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Introduction to IQforms

IQforms enables users to process forms, barcode coversheets and checks and export various data from
those documents into ImageQuest. IQforms licensing dictates which processing options are available to
the customer.

The IQforms solution includes the IQforms Designer for form template design and management, and the
IQforms Service which handles forms processing and manages form configurations.

Licensing Components
IQforms licensing is broken down into four separate modules, each of which can operate independently:

e Form Templates (created with the Designer)
e Barcode Coverpages

e Checks

e KeywordForms

These modules are described in this user guide and licensing is managed in IQadministrator (see the
IQadministrator Guide). Please contact Informa Sales with any questions regarding the modules.

System Requirements

The IQforms Designer and IQforms Service can both be installed on the same server or workstation, but
it is recommended that the IQforms Designer be installed on a client workstation and the IQforms
Service be installed on the ImageQuest server.

IQforms Designer

e  Microsoft .Net Framework version 4.8
e \Windows 10

IQforms Service

e  Microsoft .Net Framework version 4.8
e Windows Server 2012 R2, Windows Server 2016, Windows Server 2019, Windows Server
2022

Additional requirements:

e ImageQuest 15.7 Server
e Atleast one Document Type and attribute defined in ImageQuest
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Installation

IQforms can be installed on any PC on the network. There are two installation files that need to be run,
Designer.msi and Service.msi. Designer is also known as “FormAssist” and it allows users to design a
form template for use with IQforms. The IQforms Service is a Windows service that monitors specific
folders for form images to be processed and evaluates all pages to extract the form data. You can install
the Designer on one machine and the service on another if desired.

Installing IQforms Designer

To install the IQforms Designer, double click the “Designer.msi” file.

!g! . v Computer » Local Disk (C) » IQForms

File Edit View Tools Help

Organize Include in library = Share with = Burn New folder
-
45 Favorites Mame Date modified Type Size
Bl Desktop ﬁ Designer.msi s 5/7/201310:28 AM  Windows Installer Package 64,014 KB
4 Downloads ﬁl Service.msi 5/7/201310:29 AM  Windows Installer Package 56,632 KB
5] Recent Places
| SkyDrive
i Ml Desktop

The License Agreement will appear. Select the checkbox for “I accept the terms of the License
Agreement” and click “Install”

c) IQforms Designer sewp  [=[o RN

Please read the IQforms Designer
License Agreement

Common Public License Version 1.0 A~

THE ACCOMPANYING PROGRAM IS PROVIDED
UNDER THE TERMS OF THIS COMMON PUBLIC
LICENSE ("AGREEMENT"). ANY USE,
REPRODUCTION OR DISTRIBUTION OF THE
PROGRAM CONSTITUTES RECIPIENT'S
ACCEPTANCE OF THIS AGREEMENT.

1. DEFINITIONS

4 —1
l — "Contribution” means: v

lmageQuest (V11 accept the terms in the License Agreement
Print sl | | cancel
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The 1Qforms Designer will begin to install.

Pleace wait while the Setup Wizard installs [Qforms Designer

Status: Copying new fies

Completed the IQforms Designer
Setup Wizard

Chck the Finish button to exit the Setup Wizard.
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Installing the IQforms Service

To install the IQforms Service, double click the “Service.msi” file.

!= | » Computer » Local Disk (C) » IQForms

© File Edit View Tools Help

Organize * Include in library « Share with = Burn Mew folder

Sk Favorites Mame B Date modified Type Size
B Desktop |ﬂ Designer.msi 5/7/201310:28 AM  Windows Installer Package 64,014 KB
j Downloads ﬂ SEMVICE.MST -afffmm— 5/7/2013 10:29 AM Windows Installer Package 56,632 KB
“Zl Recent Places
| SkyDrive

B Desktop

The License Agreement will appear. Select the checkbox for “I accept the terms of the License
Agreement” and click “Install”

Please read the IQforms Service
License Agreement

Common Public License Version 1.0 A

THE ACCOMPANYING PROGRAM IS PROVIDED
UNDER THE TERMS OF THIS COMMON PUBLIC
LICENSE ("AGREEMENT"). ANY USE,
REPRODUCTION OR DISTRIBUTION OF THE
PROGRAM CONSTITUTES RECIPIENT'S
ACCEPTANCE OF THIS AGREEMENT.

1. DEFINITIONS
‘—
l =\ "Contribution" means: v

|mGgeQuest []1 accept the terms in the License Agraement

o -
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The IQforms Service will begin to install.

& IQforms Service Setup =E |

r |
Installing IQforms Service l E\
Please wait whik the Setup Wiaard instals [Qforms Service
Statua: Capying new fles
I ——

Camcel

Click Finish when it is complete

o Iforms Service Setup [=To

Completed the IQforms Service
Setup Wizard

Chck; the Finish button 1o exit the Sebup Wigard,

=
&
ImageQuest

NOTE: If the IQforms Service is not installed on the ImageQuest Server, you will need to change the
IQServer value in the “Informa.lImageQuest.lIQforms.Service.exe.config” from the setting of
“localhost” to the actual ImageQuest Server name. This file is located on the computer where the
Service was installed. The default location is C:\Program Files (or x86)\Informa

Software\ImageQuest\IQforms\Service.
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Once both installs have completed, there will be an entry in the All Programs Menu for IQforms under
the Informa Software folder listing the IQforms Console and IQforms Designer.

. Informa Software
. ImageQuest
2% IQadministrator
’g IQdesktop
. IQforms ,
[l 1Qforms Console
= IQforms Designer

The installation of both programs creates 3 folders (Console, Designer and Service) in the Informa
Software directory on the C: drive:

In the example below, the location is C:\Program Files (or Program Files (x86)\Informa
Software\ImageQuest\IQforms.

] L™ T .
m . » Computer » Local Disk (C:) » Program Files (x86) » Informa Software » ImageQuest » IQforms »

File Edit View Tools Help

Organize « Include in library « Share with + Burn Mew folder
.. KEYGEMold i Mame Date modified Type Size
L MATS / = Y
. Console 5/6/2013 10:38 AM File folder
8. M50Cache - - -
./ Designer 5/10/201311:28 AM  File folder
. PerfLogs X X
) L. Service 5/6/201310:38 AM  File folder
./ Program Files /

./ Program Files (xB6)

The IQforms service is installed under the Windows Services section and defaults to the Local System
account.

Mame = | Description | Status | Star
541Q Ocr and Full Text Service ImageQuest Oor and Full Text Service pro.,,  Started Aute
54 IQApplication Service Host Frovides client connections to the ImageQ... Started Aute
54 IQfolder Image Importing Service  ImageQuest Folder Service allows devices ... Started Aute

#1410 forms Service IQforms Service for processing forms.

10
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Form Set

A Form Set will need to be created for each form or group of forms that will be used with IQforms. The
purpose of a Form Set is to define a collection or "set" of forms and the common properties for those
forms for use in processing images against the form set. The Form Set is the top of the hierarchy and
contains one or more forms.

Create a Form Set

To begin designing a Form Set, open IQforms Designer. The FormAssist dialog will appear. Select “Create
a new form template library” and click “OK”.

ol A ﬂ

) Open mostrecently used form template library

@ Createanewform template library *—
Z) Open an existing form template library

[ ok | [ Camcal |

IQforms Designer is started and a NewFormSet.frs is created. “frs” stands for “Form Recognition Set”.

ol
Pl T OXINE E IQforms Designer - NewFormSet.frs

=] NewFomSet

Settings:

General | Scanfix Xoress | Idrtfy |
Form Set [NewFomSet

Filename

Cabinet: -

Failure Queue:

Folder Path: =]

Field Minimum Confidence: CE:

[ Enable Nonforms

I™ DisableKey Field lookup

™ Qverwrite recognized field values with lookup values
™ Fail form when lookup returns zero results

™ Fail form when lookup returns more than ane result

Number of Forms: 0

11
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Rename a Form Set

To start, change the name of the Form Set to something meaningful or related to the form or group of
forms that will be part of the Form Set.

There are two ways to change the Form Set name. In the examples below, the Form Set is renamed to
“Accounts Receivable”.

Option 1 - Select “NewFormSet” in the Form Set tree view, type in the new name and press Enter.

E IQforms Designer - NewFor

File Edit Tools Help

Form Set

File Edit Tools Help

Pt o

Form Set

------ L |Accounts Receivable| |

Option 2 — In the Settings window under the General tab, highlight “NewFormSet”, type in the new
name and press Enter.

Settings:

Form Set

Filename

Form Set |Azcourts Receivable

Filename

12
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When the name is changed in the Form Set tree view or Settings window, it will automatically update in

the associated field in the other section.

Form Set

Settings:

-
General | scanFu.¥ress | Iderlt'rhfl

Form Set I.";'.CCDLII'ITS Receivable

Filename

Settings - General Properties

The General tab in the Settings window contains multiple settings that must be configured for the Form
Set. These options are highlighted red in the screenshot below. See the next page for descriptions and

examples of each setting.

Settings:

-

General | SecanFix Xprass I Iderlt'rf:-'l

Form Set I.-"—'J:cuunts Receivable

Filename

Cabinet:

Failure Queue:

| Folder Path: l
Field Minimum Confidence] I :3:

¥ Enable Monforms

[~ DisableKey Field lookup

[~ Owerwrite recognized field values with lookup values
™ Fail form when lookup returns zero results

™ Fail form when lookup returns more than one result

MNumber of Forms: 0

13
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Cabinet - Indicates the name of the ImageQuest cabinet for the Form Set. This is where the form images
will be archived by IQforms.

NOTE: If you have multiple cabinets, select the appropriate cabinet from the dropdown list.

Cabinet: ImageJuest -

Failure Queue - The “Failure Queue” is the Indexing Queue of an ImageQuest User or Role in IQdesktop
that will contain any scans/forms that fail to process correctly. These failed scans/forms can be reviewed
from the Indexing Queue and then corrected and manually indexed.

Failure Quewe: Administrator (User) -

Folder Path - Where the scans for this particular Form Set will be sent needs to be mapped in the
“Folder Path” field. Each FRS must have its own, unique Folder Path. NOTE: If this Folder Path is not local
to the IQforms Service, the Service account must be changed to an account with proper rights to
read/copy and delete from that location.

Folder Path: IC: \AR Forms |_|

Field Minimum Confidence - This sets a minimum confidence for a successful match. If the best match
for the field has a confidence lower than this value, this field will never consider it a match and no data
will be read from the field. The default value is “0”.

Enable Nonforms — Selecting this checkbox will group documents that are scanned together and not
defined as a form into one multi-page document. This can be useful when scanning forms that have
attachments.

Disable Key Field lookup — Check this option if there is a Key Field lookup configured in ImageQuest and
you want IQforms to ignore that lookup. By default, IQforms can work in conjunction with an ODBC
lookup in ImageQuest (see the ImageQuest Administrator’s Guide for more information) to lookup data
from an external source and populate additional attributes or fields as necessary.

[T DizableKey Field lookup

14
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Disable Key Field lookup has three associated options. All three options can be selected, or each option

can be selected individually.

Overwrite recognized field values with lookup values — IQforms reads the field data but will overwrite
the field(s) with the lookup data regardless of what is read off of the form.

Fail form when lookup returns zero results — This option tells IQforms to send the scanned document to
the Failure Queue for manual indexing if there are no results returned from the lookup.

Fail form when lookup returns more than one result - This option tells IQforms to send the scanned

document to the Failure Queue for manual indexing if there are multiple results returned from the
lookup.

[T Dizable Key Field lookup

[T overwrite recognized field values with lookup values
[ Fail form when lookup returns zero results

[ Fail form when lookup returns more than one result

Notice that by checking the “Disable Key Field lookup” option, the associated checkboxes are grayed
out.

v Dizabiekey Fieldlookop

ecognized field valires with [ookup vall

|'I|

=N

T1

=N
m
=
(=)

&)
E
T
m

i

ni ) u

i
C

4]
.
m
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The example below shows the general settings for the Accounts Receivable Form Set.

Settings:

-

General | ScanFix Xpress I Il:Ient'rﬁ.'I

Form Set I.-’-“-En:u:uurds Receivable

FiIenarrreIC:"-.F‘ngllElm Files x86)\Informa SoftwareImageQuest'|Gfon

Cabinet: ImageQuest -

Failure Queue: Administrator (User) A

Folder Path: |C:\AR Forms

Field Minimum Confidence: =
¥ Enable Nonforms

[V DisableKey Field lookup
I” | Ovenwrite recoanized fieldvalues with lookup values
" | Fail form when lookup returns zero results

I"  Fail form when lookup returns more than one result

16
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These properties allow you to set the image operations for all forms that are processed against the

selected Form Set.

The screenshot below displays the default settings.

Settings:

.
Generl Ident'rhrl
—Adjust Brightiess Contrast Properties

Adjustment I.-'l'-J_rtu:umatiu:

Contrast Limit Dark [ 127—] Target Brightness
Contrast Limit Mid [ 127—=]  Target Contrast
Contrast Limit Light [ 127=]  Target Variance
Min. Percentile H Mazx. Percentile

uto Image Detergent
inarize

A
A
Bi

[~ Dot Shading Removal
[~ Ercde

[ Inverse Text Correction
[ Line Remaval

[~ Smoothing

For more information about the Form Set ScanFix Xpress properties, please select Help > Contents in

IQforms Designer.

17
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Settings - Identify Properties

Setting the Identify properties appropriately for a Form Set may improve the accuracy and speed of
forms processing operations.

