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Introduction to ImageQuest

Welcome to ImageQuest!

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

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

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

Toll Free: (877) 475-7778

Outside US: (407) 215-1291

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

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

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

feature.

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

K%} HP Laser Jet M5035 MFP | Ready Black Copies: ED

(~)

| Make copies from an origina

= document
8 loh Storage

|
send a document to one or mare || 5can and store a job

(v)

fax nurnbers

Cict-20-2010 1249 Prd Network Address

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

User:

abaker

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

® abaker

Administrator
jsrmith

kthommias

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

W A,
LIS '..'--\
e et

abaker:

Administrator

| @ jsmith

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

Ia| More Options

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

R R R

Cancel Job : U2| Start Scan

% Original Sides Content Orientation

Portrait

=51 Resolution Original Size |
. Letter B5"11" A '.l

=1 Color/Black Job Build |
} Black,/white scan oin [\ . f

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

Scanning Job Build Segment...

Press "Cancel Job" to cancel entire job.

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

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

-

Finish | [ Seam

I Cancel Job i

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

IQdesktop is the primary ImageQuest component —installed as a Windows application - used to store and

retrieve documents. IQdesktop provides all of the features necessary for document indexing and retrieval and

also includes advanced features such as document routing, document revisioning, complete document history,

adding and viewing notes, exporting to folder, etc.

In addition to basic searching, full-text search is an included component of IQdesktop. Most common Windows

file types such as .txt, .doc, .pdf, and .xIs documents that are indexed will be available for Full-Text Search.

Launching IQdesktop

Once the user has scanned documents into ImageQuest, the user is ready to launch IQdesktop as shown below.

Go to Start > All Programs > Informa Software > ImageQuest and click IQdesktop.

@ Default Programs
[§t] Desktop Gadget Gallery
@ Internet Explorer
] Windows DVD Maker
E= Windows Fax and Scan
&3 Windows Live ID
# Windows Media Center
@ Windows Media Player
t:, Windows Update
& KPS Viewer
| Accessories
| Games
. Informa Software
. ImageQuest
a-f’ IQadministrator
[ 1Qdesktop
o IQprinter
. Maintenance
 Microsoft Office
. Microsoft Office Live &dd-in

4  Back

| Search programs and files

m

Administrator

Documents

Pictures

Music

Computer

Control Panel
Devices and Printers
Default Programs
Help and Support

Run...

)

el 2

10
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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.

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

:|
8 Work Queve
B Watch Ust

:

Impart fle:

a

& Sean to ImageQuest

Usen ini Cabinet: Server: erick-pc. com

11
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Indexing Queue

The Indexing Queue found in IQdesktop is the end-user’s tool to classify and index documents within a scanned

batch and export the images and their index values to the Cabinet; it also allows users to reassign document
batches to other users or roles.

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

1_“ Search ES |

Keywords: |£|
| <:.
FromMame

Customize Advanced Search

a Indexing =
E Indexing Queue

| =
:|Lists %

¥ Work Queue
[8F Watch List

| 3 oo =

| Import file:

| & 5o »

@ Scan to ImageQuest

Note: The “Add Document” permission is required to allow users to add a document for indexing. See the
ImageQuest Administrator’s Guide 11.0: Manage Users and Roles for information on this feature.

12
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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.

ok | B B & Scan.. | @ Refresh

127 Indexing Queue [x|

I s
|
| ﬁ — .. Document Batches

f
| Select  batch from the list below to begin Document Indexing.

Keywords:
Drag a column header her ip by that column

Creste Date Time Page Count | DocumentType | IndexingResource | Status | MfplInputUser | Mfp Address | MfpHostMame | MfpSerial | Mfp Display Name

 Administrator

Customize Advanced | Sesrch | | | |
| ‘! 11/8/2011 1:34:53 P 5 MFP Scan Administrator L
5= s = e S

1 MFP Scan Administrator v
[57  Indexing Queue

[&  Index Ctrl+]
i Reassign  Cirl+Al+R

K Delete Ctrl+Alt+D

s -

2 work Queue
[B watchList

| T 5|

Import file:

GE

& Scan to ImageQuest

Ready. Total items: 3

User: Administrator | Cabinet: Imagequest  Server: erick-pc.development.com

The Index feature allows users to save documents in ImageQuest and establish their search criteria with their
corresponding attributes to effectively and efficiently locate those documents. To index a batch, highlight the
batch and select Index from the “Batch” menu or right-click the batch and select Index.

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

13
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FEile Edit View Batch Tools Tabs Help

| B B & Scan.. | @ Refresh
i" 5 1 |£7 Indexing Queve (x|
I |
| Document Batches
I search 2|
| | Selecta batch from the list below to begin Document Indexing.
e o EE——
5 | orsa column header here to aroup by that column |
Cuglumn_g Advanced | search | ||| Create Date Time Page Count | DocumentType | IndexingResource  Status | MfpInputUser | Mfp Address | MfpHostName | MfpSerial | Mip Display Name
11,{8,’2011 1:34:53PM 5 MFP Scan Administrator ‘4/ Administrator
| . = ‘ﬁ — Tridex Ctrl+1
11,{8[2011 1:34:54PM 1 MFP Scan Administrator
[ Indexing Queue ‘ "a Reassign  Ctrl-Al+R
I
= | 9 Delete  Crl+AltsD
I 5] e S
5 work Queue
[& watchList
| sl mmport 2|
Import fle:
I If
| |
I -
| s =
& scan to ImageQuest ‘
I
Ready. Total items: 3
User: Administrator | Cabinet: Imageq Server: erick-pe.d com

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

¥& Batch Reassignment

Select the user or role you wish to reassign the
selected batch to.

