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Welcome to ImageQuest!

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

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

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

Toll Free: (877) 475-7778

Outside US: (407) 215-1291

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



mailto:support@informasoftware.com
http://www.informasoftware.com/

Scanning with ImageQuest (OXPd)

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

Administrator’s Guide for a complete list of supported devices and for instructions on how to configure this

feature.

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

/2] HP Laser Jet M3035 MFP | Ready Black Copies: [ [ |
Q

ImageQuest

Scans to Imagetuest |'_fJ Send to RightFax. I
[—
MMake copies from an original send a document to one or more —
fax nurmbers ||

docurnert |

Network Address l

2014 -May-22 09:30 PM

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

5can to ImageQuest

User:

abaker

lo ' More Options




Select another user by touching the box where you see the name:

e

® abaker

Administrator
jsmith

kthommas

Cancel

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

abaker:

Administrator

(@] jsmith

kthornas




The screen should then change to reflect the new username:

Scan to ImageQuest

User:

jernith

Ia| More Options

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

shown here:

Cancel Job : Start Scan

R R R

Original Sides Content Orientation

1-sided Portrait

== Resolution Original Size

Letter 8.5"1"

Color{Black Job Build
Black,white scan On

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



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

Scanning Job Build Segment...

Press "Cancel Job" to cancel entire job.

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

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

-

Finish | [ Seam

I Cancel Job

SRR

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



[Qdesktop

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

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

Online Help Documentation
At any time, online help may be accessed in the program by selecting “Help” in the 1Q File menu.

a & S

File

Attributes

"
\_A Update DocumentTypes and

Manage Document Types

E_R Add, edit or delete Document Types
and Attributes

Help
ImageQuest Documentation

About
About ImageQuest

Exit
Close ImageQuest

10



Launching IQdesktop

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

. Games
. Informa Software
. ImageQuest
L_|§ ImageQuest Assistant
‘E;. IQadministrator
. IQprinter
. Maintenance
. Microsoft Silverlight
. Microsoft SQL Server 2008
. Microsoft SQL Server 2008 R2
. Microsoft Team Foundation Server 2012
. Microsoft Visual Studic 2008
. Microsoft Visual Studic 2012

4 Back

| |Search programs and files

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

11



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

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

ImageQuest

Qs

BEE &89

H] ri'. Advanced Search = =t
= =
a Saved Search - — —
Quick N Indexing Work Queue Watch  Work Queue Scan to Import  Refresh
Search Pﬁ lew Search Tab Queue List Search ImageQuest
Workfion T

Search

Server: example-server.informa.local

Cabinet: ImageQuest User: dema

12



Indexing
Indexing Queue

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

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

EJ & G ImageQuest

Home
= H R

m E‘ﬁ Advanced Search

Q Saved Search

Quick _ . - Indexing |Work Queue Watch  Work Queue Scan to Import = Refresh
Search E‘i \ew search Tab Queus List Search ImageQuest

Search Workflow Mew Document View

)

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

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

EJ m, G Indexing Queue - ImageQuest
Home Indexing

= z ; EE I(—I:-)i @ e Pénel <5 Clear Grouping Customize Columns
’ - oo i ) Auto Filter Row  [=] Expand Al Groups -
Index Reassign Delete | Print 80 I?;rrl:'ﬂjt I:I?Delsuil:-nFnlts GapByEek| [ Collapse All Groups Refresh Automatically P;eav;leeu\-
Batch e Grid Preview #
-
Create Dat... |Page Count | Document ... |Indexing R... |Locked Mfp Input ... | Mfp Address | Mfp Display... | Mfp Host N... | Mfp Serial
11f18/201... 2 | MFP Scan Administrat. ..
1if18/201... 4 MFF Scan Administrat...
11/18/201... 8 | MFP Scan Administrat. ..
11f18/201... & MFP Scan Administrat. ..

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

13



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

E m G Indexing Queue - Ima
File Home Indexing

oa - — Find Panel 2% Clear Grouping
oe le 2] 8 - % S

gg Inverse Té Auto Filter Row  [—] Expand All Groups

11/18/201... 8 MFP Scan Administrat. ..

Index Reassign Delete  Print oo Pri!ﬂt BestFit . — Customize Refre_sh Preview
o5 Mone Grid  Columns Group By Box [ Collapse All Groups  Columns  Automatically Fane
Batch Select Grid Preview ~
-
Preview

Create Dat... | Page Count | Document ... |Indexing R... |Locked Mfp Input ... |Mfp Address | Mfp Display... | Mfp HostN... |Mfp § Page < N _
11/18/201... 2 MFP Scan Administrat. .. =
11/18/201... 4 MFP Scan Administrat... — i
11/18/201... 3 MFP Scan Administrat... . =i

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

The Index feature allows users to save documents in ImageQuest and establish their attributes so that they can
be efficiently searched for within ImageQuest. To index a batch, highlight the batch and click the Index button

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

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

then select Reassign. The Ctrl key can also be used to select multiple batches.

Total items: 4

14



= ml G Indexing Queue - ImageQuest M - [m| »®
Home Indexing

- EE Al - — Find Panel 2% Clear Grouping
BT = B |l

85 Inverse Y& Auto Filter Row  [=] Expand All Groups
Index |Reassign| Delete  Print oo Print  BestFit | — Customize Refresh Preview
oo Mone Grid  Columns GroupByBox [ Collapse All Groups  Columns  Automatically Fane

Select Grid Preview ~

Create Dat... |Page Count |Docun1ent... |IndexingR... |L0cked |Mﬁ:|Ir1put... Mfp Address | Mfp Display... | Mfp HostN... |Mfp &
11/18/201... 2 MFREran Acdmmini
11/18/201... 4 MFr E# Index Ctrl+]
11/18/201... 8 MFAE3 Reassign CirlAltsR |
11/18/201... 8 MFF B Delete  Ctrl+Alt+D

Lg.l Print

Server: intern3.informa.local Total items: 4

Ready.

User: mklingberg

Cabinet: RangerCheers

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

=) Batch Reassignment

Reassign to: () Role
Administrator —

Batches that are locked
reassigned.

Reassign to: () Role (@) User

Administrator
Administrator
bjones
demo
dogden
fHones

Reassign to: () Role (@) User

[Hones [E% |

Batches that are locked by a user will not be

reassigned.

15



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

batch, it will be locked for exclusive use for thirty minutes. If the indexing process takes longer than this, the

lock will be expired and the batch will once again become available for indexing to other users in that role. Once
a batch is indexed by a user, it is no longer available for indexing by any user.

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

prompted with a confirmation window.

Indexing Queue

- X

File Home Indexing
[=]=]
oo Al
I:ln Inverse
Index  Reassign | Delete | Print
Mone
Batch Select

= —
|« =]

Print Best Fit

Grid  Columns Group By Box

@ Find Panel

Auto Filter Row

Create Dat... | Page Count | Document ...

Indexing R... | Locked

Mfp Input ... |Mfp

You have chosen to delete these batches,
& I_E Are you sure you wish to continue?

'11/18/201... 2 MFPScan | Adminietrat
Sy )y 5 Index R
11/18/201... & MFP Scan a Reassign Ctrl+Alt+FR
11/18/201... 8 MFP Scan 5 Delete Ctrl+ Alt+D
lE..I Print
N Confirmation Iil

Yes

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

16



Indexing and Committing Batches

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

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

=
)

Home Indexing

o8 Al = ifi EQ| Find Panel
A9 Inverse Bz Y& Auto Filter Row
Reassign Delete  Print oo Print  BestFit ==
55 None Grid  Columns Group By Box
Batch Select

Indexing Queue & X

Create Dat... | Page Count | Document ... | Indexing R... Mfp Input ...

11/21/201... 4 MFP Scan .ﬂ.vt:lmlnlI @. Indesx Crl+] b
11/21/201... 8 MFPScan  Admini — _
11/21/201... 8 MFPScan  Admin| > Reassign  Ciri+Alt+R

Delete Ctrl+Alt+D

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



The Indexer screen allows a user to view the individual pages of the batch and to designate pages as the
beginning of documents for indexing. See below to locate the “Pages” pane and the options for adjusting the
view and adding annotations.

a HI G Indexing Queue - ImageQuest H - o %
Home Indexing

= El m E& Training Made " Pan Document =0 @e®aa [ B comment [llBackBox Alne  po
H = [ —_—
=) 1‘ Move Page Up k Select Annotations =l H Zcom:l:lzl TextBox [] Rectangle / Arrow
Delete  Print Commit Cancel Smart ] Q E .
= 44 Move Page Down Select Text Indexing  ©2 i —- Stamp O Elipse ?E’ Ink Pen
Batch Indexer Commands Annotation Tools -~
-
Pages Document Type )
i |Select Document Type | |
: informa
3 INVOICE sollware
4
T T WOKE R 36541
INVORCE DATE 512007
123 Bukes et
Orand, FL 32810
. P 10
GB Graphis GB Grphi
PO bon 1023 145 Cul Parbuay
MWosrean, OK 75432 Subwater, 06 7562
- Gescrigtion Gavantity UnPrice  Total
o e
T Copy Page - WHT, LEGAL 0 mm mm
NI Fen-BLE m arns 1w
FNIBE he-B o o 1500
Route To:
| |ﬁ| AMGUNT DUE B1250
Message:
| Commit |
<

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

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

Indexing Queue - ImageQuest

EE
Home

Indexing

=[G i =5 i
!El E a E F‘a Training Mode 4" Pan Document — =] comment [l Black Box / Line P
= 1\ Move Page Up b Select Annotations =] w Text Box D Rectangle / Arrow
Delete  Print Commit Cancel __ Smart. ﬁ
’E;|~Iv ¢ Move Page Down Select Text Indexing == Stamp QO Elipse &2’ Ink Pen
Batch Indexer Commands Annotation Tools »
-
Pages Document Type )
1 Select Document Type
: informa
3 INVOICE collware
4
s T OKE WU 16541
Wlooma Softmare INVORCE DATE: Sf122007
133 Bubes Street
Orands, FL 12818
o 0.
GB Graphics. GB Graphis.
P fon 10033 145 Culk Parboay
Woarean, OK T84T Stibwater, 05 75622
- [e— Cuanting aprke  Toul
] Copy Pager - WHI, LTH 0 0 250
0000 Copy Paget - WHT, LESAL 0 o Fer)
FENID Fem-BLE m an 100
NI eoml m an 15000
Route To
- AT DUE )
Message
Cancel Commit ¥
< >

Cabinet: RangerCheers

User: mklingberg  Server: intern3.informa.local Documents: 0
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The “Pan” feature, as shown below, gives the user the ability to navigate an image when the zoom function is

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

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

=2
G5

Home Indexing

Indexing

m |§=,"‘" Copy from previous document E‘i} Training Mode @ Pan Document =D @
LI E=$ Apply to existing documents 1\ Move Page LUp k Select Annotations =l
Delete  Print Commit Cancel Smart i
IE;J, Apply to all new documents \b Maove Page Down Select Text Indexing hog] -
Batch Indexer
Pages Document Type
=1 ‘Select Documen
2
3
4
REMIT TO:

Informa Software
123 Baker Street
Orlando, FL 32810

20



Click the Rotate Left and Rotate Right buttons rotate the image as displayed below. This rotation will persist
when the page is saved in ImageQuest.

a HI G [J\\s Indexing Queue - ImageQuest H - o
Home Indexing

- E m =k [ Training Mode A" pan Document =0 @ e 0 =] comment [l BiackBox  / Line o
d H = e i Y
E=$ ¢ Move Page Up * Select Annotations =l H Zoom: v Text Box D Rectangle / Arrow
Delete  Print Commit Cancel _ Smart I8 ﬁ ﬁ L
E‘.b ¢ Move Page Down Select Text Indexing feal & i -t Stamp Q) Eliipse 2;’ Ink Pen
Batch Indexer Commands Annotation Tools
Pages Document Type
1 Select Document Type
2
3
. i TEEEH $EEE
=S -
5 sRRE 31F
2 )
: it
- = 2%z
g 73§ §58E =°°
[ =
gé 2e ?ﬁ fgzg
L - z ¥s
| = -
iE E
B
=
=
Qe
=}
s-88\¢  F51Y
g ORETs
g
I |
#Ses = o
cBss|f 6 °m,
R g ez -0
Route To §§ < -
- § T i 23)
FEE8 1§ -
essage: 8 5888 -
Cancel Commit

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

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

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

21



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

Home

=

Print

Delete

Batch
Indexing Queues

Pages

E m B E‘i} Training Mode
E=$ T Mowve Page Up
Commit |Cancel | _
B Move Page Down

Indexer

Indexing

=

oo pa

Document Type
Select Document Type

22



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

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

File Home Indexing
!El E m B [Eg Training Mode A" Pan Document
| E N MovePage Up b Select Annotations
Delete  Print Commit Cancel
E‘q,. \lf Move Page Down Select Text
Batch Indexer

Indexing Queue 48 X

Pages Document Type

é Beginning of Document.
X Exclude this page.

Hoa pa

Clear Selection

Mowve Page Up Ctrl+U
sl; Mowve Page Down Ctrl+D
lgl Print Page

23



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

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

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

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

Delete  Print Commit Cancel
|5;|¢ Apply to all new documents ¢ Maove Page Down

Batch Indexer

Indexing Queue & X

Pages Document Type
=1 Select Document Type
2

Clinical Evaluation
3 Invoice

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

Home Indexing
!EI E B E¥ Copy from previous document E"ﬂ Training Mode

E=$ Apply to existing documents ¢ Move Page Up

Delete  Print Commit Cancel
IE;J Apply to all new documents \L Move Page Down

Indexer

Indexing Queue 4 X

PEES Document Type
=] 1-Invoice
j Vendor Name A
. =]
Vendor Id
| =]
Invoice Date
| v

Invoice Amount

| =]
City and State
| [¥][5]
Invoice Mumber
| =]
Account Number
| =]
Description
| =]
GLCode
| =]
[m] InvoiceBoolean
IInvoice Mumber INT v
Route To:

[v]]
Message:

| Commit |

Cabinet: ImageQuest User: Administrator  Server: igga-12r2-140.informa.local  Documents: 1
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“Route To” (seen near the bottom) is a system attribute available for every Document Type that allows the user
the option to select a User or Role to route the document to. In the screenshot below, “Tom Jones/tjones
(User)” is selected from the “Route To” list for the highlighted Invoice. If this batch were committed now, a four
page Invoice would be routed to tjones’ “Work Queue”.

Indexing Queue & X

Pages Dacument Type
é 1 -Invoice Invoice Y]
2
B Vendor Mame A
‘g
4
Vendor Id
“al
Invoice Date
]
Invoice Amount
hal
City and State
w4
Invoice Mumber
‘g
Account Mumber
“al
Description
]
GLCode
hal
v
|
Routs To:
L ARt
Administrator (User) -~
Manager One/manager {User)
Manager Two/manager 2 (User)
Student Onefstudent (User)
Student Two/student2 (User)
Tom Jones/tjones (User)
Approval (Role) W

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

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

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

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

w

& S

Home Indexing
!El E m E¥ copy from previous document E Training Mg
' E=$ Apply to existing documents ¢ Move Page
Celete  Print Commit Cancel
|5;|4, Apply to all new documents ¢ Maove Page
Batch Indexer
Pages Document Type
é 1 - Invoice Invaice W
2
; DocumentGroup '
4 Atlanta L R
Atlanta
Orlando
Phoenix
—invoICE Dale
W
Invoice Amaount
hu
City and State

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

If attribute data appears on multiple pages, the attribute data will remain when selecting different pages of a

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

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

Home Indexing
!El E m E¥ copy from previous document  [Eg} Traini

E=$ Apply to existing documents 4\ Move
Delete  Print Commit  Cancel

I?d. Apply to all new documents yb Maove
Batch Indexer

Indexing Queue

Pages Document Type

EPI 1 -Invaice | Invoice | W |
. DocumentGroup Y

5 i | Atianta [v]e]

Vendor Mame

|GB Graphics |":| |
Vendor Id
4412 =

Invoice Date
| 11/23/2015 [v]

Invoice Amount
|$832.50
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Once the last index field is filled in for a document type, <TAB> to return to the “Pages” pane, or click on the
next page to index the additional documents with each corresponding document type and completed index
values as shown below. For example, Page 4 is the beginning page of another document of the type, “Invoice”.
The attributes and indexing fields can be filled in for indexing prior to committing this batch.

