C\o;
Keywords: @] Pg=s Document Type Zoom: 50% - Rotste90° Print | Smooth Imags
o] nvoice -
2 Invoice Number
Customize Advanced | Search || 3 123456 .
D Copy from previous document |
I my work = Vendor | @ Apply to existing documents
El  Indexing Queue b Applytoall new documents
8 work Queue orehoe
K
[§F  watchList
& Work Queue Search Invoice Total
|| asccom o
I L3 tmport % 123 Main Street
7] Paid Maltland, FL 32751
Import file:
407-647-8765
Cus;
|| € sean e

SHIPFING

SALESPERSON JOB METHOD

QUANTITY ITEM # DESCRIPTION
Route To:
5 1235 Red Widgets
20 1245 Blue Widgets
Message:

|
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PDF Indexing

The Indexing Queue is able to index PDF files that are imported from IQfolder. There are a few differences when
indexing PDF files as opposed to TIF files:

e PDF files may be annotated during indexing using the same annotation toolset found in IQdesktop

e Thumbnail views of all pages in the document are provided
e Pages may be inserted into the current document from existing PDF files stored on disk by right-clicking

on any thumbnail

! 1Qdeskiop - ImageQue =5

File Edit Wiew Batch Tools Tabs Help
) | B B B & |& | @ Befresh

E Indexing Queue | x|
| B search 2 | B Commit | 4 Close .
e [@] poamentType L R e I N2 e IR =N OB L 4 e 8 = B T
e 'é@n@:ﬁ@/;&/mm;@a@ﬂ

Invaice Number
Customize Advanced Search 102 Pl Thumbnails Rox
| 2] My Work 2| vendor
AEC Corp I E
ﬁ Indexing Queue 3 e
3
B WorkQueue Invoice Date E
11/26/2012 - o ls
[BF  watch List 1
& Work Queue Search Invoice Total g
$21.20 Al =
| 53 moert N I
Import file: = - N TEECTTTIET
5 G oo i moon Ui
| & sean a
4l  Insert pages before...
& Scan to ImageQuest peg
“‘ Insert pages after...
ns
Route To: n
- APPR(
Message:!

Cancel Commit

User: Administrator Cabinet: ImageQuest | Server: 2k8x86b.development.com

The following features are NOT available when indexing PDF files in this manner:

e Smart Indexing

e Splitting up pages as different documents
e Training Mode

e  Sticky Attributes

Note: The Smart Indexing status of a PDF document will always show up with a gray circle or unknown in the
Indexing Queue.
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The Search task allows for a wide variety of search options: “Custom Search”, “Keyword Search” and “Saved
Queries”; these allow the user to perform a search based on any attribute value, one or more specific Document
Types, and/or keywords within indexed documents.

Custom Search Tab

To initiate a search for documents, click the Search icon ﬂ in the toolbar, use the “Tools” menu to select the
Search function, or click the “Advanced” link.

@ [Qdesktop - ImageQuest
File Edit View RELIR Tabs Help

TIT

Customize Advan

r

| B My work

B Indexing Queue

@. Work Queue

B watchList

&Y Work Queue Search

b

3 o

G Search... My Ctrl+F
—— E] Indexing Queue  Ctrl+Q
| B8 search [E Watch List Ctrl+W
5 Work Queue Ctrl+R
Keywords:
&' Work Queue Search
E} Manage Docurgent Tvoes

@}stktup—]nﬁgeﬂust
File Edit View Tools Tabs Help

ﬁ 3)-hile 3-;.=:-‘.=_-|E E’ﬂl@ |@Eeﬁﬂh

| B 5earch

Keywords;

Tramnrt file:
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Customize | | Advanced

Search

| 5] My work

E |‘_ JE»

E Indexing Queue

B work Queue

B watchList

&£t Work Queue Search

| &3 tmport

i

Tramnrt filas
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In the Advanced Search dialogue shown below, all document types are selected by default, so a user can simply
enter or select attribute or keyword information and click “Search” to search all documents that meet the
criteria. Users can specify which document types to include in a search by checking or unchecking document
types from the dropdown list. When a selection is made and the user clicks “OK”, the Search window will
update to only reflect the attributes shared by the selected document types.

8 Search = @

Keyword search criteria;

Custom Search |BEEVZe0=4=]

Document types toindude;  Invoice -

Enter values for any attributes | [7] Appointments
CreateDate Time
T Main w2

Customerhiame || Patient Health Record

DocumentGroup

InvoiceAmount

InvoiceDate

Select Al | | Clear oK

PageCourt
hal to bl

Clear Search | | Cancel
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As shown below, a search is in effect for an InvoiceDate of 10/1/2012. By selecting a single Document Type, the
list of all available attributes is changed to reflect only those attributes associated with that Document Type.
Click “Search” once the desired index fields are completed.

08 Search s = |-
Keyword search criteria:
ha
Custom Search = .--.-u-T*‘Ej-.i
Document types toindude: | Invoice -
Enter values for any attributes you wish to search for:
DocumentGroup
~a o - 5
CustomerMame
] or =]
InvoiceDate
10/1/2012 - @ 4|t ~ @
Invoice Amount
Y to hal
CreateDateTime
+@ 9t - @ =
PageCount
a2 to =]
—————— =~
Clear Search Cancel

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

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

When a user is a part of one or more Document Groups, as seen on the next page, and chooses one of those
DocumentGroups to search by, the search will return only “Invoice” documents with the specified value. When
the same user leaves “DocumentGroup” blank, the search returns “Invoice” documents with “Atlanta”,
“Orlando”, and “Phoenix” DocumentGroup values, as well as those invoices not associated with a
DocumentGroup.
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B search =1 E58 5
Keyword search criteria;
hal
Custom Search |G K8I=y=H
Document types toindude: Inweice -
Enter values for any attributes you wish to search for:
DocumentGroup
4| or -
Atlanta
hal
Phoenix l
to - hal
to ]
CreateDate Time
M a2 to - =
PageCount
| to hal
Clear . Search || | Cancel

The custom search results are three Invoices with an InvoiceDate of 10/1/2012. The IQ search criteria are
displayed in each Search tab so users can see the search criteria used for the displayed results.

' [ IQdesktop - ImageQuest

File Edit View Document Tools Tabs Help

i 8 ] New Search Tab | E B Fn |6 |@Eeﬁesh

| 2] My wark

Customize Advanced Search

E Indexing Queue
A Work Queue
B  Watch List

B search [x)
| R search iz BsRakia e el 58 e 20 = |G
Keywords: \g’ D Type IN ("Invoice’) AND (Invoi ="10/1/2012")
sl

Drag a column header here to group by that column

10/1/2012

10/1/2012
10f1f2012

DocumentType

5 Invoice |"|53rlando Big Corp.

1/2/2013 11:22:30 AM Invoice Test Labs, LLC
1/2/2013 11:23:12 AM 5| Invoice

CreateDateTime PageCount DocumentGroup CustomerMame Invaic

ABC Inc.

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

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

Saved Queries Tab

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

The user may perform a search using the “Saved Queries” method in IQdesktop. Click the search icon M and
then, click the “Saved Queries” tab as shown below to select a saved query from the drop down menu. Fill in
any required attributes and then click the “Search” button.

8 search [ = @
Keyword search criteria:
hu}
Er.?n“‘-"ﬁ‘ Saved Queries |
Select a saved guery to execute: -

Clear Search | Cancel
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The screenshots below gives an example of a saved query search based on the “InvoiceDate” attribute and its
search result.

B Search N R
Keyword search criteria:
a
ol Saved Queries
Select a saved query to execute: InvoiceDate R I
Enter the InvoiceDate: 10f1/2012 . -

Clear i Search H[ Cancel

B8 InvoiceDate [x

HEORSRERA A G 5E %o oo - I

InvoiceDate = "10/01/2012"

Drag a column header here to group by that column

CreateDateTime PageCount DocumentType DocumentGroup CustomerMame InvoiceDate InvoiceAn

2 5 Invoice | orlando Big Corp. 10/1/2012
1/2/2013 11:22:30 AM 5 Invoice Crlando Test Labs, LLC 10/1/2012
1/2/2013 11:23:12 AM 5 Invoice Orlando ABC Inc. 10/1/2012 51

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

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

Another way to search for stored documents is by entering the keywords in the “Keywords” field in the “Tasks”
panel. Most common file types such as .txt, .doc, .pdf, and .xIs documents are available for Full-Text search; the
search results will include all documents that contain the keyword criteria entered.

See below for search string examples and descriptions of valid full-text search syntax.

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

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

Note: When using symbols and other non-alpha characters in the Keyword field, it may be necessary to
enclose the search terms in quotation marks (i.e. “Joe’s Crab Shack”).

To use “Keywords”, enter the phrase as the search criteria (and any custom or saved query criteria), for
example, “big corp”, and click “Search”. See the screenshot on the following page to view the search results
displaying three documents relevant to the search criteria.
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[ IQdesktop - ImageQuest

File Edit View Document Tools Tabs Help

D88 O NewsearchTab | E] B B2 & | & | @ Refresh

Customize Advanced

| Bl my work

E Indexing Queue
A work Queue
B Watch List

Customize List

sl B search (%

| et B BOBS RS RG] s e T
Keywords: ! d =-hgm-

[bigcorp

CustomerMame InvoiceDate InvoiceA

PageCount

DocumentType | DocumentGroup
Orlando
Orlando

Orlando

5| Invoice

5 Invoice Big Corp.

@ 1/2/2013 11:23:12 AM 5 Invoice Big Corp.

The Search task in IQdesktop includes a “Customize” feature that allows users to add frequently used search
attributes to the Tasks panel as “favorites” for quick searching.

Click the “Customize” link to open the “Choose Favorite Search Attributes” window. You may select up to five
attributes to be displayed in the tasks pane. The user can then enter or select search criteria and perform their

search directly from the Search panel. See below.

o e——
| # search 2|
Keywords: Choose Favorite Search Attributes E
]
‘You can choose up to 5 frequently-used attributes to appear
in the Tasks pane for quick searches:
Customize | Advanced
CreateDateTime

| [B] my work

3

| CustomerName
DocumentGroup

E Indexing Queue

DocumentType
InvoiceAmaunt
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E Work Queue InvoiceDate T 0 x
| PageCount ]
[BF watchList saskaun | Pra— = |
o
&' Work Queue Search |
| Keywords: @
L4 tmpart = o
Import file: . |
-
Impo InvoiceDate
- 4:,
| € sean A |
— |
& Sean to ImageQuest | Clear h oK d | Cancel Customize Advanced
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Viewing a Document

Once the search function locates the desired documents, the documents may be viewed. To view a document,
double-click it or right-click on it to open the menu and select View Image (Ctrl+l) as illustrated below.

R search x|

BEOBRSB=R B * o] 88w e e |GG

Keywords = "big corp”

Drag a column header here to group by that column

CreateDateTime PageCount DocumentType DocumentGroup CustomerMName
| 3 I,

| E - P

InvaiceAn
-

BT 12/2013 11:22:30 AM 5 Invoice Bz Curbel 2012
B T ywizinenizam 5 Invoice 1 Edi. CrieShift+E  Jog1a 51
[ Annotate...
fdh  Add Revision..,
A  Route..
B Savelocal Copy  Chrl+Shift+L
¥ Export to Folder..,
E4  Email Document... Ctrl+M
#)  Batch Print
Ig M @ Show Associated Ctrl+0 !
E  Find Similar... Results: 3 of 3 |
LR AL
[Workﬂow Mame | Criginator | Status | Started i} R Ctrl-Ale=D Exportel
B | Undelete
[§ Watch Document Ctrl+T
Stop Watching Ctrl+U
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A document like the sample below is displayed in the user’s default image viewer; this figure shows a PDF file

opened in Adobe Acrobat Reader.