Receptionist (Role)

Administrator (Jser) Select the user or role you wish to reassign the
dogden {User) selected batch to,
iemith 11 leery

Administrator (User) vl

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 other user.
14
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To delete a batch from the Indexing Queue, right-click on the highlighted batch and select Delete, or highlight
the applicable batch(es) and select Delete from the Batch menu as demonstrated below. The user will be
prompted with a confirmation window.

i{ig® Tools Tabs Help
| L& | Index Cirl+
| € Delete . Cl+alt+D

| 47
| a Reassign  Cirl+alt+R

!E ¥ou have chosen ko delete these batches,
L

Are you sure you wish ko continue?

[ es ] [ Mo

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

15
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Indexing and Committing Batches

Document batches are “time-stamped” with the specific time they were scanned. To choose one of the batches
to index, double-click it to open the main Indexer screen.

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

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

’

| B B & Scan.. | @ Refresh
[32 indexing Queue [3]
9 Commit (] Training Mode | ) Pan o Select | 4 Close

Document Type Zoom: Entire Page = Rotste90" Print | Smooth Image‘
- e
A Aoge hp LaserJet 4345mfp series (O]
4 — = Sl
5 configuration page 1]
[ Dovice nfermatica - ] [ Mermony |
[ inatatied Persenalies an ol Options. [ocumy e
Papar Trays and Optiors |
Cancel Commit | = ———

Documents: 0

User: Admini Cabinet: I

geg! Server: erick-pc.development.com

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

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

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

16
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The “Pan” feature, as shown below, gives the user the ability to navigate an image when the zoom function is
used and only part of the image can be viewed. When enabled from the toolbar, the user can use the cursor to
move across the document to find the information they are looking for.

File Edit View EBatch Tools Tabs Help

v | B B & scan.. | @ Refresh

g 182 Indexing Queue [x
£3 Commit (] Training Mode I:I:ISelut | 40 Close
Pages Document Type Zoom: 100% ~ Rotat=90" Print Srnnnth lrnagt-
: Routs to LD evice Information |
2 = _-. bt Mame 0 Laserdet 4345 mip
4 . Jet 435 mi
H
CNEYFO1653
| LARNEXNXXXX
|
"‘.a n7 4"\.1 Z =
Sacongs
L&rvd TR
Since Last Doc Feedor Maintenance: 16332
! | Installed Personalities and Options
|
|
gim ot ety -
ji Cancel | r CM'I'Ilt i . n b
Documents: 0 |
User: Administrator  Cabinet: Imagequest | Server: erick-pc.development.com

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

h Tools Tabs Help
ab | B B & Scan.. | @ Refresh
|27 Indexing Queue (|

A Commit [ Training Mode | <] Pan| fim Select | #] Close
3 g | |

| Pages
1

Document Type

oom:RotateQﬂ' print | Smoath Image

Route to

z
3
4
5

ummmmw.amaa
abed uoneinbiuod

susido puE sapIEUOSIag pajEisul |

L
i

sauss djwspey japlase dy

B0 Juang
Roowow |

suondg pue shea| ssded

©

cancel | |\ commit

Documents: 0

User: Administrator | Cabinet: I Server: erick-pc. om

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

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

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

18
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B Commit [ Training Mode | /] Pan| ifo Select I 4] Close |

|Pages

I Rotate 90° Print | Smooth Image

hp Laserdet 4345mfp series (2]

| configuration page 1

Zoom:

[Dce misrmaton

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

the <SPACEBAR>. The icon will appear to the left of the page number indicating that the page is the
beginning of the document. The user may also designate the first page by right-clicking on the document page

and selecting Beginning of Document, as shown below.

Batch Tools Tabs H

B & scan. | @ fefresh

[57 Indesing Queue

Document Type
| Beginning of Document.

I#  Exchude this page.

Clear Selection

u..a.....ul'g

Move Page Up Cirl+l
B MovePageDown  CirleD

Decuments: O

L EP Commit [F] Training Made | -[7) Pan o Select | 4] Close

Zaom: m Ratate 3)*  Print -EmoothImage

hp LaserJet 4345mfp series (O]
conligur:l-r.‘an page o 1
L T ——
[Everalea
Inataiicd Personaities nd Dptines. Teurny

Papar Trays and Optons

User: Administrator Cabinet: magequest  Server: arick-pe.development com

19
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In the “Document Type” drop-down menu, select the document type to designate the first page of the
document. For example, in the screenshot below, the first page of the document is an Invoice.

file Edit Yiew Batch Jools Tabs Help

L | B 13 45 Scan | @ Refresh

[3 Indesing Queve [x

& commit (5] Training Mode | Pan § Setect | 4] Close
Pagee

Document Tyoe

Select Doosmant Type

Zoam: Ertire Page

- Rotate80° Print |

m;uwi

hp LaserJet 4345mip saries (O )

configuration page _u: 1

= |

Eveniion

e snatet Berasrisisies and Duliens

Cancel | » Comenit: 4

Documents: 1

User: Administrator | Cabinet: Imagequest | Server, erick-pe.development.com

Note: If a “Document Type” is not in the list, see the section for “Managing Document Types” or contact your
System Administrator.

20
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When a document type is selected, the indexing fields for that document type become accessible as shown
below. The user will <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.