Indexing Queue & X

Pages Document Type
\Z) 1 - Invoice Invoice M
2
5 DocumentGroup L]
_ Orlanda L]
=] 4 - Invoice
Vendor Name
Mew Vendar pa!
Vendor Id
N o

Invoice Date
10/23/2015 v

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

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

Amount

§396.00

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

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

@ m G Indexing Queue - ImageQuest A - O x

Home Indexing

!El u E¥ copy from previous document Eﬂ Training Mode M Pan Document =f5| @ @ o [E =] comment [l Black Box / Line M
. d n | ‘ E=$ Apply to existing documents ¢ Move Page Up k Select Annotations =l H Zoom: l:E TextBox [] Rectangle / Arrow
Delete  Print Commit | Cancel Smart B 5 P
5§ Apoly to all new documents ¢ Move Page Down Select Text Indexing HFOe i L Stamp (O Elipse ?g’ Ink Pen
Indexer Commands Annotation Tools had

Document Type
—
DocumentGroup ~ P
aE |r|formu
2 ) mvoice Fofewara
Vendor Name REMITTO: INVOICENUMBER: 26543
- ekoema Software. INVOICE DATE: S12/2000
GB Graphics 123 ker Steet
Oelaedo, FL 31810
Vendor 1d BiLLTO: e o
B Grpes GRGraphis
T .
torman, OF 78432 Selbwater, O 75622
Invoice Date et Besciption Ouantty Unaprice  Tatal
14/23/2015 u T Copy Paper —WHT, LTR 10 2550 2500
Tasa opy Faper - WHT, LEGAL 10 2800 w00
PO Ben-BIX o urs 100
Invoice Amount fie - el o oyl
$832.50
City and State
Orlando'Florida u
Invoice Number
13254
Account Number
2907 ¥
Route To:
I 1 e e
Message:
Cancel | Commit

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

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

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

Select YES to commit or NO to go back and change index values,
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The “Confirmation” dialog box will report the number of documents to be stored in the Cabinet. Pages without
icons next to them are not counted as part of the number of documents as illustrated below. For example, Page

2 will be attached to Page 1, which is Document Type, “Invoice”. This batch results in one 2-page Invoice
document and two 1-page Invoice documents being sent into ImageQuest.

& G

A

Home Indexing
!El E a E¥ Copy from previous document  [Eg Tr3

E=$ Apply to existing documents ¢ Mo

Delete  Print Commit Cancel
IE;J, Apply to all new documents yb Ma

Batch Indexer

Indexing Queue & X

Fages Document Type

é 1 - Invoice Invoice W
2

|j - DocumentGroup ~

= Atlanta v (4

2] 4

Vendor Mame

GB Graphics +
Vendor Id
4412 b

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

corrections.

Once a batch is committed, the user will return to the Indexing Queue so they may continue indexing remaining

batches as needed.
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Page Features in the Indexing Queue

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

File Home Indexing

!El E B E¥ cCopy from previous document E‘g Training Mode

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

Delete  Print Comrmit Cancel
IE;d. Apply to all new documents ¢ Move Page Down

Batch Indexer

Indexing Queue & X

Document Type

Invoice | W |

Beginning of Document.

Exclude this page.

X
Clear Selection

1\ Move Page Up Ctrl+L
sl; Move Page Down  Ctrl+D
lgl Print Page

Invoice Date




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

File Home Indexing

!El E m E¥ copy from previous document

E=$ Apply to existing documents

Celete  Print Commit Cancel
|5;|4, Apply to all new documents

Batch Indexer

Indexing Queue & X

Pages Document Type

é 1 - Invoice Invoice W

¥ 2 :

X ; DocumentGroup N
. Atlanta W5

2] 4 - Invoice

Vendor Mame

Vendor Id

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

Pages Document Type
@ 1 -Invoice Invoice | W |
2
DocumentGroup

3
@4—Invni “H  Beginning of Document,

M Exclude this page.

Clear Selection

P
LRt
| AN Move Page Up Ctrl+U Indexing Queue & X
\b Move Page Down  Ctrl+D Pages
*_ N .
Invoice Date 5] 1- Invoice
™ 2

[11/23/2015 g
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@ 4 - Invoice
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GB Graphics

Document Typq

i

Vendor Id
4412

:

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

Sl

WA
Home Indexing

= a ¥ copy from previous document
!EI‘I @

E=$ Apply to existing documents

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

Batch Indexer

Indexing Queue

Pages Document Type

2] 1-Invoic

=] 5 Beginning of Document,
3 Exclude this page.

@ 4 - Invaic Clear Selection

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

ih € > [ X [

Print Page
[

s B
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Print Page is used to print a single page of the document. If annotations have been added to the document, a
prompt will appear asking if you would like to print with or without the added annotations. Clicking the print

button in the ribbon bar will bring up a prompt to print the whole batch. When printing the whole batch, added

annotations are not included.

S
WA

Delete | Print

Indexing

m E¥ Copy from previous document r'i, Training Mode
1\ Mowve Page Up
\b Move Page Down

B apply to existing documents

Commit Cancel
IE;J Apply to all new documents

Indexer

Indexing Queue - ImageQuest

@ Pan Document

Select Text

CRON -
Blis P @

Commands

| [¥]

Pages Document Type
3 1-Invoice '
2 é Beginning of Document.
3 X | Exclude this page. v
N Clear Selection
1\ Move Page Up Ctrl+U
]
\la Move Page Down Ctrl+D
Iﬂ!g'll Print Page | ‘
Invoice Date
|5/12/2007 |

Inwvoice Amount

|$832.50

City and State

Invoice Number

This decument has annotations. Would you like to include the

annotations when the document is printed?

Morman, OK 75432
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Training Mode

The Training Mode feature allows focus on areas of the image to increase visibility and ease of indexing. You

can use this mode to configure the document template for review. To enable this mode, click Training Mode

button in the “Indexer” ribbon group.

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

a2 & S Indexing Queue - ImageQuest H - 0O %
Home Indexing
] E m [E% Copy from previous document| | Egy Training Mode " Pan Document = | e@pa B = comment WlBackBox A lie gy
d Apply to existing documents 'F Move Page Up k Select Annotations =l ) H Zoom: | 125 w Text Box D Rectangle / Arrow
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[E§. Apply to all new documents J/ Move Page Down Select Text Indexing | **2 o i 2L Stamp O Elipse: &3 Ink Pen
Batch Indexer Commands Annotation Tools had
.
Pages Document Type ~
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; DocumentGroup ~
é 4-Tnvoice Save Image Position
Vendor Name . "'”““
Save Image Position I n Fo r m G =
Vendor Id 0 c
Save Image Position I NV I E e f tfware
Invoice Date
Save Image Position
e — REMIT TO: INVOICE NUMBER: 26543
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) 123 Baker Street
City and State
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Save Image Position
Invoice Mumber
BILL TO: SHIP TO:
Save Image Position . .
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Message:
Item # Description Quantity Unit Price Total
76802 Copy Paper — WHT, LTR 10 25.50 255.00

Cancel

Commit

Cabinet: ImageQuest User: Administrator

Server: igqa-12r2-140.informa.local Documents: 2

v

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

or magnification.

Once the image positions have been saved, click the Training Mode button again to return to indexing. From

now on, the trained document type will automatically zoom to the appropriate areas as you tab through the

attributes. Trained document types are user and machine specific, meaning that if another user logs into the
same client PC, the document types will need to be retrained.

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

IQ Smart Indexer performs “IQ Smart Indexing” OCR on .tif and .pdf files in the Indexing Queue to allow for quick

“click and drag” indexing in the document Indexer. This feature allows users to index documents more

efficiently and can reduce, if not eliminate, the need to type data.

IQ Smart Indexing can be performed on the batch. To begin IQ Smart Indexing, highlight a batch and double-

click it. This will open the main Indexer screen.

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

to use IQ Smart Indexing.

Indexing Queue - ImageQuest
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Home  Indexing
!El E m [E¥ Copy from previous document (53} Training Mode M Pan Document @ @62 (] =] comment [l BackBox  / Line
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-2 7G902 Copy Paper = WHT, LEGAL 10 28.00 280,00
""" PEN10O Pen - BLK 200 0.75 150.00
PEN102 Pen—BLU 200 0.75 150.00
Cancel Commit e

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

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

selecting it using the <SPACEBAR>. The =
page is the beginning of the document.

icon will appear to the left of the page number indicating that the
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In the “Document Type” drop-down menu, select the document type to designate the first page of the
document. For example, as shown below, the first page of the highlighted document is an invoice which means
that this page is designated as the first page of the document type, “Invoice”.

Indexing Queue - ImageQuest [Kal
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] 76302 Copy Paper —'WHT, LEGAL 10 28.00 280.00
Message: PEN100 Pen - BLK 200 0.75 150.00
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Cabinet: ImageQuest User: Administrator  Server: igga-12r2-140.informa.local Documents: 1

At this time, 1Q Smart Indexing can be performed. Tab to the first attribute to be indexed. Next, locate the
desired text in the image displayed in the Document window with the mouse cursor. Press and hold the left

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

Document Window.
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IQ Smart Indexing will then auto tab to the next attribute so the user can continue indexing the document. See
below. The user has also populated “Invoice Number” with “26543”, “Invoice Date” with “5/12/2007”, and
“Invoice Amount” with “$832.50”.
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Cabinet: ImageQuest User: Administrator

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

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

Sticky Attributes allows a user to copy index values from one page of an indexed document and have those
index values automatically applied to other pages in the batch so that they can be indexed as separate
documents. When a user right-clicks on an index field in the indexing queue, they will be presented with three
options. These options are also available as toolbar shortcuts.
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Searching for Documents

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

Quick Search Tab

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

G ImageQuest BH - o n
Home ~
m Advanced Search - —_ -
=2 B R =
@ seved search - —
Quick - B Indexing Work Queue Watch  Work Queue Scan to Import Refresh
Search m lew Search Tab Queue List Search ImageQuest
Search Workflow New Document View

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

™
A
Home
[i@, Advanced Search F Yé'j F é ™
= ) = o
Q‘ Saved Search - — i E— A
. N Indexing Work Queue Watch  Work Queue Scan to Import  Refresh
Search m lew Search Tab QueLe List Search ImageQuest
Search Workflow Mew Document View
m Search o x
Full-Text Search:
a3
Quick | Advanced Saved
DocumentType
LRt
InvoiceNumber
=l
Customize
4 Clear Search Cancel
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The user may select as many attributes as needed to be displayed in the tasks pane. The user can then enter or

select search criteria and perform their search directly from the search panel as seen below.

Choose Favorite Search Attributes

Choose frequently-used attributes to appear fo
searches,

r Quick

Account Mumber

Amount
ChedMumber
City and State
CreateDateTime
Date of Invoice
Description

DOB
DocumentGroup

w*| DocumentType
GLCode

v InvoiceMumber
Last Name
MfpAddress
MfpDisplayMame
MfpHosthName
MfpInputUser
MfpSerial

EI Search

Ful-Text Search:

Quick | Advanced Saved

DocumeniType

InvoiceNumber

Clear

Cancel
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Advanced Search Tab

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

group.

m G ImageQuest

rﬂ'ﬁ Advanced Search - = - = ™
i 2= v R a8
el saved search -
Quick i N Indexing Work Queue Watch  Work Queue Scan to Import = Refresh
Search E ew Search Tal Queue List Search ImageQuest
Search Warkflow Mew Document View

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

& Search [ 4
Full-Text Search:
bl
Quick I Saved
Document types to incude: All W
Enter values for any attributes you wish to search for:
Amount ~
| to o
ChedkMumber
| or ]
CreateDateTime
VO] © e
Date of Invaice
[10;15;2012 vi@|o| o v®|s
Description
| oar ha
DocumentGroup ) "
Clear Search { Cancel

Users can specify which document types to include in a search by checking or unchecking document types from
the dropdown list. When a selection is made and the user clicks “OK”, the Search window will update to only
reflect the attributes shared by the selected document types. By selecting a single Document Type, the list of all
available attributes is changed to reflect only those attributes associated with that Document Type.
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& Search O

Full-Text Search:

‘g
Quick | Advanced | Saved
Document types to indude: | Invoice W
Enter values for any atiributes Chedk
Amount w| Invoice
MFP Scan
CheckMumber
CreateDateTime
Date of Invoice
Description
Select Al Clear Ok

DocumentGroup

——

Clear Cancel

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

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

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

0 x
Full-Text Search:
]
Quick Advanced Saved
Document types to indude: | Invoice W
Enter values for any attributes you wish to search for:
DocumentGroup ~
W 4| Jar WY
Atlanta
Orlando ar
ha}
Phoenix %
ar -
i oo inanil b vi®|«
Amount
o o 4
InvoiceMumber .

Clear Cancel

The custom search results are three Invoices with a Date of Invoice of 10/15/2012. The 1Q search criteria are
displayed in each Search tab so users can see the search criteria used for the displayed results.

1 &Y ImageQuest @ - o Ed
Home Document Grid ~
/‘ E] annotate [ Export to Folder | [ Find Similar \ I N = F‘ =
» [ Add Revision @ Email Dorument B Grid Edit + &7 Undelete k o 2C) &{
View Edit - Save Local = X X Add to - Preview History MNotes Workflow Active
&5 Route Copy = Batch Print <§> Show Assodated | watch List £ Duplicate Pane History  Wark Ttems
Commands Panels
:
DocumentType TN ('Invoice') AND (Date of Invoice = '10/15/2012") |
X |E | |O CresteDate.. |PageCount  [DocumentType  [DocumentG... |InvoiceNum... | Vendor Date of Inv... | Amount Paid
H = ¢§’ & 5/15/2014... 1|Invaice Orlanda 1234 Big Corp 10/15/2012 $25.00 o
= &) & sf15/2014.. 1|Invoice Orlando 5454 Testlabs, ... |10/15/2012 §50.00 !
& B 55014 3|Invoice Orlando 7587 Big Corp 10/15/2012 £335.00 v

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

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

Saved Searches Tab

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

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

Q‘ . The user can select a saved query from the drop-down box.

& Search A X
Full-Text Search:
ha’
Quick | Advanced ' \
Select a saved guery to execute: Date of Invoice W
Choose Paid
Choose the invoice date: Date of Invoice %
Clear Search Cancel

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

X
Full-Text Search:
a
Quick | Advanced Saved
select a saved guery to execute: Date of Invoice W
. T
Enter the Invoice Date: 5/20,/20 14 v @ .
Clear Cancel
a &S ImageQuest m - o EE
Home: Document Grid ~
/‘ ! annotate [ Export to Folder | [ Find Similar W X Delet= N = F\ 2
» E Add Revision @ Email Document § Grid Edit + &) Undelete \"‘ - W-G &‘
View Edit - Save Local o= X Add to . Preview History Notes Worlflow Active
&5 Route Copy k=l Batch Print gf) Show Assodated  \watch List Duplicate Pane History  Work Items
Commands Panels
Date of Invoice #® X -
Date of Invoice = '05/20/2014" |
x = (f’ Eﬁ CreateDate... | PageCount DocumentT... |Document... |InvoiceNum... |Vendor Date of Irw.l‘ Amount Paid
: ﬁ_"] 5/20/2014 ... Invoice Orlando 7898 sample invoice L§[201’10 14 | £545,00 W

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

Note: Wildcard values (*) may NOT be used when inputting the user parameters of a saved query; if Full-Text

searching is enabled, keywords may be entered in addition to saved query criteria to create a combined
attribute based and keyword-based search.
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Full-Text Search

Full-Text searches are available in the Search dialog box, regardless of the active search tab. Most common file

types such as .txt, .doc, .pdf, and .xIs documents are available for Full-Text search; the search results will include

all documents that contain the keyword criteria entered.

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

Search String Example Description
Invoice Simple Match
Invoice OR Fax OR
Software Hardware Implied AND
Software AND Hardware AND

Software NOT Hardware

Implied AND NOT

Informa*

Wildcard

(Software AND Hardware) AND NOT Informa

Parenthetical

grouping

"Informa Software"

Exact phrase match

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

Note: When using symbols and other non-alpha characters in the Keyword field, it may be necessary to

enclose the search terms in quotation marks (i.e. “Joe’s Crab Shack”).
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To use “Keywords”, enter the phrase as the search criteria (and any custom or saved query criteria), for
example, “Big Corp”, and click “Search”. See the screenshot below to view the search results displaying three
documents relevant to the search criteria.