B8 search

[T] Arrange Windows

===

Looking For:
big corp in the current document

Results:
1 documents with 1 instances

Results:

EHB CAULAInvoice.pdf m
¥ Big Corp. Big Corp. P.0. B

| »
[7] Collapse file paths

Show Less Options

Find a word in the current document

L Invoice.pdf - Adobe Reader
File Edit View Window Help

(E=8 ECH Fx3)

x

Configuring the View

® 1| @[] e 5

Tools Sign Comment

DAZE S|
)

~

Click on Sign te add text
! and place signature on a
* PDFFile.

n

INVOICE soflware
REMIT TO: INVOICE NUMBER: 868470
Informa Software INVOICE DATE: 10/01/12
123 Baker Street
Orlando, FL 32810

BILLTO: SHIPTO:

Big Corp. Big Corp.

P.0. Box 102332 345 Dak Parkway

Norman, OK 75432 still water, OK 75622
Item # Description Quantity Unit Price Total
76802 Copy Paper — WHT, LTR 10 25.50 255.00
76902 Copy Paper — WHT, LEGAL 10 28.00 280.00
PEN100 Pen - BLK 200 0.75 150.00
PEN102 Pen - BLU 200 075 150.00

IQdesktop is highly configurable, allowing the user more screen “real estate” to display the information about
the documents in a way that is most valuable to the user. The user also has leverage to emphasize any

information displayed in each document. For example, by selecting which data columns are more desirable in
sorting, grouping, and criteria for filtering.

IQdesktop is comprised of three main areas by default, the Tasks panel on the left, the search grid on top and
the Notes/History panels on the bottom as seen below. This screen can be customized in a variety of ways by
hiding and closing some or all of the panels or by moving the panels to different parts of the screen.
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] Tabs Help

i #8 O NewsSearchTab | Ef B 3 & | & | @ Refresh
| #search ¢

IR OBSRERIB A Do BEREAO S

Keywords: DocumentType IN (‘Invoice) AND (InvoiceDate = '10/1/2012")
DocumentType
InvoiceDate Fe | gk 5/In Orlr

-@ w & T y01311:22:30 AM 5 Invoice Orlando Big Corp. 10f1/2012
Customize  Advanced 7O yz0131nenizaM 5 Invoice Orlanda Big Carp. 10/1/2012
[21 My work =

B Indexing Queue
A Work Queue

[ watch List

& Work Queue Search

ImageQuest User’s Guide 11.3

$65.00
$1,350.75

& 5can to ImageQuest

1/2{2013 12:54:52PM
1/2{2013 12:50:35 PM
1/2/2013 11:34:11 AM
1/2{2013 11:32:16 AM
1/2/2013 11:07:28 AM

tjones

User: tiones | Cabinet: ImageQuest | Server: 2k8x64a.development.com

LH Tmport S
Import file:
1 Results: 3 of 3
Impor
» B Details
& Scan ES

To increase screen “real estate”, locate the pushpin icons on the “Tasks”, “History”, and “Notes” panels as
highlighted below. Unpinning the panels causes them to slide out of the way. To access the hidden panels,
simply hover over the tabs. Click the pushpin again to allow the panels to always be shown on the screen. The

panels may also be closed altogether by clicking on the X to the right of the pushpin.

e

File Edit View Document Tools

. #8 ) NewsSearch Tab | Ef [

) 5earch -

Keywords: IO'I
pal
DocumentType
- H
InvoiceDate

- @ -
Customize Advanced
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Another way to increase the screen “real estate” is by moving the mouse cursor between two panels until the

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

A search [x)|
il OBEBaRIB A e BERE SO T
Type TH ("Invoice’) i ="10/1/2012")

Drag a column header up by that column

Ko ommeres racers erenne

5| Invoice

ﬁ] 1/2/2013 30 AM 5 Invoice
12013 1123124 5 Invoice Orlar -

# search x|
L DB RERIB S G| BEREEO S
DocumentType IN ('Invoice’) AND (InvoiceDate = "10/1/2012")

‘E 1/2/2013 11:22:30 AM 5 Invoice Orlande Big Corp. 10/1/2012 $65.00
E 1/2/2013 11:23:12 AM 5 Invoice Orlando Big Corp. 10/1/2012 $1,350.75

Event Date

1/2/2013 11:3%:11 AM
1/2/2013 11:32:16 AM

: tones
1/2/2013 12:50:35 PM tones

- . 1/2/2013 11:34: 11 AM tjones
EXE . otes -5 orkfiow History |7 h 1/2/2013 11:32: 16 AM tones

User: tjones | Cabinet: ImageQuest  Server: 2ki6da.development.com | 1/2{2013 11:07:28 AM System
1/2{2013 11:07:28 AM System
1/2{2013 11:07: 19 AM System
1/2/2013 11:06:05 AM System
1/2/2013 11:05:52 AM tHones

1/2{2013 11:05:52 AM tones
1/2{2013 10:56:39 AM

v [ Open Work Items

o ReaBeE gt e S SeTelomenBeo|

The three panels (Tasks, Notes and History) can also be moved around the screen and customized. To move one
of the panels, first make sure that the panel is pinned. Next, click and drag the panel tab name to one of the
drop position indicators as shown below. Release the mouse button when the panel shadow preview appears in
the location you want.

On the following page, the “History” panel is moved to next to the “Notes” panel.
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4 search I£||
Ry OB &2 IR 2 Beda| EERBED T
DocumentType TN ('Invoice') AND (InvoiceDate = '10/1/2012")

Drag a column header here to group by that column

CRENr RN e

1/2/2013 10:52:22 AM 5| Invoice Orlando Big Corp. 10/1/2012 £335.00
1/2/2013 11:22:30 AM 5 Invoice Orlando Big Carp. 10/1/2012 55,00
1/2/2013 11:23:12 &AM 5 Invoice Orlanda Big Carp. 10/1/2012 £1,350.75

Results: 3 of 3

Workflow History | [ Open Work Ttems 1/2/2013... tjones

5
| FileView  1/2/2013... tjones

User: tjones| Cabinet: ImageQuest ‘ Server: 2kBx04a development.com
Save 1/2/2013... System

The result of this move is shown below.

File Edit ' ment T Tabs Help

i @ O NewSearchTab | B [& 3 & | & | @ Refresh
i search [x]|
i EEOBSRRRAB P GeaBERE 20T

Type TN ('Tnvoice') AND (Invoi ='10/1/2012")

Bl

Drag & column header here to group by that column

RN A e

; 5| Invoice
7 ‘E 1/2/2013 11:22:30 &AM 5 Invoice Crlando Blg Carp. 1012012 555.00
B T yre0i3inenizam 5 Invoice Orlando Big Corp. 10f1/2012 51,350,75

Fileview 1/2/2013 12:54:52 FM tHones

1/2/2013 12:50:35 PM
1/2/2013 11:34:11 AM
1/2/2013 11:32:16 AM
1/2/2013 11:07:28 AM

[TV -5 Workflow History | [ Open Work Items

User tjones | Cabinet: ImageQuest | Server: 2kiiida.development.com |
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To return to the default window layout at any time, go to the “View” menu and select Default Window Layout
as illustrated below.

E@ [Qdesktop - ImageQuest
File Edit RIS Document Tools Tabs Help

. § ]| @ Refresh F5 <,
B Tasks L
R searct & Default Window Layout %_IE) =
Keywords: Preview Pane ntTy|
1L Motes Ctrl+N
DocumentT| £  History Ctrl+H 1
Worlflow History
InvoiceDaty @ ' .
%  Open Work Items
Clstomie ¥  Include Deleted
Grid Layout 3
| ﬂ My Work =

Ed  Tndevina Quene

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

Preview Pane

Beginning with version 11.0, the IQdesktop client now has an additional image preview pane that lets you see
the document within the client without launching the associated application. ImageQuest uses built in Windows
Preview Handlers, the same technology that Microsoft Windows Explorer and Microsoft Outlook use, in order to
render the preview pane. The following file types should preview in IQdesktop without the need to install
additional software: .bmp, .jpg, .rtf, .txt, and .tif. Additional preview handlers can be installed as well in order
to preview other file types. Installing Microsoft Office 2007 or 2010 will activate previews for .doc, .docx, .xls,
Xlsx, .ppt, and .pptx while installing Adobe Reader 9, 10 or 11 will activate .pdf files.

The example on the next page highlights the preview pane for a selected document.
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[ 10desktop - ImageQuest |E=H B 5|

File Edit View Document Tools Tabs Help

B NEwSearchTab| B BB & | & | € Refresh
a5 B search [x)

|"SEEI’d’| A‘ @@QE&"[%-&|E*IE’GMEM’.E'&E@Eﬁ‘:ﬂ
T DocumentType IN ('Invoice') AND (InvoiceDate = '10/1/2012")

Preview

* Drag a column header here to group by that column
DocumentType
.5 x '[.; .@ |E| CreateDateTime PageCount Do:umantTvne DocumentGroup CustomerName Ir|
= I A S S TN
. - B T yzezinzaoam 5 Invaice Orlanda Bia Carp.
# T yzwizinaniaam 5 Invaice Orlando Big Corp. i
Customize  Advanced
|| ] My work 2|
B Indexing Queue
A work Queue
[E watchList
& Work Queue Search
| .@ Import S ‘ Ln ]
Impart file: Results: 3 of 3 | " s
=
Impart I - Add Mote F®  Show Details
r
| é Scan . Event Date ¥ | User Name
& scan to ImageQuest 1/2/2013 12:50:3... tones
1/2/2013 11:34:1... tjones
1/2f2013 11:32:1... tjones
1/2/2013 11:07:2.., System
1/2/2013 11:07:2... System
-5 Workflow History [ Open Work Ttems iew 122013 11:07:1... System

User: tjones | Cabinet: ImageQuest | Server: 2kfx64a.development.com |

Note: Documents that are larger than 50MB will not show in the preview pane for performance reasons and
instead will display a message asking the user to launch the associated application instead.

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

default and can be turned on by using the button on the toolbar.

Column Customization

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

CreateD... PageCount | Docume... Indexi... &4 | MfpInpu... Mfpaddr... MfpDispl... MfpHost... MfpSerial
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To move a column header, left-click on the column, drag and release it in the header row where the column is
desired. For example, CreateDateTime, as shown below, is being moved from its default location to the right, in

between DocumentGroup and CustomerName.

) 5earch (x|

R OBEBE R A B 58 5= o~

 DocumentType IN ('Invoice') AND (InvoiceDate = '10/1/2012')

Drag a column header here to group by that column

InvoiceDate InvoiceAmount

x T,;L .@ | CreateDateTime PageCount DocumentType

e | #® [1/2/2013 10:52:22 AM 5| Invoice
BT vz inzzanam 5 Invoice Orlanda Big Carp. 10/1/2012
A - .- . .