E{' Indexing Queus X

&l commit [] Training Made | A pan |iEEI Select|| 4] Close

Pages Document Type Zoom; Entire Page -
i Invoice
Rouke ko
{Mone) L]
DacumentGraup
(Mone) - 5
ZuskamerMame
hal
InvaoiceDate
-
InvaiceAmaunt
hal
| Cancel | | Comnmit |

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

Eﬁ' Indexing Queue >

& commit =] Training Made | dM-Pan |iEEI Select|| %] Close

Pages Document Type Zoor
F 1 - voice Invaice -

Route ko

(Mone) L]
Administrator {User)

bjones (User)

dariffith (User)

4

3
4
5
6

dogden (User)
gwright {User) k
jamith {Uset)

bwsilliams (User)

IrvoiceDate

4

S{19/2009 - 4

InvoiceAmount
15150.54 hal

Cancel | | Camrnit

21
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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
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.

E.';," Indexing Queue X

& Commit =] Training Made | <" Pan |3 Select | # Clase

Pages Document Type Zoom; Enkire Page -
E ! -Invoice Irvoice |

Route ko
{Mone)

Diocurnenkiaroup
{Mong)
Atlanta

3
4
5
&

Phoenix

IrvwoiceAmount
15150,54

s

Cancel | | Commit

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 assighnment 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.

22
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If attribute data appears on multiple pages, the attribute data will remain when selecting different pages of a
document as highlighted below for page 2. This is useful if the index values are located on a page other than the
beginning page of the document, for example, an invoice total.

E{' Indexing Queus X

B commic =] Training Mads | A pan | Select|| 4] Close

Pages Document Type Zoom: Entire Page -
Q" 1 - Invaice Invoice -

Route ko
{Mone) - H

U\U'I-FLAJI

Documentaroup
Orlando -

CustomerMame

Central Florida Census Org ha]

Invoicelate

5/19/2009 -

InvaoiceArmounk

15150.54 =]
Cancel | | Commit

Once the last index field is filled in for a document type, <TAB> to return to the “Pages” pane, or click on the
next page to index the additional documents with each corresponding document type and completed index
values as shown below. For example, Page 4 is the beginning page of another document of the type, “Invoice”,
with Pages 5 and 6 as attached pages. The attributes and indexing fields, “Customer Name”, “InvoiceDate” and
“InvoiceAmount” can be filled in for indexing prior to committing this batch.

F_Q Indexing Queue X
Cornrmik Training Mode Pan Select Close
[ |

Pages Document Type : Zoom: Erkire Page -
r_.?f 1 - Invvaice Invoice -
2
Route ta
(Mone) L=
Documentisraup
]
Orlanda -5
CustarmerMame
Erin Grank ]
Invoicelate
51942009 -4
Irnveoicedrmounkt
4236,19000000| hal
Cancel | | Camniit

23
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“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 1Q search, edit or indexing windows.

See below. To clear avalue, clickthe = button to right of the entry field.

CustormerMame

Note: This feature is not available for True/False or required attributes in the edit or indexing windows.

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

|27 indexing Queue |x|
B Commit [Z) Training Mode | ] Pan |fm Seledﬂ 4] Close
Pages Document Type Zoom: H Rotate 90° Print | Smooth Image
— .
2 4% VOIE | rusaazs
3 Route to w % race Foge 1061
LS ottt b oae 1z
[ 4 - Invoice (Mone) ol
5
DocumentGroup | ——)
5 z
{None) - ar] Salt Foglonal Heathcam
Iofonea 402 sl Ao
P.0.Bun 10715 o e
CstonaamE MATTLARE, FL 2784 ]
Informa Software o HIT S D TR
Customer PO¢___| End Unar PO [oweroae [shipOate  [fema: [Tax Coas.
InvoiceDate o T T wotax
11/3/2011 = PG Tkt Treight TV e Sales fieg £l
etz et 75 [Pt e |
Part M. | Deaeripian Shipping Wershowse  Drdored  Shippad Packordwed Ui Prise Tota Prce
InvoiceAmount 56150 AEPWNED.A Vendee Dirsct ] B o o
e = 8130 1 Yoar duu Exchanoa - Feltn Senion
s bt
Equpmant E5 368645, 357013 Mod Humber: #6130
i M
A pdtwih e b the
NandAizuo,
|
Order Motes
End User.  Self agicnal Hoaiheara GREENWOOD SC.10645
Merthandta si6T40.
siran
Fov Fetum ok, gl vt ./‘
Thank you for your business! |
reweRers TaR RIS, e, 073 WEOGE WOGD BLVE BTE T T T S
careel | o o
Documents: 2 |
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The “Confirmation” window appears below; click “Yes”. The batch will be committed and after a few seconds,
click “OK” in the “Completed” window. If you click “No,” you will return to the active batch.

Confirmation

Are you sure you wish to commit 2 document(s) for this batch?

"
/ Select YES to commit or NO to go back and cha Completed

Yes ] | Mo | \i‘) Batch completed,

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

E, Indexing Queue

B Commit [=] Training Mode | | Pan = 5

Pages Dacument Type
D 1 - Invoice Irvvoice
2
Route to
(Mone)
DocumentGroup
G
Crlando
_uskomerMame
Erin Grant

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

E’ Indexing Queue X

Document Batches

Select a bakch From the lisk below to beqgin Docurnent Indexing,

Drag a column header here ko group by that column

CreateDateTime PageCount | Docume, .. Indexing. .. Skakus MFpInELU. ., . MFpaddr. ..
: dogden dogden
Af19)2009 4:03:01 PM 10 MFP Scan dogden i dogden

Page Features in the Indexing Queue

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

E‘ Indexing Queue

B commit =] Training Made | A pan i@ Select | #] Close

Pages Document Type Zoom:  Entire Page -
@ 1 - Invaice Invvoice -

2

7 Route ko
|7 4 - Invoice {None) T

=

DacumentGroup
S F - .