% search 0 ox

Full-Text Search:
Informa o]

a ﬂl G Search - ImageQuest
Home Dacument Grid
/" E ) amotate [ Export to Folder  [F Find Similar \l" X Delete LT = |
# £ Add Revision (@ emalpocument £ erdat + 1 ndeee [l
Wiew Edit  DoouSign - Save Local . Add o — Preview History Nof
&3 Route Copy !agl Batch Print &.’ Show Assodated  watch List 52 Duplcate Pane
Commands E
Customize
Clear | CreateDat... |PageCount [Bocumentt... | DocumentGroup Vendor Mame [vendor 14 [Date of trv... | Amount
10/13/201.... 3| Invaice Orlando Informa Software | 61223 2/15/2012 $326.00
10/13/201... 3 Imvaice Orlando Informa Software 61223 4122012 $891.00

51



Viewing a Document

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

@ m G ImageQuest
Home Document Grid
ﬂ [i@ Advanced Search —_— Y’j F A ™ @
Q‘ Saved Search w-=‘= = ““th E— \A
Quick Indexing Work Queue  Watch  Work Queue Scan to Import  Refresh Default
Search m New Search Tab Queus List Search ImageQuest Panel Layout
Search Workflow Mew Document View
B
Dy tType IN ('Invoice’) AND (Date of Invoice = '10/15/2012")
x = <§> Eﬁ CreateDate... |PageCount  |DocumentT... |DocumentG... |InvoiceMum... |Vendor Date of Inv... | Amount Paid
<§> (& 5/15/2014... 1 Invoice Orlando 1234 Big Corp 10/15/2012 £25.00 v
¢9 L.-'.ét-.l 5152014 ... 1 Invoice Orlando 5454 Testlabs, ... 10/15/2012 £50.00 v
View Ctrl+|
S Edit Ctrl+ Shift+E &
'.;E|+ Annctate
[ Add Revision
:\3) Route
EH Savelocal Copy  Ctrl+Shift+L
>  Exportto Folder
@ Email Document Ctrl+M
!gl Batch Print
@ Find Similar
E# Grid Edit Ctrl+E
<§> Show Associated Ctrl+ 0
|%  Addto Watch List Cirl+T
History
X Delete Ctrl+Alt+D
=[5 Fe= Show Details & Undelete
Action Event Date E Duplicate Ctrl+D
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A document like the sample below is displayed in the user’s default image viewer; this figure shows a PDF file
opened in Adobe Acrobat Reader.

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

@@@@@| *fi&‘ ‘E@‘@@HZ‘ ToolséSignéCnmment

~ Sign In
v Export PDF
Adobe ExportPDF (7]
Informa Software PURCHASE ORDER Canvert PDF files to Word or Excel
online.
Purchase Ordarboc  AD3224 Select PDF File:
Purchasa CrorDas: 11302008
Torm: Nt “E Invaice 4442232 [Revision 1).pdf |
shovia Datvary
1file /134 KB
. ShipTo
incrma Solhenrs Infcrma Sctears
2300 Matiand Cartar Pastway 2300 Maifand Contar Parkway Convert To:
sute 2 Sua 220
LN E I
Recagnize Text in English{U.5.)
rder oty Uitprice Ext Price ange
renssss Bt partpan, Black 200 23 a0
PADETISY Logal pad. Yolow = 128 3128
oveatt D110 Pk . s s
» Create PDF
» Send Files
Notes
Please ship by 12/1/2008
v




Configuring the View

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

sorting, grouping, and criteria for filtering.

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

This screen can be customized in a variety of ways.

G & G ImageQuest - o n
Home Document Grid ~
H] rj" Advanced Search == v ™ @
= -
[ saved search i A
Quick. Indexing Work Queue Watch  Work Queue Scan to Import  Refresh Default
Search m New Search Tab Queue List Search ImageQuest Panel Layout
Search Workflow New Document View
Search & X -
DocumentType IN ('Invoice') AND (CreateDateTime = '5/15/2014")
X = ¢§’ Eﬁ CreateDate... | PageCount DocumentT... |DocumentG... | Amount Date of Inv... | InvoiceMum... |Paid Vendor
= (6 & 5(15/2014... 1 Invoice Orlando £25.00 10/15/2012 1234 v Big Corp
= &’ (#] 5/15/2014... 1 Invoice Orlando §50,00 | 10/15/2012 5454 0 TestLabs, ...
&) @ 5/15/2014 ... 3 Invoice Orlando £335.00 10/15/2012 7587 W Big Corp l
History LI
O] T Show Details
Action Event Date v | User Name A
FileView 5/20/2014 9:19:57 AM demo
Mote 5/16/2014 11:28:25 AM demo *_
Undelete 5/16/2014 11:28:25 AM demo
Delete 5/16/2014 10:24:35 AM demo
LSave S5/16/2014 10;24:35 AM demo bt
‘i Active Work Items = Notes r(lg Workflow History % History

Server: example-server informa.local

Cabinet: ImageQuest

Results: 30f 3
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To increase screen “real estate”, locate the pushpin icons on the “History”, “Workflow History”, “Active work
items” and “Notes” panels as highlighted below. Unpinning the panels causes them to slide out of the way. To
access the hidden panels, simply hover over the tabs. Click the pushpin again to allow the panels to always be
shown on the screen. The panels may also be closed altogether by clicking on the X to the right of the pushpin.

History — X
!El = & Show Details
Action Event Date  |User Name [l
Savelocal 5/19f2014 12:46:47 FM demo
Fileview 5/19f2014 12:46:47 FM demo
Save 5/162014 1:35:01 PM System
Save 5/16/2014 1:35:01 PM demo v
@ Workflow History | 53 Active Work Items B Notes |\ History

Cabinet: ImageQuest User: demo  Server: example-server.informa.local Results: 24 of 24

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

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

jo]

& S ImageQuest = - o EH
Home Document Grid .

/‘ ] annotate [ Export to Folder | [EB Find Similar \V 3 Delete 6\ E F [
F I Add Revision (@ Email Document 3 Grid Edit F i ndekete iC] at
View  Edit Save Local Preview Hitory Notes Workfow  Active

- - Addto
&5 Route Copy M BatchPrint (& show Associated | watchList [ Duplicate  pane History  Work Items

Commands Panels

:

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

X B & |4 |crestedate... PageCount | DocumentT... Documents... |Invoicehium... |Vendor Date of Inv... | Amount Paid
& | @ s, 1 Invoice Crlando 1234 Big Corp 10/15/2012 $25.00 %
& | @ s, 1 Invoice Crlando 5454 Test Labs, ... 10/15/2012 $50.00 %
& sjasp014 3 Invoice v
3
History nx
18 [ F=Show Details
Action EventDate + | User Name A
FileView 5/15/2014 12:04:58 PM demo
Save 5/15/2014 12:04:27PM System
Revision 5/15/2014 12:04:03PM demo
Save 5/15/2014 12:0403 PM demo M
THstory | [Einotes [ Workflow History G Active Work Ttems

Cabinet: ImageQu : demo mpie-server informa. ocal
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a &9 ImageQuest # - o Ed
anme Document Grid [l

/‘ [ annotate [ Bxportto Folder  [E3 Find Similar \V X pelete Ty ”E: F\ e

7 [ AddRevision @ EmsilDoument B GridEdit F ) tndekte g = O at
View  Edit Save Local Addto Preview Hstory Notes Workfow  Active
& Route Copy M BatchPrint & show Associated | yyatchlist [ Duplicate  pane History  Work Items
Commands Panels
-
DocumentType IN ('Invoice’) AND (Cr ='5/15/2014")
x ‘ = |<§’ hi“j ‘Creat&Da(’E PageCount | DocumentT... |DocumentG... | InvoiceNum. . | Vendor Date of Inv... | Amount |Pald ‘
(& 5/15/2014 .. 1 Invoice Orlando 1234 Big Corp 10/15/2012 £25.00
& | @ /s 1 Invoice Orlando 5454 TestLabs, ... 10/15/2012 550,00
& sisj014 e 3 Invoice

History 2 x

B [ F=Show Details
Action [Event Date + [User Name
Fieview 5/15/2014 12:04:58 PM demo
Save 5/15/2014 12:04:27 PM System
Revision 5/15/2014 12:04:03 PM demo
Save 5/15/2014 12:04:03PM demo
Save 5/15/2014 12:04:03 PM demo
Work [tem Created 5/15/2014 12:04:03 PM System
Ctistory | [EiNotes [ Workflow History G Active Work Ttems

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

panel tab name to one of the drop position indicators as shown below. Release the mouse button when the
panel shadow preview appears in the location you want.

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

Indexing Queue h
DocumentType IN ('Invoice’) AND (CreateDateTime = '5/15/2014%) )
Preview LI
("3 ‘ |<§’ |@j |CrEatEDatE.‘. ‘PagECuunt DocumentT... | DocumentG... | Tnvoicehium... | Vendor ‘Datﬁ of Tv... |Amuunt |Pa\d ‘
(5’ [#E | 5r15/2014... 1 Invoice Orlanda 1234 Big Corp 10/15/2012 £25.00
E @ & snses.. 1 Invoice Orlando 5454 Testlabs, ... 10/15/2012 £50.00
& T snspoi4.. 3 Invoice Orlando 7587 Big Corp 10/15/2012 $335.00
Active Work Items » X
Action [ssigned To [ype |crested pate Work Item Age
AP Workflow Demao User/dema {User) WorkflowTask 5/15/2014 11:31:41 AM 45 days 23:59:16 — " =
Action [Event...  [User Name | A
E MNotes | @ Warkfiow History ?j. Active Work Items Work It... 6/24/201... Admirist... 1
- - ' |Fieview 5/20/201... demo
Cabinet: Im st User: demo ser.informa.loca Al 5/16/201... dema

Undelete  5/16/201... demo
Delets 5/16/201... demo
Save

.. demo
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The result of this move is shown below.

a m G ImageQuest H - o n
- Home Document Grid ~
& |§|+ Annotate [F Export to Folder E% Find Similar \y- ¥ Delete m “?: F Q}
» @ Add Revision @ Email Document :'3’: Grid Edit + ) Undelete k — = G ‘:
Wiew Edit Save Local Add to N Preview History Motes  Workflow Active
.-,'% Route Copy I:gl Batch Print &’ Show Assodiated  watch List E Duplicate Pane History  Work Items
Commands Panels
Search = X -
DocumentType TH ("Invoice’) AND (Date of Invoice = '5/20/2014")
x | = |<§’ ||E|‘j |CFEEtEDEtE‘.. PageCount DocumentT... |Document... |InvoiceMum... |Vendor Date of Inv... | Amount |Paid |
& T 1014, 3 Invoice Orlando 2345 Big Corp 5/20/2014 $123,45 LI
& B 2014 3 Invaice Orlando 3343 Big Corp 5/20/2014 £,%47.10 [m]
5/20/2014 ... Invoice Orlando 7898 sample invoice 5/20/2014 £545.00
History sp——— 2 a % || Notes =—— aonox
B [ B= Show Details Add Note
Action ‘Event Date v | User Name ‘ | o
Save 5/20/2014 12:06:10 PM demo
Save 5/20/2014 12:06:01 FM demo
Save 5/20/2014 12:05:51PM demo
Save 5/20/2014 12:05:33 PM dema
FileView 5/20/2014 12:05:20 PM demo
Fileview 5/20/2014 12:05:15 PM demo v @ Workfiow History | 31 Active Work Items | [ES Notes

Cabinet: ImageQuest  Usel

ver.informa.local

To return to the default window layout at any time, go to the “View”
Layout as illustrated below.

Results:

ribbon group and select Default Panel

a # S

ImageQuest
m Home Document Grid
ﬂ [, Advanced Search e=| F é "N @
] -
[l saved search - i E— \A
Quick Indexing Work Queue Watch  Work Queue Scan to Import  Refresh Default
Search m New Search Tab Queue List search ImageQuest Panel Layout
Search Workflow New Document Wiew \
D tType IN (‘Invoice’) AND (Crea Time = '5/15/2014")
x | = |¢§’ ||Eﬂ |CreaheDahe... PageCount  |DocumentT... |DocumentS... |InvoiceMNum... |Vendor Date of Inv... | Amount |Paid |
[#E | 5/15/2014 ... 1 Invaice Orlando 1234 Big Corp 10/15/2012 £25.00
(9 [®8 |5/15/2014... 1 Invoice Orlando 5454 Testlabs, ... 10/15/2012 £50,00
¢ || 5/15/2014... 3 Invoice

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

er changes the view of the screen and logs

57



Preview Pane

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

installing Adobe Reader 9 and higher will activate .pdf files.

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

a &S ImageQuest 2 - o El
boe | boament it A
ﬂ [ Advanced Search Yé F\
[5] soved search R e
Quick Indexing WorkQueue Watch WorkQueue  Scanto  Import Refresh  Defadlt
Search g Mew SearchTab  Queue List Search  ImageQuest Panel Layout
Search Workflow New Document View
Search o X -
DocumentType IN ('Invoice’) AHD (CreateDateTime = '5/15/2014°)
Preview 1 X
Page 1 of3 < > | _
X |[E @ | |createDate...|PageCount |DocumentT... |DocumentG... |InvoiceNum... |Vendor Date of Inv... | Amount Paid z
& @ 5/5/2014.. 1 Inveice orlando 1234 Big Corp 10/15/2012 $25.00 v
& @ 5/5/2014.. 1 Invice Orlando 5454 Testlabs, ... 10/15/2012 $50.00 v
& 5/15/2014 ... 3 Invoice ¥
— [—
History =
= = Show Details
Action Event Date ~ | User Name
FileView 5/15/2014 12:04:58 PM demo
Save 5/15/2014 12:04:27 PM System
Revision 5/15/2014 12:04:03 PM demo
Save 5/15/2014 12:04:03 PM demo
Cgtistory  [EiNotes | [ workflow History | G Active Work Ttems

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

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

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

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

l CreateDateTime PageCount DocumentType | DocumentGroup

InvoiceNumber

Vendor

Date of Invoice

Amount Paid |

To move a column header, left click on the column, drag and release it in the header row where the column is
desired. For example, CreateDateTime, as shown below, is being moved from its default location to the right, in

between DocumentGroup and InvoiceNumber.

a & S
m E‘hnd\ranced Search

Document Grid

ImageQuest

r= = pur= "
= Cl=-IN =
B saved search - — i S—= \A
Quick Indexing Work Queue Watch  Work Queue Scan to Import  Refresh Default
Search m New Search Tab Queue List Search ImageQuest Panel Layout
Search Warkflow New Document View

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

x

CreateDateTime T PageCount DocumentType | DocumentGroup woiceMumber . | Vendor Date of Invoice | Amount

CreatefAatsime
(9 [ 5/15/201411:31:16 AM 1 Invoice Orlando %? :b 1234 Big Corp 10/15/2012 £25.00
é) ] 5/15/2014 11:32:06 AM 1 Invoice Orlando 5454 Testlabs, ... 10f15/2012 £50.00
{f’ || 5f15/2014 12:03:59 PM 3 Invoice
The end result is as follows:
@ & G ImageQuest
Home Document Grid
[, Advanced Search - = -
m] “ = = T S ) >
Q‘ Saved Search - E—
Quick J} Indexing Work Queue  Watch  Work Queue Scan to Import Refresh Default
Search m New Search T: Queue List Search ImageQuest Panel Layout
Search Workflow Mew Document View
m Saved Search |
Dy tType IN ('Invoice’) AND (C ime = '5/15/2014")
b4 = <§> Eﬁ PageCount  |DocumentType | DocumentGroup InvoiceMumber | Vendor Date of Invoice | Amount Paid
& = 1 Invaice Orlando 5/15/2014 11:31: 16 AM 1234 Big Corp 10/15/2012 §25.00 ¥
¢§> | 1 Invoice Orlando 5/15/2014 11:32:06 AM 5454 Testlabs, ... 10/15/2012 £50.00 0
&[] 3 Invoice 5/15/2014 12:03:59 PM ¥
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A user can remove a column by left-clicking on the column header to be removed and holding down the left-
button to drag the column out of its initial setting as modeled below. An X will appear in place of the normal
mouse cursor. For example, the column, “DocumentGroup”, is being removed from the header.

B & G ImageQuest

Home Document Grid

m] Eﬂ Advanced Search == % F A (Y @
E‘ Saved Search Wtz = =] — A
Quick Indexing Work Queue Watch  Waork Queue Scan to Import  Refresh Default
Search m Mew Search Tab Queue List Search ImageQuest Panel Layout
Search Warkflow Mew Document View
=)
Dy tType IN ("Invoice’) AND (Ci ime = '5/15/2014")
x = &) Eﬂ PageCount DocumentType oup T | CreateDateTime InvoiceMumber | Vendor Date of Invoice | Amount Paid
& | = 1 Invoice 2:;;:\ 5/15/2014 11:31:15 AM 1234 Big Corp 10/15/2012 25,00 v
&’ ] 1 Invoice Orlando 5/15/2014 11:32:06 AM 5454 Testlabs, ... 10/15/2012 £50.00 W
& T 3 Invoice N\g/15/2014 12:03:53 PM v

Release the left button to remove the column. The column name is deposited in the “Customize Columns”
window, which stores columns that are hidden from the user.