The screenshot below displays the default settings.

Settings:

" Generl I Scan Fix Xpres
Identification Quality [100—=]
Idenitfication Certainty [100 =]
Minimum dentification Confidence [ &0 =]
Identify Rotated 30 [V
Identify Rotated 180
Identify Rotated 270 W

For more information about the Form Set Identify properties, please select Help > Contents in IQforms

Designer.

18
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Form Design

Once the Form Set is created, the next step is to add, design and configure a new form template.

Adding a Form to a Form Set

A form is created from a tiff image that is imported into IQforms Designer. The recommended
specifications for these images is Black & White, 300DPI using CCIT Fax 4 compression. The image should
be free of any data that can change from form to form. In other words, remove all data on the form
except for items that are constant like headers, addresses, field names, etc. See the screenshot below
for an example.

infori
INVOICE software
REMIT TO: INVOICE NUMBER:
Informa Software INVOICE DATE:
123 Baker Street
Orlando, FL 32810
BILLTO: SHIP TO:
Itemn # Description Quantity Unit Price Total

AMOUNT DUE

19



IQforms 15.7 User’s Guide

To add a form to a Form Set, click on the “Add Form to Form Set” icon on the toolbar.

E IQforms Designer - NewFormSet.frs*

File Edit Tools Help

Bl OXI% A=

You will be prompted to select a new form image. Select the tiff image that will be used to create the
new form template. In the example below, the “Invoice — Blank” TIFF image is selected. Click “Open” to
add the image to the Form Set.

E select Image for New Form x|
9\\_)9 |- Desktop = -~ I Search Desktop LD
Organize *  Mew folder == ~ [l @
W Favorites L= | Libraries
Bl Desktop ] _|J System Folder
4. Downloads B
£ Recent Places Administrator
% System Folder
- Libraries
3 Documents . | Computer
J‘f Music | System Folder
[E= Pictures .
B videos | Metwork
| System Folder
1M Computer
INVOICE - Blank
G TIFF image
F Metwork ., | 5.33KB
File name: IIN‘JOICE - Blank j IImagETemplatE Files (".tif;".hn'j
Open I Cancel |
A

20
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When the image is imported, the Form Set is updated as shown in the example below.

The image will be displayed on the right-hand side. In the Form Set tree view, a form item with the name
of the selected image is added below the Accounts Receivable Form Set. The Settings window will
change to show the General settings for the form template.

=loix

File Edit Tools Help

A EICAeE YN

Form Set i |

_

inf
inrorma
INVOICE software
T TO: INVOICE NUMBER:
Indarma Seftwana INVOICE DATE
133 Bakar Straet
Orlando, FL 32810
BLTo: SR T
J
rsem fem & Description Cuarnity Unit Price Total
General |
Form |INVOICE - Blark
Document Type: -
Document Group: -
Field Minimum Canﬁdenoe:l 0 3:
™ Needs OCR Number of Fields: 0
™ Multiple Page Fieldl j
Static Values
- + AMOUST BUE
Attribute «  Value
| [

21
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Rename a Form

Select the image name in the Form Set tree view, type in the new name and press Enter. In the example
below, the image name is changed to “Invoice”.

E IQforms Designer - NewForms4

File Edit Tools Help

P o

Form Set

E IQforms Designer - NewFormSe
File Edit Tools Help

= | of

EQ Accounts Receivable

ESE NI NVOICE - Blank |
A

Form Set

EE] Accounts Feceivable

The Form field will update to reflect the name change and as will the associated Form field in the
General settings tab.

Settings:

' ™y

General

Form |[Invoice

Document Type: -
Document Group: o
Field Minimum Confidence: n=

[” Meeds OCR MNumber of Fields: 0
[~ Multiple Page Fieldl j

Static Values

Attribute & Yalue

22
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The ImageQuest Document Type that will be assigned to the form template must be selected. In the
example below, “Invoice” is selected from the list.

Settings:

General |

Form |Inv0ice

Document Type: -

Document Group: Mams
GLCode
Field Minimum Confiden 1, e
MFP Scan%
Personnel File
[ Multiple Page Field vendar File

[~ Needs ocr

Statie: Values

NOTE: The Document Type must already exist in ImageQuest in order to select it from the Document
Type list. Also, the ImageQuest attributes should match the field names on the template.

Settings — General Properties

Some of the additional options available under the General tab include:

Document Group - Select this option to assign all the forms to a certain Document Group in
ImageQuest. For more information on Document Groups, see the ImageQuest Administrator’s Guide.

Field Minimum Confidence - The minimum recognition setting for a field. This is the minimum setting
for IQforms to recognize the data in the field. The default value is “0”.

Needs OCR - Select this option to process the form in ImageQuest’s OCR process. This option allows for
tiff’s to be converted to PDFs and full text extraction to be performed for keyword searches. PDFs are
also processed in OCR, however, they remain in PDF format and also have full text extraction performed
on them for keyword searching. For more information on the ImageQuest OCR process, please see the
ImageQuest Administrator’s Guide.

Multiple Page Field - This value is used if there are 2 or more pages to a form with a common field on
both. For example, if the same Invoice Number is on both page 1, 2, 3, 4, etc. IQforms will recognize
those pages as one document and continue until it encounters the next unique Invoice Number and
start a new document.

Static Values - This feature allows the form to always have certain values for each attribute. This only
applies to form fields. Static values are attributes in ImageQuest. See page 22 for more information on
Static values.

23



In the example below, the following options are configured:

e Document Group “ORLANDO” is selected from the list
e Needs OCR is checked

IQforms 15.7 User’s Guide

e Multiple Page Field is checked and “InvoiceNumber” is selected from the list

e “Paid” is selected from the Static Values list

Sethings:

s =

General |

Form IInvu:uice

Document Type: Invaice -
Document Group: ORLAMDO b o
Field Mimmum Confidence: 0=

¥ Needs OCR Number of Fields: 3
¥ Multiple Page Field IIn'-.ﬂ:uic:eNumber j

Static Values

MfpHostMame -
MfpInputlser

Mfp&serial

Paid

Yenddi¥ame

Vendor Mumber

YendorMame v

See the next page for more information on using Static Values.

24
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Static Values

Static Values apply to fields that will always have the same value when processed by IQforms. Static Values
can apply to an actual field on the form or a field that is not on the form. In either case, the Static Value
field must exist as an attribute in ImageQuest.

For example, the Invoice form should always have a field called “Paid” and the default or static value
should be “False”. The form itself will not have a field called “Paid”.

In the example below, the ImageQuest True/False attribute “Paid” is selected and the True/False checkbox
is displayed. The checkbox is left unchecked so the default value will be “False”.

1Y MILITIMME Fage rieia | InyvaiCenumoer il |

+
Click | + | to add Paid to the Static Values list.
I IMIUILIPIE Fdy e FIEILIIIII'."LIIL;I:HUIIILII:I _;I
Static Values
Paid -
Attribute -
Paid False b

With this configuration, every Invoice form processed by IQforms will include the “Paid” attribute and
the value will be “False”. The value can be changed to “True” in ImageQuest any time after IQforms has
processed the form.

Another example could be Vendor Number. If the Invoice forms being processed all pertain to the same
Vendor Number, Vendor Number could be added as a Static Value

25
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The ImageQuest Text attribute “Vendor Number” is selected from the list and “12345” is typed into the
entry field.

¥ IMIUILIPIE Fdy e I'IHILIIIII'-"UILFEHUIIIL'EI - I

Static Values

Yendor Mumber

Note: to clear the value in the entry field, click the undo button as highlighted below.

12345 ‘

Click | + | to add Vendor Number to the Static Values list.

I¥ VUL e Fdyge I'IL'.'.ILIIIII\"UILFUI‘!LIIIILIUI ;I
Static Values
Vendor Mumber * 12345 ]
Attribute & Valus
Faid Falze x
Yendor Mumber 12345 x

26
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To remove a Static Value from a form, click the x |on the entry to be removed. In the example below,

“Vendor Number” is removed from the form.

| s I"IIJILII.JIE |'|:||=|EI IEILIIIII'I'UIL-EI'ILIIIII.":I
Static Values
Yendor Mumber -
Attribute « Yalue
Paid False
Yendaor Mumber 12345

Now “Paid” is the only Static Value for the form.

™ I"iJiLpic raygci I':ILIIIII'-'UIL-EI'HLIIIII.“:I

Static Values
Yendor Mumber -
Attribute & Yalue
Paid False

27
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Adding Fields to a Form

Next, determine which form fields you would like to retrieve data from on the form.

OCR Tool

In this example, we are using the OCR tool to read the machine printed values for INVOICE NUMBER,
INVOICE DATE and SHIP TO fields. To define these fields in IQforms Designer, select the OCR Tool icon
on the toolbar:

. BEEEE. R
‘ tABC Lame: !
Lro it
QCR Tool
|

The cursor will change to a “+” sign once you drag it over the template image.

INVOICE informa

nnnnnnnnnnnnn

AMOUNT DUE

Select the area you would like to read data from by left-clicking and dragging the cursor around the
field. The field will be highlighted in blue as shown here:
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D:
woftware
r Street
FL 32810

(=110 el

® WIJ
informa
setftware

INVOICE

INVOICE NUMEBE
INVOICE DATE:

CRIID T

Release the mouse and the field will be selected as shown below.

|»

D:
oftware
r Street

FL 32810

ol T

* W
informa
software

INVOICE

INVOICE NUR
INVOICE DATE

CHID T
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A new field item called “Field 1” is added to the form item in the Form Set tree and the form Settings
window reflects the options for configuring the form field.

See below for example and information about options available in the General tab.

Form Set

EQ Accounts Receivable
- B ovoice

L At

Sethings:
|

General |Sc:aantXpress| Dropout | OCR |
Field |Field 1

Field Minimum Cnnﬁdenoe:l :3:

Regular Expression:l

E Location & Size
Values 1853, 503, 317, 87

Field — The name of the form field

Field Minimum Confidence - The minimum recognition setting for a field. This is the minimum setting
for IQforms to recognize the data in the field. The default value is “0”.

Regular Expression - Used to help improve data recognition for fields that have a specific format
Location and Size — Location and size of the field on the form
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Rename a Form Field

Change the name of a Form Field to an ImageQuest Attribute name related to the data to be captured.

There are two ways to change a form field name. In the examples below, the field name is renamed to
“InvoiceNumber”.

Option 1 - Select “Field1” in the Form Set tree, type in the new name and press Enter.

E IQforms Designer - NewFormSq

File Edit Tools Help
| E=
P bd Bl o
Form Set E 10forms Designer - Accounts P

File Edit Tools Help

EQ Accounts Receivable ™
E-B Invoics P? H L ‘ g

Form Set

Ela Accourts Receivable
=B INVOICE

(o T Invoice Number]

Option 2 — In the General tab, highlight “Field1” and begin typing in the name. The list of available
ImageQuest attributes will appear. Select the correct attribute for the field name. In the example below,

the letter “I” is entered and the list of attributes beginning with the letter “I” are displayed.
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Settings:

General | SeanFix ¥press | Dropout | OCR |

InvoiceDate
Field
Regulz

E Location & Size
WValues 1853, 503, 317, 87

v A

When the name is changed in the Form Set or Settings window, it will automatically update in the

associated field in the other window.

Form Set

E|--- Accounts Receivable
BB Invoice
“duetl InweiceNumber

. A
i

Settings: ’

General | 503& Xpress | Dropout | OCR |

Field | ImvoiceMumber

— 4 rme - ~ r mpm— |

Regular Expression

A Regular Expression can be used to help improve data recognition for fields that have a specific format.
From example, the InvoiceNumber should be all digits and only 6 characters in length. In the example
below, the Regular Expression entered is [0-9]{6}. For more information about Regular Expressions and

how to configure them, see www.regexlib.com for more information.
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Settings:

- ~

General | SeanFix Xpress | Dropout | OCR |

Field IIn'mic:e MNumber

Figl
Regular Expression: IIC-S: [E})
B Location-&-Size—

[m B W PO 1057 ENE 217 Cca

Location & Size — These are the values that represent the location and size of the OCR, OMR or ICR field
that have been defined on the form. These can be changed manually by selecting the value and
changing it.

I e e

E Location & Size

= 1557 505. 317. 69
X 1857
Y 505
Wwiidth 37
Height 69

Settings — ScanFix Xpress

Choose the ScanFix Xpress properties that you want to be processed on the field after dropout occurs.
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u opout | OCR |

—Blob Removal Properties

Area X-Coordinate = Minimum Pixel Count | 200 —
Area Y-Coordinate ] Maximum Pixel Count | 35515

(=] [ (=]

Area \Width 3 Minimum Density | £0==
Area Height

le

T

[~ Border Removal
[~ Comb Remowval

[ Dot Shading Removal
[ Erode

[ Inverse Text Correction
[~ Line Removal

™ Smecthing

For more information about the ScanFix Xpress field properties, please select Help > Contents in IQforms
Designer.
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Settings — Dropout

Dropout is a process by which the pre-printed content on an image is removed, leaving only the data
that was added to a form. When filled data and template data overlap, the filled data will be
reconstructed as accurately as possible.