B8 search (x|

BROBEBERIE A Gww] 588 sso - I

' DocumentType TN ('Invoice’) AND (InvoiceDate = '10/1/2012")

Drag a column header here to group by that column

DocumentType CustomerMame InvoiceDate InvoiceAmount

DocumentGroup CreateDateTime

5| Invoice orlando 1/2/2013 10:52:22 AM | Big Corp.
5 Invoice Orlando 1/2/2013 11:22:30 AM Big Corp. 10/1/2012 £65.00
5 Invoice Orlando 1/2/2013 11:23:12 AM Big Corp. 10/1/2012 £1,350,75

PageCount

A user can remove a column by left-clicking on the column header to be removed and holding down the left-
button to drag the column out of its initial setting as modeled below. An X will appear in place of the normal
mouse cursor. For example, the column, “DocumentGroup”, is being removed from the header.

B8 search [

00 B a8 G| B 8 @ e o = I

'DocumentType IN (‘Invoice') AND (InvoiceDate = '10/1/2012")

Drag a column header here to group by that column

CustomerMame InvoiceDate InvoiceAmount

PageCount DocumentType DocumentGroup T| CreateDateTime
Ellnvoice |Drlando N 1/2/2013 AM |Big Corp. | 1012012

\ 1/2/2013 11:22:30 AM Big Corp. 10/1/2012 55,00

122013 11:23:12 AM Big Corp. 10/1/2012 $1,350.75

5 Invaice Orlande

5 Invaice Orlando

Docum noup

Release the left button to remove the column. The column name is deposited in the “Customization Window”
which stores columns that are hidden from the user.
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To add a column back to the header, right-click on the header row and select Column Chooser from the menu as

displayed below.

i search (x|
proBRsRr=&IR e oo B8 % 280 |

DocumentType IN {'Invoice') AND (InvoiceDate = '10/1/2012")
Drag a column header here to group by that column
CreateDateTime i InwoiceAmount

x 1,.; .@ [ PageCount | DocumentType ﬁl Sort A di
. i 74 20t Ascending "
5| Invoice | 1/2/2013 10:52:2 = $835.00
Sort D di
5 Inveice 1/2/2013 11:22:30 £4 Sort Descending £55.00
Clear Sorting
Clear Serting 51,350.75

5| Invoice 1/2/2013 11:23: 14

= Group By This Column
Hide Group By Box

Remawve This Calumn

iE Column Chooser 3

[ Best Fit

Best Fit (all columns)

F Filter Editor...
Show Find Panel

Show Aute Filter Row F—————

The “Customization” window will open. As demonstrated on the following page, drag the column name from
the Customization window back to the header row by left-clicking on it, dragging it and releasing it. In the
example on the following page, the column, “DocumentGroup”, is returned to the header.
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HSEarch B3]

BBOBSBER D A Gmn] 5 E s o = I

DnmmmtTvpe IN ("Invoice') AND (InvoiceDate = '10/1/2012")

Drag a column header here to group by that column

3('[;@@

¥
DocumentType CreateDateTime CustomerName InvoiceDate InvoiceAmaount

Wcr  onme | o
1/2/2013 11:22: Big Corp. 10/1/2012 255,00
[ S 5 Invoice 1/2/2013 11:23:12 AM i 10/1/2012 $1,350.75

]
Customizaticn =)

"’mcumentGroup

PageCount

5 Inwvoice

Columns can also be narrowed or widened depending on how much column space you require for any column
displayed as demonstrated below. To narrow or widen a column, position the mouse across the line dividing the

two columns until you see  *7* and left-click and drag, moving to the left to narrow or to the right to widen
the column; the CreateDateTime column is being narrowed in the examples below.

i) search (%)
L BEOASE x| B & E’fﬁrid-Ed-it[i
.[NuumuItT'd'PE IN ('Invoice') AND (InvoiceDate = '10/1/2012 8 search [
Drag a column header here to group by that column @ @ Q E 5’1 Bﬂ & | E
CreateDats PageCount DocumentType IN ('Invoice’) AND (InvoiceDate =

1/2/2013 [10:52:22 AM w Drag a column header here to group by that column
1/2/201311:22: 30 AM 5
1/2/201311:23: 12 aM 5

-«

12/201...
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Best Fit

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

I'Z‘l Sort A;cending

Z| Sort Descending

Create... ] Rl @eateDateTime
| = Group By This Column & S009 4147136 PI
1':2':20 Lo ‘ Hide Group By Box - -
1/2/201... |— - 6/2312009 4:42:36 PM
Remove This Column
1/2/201... . 6123/2009 4:59:34 PM

| Best Fit (all columns)
7 Filter Editor...
Show Find Panel
Show Auto Filter Row
Filter Mode L4

Sorting

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

B search x

iHRRRERB S H

DocumentType IN ("Invoice') AND (InvoiceDat

Drag a column header here ko group by that calumn

PageCaunk

3 GZ3/2009 4;42:36 PMY Invoice
7 6/23/2009 4:59:34 PM  Invoice

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

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

“Search [x]

(HEOBEEERIE A BB e % s ao = I

Dnulmult'l'vpe IN ('Invoice')

Drag a column header here to group by that column

CreateDateTime 4 | PageCount DocumentGr: al = = Bl Inwvoicel

1/2/2013 11:22:30 AM 5 Orlando &1 Sort Descending 10/1/201
1/2/2013 11:23:12 AM 5 Orlanda Clear Sorting 10/1/201

1/2/2013 3:05:47 PM 1 Atlanta - T 1/2/2011
= Group By This Column I
1/2/20132 3:06:14PM 1 Phoenix 3/15/200

Hide Group By Box

Remaove This Column

Column Chooser

— .

ol BestFit Dommenﬁ;roup l
Best Fit (all columns)

7 Filter Editor... x 2 | |E | createbate

Show Find Panel DocumentGroup: Atlanta (Count=1)

Show Aute Filter Row
Filter Mode 4

+/

[+

DocumentGroup: Orlando (Count=3)

[+]

DocumentGroup: Phoenix (Count=1)

| (=

To ungroup a column, right-click on the column in the Group By Box and select the Ungroup option, or click and
drag the column back to the column header as demonstrated here.

) search [
iy DB & B2 RB P Hodidie|: B B =B &

.Dn[umuitTvpe IN ('Invoice')

x I.;L @ |E| CreateDate PageCount DocumentType Cu

.. oy

{ @ DocumentGroup: Atlanta (Count=1)

E DocumentGroup: Crlande (Count=3)

® DocumentGroup: Phoenix (Count=1)
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The grid may be fully expanded or fully collapsed by right-clicking anywhere in the Group By Box and selecting

the appropriate menu item, as seen on the following page.

*

8 search [

BEFOBSRE2RIB P Dol BEERE SO

DocumentType IN (' Invoice')

DocumentGroup &

2 & H

CreateDateTime

4 | PageCoL

i @ DocumentGroup: Atlanta {Count=1)

E Full Expand
[ ] Full Collapse

& DocumentGroup: Orlando (Count=3)

3
i

3 DocumentGroup: Phoenix (Count=1)

2% Clear Grouping

Hide Group By Box

Note: To clear the contents of the Group By Box, right-click anywhere in the box and select Clear Grouping.

Filters

Filters limit the returned search results and help customize a view to easily locate data. One or more filters can

be applied to columns currently displayed in the document grid.

To apply a filter to a column, left-click on the drop-down menu arrow on the right-hand side of a column header.
As shown below, the drop-down menu will list all of the values currently displayed in the column for convenient

selection as a filter. Once a value is selected, the drop-down menu will close and the display grid will show the

rows of data that matched the selected value.

InwoiceDate

BlZ2f2009

SN A

5/19/2009

fMon blanks)

£/19/2009 m
sjgjzops | 5/25/2009 b

£/22/2009
5125/2009 .
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The bottom of the grid now displays the applied filter, ‘5/19/2009’ to the column, “InvoiceDate”, as shown on

the previous page. To cancel the filter, simply click on the

Note: Multiple filters may be applied to more than one column at a time.

X

to the left of the filter.

More complex or versatile filters may be created by selecting the “Custom” option from the drop-down list. The
“Custom” option allows the user to create conditions bound by an “And/Or” clause. When “Custom” is selected,
the “Custom AutoFilter” window appears as highlighted below. For example, the user selects “is greater than or
equal to” and enters a value of 500 to locate documents that contain invoice amounts equal to or greater than
$500, yet there are several criteria that can be utilized as you view the entire drop-down menu (i.e. “equals,”
“does not equal,” “is greater than,” etc.). Click “OK” to apply the filter.

Custom AutoFilter

Show rows where:

X

| is greater than or equal ko

-

| Field

500

Coor

-

| Field

[o]8

Cancel
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Save Layout

Once the grid has been customized to your liking (i.e. column sort order, column removal, column order), you
have the option to save the grid layout. To save the grid layout, press Ctrl+L or go to the “View” menu as
demonstrated below and select, Grid Layout > Save Layout; the options to Restore and Forget Saved Layout are
not available if there is no saved layout. Once a layout has been saved, you may select Forget Saved Layout to
delete it and restore the default look.

@ [Qdesktop - ImageQuest

File Edit BUEME Documnent Tools Tabs Help

© iR € Refresh F5 |@ | € Refresh
B | Tasks r‘ch 7l
R search Ig Default Window Layout ? I:_] H éﬂ EP}I e & | a .-%
Keywords: Preview Pane ntType IN (' Invoice')
1L Notes Ctri+N alumn header here to group by that column
DocumentT FAr—
| Histon crrleH L;L @ (] CreateDateTime
InvoiceDate o LmilmlEsT .ﬁ '@ 1/2/2013 10:52:22 ¢
& Open Work Items B OTH yzf;o131n22:30s
e 9  Include Deleted % E 1;.2;.2013 11:23:12 £
————— : = 1-.--i-.1-|-|i-\.5:_a|_:l|-|:|rI|I
| Grid Layout b g SaveLayout !\Ctr|+L | -
| ﬂ My Work = 5
B Indexing Queue

[ L B

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

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

Updating Documents

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

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

the E icon appears in the Note column next to that document. The Notes and History tabs are located at the
bottom of the screen; click the Notes tab to view the comments for the highlighted document. This note,
‘Additional services rendered—outstanding balance updated’ has been entered on 1/2/2013 at 3:19:41 PM by
the User “tjones”. The Notes panel will update automatically as other documents are selected. If the Notes
panel has been removed from the view, it may be returned by selecting Notes from the View menu.

.“Searrh [2]
i HEORE R RIB A O] 58 %S

. DocumentType IN ('Invoice')

Drag a column header here to group by that column

CreateDateTime & | PageCount DocumentType

™ 1/2/2013 11:22:30 AM 5! Invoice
BT 122013 11:23:12 AM 5 Invaice
BT 1/2/2013 305:47PM 1 Invoice
BT 1/2/2013 3:06:14PM 1 Invoice

i Add Note

=
1/2/2013 3:119:41PM tjones
Additonal services rendered - outstanding balance updated

T;L WA=l -5 Workflow History | = Open Work Items

Note: Once a note is entered, it cannot be updated or changed.

Note: Notes cannot be searched.

Note: The “Update Document” permission is required for individual users to add notes.
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To edit a document, right-click on the highlighted document and select Edit from the drop-down menu as
demonstrated below. You may also use the toolbar icon or the Document menu.