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

Warkflow Mew Document View

‘oice’) AND (CreateDateTime = '5/15/2014")

] PageCount DocumentType  |DocumentGroup | CreateDateTime InvoiceMumber | Vendor Date of Invoice | Amount
] 1 Invoice Orlando &1 Sort Ascending 1234 Big Corp 10/15/2012 £
| 1 Invoice Orlando El Sort Descending 5454 Testlabs, ... 10f15/2012 50
M 3 Invoice

= Group By This Column
Hide Group By Box

Remove This Coelumn

f5 Column Chooser
/=l Best Fit L

Best Fit (all columns)
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The “Customization” window will open. As demonstrated below, drag the column name from the Customization
window back to the header row by right-clicking on it, dragging it and releasing it. In the example on the
following page, the column, “DocumentGroup”, is returned to the header.

Commands Panels

[nvoice") AND (CreateDateTime = '5/15/2014")

ﬂj CreateDate... |PageCount | DocumentTyps ooumentarn U.%-...,_. Vendor Date of Invoice | Amount Paid
& 5/15/2014... 1 Invoice ? 1234 Big Corp 10/15/2012 $25.00 W
& 5/15/2014... 1| Invoice 5454 Test Labs, LLC 10/15/2012 £50.00 b
T s/15/2014.. 3 Invaice " 10/15/2012 335,00 "
Customization n
DocumentGroup
L X
s Details
Event Date  |User Mame L
5/20/2014 9:19:57 AM demo

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

PP PP A

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

wumentType CreatEDateqﬁ InvoiceMumber  |Dn
Voice 5/15/2014 11§31:16 AM 1234 0
voice 5/15/2014 11§32:06 AM 5454 O
Voice 5/15/2014 12§03:59 PM
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Here is the CreateDateTime column narrowed:

Q & S
Home Document Grid
m E'E Adu%ced Search

E Saved Search

2R a

Quick Indexing Work Queus  Watch  Work Queue Scan to
Search E Mew Search Tab Queue List Search ImageCue
Search Warkflow Mew D

Search o X

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

X = qﬁ’ Eﬁ PageCount DocumentType CreateDate... |InvoiceMumbe
& (= 1 Invoice 5/15/2014 1... 1
& (= 1 Invoice 5/15/2014 1... 5
& ] 3 Invoice 5/15/2014 1...
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Best Fit

The Best Fit feature automatically sizes a column to fit the maximum length of data in the column at the time of

sizing. To expand a specific column like CreateDateTime to the best fit for viewing, double click between the
column headings or right-click on the header row and select Best Fit as displayed below. To expand all the

columns at once, select Best Fit (all columns) from the right-click header.

CreateDate...

5/15/2014 1...
5/15/2014 1...

| TnwpiceMumber | DacumentGro)
%l Sort Ascending
El Sort Descending

—

ip | Vendar Dal
Big Corp 10/

Test La% 104
N

= Group By This Colurmn
== Hide Group By Box

Remove This Column

Column Chooser

Best Fit [allglumnsj

7 Filter Editor...
Show Find Panel
Show &uto Filter Row

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

Document Grid

aa . - — @FindPaneI
SR

EE Inverse

Indude  Print | BestFit

SHMone  Deleted Grid | Columns Group By Box

Select

Indexing Queus

Grid

2 Clear Grouping

E Auto Filter Row [ Expand All Groups
Customize

[] collapse Al Groups

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

D'FateDateTlme T
5/15/2014 11:31:15 AM
5/15/2014 11:32:05 AM
5/15/2014 12:03:59 PM

% E‘H Save Layout
D ed Layout

Columns E"G. Restor
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Sorting

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

Search 0 X

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

x = <§> Eﬂ PageCount DocumentType | CreateDateTime nvoiceM
(9 x 1 Invoice 5/15/2014 11:31:16 A ]
(9 & 1 Invoice 515/2014 11:32:06 AM
& ] 3 Invoice 5/15/2014 12:03:59PM |
k!

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

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

= & G ImageQuest

Home Document Grid

m rj'n Advanced Search gy = g
i ] Y; w-m
[ saved search - -
Quick Indexing Work Queve Watch  Work Queue Scan to Import Refresh Default
Search m New Search Tab Queue List Search ImageQuest Panel Layout
Search Workflow New Document View

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

b 4 = 6) ﬂj PageCount DocumentType  |CreateDateTime 4 |InvoiceMumber DocumentGroud Al Sort Ascendin Amount
<f> 2} 1/ Invoice 5/15/2014 11:31: 156 AM 1234 Orlando %l o : . §2¢
& | = 1 Invoice 5/15/2014 11:32:06 AM 5454 Orlandp Ry mort Bescending $51,
(9 ] 3 Invoice 5/15/2014 12:03:59 PM
"= Group By This Column
Hide Group By Box
Remove This Colurmn
Column Chooser
i Best Fit
Best Fit (all columns)
T Filter Editor..
st Show Find Panel
ISLO|
Y Show Auto Filter Row
!al & Show Details Filter Mode 4
Actian EuventDate =Tlicar Mama
DocumentGroup &
b 4 = <§> Eﬂ PageCount  |DocumentType | CreateDab

b DocumentGroup: (Count=1})

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

@ m G Image]

Home Document Grid
AHE aD9 3

m E‘i. Advanced Search

E Saved Search

Quick Indexing Work Queue Watch  Work Queue Scan to Import  Refresh Default
Search fﬁ New Search Tab Queue List Search ImageQuest Panel Layout

Search Waorkflow MNew Document View

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

Doummt&mp;v —_—

—pp
x = (ﬁ) ﬁj PageCount |DocumentType |CreateDateTime 4 | InvoiceMumber | Vendor Date of Invoice
. » DocumentGroup: (Count=1) DC'CL&TIEL”

¢ DocumentGroup: Orlando (Count=2)

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

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

DocumentGroup &

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

b DocumentGrol

"} DocumentGrod ‘E‘l Sort Ascending

El Sort Descending

Sort by Summary L

= UnGroup

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

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

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

.| InvoiceMumber ¥ [ andar Miate
........................................... 123 -
o . 123 (1
1 541 (Custom) 1
| (Blanks)

(Man blanks)

1234

5454 Ib

Search B X

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

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

b 4

[x] [/ [ImvoiceMumber] = '1234

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

previous page. To cancel the filter, simply click on the | *| to the left of the filter.

Note: Multiple filters may be applied to more than one column at a time.
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More complex or versatile filters may be created by selecting the “Custom” option from the drop-down list. The
“Custom” option allows the user to create conditions bound by an “And/Or” clause. When “Custom” is selected,
the “Custom AutoFilter” window appears as highlighted below. For example, the user selects “is greater than or
equal to” and enters a value of $15.00 to locate documents that contain Amounts equal to or greater than
$15.00. There are several criteria that can be utilized, which are listed in the drop-down menu (i.e. “equals,”

“does not equal,” “is greater than,” etc.). Click “OK” to apply the filter.

Show rows where:

-

||Is greater than or equal to |v| [ Field |515.DU |
®and  Clor

|§:Sele-:t an operator) | W | [ Field |:En ter a value)

Here are the results of the custom AutoFilter:

tType IN ("Invoice’) AND (C ime >= '5/15/2014 12:00:00 AM' AND CreateDateTime <= '5/15/2014 11:59:59 PM')

x |=E |¢§’ ||E|‘j |CreateDate... PageCount DocumentT. .. |DocumentG... |InvoiceMum... |Vendor Date of Inv... | Amount A?|Paid |
= &’ [# S5f15/2014... 1 Invoice Orlando 1234 Big Corp 10/15/2012 £25.00
= &, (& 5/15/2014... 1 Invoice Orlando 5454 Testlabs, ... 10/15/2012 £50.00
&’ '@ 5152014 ... 3 Invoice Orlando 7587 Big Corp 10/15/2012 £835.00

[] v [amount] >=$15.00 |

The “Edit Filter” button can be clicked to edit the current filter as shown below. A filter editor dialog box
appears where the user can edit the filter as desired.

ImageQuest B - o n
~
N !
[ —] A
And
Scan to Import  Refresh Default
nageQuest Panel Layout - [Amount] Is greater than or equal to $15.00 »* &
Mew Document View
-
AM' AND CreateDateTime <= "5/15/2014 11:59:5
tG... | InvoiceNum... |Vendor Date of Inv... | Amo
1234 Big Corp 10/15/2012
5454 Testlabs, ... 10/15/2012
7587 Big Corp 10/15/2012
oK | | Cancel ‘ | Apply |
Edit Filter
I
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Save Layout

Once the grid has been customized to your liking (i.e. column sort order, column removal, column order), you

have the option to save the grid layout. To save the grid layout, press Ctrl+L or go to the Grid ribbon tab as

demonstrated below and click on the “Save Layout” button '—_|FI ; the options to Restore and Forget Saved

Layout are not available if there is no saved layout. Once a layout has been saved, you may select Forget Saved

Layout to delete it and restore the default look.

el m G ImageQuest
Home Document
EE All x?] IE. iﬁi @ Find Panel 2 Clear Grouping % E‘FI Save Layout
|:|n Inverse 9 D Tﬁ Auto Filter Row [ Expand All Groups B Forget Saved La
Indude  Print  BestFit — Customize __
None Deleted  Grid  Columns Group By Box [ Collapse All Groups  Columns i
Select Grid
I

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

revert back to the saved grid layout.

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

Updating Documents

After documents have been indexed, users may update or edit attribute data as well as revise individual

documents. Asthese changes are made, they are recorded in Document History which serves as an audit trail

for administrative review. Reasons for these changes to individual records may be noted in the Notes panel for

future reference.
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Notes

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

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

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

DocumentType IN ('Invoice') AND (CreateDateTime = '5/15/2014")
F
x = &) @ DocumentGroup | PageCount DocumentType | CreateDateTime Invo
(9 i 3 Invoice 5/15/2014 12:03:59 PM
<§> :__%J Orlando 1 Invoice 5152014 11:31:16 AM
| = (& Orlando 1 Invoice 5/15/2014 11:32:06 AM
11
< >
Motes B x
Add Note
5/16/2014 9:35: 14 AM demo
Additional sevice rendered.
— |
% Histary = Notes r'@ Workflow History “'ﬁ Active Work Items

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

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

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

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

@ &I G ImageQuest
Home |Docurr|ent | Grid
/‘ = Annotate 3 Export to Folder | [F8 Find Similar - X Delete ) F_ F )
— = o
» E Add Revision @ Email Document  E Grid Edit K7 Undelete \' @ *t
View Edit - Save Local = ) ) Add to i} ) Preview History MNotes Workfiow Active
&3 Route Copy b= Batch Print ¢& Show Associated | watch List ) Duplicate | pane History — Work Ttems
Commands Panels
Dv tType IN ('I ") AND (C ime = '5/15/2014")
4 = & ﬁj DocumentGroup PageCount DocumentType | CreateDateTime InvoiceNumber Vendor Date of Invoice Amount a |Paid
&[] 3 Invoice 5/15/2014 12:03:59 PM v
<§> &8 Orlanda 1 Invoice 5/15/2014 11:31:16 AM 1234 Big Corp 10/15/2012 £25.00 v
= 6 (& orlando 1 Invoice 5/15/2014 11:32:06 AM 5454 Testlahs 10/15/9017 &50.0n v
| View Ctrl+1
[[7" Edit Ctrl+Shift+E
129
l;E|+ Annotate
¥ Add Revision
& Route
H  Savelocal Copy  Ctrl+Shift+L
[  Export to Folder
@ Email Document Crl+M
Lgl Batch Print
Notes
3 Find Similar
B2 Grid Edit Ctrl+E
&’ Show Associated Ctrl+0
5/16/2014 9:35: 14 AM demo % Add to Watch List CtrleT
Additional sevice rendered. 3  Delete Ctrl+ Alt+D
% History == Motes r('g Workflow History :ﬁ Active Work Items &1 Undelete
Server: example-server informa.local E Duplicate Ctrl+D _

Cabinet: ImageQuest User: demo

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

DocumentGroup ~
|Drlando | W |"3 |

InvoiceMNumber
5454 ]

Vendaor
TestLabs, LLC [ ]

Date of Invoice

|10/15/2012 [v[s]
Amount
|$50.00 4]
L
Motes Route
Save ‘ | Cancel

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

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

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

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

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

below.

@ ﬁ G ImageQuest H - o n
Home: Document Grid ~
/‘ Z] annotate [ Export to Folder | [F3 Find Similar \ o ¥ Delete m “=§ F s
» E Add Revision @ Email Document :Q: Grid Edit + &) Undelete \' = - @ &t
View Edit Sawve Local = Add to o Preview History MNotes Workflow Active
&5 Route Copy k=l Batch Print & s ot Ll History  Work Ttems
Commands nels
Check the attributes you wish to update, then enter new values, -
Unchecked attributes will not be changed.
DocumentType IN ('Invoice’) AND (CreateDateTime = '5/15/2014")
[ DocumentGroup |U‘-lune} ‘ “J |
X ‘ = ‘ & ||Eﬂ |DncumentGmup PageCount | DocumentType [ invoicenumber | "j | ice |Amnunt - |Pa|d
- 3 Invoice [ vendor | "3|
& | @ quendo dae [ Date of Invoice [5/18/2014 [v[%] EEOD
= Orland 11 50.00 W
= @ [@ Oiande rvoice [ Ameunt | “j| 3
[ Paid | ‘ "3 |
Motes
Notes ‘ r X
I R = =
5/16/2014 9:35:14 AM demo
Additional sevice rendered.
Ry History  [Einotes | @ Workflow History | 3R Active Work Items

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

The DocuSign connector allows documents to be sent for digital signature and then automatically saved back to
IQ as revisions once they have been signed. Just select the document that needs to be signed and click the
DocuSign button in the ribbon.

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

(6 &I G Work Queue - ImageQuest
Home: Document Grid
_— e L, 3 [ Annotate P> Export to Folder  — _ W” X Delete
B [ Find Similar A B
- * E Add Revision @ Email Document ) Undelete

Open  Reassign Wiew Edit | DocuSign Save Local . Show Associated Add to - Preview History Motes Workflow Active
5?) Route Copy !Sl Batch Print é) Watch List E Duplicate Pane History  Waork Items
Work Ttem Commands Panels
X B & 5 % Action Assigned To Work Item Age CreateDateTime PageCount | DocumentType | Vendor Name | Invoice Number | Invoice Date | Invoice Al
E '8 AP Workflow InitialProcessing (Role) 208 days 05:44:29 8/7/2015 9:18:48 AM 1 Invoice 5213 8/7/2015
(9 = AP Workflow | InitialProcessing (Role) 208 days 01:43:00 8/7/2015 1:19:41PM 1/ Invoice 8/12/2015
(9 = AP Workflow | InitialProcessing (Role) 208 days 01:42:59 8/7/2015 1:19:42 PM 1/ Invoice 8/7/2015
(9 = AP Workflow | InitialProcessing (Role) 208 days 01:42:29 8/7/2015 1:20:12 PM 3| Invoice 8/7/2015
(§> = AP workflow InitialProcessing (Role) 204 days 03:09:52 8/11/2015 11:53:06 AM 1/ Invoice 8/11/2015

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

‘appdemo.docusign.com/pre; 1602fc-35a8-4 b 14 id-field $

< Invoice - Signature Requested HELP  OTHER ACTIONS + SEND >

RECIPIENTS Qa6 DOCUMENTS

¥ Invoice 2016-03-03.pat
Page 1

2 —_

’s«.

INVOICE informq L

REMIT TO: INVOICE NUMBER: 26543
Informa Software INVOICE DATE: 1/12/2016
123 Baker Street VENDOR NUMBER: 000438
Orlando, FL 32810 ACCOUNT #: 820108

BILLTO: SHIP TO:

GB Graphics GB Graphics

P.O. Box 102332 345 Oak Parkway

Norman, OK 75432 Stillwater, OK 75622
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On the Add Recipient screen, a new recipient can be added by inputting an email address and name. Multiple
recipients can be added by clicking on “New Recipient” multiple times. If “Sign in Order” is checked, the

document must be signed in order defined for the recipients. Click “DONE” once all recipients have been added.

'ASendAD(xume":\Dw»S *
< C 8 hitps://appdemo.docusign.com/prepare/93d602fc-35a8-436a-bd4e-c 1a144d7e03e/add-fields

Edit Recipients

Sign in Order

I 7 Needs to Sign

© NEW RECIPIENT ADD ME

After recipients are added, click on each recipient and add fields for that recipient, respectively. To add a
signature, click on Signature and place the mouse over the area that needs to be signed. Click on the document

to place the signature location. Once all fields are complete for all recipients, click “Send” in the top right

corner.