I Beqinning of Daocurment,

| I} Exclude this page.

W Clear Selection -
41| Move Page Up Chrl+1
Sl Move Page Down Chrl4+D
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For example, as shown below, Page 6 has been excluded. When this batch is committed, we will have two
documents in ImageQuest: one, three-page “Invoice” document consisting of Pages 1, 2 and 3 and one, two-

page “Invoice” document consisting of Pages 4 and 5.

File  Edit

Yiew Batch Tools Tabs Help

) SEEHE] | E’ Eﬂ | @Eefresh

|8 Search

Keywords:

l»

| Pages
B 1 - Inwaice

2

3

Customize  Advanced | Search | E‘ hodiiyolce
p— 5

|g Indexin_g

E, Indexing Queue

s @

o

E, Indexing Queus X

& commit =] Training Mad

Changing the order of the pages in a batch is also possible by right-clicking on a page and selecting Move Page
Up (Ctrl+U) or Move Page Down (Ctrl+D) as modeled below. For example, Page 5 has been highlighted and
moved up; as a result, the document type, “Invoice”, is now a four-page document consisting of Pages 1, 2, 3,

and 5, and the second “Invoice” document consists of Page 4 and Page 6.

127 Indexing Gueus 127 Indexing Queue X

B commit [=] Training Mode | 7 Fan | = Sal

Pages Document Type Pages
Dr' 1 - Irvvoice Irvoice D 1 - Invaice
z2 2
3 Route ko 3
Dr' 4 - Iryvoice {Nane)
" 4 - Inwoice
] D{ Beqginning of Document, =
& Exclude this page.
| Move Page Up Chrl+U
Move Page Down Chel+D

& commit =] Training Made | ") Pan @ Sel:

Document Type
Irvvaice

Route ko
{Mone)

DocurnenkGroup
{Mone)

CuskamerMarme
Central Florida Ces

InvaoiceDate
5f19/2009

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.
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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
below the “Indexing Queue” tab.

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

I:, Indexing Queus X

=] Q:rnmit " pan #] Close

Pages Document Type | Zoom: Page width -
.’ 1 - Invaice Invoice -

2

3 Route to
17 4 - Invoice {Nane) %
Lﬁ 2 DocumentGroup

=] .

[

| Sawe Image Position |

Cuskomerhlame

| Save Image Position [

IrvniceDate Customer Information
| o 1 -
| Save Image Position | Billing Address:
y Gompany

Invvoicedmaount - _‘;
: Name: | I
} Sawe Image Position [ | Addross 4

E
[ Cancel [ | Sity/State2ip c

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

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

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

% 10desktop - Qvil . A [ |
File Edit Wiew Batch Tools Tabs Help

& 5 &sen.. | @ Refresh

| Tasks. "d | @ Indexing Queue ||
B8 .. Document Batches
Select a batch from the list below to begin Document Indexing.
Keywords: !
Drag a column header here to group by that column |
Customize Advanced | Search ' Create Date Time | Page Count | Document Type Locked Mfp Input User Mfp Address |
' ’ : 5| MFP Scan f e i
| g NS - | 152012 3:30: 16 PM 1 MFP Scan Administrator
i || 1/5/2012 3:30: 16 PM 1 MFP Scan Administrator
. 1) Indexing Queue 1/5/2012 3:30:16 PM & MFP Scan Administrator
= 152012 3:30: 16 PM 5 MFP Scan Administrator
| Lists * | 1/5/2012 3:30: 16 PM 1 MFF Scan Administrator
% Work Quierie 1/5/2012 3:30: 16 PM 1 MFP Scan Administrator
[E watch List

&
|

s :

6 Scan to ImageQuest

< i ]

Ready. | | Total items: 7 '|

User: Administrator | Cabinet: IQv11 | Server: erick-pc.development.com |
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There are four different statuses for IQ Smart Indexer. See below for each icon and its description.

Status Icon Status Description

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

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

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

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

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

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

IQ Smart Indexing in Progress [%|

] This document is currently being processed For I Smart Indexing.
. Would wou like to index this document manually without IG Smark Indexing data?

Yes ] | Mo ,\£
g

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

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

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

|8 tndexing Queue [x

{3 Commit [S] Training Mode | - Pa 4 Close

Pages Document Type Zoom: M v- Rotate 0" Print | Smooth Image
_2 -
Route to NVO
: PLEASE REMIT PAYMENT TO: INVOICE® | 0360435
4 MNewWave Technologies PAGE Page 1of 1
: P.0. Box 37173 Baltimore, MD 21207-3173 DATE 11312011
BILLTO
INF121 Self Regional Healthcare
Informa Software 402 Maxwell Ava
P.O. Box 940718 PO 220713
MAITLAND, FL 32794~ GREENWOOD, SC 20646-

ATTN: Greg Dukes 864-725-7703

Ci PO# End User PO# | Order Date Ship Date  |Terms F 2 Tax Code
8833 10172011 11372011 Net 30 NOTAX
Pick Ticket# .| Freight .. |ShipVia ... . . . .|Sales Rep .| Sales Rep Email

00356129 Prapaid UPs Phil Riebe priebe@newwavetech.com
Part No. [ Description Shipping Warehouse Ordered -~ Shipped Backordered  Unit Price Total Price
S6130-AEPWNBD-1 Vendor Direct 2 2 1] $83.70 F167.40
fi-G130 1 Year Adv Exchange  Fuiitsu Service

Itern Notes:

Equipment S/N: 368645, 367913 Model Number: f-6130

Itern Notes:

A service contract. pdf with details will be e-mailed once all information has been verified by the
service provider. The contract will be in force immediately upon receipt of contract from New\Wave.