“ Search x|

BB OBS RS RIE -G]S0 % s 2o = I

DncumentTvpe TN ("Invoice")

Drag a column header here to group by that column

1/2/2013 10:52:22 AM

5| Invoice

Eiew

Ctrl +1

$1,350.75
§500.00
56.00

Results: 5 of 5 |

¥ | User Name

@ '@ 1/2/2013 11:22:30 AM 5 Invaice 10/1/2012
B T 122013107312 aM 5 Invoice| L4 Edit... [y CrleShiftoE 10/1j2012
BT /013 3:05:47FM 1 Invoice| CJ  Annotate... 1/2/2011
BT yz/n13306:14RM 1 Invaice| @&, = Add Revision... 3/15/2008
Reute...
8 savelocal Copy  Cirl+ShiftsL
¥ | Exportto Folder...
4 | Email Document... Ctrl+M
a,l:' Batch Print
@ Show Associated Chrl+ 0
s B Find Similar..,
Duplicate... Ctrl+D
I [% Delete Ctrl+ Alt+D
1/2/2013 312:41PM tianes % Undelete
Additonal services rendered - outstanding balance updated ﬁ Watch Document Ctrl+T 1 12:41 PM
Stop Watching Ctrl+U 15452 PM
™ T T T7.CM 30 DM

o
tjones
tjones

Hemas

The “Edit Document” window appears so that changes may be made to the document as illustrated on the next

page. The Document Type for editing in this sample is “Invoice”

save the changes; if the user decides that no changes are necessary, click “Cancel”.
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[ -

Df Edit Document E@

Document Type:  [Invoice Pw

DacumentGroup
Crlando A=

CustomerMame
Big Corp. ha

InvoiceDate
10f1f2012 -

InvoiceAmount
£335.00 hal

Motes m

Save | | Cancel |

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

Confirm Document Type Change

| changing the document type of this document will cause all existing data to be lost!
"--"]/ Are you sure vou want ko change the document type?

=3 ] [ Mo

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

To edit multiple documents, right-click on the highlighted documents and select Edit from the drop-down. You
may also use the toolbar icon or the Document menu.
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When more than one document is selected for editing, only the attributes that are applicable to both
documents will appear. Check the box next to the attribute you wish to edit, update the index information and
then click “Update” when finished. This will update all the records with the new information. See the sample

below.

R 5earch |£I|
D OBRSRERIB A BB ERE80 T
DocumentType IN picel” -~~~

| Multiple Document Edit o[- B[]

Check the attributes you wish to update, then enter new values.
Unchecked attributes will not be changed.

DocumentGroup (Mone) -
CustomerMame

[#] InvoiceDate 1/2/2013 -

Fun 2 Run

Motes

Ewvent Da

1/2/2013

||||r'..._ 4 mimman

Note: The Document Type field cannot be changed when using “Multiple Document Edit” and must be edited

individually.
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Grid Edit

The grid displaying the indexed documents may also be edited directly using [4 Grid Edit (Ctrl+E) as illustrated
below. Toggling the Grid Edit button makes the search grid act much like a spreadsheet program such as
Microsoft Excel in that you can type directly into the fields. Use caution while Grid Edit is enabled as changes
are saved automatically once you click off of the document row. Fields highlighted in gray are either system
fields or attributes that are not associated with the document type; these fields cannot be edited.

R Search [

OB RE R0 G 5 6 % e e o=

. DocumentType IN ('Invoice')

Drag a column header here to group by that column

CreateDateTime 4 | PageCount DocumentType DocumentGroup InvoiceDate InvoiceAmount

U @ B wmsosmam e T T
@ @ 1/2/2013 11:22:30 AM 5 Invoice Crlando Big Corp. 10/1/2012 555.00
l@ E;] 1/2/2013 11:23:12 aM 5 Invoice Orlando Big Corp. 10/1/2012 £1,350.75
@ '@ 1/2/2013 3:05:47 PM 1 Invoice Atlanta GB Graphics 1/2/2011 £500.00
@ @ 1/2/2013 3:06:14PM 1 Invoice Phoenix Fun 2 Run 3/15/2008 25.00

Delete or Undelete Documents

To delete a document, right-click on a record and select Delete, or highlight one or more records and select
Delete from the “Document” menu as demonstrated below.

@ [Qdesktop - ImageQuest
File Edit View QMsJdilgEyid Tools Tabs Help

i Bl ) Newse 5 | View Ctrl+1
5  Edit.. Ctrl+Shift+E
Annctate..
| 8 s=arch g Annetate
[dh  Add Revision...
Keywords:
| Route..
DocumentT: Save Local Co Ctrl+Shift+L
LS E = CreateDateTime & | PageCount DocumentType C
& Export to Folder... T 5| Tnvoice 4
IvoceDate _ = :
B4 | Email Document... Ctrl+M B 1/2/2013 11:22:30 &M 5 Invoice o
&5 Batch Print T yz/a013 1n23124M 5 Invoice o
Customize Advar] - ;
@ e Chle0 @ 1/2/2013 3:05:47 FM 1 Invoice A
E - @ 1/2/2013 3:06:14PM 1 Invoice P
| e E.l Duplicate... Ctrl+D
El indexngQ ¥ Delete Cirl+Alt+D |
A workQuel B Undelete
[& watchist [ Watch Decument Ctrl+T
A o
ﬂ Work Que f'__‘ t atching "
| .@ Import b3 |]
Import file:
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The “Confirm Delete” window appears to ensure that the user desires to delete the selected document as
shown on the next page; click “Yes” to proceed.

Confirm Delete

\ ? J Are wou sure you want to delete the selected document?

L ies J [ Mo

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

the delete process.

i search x

Aok e e swx|sessa = IGTGNGNGR

DocumentType IN ("Invoice™)

Dragar

P Enter a Note

InvoiceAmount DacumentGroup

You must enter a note explaining why you are FEn<l L [ = =allEm
deleting these documents.
fhid2: 36 PM 15150.54 ORL
Duplicats invoice 42136 M 4236.19 ORL
fH:59: 534 PM 1432.11 ORL
fHi14:15 PM 1610.22 PH=

KN | | I

Results: 5 of 5 |

|| Ok || | Zancel . Add hoke

BIZ5/Z2009 1:07:26 PM dogden |
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Records deleted from IQdesktop are never actually deleted but are flagged as such, much like the Windows

recycling bin. Selecting “Include Deleted” button from the View menu allows a user to show or hide the deleted

documents if he or she has permissions to do so. Deleted records have a red & at the beginning of the record

as shown below.

W

Eile Editgﬂcument Tools Tabs Help

o NewSealchTab| El & B ﬂ|$ |¢E.,=_-ﬁah

A € Refresh 5} & | @ Refresh
B 8 T =
i Search Default Window Layout
Keywords: Preview Pane
Tl Notes Ctrl+M
DocumentT| €5  History Ctrl+H
IvoiceDatd # Workflow History B e
nvoiceDa
[’._5' Open Work Items
Custornize |x Include Deleted
——— Grid Layout
] My work =
= Indexing Queue =
2 ; | R search =
Keywords; r@1
!
DocumentType
Al
InwvoiceDate

- @ -
Customize Advanced

BRI s search (%]

R B8 e

DocumentType IN (' Invoice')

Drag a column header here to gro

[E] mry work -

—/

Selecting “Undelete” from the Document menu, as shown on the next page, removes the red & from the

record and returns the document to its previous, searchable state.
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B 5earch (x|
i BEORSRERIB A Coi| BERB RO

. DocumentType IN {'Invoice')

Drag a column header here to group by that column

x T,;L @ 4 | CreateDateTime PageCount DocumentType Documentt
1/2/2013 10:52:22 AM 5 Invoice Crlando

o |5 | View coe1 [
1/2/2013 11:23: o
. & Edit.. Ctrl+Shift+E
1/2/2013 3:05:4 1
1/2/2013 3:06:14 = | Annotate.. b
ldh  Add Revision...
@. Route...
B  savelocal Copy  Ctrl+Shift+L
[ Exportto Folder...
B4 Email Document... Crl+M
#5' Batch Print
@ Show Associated Ctrl+0 _—
Find Similar...
r_']_.l Duplicate... Ctrl+D [
B  Show Details Ig Delete Ctrl+ Alt+D
| By Undelete [ |
E’ Watch Document Ctrl+T
O

The “Confirm Undelete” window appears to ensure that the user desires to undelete the selected document as
shown here; click “Yes” to proceed.

Confirm Undelete '

\ ? ,\' Are wou sure you want to undelete the selected document?

[ es ] [ Mo

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

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

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

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

(L) 1Qdesktop - ImageQuest

Eile Edit View FBLIIGENISE Tools Tabs Help

P i ) Mew Se 15 Vview Ctrl+1
e [ Edit Ctrl+Shift+E
) sexrch [J Annctate...
ar
|[d Add Revision.. p
Keywords: t
ﬁ. Route...
DocumentType B Ssvelocal Copy  Ctrl+Shift<L
[-'-5?' Export to Folder.. L
InvoiceDate . E
B4 Email Decument.., Ctrl+M @ 1/2/2013 11:22
£5 Batch Print L 1/2/2013 11:23
Customize Advar W5
B Show Associated Ctrl+0 % /2/2013 3:05:
1/2/2013 3:06:
E My Wark Duplicate... Ctrl+D
E Indexing a Delete Ctrl+ Alt+D
B workQuel B Undelete
[& watchList [BF Watch Document Ctrl+T
& Work Que B | Stop Watching Ctrl+

After clicking Add Revision, the user will be prompted to locate a file to update the current record. The new file
will replace the existing file. There is no limit on how many revisions are permitted to a document.

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

#® FP Show Details
Event Date
1/2/2013 3:53:31PM
1/2/2013 3:153:31FM

¥ | User Mame

Revision

E’) View Revision I

Save

Undelete 122013 3:44: 41 PM tjones
Delete 1/2/2013 34105 PM tiones
Save 1/2/2013 3:15:41FM tjones

s Workflow History | > Open Work Items

70



ImageQuest User’s Guide 11.3

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

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

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

Document History

Anything that happens to a document, be it user related or system related, gets recorded into the History panel
making it easy for someone to see exactly who did what and when. By default, the History panel is located at
the bottom of the screen underneath the grid. Highlight a document and click on the History tab at the bottom
of the screen to see the History panel. If the History panel was previously closed, selecting History from the
“Document” menu will bring it back as shown below.

@ IQdesktop - ImageQuest

File Edit BUETS Document Tools Tabs Help

: §4 )1 @ Refresh F5
B Tasks
| B searc [ Default Window Layout DB & =% | B
Keywords: [&] Preview Pane ntType IN (' Invoice')
T;L Motes Ctrl+MN
DocumentT i
|@ History [:&_. Ctrl+H | = —
invoicepatg ¥ /orkfiow History | g [1/2/2013 10:52:22 M |
¥ Open Work ltems B TH 1/2/2013 11:22:30 AM
" |BK]| include Deleted B T y21311:23:12aM
— L #  TE 122013 205:47PM
and Layout k
1/2/2013 3:06: 14 PM
| E M}' Work ri | @ E
Bl Indexing Queue
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The History panel shows three columns, “Action”, “Event Date” and “User Name” as seen in the screenshot
below. These columns can be sorted just like the main search grid.

History

[ -

& History MM

!

s Workflow History | [ Open Work Items

F®?  Show Details

1/2/2013 3:53:31PM

1 x

Save fHones
Undelete 1/2/2013 34441 PM tjones
Delete 1/2/2013 314405 PM tjones
Save 1/2/2013 31941 PM tjones

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

to see more information.

History

| M Show Details |

Event Date

¥ | User Mame

Added DocumentGroup value Orlando
FileView
Save

Modified NeedsCcr from True to False

1/2/2013 113411 AM

1/2/2013 11:32:16 AM
1/2/2013 11:07:28 AM

[ E el M notes | -5 Workflow History |5 Open Work Items
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Scan to ImageQuest replaces the IQscan program that shipped with earlier versions of the ImageQuest client
and should support any scanner that uses a TWAIN driver. If a user has the “Add Document” permission, they
will see a link for “Scan to ImageQuest” in the “Tasks” pane of IQdesktop. Clicking the link will launch Scan to

ImageQuest in a new tab.