KEMIT 1U: INVUILE NUMIBEK: 2b543
e Informa Software INVOICE DATE: 1/12/2016

123 Baker Street VENDOR NUMBER: 000438

Orlando, FL 32810 ACCOUNT #: 820108

BILL TO: SHIP TO:
FIRLDA GB Graphics GB Graphics
: P.O. Box 102332 345 Oak Parkway
Norman, OK 75432 Stillwater, OK 75622

Description: GRAPHICAL SUPPLIES
[ Neme o , "
@ Comper Description Quantity Unit Price Total
CORE
@ Eme 7G802 opy Paper — WHT, LTR 10 25.50 255.00
o crene 7G902 Co per — WHT, LEGAL 10 28.00 280.00
@ Redes PEN100 Pen - BL 200 0.75 150.00
& o PEN102 Pen - BLU 200 0.75 150.00
Attachmes
B Note
@ Asorove
Bl AMOUNT DUE 832.50
fx Formula

SIGN

Custom Flelds ®
Check Box 3
m
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Once the document is sent, the recipient will receive an email notification that states a document needs to be
signed with a link to the document. After the recipient signs, an email with the signed document is sent to the
recipient. If the sender has email notification set up for ImageQuest, the sender of the document will also
receive an email notifying the sender that the document has been signed. The sender will be sent a link in the
email to view the signed document, which is also saved as a revision in ImageQuest. The history details will also
show details on current state of the document and signing activity. If a recipient declines to sign a document,
this will also be reflected in the document history and the ImageQuest user will receive an email notification.
Note: The DocuSign Connector requires configuration by an administrator.

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

Grid Edit

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

E & G Imagefuest
Home Document Grid
, & annotate [ Export to Folder | [F3 Find Similar \ o ¥ Delete ff\‘ = F‘ 2
= il
» ™Y Add Revision @ Email Document ~# Grid Edit + &) Undelete \" © “
Wiew Edit - Save Local = ) " Add to ) Preview History Motes Workflow Active
&5 Route Copy M= Batch Print (& Show Assodia Watch List Duplicate  Pane History  Work Items
i Commands Panels
Dy tType IN {'Invoice') AND {Creat ime = '5/15/2014")
x = &’ ﬂj DocumentGroup | PageCount DocumentType | CreateDateTime InvoiceMNumber ™™ Vendor Date of Invoice | Amount & |Paid
& @ orlando 1 Invoice 5/15/2014 11:31:16 AM 1234 Big Corp 10/15/2012 §25.00 v/
= & | [@ Orlando 1 Invoice 5/15/2014 11:32:06 AM 5454 Testlabs, ... 10/15/2012 §50.00 ¥
¢ || Orlando 3 Invaice 5/15/2014 12:03:59 PM 7587[BigCorgl | 10/15/2012 £335.00 v
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Delete or Undelete Documents

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

a & S
Iy * [l Annotate [ Export to Folder | [F3 Find Similar \'" = = S
+ | - I = = F]
»/ + 3 =l C)
dd

ImageQuest

E Add Revision @ Email Document § Grid Edit i Undelets &&
View Edit " Save Local = ) . Add to - ) Preview History Motes Workflow Active
&3 Route Copy b= Batch Print &’ Show Assodated | watch List [ Duplicate Pane History  Work Items
Commands

Panels
Delete (Ctrl+Alt+D) |

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

x = &) ﬁ] DocumentGroup PageCount DocumentType CreateDateTime InvoiceMumber Vendor Date of Invoice Amount A |Paid
: ﬁ |&  Orlando W 1 Invoice 5152014 11:31:16 AM 1234 Big Corp 10/15/2012 £25.00 W
= <§> [ Orlando 1 Invoice 5152014 11:32:06 AM 5454 Testlabs, ... 10/15/2012 $50.00 W
<§> | | Orlando 3 Invoice 5/15/2014 12:03:59 FM 7587 Big Corp 10/15/2012 £835.00 W

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

Caonfirm Delete

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

Yes Mo

The user will then be prompted to enter a note explaining why the document was deleted as shown below. For

example, this document was deleted because it was a duplicate document in the grid. Click “OK” to complete
the delete process.
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a S

Document Grid

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

X & |

| @j | DacurmentGroup | PageCount DocumentType
(f’ Orlando 1 Inveice
E & Orlando 1| Invoice
&[] orlando 3| Invoice

ImageQuest

/‘ [E] Annotate [=] I3 ExporttoFolder | [F3 Find Similar \" ¥ Delete
*» ! E’j Add Revision | @ Email Document .ﬁ‘ Grid Edit + &) Undelete
View Edit Save Local Add to i}
;«-3 Route Copy LE.I Batch Print <f’ Show Associated  \watch List E Duplicate
Commands

You must enter a note explaining why you are

deleting these documents.

Y Y
Preview History Motes  Workfl
Pane Histo

Panels

Duplicate Irwoioel

Notes

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

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

record as shown below.
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a &S ImageQuest
Home Document |
EE All - — Find Panel 2= Clear Grouping B% Save Layout
IE e |
EE Inverse @ | | ﬁ Auto Filter Row  [=] Expand All Groups E Forget Saved Layout
oo Incude | Print BestFit Customize
55 None Deleted | Grid  Columns Group By Box [ collapse All Groups  Columns E‘G Restore Layout
Select Grid Layout
Search & X
! Type TN ('Invoice") AND (Crea Time = '5/15/2014")
x | = |<§’ ||£ﬁ |DocumentGroup PageCount DocumentType | CreateDateTime InveiceNumber | Vendaor Date of Inveoice | Amount - |Paid
x = 5 Orlando 1 Invoice 5/15/2014 11:31:16 AM 1234 Big Corp 10/15/2012 §25.00 v
= &’ Orlando 1 Invoice 5/15/2014 11:32:06 AM 5454 Testlabs, ... 10/15/2012 £50.00 [w
; &’ | | Orlando 3 Invoice 5/15/2014 12:03:55 PM 7587 Big Corp 10/15/2012 £335.00 [w
4

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

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

El m| G ImageQuest

Home Docurnent Grid
% /‘ & Annotate [—] [ Export toFolder | [F3 Find Similar P X Delete
# +

Iy Add Revision 8 B @ emaiDocument 3 Grid Edit &) Undelete
View Edit Save Local = Add to - Preview
E—% Route Copy b= Batch Print &) Show Associated  watch List |é Duplicate Pane
Commands
Indexing Queus
DocumentType IN (' Invoice’) AND (CreateDateTime = '5/15/2014")
x ‘ = |(§’ ||E|‘j |CreateDateT|mE PageCount DocumentType  |DocumentGroup | InvoiceMumber | Vendor
xX = &’ 5/15/2014 11:31:16 AM 1 Invoice Orlando 1234 Big Corp
= W 5/15/2014 11:32:06 AM 1| Invoice Orlando 5454 TestLabs,
& | TH 5/15/2014 12:03:59 PM 3 Invoice Orlanda 7537 Big Carp

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

0 Are you sure you want to undelete the selected docurnent?
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The user will then be prompted to enter a note explaining why the document was undeleted as noted below.

Note: Users must have the “Delete Documents” permission to delete documents and the “View Deleted

Documents” permission to search for and display documents with a “Deleted” status. To undelete a record,

users must have both of the permissions listed above. See the ImageQuest Administrator’s Guide for more

information.

Revising Documents

IQdesktop supports the revision of documents so that original files can be replaced with more current files.

Original files may still be accessed via the History panel (see the following page).

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

[

= & w ImageQuest
/‘ E Annotate > Export to Folder | [F8 Find Similar \r' ¥ Delete m — F
- = =
» I Add Revision (@ Email Document | B Grid Edit * o undder \E C
View Edit = Save Local = Add to i} Preview History Notes  Workflow
&3 Route Copy k= Batch Print <§> Show Assodated  watch List  E[Z) Duplicate Pane History
Commands Panels
DocumentType IN ('Invoice') AND (CreateDateTime = '5/15/2014")
b 4 = &) Eﬁ DocumentGroup | PageCount DocumentType | CreateDateTime InvoiceMumber | Vendor Date of Invoice | Amount
] View Chrl+l 1 Invoice 5/15/2014 11:31: 16 AM 1234 Big Corp 10/15/2012 52
N i i 1 Invoice 5/15/2014 11:32:06 AM 5454 Testlabs, ... 10/15/2012 §5
#  Edit Ctrl+Shift+E . ) 3
£ 3 Invoice 5/15/2014 12:03:59 FM 7587 | Big Corp 10/15/2012 ok
';E|+ Annotate
Y Add Revision N
&3 Route
H Savelocal Copy  Ctrl+Shift+L
3 Exportto Folder
@ Email Document Ctrl+M

After clicking Add Revision, the user will be prompted to locate a file to update the current record. The new file

will replace the existing file. There is no limit on how many revisions are permitted to a document.
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To view previous document revisions, right-click on any of the “Revision” actions in the History panel and click
View Revision as shown below. To see the revision numbers, click the “Show Details” button.

History

Igl E&) &SthDetallz

Action Event Date

511519014 12:04:03 PM dema
Save [y View Revision E bjlﬂz:n—a:napm demo
Save 51512014 12:04:03 PM

demn
% History = Notes r('g Workflow History ﬁii Active Work Items

~ |User Name
Revision

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

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

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

Document History

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

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

E m G ImageQuest
Home Document Grid
/ ?‘.'_ Annotate [ Export to Folder @ Find Similar \ o I Delete m " — F ‘&\4
- — =
» E Add Revision @ Email Document E# Grid Edit + & Undelete k" @ ‘t
View Edit - Save Local = ) ) Add to Preview | History |Motes Workflow Active
&3 Route Copy Il Batch Print <§> Show Assodated  watch List Duplicate Fane History  Work Items

Commands

Panels

DocumentType IN ('Invoice’) AND (Date of Invoice = '10/15/2012")

x = <§> Eﬁ CreateDate... | PageCount DocumentType | Document(... | InvoiceMum... | Vendor Date of Inv... | Amount Paid
= &) & 5/15/2014... 1 Invoice Orlando 1234 Big Corp 10/15f2012 §25.00 W
= <§> & | 5/15/2014... 1 Invoice Orlando 5454 Testlabs, ... 10/15/2012 £50.00 W
<§> @ 5/15/2014 ... 3 Invoice Orlando 7587 Big Corp 10/15/2012 £835.00 W
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The History panel shows three columns, “Action”, “Event Date” and “User Name” as seen in the screenshot
below. These columns can be sorted just like the main search grid columns.

History n x
= T Show Details
Action 4 |Event Date | User Name
FileView 5/16/2014 10:51:29 AM demo
FileView 5/16/2014 10:51:47 AM dema
FileView 5/15/2014 12:04:58 FM demo
Revision 5/15/2014 12:04:03 PM demo
Save 5/16/2014 10:12:39 AM demo
Save 5/16/2014 10:12:44 AM demo
Save 5/16/2014 10:13:00 AM demo
Save 5/16/2014 10:13: 14 AM demo
Save 5/16/2014 10:13:16 AM demo

C@Hstory | [EinNotes [ Workflow Hstory | €38 Active Work Items

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

History oon x
EEE
Action Event Date | Lser Mame ]
Revision 6/30/2014 2:41:21 FM demo
Documment revision 1 added.
Mote 6/30/2014 2:39:16 FM dema
Undelete 6/30/2014 2:39:16 FM dema
Mot a duplicate.
Delete 5/30/2014 2:35:32 FM demo
Duplicate Invoice hd

The History can be filtered to limit the returned search results and help customize a view to easily locate data.
One or more filters can be applied to columns currently displayed in the History tab.
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Scan to ImageQuest

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

—— ImageQuest
o <
E‘E Advanced Search E_'?a r’% @] é 0

Q‘ Saved Search
Quick Indexing Work Queue Watch  Work Queue Scan to Import  Refresh
Search ni Mew Search Tab Queue List Search ImageQuest

Search Warlkflow THew Doa Y View

Page:c-fl"-l < > Foom: Rotate 90°  Print

Scan to ImageQuest & X

Demo User/demo (User) | (¥ |

() Assign index values now

Document Type: | | |

Scan to ImageQuest launches in a new tab.

(@) Save to Indexing Queus Page: of M < > Zoom: Rotate 90°  Print

|Demo Uzer/demo (User) | W |

() Assign index values now

Document Type: | | |




There are two different ways to scan documents into ImageQuest. The default option is to save the scan to the
logged in user’s Indexing Queue. Use this option if you need to use batch processing or if you want to use the

Smart Indexing feature. You can also use this option to scan the documents into another user or role’s Indexing
Queue by changing the selection in the drop down menu.

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

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

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

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

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

{= [ ImageQuest
a#ks
Home Scan
A .;,E Select Source E |—_'.:'|, Insert Page(s) x
Start >

St &l Scan with Advanced Optons  Submit  [3 pelete page  Discard

Scan

Search

Save to Indexing Queus Page: 1 of4 < > Zoom: EntirePage - Rotate90° Print

DemollUss jdemol (Use]

HPCTWAIN Dama Version inf g
®) Assign index values now PRI I OICE informa
TR s e software
Document Type: | Invoice v
. ~ T IO INVOICE RUMBER: 76543
o BVOICE DATE sz
Orlando ¥|s 123 Babar Strest
el FL 37840
InvoiceNumber _— J—
B Graphics B Graphics
88737 s £.0 B w2332 245 0ak Parkuay
Warmvas, OK 75432 Stlwater, OF 75622
vendor
. mema Descrption Ouaniey itFres Total
Big Corp g
o Copy Paper - WA, TR n s e
s Copy Papar ~WHT, LEGAL © mm 0o
Date of Invoice MR fen- Bl 00 an 000
LT ] 200 an 00
10/1/2012 L hs]
Amount
§835.00 g
B Paid ~
Notes Route

Paid §150 on 11/1/2012

AMOUNT U Bz

7 Perform text extraction or OCR. for
keyword searching.

Cabinet: ImageQ) User: demo  Se xample-server.informa.local
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PDF Annotation

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

/‘ 3 Export to Folder @ Find Similar \r ¥ Delete m — F @«‘
- = |«
* E Add Revision @ Email Document ot Grid Edit + &) Undelete \' @ “
View Edit Savelocal ) Addto ) Preview History MNotes Workflow Active
&3 Route Copy k= Batch Print <§> Show Assodated | watch List [y Duplicate Pane History  Work Items
Commands Panels
Dy tType IN ("Invoice’) AND (C ime = '5/15/2014")
b4 = 6) ﬁj CreateDate... | PageCount DocumentT... |Document. .. |InvoiceMum. .. |Vendor Date of Inv... |Amount Paid
= 6) [#8 | 5/15/2014... 1 Invoice Orlando 1234 Big Corp 10/15/2012 £25.00 v
= <§> (&) 5/15/2014... 1 Invoice Orlando 5454 Testlabs, ... 10/15/2012 $50.00 v
& T /15014 Atenion Ol 7587 Big Corp 10/15/2012 £335.00 v
View Ctrl+l
Edit Ctrl+Shift+E
Annotate L\\)
Add Revision
Route

Save Local Copy  Ctrl+5Shift+L
Export to Folder

A& d® F @M &N m

Email Document Ctrl+M

Batch Print

Find Similar
¢ Grid Edit Ctrl+E
6) Show Associated Ctrl+ 0
|%  Add to Watch List Ctrl+T
XK Delete Ctrl+Alt+D
¥ Undelete
E Duplicate Ctrl+D




a PDF Editor - = n

Annotations ~
@ Pan Document E ® @ i [E Fit Entire Page Page: |1 IE Single Page Layout |;E_| Comment . Black Box / Line T E
H © e 4 : PN
W select Annotations I Fit width Continuous Pages TextBox []Rectange A Arow e
Save and Print Bl 2 o z .75 v
Close [bl] Select Text [ -8 9 Q T FitHeight eem EE| Two Columns Stamp Elipse 2% Ink Pen )
E: = =
Commands Annotation Tools
) ~
Thumbnails * x
E, L Informa Software PURCHASE ORDER
& Pradhasa Ot s ADDZ24
1 Puriiuase Order Dot 111302008
. Terms et 30
i e Snip v Outvery
p =
8 [— Ship Te:
informa Soltware
ﬁ_ —— Carser Pascwary Uatians Cerser Parkway
2
i1
LS p . -
= ———
'g‘_ = PENMSLE Balipointpen, Biack 200 238 0
a — ovDazet OV 10 Pack . X 0380
3
APPROVED
Notes:
Please ship by 12/1/2008.
v

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

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

10

Saves the annotations and closes the form

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

Select annotations — use this tool to select and edit annotations

Select text — click to select text on the page

Print — prints the document

Previous page

Next page

Zoom in — click the page to zoom in

V| ® O mE|Ns

Zoom out — click the page to zoom out

{5 | Marquee zoom —draw a box to define the zoom area

= Actual size — zoom to the actual size of the document

M Fit entire page —zoom to fit the entire page to the viewer
! Fit width — zoom to fit the document width in the viewer
L Fit height — zoom to fit the document height in the viewer
N Rotate left — rotates the page 90 degrees counter-clockwise
2k Rotate right — rotates the page 90 degrees clockwise

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

[l | [l

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

Two columns — display the pages in two continuous columns

Comment — creates a comment annotation

[I%]

Text box — creates a text box annotation

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

Black box — creates a solid black box annotation

Rectangle — draws a rectangle annotation

Ellipse — draws an ellipse annotation

Line — draws a line annotation

Arrow — draws an arrow annotation

NN OO/M |

Ink pen — draw freehand ink pen markings on the page

Highlighter — draws a yellow opaque highlighter box annotation

S (=

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

pages to existing document.