Settings:

P

oo o |

Dropout Method | Dropaout j

Allowsble Mis-registration I 53:
Perform Reconstruction [

Genersl I ScanFix Xpre

For more information about the Dropout field properties, please select Help > Contents in IQforms
Designer.
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Settings — OCR

OCR (Optical Character Recognition) is the process of converting machine printed information into

editable text. Below are the default settings:

Sethings:

.
Genersl | ScanFix Xpress | Drcnp

Language I","s'estem European j
Character Set I-—JI Characters j
Field Type [General Text =]

Minimum Character Confidence

Maximum Blob Size 3

Minimum Text Line Height

(%]
(=]

a0

a0 (=]

[
I1I|-|

Multiple Text Lines ¥ Rejection Character [~ ]
Split Merged Characters ¥ Detect Spaces v
Split Overlapping Characters [V
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Character Set

The Character Set list contains commonly used formats that, depending on the selection, can help
improve data recognition.

For example, the data for InvoiceNumber will be digits, like “123456”. To improve recognition for
InvoiceNumber, “Digits” is selected for the expected Character Set. IQforms will expect this field to have
characters in the range of 0 — 9 and any combination of those characters.

Settings:

i~ =

General | ScanFix Xpress | Dropout OCR |

Language I"I-.-'estem European ¥

Character Set Custom... j Edit...
Al Alphas
All Characters

Alpha M i
Minimum Character ( .irﬁh?nﬁ;_émenc

Arthmetic Symbals
Cumency
Minimum Text UCumency Symbals

Field Type |General

Mazcimum

Multiple Tg Lower Character Izl
Phone MNumber
Split Merged Chi Punctuation ect Spaces W
Upper Case

Split Overlapping Chstom .

If the InvoiceNumber format was “INF12345”, the “Custom...” Character Set would be useful. The next
few pages provide an example of how the Custom option could be configured.
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Select Custom and then click Edit.

Settings:

i It

'Genemll ScanFix Xpressl Dropout  OCR |

Language |\estem European 7 |

Field Type [General Text =]

Minimum Character Confidence

30 3:
Maximum Blob Size 0 3:
g 3:

Minimum Text Line Height

Multiple Text Lines ¥ Rejection Character [ |
Split Merged Characters [ Dietect Spaces [v
Split Overlapping Characters W

The Edit Custom OCR Character Set dialog opens.

B edit Custom OCR Characterset x|
Language

( Western European

—Upper Case Alpha —Punctuation
vAVBFCFDVEFFFGFHFIFJFKFLFM FIFV"FE#EF%V &
"NFOFPVQFVRFSFTFUFVFWFEFXVFYFZ VIV (F)RER
~FAFAFArAFAFArEFCFVFEFEFERFEFRI V- _F]F W
FIFIFIFNFOFOFOFOFOF@GFUFUFU F2rF@F [F\F]
U F{F|F}F W

Ve My V;

—Lower Case Alpha —Digits
VavVbvecvdrFevVfrFgFhViIiFjFKkKFVFIFm FO~¥1rF2F3 V4
Fn~FokpkFkFqFrkskFtrFurFviFwkFxFyFz V5 ~VMBNMVMTNVE8 V9
FaFarFarFaFarFaFaeF¢cFeFéNVMé&FeéF | | CuencySmbos
FiFiFiFAFONONOFBNOFG PO MGFQA FEFEFEFEN¥
MR —Arithmetic Symbols

FM+M <V =F>

Al Aphas ~ Jid Check Uncheck [ ok | concel

(ior Right-Click Group for context-sensitive menu)
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Select “All Alphas” and click “Uncheck”.

[or Right-Click Group ensitive menu)

Note: You can also right-click on a group of characters to access this option.

All Upper Case Alpha and Lower Case Alpha characters are unchecked.

B editcustomoCR CharacterSet £
L
(WesternEuropean
—Upper Case Alpha P
CTArTBIrCrDrECFrGrHrlIrJrKrLrm FIF"FHEVFY%~ &
CTNCOTCPIrQrRIOSIOCTIUDOVIWE XY Z VTR (R )V R
CACACACACACACEACCrECECECEC | F-F . F[F:F;
FiCcirirNCOrOrorororgrururu W?W@W[W\Wﬁ
iy} F{F|F}F_Fj
M glF»Fg
—Lower Case Alpha —Digits
CTrarfCbrfDerfdrerC fOgrhCDiCDjrOkICl Cm FOF{1F2FV3F4
I'nl'ol'pl'ql'rl'sl'tl'ul'vl'wl'xl'yl'z F5~BNVJTVE8 W9
rararararararargrrérérérér i || CumrencySmbols
rirfirirareréeréréerérerarara F§VENEVERN¥
rar-rpg —Arithmetic Symbols
F+W<F=F3>
[araphas =] Check  [[ Uncheck | ok |  Cancel

{or Right-Click Group for context-sensitive menu)
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Check the boxes for “I”, “N” and “F” since these characters are expected to be present for the
InvoiceNumber value.

B Edit Custom OCR Character Set x|
L

(WestemEuropean

—Upper Case Alpha P
rArBrchrE@rGrH@rJrKrLrM FIF"FEV%P &
@rorprqursrTrurvrwrerrz PR (F)F*F,
rArTArArArArArErCrErErErEr i F-F F[F:WF:
FririTrirNroréorérorérgrurouro F2F@F [F\F]
r U F{F|F}F W

v « l73l7c"

—Lower Case Alpha Digits
FrafCbrfCefdlTeC figfihC i joOkC|l Om FOVM{INVM2F3FA4
CnfColfCprfgrlirCsCtIulfviwlxCylz 5 ~MENWTVE8FSQ
rarararararararirgréeérérérér 1 | CurencySmbls
FirirCirACrOIr6rererererarara FEVEFEVNEN¥
rarg —drithmetic Symbols

F+F<F=F>

[l Aphas o Check Uncheck [ ok | Cancel

{or Right-Click Group for context-sensitive menu)

Right-click on the Punctuation group and select “Uncheck All “Punctuation””.

. x|

— 1 Punctuation

FIF"RFERFY% P&

Ched: All "Punctuation”

| Uncheck All "Punctuation”™ I |
i
Check Entire Character Set ]

—? T "IN 5w

Uncheck Entire Character Set

L] L o -

Ma Vi

— —Digits
- FOF{1~M2F 3 ~4
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All Digits should remain checked. Right-click the Currency Symbols and Arithmetic Symbols groups to
uncheck all.

[E Edit Custom OCR Character Set x|

L
( Western European

—Upper Case Alpha —P

Il T T #IT%TC &

rArBrchrE@rGrH@r.JrKrLrM -
FrOrPrQrREOSOTTHrUCVIWEXCYIDZ i O i N i
rACArArArArArErCrECECrECrEC| - w . m ) m - om
FirIT I rNrOroréroréorgruoruro r?2r@- [\
o il Al (i O N i
r » i
et Digits ™
l'al'bl'cl'dl'el'fl'gl'hl'il'jl'kl'lI'm(l70|71l72l73l74)
l'nl'ol'pl'ql'rl'sl'tl'ul'vl'wl'xl'yl'z \l75l76l77l78l79/
rararararararsrererérereri o e
FirfTrirACrdr6r6rE6r6rerarara CT$rEr¢rE£r¥
rarRg —Arithmetic Symbols
F+r<i=r>
[ Aphas | Check Uncheck [ ok | cancel

{or Right-Click Group for context-sensitive menu)

Click “OK” to return to the OCR tab. With this Custom configuration, IQforms will expect to see
InvoiceNumber values in the following format: “INF#####”.
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Field Type

Field Type provides options for commonly used data formats such as Currency, Date and Social Security
Number to help improve recognition. For example, if the expected data is a phone number, you could
select “United States Phone Number” for Field Type and IQforms would expect to see a format like (123)
456-7890.

In the example below, “General Text” is selected for the InvoiceNumber field since it best matches the
data expected in that field.

Settings:

' =

" General | ScanFix Xpress | Dropout  OCR |

Language I".'-.-'estem European j
racter Set IDig'rts j

Field Type JGeneral Text j
= Cumency
Minimum Chl = rency Plus

N [iate
Email

Vi P
Social Securty Humber

My Time Character Ij
United States Phone Mumber

Split Me LIRL Ect Spaces v
Split Overlapping Characters [V

For more information about the OCR field properties, please select Help > Contents in IQforms Designer.

Note: The tabs at the form level apply to the entire page. Tabs at the field level apply only to that
field.
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Other Field Options

Resize a Field

r—

NOTE: To resize the Ocr fields, select the h icon and click on the field you want to resize. Drag the
black squares as needed to resize the field.

SBILLTC, -

| |

| u
BILLTO: .
| -
| | u

Zoom in on a Field

To zoom in on a certain field on the form, select the field on the form or in the field list and click the
“Zoom In” button on the Forms Designer toolbar. In the example below, the BILL TO field is selected.

INVOICE

REMIT TO: INVOICE MU
Infarma Saftware INVDICE Dl
123 Baker Straet

Orlando, FL 32810

L T-. SHIPTO:

Item B Description Onsantity

Click Zoom In
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—1Zoom In

Now the BILL TO field in zoomed in so it’s easier to see and modify as desired.

L0 1L\

BILL TO:

Delete a Field

L0 1V

_BILLTO;

IQforms 15.7 User’s Guide

To delete a field from the form, select the field on the form or in the field list and press the Delete key or

click the “Delete” button on the Forms Designer tool bar.

In the example below, the BILL TO field is selected.

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

SBILLTC,
|
| |
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Press the Delete key or click the Delete

Al KL

L

&t

Delets

e |

Click “Yes” to confirm and delete the field from the form and the field list or “No” to retain the field.

Note: The Delete button can also be used to delete a form from a Form Set.

Continue to add and configure additional form fields as needed. In the example below, the InvoiceDate
and VendorName fields have been added to the form. The arrows show the relationship between the
fields in the field list and their respective locations on the form.

Form Set I
' ™y
El- 9 Accounts Receivable
B~ I % .
net! InvoiceNumber R\‘ . F S
et InvoiceDate | LU ;n JO{I ! ;(}
i fimett Vendaor Name I LI INVO'CE software
REMIT TO: 'OICE NUMEER:
Informa Software INVOIC F
e 123 Baker Street
L ™M~ Crlanda, FL 32810
Settings: \ BILL TO: SHIP TO:
i ) L1
General |
Form IInvoice |
. __ - [ Neserintinn Chsantity 1Init Prics Trtal
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Saving a Form Set
Any changes that are made to a Form Set should be saved. Notice that after making changes to the

below template, an asterisk shows appears after the file name in the title bar. This means that the Form
Set has changes that need to be saved.

E IQforms Designer - NewFormSetfrs*

File Edit Tools Help

TR« UK

Form Set

EIQ Accounts Feceivable

et |nyoice Date

Click “Save Form Set” in the Forms Designer toolbar.

e

it |Sa'-;e Form Set|

Note: Save Form Set is also available from the File menu or by pressing Ctrl+S.

The “Save Form Set As” dialog will open as shown below.

Browse to a location to save the Form Set and enter a File name for the Form Set. In this example, the
File name is changed to “Accounts Receivable”

Click “Save” to save the Form Set.
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x
%v | . = ImageQuest = IQforms = Formsets - @] I Search Formsets [ZSJ
iz~ @

Organize *  Mew folder

2] Mame ~ | Date modified | Type

w{ Favorites
Bl Desktop
& Downloads
5 Recent Places

Mo items match your search.

- Libraries
@ Documents
J‘ IMusic

[ Pictures

B videos

;-;J Computer
F—— 2 T I il
|

File name: I Accounts Receivable| I
=l

Save as type: IForm Set Files (. frs)
\# Hide Folders | Save I Cancel |
4

When a Form Set is saved, a FormAssist folder and a .frs file are created using the FormSet name.

Date modified Type Size

Mame ~
7/1%/2013 1:12PM  File folder

7/19/2013 1:12PM  FRSFile 4 kB

.. Accounts Receivable, Formassist

|| Accounts Receivable. frs

The FormAssist folder contains the .frd file (or Form Definition File) which is the actual form template
with the name of the image file that was used to create the form.

Date modified | Type | Size ‘

Mame =
24 KB

|| INVOICE - Blank. frd 7192013 1: 12 PM FRD File

A Form Set can be saved anywhere, but it is recommended that you create a new folder called Formsets
in the IQforms directory. By default, this location is C:\Program Files (or Program Files (x86))\Informa

Software\ImageQuest\|Qforms.
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Testing a Form

IQforms Forms Designer provides the ability to test a form to see how IQforms reads the data from the
fields that were configured. To test a form, you must have a TIFF or PDF image that matches the form
layout that has data for the fields that IQforms will recognize. When using a TIFF image, the image
properties must match the properties of the TIFF that was used to create the form.

The Invoice example below will be used for testing.

INVOICE software

REMIT TO: INVOICE NUMBER: 268470
Infarma Software INVOICE DATE: 10/01/12
123 Baker Street
Orlando, FL 32810

BILLTO: SHIP TO:

Big Corp. Big Corp.

P.O. Box 102332 345 Oak Parkway

Norman, OK 75432 Stillwater, OK 75622
Item # Description Quantity Unit Price Total
7G802 Copy Paper - WHT, LTR 10 25.50 255.00
7G902 Copy Paper — WHT, LEGAL 10 28.00 280.00
PEN10D Pen —BLK 200 075 150,00
PEN102 Pen - BLU 200 0.75 150.00
AMOUNT DUE £35.00
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In 1Qforms Forms Designer, click the “Process Forms” button on the toolbar.

Process Forms

Browse to and select the test file. Click Open to launch the Process Forms window.