Cancel Commit

Documents: 0

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

selecting it using the <SPACEBAR>. The EI icon will appear to the left of the page number indicating that the
page is the beginning of the document.
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In the drop-down menu, “Document Type,” select the document type to designate the first page of the
document. For example, as shown 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”.

File Edit View Batch Tools Tabs Help
LMy O vew Search Tab | B & Scan.. | € Refresh
I_,_f/lndexmg Queue [x|

B Commit F] Training Mode | <1 Pan ‘.hl Seied.” 4] Close
Pages Document Type

Select Document Type

Inbound Fax

Invoice

Zoom: fntirePage ~ Rotate30°

Print | Smooth Image

Qﬁ PLEASE REMIT PAYMENT TO: [RVOCRY. TOAH0435
s, & Newitave e s el ekt
[ et sbyinfrtrdord BRI R M T [DATE Vi

ook W

MFP Scan
Outbound Fax
TS —
w12 ‘SaltRscional Heakhcars
Informa Satvare 407 Mo A
P.0. Bur 030715 20713
MATLAND. FL 32784 BREENOOD, 55 28646

ATTN: Grag Dubes 9547257703

Cumtomer P08 |End User PR [CraerDae [snipoma [Yerms [Tox Code
[ | T e NOTAX
Fick Ticketd. [Freight Jmevia . |paeancp. ] salos the Email
00356129 | Frepesa |urs | |
Pt Mo, | Deseriptian Shipging Warshouse _— Groursd  Shigped Fockarsed _ Unit Price ot Frice

(56130-AEPWNBD-1 endor Divect @ B v smn s0r.a0
16130 1 Yoar Ady Exchanoe  Fullisu Servios

o Mo

Equpmant SA SE8545, 35713 Mod Number: $5130

s Mt

A Seruice Doeir A AT WN 0G1GH5 WAN ba o mated crce al moemation has Eesn werifed by the
i orce cartrach fiom M.

Srder Hates
End User  Sall Ragional Hasitheare GREENWOOD 30, 26640
Merchasis: 516740
Total Bue $167.40

For et Gdelines, il Terms of Sale, phosess vl PR v nwsaweioch.cam /
Thank you for your business! b

eI Tathnurgies, INe. 475 WEDGEWGED BLVD ST 107 Frited 13001131 S o1
(A0 365723 P (301) BE-TBED | MpaATee T o

Cancel | |‘ Commit |

Documents: 1 |

User: Administrator | Cabinet: Imagequest | Server: erick-pc.development.com |

At this time, 1Q Smart Indexing can be performed. Tab to the first attribute to be indexed. Next, locate the
desired text in the image displayed in the Document window with the mouse cursor. Press and hold the left
mouse button and, from left to right, drag over the text to capture. Release the left mouse button to populate
the attribute with the selected text. In the screenshots on the following page, the user is using 1Q Smart
Indexing to populate the “CustomerName” attribute with the value “Informa Software” by clicking and dragging
over the text on the image in the Document Window.
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ﬂ;l-c-h .la-r_\l-a Tabs Help
b B BB & Scan.. | @ Refresh
[£ Indexing Queue |x

B Commit (=] Training Mode | ] Pan [ Select; | 4 Close

File Edit View

Doument Type Zoom: Entire Page - Rotate80® Print | Smooth Image
Invoice =
FLEASE REMIT PATMENT TO:
Route to | it
0. e 27173 Bt WD 21373
(Mone) L
DocumentGroup
(None) . sen
432 i
Pou
G N 'GREENWOOD, SC 29048
5 ATTH: Gong D 3547227700
Joroestme [smpOmn  [Torme [ox Coda
InvoiceDate [otrani [mamn |weas [worms
e T [Eeren [ ins e Email.
1= ) [Fitees [t e
[P e 1 Bomeripion Shipping Warchouse _ Ortord  Shippad achoeirsd st Pries. Tots Priee
InvaiceAmount 54130 AEPWNRD. vandor Dvect 2 E a smn 87 a0
- 62130 1 Your Adv Exchanos Pl Sevice