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

= FOF Editor - o IES

Annotations

@ Pan Document E ) @ oA [E Fit Entire Page Page: |1 /3 Single Page Layout Lj;_‘ Comment - Black Box / Line A E
H e [ : -
k Select Annotations H Fit Width Continuous Pages TextBox [] Rectangle ) Arrow l'%
Save and Print Bl i3 e Zoaom: | 100 v
Close Select Text P 9 Q 3L Fit Height oem Two Columns i Stamp QO Ellipse 2;, Ink Pen é) E‘E
Commands Annotation Tools
Thumbnails ® x
5 (] Informa Software PURCHASE ORDER
o L =] Insert pages before...
@ : JEl, Insert pages after...
iz -
b
m
o
3 =
El ———
F ==
3
2
Eln-ﬂ Product Nsmbar Product Dascriptien  Ordr Gy, Unit Prica Ext Prica
§ E — PENMIES Batponipen e 20 P o
S = ot o 0P . aw wam
3

Notes:

Please ship by 12/1/2008.
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@ = T L » Network » example-server b ¢S5 b Invoice 2012

Organize « MNew folder

4 Favorites Name

B Desktop
& Downloads
%7'_ Recent places

7 Libraries
@ Documents
J' Music
[ Pictures
’ Videos

18 Com puter

7‘! MNetwork

= Invoice 2012-01-01

Date modified

AN} Search Invoice 2012
B=

Type Size

11/1/2012 11:36 AM  Adobe Acrobat D... 118KB

p
O e

File name: | Inveice 2012-01-01

v| | PDFfiles (pai)

]

Open |» Cancel
I

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

original page is now page 2.

= PDF Editor o IEE
Annotations A
[—] " Pan Document - @6 i A [T FitEntre Page sage: /e Sngle Page Layout (=] Comment [l BlackBox  / Line =
Rz :
=0 select Anmotations L Fitwidth Continuous Pages TextBox []Rectangle X Arrow 9
Save and Print [ £ o 2 ;-
Close Select Text BO S [ Fit Heioht oom:[100__ ] Tw Columns Zostamp (O Elipse 2 tnkPen 7]
Commands Annotation Tools
~
Thumbnails ® x
o ==
-
=
| 2
|z =
S Informa Software PURCHASE ORDER
: —_—
e} = Purchass Order No:  AD3Z4
@ Purchase Order el 11/3012008
g_ Terms: Net 30
g Ship Wia: Delvery
&
Bill To: Ship To-
o Informa Sotware Informa Sofware
@ 2300 Maitiand Cenler Parkway 2300 Maitiand Center Parkway
= Suta 220 Suta 220
3 iadtand, FL 52761 Mastond, FL 32751
g
g
E
3 Product Number Product Description  Order Qty. Unit Price Ext. Price
— PENMSED Bl point pen, Black 200 235 7000
PADETSTY Legaipad. Yelow 2 1z 2
ovodzi1 OVD 10 Pack « 295 103.40

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

viewing the image.

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

The Work Queue displays a list of documents that were either manually routed from another IQ user or were
automatically created by a notification rule that was setup by the 1Q administrator. Documents that were
routed to a role will be visible to all members of that role. The Work Queue can be used to process documents
that require some type of intervention.

a &S @ - o Ed
Home Document Grid ~
m Advanced Search v = pr= ‘:\
=0 = =i [ —
[, 5aved search -
Quick . a Indexing | Work Queue | Watch  Waork Queus Scan to
Search m ew Search Tab Queue List Search ImageQuest
Search Workflow New Document
:
X B & O = Action | Assigned To Work Ttem Age DocumentType  |DocumentGroup | InvoiceNumber  |Vendor | Date of Invoice  |Amount | P
& & Routed  Demo User/demo {User) 00:02:52 5/15/2014 1:31:55 PM Orlando
6’ =7 33 Routed  Demo User/dema (User) 00:00:07 5/16/2014 1:34:50 PM Orlando
< >
History X
Lgl E Show Details
Action Event Date ~ |User Name L]
Save 5/16/2014 1:32:19 PM System
Work Item Created 5/16/2014 1:32:17 PM System hd
r@ Workflow History ‘ii Active Work Items :EI History =5 Motes

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

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

There is a special column in the Work Queue called “Action” that shows how the document arrived. It will either
show the name of the notification rule that was responsible for routing the document, or it will display a
message that indicates it was manually routed to a specific user or role.
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A single document can be displayed in the Work Queue multiple times for different reasons and each instance
needs to be processed separately. Also, users must have the Update Document permission in order to complete
work item requests.

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

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

} Complete Work Item = =
Document Type: | Invoice w
DocumentGroup ~
Orlando L]
InvoiceMumber
5979 =
Vendor
ABEC, Inc. ]
Date of Invaice =
10,2/2009 mrsl 1
Motes Route
Amount
£533.40 - Route To:
v Management (Role) IE t.
Motes | Route Demo User/demo (User) s
\
Amount is correct, dDQdEI’I :USEF,'
tones (User)
GLProcessor (Role)
Indexer (Role)
Management (Role)
| Sales (Role) W
Save Cancel

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

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

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

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

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

Work Item Type
vp types of work items: Routed e , Notification 'G:' and Workflow Task =! .

The locked column is designated with the I icon and will show the same icon on

Locked
any document that is currently being processed by a user in the system.
. Denotes whether a work item is owned by an individual user or is shared with
Assigned To . . . . .
other users in the same roles (previously displayed in the Action column).
. Displays the Notification Rule name or the Workflow Name that was configured in
Action . . L .
IQadministrator. For routed work item types, this will always be listed as Routed.
Quick Approve

Quick Approve allows users to quickly approve one or more work items without having to first open each work
item in the Work Queue. Users must have the Update Document permission in order to use the Quick Approve
Work Item feature.

Quick Approve can be used in the following scenarios:

e Basic AP Workflow if the user is a member of the Final approval role
e  Work items added via Route or Notification Rules

e Astandard Request Approval Activity

e Certain Workflow Custom Activities

Quick Approve is available in the Document ribbon or by right-clicking on a document or group of documents in
the Work Queue and selecting “Quick Approve Work ltem”.

Harne Daocument

Open  Reassign | Quick
Approve

Wark Ttem
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In the example below, the user’s Work Queue has six AP Workflow items and three Routed items. The user

selects all of the AP Workflow items they wish to apporve.

Work Queue & X

x = &) Ej [ Action 4 | Assigned To Work Item Age CreateDateTime PageCount | DocumentType
& AP Workflow FinanceManager (Role) 00:03:46 10/17/2019 10:43:29 AM 1 Invoice
& AP Workflow FinanceManager {Role) 00:03:16 10/17/2019 10:52:13 AM 1 Inveice
& AP Workflow FinanceManager (Role) 00:02:45 10/17/2019 10:53:42 AM 1 Invoice
& AP Workflow FinanceManager {Role) 00:02:30 10/17/2019 10:54:23 AM 1 Inveice
& AP Workflow FinanceManager (Role) 00:01:53 10/17/2019 10:55:21 AM 1 Invoice
& AP Workflow FinanceManager {Role) 00:01:44 10/17/2019 10:56:31 AM 1 Invoice
& iz Routed jsmith {User) 00:18:46 | 10/17/2019 10:45:13 AM 1 Purchase Order
& faz Routed jsmith {User) 00:18:07  10/17/2019 10:46:15 AM 1| Purchase Crder
& iz Routed jsmith {User) 00:16:55 | 10/17/2019 10:45:51 AM 1 Purchase Order

The user can now click Quick Approve or right-click on the group of work items and select Quick Approve
Workflow Item

Action a | Assigned To Work Item Age CreateDateTime PageCount | DocumentType Invoice Amount | Invoice C
AP Workflow FinanceManaaer (Role) 00:03:46 10/17/2019 10:49:29 AM A Tememios =iomnas ol innas
AP Workflow FinanceManager (Role) 00:03:16 10/17/2019 10:52:13 AM X Open Work ltem Ctrb+Shift+ W

AP Workflow FinanceManaaer (Role) 00:02:45 10/17/2019 10:53:42 AM E Reassign Work ltem

AP Workflow FinanceManager (Role) 00:02:30 10172019 10:54:23 AM E!_, Quick Approve Waork ltem %

AP Workflow FinanceManaaer (Role) 00:01:59 10/17/2019 10:55:21 AM . _

AP Workflow FinanceManager (Rale) 00:01:44 10/17/2019 10:56:31 AM View Ctrl+

D rtad iarmith 11 lzer 1848 | 1001702010 104610 &M 2 Edit Ctrl+5Shift+E

A Quick Approve dialog will be displayed asking the user to confirm they wish to perform Quick Approve on the
work items and includes the number of work items that will be approved.

Quick Approve

[ x|

L Do you want to quick approve B iterns?

Yes

If the user clicks “Yes”, a status bar will show the progress of the quick approve process.
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If the user clicks “No”, none of the work items will be approved and they will remain in the user’s Work Queue.

Quick Approving Work Items...

Once the process is completed, the work items will be removed from the user’s Work Queue.
A History entry will be added for each work item that was Quick Approved and it will include the Event Date and

User Name. See example below.

Action Event Date w | User Mame

 Work Item Quick Approved 10/17/2019 11:08:53 AM jsmith
ismith {User) has quick approved a wark item.

Reassign Work Items

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

@ m G ImageQuest
Home Document Grid
F @ /‘ E‘_'_ Annotate -3 Export to Folder @ Find Similar \r ¥ Delete m = F 62;
b y 5 e e + g & ko et
o larid Edit
d

E Add Revision @ Email Document K7} Undelete
Open  Reassign View Edit - Save Local = ) Ad tn . Preview History —Motes Wgrkﬂnw Active
&3 Route Copy k= Batch Print &’ Show Assodated | watch List 2y Duplicate Pane History ~ Work Items
Work Ttem Commands Panels
X = &) Eﬁ [=+] Action | Assigned To Work Item Age | CreateDateTime PageCount |DocumentType |DocumentGroup  |InveiceNumber | Vendor
<§> .7 .5‘3 Routed  Sales (Role) 4 days 20:33:40 5/16/2014 1:31:55FPM 2 Invoice Orlando
<§> .7 .5‘3 Routed  Sales (Role) 4 days 20:30:56 5/16/2014 1:34:50 PM 4 Invoice Orlando
mE .5‘3 Routed  Demo Userfdemo (User)  1day 00:40:07 5/20/2014 9:25:03 AM Invoice Orlando 7398 sample inve
= m .'?‘,3; Routad  Name Leae idamn £ iear 27:57:28 5/20(2014 10:51:38 AM Invoice Orlando 3345 ABC, Inc.

E‘, Open Work ltem  Ctrl+Shift+W

||_.E Reassign Work [tem |

View Ctrl+|
# Edit Ctrl+Shift+E
=+ Annotate

[ Add Revision
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Record Locking

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

period expires. Locked documents are denoted by the icon.
= m G ImageQuest M - = n
Home Document Grid ~
I * 5 Annotate [ Export to Fold 3 Find simil M Delet= [
- = = Anno xpor alder ind Similar \ el Iy |; -
= E B/ 3 NE R %
# E Add Revision @ Email Document e Grid Edit ) Undelete
Open  Reassign View Edit Save Local = . i Add to . Preview History Motes  Workflow Active
5 route Copy M Batch Print ¢ show Associsted | watch List 52 Duplicate  pane History  Wark Items
‘Wark Item Commands Panels
Work Queue &= X -
»* ‘ T |¢§’ ||§|‘j ‘ﬂb £ [Acton |AssignedTo |WorkItem Age |CreateDateTime PageCount |DocumentType  |DocumentGroup | InvoiceNumber |Vendnr |Dahe of Tnvoice |Amnunt |Paid ‘
6’ ] g Routed  Sales (Role) 2 days 22:50:32 5/16/2014 1:31:55PM 2 Invoice Orlando
6’ [ @. Routed  Sales (Role) 2days 22:47:47 5/16/2014 1:34:50 PM 4 Invoice Orlando
History #ox
B [& T Show Details
Action |Event Date w |User Name [l
Work Item Reassigned 5/19/2014 12:22:00 PM Administrator
Save 5/16/2014 1:32:19 PM System hd
% History rtlg ‘Workflow History ‘-ﬁ Active Work Items F: MNotes

iforma.local

Cabinet: Im
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Find Similar Documents

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

)@ m G ImageQuest M - Dn
Home Document Grid ~
. * [ Annotate [ Export to Folder \V X Delete N = = (e
+ i =L =
7/ + B EE R
d

@ Add Revision @ Email Document :Q: Grid Edit &7 Undelete
View Bdit Savelocal Add to - Preview History MNotes Workflow Active
&3 Route Copy ¥ Batch Print <§’ Show Assodated  Watch List E Duplicate Pane History  Waork Ttems
Commands Panels
Work Queue -

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

~
[ x
b4 = é’ ﬁj CreateDate. .. | PageCount DocumentT... |Documentd = |MfpDisplay... |MfpHostName | MfpInputUser |MfpSerial Paid Venc
Select the attributes you would lke to search for,
[#®] |5/15/2014... 74 MFP Scan - b [
& 5/5/2014 3 MFP Scan il | CreateDateTime = 5/15/2014 10:15:16 AM ]
D Gl = NULL
[E 5152014 ... 3 MFP Scan oementirosp 0
/1513014 3 s DocumentType = MFP Scan =
= 5/15[2014.. can MfpAdaress = NULL
<§) [ |5/15/2014... 2 MFP Scan MfpDisplayName = NULL [ ]
& | [@ 55014 1 MFP Scan MfpHostMName = NULL []
[#8] |5/15/2014... 41 MFP Scan MfpInputiser = NULL L]
[#8] 5/15/2014... 1 MFP Scan MfpSerial = NULL [ |
& | [@ 5/15/2014... 1 MFP 5can | PageCount = 1 []
& | T sismois... 3 MFP Scan ]
B & | @ 55 1 Invoice Orlando /] Open search resuits in a new tab. vl sac
= <§> [#8] |5/15/2014... 1 Invoice Orlando Search Cancel W Test
5/15/2014 .., 3 Invoice Orlando W Big €
v
< >
History X
% @ & Show Details
Action Event Date w |User Name ~
FileView 5/15/2014 10:15:30 AM System
Revision 5/15/2014 10:15:18 AM System ha
CRtistory | [ Workflow History | G Active Work Ttems [ Notes

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

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

The New Search Tab is beneficial to the user if they are managing two or more searches concurrently. A user

may open a New Search Tab by clicking the “New Search Tab” in the “Home” ribbon tab as highlighted below.

a & G ImageQuest H - o n
Home Document Grid ~
m E‘ﬂ Advanced Search pr=— gar=— A ™ @
E Saved Search 2= =it — A
Quick Indexing Work Queue Watch  Work Queue Scan to Import  Refresh Default
Search Queue List Search ImageQuest Panel Layout
Search Workflow New Document View
Work Queue -
(CreateDateTime >= '5/13/2014 12:00:00 AM' AND CreateDateTime <= '5/19/2014 11:59:59 PM")
~
b4 = (f’ ﬁj CreateDate... | PageCount DocumentT... |DocumentG... | Amount Date of Inv... |InvoiceMum... [MfpAddress | MfpDisplay... |MfpHostMame |MfpInputiser |MfpSerial Paid Venc
& | [@ S5/4014.. 4 MFP Scan ]
& lm 5j4j2014... 3 MFP Scan m
(& 5/14/2014... 1 MFP Scan ]
(# 5/15/2014... 74 MFP Scan L]
(# 5/15/2014... 3 MFP Scan L]
& 5/15/2014... 3 MFP Scan ]
(#= 5/15/2014... 3 MFP Scan L]
& | @ 5/15/2014... 2 MFP Scan u
& | [@ snspnie.. 1 MFP Scan [l
(#m 5/15/2014... 41 MFP Scan L]
(& s5/15/2014... 1 MFP Scan L]
el &l 5i15on14 1MER Sean -

Once the New Search Tab is selected, a “Search” window appears to initiate a new search via “Quick” search,

“Advanced” search or “Saved” search as illustrated below; in this figure, for example, the new search is initiated

via the “Advanced” search for an Invoice with the vendor name “Big Corp.”. Click “Search” to perform the

search.