E Select Filled Image(s) for Processing *
‘OO | j ~ Users » Administrator + Desktop - m“ Search Desktap pel
Organize *  Mew folder s~ [l @
- Favorites IMVOICE - Blank

TIFF image
.
B Deskton Bl | 5.33KB
& Downloads
‘___‘. Recent Places Invoice - Test Image
% TIFF image
_ [ 11.4xB
@ Libraries
@ Documents
,J‘J MMusic
[E] Pictures
B videos

_'h;.- Computer

Gh Metwork

File name: [Invaice - Test Image

Open I Cancel

j IFiIIEtI Image Files (*.tif;*.hmp;*.|j

&
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The Processing tab shows the progress of the IQforms process as it reads the original image, enhances
the image for processing, identifies which form matches the image and then aligns the original image to

the form.

‘r# 1Qforms Designer - Process Forms

ent'rfic:ation Statistics | Field Results | Timing Results |

Please Note

Processing of first image will include preprocessing time for
Form Setinitialization. Subsequent images will process faster.

10 x]

=
I

QOriginal Image

Enhanced Image

Identified Form

Aligned Image

Click on a document image o enlarge.

\J See “Field Results™tab
for processing results

Currentimage

Filled Image 1 of 1: C:\Users\Administrator\Desktoplinvoice - Test Image tif
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Identification Statistics

The Identification Statistics tab lists the full results from the filled image identification process. This
includes the list of template images in the Form Set and the corresponding filled image identification

confidence values for each form at each considered rotated orientation. Rotations that were not
considered during identification are left blank.

‘i* 1Qforms Designer - Process Forms

Processilg  Identification Statistics E d Resutts I Timing Results |

Name | o | 90 | 180 | 2700 |

|0l x|

Invoice 98 9 22 9

Current Image
Filled Image 1 of 1: C\Users\&dministrator'Desktopiinvoice - Test Image tif
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Field Results

The Field Results tab shows the results of the data recognition for each field that is configured on the
form.

In the example below, the result returned for InvoiceNumber is “868470” as shown in the Results box.
The Text Block Result section shows the confidence level on this field was at 98%. This means that
IQforms was 98% confident of the data it read.

‘P 1Qforms Designer - Process Forms ;IEILI

Processing I Identfication Statisticsl Field Resuits i'l"lming Results I

BB Invoice

= g = A
11 N N

Vendor Name

363470

Field Name: InveiceMumber

Recognition Type: OCR
T L eft = 1857, Top = 505, Width = 317, Height = 69
Results: 868470

Block Besult

36, Width = 137, Height = 29

Line Results

CurrentImage
Filled Image 1 of 1: C:\Users\Administrator\DesktoplNVOICE (2) if
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The InvoiceDate and Vendor Name fields were returned with the correct values as shown below and the
Confidence levels are 86% and 78% respectively.

_mixi

Procassing I Identification Statlstn:sl Field Results I'ﬁmlng Results I
NEEY
LM S e

= Invoice

Field Name: InveoiceDate
Recognition Type: OCR
i = 1858. Top = 572, Wwidth = 316, Height = 68

Block Result

Width = 169, Height = 339

Line Results

Current Image
Filled Image 1of 1: C:\Users\Administrator\DesktoplINVOICE (2) tif

¥ IQforms Designer - Process Forms JQI!I

Processing | Identification Staﬁsticsl Field Resutts |Timir|g Resulis I

=B Invoice e T o B
InvaiceNumber Y k‘\ L‘\ & |

q lendor Name .

Big Corp.

Field Name: Vendor Name
Recognition Type: OCR

ield-Bounde L eft = 584, Top = 852, Width = 324, Height = 73
Results: |Big Corp.

Block Result

Width = 165, Height = 38

Line Results

Currentimage
Filled Image 1 of 1. C\Users\Administrator\DesktopliNVOICE (2).6f
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Timing Results
The Timing Results tab provides information related to the filled-in form processed against the Form Set.

It lists the image actions performed, filled-in form duration, success status, total duration, average
duration, the number of filled images processed, and the number of filled images identified.

‘¥ IQforms Designer - Process Forms — 1ol

Processingl |dentification Statisticsl Field Resut§ * Timing Resutts |

Form Duration Success Total Duration Hwerage Duration

Form Open 0.002 Yes 0.002 0.002
Enhancement 0.000 Yes 0.000 0.000

Identify & Align 0.112 Yes 0.112 0112
Process 3 Fields 0.195 Yes 0.195 0.195

Total 0.309 0.309 0.309

Al processing measured in seconds

Mumber of filled images processed :
Mumber of filled images identified :

Currentimage
Filled Image 1 of 1: C:\Uzers\Administrator\Desktopiinvoice - Test Image tif

Note: Only one image can be tested at a time. Multi-page documents can be tested but the test
process in Designer only reads the first page. The multi-page document would have to be broken
down into individual 1-page scans in order to read additional form scans in that particular document.

Once the test is complete, click “Exit” to close the Process Forms window. If you are not satisfied with
the results, you can modify the Field settings and test the image again. For example, if the InvoiceDate
read as “01%01/12” and the actual value is “10/01/12”, you may want to modify the ScanFix Xpress or
OCR settings for that field and then save the Form Set and test the image again.
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Add Form Set Configuration

Once a Form Set has been created and saved, it will need to be added to the IQforms Configuration
before it can be used in production.

To start, open the IQforms Console.

_1o/x]

@ [z X .
Service Status = Running ;I
I

Ready.

Click Edit Configuration in the IQforms Console to open the IQforms Configuration window.

B IQforms

Service Stat = i
Edit Configuration...
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The IQforms Configuration window allows users to add configurations for Forms, Barcodes and Checks.

Click “New” to open the Mode Properties dialog.

IQforms Configuration x|
Cabinet Name | Mode | FailureQueue | FolderPath | EnableMonForms | isvalid |
Delete.., | Edit... Mew...,

Mode Properties defines the properties for a particular Form Set.

Click the FormSet Path ellipsis to select the Form Set .frs file.

zl

Mode: Forms
Cabinet Mame: ImageQuest

Failure Queue:

Faolder Path: I

Formset Path: I
I Enable Nonfarms

Save I Cancel

Browse to the location of the Form Set to be configured, select the .frs file and click “Open”.
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In the example below, the Accounts Receivable.frs file is selected.

open x|
|éov | . = ImageQuest ~ [Qforms = Formsets = - m I Search Formeets m
Organize *  New folder = -« [l @

{ Favorites
Bl Desktop
& Cownloads
= Recent Places

4 Libraries
3 Documents

J‘- IMusic

[E=| Pictures

B8 videos
M Computer

[ - f

-

= MName

| Date modified | Type

=l

J Accounts Receivable.FormAssist

. Accounts Receivable. frs

7/19/2013 1:12PM

File folder

7/22/2013 2:

File name: I,-!\ccounts Receivablefrs

IQforms 15.7 User’s Guide

Once the FRS file has been selected, the path will show in the FormSet Path section. Click “Save”.

Mode Properties

Mode:
Cabinet Mame:
Failure Queue:
Folder Path:

FormSet Path:

x|

m Cancel |

e

The Mode Properties window will close and IQforms Configuration will display the Form Set

configuration to include the Form Set FailureQueue and FolderPath for the selected .frs.
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The “isValid” column indicates that the FRS file can be read without error and is not corrupt.

IQforms Configuration ll
Cabinet Name Mode FailureQueue FolderPath EnableMonForms | isValid
ImageQuest Forms Administrator {User) C:\AR Forms fesg fes
Delete... Edit... Mew...

Click the X to close the IQforms Configuration.

To delete or edit an existing IQforms Configuration, select the configuration in the list and click Delete or
Edit.

NOTE: Any changes that need to be made to an IQforms Configuration or Form Set file require
restarting the IQforms Service in order for those changes to take effect.
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Processing Forms

The IQforms Service must be running so it can poll all configured Folder Paths for new images to be
imported and processed by IQforms.

For this example, the invoice below will be scanned to C:\AR Reports as INVOICE Scan1.tif.

inf
INVOICE f
sortware
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.O. Box 102332 345 Oak Parkway
Norman, OK 75432 Stillwater, OK 75622
Itemn # Description Quantity Unit Price Total
7G802 Copy Paper — WHT, LTR 10 25.50 255.00
7G902 Copy Paper — WHT, LEGAL 10 28.00 280.00
PEN10O Pen — BLK 200 075 150.00
PEN102 Pen—BLU 200 0.75 150.00
AMOUNT DUE 835.00

IQforms should identify the image as the Invoice form and read the data for the following fields:
INVOICE NUMBER, INVOICE DATE and the first line for BILL TO.
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The IQforms Console window allows users to monitor scans that are being or have been processed. The
IQforms console window continuously logs what items it is processing and it can also be used to
stop/start the IQforms service and edit IQforms configurations. The IQforms Console does not need to
be running in order for IQforms processing to occur.

When files are processed through IQforms, the IQforms Console will show the progress. The progress for
INVOICE scanl.tif is displayed in the example below.

(Bgorms =IOl x|

|
Starting bkatch 5lelSeb5-87&3-4105-871b-6££2e8801328 from file C:\AR Forms\INVOICE scanl.tif. ;I
Processing 1 forms.

Created 1 document(s) from form(s).
Saved 1 document(s)
Processing complete £

HoHHHH

VAR Forms'\ INVOICE scanl.tif.

The progress information will include how many forms were processed from the image, how many
documents were created from the image and how many documents were saved to ImageQuest. The last
status shows “Processing complete for C:\AR Forms\INVOICE scan1.tif”.

Based on the information provided, processing for the INVOICE scanl.tif was successful.

The file was processed successfully and sent into ImageQuest as an Invoice document with the data
from the three fields that were configured on the form: InvoiceNumber, InvoiceDate, and Vendor.

8 search [

5 BB = R0 A G B 8% 5 8o =

(CreateDateTime = '5/16/2014")
Drag a column header here to group by that column

x 1,1 @ E| CreateDateTime & | PageCount DocumentType | DocumentGroup InvoiceMumber InvoiceDate Paid YendorMame
@ é‘ 5/16/2014 3:36:25 PM 1 Invoice CRLAMNDO 868470 1012012 Big Corp.

If “Need OCR” was enabled for the form, the IQ Ocr and Fulltext service will extract any readable text for
keyword searching and convert the .tif file into a Searchable PDF.
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If an image cannot be processed due to an issue with form identification, the progress information will
indicate that the batch has failed because it contains unrecognized forms and it has been saved into the
IQ exception queue for verification.

Moo -l5/x]
571672014 2:42:02 PM: Information Starting batch Scl83b3a-1037-4e67-88c2-£0cE5018085e from file C:WAR FormsWINVOICE scanZ.tif. ;I
5/16/2014 2:42:03 EM: Information Erocessing 1 forms.

S/16/2014 Z2:4Z:03 PM: Error Batch has been failed because it contains unrecognized forms.

5/18/2014 Z2:4Z:03 EBM: Information Batch saved into IJ exception gueue for verificaticn.

571672014 2:42:03 BM: Information Processing complete for C:MRR Forms\INVOICE scanZ.tif.

All IQforms exceptions will be added to the Failure Queue that was configured in the Form Set.

Items added to the Failure Queue will appear in the Indexing Queue of the ImageQuest User or Role that
was configured for the Failure Queue.

In the example below, the batch was saved to the ImageQuest Administrator’s Indexing Queue as
Document Type “MFP Scan”.

E Indexing Queues | x|

rRXEB|EBEER"REEOD T

Drag a column header here to group by that column

Create Dat... | Page Count | Document ... | Indexing R... | Status Locked Mfp Input ... | Mfp Address
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When the batch is opened in Indexer, the image scanned does not match the layout of the Invoice form.
Assuming this particular image was scanned by mistake, the user could delete the batch from the
Indexing Queue and rescan the proper image for IQforms.

a Indexing Queus ||

il - &

Commit [E] Training Mode | A" pan |iEEI Select|| #l Close D o Jbo

Pages Document Type foom: Entire Page = Rotate 90°% Print 5
HF Loserjer 20523055 AllinOne
1 m—;\v:'-:— H® Loas b B2 AID (e

Route To: T

Savies ol & ghres

P Lt R A HP Lonasl 00 A
[ P ——— T

Documents: O | |
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If an image cannot be processed due to an issue with field recognition, the progress information may
indicate a warning that the image was recognized as a form but it requires verification.

In the example below, IQforms recognized INVOICE scan3.tif as an INVOICE form but something about
the form requires verification.

1=
Service Status = Running ;I
5/16/2014 2:52:03 EM: Information Starting batch 2687188f-58b7-4dfé-b4cd-b47730clésde from file C:WAR FormsWINVOICE scan3d.tif.
5/16/2014 2:52:04 EM: Informaticon Processing 1 forms.

I5/16/2014 Z:52:04 BM Warning Form a2t page 1 recognized as INVOICE requires verification.

l5/16/2014 2:52:04 DM: Informaticon Crezted 1 deocument(s) from formis).

|5/18/2014 Z:52:04 EM: Information Saved 1 document(s) intoc I{.

5/1&e/2014 Z2:52:04 BEM: Information Processing complete for C:\AR Forms“INVOICE scan3.tif.

All IQforms exceptions will be added to the Failure Queue that was configured in the Form Set.

Items added to the Failure Queue will appear in the Indexing Queue of the ImageQuest User or Role that
was configured for the Failure Queue.

In the example below, the batch was saved to the ImageQuest Administrator’s Indexing Queue as
Document Type “MFP Scan”.