[2 1Qdesktop - ImageQuest

File Edit View S5Scan Toels Tabs Help

i ) nlew 1Tr—|:|gﬁaﬁ|6"@;re:n

[as & scan to ImageQuest [
‘nsgard] g|'5can|HS brmit %Ci:"':uh_qp 15
Keywords: 2 el
il tjones {User) -
DocumentType
- 9| @) assign index values now
mbod gt Document Type: -
- @ s
Customize Advanced
‘ @ My Work £ |
E Indexing Queue
Work Queue
B watch List
& Work Queue Search
‘ .ﬁ Impart e
Import file:
‘ & Sean 7 |
@ Scan to ImageQuest |
Scanner: Xerox DocuMate 262i |

Page: m’N < > Zoom: Rotate 80°  Print

Ready. |

T
User: tjones | Cabinet: ImageQuest | Server: 2k8x64a.development.com |

73



ImageQuest User’s Guide 11.3

6 Scan to ImageQuest x|

Scan | E Submit x Discard

Page: c:fN < > ZFoom: Rotate 90°  Print

tjones {User)

) Assign index values now

Document Type:

Scanner: Xerox DocuMate 262i | Ready:. |

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

The second option is to assign the index values up front and commit the scan directly to ImageQuest. Use this
method if you do not need to use Smart Indexing or if you need the ability for the document to bypass the OCR
process and remain a .tif file (optional). Unlike the IQfolder, this method will not create an “MFP Scan”
document type.

To start a new scan using the default TWAIN driver options, simply click the Scan button in the toolbar. If you
need to change the source scanner or to select different scanning options, click on the File menu and select
either Select Source or Scan with Advanced Options. After the scan is completed, you have several options
available on the toolbar. Clicking the scan button again will append pages to the end of the current document.
Clicking the E3 icon will add a page before the current page and clicking the [ icon will delete the current page.
Click “Submit” to complete the scanning process or “Discard” to cancel and exit the scanning application.
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6 Scan to ImageQuest | x|
Scan | H submit $€ Discard | T

) 5ave to Indexing Queue

150 Assign index values now

Document Type: |Invoice -
DocumentGroup
CRLAMDO -4

CustomerMame
Big Corp. hal

InwoiceDate
10412012 -8

InwoiceAmount
£335.00 =]

Notes

Paid $150,00 11/1/2012|

— Perform text extraction or OCR. for
keyword searching.

Scanner: Xerox DocuMate 262i |

of 5 <
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> Zoom: Entire Page - Rotate30° Print

inf
INVOICE software
SUOICE NUMEER 367D
REMIY TO . y a N
123 Baber Srent
Criando, FL 37830
L To: supTo:
Big Corp. g Comp.
5.0, how W33 P —
Woeran, 0K 75432 Skt O 15413
herm 8 Ercrigticn Quantity UeiPrie  Tewd
s oy Papse - WHT, LTR i 1550 100
o oy Papmr - WHT, LEGAL i wma mi0o
PENMO Pen-BAG 250 TS 15000
PGz pen AL 0 uts 15000
AMCLINT OUE s

Ready. |




6 Scan to ImageQuest x|
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Scan | H Submit w Discard | E &
) Save to Indexing Queus of 5 < > Zoom: Entire Page - Rotate30° Print
tones (User -
informa
& Assiani o I
3 Assign index values now INVOICE roiiware
Document Type: |Invoice -
AT T INUDICT NUMBER EL R
DacumentGroup worma Saftwars IHVICE DATE: stz
ORLANDO -4 vt 1 3030
o SHIPTO:
Customerilame i o kot
Moeran, 0K 75831 Srilbsanter, D8 75512
Big Corp. hal
Hem # Cewenzhion Cusantity Linkt Price Tatad .
InvoiceDate Tamn [— i 1550 2500
10/1/2012 -5 ok =0 P
FENBOE Fen —RIU 20 ors 150,00
InvoiceAmaount
£835.00 hal
Motes
Route To:
-
Administrator (User) - prpn
approver1 (User) AMCUNT DUE
approver2 (User)
iquser (User)
tjones (User)
AP (Role)
Atlanta (Role) -
T keyword searching, n -
Scanner: Xerox DocuMate 262i | Ready. |

Route

Route Ta:

approver 1 {User)

Message:

Flease review and approve|

Note: The look and feel of the advanced scanning options is determined by the type of scanner you have and

the driver that is installed.
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PDF Annotation allows users to add annotations and markups to PDF documents from within the IQdesktop

client without the need for third party tools. In order to use this feature, the ImageQuest user must have the

“Annotate Document Image” permission. To create a new annotation, right-click on a .PDF file and select

“Annotate” from the menu.

77
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InvoiceDate

Customize Adwvan

] My work

S

Indexing
Wark Quel
B watch List
&

Wark Quel

15 | View Ctrl+1
& Edit.. Ctrl+Shift+E
|Q Annctate..  py

fah  Add e

8 Route..

9 savelocal Copy  Ctrl+Shift+L
¥ Export to Folder...

4 | Email Document.., Ctrl+M
# Batch Print

@ Show Associated Ctrl+0
Duplicate... Ctrl+D
It Delete Ctrl+Alt+D
B Undelete

[ Watch Document Ctrl+T
Stop Watching Ctrl+U
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Q] Document Editor

D@m&@O0/A7 oo

PO R B DA om0 @A HBE DA EE S

[ro-E- S|

Thumbnails 1 x

s|EuquInyL [

“ieunoog @

SU0|JEJOULY ..

inf
INVOICE inrorma
software
BT T VOICTNUMBIR:  BS84TD
Indsema olrware. IO DATT: 1212
13 Raker St
Grlarebi, FL 32810
mLre: wp Te:
g Corp.
P.0, Bou 323N 5 Clak Parkwary
o6 TaRE Silbwater, 08 75612
remn Desription Enanerity Unitirics  Toul
6803 Copy Paper — WHT, LTR ] 50 500
76902 oy Paper ~ WHT, LEGAL W 250 000
PENBOD Pen - 200 (X 150,00

B
PENIOD P = Bl 200 o 150,00

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

new active document when viewing the image.

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

2 Saves the annotations and closes the form

Pan document tool — click and hold the left mouse button to move the image

Select annotations — use this tool to select and edit annotations

"
a2 Select text — click to select text on the page

& Print — prints the document

ury Previous page

F Next page

EL, Zoom in — click the page to zoom in
&, Zoom out — click the page to zoom out
& | Marquee zoom — draw a box to define the zoom area

Actual size — zoom to the actual size of the document

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

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

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

Rotate left — rotates the page 90 degrees counter-clockwise

Rotate right — rotates the page 90 degrees clockwise

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

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

AR msN= = ENEENE

Two columns — display the pages in two continuous columns

_|_.

Comment — creates a comment annotation

Text box — creates a text box annotation

o

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

Black box — creates a solid black box annotation

Rectangle — draws a rectangle annotation

Ellipse — draws an ellipse annotation

Line — draws a line annotation

Arrow — draws an arrow annotation

Ink pen — draw freehand ink pen markings on the page

SN wNOO| D

Highlighter — draws a yellow opaque highlighter box annotation

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

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

Q Document Editor

$|ﬂ|\\@h& @y e |1 § 1| Zoom: | 100 - @,Qa@@lglg [ﬁlﬁ%“ngHH
UedE0O0/ A7 s ool

Thumbnails B x
- orf
= inrorma
= y=T 71 INVOICE A,
3
o VECT
Ei - .-@ Insert pages before.., hi i ki
w - 3.’;.;'3‘.3?;';;.,
@ 9 Jdj  Insert pages after... - .
= sig corp. g Corp.
= PO Box JRINY % Ok Prariowary
Iil— Narman, O 75433 Silwaner, O 75627
2
:E o Bewcnpeion - Uit brics  Toud
: - ey e P o
6802 oy Pagser —WHT, LEGAL 0 200 000
- PENIOO Pen = BLE w00 07 150,00
= PENDOD Pen = BLU 00 0rs 150,00
3
2
= ,
L) Open PDF File =
®v| . %« Local Disk () » Invoice Supplements - | 3 | | Search Invoice Supplements e |
Organize = Mew folder =~ 0 @
< Favorites MName Date modified Type Size
Bl Desktop | Invoice - Supplement  1/3/201312:35PM  Adobe Acr.. 17 k8|
& Downloads
&l Recent Places
4 Libraries
@ Documents 3
J’ Music
[ Pictures
B Videos
L Computer
“! MNetwork 2
File name: Invoice - Supplement - ’PDFfiIes (. pf} v]
" Open |v" ’ Cancel ]
[
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As shown below, the Invoice — Supplement PDF has been inserted into the existing document as Page 1 and the

original page is now page 2.

| Document Editor

% D
Dm&E0O0O/AZ wa[do

Gy 1 /2| Zoom: | 100 v%%@.@@@[ﬁlﬁ%l@%HH

—
- 4 . F _—
™ —_
= " INVOICE informa
Z ie i soflware
3
= REMIT T INVOICE WUMBER: 390121
o Infarma toftware IRVTICE DATE: e
= 120 Msker Sireat
Orlands, Fi 32610
1 BALTO SHI T
ABE, Ine. ABE s ATTH: fi Sesith
- 76 Rk ot 78 Hisher St
o Wiaim, BL 30421 Mismi, FL 50427
imiTi
nem Deswsiption Crantity UnitPree  Towd
_ R resn Loy P < T, LTR "] 1w 200
PERIGD Pen - BE 70 o a0
WK% Frinies ink - Bed ] 1275 .50
a2 sTar1z Stagier {121 1 w00 25,00
TAPEDS Tupe i} 4 £00 1000
AMGUNT BUE Frr)

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

viewing the image.

Note: The insert pages feature supports single and multi-page PDF files.
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Work Queue

Formally known as the Route List, the Work Queue displays a list of documents that were either manually
routed from another IQ user or were automatically created by a notification rule that was setup by the IQ
administrator. Documents that were routed to a role will be visible to all members of that role. The Work
Queue can be used to process documents that require some type of intervention.

[ 1Qdesktop - ImageQuest fo e
File Edit View Document Tools Tabs Help
P S e }:?:_?.|Bﬁ’aﬂ‘$|@ﬁeﬁesh
[0 —
|| Woerueue [x]
H L] e I — |
|"Saard'1 @@QE&QI@E&|@| Joidedt [ B B R B SO
Keywards: Drag a column header here to group by that column
- - x T; @ |E| @ (‘ﬁ Action Assigned To | Work Item ... | CreateDateTime PageCount Document... | Document... | C
ocumentType : ]
o ! | tiones (User) 00:00:13| 1/3/2013 12:31:12PM | 1| Invoice |orLANDO
T g T B Routed AP (Role) 00:00:01 1/3/2013 12:31:12FM 1 Invoice ORLANDO A
- o
Customize Advanced | Search
| El My Work S ‘
B Indexing Queue
ﬁ Work Queue
[& watchList
& work Queue Search
|58 et | I ]
Inpolis: Results: 11 of 11
I 1
| & scan = Event Date ¥ | User Name
6 Scan to ImageQuest HAIE BEEE R
Work Item Created 1/7/2013 3:15: 19 PM
Waork [tem Created 1/7/2013 3:15:08 PM tjones
Savelocal 1/3/2013 12:35:47 FM tjones
Fileview 1/3/2013 12:35:47 PM tjones
B History o orkflo ory | [ O o
User: tjones | Cabinet: ImageQuest | Server: 2kiixtda.development.com |

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

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

A single document can be displayed in the Work Queue multiple times for different reasons and each instance

needs to be processed separately. Also, users must have the Update Document permission in order to complete
work item requests.
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When a user double-clicks a work item, the “Complete Work Item” window appears as shown below. This
window looks exactly like the edit document screen. The main difference is that saving these changes will cause
the document to be removed from the work queue, even if nothing has been modified.