Equipsmant A 10645, 357013 Madel Numbar #6130
B ot

e oetsit

T s
P eistaly e

Grder ot
i e, 5t gl Hoathcaes OREENDO0.SC.20648
e $397.40
Totn D Siaran
P DO PPy S a—— /
Thank you for your business! ik
F——| pm— e e v SR T T VU
Documents: 1|
[52 Indexing Queue [x
B Commit [Z] Training Mode | ") Pan fim Select| 4] Close
Pages Document Type P Page Widtt] i Rotate 90° Print | Smooth Image |
B 1- Invoice -
2 ol
Route to ; x
> {Mone) =16 '&ﬁ ; PLEASE REMIT PAYMENT TO: INVOICE# | 70360435
il = Y ﬁ. 3 : : NewWave Technologies PAGE Page 1 of 1
: DoaumentGroup E &h : P.0. Box 37173 Baltimors, MD 21287-3173 DATE 117312011
(None) L]
CustomerName
== 2 BILTO
TnvoiceDate =
. INF121 Self Regional Healthcare
— Informa Software 402 Maxwell Ave
" P.O. Box 840718 PO# 220713
In Amount
s < MAITLAND, FL 32704- GREENWOOD, SC 20646-
ATTN: Greg Dukes 864-725-7703
Customer PO# EndUserPO#  |OrderDate |ShipDate ~ [fems =~~~ |TaxCode
8833 10/17/2011 11/3/2011 Net 20 NOTAX
Pick Ticket# “[Freignt. . . [shipVia . |salesRep. .| Sales Rep Email i
00356129 Prepaid UPS ]Phil Riebe priebe@newwavetech.com
Part No. / Description Shipping Warshouse  Ordered  Shipped Backordered  UnitPrice = Total Price
S6130-AEPWNBED-1 Vendor Direct 2 2 o $83.70 $167.40
fi-6130 1 Year Adv Exchange  Fuiitsu Service
Item Notes:
Equipment S/N: 368845, 367913 Model Number: fi-6130
Item Notes:
A service contract.pdf with details will be e-mailed once all information has been verified by the
service provider. The contract will be in force immediately upon receipt of contract from New\Wave.
b cancd | Commit |
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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 “InvoiceDate” with “11/3/2011” and is in the process of populating
“InvoiceAmount” with “167.40”.

E Indexing Queue |x
& Commit (S Training Mode | T Pan o Select | 4 Close

Pages Docwment Type Zoom: Entire Page - Rotate30° Print | Smooth Image
— : -
e |
: &% PLEASE REMIT PAYMENT TO: INVOICES | Tnaaoaas
Route to w & m Mrutaie Tochncionies rane Phespind
3 = Eopo it PO Box 37T73 Batiress, MO 21STHTE oare i
4 (None) -]
5
2 DocumentGroup s [ — |
(None) ] il preimaricgurid
PO Bas B40T18 PO 20713
EastomerNane: MLAND. FL 10786- GREENWOOD, SC 20848
Informa Software - ATTH: Cireg Dubea BE4-FI8-7703
orDats [Shup Duin __[Terma [Tox Code TR
InvoiceDate | e e MoTAX
v J5e vin [ Hop. ] Sains g Email
LLBE0LL 2 ]M [P-u Febe | ——
Shipping Wershoune  ~ Oviered  Shipped Bucheniorwd  UnitPrine  Tolal Price)
InvoiceAmount endor et ] F] [ T w0740
$167.40 )
Ruin Notea
Equipment S JEBS45, 57013 Model Nember: 5130 |
Maery Mot
A wervbom conircl [ wilh detsts WB be e-maled arce all irormation hast Benn wesbed by the |
Skt pecicor Tha caniract il e I fosce lmme suteby pom neceip of conract Sem Miswifeies |
|
|
|
[—p— [
Eod Ussr Sl Ragicnal Hesfthcare GREENMDOD,5C 29546 £167.40
Mercharedee v 40
ot b o an
For Renue Gtteires and Terms of Sule cimese vt P Tarwss PEwwaveisch com /" |
Thank you for your business! v
& T er——— T ]
Cancel |+ Commit pressprabocpmampedpest st
Documents: 1

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

Note: 1Q Smart Indexing and manual indexing can be performed on the same document if the Status for the
batch is “Completed”.

Searching for Stored Documents
The Search task allows for a wide variety of search options: “Custom Search”, “Keyword Search” and “Saved

Queries”; these allow the user to perform a search based on any attribute value, one or more specific Document
Types, and/or keywords within indexed documents.
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Custom Search Tab

To initiate a search for documents, click the Search icon A in the toolbar, use the “Tools” menu to select the
Search function as highlighted on the next page or click the “Advanced” link.

Search... Ctrl+F

)

E Indexing Queue  Ctrl+(}
@. Work Queue Ctrl+R
&
I

| “ Search

Keywords:

Watch List Crl+W

Manage Document Types

=

Customize Advanced | Search |

| a Indexing = |

E' Indexing Queus

=
| Lists 2|
i)

Wark Queue

B  watch List

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.

See the following page. Users can select which document types to include in a search by checking or unchecking
document types from a 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.
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Keyword search criteria:

Custom Search

Document bypes boinclude: | Invoice

Enter values For any attributes | [0 Appointments
Bl Invoice
[E1 Main vz
[T MFP Scan

[T Patient Health Record

DocumentGroup

Custorner ame

Invoicel ate

Invoicedmaount

CreateD ateTime

| Select Al || Clear

Ok

FPageCount
) o

Clear

Search || Cancel

As shown below, a search is in effect for an InvoiceDate of 5/19/2009. By selecting a single Document Type, the

list of all available attributes is changed to reflect only those attributes associated with that Document Type.

Click “Search” once the desired index fields are completed.

i1 Search
Keyword search criteria:
Custom Search
Docurnent types to include:  Invoice
Enter values For any attributes you wish to search For:
DocumentGroup
b o
Customer ame:
oooor
IrvaiceD ate
5/19(z2009 -4 |
Irvaicedmaunt
Rl o]
CreateDateTime
- 4 lo
PageCount
Rl o]
Clear

R

R

-
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“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 below, and chooses one of those
DocumentGroup 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.

Keyword search criteria:
hal
Custom Search W
Document bypes o include:  Invoice -
Enter walues for any attribukes you wish ko search For:
DocumentGroup
- a| o -t
Atlanka
_ or =
Phoenix
to -t
to hal
CreateDateTime
-t lo -t
PageCount
) to hal
Clear Search | | Cancel
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The custom search results below returns three Invoices with an InvoiceDate of 5/19/2009. The 1Q search query
is displayed in each Search tab so users can see the search criteria used for the displayed results.