E Indexing Queues | x|

rRXEB|BEERREEOD T

Drag a column header here to group by that column

Create Dat... | Page Count | Document ... | Indexing R... | Status Locked Mfp Input ... | Mfp Address | Mfp Ho

[
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When the batch is opened in Indexer, the user can review and confirm what data fields could not be

read properly by IQforms.

In the example below, the “Invoice” Document Type is already assigned which indicates IQforms was
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able to identify the form properly. IQforms was also able to recognize “Big Corp.” for the Vendor field.

InvoiceNumber and InvoiceDate are flagged with a red x & that indicates a problem with these fields.

E Indexing Queue ||

x -

(=] Training Mode | :{"_T| Pan |iEEI Select|| ﬂ Close 3D i @

Pages

Documents: 1

Document Type
Imvaice

DocumentGroup

InvoiceMumber

€ 370

InvoiceDate

D

Vendor
Big Corp.

Paid
Route To:

Message:

Cancel

-

Zoom: Entre Page

arman o
wicrra Sobwere
L Ry e

g, FL 22510

o
By Cap

Horran, 0K

A [Deuripian

et ] Cacey Papar
e Ly P
FEMIBD P BK
wMIE P Bl

~ Rotate 90°
|

INVOICE

P B 12FLAT

am

WHTLLTR
WWHT, LA

Print

inf
solflware
PATICY UMY m
TR B4 112
W
g
425 L Py
Sillnsier, 8. THI
ey Umitbics  Tod
w 550 =500
= a0 e
2 o ]
E [ e
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The user can mouse over the red x to get an error description.

In the examples below, IQforms tried to read the value for INVOICE NUMBER and INVOICE DATE but it
wasn’t confident with the results.

InvoiceMumber

GE?-J a

InwnireNate
ﬂ'-.-'alue uncertain, please review,

—

InvoiceDate

% - 4

Ve | ) )
'.'EIlLlE Ul'll:Ellta"'l. plEEISE review,

.
BER LA T s — L

If the user looks at those fields on the actual form image, it is obvious that the data is nearly unreadable.

INVOICE NUMBER:
INVOICE DATE:
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If the user is able to interpret or acquire the correct data, they can key it in and click “Commit” to add
the Invoice document to ImageQuest.

B Indexing Queue ||

- x

& commit [S] Training Mode | A" pan |iEEI Seler_t|| #] Close D 4 b

Pages Document Type Zoom: Entire Page |r Rotate 90% Print -
Invoice | —
DocumentGroup
informa
T ® INVOICE sl
InvoiceMumber e e
853470 H fetieraghpest
e —
InvoiceDate eran 51 B ————
1':',".1,".2012 - 4% o Cauripian s Usithica  Toid
b i) Cagwy Popar — WHTLLTR wu 550 =300
RH e hapas W, L ] am  mem
Vendor R ] b Eom
Big Corp. -
[ Paid
Route Ta:
: .
Message:
EMCLUNT RLR 3 00
Cancel Commit

Documents: 1

NOTE: It is highly recommended to test any IQforms forms or barcode process before going live —
Scan what you plan to scan for each FRS or barcode configuration and confirm you’re getting the
proper results. If you do not, please contact support for help.
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Other Recognition Types

ICR

ICR (Intelligent Character Recognition) is the process of converting hand printed information into

editable text.

The steps for adding and configuring an ICR field are almost identical to the steps to configure an OCR

field.

In the example below, a Form Set called “Surveys” is created and a Customer Survey form has been
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imported. The following fields will require hand written entry: First Name, Middle Initial, Last Name, and

Email Address.

J=1E
File Edit Toals Help
A Er ARINY LY SE I
f i LI (s L’\ &V ]
Form Set
= 9 Surveys
o B customer survey
Customer Survey
First Name Middle Initial
Last Name
- Emall Addracss
Settings: HEEEEEEREREEEEEENERERERER
General | How long have you been @ subscriber? Haw ofen de you travel?
Form Icustomer survey 114 years 0 Newer
058 years O Every Year
Document Type: M D@ or more years [ Every two or mare years
DT CEHEAE ° T If you received a Promation Code, please fill in the numbers in e secton below.
Field Minimum Confidence: I 0 3:
I~ Needs OCR Mumber of Fields: 0
[~ Multiple Page Fieldl j ) g{?}gﬂm E:v‘%'
Static Values z g : S
Email Address - + i O.-' i g;ﬁig
Attribute = Value 5 DF Helie]
60 (o] o]
7 Of (ol 0]
80O (e o]
9 O e
00 c O
Please fax your complated survey to (885) 232-1234 or email fo suveyfun@informa com
J
4
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To begin creating the ICR fields, click the ICR Tool in the Forms Designer toolbar.

:ABC! 1
e N "/ |
‘ ICR Tool

In the example below, the mouse is placed at the top left-hand corner of the First Name field.

Clt
First Name
|
4
Last Name

crr

The mouse is dragged to the bottom right-hand corner of the First Name field to select the field.

Customer Surve

First Name Mi

Email Address

T
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Repeat these steps until all four fields have been highlighted as seen below:

pforms Designer - NewFormSet.frs*

1=
Edit Tooks Help
Pl o O KK =[NNSR E®
m Sel
- First Name Middle Initial =

EEEEENEREEEREEEEEN

Last Name

HNERENENENEENEE

Email Address

SEEEEEEEEEEENENEEEEEREEEE

The ICR settings tab shows the default settings below.

Settings:

=
General I ScanFoc ¥press I Dropo

Language I";'u'estem European 'I
Character Set I.l‘-ll Characters 'I

Field Type |General Text [~

Minimum Character Confidence

[}

=) =1 =1

Maximum Blob Size

Minimum Text Line Height

I' I’ I' I’ I' I’

Multiple Text Lines [¥  Rejection Character [~ ]
Split Merged Characters [V Detect Spaces [V
Split Overlapping Characters v

For more information about the ICR field properties, please select Help > Contents in IQforms Designer.

When IQforms processes the Customer Survey form, it will read the handwritten data in the configured
fields and apply the defined ICR settings for recognition.
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OMR

OMR (Optical Mark Recognition) is a technique for collecting information on a form where the user can
mark response positions to indicate their answers to questions rather than having to write them out.

For example, a form may question sections with checkboxes or bubble fields as shown below.

How long have you been a subscriber? How aften do you travel?
O 1-4 years O MNewer

O 5-8 years O Every Year

9 or more years O Every twao or more years

If you received a Promoticn Code, please fill in the numbers in the section below,

Promotion Code

HjREjEln

ol 0i el 0] 0

el

0 O0O0O0O0

OIOEO OO

C O
0 O
o)

oW oo~ @MW =
ReYoxe
Q00O
M
s
&
o

[OMR Toal
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Highlight the top left corner of the check box and drag the mouse to the bottom right corner to select
the field.

How long have you been a subscriber?

q_1—4 years
[15-8 years

[1 9 or more years

l" A Nt ] FHHH;'\I’HH =y Drnmn*inﬁ r‘ﬁ!‘lﬁ Hlnﬁﬂ!"ﬂ ﬁll

The field is added to the field list as shown below.

BE1-4 years
[] 5-8 years

[0 9 or more years

i . =

Settings:

General I ScanFl ¥press | Dropout | OMR |

Field |Field1‘ If YOU Tecewed a PTOI’T
Field Minirmurn Confidence: E

Fegular Expression: |

B Location k Size
Wallesz b42, 1260, 31, 32
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The Field name is changed to “1-4 Years” which is also an Attribute in ImageQuest. The Data Type for
the ImageQuest Attribute is True/False, so if the field is selected on the form, the attribute will be
checked as “True” in ImageQuest.

Settings:

i ™y

General | ScanFix Xpress | Dropout | OMR |
Figld |1-4 Years|

Field Minirmurn Confidence: I :3:

Feqular E spreszion: I

E Location &k Size
Yalues h42, 1260, 31, 32

The OMR ScanFix Xpress and Dropout tabs are very similar to same tabs for OCR and ICR.

The default settings for OMR tab are shown below.

Settings:
=
General I ScanFix Xpress I Dropo
Compariscmm ICompare Clip To Form Model j

Bubble Shape IHedangle "I

Marked Bubble Threshold | 252
Unmarked Segment Result I_

% Single Checkbox Field {~ Multiple Checkbox Field

—Single Checkbox Field
Checkbox Recognition
Method I

Use Area Without Adjustment j
Marked Checkbox Result I'I

—Multiple Checkbox Field
Marks Permitted |Single Mark Alowed |
Multiple Marks Delimiter [,
Unmarked Bubble Threshold =

Orientation IHorizomaI Segments x|

Segment Countl 13:
Bubbles per Segment I 13:

Multi Segment Read Direction I'I'op-tnboﬂnm: Left to-ight j
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Some of the additional options available under the OMR tab include:

Analysis Comparison Method - This value specifies if the FormFix OMR engine used by FormAssist
performs image comparison processing. Requesting comparison will improve recognition and accuracy
in most cases, at a moderate cost to speed.

Bubble Shape - This value specifies the geometric shape of the bubbles in the OMR field to be analyzed.

Marked Bubble Threshold - This value specifies a percentage between 0 and 100 that one or more
bubbles in a field must exceed in normalized mark density before the field is considered to contain a
marked bubble.

Unmarked Segment Result - This value specifies a result character value for a field's segment that was
determined to have no bubbles marked.

Single Checkbox Field - Enables controls for configuring a field that will have a single segment with a
single bubble location.

Below is an example of how multiple OMR would appear in the field list.

H How long have you been a subscriber? How often do you travel?
[ 1-4 years O Never
i 0 5-8 years O Every Year
||| B8ormore years £.2 Every two or more years

Generd | Soanfix xpress | D
Field [Every twa ormore \Fufm Set

Fiekd Mirimum Confidence: [ |

e e | E—— T Frst Name =] ||| please fill in the numbers in the section below.

B Location & Size .
Valuss 1 M.

Last Name
Email Address

7} Never
Eveny Year
Eveny two or more —

L A

Settings:

General | ScanFic Xpress I Dropoutl OMR |

Field |Ever,- two or more

Field Minimum Confidence: I :3:

Feqular Expression: |

E Location & Size
Walues 1432, 1411, 30, 35
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Multiple Checkbox Field
OMR can also allow multiple checkboxes to be used.
In the example below, there are multiple checkboxes in the field.

Highlight the top left corner of the field on the form and drag the mouse to the bottom right corner to
select the entire field.

Promotion Code

O © 0o ~NOO D WN =

Click the OMR tab to configure the field. Select Multiple Checkbox Field to enable the Multiple Checkbox
Field options.

Settings:
i it
" General | ScanFic ¥press | Dropo
Comparisorf‘?da;m ICompare Clip To Form Madel ﬂ

Bubble Shape IHedangIe vl

Marked Bubble Threshold | 75—
Unmarked Segment Result

" Single Checkbox Field ©* Multiple Checkbox Field

—Single Checkbox Field

Checkbox Recognition
Method

Marked Checkbox Result |1

Vigfhout Adjustment ﬂ

- Multiple Checkbox Field 4
Marks Permitied |Single Mark Alowed x|
Multiple Marks Delimiter [
Unmarked Bubble Threshold [ 2=
Orientation IHl:urizc-ntaI Segments j

Segment Count I 1 3: Segments
Bubbles per Segment I 1 3: Editor...

Multi Segment Read Direction | Top to-bottom; Lefttonight |
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Determine if the field allows single or multiple choice and select the appropriate option from the Marks
Permitted.

Select the Segments Editor to open the OMR Segment Bubble Value Editor and configure IQforms to
match the multiple checkbox field.

] ]
—Multiple Checkbox Field

Marks Permitted | Multiple Marks Alowsd x|
Multiple Marks Delimiter [,
Unmarked Bubble Threshold [ 35—
Orientation I‘u’ertiu:al Segments

Multi Segment Read Direction ITDp-tn-bnjﬁu:um; Lefiong

In the example below, the Segment Count (top columns) shows five segments and the Bubbles per
Segment (rows going down) is set to 10. This configuration matches the checkboxes and bubble fields
for the Promotion Code field.

E OMR Segment Bubble Value Editor _ Ol x|

Segment 1 |Seg'r|er|12 |Seg'r|ent3 |Seg'r|ent4 |Seg'r|ent5

Bubble 1 1 1 1 1 1 Copy Segment |
Bubble 2 2 2 2 2 2
Bubble 3 k1 k] k] ] k1 Faste SEQ'I'I'IEﬁt
Bubble 4 4 4 4 4 4
Bubble 5 5 5 5 5 5 Fill Down
Bubble 6 [ [ ] & [ Fill Right |
Bubble 7 7 7 7 7 7
Bubble 8 2 8 ] ] 2
Bubble 3 9 9 9 9 9

» Bubble 10 10 10 10 10 10
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You can change the values in Segment Editor to match the values of the actual field being read.
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As shown below, Bubble 10 shows a value of “0” which matches the actual field value. Select “Fill Right”

to copy the same value to the other 4 segments.

{

B OMR Segment Bubble Value Editor
| Segment 2

{

Bubble 1

Bubble 2

Bubble 3

Bubble 4

Bubble 5

Bubble &

Bubble 7

Bubble 3

Bubble 3

. Bubble 10

g}:mqmmhwm—t

=10l x|

Copy Segment |
Faste Segment |
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Below are the results of the changes made.