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

[ Complete Work tem =N
Document Type: | Invoice -
DocumentGroup
ORLAMNDO -t
CustomerMame
AEC, Inc. |
InvoiceDate
10/2/2009 -5
InvoiceAmount
£533.50 hal
Motes ﬁ
InvoiceAmount is correct i‘
ﬁ Route
Route To:
L=
Administrator (User) A|
Save approver1 (User)
approver2 (User)
iquser {User)
fones {User)

Atlanta (Rale) V‘ |

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

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

Work Queue Columns

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

Shows how long the document has been in the current work queue

Work Item Type

Denotes where the work item came from. There are currently three different
types of work items: Routed @', Notification E, and Workflow Task &'

The locked column is designated with the '“/icon and will show the same icon on

Locked
any document that is currently being processed by a user in the system.
. Denotes whether a work item is owned by an individual user or is shared with
Assigned To . . . . .
other users in the same roles (previously displayed in the Action column).
Action Displays the Notification Rule name or the Workflow Name that was configured in

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

Reassign Work Items

Work Queue items may now be reassigned to other users or roles by right clicking on one or more documents
and selecting ‘Reassign Work Item’. When a work item is reassigned to another user or role, it is removed from

the current work queue and an email notification is sent to the newly assigned user(s).

File Edit View Document Tools Tabs Help

C A NewSealchTab| E E’ % & | @ | Q Refresh

84

E @ @ Work Queue |x|
- L  EERESO T
Keywords: @ Drag a column header here to group by that column
b=l -
x T,_:L .@ [ @ [‘5 Action Assigned To | Work Item ... | CreateDat... | PageCount
Customize Advanced Search ‘ @ AP Workflow  Admin Role ... 9days 21:4... 11/20/2012... Inv!
Routed Admin Role ... &days 23:4... 5/26/2010 .. Fgj
| Ty o 5 mmwwmmn
E]  indexing Queue Si—— Cirl+ Shift+ W 1l
5 work Queue @ '@ ﬁ & Houted | Reassign Work Item I 1 nd
2 watchist 15 View Ctrl+1
& Work Queue Search & Edit... Crl+Shift+E
| 43 mport & [8: Add Revision..
| Import file:
po T
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Record Locking

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

period expires. Locked documents are denoted by the ' icon.

# Indexing Queue [Ei ﬁ Work Queue | x|

i OBRdRER B A el B ERBES S

Drag a column header here to group brr that colimn

6 Action Assigned To | Work Item ... | CreateDa

._ﬂ.F' Workflow  Admin Role ... 9days 21:4... 11/20/2012
Routed Admin Role ... &days 23:4... 5/26/2010
Routed Admin Role ... 8days 23:3... 5/26/2010
AP Workflow  Admin Role ... 1day 21:3... 11728 20

Routed Administrat... | 1day 00:3... | 11/258/201%

s =G
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Find Similar Documents

Find Similar provides an easy way to perform searches based on the results of a previous search query. For
example, a search is performed which returns a list of paid invoices for the current month. What if a user wants
to search for all invoices from a particular vendor that are displayed in the search results? If a user right-clicks
on the “Vendor” attribute cell in the grid and selects “Find Similar”, a new dialog box will pop up.

Find Similar Documents I&

Select the attributes you would like to search for.

CreateDateTime = 10/27/2011 11:25:51 AM
DocumentGroup = Public Group
DocumentType = Invoice
Invoice Due Date = 1232011
Invoice Mumber = 112
Invoice Total = $148.00
PageCount = 2
Paid = True

Vendor = Sam's Electrical

W | Open search results in a new tab.

Search | | Cancel

.

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

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

[ 1Qdesktop - ImageQuest
File Edit View Document Tools Tabs Help

B[ ewseucn o [ @ B & | S | @ o

8 search (x|

proRsRraR B a5 e s so =[N

| B search S |

Keywords:

[ Type IN ('Invoice')

Drag a column header here to group by that column

Documeniype .5 x 'L; @ 4 | CreateDateTime PageCount DocumentType DocumentGroup Customerh:

e LN
. - =2 B T vy2e0131m22:30AM 5 Invoice Orlanda Big Carp.
BT yzoizinemizam 5 Invoice Orlanda Big Carp.

Customize Advanced BT 2013 30547PM 1 Trwvoice atlanta B Graphics
| 1wy work N BT y22013 206:14PM 1 Invoice Phosrix Fun 2 Run

E Indexing Queue

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

4 search [E=8 EoE =
Keyword search criteria:
]
Custom Search |EEENZ A==
Document types to indude:  |Invoice -
Enter values for any attributes Appointments
DocumentGroup
Main w2 ¥
Tomomeriams Patient Health Record
|—Big Carp,
ImvoiceDate
Invoice Amount
Create Date Time
- Select All -| |- Clear 1 ! oK 1
PageCount
=} to =}
e Clear | h Search d |- Cancel-—
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The new search results are displayed in a new search tab as illustrated here. The user may switch between the
tabs to view the different search results. Currently, an unlimited number of search tabs may be open. To close
a search tab, click the * button as highlighted below.

) search [

HENraSE. ERra=Rr RN (BRSNS 0 |

.DuulmentTvpe IN ("Invoice') AND {CustomerName = 'Big Corp.')

Drag a column header here to group by that column

x T; @ E| CreateDat... | PageCount Document... | Document... | CustomerM... | InvoiceDate

| 1/2/2013 L.. | 1|Invoice [oRLAMDO |Big Carp. |10/1/2012
R S IR TTE SR 5 Invoice ORLAMNDO  Big Corp. 10/1/2012

Save Local Copy

“Save Local Copy” allows 1Q users to save documents from IQdesktop to their client PC or a network location. To
save a local copy, right-click on a document and select “Save Local Copy. A Windows “Save As” dialog will open
and the user can then save the document to the desired location. To save multiple documents at once, select
multiple documents in the grid by pressing <ctrl> or <shift> while selecting. Then follow the same procedure to
save them all to the same location. Saved copies names will include their document type and any attributes
with the “Include in Filename” setting.

© [Qdesktop - ImageQuest
Eile Edit View Document Tools Tabs Help

: R @NewSearchTab| B & B a|§ |gﬁeﬂesh

B8 search (%)

BEORSBREIB 2B BEEREgD I

| R search % |
e DocumentType IN ('Invoice')
Drag a column header here to group by that column
DocumentType
- E| CreateDateTime & | PageCount Document... | Document... | Custo
pi | 1/2/2013 10:52:22 AN | Big Co
InvoiceDate = Bﬂ View Chrl+1
. “ T yi3 12230 A Big Co
7 W vyl ld | i CtrieShift+E 5 cq
Customize  Advanced B T yz013e0n4am| 0] Annctate.. ORLA
| E pep— = | (= 1/3/2013 1120096 A [ﬁl}‘ Add Revision.., Big Co
[ 1/3/2013 112406 A a Route...
E]  Indexing Queue B OTH 3013 1n2456 4
Save Local C Ctrl+Shift+L
Work Queue B yzzinenoia B savelocal Copy | Ctrl+Shifts
[& watchLst @ T 13013 122s22e) [F Export to Folder.. 50 Co
. B T 132013123L12PN B4 | Email Document.. Ctil+M  [A8C, I
- % 1/3/2013 12:35:10 P & Batch print Big Co
1/3/2013 12:38:20 P Big Co
I t A .
| 'Q Lo i @ Show Associated Ctrl+Q
Impart file: i
Find Similar...
[
ﬁ.l Duplicate... Ctrl+D
— 8% Delete Ctrl+ Alt+D
| &L, Sean & B Undelete v
6 Scan to ImageQuest | E’ Watch Document Ctrl+T
=
2
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Email Document

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

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

@ 1Qdesktop - ImageQuest

File Edit View Document

. 64 ﬂNewSearchTab| B & B ‘ & |@ﬁefre;h

8 s=arch (%)
| ) search 2‘5@@QH&?'|}E&|@Igflz’gr\dEditliEagg&al
Keywords: DocumentType IN ('Invoice’)

k] Drag a column header here to group by that column

DocumentT:
Yo . ¥ 11 B | Fl | CresteDateTme 4  PageCount | Document.. | Document.. | Custor
i | Big Co
InvoiceDate = EH View Cirl+1
. “ @ 1/2/2013 11:22:30 Al Big Cor
iz & Edit. Ctri+Shift+E g0 oo
Customize  Advanced T 13013%:03:12am 0J Annctate... ORLAN
| E — = ‘ [ 1/3/2013 11:20:45 A '} Add Revision.. Big Cor
S
s ) 1/3/2013 11:24:06 Al a B
E Indexing Queue @ @ 1/3/2013 11:24:56 Al
B Work Queve @ E 1/3/2013 11:27:01 A E SaveLocal Copy  Ctrl+Shift+L
[ watch tist B y3a013ieezap [#  Exportto Folder.. Big Cor
1/3/2013 12:31:12 P! EREaln t.. Crled [|4BC, T
d;'! ‘Work Queue Search @ @ ac, |E_ = Lo [ — J -
(&  1/3/2013 12:35:10 P & Batch Prin: Big Cor
x # T 13013123800 Big Car
| @ Import l@ Show Associated Ctrl+ 0
Impart file:
B  Find Similar...
f
~ ﬁ.l Duplicate... Ctrl+D
— ES W show Details % Delete Ctrl+ Alt=D
| & Sean ® ‘ B Undelete LAl
6; Scan to ImageQuest 1/ E’ Watch Decument Ctrl+T ]
FileView Wom | o - t
Filevien = " - — t

The default email client will open a new window with the selected document(s) attached. The screenshot below
shows an Outlook Express message with “Invoice (Revision 1).pdf” as the attachment. The user can now
complete and send the message with the IQ document attached.

EX Untitled - Message (HTML)

! File Edit Yew Insert Format  Tools  Actions  Help

itsend el 6 0 B B DG ¢ 8 b ouns. | @ B

[
Ce |
[

Subfect:

attach... | | Invoice (Revision 1),pdf (55 KB

AN

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

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

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

@ IQdesktop - ImageQuest

File Edit View Document Tools Tal

|"Search E’@QE&J’:I@@&|@|Q [ Grid Edit BE=mEBEEDS
Keywords:
x T..;L @ [ @ & Action Assigned To | Work Item ... | CreateDat... | PageCt
DocumentType
. 72 T & AP Workflow AP (Role) 20:55:31 1/3/2013 1...
T B T B tones (User) 18:12:51 1f3/2013 1.,
-@ o 2= 5 : ]
= pen Work Item  Ctrl+ Shift+ W -
Customize  Advanced Reassign Work Item -
12 | View Ctrl+1
| [E] my work 3 |
% | Edit.. Ctrl+Shift+E
E Indexing Queue
[J  Annctate.
B4 work
@ Work Queue [& | Add Revision...
& watchList
a Route...
&£ Work Queue Search
[H  savelocal Copy Ctrl+5Shift+L
| &3 tmport = ||g ¥ | Export to Folder...
Impart file: B4 Email Document... Ctrl+M
| = .
n & Batch Print %
ES » [P Show Details @ Show Associated Ctrl+0
| & scan 2| B  Find Similar...
5 Scan to ImageQuest 2 @ Duplicate.. Ctrl+D
Delete % Delete Ctrl+ Alt+D
Undelete 1/7/201 ” Undelet
ndelete
Delete 1/7/201
\Work Ttem Created 1/7/201 ﬁ Watch Document Ctrl+T
P notes | =% Workflow History | [ Open [ SSReRUERE T -h

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

The purpose of the Watch List is to bookmark a document for future reference instead of having to search for it
again. To watch a document, highlight it and select “Watch Document” from the right-click menu or from the
“Document” menu.