B8 |Qdesktop - ImageQuest

File Edil w Document Taools Tabs Help

: (7)) Mew Search Tab | | Refresh
< | |

Keywords:

InvaiceAmount
3 15150.54 | Invaice
3 4236.19 Invoice
7 143211 Invoice

PageCount DocumentType

Customize  Advanced Search

:| g Indexing 2 |

E{' Indexing Queus

| =
I H Lists 2|

T 6(23/2009 4:42:36 PM [5{19/2009
T 6f23/2009 4:59:34 PM [5{19/2009

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.

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.
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Saved Queries Tab

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

then, click the “Saved Queries” tab as shown below to select a saved query from the drop down menu. Fill in

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

any required attributes and then click the “Search” button.

Select @ saved query to execute: -

Keyword search criteria:

Clear l Search Il Cancel
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The screenshot below gives an example of a saved query search based on the “InvoiceDate” attribute and its

search result.

i1 Search

Kewword search criteria:

Saved Queties

Select & zaved guemn to edecute; IrvoiceDate

Enter the Inwaice | 5ii9jz009

I Search Il Cancel

Clear

ﬁlnvoiceDate x
EEBRE R0 G| 8 s o= I
InvoiceDate = '05/19/2009

Drag a column header here to group by that column

InvoiceDate PageCount CreateDateTime Document Type RoutedTa DocumentGroup CustomerMarme
009 4 6 PM | Invoice Central Florida Cen:

dogden ORL Erin Grant
City of Orlanda

5 6/23/2009 4:42:36 PM Invoice
7 6J23/2009 4:59:34 PM Invoice ORL

(4] i
Results: 3 of 3

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

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

attribute based and keyword based search.
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Keyword Search

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

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

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

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

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

To use “Keywords”, enter the phrase as the search criteria (and any custom or saved query criteria), for
example, “Informa”, and click “Search”. See the screenshot on the following page to view the search results
displaying two documents relevant to the search criteria.
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"Informa”

HEOBRERB D Do 58088

PageCount | DocumentType | DocumentGroup

Informa Software | 11/8/2011
Informa Software  11/1/2011
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Customize List

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

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

Y —

| Keywords: \E‘ | You can choose up ko S frequently-used attributes to appear
b} in the Tasks pane for quick searches:
o e | Saardh Appaintrent Date and Time n
| CheckDate
| | o
| Indexing = | CaDesc
I B indexing Queue | CreateDateTime
[ e CustomerMame
[ e DocumentEroup
[ : DueDate =
@. Waork Queue Empho
B watchlist Foreman | Search - |
| InvoiceAmaount E

I m = InvoiceDate Kewwmords;
?-’- il i |; MipAddress .

Import file: MFpDisplayMame

:\Users\Administrator\Docum. .. |« MfpHosthanne DocumnentType
I |— MFpInpukUser -
Import B i ;
MfpSerial Invoiceluake

| | Mame .
| | m -
| % — = | PageCount
- & Scan to ImageQuest ' |£ Ok | | Cancel | Customize Advanced | Search
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Viewing a Document

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

B8 search [
RPHOBARSRB O Oedea| B
T

Drag a column header here to group by that column

P4

o
aam Fececomt | Doasneativee | Docm ] g Edit... Ctrl+Shift+E EromEaimber
11/8/2011 5:27:34 PM 6 Inbound Fax LJ | Annotate...
|57 View Criel |
[dh | Add Revision...
T,_:.L Notes Ctri+M
T History Ctrl+H
@ Show Associated Ctrl+ O
& Find Similar...
ifl Duplicate... Ctrl+D
[  Delete Ctrl+Alt+D
) Undelete
¥  Route..
[§ Watch Document Ctrl+T

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.

(1] Anange Windows R R TR T R b T S ®
(= @'_. @ L /6 (®® 2% - ]| [ iy
Looking For:
| informa in the current document
Results: Il INVOICE#
jth 1 instanc PLEASE REMIT PAYMENT TO: T0360436 4
| Bt i I NewWave Technologies PAGE Page 1 of 1 3
i P.0. Box 37173 Baltimore, MD 212073173 2
| NewSearch | DATE 117372011 L
Resufts:
| [57 -mseerar z
% Informa Scftware P.0. Box 940718 MAD
INF121 Self Regional Healthcaro
IAfiia Software 402 Maxwell Ave
P.0. Box 940718 PO# 220713,
I MAITLAND, FL 32794- GREENWOOD, SC 20646~
ATTN: Greg Dukes 864-725-7703
| Customer PO# EndUserPOF . |OrderDate [ShipDate  [Terms . -~ Tax Cade
\ 8833 [10n72011 Jriarzon [net 30 NOTAX
Pick Ticketi# - [Freight . [ShieVia. - . [salesRep .. . [SalesRepEmail
00356129 \ Prepaid | UPS !Pnn Risbe ] priebe@newwavetech.com
Part No. / Shipping Warehouse Ordered - Shipped Backordered _Unit Price Total Price
56130-AEPWNBD-1 Vendor Direct 2 2 0 $83.70 $167.40
| 6130 1 Year Adv Exchanae ~ Fuiitsu Service .
Item Notes:
Equipment S/N: 368645, 367913 Model Number: £-8130
Item Notes:
A service contract pdf with details wil be e-mailed once all information has been verified by the
service provider. The contract will be in force immediately upon receipt of contract from NewWave.
«| nr ¥

] Collapse file paths

Use Basic Search Options

i ;
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Configuring the View

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

sorting, grouping, and criteria for filtering.