E OMR Segment Bubble Value Editor O] =|
Segment 1 |SegT|Bnt2 |Seg'r|erl3 |Segr|entd |SegT|Bnt5

Bubble 1 1 1 1 1 1 Copy Segment |
Bubble 2 2 2 2 2 2
Bubble 3 3 3 3 3 3 Paste Segment
Bubble 4 4 4 4 4 4
Bubble 5 5 5 5 5 5 Fill Down |
Bubble 6 [ [ 13 B [ Fill Right
Bubble 7 7 7 7 7 7
Bubble 8 k] 8 ] ] 2
Bubble § 9 9 9 9 9

b Bubble 10 0 [0 1] 0 [0

Click “OK” to close the OMR Segment Bubble Value Editor.
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The settings for the highlighted fields are the defaults for the formatted field.

Settings:

-

.Genemll ScanFix Xpressl Dropout 2MR |

Comp arisnnhhfln;tlﬁzﬁ ICu:umpare Clip To Form Model

| Bubble Shape ICin::Ie |
tarked Bubble Threshold I 25 3:

Ilnmarked Segment Rezult I_

" Single Checkbox Field | € Multiple Checkbox Field

=~

Single Checkboy Field

Chieithe: Hecidg:tlﬂgg I'_Ise Area Without Adjustment j

tdarked Checkbox Besult |1

‘Multiple Checkbox Field
| b arkz Permitted I Single Mark Allowed j
kultiple b arkz Delimiter I_
Unmarked Bubble Threshaold g=

| UriEﬂtatiDﬂI‘v‘ertical Segments j
| Segment Eu:uunt" 5= Segments

| Bubbles per Segment" 10 Editar...

Multi Segment Read Direction | Top4o-bottom; Left4o-ight j

Kl

[+]
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When the configuration is complete, IQforms Designer would look similar to the example below.

inix

File Edit Tools Help

] &= i o | @ (-)‘ R & ‘ @
!QH*‘Q"{ U%‘% ‘="C* & ]
Form Set Ir
p =l
= Q Surveys
B
S Customer Survey
Mi
Last Name . - .
F
Emai Address irst Name Widdle Initial
14 vean TIIITITTTITTITIT] O
58 Years Last Name
5 or mors
ENENENEENEEENEN
Every Year Email Address
Every two or more
F: Fromotonl Code HEEEREREEREREERRENEREEEE
How long have you been a subscriber? How often do you travel?
S 0 1-4 years O Mever
'—Settlngs. 058 years O Every Year
B & or more years O Every two or more years
General I
Fom Icustnmer ELuE] If you received a Promotion Code, please fil in the nurmbers in the section below.
Document Type: Customer Survey -
Promotion Code
Docurment Graup: H o I__I D |—[ D D
Field Minimum Confidence: I :3: 1 [ | ;
¥ Needs OCR Murber of Figlds: 11 2 0
™ Multipls Page Field I j 3
4 O O
Static Values 5
[ | | ]
M = 6 (el olne]
Attribute - Yalue 7 9
8 O
9 :
0 n
L
Please fax your completed survey (o (885) 232-1234 or email o surveyfun@informa.com
=
L
4
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The example below shows a completed survey form image. This image will be used to test the Customer
Survey form with Process Forms.

Customer Survey

Eoe [TTTIIIIIT &
Weh B TTTTITITIT]

[Blolslely|Alnlolo]. TefolW TTTTTTTTTTT]

How long have you been a subscriber? How often do you travel?
14 years BT Never

O 5-8years O Every Year

B9 or more years [ Every two or more years

If you received a Promotion Code, please fill in the numbers in the section below.

Promotion Code

jmjejaye)
SESEOEON0

.
Of
®]

(o) ¢'f¢]
oio
o-o
ode

ofofo

®]
®
O

O WO NOODOGEWN -
opogo
ogogo
olbodo

o

Please fax your completed survey to (885) 232-1234 or email to surveyfun@informa.com

The next few pages show the results of the Process Form task.
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Identification Statistics

‘¥ IQforms Designer - Process Forms ;lglﬂ

Processing |dentification Statistics | Field Results I ﬂmin%
Gme 0|79 [ 180 |70

customer survey 97 8 9 8

Currentlmage
Filed Image 1 of 1: C:\Users\Administrator\D esktophaurvey_test TIF

81



See below and following pages for screenshots of the Field Results for each form field.

‘¥ 1Qforms Designer - Process Forms

Processing I Identification Statistics  Field Results ITiming Results |

IQforms 15.7 User’s Guide

ol x|

s survey
First Name:

T
Last Name
Email Address

Every Year
Every two or more
Promational Code

RS

BO B

Field Mame: First Mame
Recogrition Type:  ICR
: Left = 283, Top = 580, Width = 1154, Height = 104

Text Block Result
1 Text Line

[l conridence:
g Top = 27, Width = 199, Height = 68

Text Line Resulta

Current Image

Filled Image 1 of 1: C:\UsershAdminishrator\Desktophsurvey_test. TIF

‘" IQforms Designer - Process Forms

Processing | Identification Statistics ~ Field Results ITim\ng Resulis |

ol x|

Never

Every ear

Every two or more
Promotional Code

ERYH

Field Name: M.i
Recognition Type:  ICR
Eield Bounds: Left = 1581, Top = 530, ‘Width = 76, Height = 100

Text Block Result ==

20, Width = 54, Height =

Text Line Results

CurrentImage

Filled Image 1 of 1: C:\Usershadministiator\Desklophsurvey test TIF
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‘# 1Qforms Designer - Process Forms

Processing I Identification Statistics  Figld Results |Timing Results |

=- customer survey
w1 First Name

14 Years
8 Years
5 or more

Never

Every Year

Every two or mare
/i Promotional Code

Field Name: Last Hame

Recognition Type:  ICR

Results: _)
\‘____

Field Bounds: Left= 273, Top = 781, Width = 1164, Height = 94

Text Block Result

Text Line Results

9, Width = 1164, Height = &5

Current Image
Filled Image 1 of 1. C:\UsershAdministratorsD esktophsurvey test TIF

‘¥ IQforms Designer - Process Forms

Processing | |dentfication Statistice Field Resukts |'ﬂming Results |

=10l

E- B customer survey
First Name

(BOBeCYARODO. CoMm

Every Year
Every two or more
#i Promational Code

Figld Marne: Email Address
Recognition Type: ICR

Results:

Elock Result

Width = 973,

Line Results

Height = 72

CurrentImage
Filled Image 1 of 1: C:3JsershédministratorsD eskiophsurvey_test TIF
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=101.x|
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Once testing is complete, the Surveys Form Set can be added to the IQforms Configuration via the

IQforms Console.

B IQforms .
Q | Ix

Edit Configuration...

IQforms Configuration

Cabinet Mame | Mode | FailureQueue | FolderPath | EnableMonForms | isValid |
ImageQuest Forms  Administrator {User) C:\AR Forms ez ez
e, | _eat. (Cren. )

Mode Properties =
Mode: Forms i
Cabinet Mame:

Failure Queue:

Folder Path: I
FormSet Path: I [ _I
[ x|
W
uu | . = ImageQuest = IQforms ~ Formsets - m I Search Formsets E
Organize v  New folder ==« [l @
- . : )
¢ Favorites =1 MName | Date modified | Type I Size
Ml Desktop . Accounts Receivable.Formassist  7/15/2013 1:12PM  File folder
4 Dawnloads || Survey Formassist 8/2/2013 LS4PM  File folder
= R t Pl -
B Recent Haces [ Accounts Receivable. frs 8/2/20135:05PM  FRS File 41

. Survey.frs

. 8/2/20135:12PM  FRSFie
= Libraries AR '€

@ Documents

J’ Music

[&] Pictures

E Videos

;.;J Computer

[ 1

o

File name: ISun'r:}'.frE

88



IQforms 15.7 User’s Guide

Mode Properties

orma Soﬂware\LmageQuest\IQfoms‘Formsem\Surveys.Frs Sy |

J EnablE THoTnms:

IQforms Configuration

89



IQforms 15.7 User’s Guide

See below for an example of a Customer Survey form successfully processed by IQforms and the results
in IQdesktop.

IQforms Console.

=1olx|

POER \

Service Status = Running d
8/1/2013 4:17:06 PM: Information Starting batch £€665374-ccd3-4337-8abb-£004074££824 from file C:\IQforms Scans\survey test.TIF.
8/1/2013 4:1 PM: Information Processing 1 forms.

8/1/2013 4:17: EM: Information Created 1 document(s) from form(s).

8/1/2013 4:1 PM: Information Saved 1 document(s) into IQ.

8/1/2013 4:17:08 PM: Information Processing complete for C:\IQforms Scans\survey test.TIF.

Results in IQdesktop.

'DutumentType First Name | M.L | Last Name | Email Address 1-4 Years | 5-8Years Qormore | Never | EveryYear | Every two or more | Promotional Code

Customer Survey |BOB NOLO  [BOB@YAHOO.COM |

The example below shows the status of a Customer Survey form that identified properly, but there was
a recognition issue with one of more fields on the form.

N _olx

B/1/2013 4:26:55 PM: Information Starting batch 25adeddd-eabd-4765-88a7-b0022fdal508 from file C:\IQforms 5can5\5'.1:vey_lﬁl.tJ.f. ﬂ
8/1/2013 4:26:57 BM: Information Processing 1 forms.

B/1/2013 4:26:57 EM: Warning Form at page 1 recognized as customer survey requires verification.l
B/1/2013 4:26:57 EM: Information Created 1 document(s) from form(s).

8/1/2013% 4:26:57 PM: Information Saved 1 document(s) into IQ.

B/1/2013 4:26:57 EM: Information Processing complete for C:\IQforms Scans\survey 101.tif.

This form will be added to the assigned User or Role Failure Queue (Indexing Queue) for review and
correction.
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In the example below, the batch is opened in Indexer and the Document Type is assigned correctly, but
two fields, First Name and Last Name, need review.

B Indexing Queue [

(=) = raining Mode | <" pan| = 4l cose D b
Pages Document Type Zoom: 75% - Rotate 50° Print | Smooth Image
DocumentGroup
{Nore) < s Customer Survey
First Mame
Q) ~0B - First Nama Middie Initial
[l ([T &
3 - Liast Name
Mool TTTTTTTTTT]
pa S //." Email Address
9 ~0Lo ~ ]

[elo[elelylAlnlolo[. [elo TTTTTTTTTTT]

Email Address
BOB@YAHOO.COM k=l

How lang have you been a subscriber? How aften do you travel?
1-4 Years 114 yoars B Never
058 years O Every Year
5-3 Years B9 or more years O] Every two or more years
W] 9 or more If yau received a Promation Gode, please fill in the numbers in the section below,
| Mever Frometion Code
Every Year
1 -
Every two or more 2
3
Promotional Code 4 ;
11222 kel
5
(] —
7
Message: 8
= k]
Q
-
—_— Please fax your completed survey to (885) 232-1234 or email to surveyfun@informa.com =
Cancel
s 4| | b

Documents: 1

A closer look at the image shows that the first boxed for the First Name and Last Name did not scan
clearly. If the user can interpret the correct values, they can correct the data for each field and commit
the document to ImageQuest.

Fust Name

= [olelT|

Ll N

[{lo[ulo]
_’-"‘ﬂ ‘L-ulm'un |

' [8lo]le]

NOTE: It is highly recommended to test any IQforms forms or barcode process before going live — Scan
what you plan to scan for each FRS or barcode configuration and confirm you’re getting the proper
results. If you do not, please contact support for help.
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Barcode Coverpages

IQforms is also designed to read barcodes from coverpages for scanning. Barcodes can be useful for
reading data, such as Invoice Numbers, to then perform a lookup against an external source and
populate that data into ImageQuest. (See the IQAdministrators Guide for further information on
configuring lookups).

IQforms supports four types of barcode images: PDF417, Code 128, Code 39 and QRCode.

To enable barcode scanning in IQforms, select the Edit configuration icon in the IQforms Console to
open the IQforms configuration screen:

Service Stat = i
Edit Configuration...

Note that the previously configured forms configuration for Accounts Receivable is listed:

Click New.

x

Cabinet Name | Mode | FailureQueus | FolderPath | EnableMonForms | is\alid |
ImageQuest Forms Administrator (User) CiVAR Forms fes ‘ez

Delete. .. Edit. .. | Mew. .. \-\E |
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From the Mode Properties dialog, select the dropdown for Mode and choose Barcode Coverpages.

x

Mode:

Cabinet Mame:

Failure Queue:

KevwordForms

Folder Path:

L

FormSet Path:

|
!
-

niable Monforms

Save I Cancel

Note: The cabinet name will populate the first cabinet in alphabetical order that is configured on your
ImageQuest Server. For example, if your ImageQuest cabinet was called Account Payable, that value
would show in the cabinet name by default.
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Select the User or Role for the Failure Queue. Any documents that fail to be read correctly will be sent to
the ImageQuest Indexing Queue designated here.

Mode Properties x|

Mode:

Cabinet Mame:

Failure Queue:

Folder Path:

FormSet Path:

Coverpages:

IBarcu:u:IE Coverpages j
ImageQuest hd
-

Administrator (User) — _l
iquserl {Lser)
iquser2 {User) — _l
Final &pproval (Role)
Gl Coding (Role)

Mame

| i LR [ T ST [ == T TR I

Add...

Attribute Lookup Settings

" Disable kKey Field lookup

¥ overwrite recognized field values with lookup values

¥ Fail form when lookup returns zero results

¥ Fail form when lookup returns more than one result

Save I Cancel

94



IQforms 15.7 User’s Guide

Next, select the folder path where the barcode scans will be sent in order for IQforms to process them.