The “Watch List” may be accessed from the “Tasks” pane or from the “Tools” menu as demonstrated below.

TS
[ IQdesktop - ImageQuest

File Edit View Document BIEES Tabs Help

i & T Wew Search Tab | F Bl Gearch.. Ctrl+F
FeS | Bl Indeding Queue  CtrleQ
A search |[EF Watch List s Chrl+ W ik
@ Work Queue Ctrl+R
Keywords:
& Work Queue Search
DocumentType I&  Manage Document Types
- 5 T T T T L
L@ - 2 & 1
1,
Customize Advanced 1,
1
El My wark % 1
-l Indexing Queue = B SRR

The Watch List opens in its own tab as shown below and is specific to each user.

[ 1Qdesktop - ImageQuest

Eile Edit View Document Tools Tabs Help

B @NewSealchTabl E B B & | & |@Eeﬂre§h
Teske % x| search

8 search BExEaD S
Keywords:
CreateDat.,.. | PageCount Document... | Document... | CustomerM... | InvoiceDate | InvoiceAm,..
DocumentType o -
ph 122013 1... 1| Invoice ORLANDO | 10/1/2012 $835.00
i BT vy 5 Invoice CRLAMDO  Big Corp. 10/1/2012 255,00
. - BT st 5 Invoice ORLANDO  Big Corp, 10/1/2012 £1,350.75
BT 3ok, 1 Inveice ORLANDO  ORLANDO f..

To stop watching a document, select Stop Watching from the “Document” menu or from the right-click menu.
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Export to Folder

The Export to Folder feature allows documents selected in IQdesktop to be exported to a folder on the user’s
PC; an HTML page with searchable metadata is also created. The user can then manually copy them to
removable media if necessary. This creates portability for the set of documents selected for reference outside
of IQdesktop.

Only the documents selected in the current grid will be flagged for export. Hold down the CTRL key while
clicking individual documents to select individual documents or press CTRL+A to highlight all of the documents in
the grid. Once all the documents have been selected, go to the “Document” menu and select “Export to Folder”
to export the selected documents to a folder as demonstrated below.

@ IQdesktop - ImageQuest
File Edit View JRLIEMGENE Tools Tabs Help

i O Newse 15 view Ctrl+1
%  Edit.. Ctrl+Shift+E
CJ Annotate..

| ) sesrch J  Annotate.
B Add Revision...

Keywards:
B Route..

DocumentType H Save Local Copy  Ctrl+Shift+L
o

Expeort to Folder.. [

InvoiceDate i
4 Email Document... Ctrl+M

£ Batch Print
Customize  Advar]

Show Associated Ctrl+0
| E1 My work [l Duplicate... Ctrl+D
E Indexing a Delete Ctrl+Alt+D
@ Wark Quel a Undelete
Q Watch List] B Watch Decument Ctrl+T
&' Work Quel
| .% Import 3 @

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

Browse For Folder,

Select a location below to store the data and images For
the retrieved docurments,

B My Documents ~
= -_-J My Computer
2w 05 (C)
IC5) 2cefS31 ceb1d1040ab 1803 01
la 7ad40a34337156991b0323
) Az
= 3 alFiles

vExportedFies
[P Cardiff104 b/

Make Mew Folder ] [ Ok ] [ Cancel
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The selected documents have now been exported to the “C: \AllFiles\MyExportedFiles” folder as noted below.
Click “Yes” to view the exported information.

Export to Folder

\i) Expart ta CalFiles\MyExpartedFiles has completed.

Would vou like ko view the exported information now?

I Yes l [ Mo

The window below displays the exported documents in a searchable html file (default.hta). Click the “View”
hyperlink to view the documents in their native viewer.

B C:\AlIFiles\MyExportedFiles\default. hta

Search for | CreateDateTime ~| | Search | Clear
View| > [M| % | 0 | CreateDateTime | PageCount| DocumentType| RoutedTo DocumentGroup |

View I3 @ = 06-23-09 3 Invoice dogden ORL Erin Grant 05-12-09 4236.19

Note: Searches performed from the default.hta file are case sensitive.
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Duplicate

To create a duplicate copy of a record, highlight the record and select Duplicate from the right-click menu or
from the “Document” menu as illustrated below.

@ IQdesktop - ImageQuest

File Edit View JiLIINGENS Tools Tabs Help

: i B Newse [5 | View Ctrl+1
[%  Edit. Ctrl+ Shift+E
R search [J  Annotate..
Jdb  Add Revisicn...
Keywords:
ﬁ. Route...
DocumentType E Save Local Copy Ctrl+Shift+L
& Export to Folder...
InvoiceDate X
E4d  Email Document... Ctrl+M
'(5" Batch Print
Customize Advar .
@ Show Associated Ctrl+0
2] my work | i7l  Duplicate... P Cirl+D
E Indexing & Delete Ctrl+Alt+D
a Work Que '9 Undelete
E’ Watch List E’ Watch Document Ctrl+T
£ Work Que( [2

The Duplicate Document window will open as shown. The duplicate record Document Type and attributes may
be edited before clicking “Save”.

E? Duplicate Decument EIIEI
Document Type: | Invoice -
DocumentGroup

ORLANDO R
CustomerMame

Big Corp. =]
InvoiceDate

10/1f2012 R
InvoiceAmount

£835.00 kel
Motes

Cancel

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

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

@ 1Qdesktop - ImageQuest
File Edit View FMEIGINIE Tools Tabs Help
i i O Newse |5 | View Ctrl+1I
% Edit.. Ctrl+Shift+E
Al tate...
| B8 s=arch (9| Annotate
Jda  Add Revision...
Keywords:
@. Route...
DocumentType Save Local Co Ctrl+Shift+L
i Bi A CreateDateTime & | Page
| Export to Folder... T Emn
InvoiceDate _ 1/2/2013 10:52:22 AM ~
B4  Email Decument... Ctrl+M 1/2f2013 11:22:30 AM
&l_' Batch Print 1/22013 11:23:12 AM
Customize Advar| 103
|@ Show Associated [ Ctrl+Q | 1/3/2013 8:03:14 AM
| E —— 1/3/2013 11:20:46 AM
A i)l Duplicate.. Ctrl+D 132013 11: 2406 AM
Bl IndexingQ |§ Delete Ctrl+Ale+D 1/3/2013 11:24:56 AM
5 workQuel &)  Undelete 1/3f2013 11:27:01 AM
. 1/3/2013 12:29:22 FPM
[BF watch List [§ Watch Document Ctrl+T
D Work - 1/32013 12:31:12 PM
W VorkQuey [ | st N 1/3/2013 12:35:10 PM

All associated documents, if any, will appear in their own tab. Associated documents display the 7 icon next to
them as shown below.

o © )
iH i DB & EERB P E GdEdi

EmBEDA
Drag a column header here to group by that column

&

T,;L @ E| CreateDateTime PageCount Document... | Document... | Customer?
1/2/2013 10:52:2... ORLANDO | Big Corp.
B @ 1/2/2013 10:48:0... 5 MFP Scan

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

Note: Duplicate records are also linked together by using “Show Associated”.
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Import a File

Import allows users to browse for and select a file from a client PC or network location and import the file as a
document to IQdesktop.

To import a file, click the E] button to launch a Windows “Open” dialog. See below. Locate and select the file
to import and click Open.

[ 1Qdesktop - ImageQuest ==
Ele Edit View Tools Tabs Help
‘A [ B B B & & | @ Refresh
| 8 search = [ Open
F— ) @7@4 || < Local Disk () » Invoice Supplements 49 | [ Searcn ins
el
Qrganize « Mew folder
DocumentType
-5 Bl Desktop +  Mame Date modified Type Siz
InvoiceDate & Downloads il "
. |é Big Corp INVOICE additional purchase ~ 12/21/20123:02 ..  TIFF image
-@® . %] Recent Places
L Invoice - Supplement 1/3/20131235PM  Adobe Ac...
Customize Advanced Search
\—/ A Libraries
‘ [E] My work & | |E Documents
B Indexing Queus J1 Music
Pictures =
4 Work Queue %I feture
Videos
B watchList
& Work Queue Search {8 Computer
@ Impart ES | @
T R [blebuark
— .. = | I i ] ’
File name: Big Corp INVOICE additional purchase ~ | Allfiles (7.7} A
&= gy
6 Scan to ImageQuest
User: tjones | Cabinet: ImageQuest | Server: 2kEx64a development.com

The “Import file” field will display the file path of the selected file. Click “Import” to launch the “Import to
ImageQuest” indexer and assign a Document Type and attribute values.

| .% Import

Import file:

S

i1\ Invoice Supplements'Big Ca.,. §---

|

See the following page for an example. The user can select a User or Role to route the document to and enter
an associated message. Click “OK” to import the document to IQdesktop.
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ﬁ_ Big Corp INVOICE additional purchase. tiff Page: 1 of 5 < > Zoom: EntirePage - Rotate0°

=[O =]

Select Document Type:

Invoice - . F _—
DocumentGroup INVOICE software
ORLANDO -t
REMIT TO: INVOICE NUMBER: Ba84T0
CustomerMame Informa Software INWOICE DATE: 100112
~ 173 Baler Streat
Big Corp. hal Orlanda, FL 32810
. BILLTO: SHIP TO:
InvoiceDate Big Corp, Big Corp.
p F.0, Box 102332 345 ik Parkway
10/1/2012 M Narman, 0K 75132 Stillwater, 0K 75622
InveiceAmaunt Itam # Description Quantity Unit Price Tatal
$835.00 a
TGR0Z Capy Paper - WHT, (TR 10 25.50 255.00
TG Copy Paper — WHT, LEGAL 1 2000 280.00
PEN1DO Pen — BLE o .75 150.00
PENIDZ Pen - BALI 200 a7 150.00
ABADUNT BUE 235.00
Route
Route Ta:
: - e
Message:
Perform text extraction or OCR for keyword searching. b oK ||I|' Cancel

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

Import Successful

Cihlnvoice Supplements'Big Corp INVOICE additicnal purchase tiff
has been imported successfully.

Users can also “drag and drop” files to the Import file field and then import the document to IQdesktop.

97




Managing Document Types

ImageQuest User’s Guide 11.3

Document Types and Attributes may be added and edited from IQdesktop if the user has Allow permissions to
“Manage Document Types.” This feature is convenient for users and also allows administrators to give certain
users access while still restricting them from other administrative functions that require the use of
IQadministrator. To Manage Document Types from IQdesktop, select it from the “Tools” menu as shown below.