%

Full-Text Search:

Search

Document types to indude: Invoice

Enter values for any atiributes Check

DocumentGroup iv| Invoice

MFP Scan

Big Corp
Vendor Id

Date of Invoice

Amount

Select All Clear

InvoiceNumber

v

P R ¥ P, Sy

Clear

A x
=1
v
Ok
=1
v
Cancel
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The new search results are displayed in a new search tab as illustrated here. The user may switch between the
tabs to view the different search results. Currently, an unlimited number of search tabs may be open. To close
a search tab, click the * button as highlighted below.

& & G ImageQuest
Home Document Grid
/‘ [ annotate I3 Export to Folder | [ Find Similar \" X Delete N = F\ [ o)
» ™ Add Revision @ EmailDocument | 53 Grid Edit + &) Undelete \' _ = @ ‘&
View Edit A Save Local = Add to - Preview History MNotes ‘Workflow Active
5 Rout= Copy MM Batch Print 6 show Associated  \atch List  E[Z Duplicate  pane History  Work [tems
Commands Panels
DocumentType IN ('Invoice”) AND (Vendor = 'Big Corp’)
b 4 s 6) ﬁj CreateDate... | PageCount DocumentT... |Document... |InvoiceMum... |Vendor Date of Inv.... | Amount Paid
E = <§> & 5/15/201%... 1 Invaice Orlando 1234 Big Corp 10/15/2012 £25.00 v
<§’ @ 5/15/2014 ... 3| Invoice Orlando 7587 | Big Corp 10/15/2012 §835.00 v

Save Local Copy

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

HI G ImageQuest

Home Document Grid
/‘ ’.;;|+ Annotate E [ Export to Folder | [E3 Find Similar \r ¥ Delete m
# + B

E_“‘ Add Revision @ Email Document § Grid Edit ) Undelete
View Bdit Savelocal| Add to _ Preview History Motes Wol
&3 Route Copy k= Batch Print <§> Show Associated  watch List [ Duplicate Pane His

(CreateDateTime >='5/13/2014 12:00:00 AM’ AND CreateDateTime <= '5/19/2014 11:59:59 PM")

Commands Panels

b 4 = (f) @ CreateDate... |PageCount  |DocumentT... |DocumentG... |Amount Date of Inv... |InvoiceMum... |MfpAddress | MfpDispla
] ] .
&8 S View Crl+
& @ 5142014, | _
[ 5A4/2014... S Edit Ctrl+Shift+E
(& | 5/15/2014... =+ Annotate
=] 5/15/2014... I Add Revision
& | 5/15/2014...
& s :\3) Route
[#® |5/15/2014...
& @ 55014 ||E Save Local Copy  Ctrl+Shift+L
&) [&] 5/15/2014.. F>  Exportto Folder
&
[ 5152014, @ Email Document Ctrl+M
& 5{15/2014 ..,
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Email Document

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

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

el ﬁl G ImageQuest B - o “
Home Document Grid ~
@ g:.:. /‘ 5 Annotate E [ Export to Fuld{ [B Find Similar \y ¥ Delete 6\ E F\ [
- re - — = -
- » [ Add Revision (@ email Document | 3 Grid Edit + ) Undeletz © 2t
Open  Reassign View Edit Save Local = - X Add to Preview History Motes Workflow Active
&5 route Copy M Batch Print (& show Assodiated  watch List Duplicate  pane History  Work Items
Work Item Commands Panels
x ‘% ‘<§’ |Eﬁ |Q | ‘Achun |AssignEdTu Work Item Age | CreateDateTime PageCount |DocumentType |DocumentGroup | InvoiceMumber ‘VEHdUI’ |Date of Invoice |Amuunt ‘Pa\d |
& = paz) Roufed  Sales (RoleY 2 davs 23:16:09 5/A/2014 1:31:55PM 2 Invoice Crlando
& = S rou B OpenWork bem Ctrl+Shift+W |4 1:34:50 pm 4 Invoice Orlando
E3  Reassign Work ltem
View Ctrl+|
S Edit Ctrl+Shift+E
l;;‘.', Annotate
3 Add Revision
53 Route
B Savelocal Copy Ctrl+Shift+L
[3  Exportto Folder
@ Email Document Ctrl+M
@ Batch Print
. Elﬁ Find Similar
History - 1 X
Ee | Grid Edit Ctrl+E
= [
5[5 o Show Detals & Show Associated Cirl+0
Action . w |User Name (]
% Add to Watch List Ctrl+T 5
‘Work Item Reassigned Administrator
Save XK Delete Ctrl+Alt+D System v
%Hlsmry F@V‘n’nrkﬂnw History “_{;A:u ¥ Undelete
Duplicate Ctrl+D
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The default email client will open a new window with the selected document(s) attached. The screenshot below

shows an Outlook Express message with “Invoice (Revision 1).pdf” as the attachment. The user can now

complete and send the message with the IQ document attached.

= H 5

FILE IMESSAGE INSERT

Paste
Clipboard ]
To..
Cc..

Subject

Attached

OPTIONS FORMAT TEXT

Basic Text

l‘:_!-Jlrwoice 3345 [Revision 2).pdf (18 KBI

REVIEW

sl o%

[

! V@

Address Check
Eook Mames

[

&

Names

AN

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

Untitled - Message (HTML)

) b= [
-4
Attach Attach Signature

File Item~ -
Include

|* Fallow Up ~

! High Importance

Y Low Importance

Tags

i Zoom
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Batch Print

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

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

a & % ImageQuest B - o ES
Home Document Grid ~
F @ / E) annotate = Export to Folder  [F3 Find Similar \ o X Delete & m = F ‘;Ey
w’“ : L4 E Add Revision @ Email Document ?pj Grid Edit + ¥ Undelete \ - w-® “'
Open  Reassign Wiew Edit - Save Local = . Add to § . Preview History Motes Workflow Active
a3 Route Copy (9 Show Associsted | WwatchList ) Duplicate  pane History  Work Items
Work Ttem Commands \ Panels
x = &’ E“j (==} Action |Assigned To | Work Item Age  |CreateDateTime PageCount  |DocumentType  |DocumentGroup | InvoiceMumber |Vendor |Date of Invoice  |Amount  |Paid
& m o Routed  Sales (Role) 2 days 23:20:57 5/15/2014 1:31:55PM 2 Invoice Orlando v :
&S |m D rof [§ OpenWork ltem  Cte+Shift+W 14 1:3%50PM 4| Invoice Orlando v
E Reassign Work ltem
View Ctrl+1
# Edit Ctrl+ Shift+E
T4 Annotate
3 Add Revision
:\?) Route
H  Savelocal Copy Ctrl+Shift+L
[ Exportto Folder
| (@  Email Document Ctrl+M
|L@ Batch Print
History (8 Find Similar a x
!g' & Show Details &’ Show Associated Ctrl+0
Acten % Addto Watch List Ctrl+T  |User Yame .
Worl Item Reassigned + Administrator
Save M Delete Ctrl+Alt+D System At
% History r('g Warkflow History ‘ii Actil g7y Undelete

EE  Duplicate Ctrl+D

Cabinet: ImageQuest User: demo  Server: examy] Results: 2 of 2

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

The purpose of the Watch List is to bookmark a document for future reference instead of having to search for it

again. To watch a document, highlight the document and select “Add to Watch List” by right-clicking and

selecting it from the drop-down menu or click on “Add to Watch List” button from the “Document” ribbon tab.

&l & G ImageQuest | - o n
Home Document Grid ~
F = / (= Annotate [ Export to Folder | [F3 Find Similar \r ¥ Delete m ”E_ F [
”¢ # @ Add Revision @ Email Document ?Q Grid Edit + i) Undelets \ o W-G &t
Open  Reassign View Edit - Save Local = X Add to i} X Preview History MNotes Workflow Active
&5 Route Copy M Batch Print ¢& Show Associated | watch List| Ff2 Dupicate  pane History  Work Items
Work Item Commands Panels
X B @ O % Action | Assigned To | Work Item Age | CreateDateTime PageCount |DocumentType |DocumentGroup |InvoiceMumber |Vendor |Date ofInvoice |Amount | Paid
: & gl Routed Sales (Role) 2 days 23:29:32 S/16{2014 1:31:55PM 2 Tnoice Orlando v
S = B Routed | Sales (Role) 2days 23:26:4 B | Open Work bemn  Ctrl+Shift+ W Orlando "
5  Reassign Work ltem
View Ctrl+1
& Edit Crl+Shift+E
Zi Annotate
[ Add Revision
."E) Route
B ssvelocal Copy  CtrleShiftel
F>  Exportto Folder
@ Email Document Ctrl+M
L?H Batch Print
@ Find Similar
History X
Grid Edit Ctrl+E
& [ .
&[5 FmShow Desais ¢&?  Show Associated Ctrl+Q
Action Event Date T w |User Name L]
. | 1% Addto Watch List CtrlsT —
Work Item Reassigned 5/19/2014 12: 3 Administrator
save 5/16/2014 1:32| K Delete Cirl+Alt+D System v
\PyHistory | [D Workflow History | T Active Work Ttems | [ Notes ) Undelete
E®  Duplicate Ctrl+D

Cabinet: ImageQuest

cample-server.informa.local
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The “Watch List” may be accessed from the “Home” ribbon tab by clicking on the “Watch List” button. The
Watch List opens in its own tab as shown below and is specific to each user.

i 'S

ImageQuest B - = n
Home Document Grid ~
/‘ & Annotate E [ Export to Folder ~ [F8 Find Similar \V 2K Delete fr‘\ — F [
# Y add Revision @ Email Document | B Grid Edit - ) Undelete "" o =) ;‘t
View Edit - Save Local = Remove from | Preview History Notes  Warkflow Active
&3 Route Copy ¥ Batch Print <§> Show Assodate Watch List E Duplicate Pane History ~ Wark Items
Commands Panels
Search @ Work Queue WatchList #® X -
x = J’ ﬁj CreateDateTime PageCount |DocumentType |DocumentGroup | Amount |Date of Invoice  |ImvoiceMumber |MfpAddress  |MfpDisplayMame |MfpHostName |MfplnputUser | MfpSerial
& 5/14/2014 10:38:36 AM 1 MFP Scan
& 5/15/2014 10:15:11 AM 3 MFP Scan
& @ 5/15/2014 10:15:15 AM 1 MFP Scan
& @ 5/16/2014 1:31:55PM 2 Invoice Orlanda

To stop watching a document, click on “Remove from Watch List” from the “Document” ribbon tab or from the
right-click menu.

Export to Folder

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

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

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

export the selected documents to a folder or right click and selected “Export to Folder” from the drop-down box
as demonstrated on the next page.
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The “Browse for Folder” window appears allowing the user to either select an existing location, or to create a

ImageQuest H - o n
Document Grid ~
El Annotate [ Export to Folder | [E3 Find Similar \'P H Delete [0 F‘ [
[ addRevison | N (@) Fmal Documerly, 5 Grid Edit = ) Undelete A - 3t
Save Local = Remove from Preview History Notes Workflow Active
."% Route Copy K= Batch Print Show Associated  wWatch List E Duplicate Pane History ~ Waork Items
Commands Panels
Search @ | Work Queue -
x | = |¢§) ‘@ |CreabeDate‘ﬁme PageCount |DocumentType  |DocumentGroup |Amour|t |Dabe of Invaice |Invo\oeNumber MfpAddress  |MfpDisplayMame  |MfpHostName | MfplnputUser | MfpSerial
5/14/2014 10:38:35 AM 1 MFP Scan
5/15/2014 10:15: 11 AM 3 MFP Scan
&’ 5/15/2014 10:15:15 AM 1 MFP Scan Wiew Ctrl+!
& 5/16/2014 1:31:55 PM 2| Invoice Crlando 7 Edt CorleShifte £
1 Annotate
9 Add Revision
& Route
H Savelocal Copy Ctrl+Shift«L
‘T-) Export to Folder
@ Email Document Ctrl+M
= Batch Print
8 Find Similar
< >
B¢ Grid Edit Cirl+E
Histol LI
Y & Show Associated Crl+0
= [ .
5[5 T show Details [P Remove from Watch List ~ CtrlU
Acten [Event Date % | Delete Ctrl+ Alt+D .
Fileview 5/15/2014 10:27:58 AM Undelet
Revision 5/15/2014 10:15:11 AM ) | Undelete hd
% History r‘('g Workflow History ‘:ﬁ. Active Work Items F= Notes E Duplicate Ctrl+D

new folder. In the screenshot below, selected documents will be exported to “C:\AllFiles\MyExportedFiles”

folder. Click “OK”

Select a location below to store the data and images for the
retrieved documents,

Pyl Computer
4 &, Local Disk (C:)
= allfiles
-y AMD
.. PerfLogs
.. Program Files
Program Files (x36)
Users
Virtual Machines
Windows

"

>

)
4"
13

| Make New Folder | |
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The selected documents have now been exported to the “C:\AllFiles\MyExportedFiles” folder as noted below.
Click “Yes” to view the exported information.

)

Export to Folder

Export to ChUsers\5Qureshi'\Desktop has completed,

Would you like to view the exported information now?

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

ImageQuest

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

Attribute: Value:

|CreateDateTime |

Searchl Clearl

X B <§> éﬁ CreateDateTime | PageCount | DocumentType | DocumentGroup | Amount | Date of Invoice | InvoiceNumber | M}
& 05-15-14 1 MFP Scan
& 05-15-14 1 Invaice Orlando 25 10-15-12 1234

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

To create a duplicate copy of a record, highlight the record and select Duplicate from the right-click menu or

from the “Document” ribbon tab as illustrated below.

ImageQuest m - o El
Document Grid ~
(F Annotate [ Export to Folder | [F3 Find Similar P X Delete F‘ 23
Y Add Revision (@ Email Document B Grid Edit F o e LC] 2t
Save Local =, Add to Preview History Notes Workflow Active
&5 Route Copy M3 BatchPrint & show Assodiated | watch List ryE History  Work Items
Commands Panels
rch @ X -
(CreateDateTime >= '5/13/2014 12:00:00 AM’ AND CreateDateTime <= 5/19/2014 11:58:59 PM")
~
* |=E |(§’ ‘@ ‘CreaheDatem PageCount | DocumentT... |DocumentG... | Amount ‘Dahe of Inv... | Invoicehium. .. | MfpAddress | MfpDisplay... | MfpHostName | MfpInputUser |MfpSeril |Pa\d ‘VEn(
|| 5/15/2014 ... 3 MFP Scan View Cirlel |m
&  [@ shs/014.. 2 MFP Scan . ) [m|
& (@ snses <[MFP Scan S/ Edi Ctrl+ Shift+E w
[®| s5f15/2014 ... 41 MFP Scan B Annotate m
[E s/5/2014. 1 MFP Sean Y Add Revision w
& @ 552014 1 MFP Scan [m
& Route
& | osiasz014.. 3 MFP Scan [m
E | & @ snspoa.. 1| Invoice Orlando EH Savelocal Copy  Ctrl+Shift+L Big C
E & [@m snsoe.. 1 Invoice ©rlando F2 Export to Folder Test.
& o snsp014.. 3| Invoice Orlando @ el Document Cortem Big €
& @ s/is/2014... 2| Invoice Orlanda
& . {81 Batch Print
[ sis0i4 4 Invoice
&  [@ shs/014.. 4| Invoice Orlanda BB Find Similar v
< E# Grid Edit Ctrl+E z
History & show Associated Ctrl+Q 3 x
[
B [B T Show Details % Add to Watch List Ctrl=T
Action [eventDate X Delete CtrlAlt+D + [user Name ~
FileView 5/15/2014 10:27:4 €  Undelete System
Revision 5/15/2014 10:15: 1 Duplicate CuleD System L)
\RyHistory | [ Workflow History €31 Active Work Items | [E5 Notes

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

and attributes may be edited before clicking “Save”.