Note: The Barcode folder cannot be located in the same folder as a Forms folder.

Mode Properties |

Mode: IEiaru:-:u:IE Coverpages j
Cabinet Mame: Imageuest -
Failure Queue: Administrator (User) -
Folder Path: I [1
FormSet Path:
SrmestEs I Browse For Folder ﬁl
e
Coverpages:
MName |
= E_’, Local Disk (C:) -
./ AR Forms
Wl Barcode Coversheets
|, form
|, inetpub
. IQfolder b
./ Logs
. PerfLogs
.. Program Files
Ll Dememeaes Ciloe Ge0s -
Attribute Lookup Settings Make Mew Folder | | oK I Cancel
" Disable Key Field lookup v

¥ overwrite recognized field values with lookup values
¥ Fail form when lookup returns zero results

M Fail form when laokup returns more than one result

Save Cancel
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Enable Nonforms: Selecting this checkbox will group documents that are scanned together and not
defined as a form into one multi-page document. This can be useful when scanning forms that have
attachments.

x

Mode: IE:arn:n:u:Ie Coverpages j

Cabinet Mame: ImageQuest -

Failure Queue: Administrator (User) -

Faolder Path: IC: ‘Barcode Coversheets |
FormSet Path: I |

™ Enable Monforms
Coverpages:
Mame I Discard | Meeds OCR, | Document Type |

Add...
Attribute Lookup Settings
™| Disable Key Field lookup
V' overwrite recognized field values with lookup values
¥ Fail form when |ookup returns zero results

¥ Fail form when lookup returns more than one result

Save I Cancel
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Attribute Lookup Settings provides options for if and how IQforms will use an Attribute Lookup for a
barcode coverpage.

Attribute Lookup Settings

I Disable Key Field lookup

IV Overwrite recognized field vatues with lookup values
¥V Fal form when lookup returns zero results

IV Fal form when lookup returns more than one result

I Save I Cancel

Disable Key Field lookup — Check this option if there is a Key Field lookup configured and you want
IQforms to ignore that lookup.

Disable Key Field lookup has three associated options. All three options can be selected or each option
can be selected individually.

Attribute Lookup Settings
[T Disable Key Field lookup

[ overwrite recognized field values with lookup values

™ Fail form when lookup returns zero results

™ Fail form when lookup returns more than one result

Overwrite recognized field values with lookup values — IQforms reads the field data but will overwrite
the field with the lookup data.

Fail form when lookup returns zero results — This option tells IQforms to send the scanned document to
the Failure Queue for manual indexing if there are no results returned from the lookup.

Fail form when lookup returns more than one result - This option tells IQforms to send the scanned
document to the Failure Queue for manual indexing if there are multiple results returned from the
lookup.

Notice that by checking the “Disable Key Field lookup” option, the associated checkboxes are grayed
out.
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Attribute Lookup Settings

V' Disable Key Field lookup
T overwrite recognized field values with lookup values
™ Fai form when lookup returns zero results

™ Fail form when lookup returns more than one result

After the Mode Properties are configured, click “Add” to open the Coverpage Edit screen to configure
the settings for the coverpage.

x

Mode: IEarcu:u:Ie Coverpages j
Cabinet Mame: ImageQuest -
Failure Queue; Administrator (User) A
Folder Path: IC: ‘Barcode Covershests _l
FormSet Path: I _|

[T Enable Monforms
Coverpages:

Mame I Discard | Meeds OCR. I Document Type |

Attribute Lookup Settings

" Disable Key Field lookup

V' overwrite recognized field values with lookup values
¥ Fail form when lookup returns zero results

¥ Fail form when lookup returns more than one result

Save I Cancel
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The Coverpage Edit dialog defines the main configuration for a barcode coversheet that will be
processed by IQforms using the following settings:

Name: The name of the coverpage. For example, “Invoice Coversheet”.

Discard Coverpage: Checking this box will prevent the coverpage from being sent into ImageQuest. All
pages behind the coverpage will be sent into ImageQuest.

Needs OCR: If checked, the coverpage and/or associated documents will be processed by OCR
Document Type: The ImageQuest Document Type that the scans will be indexed under.

Regex Capture Name: The name of the capture group to be used in the Regular Expression.

Coverpage Edit x|

Mame: I
™ Discard coverpage
™ Needs OCR
Document Type: I
Regex Capiure Mame: I
Barcodes:
Attribute Mame | Expression |

Mew... |
Save I Cancel |
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The example below shows entries or selections for a New Employee Packet. The Regex Capture Name
reflects what information is expected to be captured from the barcode.

Click “New” to open the Barcode Edit dialog.

Coverpage Edit x|
Mame: INE'A' Employee Packet

™ Discard COovEerpage
W' MNeeds 0CR

Document Type: INE'A' Employee Packet

Regex Capiure Mame: ICapturE

Barcodes:

Attribute Name | Expression |

Save | Cancel |
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In the Barcode Edit dialog, enter the IQ Attribute Name that will be associated with the Barcode. Then,
enter the Expression for that particular barcode.

An expression is a special text string for describing a search pattern or identifying patterns in text.

x

I0) Attribute Name: ||

Expression: I

Save I Cancel

In the example below, “First Name” is entered for IQ Attribute Name and the Expression entered is
(?<Capture>[*;]*);[";1* which will parse the barcode string and capture the First Name value from a
semicolon delimited string of values.

See page 115 for more information about Expressions and additional examples.

x

16) Attribute Name: IFirst Mame

Expression: I(?::Caph_lre:b[ﬂ;] = []*

Save I Cancel

Click “Save” to save the barcode definition and return to the Coverpage Edit window.
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In the example below, there is now a new barcode definition listed in the Barcode section for First Name
that also displays the Expression that was configured.

Coverpage Edit

r
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Barcode definitions can edited or deleted as needed. To edit or delete a barcode definition, right-click
on the definition and select Edit or Delete.

Coverpage Edit

x|
Mame: |New Employes Packet
™ Discard coverpage
¥ nNeeds OCR
Document Type: INEW Employes Packet

Regex Capture Mame: ICapturE

Barcodes:

Attribute Mame
First Mame

Expression
{?<Capture=[~]*);[~]*

Delete

b,

MNew... |

Save I Cancel |

Edit will open the Barcode Edit dialog.

Delete will prompt the user to confirm they want to delete the selected barcode definition.

x

| Are you sure you want to delete the selected barcode definition?

Cancel

Click “Save” in the Coverpage Edit dialog to return to the Mode Properties dialog.
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In the example below, there is a new coverpage configuration entry in the Coverpages section that
reflects the New Employee Packet that was configured in the Coverpage Edit dialog.

x

Mode:

Cabinet Mame:

Failure Queue:

IEiarcu:u:IE Coverpages j
ImageQuest hd
Administrator (User) -

Folder Path: IC: ‘\Barcode Coversheets |
FormSet Path: I |
¥ Enable Nonforms
Coverpages:
Mame | Discard | Meeds OCR. | Document Type |
Mew Employves Packet Mo fes Mew Employes Packet

Add...

Attribute Lookup Settings

¥ Disable Key Field lookup

T overwrite recognized field values with lookup values

™ Fail form when lookup returns zero results

™ Fail form when lookup returns more than one result

Save I Cancel
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Coverpage configurations can edited or deleted as needed. To edit or delete a coverpage configuration,

right-click on the configuration and select Edit or Delete.

Mode Properties

Mode: IBaru:u:udE Coverpages j
Cabinet Mame: ImageQuest -
Failure Queue: Administrator (User) A

Folder Path: IC: 'Barcode Covershests
FormSet Path: I

¥ Enable Monfarms
Coverpages:

B

MName
Mew Employee Padket

Discard D

Delete

Blmnas remem D= sy

N PTT e Py
'

"\..,__________,.a-"

Attribute Lookup Settings

¥ Disable Key Field lookup
I Overwrite recogrized field values with lookup values
™ Fai form when lockup returns zero results

™ Fail form when lockup returns more than one result

Save I

Add...

Cancel

Edit will open the Coverpage Edit dialog.

Delete will prompt the user to confirm they want to delete the selected coverpage configuration.

x

| Are you sure you want to delete the selected coverpage
configuration?

Cancel
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Click “Save” to save the Barcode Coverpage configuration.

Mode Properties x|

Mode: IBarn:n:u:Ie Coverpages j

Cabinet Mame: ImageQuest -

Failure Queue: Administrator (User) i

Folder Path: IC: ‘Barcode Coversheets |

FormSet Path: I |

¥ Enable Monforms

Coverpages:
Mame | Discard | Meeds OCH, | Document Type |
Mew Employee Packet Mo Yes Mew Employee Packet

Add...

Attribute Lookup Settings

V| Disable Key Field lookup

T overwrite recognized field values with lookup values
™ Fail form when lookup returns zero results

™ Fail form when lookup returns more than one result

( Save , Cancel
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In the example below, the new Coverpages configuration is listed in IQforms Configuration and now the
New Employee Packet can now be processed by IQforms.

x

Cabinet Mame | Mode | FailureQueue | FolderPath | EnableMonForms | isValid |
ImageQuest Forms Administrator {User) CiVAR Forms fes fes

ImageQuest Coverpages Administrator (User) C:\Barcode Coversheets

Delete,.. Edit... Mew. .. |

Click the X to close the IQforms Configuration.

When |Qforms processes a barcode coverpage, it will read the barcode(s) and populate the associated
attribute(s) with the barcode data and import the coverpage and/or attached documents as the
Document Type that was assigned in the coverpage configuration.
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A Barcode Coverpage configuration can have multiple coverpages and barcode definitions.

In the example below, a new barcode definition will be added to the New Employee Packet.

First, Edit is selected on the New Employee Packet coverpage configuration to open the Coverpage Edit

dialog.

Mode Properties
Mode: IBaru:u:udE Coverpages j
Cabinet Mame: ImageQuest -
Failure Queue: Administrator (User) A

Folder Path: IC: 'Barcode Covershests |
FormSet Path: I |

¥ Enable Monfarms

Coverpages:

MName
Mew Employee Padket

Discard

"‘-...___________,__...-'"

Add...
Attribute Lookup Settings
¥ Disable Key Field lookup
I Overwrite recogrized field values with lookup values
™ Fai form when lockup returns zero results

™ Fail form when lockup returns more than one result

Save I Cancel

108



IQforms 15.7 User’s Guide

Click “New” to open the barcode Edit dialog.

Coverpage Edit x|

Mame: ew Employee Padet]

™ Discard coverpage
W' Needs OCR

Document Type: INE'N Employee Packet

Regex Capture Mame: ICapturE

Barcodes:
Attribute Name | Expression I
First Mame (F<Capture=[~ 1% [~]"

Save I Cancel |

In the example below, “Last Name” is entered for IQ Attribute Name and the Expression entered is
[71%;(P<Capture>[7;1%); 1412 1* which will parse the barcode string and capture the Last Name value

from a semicolon delimited barcode string.

Click “Save” to save the barcode definition and return to the Coverpage Edit window.

x

10 Attribute Name: ILast Name

Expression: I["‘:] = (?<Capture=[1*); [ 1%

Save I Cancel
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In the example below, there are now two barcode definitions listed in the Barcode section, one for First

Name and the newly added definition for Last Name.

Coverpage Edit

Mame: INE'N Employee Packet
™ Discard COovErpage
W' MNeeds OCR
Document Type: INE'N Employee Packet
Regex Capiure Mame: ICapturE
Barcodes:
Attribute Name Expression |
First Mame (P<Capture=[~;1*);[*]*
Last Mame [*]%5 0 <Capture =[~]*% [ 15117

Save

Cancel |

110



IQforms 15.7 User’s Guide

Each new barcode definition that is added will be listed in the Barcodes section. In the example below, a
third definition for Date of Birth has been added and is displayed in the Barcodes section.

Coverpage Edit x|
Mame: INE'N Employee Packet

™ Discard coverpage
W' MNeeds OCR

Document Type: INE'N Employee Packet

Regex Capiure Mame: ICapturE

Barcodes:
Attribute Name I Expression |
First Mame (P<Capture=[~;1*);[*]*
Last Mame [*1% 0 <Capture =[~]=); [~ 1#[1F
Date of Birth 150150 <Capture =[] #) [

Save | Cancel |

Click “Save” to save the Coverpage Edit and return to the Mode Properties dialog.
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Click “Save” to return

Mode Properties x|

Mode: IBarn:n:u:Ie Coverpages j

Cabinet Mame: ImageQuest -

Failure Queue: Administrator (User) -

Folder Path: IC: ‘Barcode Coversheets |

FormSet Path: I |

¥ Enable Monforms

Coverpages:
Mame | Discard | Meeds OCH, | Document Type |
Mew Employee Packet Mo Yes Mew Employee Packet

Add...

Attribute Lookup Settings

V| Disable Key Field lookup

T overwrite recognized field values with lookup values
™ Fail form when lookup returns zero results

™ Fail form when lookup returns more than one result

{ Save , Cancel
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Click the X to close the IQforms Configuration.

x

Cabinet MName | Maode | FailureQueue | FolderPath | EnableMonForms | isValid |
ImageQuest Forms Administrator {User) VAR Forms ez fes

Administrator (User) C:\Barcode Coversheets

Delete... Edit... Mew... |

The New Employee Packet can now be processed by IQforms.

113



IQforms 15.7 User’s Guide

The example below shows a New Employee Packet coversheet and associated pages: a copy of a
resume, W-4 and a Driver’s License and Social Security Card. The barcode on the coversheet contains
the data for the following: First Name, Last Name and Date of Birth.