[ 1Qdesktop - ImageQuest

Eile Edit View Document QIGLIES Tabs Help

Y MNew Search Tab | E#l search.. Ctrl+F
E=% ) Bl Indedng Queue  Curl+Q
| Prp— B Watch List Ctrl+W
ear
a Work Queue Ctrl+R
Keywords:
&Y Work Queue Search
DocumentType | |8  Manage Document Types [s )
1t T p——
InvoiceDate
i AR

1/2/20

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

Guide.

[ 1Q0desktop - ImageQuest

File View Tools Tabs Help

) NewSearchTab| E E’ £ | 6 |Qﬂeﬁresh
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asl " Search E3 | @Manage Document Types [X| I
| B8 search S | M D T
® anage ocument Ypes
Keywords: & —
- Document Types | [:Rasgsc=rd
DocumentType |. Add... .| |. Edit. .. .| [&] Allow users access to this document type by default.
= Besn avtuseto Apportrerts
TUTELEE Invaice - | Assign | - Add New Attribute. .. |
- < ||| main v2
MFP Scan IPNamE Diata Type | Required | Default | Minimum | Maximum | Indude in Filen:
| E My Work x |
E Indexing Queue
a Work Queue
[§F Watch List
= T VU . S S
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Additional ImageQuest Client Applications

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

e Microsoft Windows Explorer Connector
e  Microsoft Office Connector

e |Qprinter

Microsoft Windows Explorer Connector

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

Open
Troubleshoot compatibility
Open file location

'E‘;' Run as administrater
Send To ImageQuest...
Pin to Taskbar L}
Pin to Start Menu

Resto rE*.fiEus WVErSIOnS
-~ "“\-"-\.Wﬂ""’ il

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

-’Lj& Big Corp INVOICE 11786.tiff

Select Document Type
Invoice
DocumentGroup
ORLAMDO

CustomerMame
Big Corp.

InvoiceDate
a/15/2011

InvoiceAmount
£75.50

Routing
Route To:

Message:

Perform OCR or text extraction for keyword searching.

QK

|| Cancel |

ImageQuest User’s Guide 11.3

The “ImageQuest Connector for Windows Explorer” window prompts the user that the document has been
successfully saved to ImageQuest. Click “OK”.

ImageQuest Connector for Windows Explorer @

L
1 ) 1 file successfully saved to ImageQuest,

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

Connector.
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Microsoft Office Connector

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

e  Microsoft Word 2003 - 2013
e  Microsoft Excel 2003 - 2013
e  Microsoft Outlook 2003 - 2013

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

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

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

- )
na)\\H92-0 )+
La) —
Haome Insert Page Layout References Mailings Review View ImageQuest
7| =
Cpen From Save To
ImageQuesy ImageQuest

ImageQuest

SRR N AR RN RN K KRN R K

ABC,Inc|

Southeast Division
Marketing Plan
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The “Save Changes” window appears allowing the user to “Add a Revision” or “Create a New Document” as
demonstrated below. Since this is a new document, adding a revision to an existing document is not possible so
the option is disabled. Select the Document Type and assign attributes; click “OK” when finished. The file is now
saved to 1Q and is searchable from IQdesktop using the index information.

o

Bl save Changes

Wwhat would you like to do with the changes
made to the current file?

Save your changes as a new revision
to the existing document.

B Create a New Document

Save the current file as a new
document.

Reoute Ta:

Message:

= |[-E-| e
Fill in the information for this document in the fields below.
Document Type
Appointments -
DocumentGroup
ORLANDO iv 5
CustomerMame
ABC, Inc. a

oK | | Cancel

Now that the document is stored in IQ, it may retrieved using IQdesktop or by using the Open from ImageQuest
command under the ImageQuest tab. Clicking the Open from ImageQuest button brings up a new window
allowing you to search for documents as well as access your Watch List and Work Queue. See the following

page for an example.
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I Haome Insert Page Layout References Mailings Review View ImageQuest

pen From | Save To
mageQuest geQuest
est

Search Watch List Work Queue

[

To find the document saved earlier, click on the “Search” icon and enter the appropriate attributes and click the

“Search” button. See below.

‘my

Home Insert Page Layout References Mailings Review View ImageQuest l

G

Open From  SaveTo
ImageQuest ImageQuest

Keyword search criteria:

Custom Search [ e N

Document types to include: | Appointments
Enter values for any attributes you wish to search for:

Open frem ImageQug |

[ oup
| * ol o |
CustomerMame
|agc, e o) o |
CreateDateTime

© 6|

o |
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The search results will be displayed in the grid. Double-click on the record or highlight the record and click the
“Open” button as shown below to open the document.

==

Open from ImageQuest

MnE

|Search| Watch List Work Queue
DocumentType IN ('Appointments') AND (CustomerName = 'ABC, Inc.")

x 1,_1 @ El CreateDat... | PageCount Document... |Document... | CustomerM...

I T O 0 e O ) o e

Results: 1 of 1

Open || Cancel
|

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

necessary. Click “OK” to send this revised document to Q.

E Save Changes = @
\what would you like to do with the changes Fill in the information for this document in the fields below.
made to the current file?

Document Type
Appointments -
Save your changes as & new revision DocumentGroup
to the existing document. ORLANDO .
) Create a New Document Customerhame
ABC, Inc. hal
Save the current file as a new
document.
Route To:
- 45
Message:

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

[ 1Qdesktop - ImageQuest = OR[>

Eile Edit View Document Tools Tabs Help

Y ﬂNewSearchTabl Bl B ﬂls |@Befresh

A search (x|

== HELBBmE G~ w6 s m e o = NI
T DocumentType IN ("Appointments')
hellll| Drag a column header here to group by that column
DocumentT:
L - x L_-L @ [ CreateDateTime PageCount Document... |Document... | CustomerN...
@ s
Customize Advanced
| [ My werk 2 |
B Indexing Queue
a Wark Queue
[& WwatchList
.R Work Queue Search
| @ Import 3 |
z=:er= Results:1 of 1|
Show Details
| & sean = | Event Date ¥ | User Mame

s Scan to ImageQuest YRE R R =

Document revision 1 added.

Save 1/3/2013 £:23:31PM tjanes
Modified NeedsOcr from False to True
FlleView 1/3/2013 411940 PM tjanes

[T W notes | -5 Workflow History | [ Open Work Ttems

User: tjienes | Cabinet: ImageQuest | Server: 2k8x64a.development.com |

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

0§ Document1 - Microsoft Word 0§ Document 1 - Microsoft Word

! Fle Edit Yiew Insert  Far : Fle Edit Wiew Insert  Forr

NsEHRI a8 .| R =2~ RN Ny

T

[
[

T

N
A

Save to Imageuest Open from ImageQuest

Note: Only the most recent document revision can be opened directly from Microsoft Word or Excel.
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The Microsoft Office Connector for Microsoft Outlook differs from the Microsoft Word and Excel Connectors in
that it allows the user to save emails and/or attachments into 1Q and there is no option to open from 1Q. The
Microsoft Office Connector for Microsoft Outlook installs a new toolbar with one button called “Send to
ImageQuest”. This button has two send options, “Entire Email...” and “Attachments Only...”.

To store an email message in 1Q, open Microsoft Office Outlook and locate the Send to ImageQuest icon in the
toolbar as highlighted below.

{(~ Inbox - Micrasoft Qutlook
File Edit Yiew Go Tools
SiNew ~ | dgn (2 XK | SuReply

Send to ImageQuest*h_
| =) Entire Email... [

IE“_-, Attachments Only...

{2k Options...

o Unrega Matl

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

:g ImageQuest Test

Select Document Type

Invoice -
DocumentGroup

ORLANDO -4
CustomerName

ABC, Inc, hal
InvaiceDate

41242010 -9

InvoiceAmount

§56.25 ha]
Routing
Route To:
-4
Message:

| Perform OCR or text extraction for keyword searching.

OK | Cancel |

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

To send one or more attachments without the main message body, follow the same steps, but this time select
“Attachments Only...” from the Send to ImageQuest toolbar.

The “Choose Attachments” window appears allowing the user to select which attachments get stored in IQ as
modeled below; click “OK”. In the example below, three file attachments will be selected to send to 1Q. All
three attachments will receive the same index information.

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

@ Send To ImageQuest @

Sl

Select Document Type

|In'-.-'0ice

DocumentGroup

[oRLANDO [~
CustomerName
|aBC, Inc.
InvaoiceDate
[1/1/2011 [~
InvoiceAmount
576,32
Routing
Route To:
| =

Message:

| -

Perform OCR or text extraction for keyword searching.

Cancel

Note: Users must have the “Add Document” permission to send new documents and the “Update Document”
permission in order to add a revision to an existing record in ImageQuest using the Microsoft Window Office

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

- =

Configuration Settings @
Cabinet: ImageQuest
Document Type: |Invoice | b
Recipient: .ﬁ.ppintmenm

Invoice
Fraom: Main w2
] MFP Scan
Subject: Patient Health Record
Date: |v x
[ K ] [ Cancel ]

IQprinter

IQprinter allows virtually any application to send documents to IQdesktop as a PDF file. After installation, a
virtual printer called IQprinter is created as shown below.

"% Printers and Faxes |Z”E”z‘
Fle Edt View Favortes Tools Help I

@k - @ - (T | O search [ roders | [~

Address (% Printers and Faxes v B

Printer Tasks

Add a printer gy =

| 2 S = =

15) See what's printing ==

Selact printing preferences

123’ Pause printing Adobe POF Fax HP Color Laserlet  HP LaserJsk 4345 mfp on
CM4730 MFP PCL 6 infad1

£ Share this printer
=i Rename this printer
3 Delete this printer
g’ Set printer propetties

Other Places ¥

Status: Ready Documents: 0
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IQprinter can now be selected from a Windows Print dialog as shown below.

Printer

Marne: IQprinker W [ Properties ]

i Vinfad1iHF LaserJet 4345 mfp
Status:  fndobe POF

Type: Fax
HP Color Laserlet CM4730 MFP PCL 6

Where:

Carnrnent: |Microsoft OFfice Document Image Writer [ 1Frirt to File
Microsoft Cffice Live Meeting 2007 Document

. Microsoft XPS Document YWiker
Print R.ange Snaglt &
@ al Mumber of Copies: 1=

(:)Pages Fromn: I:I l:l
(O selected Record(s) EE f ﬂ
Lok | [ Cancel

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

Invoice -
DocumentGroup

QRLAMDO Al
CustomerMame

ABC, Inc. ha]

InvoiceDate
1/15/2011 v

InvoiceAmount

<766.00| )
Routing
Route Ta:
-
Message:

Perform OCR. or text extraction for keyword searching.

| oK ||| Cancel |

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

ImageQuest Connector for Windows Explorer @

L
» | ) 1 file successfully saved to Imageuest,

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

The ImageQuest Assistant is a program that runs in the Windows system tray and monitors changes made to
PDF files that are opened from IQdesktop and saves revisions back to ImageQuest. To use this feature, a PDF

authoring program must be installed and configured as the default PDF file handler in Windows such as Adobe®
Acrobat® or Foxit® PDF Editor.

After editing a PDF file that was opened via IQdesktop, click “save” or simply close the program and answer yes

when prompted to save the file. The ImageQuest Assistant will pop up asking if you want to add a revision to
ImageQuest.

Add Revision to ImageQuest?

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

Document Type

Invoice i

DocumentGroup

ORLANDO =]
CustomerName
ABC, Inc. jal
InvoiceDate
10/2/2009 L=
InvoiceAmount
£533.50 a
Routing
Route To:

-4

Message:

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

© Revision Successful ? X
Your changes have been saved to ImageQuest

2:50 PM
11/9/2010

o
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