Document Type: ‘Involce | v |
DocumentGroup ~
‘Orlanda | v |': |

InvoiceNumber

7587 [2]
Vendor
‘B\g Corp |': |

Date of Invoice

[10/15/2012 [v[¢]
Amount
[¢835.00 [2]

MNotes Route

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

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

a &S ImageQuest m - o ES
Home Document Grid ~
5 * Ela i Ider | [3 Find Simik ! -
_ == 4 Annotate = Export to Folder R Find Similar \ X Delete ™ ) = gy @4
ER=NE I A £ fod " B R %
L1 Add Revision @ Email Document 5 G &7 Undelete
Open Reassign  View Edit - Save Local = Add to _ Preview History Motes Workflow Active
&3 Route Copy = Batch Print 6’ Show Associated || watch List E Duplicate Pane History  Work Ttems
Work Item Commands Panels
x = (9 Eﬁ (=) Action | Assigned To |Work Item Age | CreateDateTime PageCount |DocumentType |DocumentGroup | InvoiceNumber  |Vendor | Date of Invoice  |Amount | Paid
¢9 £ é‘,ﬂn Routed  Sale — " T 2 Invoice Orlando v
=5 =
g = B Routed | salg v OpenWerkltem - CtrleShift-We o 4 Inveice orlando v
@ Reassign Work ltem
View Ctrl+
A Edit Ctrl+Shift+E
l,;‘_'_ Annotate
Y Add Revision
:\2) Route
E Save Local Copy Ctrl+Shift+L
> Exportto Folder
@ Email Document Ctrl+M
Igl Batch Print
@ Find Similar
History ChrlsE *ox
= T Show Details [ show Associated 0 |
Action [%  Addto Watch List CrrlT v | User Name .
Waork Ttem Reassigned % Delete Clrle Alt<D Administrator
Save System ha
Ty rstory | [ Workflow History | i, Active Wark 1y & Undelete
E Duplicate Ctrl+D

Cabinet: ImageQuest User: demo  Server: example-server.i JoCal Results: 20f 2

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

Search Wark Queue

X = J’ ﬁj <] Action |Assigned To  |Work Item Age | CreateDateTime PageCount  |DocumentType  DocumentGroup  [Amount  |Datec
gﬁ’ || 3’: Routed  Sales (Role) 2 days 23:59:19 5/16/2014 1:31:55PM 2 Invoice Orlando
(9 £ 5/15/2014 10:15:15 AM 2 MFP Scan

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

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

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

document to IQdesktop.

To import a file, click the

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

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

[

SR ]

m [@ Advanced Search

a Saved Search
Quick

Search m New Search Tab
Search

ITmageQuest
= = = "2
=4 B R oa S
Indexing Work Queue Watch Work Queus Scan to Import | Refresh
Queue List Search ImageQuest ¥
Workflow New Document View
x
1+ & » Libraries » Documents » v ¢ | Search Documents ¥
Organize ~ New folder == [ @
-
¢ Favorites & Name Date modified Type Size
B Desktop 1\ Add-in Express 5/14/2014 %01 AM  File folder
8 Downloads . Shared Virtual Machines 2/25/2013 2:00 PM File folder
“Zl Recent places 1 Snagit 5/14/2014 9:06 AM File folder
MFP Scan 5/19/201412:46 PM  TIF File 39KB
4 Libraries
@ Documents
o Music -
File name: | v |anfites ¢ vl

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

[

a &S

!
ml [ Advanced Search

[ saved Search

ImageQuest

E B

8 User Folders (1)
2 Public Folders (K-

€ Network

v o<
Titem selected 382 KB

Gitems

Quick Indexing WorkQueue Watch WorkQueue  Scanto  Import Refresh
Search [gg MewSearchTab | Queue List Search ImageQuest
Search Workflow New Document View
Picture Tools
Home  Share  View Manage v e
® = 1 L <« SQureshi » Documentation » 10120 » Demo Docs v| ¢ | Search Demo Docs £
&) Music A Name ’ Date modified Type Size
Picty
EI V‘d = & TpageDoc 4/24/2014225PM  TIFFile 65KB
1deos & TpageDocZpager 4/24/20142:41PM  TIFFile T8KE
INVOICE sample 1 4/24/2014 2:40 PM Microsoft Word D. 32KB
% Computer 5
. [ nvoice 31172014 1043 AM_ TIF File 39K
i Local Disk (C) i
AMD InvoiceBGGraphics 3/11/2014 10:58 AM  TIF File 37KB
- ] InvoiceGBGraphics /2014 444PM  TFFile 10KB
|\ Perflogs
1\ Program Files
1\ Program Files (
) Users
)\ Virtual Maching
1 Windows &

Drop file here to
import into ImageQuest
(one file at a time)

v

==
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Once a file has been selected, the user can index the document as shown below. A User or Role may be selected

for routing purposes and a message can optionally be filled out. Click “OK” to import the document to

IQdesktop.
= Import to ImageQuest = B
&1 MFP Scan. tif Page: 1 of4 « > Zoom: Entire Page - Rotate30°
Select Document Type:
|Irwoioe | v | . ~
mformo
] i
ocumentiGroup INVOICE software
|Drlando | Y] |‘3 |
FEMIT TO: INVOICE NUBMBER: 26843
InvoiceMumber Infarma Saftwane INVOICE DATE: §113/2007
173 Bakar Straat
|26543 |*3 | Crlanda, FL 32810
BILLTO: SHIP TO:
Vendor GBGraphics 6B Graphics
. P.0 Bow 102332 345 0k Parkery
|B'9 Corp |t‘ | Morman, O 75432 Stillwater, OK. 75622
Date OF IHVOiCE Item & Dsser ipticn Chaantity Linit Price Total
|5/12/2007 [v]+]
76802 Copy Paper —WHT, (TR 10 ¥5.50 255,00
76502 Copy Paper —WHT, LEGAL 10 28.00 28000
Amount PEMIO0 Pen - HLK 200 [ 150,00
FENIOZ Pen - BLU 00 a7 1500
$832.50 [o]
Faid
AMOUNT DUE [ES R
Route
Route To:
[v]e]
Message:
v Perform text extraction or OCR. for keyword searching. OK I | Cancel

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

ChUsers\ SQureshihDocumentsy MFP Scan.tif

has been imported successfully,
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Managing Document Types

Document Types and Attributes may be added and edited from IQdesktop if the user has Allow permissions to

“Manage Document Types.” This feature allows administrators to give certain users access while still restricting

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

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

Refresh

Update DocumentTypes and
Attributes

Manage Document Types

Add, edit or delete Document Types
and Attributes

About

About ImageQuest

Exit
Close ImageQuest

k Queue  Watch
List

Workflow

H e R a

ImageQuest

e
A

Work Queue Scan to Import  Refresh

Search ImageQuest

MNew Document

Wiew

The screenshot below highlights the Manage Document Types tab which is the same screen that appears in

IQadministrator. For more information on Manage Document Types, see the ImageQuest Administrator’s

Guide.

a & S
i

Quick

search [gg MNew Search

Search

Manage Document Typ&s

ﬁ" Advanced Search
E‘ Saved Search

=E B

Indexing Work Queue Watch
ab Queues List

Workflow

e S =3
iy —]
Work Queue Scan to Import

Search ImageQuest

Mew Document

ImageQuest

",
A
Refresh

View

Document Types Attributes
Add... Edit....
Check
Invoice
MFP Scan

® By default, allow all users permission to this document type

By default, do not give permission to this document type.

Assign attribute to Check

Mame Data Type
Amount Mumeric
TransactionDate Date & Time
. | TransactionID Integer
* | paidey Text
PaymentID Integer
ChedkMumber Integer

— Assign

Add Mew Attribute...

Required |Default | Minimum |Maximum | Indude in Filename | Input Mask

Mo

Mo Currency
fes Date Only
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Additional ImageQuest Client Applications

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

e Microsoft Windows Explorer Connector
e Microsoft Office Connector
e |Qprinter

Microsoft Windows Explorer Connector

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

Preview

Set as desktop background

Edit

Print

Send To ImageCuest... [E‘

Preview

Rotate right
Rotate left

o Edit with Notepad++

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

&l MFP Scan.tif

Select Document Type

|Invoice |v|
DocumentGroup -~
|Orlando | v |'3 |

InvoiceNumber

7894 [o]
Vendor
|Big Corp. |‘3|

Date of Invoice

|s/18/2014 [v]s]
Amount
[sas0j00 la] v
Routing
Route To:
| [v]+]
Message:

w*| Perform OCR or text extraction for keyword searching.

| oK || Cancel |

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

successfully saved to ImageQuest. Click “OK”.

o 1 file successfully saved to ImageCuest.

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

Connector.
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Microsoft Office Connector

ImageQuest provides an add-in for several Microsoft Office programs which allows for sending and in some

cases opening documents from ImageQuest. The following Microsoft applications are supported:

e Microsoft Word 2007 — 2016, 365

e Microsoft Excel 2007 — 2016, 365

e  Microsoft Outlook 2007 - 2016, 365

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

more information.

The Microsoft Office Connector installs a new tab called “I1Q” in Microsoft Word and Microsoft Excel. Under the
ImageQuest tab are two commands, one for saving files to 1Q and one for opening files from 1Q.

For example, create a Microsoft Word document that you wish to save in I1Q as displayed below. Click the 1Q tab

to see the available commands in the ribbon and click “Save to ImageQuest”.

E

Open

L

H

Save

ImageQuest

HOME INSERT DESIGN

[=]
&
Change
Cabinet

Options

1.3

PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW 1Q

INVOICE sample 1.docx - Word

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

BILL TO:

GB Graphics

P.O. Box 102332
Morman, OK 75432

. ~
mformcj

INVOICE software
INVOICE NUMBER: 26543
INVOICE DATE: 5/12/2007
SHIP TO:
GB Graphics

345 Oak Parkway
Stillwater, OK 75622
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The “Save Changes” window appears allowing the user to “Add a Revision” or “Create a New Document” as
demonstrated below. Since this is a new document, adding a revision to an existing document is not possible so
the option is disabled. Select the Document Type and assign attributes; click “OK” when finished. The file is now
saved to 1Q and is searchable from IQdesktop using the index information.

5 Save Changes [ CIg

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

Invoice W
Save your changes as a new revision DocumentGroup
to the existing document. Orlando =
I iceNumb
@ Create a New Document mBIceTiumBEr
1234 ]
Save the current file as a new
document. vendar
ABC, Inc, =}
Route To:
s Date of Invoice
5/19/2014 v H
Message:
Amount
£332.50| ]
i | Paid
oK Cancel

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

allowing you to search for documents as well as access your Watch List and Work Queue. See the following
page for an example.
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h 5 =

Search Watch List Work Queue

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

“Search” button. See below.

Open from ImageQuest O X
y fi
Watch List Work Queue
m' Search A =
Full-Text Search:
| [5]
Quick | Advanced | Saved
Document types to indude: |Al| | W |
Enter values for any attributes you wish to search for:
Amount ~
| o] © | o]
CheckMNumber
| 8] o | 9]
CreateDateTime
I - MGk ® | ek
Date of Invoice
, | [¥[@[s] = | @]
Description
| [8] o | 5]
DocumentGroup
| [¥[s] o | [v[o] v
e | o]
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The search results will be displayed in the grid. Double-click on the record or highlight the record or click the
“Open” button to open the document.

h B EH

Search Watch List Work Cueue
(CreateDateTime == '5/2/2014 12:00:00 AM' AND CreateDateTime <= "5/19/2014 11:59:59 PM")

x | = |<f’ ||ﬂj |CreateDate... PageCount |Dor.:|..|mer1tT... |Docun1er1tG... Amount Date of Inv... | InvoiceMum... | MfpAddress (3]
& 5/14/2014 ... 4 MFP 5ca
& 5/14/2014 ... 4 MFF 5ca
5/14/2014 ... 1| MFP Scan
5/15/2014... 74 MFP Scan
5/15/2014... 3 MFP Scan
5/15/2014 ... 3 MFP Scan
5/15/2014 ... 3 MFP Scan
5/15/2014 ... 2 MFP Scan
5/15/2014... 1 MFP Scan
5/15/2014 ... 41| MFP Scan
5/15/2014 ... 1| MFP Scan v

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

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

|Ir|voice | W |

Save your changes as a new revision DocumentGroup
to the existing document. |Or|ar1do | v |‘3 |

InvoiceMumber
|7a98

(") Create a New Document

Sa\-'j the current file as a new

do nt. Vendor

|san1ple invoice

Foute Ta:
| Date of Invoice

|s/20/2014

Message:

Amount
|s545.00

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

shown below.

B & “ ImageQuest B - o n

Home: Document Grid ~
[, Advanced Search E ;j F ‘__«. ™ @
= = - 1 A
ﬂ [l saved search - Y_ i

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

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

x = <§> ﬂj CreateDate... |PageCount | DocumentT... |DocumentG... | InvoiceNum... |Vendor Date of Inv... | Amount Paid
5202014 ... Invoice Orlando 7898 sample invoice 5/20/2014 £545.00 v

-

& B E
Action Event Date w |User Name ~
FileView 5/20/2014 9:41:04 AM demo
Original document viewed.
|REm5inn 5202014 9:30:56 AM dema I
I Document revision 1 added. |
Save 5/20/2014 9:26:11 AM System i
{E History r('g Workflow History ‘ﬁ Active Work Items = Motes

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

Note: Only the most recent document revision can be opened directly from Microsoft Word or Excel.

The Microsoft Office Connector for Microsoft Outlook differs from the Microsoft Word and Excel Connectors in
that it allows the user to save emails and/or attachments into 1Q and there is no option to open from 1Q. Once
again, the IQ ribbon tab is available with two options available when sending to ImageQuest:
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& = -
FILE HOME SEMD / RECEIVE FOLDER VIEW

Entire||Attachments |C|:| nfigu rel

Ernail Only

Send to ImageQuest Options

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

s 9 -

FILE HOME SEMD / RECEIVE FOLDER VIEW (]
Entire Attachments Configete
Email COnl

Send to ImageQuest Options

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

Select Document Type

|Irwoice | W |
DocumentGroup ~
|Drlando | v |‘:| |

InvoiceNumber

5787 B
Vendor
[a8C 1nc B

4/10/2010 [v[s]
Amount
[s56.25 o] v
Routing
Route To:
| [v]s]
Message:

v Perform OCR or text extraction for keyword searching.

|| oK ||| Cancel |

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

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

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

I .Snag

MFP Scan. tif
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The Send to ImageQuest window appears allowing the user to select a document type and fill in the associated
attributes as seen below. Click the “OK” button when finished. A message box will appear saying that the files

were saved successfully to 1Q. These attachments are now searchable from IQdesktop.

=

Select Document Type

|Invoice

DocumentGroup

|Orlando | W |‘3 |
InvoiceNumber
B B
Vendor
[aBc, Tnc. [5]
Date of Invoice
|5f20;2014 [v]5]
Amount
[g525.25 [a] v

Routing

Route To:

[v]o]

Message:

| Perform OCR. or text extraction for keyword searching.

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

Connector.

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

attribute in ImageQuest.

Cabinet: ImageQuest

Document Type:
Redpient:

From:

Subject:

Date:

Check
Invaice
MFP Scan
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IQprinter

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

f X
®© ~ 1 & » Control Panel » Hardwareand Sound » Devices and Printers v & | SearchDevicesand Printers 0
Addadevice  Addaprinter  Seewhat'sprinting  Print server properties  Remove device Sy @

4 Devices (6)

QALPN | =

AMD HDMI ASUS VHBZH Basic Optical Generic PnP TEMP2-PC Wired Keyboard
Output (AMD Mouse Menitor
High Definition

Audio Device)

4 Printers (6)

- = )

CutePDF Writer ~ HP Color LaserJet IQprinter Microsoft XPS Send To Snagit 10
CM6040 MFP h Document Writer OneNote 2013
[Norm] on
infupdate

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

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

Printer

Mame: 1Qprinter |E| | Propi

Status: Snagit 10
Send To OneMote 2013

U Microsoft XP5 Document Writer .
D Prin

Where:

Comment: |CutePDF Writer

. ‘infupdatetHP Color Laserlet CME040 MFP [Norm]
Print style CopTes

Memo Style Page Setup... Number of pages: IE

Number of copies: |1

Define Styles.. [] collate copies

Page range
() AN
(") Pages: |

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

e e
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IQprinter will launch a “Print to ImageQuest” screen as shown below. Select a Document Type, provide index

values and click “OK” to send the document to IQdesktop.

Select Document Type

|Im-'oice

DocumentGroup
|Drlando

InvoiceNumber
3345

Vendaor
|ABC, Inc.

Date of Invoice

Paid

Routing
Route To:

Message:

w#| Perform OCR. or text extraction for keyword searching.

0K | Cancel |

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

ImageQuest” screen.

o 1 file successfully saved to ImageCuest.

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

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

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

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

Add Revision to ImageQuest?

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

Document Type

Invoice v
DocumentGroup

Orlando LR =]
InvoiceMumber

3345 ]
Vendor

ABC, Inc. =

Date of Invoice

1/15/2011 L Ra]
Amount
§766.00 =
| Paid
Routing

Route To:

w5
Message:

Yes MNa

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

© Revision Successful * X
Your changes have been saved to ImageCuest
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