When IQforms processes this document, it will parse the barcode and capture the data for First Name,
Last Name and Date of Birth and add the document to ImageQuest as a four page New Employee Packet
and populate the First Name, Last Name and Date of Birth fields with the barcode data.

[ sossoseiz 7

New Employee Packet

Please h copies of the following to this coversheet:

Resume
w-a
Driver's License
Social Security Card

fn
I growth.

Technician, Pharmacy To
Limited Radioo

- E smasewe 0

ade Caxole Do
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The New Employee Packet is scanned to C:\Barcode Coversheets. The example below shows the
progress in the IQforms Console.

=10l |
b @k ® .
S/21/2014 3:33:38 PBM: Information Starcing batch e5£fa0866-3875-441c—-2%e5-565b53225doal from file C:\Barcode Coversheets'New EZmployee Packet scan;l
5/21/2014 3:33:41 PM: Information Processing 1 forms.
8/21/2012 3:338:41 BM: Infermaticon Created 1 decumentis) frem Iermis).
5/21/2014 3:33:41 BM: Information Saved 1 documentis) inte I{.
5/21/2014 3:33:41 BM: Information Processing complete for CiZBarcode Coversheets\New Employee Packet scan.pdf.

The example below shows the results in IQdesktop.

B8 search x|

BERASEERIB P Ew 58 %220 =

. DocumentType IN ('New Employee Packet')

Drag a column header here to group by that column

x T,;L @ El CreateDateTime & | DocumentType PageCount First Mame Last Mame Date of Birth

5/21/2014 3:33:41 ... | New Employee Packet | 4

Gerry | Blackstone 1/1f1976

All IQforms exceptions will be added to the Failure Queue that was configured in the Form Set.

NOTE: It is highly recommended to test any IQforms forms or barcode process before going live — Scan
what you plan to scan for each FRS or barcode configuration and confirm you’re getting the proper
results. If you do not, please contact support for help.
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Below are some examples of how to configure an Expression:

Example 1:
The following Expression will capture a barcode that contains a 10 digit number:
(?<Capture>"[0-9]{10})
Breakdown:
e Regex to capture 10 digits - ~[0-9]{10}

e ?<Capture> - Capture everything after this statement
e Enclose the capture group in parenthesis before the question mark and after the regex statement

Example 2:

The following Expression will capture a barcode that contains a 10 digit number in between a static INF
prefix and a suffix of a dash followed by 4 alpha characters:

Example string: INFO1234-ARIZ
INF(?<Capture>[0-9]{5})-\w{4}
Breakdown:

e Regex to capture the literal value - INF

e ?<Capture> - Capture everything after this statement

e Regex to capture 10 digits - [0-9]{5}

e Enclose the capture group in parenthesis before the question mark and after the regex statement
e Hyphen character captures the dash

¢ Regex to capture the last 4 characters - /w{4}

For more information on Regular Expressions, see the website below:

http://www.regexlib.com

116



IQforms 15.7 User’s Guide

Check Recognition
IQforms is also designed to work with A2iA to perform check recognition. To enable check recognition in

IQforms, select the Edit configuration icon in the IQforms window to open the IQforms configuration
screen.

5 1afoms

Service Status Running -
Edit Configuration...

Ready.

Select New:

,
o O e

CabinetMame  Mode FailureQueue FolderPath EnableMonFaorms  isValid
ImageQuest Forms Erick Kiggen/...  C:\Anderson Yes Yes
ImageQuest Cove... Administrator... C:\CP Yes Yes

Delete... | | Edit.. |{_mew.. }
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From the Mode Properties screen select the dropdown for Mode and choose Checks:

, ,

Mode: w -

. Forms
Eame Bane Barcode Coveriies |
Failure Queue:

Folder Path: |

FormSet Path:

As with prior configurations (Forms & Coverpages), the cabinet that is listed first will populate in the
Cabinet name field:
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Mode:

I Cabinet Name:
Failure Queue:
Folder Path:

FormSet Path:

Params Path:

Doc Table Path:

Dongle Server Address:
Document Type:
Nonform Threshold:
Engine Timeout:

Image DPI:

lChed‘S 'l |

ImageQuest - l

Enable Monforms

0D OO

o =

10000 |2 (miliseconds)
 (defaut=200)

Enable Auto-Deskew Autocorrect Orientation
Needs OCR

Disable Key Field lookup

COwerwrite recognized field values with lookup values
Fail form when lookup returns zero results

Fail form when lookup returns more than one result

IQforms 15.7 User’s Guide

Select the user or Role for the Failure queue. Any documents that fail to be read correctly will be sent

here.

otc i . ===

Mode:
Cabinet Name:
Failure Queue:
Folder Path:

FormSet Path:

Params Path:

Doc Table Path:

Dongle Server Address:
Document Type:
Monform Threshold:
Engine Timeout:

Image DPI:

(cheds 7]

ImageQuest -

Administrator (User) i
Erick Kiggen,ekiggen (User)

o]
Rolel (Role) :I l:l
(o]
]

Role2 (Role)

n S

10000 [2  (miliseconds)
 (default=200)

Enable Auto-Deskew Autocorrect Orientation
Needs OCR

Disable Key Field lookup

Overwrite recognized field values with lookup values
Fail form when lookup returns zero results

Fail form when lookup returns more than one result
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Next, select the folder path where the checks will be sent in order for IQForms to process them. The
folder path must be unique.

Select the checkbox for “Enable Nonforms” if other scans in addition to checks will be scanned along
with checks.

-
Mode Properties . —— —— —— @

Mode: [Checks V]

Cabinet Name: ImageQuest -

Failure Queue: Erick Kiggen/ekiggen (User) hd

Folder Path: Ci\Checks D
| FormSet Path: "
| [ Enable Nonforms |
| Params Path: E] \
| Doc Table Path: E]
| Dongle Server Address:

Document Type:

Nonform Threshold: 70 =

Engine Timeout: 10000 = (milliseconds)

Image DPI: {default = 200)

[ Enable Auto-Deskew ] Autocorrect Orientation
[7] Needs OCR I
| pisable Key Field lookup

Overwrite recognized field values with lookup values
Fail form when lookup returns zero results |

Fail form when lookup returns mere than one result

Save Cancel

Note: For the following section of the Checks configuration, A2IA Checkreader must be installed on
the server that is hosting the IQforms service.

A2iA requirements
e USB Port
e USB Dongle (Can be installed on a different computer)
e Refer to A2iA documentation for more information

Select the Params Path for A2IA:
C:\Program Files\A2iA\A2iA CheckReader V4.4 R2\Parms\Int\Parms
Next, select the Doc Table path for A2IA:

C:\Program Files\A2iA\A2iA CheckReader V4.4 R2\Data\Checks\CFUS_AMT\US_AMT.tbl
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. » Computer » Local Disk (C:) » Program Files » AZiA > A2IA CheckReader VA4 R2 » Data » Checks » CFUS_AMT »

Organize » MNew folder
=
i - MName Date medified Type Size
a
N :_ Images 3/12/2013 241 PM  File folder
Internal 4/2/2013 3:36 PM File folder
| L | US_AMT.tbl 4/2/2013 3:36 PM TBL File 1KB

Mode: Checks

Cabinet Name: ImageQuest -

Failure Queue: Erick Kiggen/ekiggen (User) %

Folder Path: C:\Checks E]
FormSet Path:

[¥] Enable Nonforms

Params Path: C:\Program Files\A2iA\A2IA CheckReader V4.4 R2\Parms\Int E]

Doc Table Path: C:\Program Files\A2iA\A2iA CheckReader V4.4 R2\Data\Che: E]

Dongle Server Address:  192.168.100.25

Document Type: check

Nonform Threshold: 70 3

Engine Timeout: 10000 3 (milliseconds)
Image DPI: 200 (default = 200)

[¥] Enable Auto-Deskew  [¥] Autocorrect Orientation
[¥] Needs OCR
[¥] Disable Key Field lookup
Overwrite recognized field values with lookup values
Fail form when lookup returns zero results

Fail form when lookup returns more than one result

[ Save H Cancel

Enter the Dongle Server Address and Document Type.
Note: The Document Type must already exist in ImageQuest and must be set to Check.

Note: the attributes that are captured are PayerName, CheckNumber, Date, MICR and Amount. These
values are hardcoded and cannot be changed.

Nonform Threshold defaults to 70. Anything above this threshold will recognize as a Check.

Engine Timeout refers to how long A2iA will attempt to process the document before it fails it. The
default is 10000 milliseconds.

Image DPI is set to 200 by default.
Note: The DPI setting MUST match the scanner setting or recognition will fail.
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Click Save. The IQforms Configuration screen should look similar to this:

,
o O =

Cabinet Mame  Mode FailureQueues FolderPath EnableMonForms

ImageQuest Forms Erick Kiggen ekiggen (User) C:\Anderson fes

ImageQuest Cove... Administrator (User) C:\CP Yes

ImageQuest Checks  Erick Kiggen/ekiggen (User) C:\Checks fes

1] I | 3
Delete... ] [ Edit.. ] [ New. ..

Below is an example of a check that failed to read correctly because the confidence level on the
CheckNumber and Date fields was too low. The user needs to index this check manually and verify the
data is correct prior to committing the scan into ImageQuest.

——

it 1816

ALTAMONTE SPRNGS. FL 2701 .
/¥ [0

- — 1% 2¢C.0C

Two Hundréd dofars € “Za, —— BT

YOUR BANK

e sl NON-NEGOTIALE

e Aty Sonadh e

123000000001 423456789 1846
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When a check is successfully processed by IQforms, it is added to ImageQuest with associated check
data as seen in the example below.

D 1Qdesktop - ImageQuest L ——

File Edit View Document Tools Tabs Help
i §8 ) NewSearchTab | £} [ 13 & | & | @ Refresh
| 88 sexch AimzoBeRaie e rewa|g 8 se o = |G

igl | DocumentType IN ("Check’) AND (CreateDateTime = '8/23/2013')

Keywords:
[
i) } Drag a column header here to group by that column
SIEAEDAETANG % |2 B | [E | createDateTi PageCount [D T I PayerN: [ CheckNumber | Date | Amount
& @ - 1 = rea ime age! on & ocumn ype ayr am iumber a mon |
hwm 5:06:29 PM | ZYTEK |1816 | 4/8/2013 | 200.00
DocumentType I

ety

Customize Advanced i Search I

NOTE: It is highly recommended to test any IQforms forms or barcode process before going live — Scan
what you plan to scan for each FRS or barcode configuration and confirm you’re getting the proper
results. If you do not, please contact support for help.

Upgrading IQforms

Before upgrading IQforms, we strongly recommend you backup your existing IQforms application files
and all IQforms FRS files and associated FormAssist folders.

If upgrading IQforms from version 11.2.1 or higher, the upgrade process is very simple. Run 15.7
designer.msi and service.msi to upgrade both the IQforms designer and the service. Nothing more needs
to be done.

If upgrading IQforms from a version earlier than 11.2.1, the upgrade steps are as follows:

1. Make a backup of the existing IQforms application files (especially the Configuration XML file)
and any FormAssist folders and FRS files.

2. Runthe IQforms 15.7 Service.msi

In the newly created IQforms\Service folder, replace the new 11.3 Configuration XML with the

Configuration XML that was backed up in Step 1

Run the IQforms 15.7 Designer.msi

Open IQforms 15.7 Designer

Open all FRS files and setup all the Document Types and attributes

Verify the IQforms Document Types and Attribute are mapped correctly in ImageQuest

Add each FRS in the IQforms Configuration

w

© NV R
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Logfiles

The IQforms Service logfiles are located on the PC that IQforms is installed on in the User’s Temp
directory for the user that is running the IQforms service. The logfiles are used for troubleshooting
purposes to give the user or Informa Engineer more details if an error occurs. In this example, they are
located here:

%appdata%\Local\Temp\Informa Software\LogFiles\|Qforms

@@v . ¥ FErickKiggen » AppData » Local » Temp » Informa Software » LogFiles » IQforms

: File Edit View Tools Help
Organize Include in library Share with ~ Burn MNew folder

i 2110FC1-CTA2-4 = Name ’ Date modified Type Size
|J Accusoft

| | InformaImageQuestIQForms.log 5/10/2013 2:12PM  Text Document TKB
- Ado.ba i || InformaImageQuestIQForms.log 20130430 4/30/20133:11 PM  File 8KB
b Ciix H | InformaImageQuest1QForms.log 20130506 S5/6/2013507PM  File 11 KB
o Citridogs | InformalmageQuest 1QForms.log 20130507 5/7/2013226PM  File 1KB
) CEELEGar | Informa.lmageQuest1QForms.log 20130508 5/8/2013 3:44 PM File S5KB
: :_:22;691 | Informa.lmageQuest1QForms.log 20130509 5/9/2013 4:00 PM File TKB
| ct3207861
. DDMCache
L dndTRI bmin

If the IQforms service is running as the Local System user, the log files will be located under
%windir%\temp\Informa Software\LogFiles.

The IQforms Designer also has its own logging capabilities. To enable the logging for IQforms designer,
launch the application and from the Tools menu select “Enable Component Debug Logging”.

Sioroms besone o

File Edit [ Teols | Help

H& © | Select o

Zoom Selection =
Form Set

OCR Field X
Bg B ICR Field
E OMR Field
Clip Field

v | Show Fields

Process Forms... Ctrl+F

Ensble Component Debug Logging e

This log is saved in the default location.
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