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

® 1Qdesktop - IQvil )

File Edit View Document Tools

Il fsearch X

A B RORR=R B 2OE] 5E %2 a =
| - DocumentType IN ("Inveice’) AND (Invoice Date = '1/5/2012") |
S

: Customer Name
| oRL G

[ DocumentType

PageCount | Invoice Date

5| Invoice

Customize Advanced Search

1/5/2012 4:00: 15 PM & Invoice 1542012 BOA

| a Indexing = 1/5/2012 4:01:38 FM 1 Invoice 1/5/2012 Gi

E{ Indexing Queue

=
Bl s :

¥ Work Queue

[B watchlist
|ﬁ i & ] | »]

Ui e Results: 303 ||

= Show Details
: Event Date - User Name
| > sen -
1/5/2012 4:03:45 PM Administrator
@ Scan to ImageQuest 1/5/2012 4:03:32 PM Administrator

1/5/2012 4:01:02 PM System
1/5/2012 4:01:02 PM System
1/5/2012 4:00:51PM System

B & History

User: Administrator | Cabinet: IQv11 | Server: erick-pc.development.com |

To increase screen “real estate”, locate the pushpin icons on the “Tasks”, “History”, and “Notes” panels as
highlighted on the following page. Unpinning the panels causes them to slide out of the way. To access the
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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.

i

| g8 [ |createDateTime | PageCount | D T, |n Date | Customer M
| | | PageCount | DocumentType | Invoice Date | Customer Name
Sohobm Ml B O /52012 400:00 M 5 Invoice 1/5/2012 ORL
s & Invoice 1/5/2012 BOA
g Indexing = 1/5/2012
[£)  Indexing Queue
Lists %
Wark Queue
B Wwatchlist
Import 2
Import file:
| mport
s »

& Scan to ImageQuest

Results: Bof 3|

| Event Date ¥ | User Name
1/5/2012 4:04:04 PM Administrator
1/5/2012 4:02:23PM

System
Save 1/5/2012 4:02:23PM System
FileView 1/5/2012 4:02: 14PM System
Revision 1/5/2012 4:01:47 PM Administrator

User: Administrator | Cabinet: 1Qv11  Server: erick-pc.development.com |

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

ﬁ cursor shows up. Once the cursor changes to the double arrow click and drag the cursor to expand the
panel as shown below.
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#8 |Qdeskiop - ImageQuest

&= .2 = I

aup by th ® |Qdesktop - ImageQuest (= E3]

PR EER=ER B ﬁél}r’gmdm;

DocumentType = “Invoice” AND InvoiceDate = '05,/19/2009"

| InwoiceDate O it To b

| CreateDateTime

Mew Search Tab | [SF €D Refresh

6/23(2009 4:42:36 PM 5/13/2009 | Bsearch x|

s 100 52 25 Bk @B 2 oG] S 8 % u o - I

DocumentType IN ('Invoice’) AND {InvoiceDate = '05/19/2009°) |

|InvoiceDate  PageCount | InvoiceAmount | DocumentType | DocumentGroup | Customerflzme

Central Florida

T 6/23/2009 4:42:36 PM 5/19/2009 4236.19 Invaice EFin Grant
P2

1432.11 Inveice ORL City of Orlanda

"I ©/23/2009 4:59:34 PM 5/19(2009

Event Date ¥ | User Mame

dogden

€{25/2009 3:50:29 PM

6/25(2009 3:50:13 P 6/23/2009 5:29:01 P dogden

6/23[2009 5:28:45 P
T History Save 6/23/2009 4:43:37 PM System
Save 6/23/2009 4:43:37 PM System
User: dogden | Cabinet: ImageQuest | Server: iqvl02-dbg | e 6/23/2009 4:43:26 PM Sviem

dogden

Revision 6/23/2009 4:42:36 PM dagden
Save 6§23/2009 4:42:36 PM dogden
Sawe 61232009 4:42:36 PM

dogden

|
I Ewent Date |

T History

User: dogden | Cabinet: Imagequest | Server: iqvinz-dbg |

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

£% |Qdesktop - ImageQuest

| InvoiceDate | PageCount | InvaiceAmaunt, | DocumentType DocurmentGroup | Cuskomertane
15150.54 | In
6{23{2009 4:42:36 PM 5{19/2009 4236.19 Invaice Erin Grant
6/23(2009 4:59:34 PM 5{19/2009 1432,11 Invaice City of Orlando

—

Resulsi 30F3 |

| Action | Event Date

|
|
- |
¥ | Liser Name

Fileiew 6i23(2009 & dogden =
FileView B3 dogden
Save 312009 4 Systern
Save 6f23f2009 4 System
FileView 6/23(2009 4 . System
User: dogden  Cabinet: ImageQuest | Server: igviD2-dbg |
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In the example below, the “Notes” panel has been moved next to the “History” panel so both are viewable at
the same time, as shown here.

#® |Qdesktop - ImageQuest
Fil D L3 Help

[T Mew Search Tab ‘ & &3 | €D Refresh

¥# Indexing R search x

BB BB R RO Gl E ws o - I

DocumentType = ‘Invoice’ AND InvoiceDate = "05/19,/2009"

PageCount DocumentType Invoicefmount Daocumentiaroup Custome:

x l[.; .@ [l | createDateTime InvoiceDate
T;L la 6/23/2009 4:42:36 PM 5/19/2009 3 Invoice 4236.19 CRL
T @ T e/23i2000 4:59:34 PM 5{19/2009 7 Invoice 1432,11 ORL City of O

Results: 3of 3 |

Action Event Date v User Mame e

dogden
Save 6/25/2009 3:50:29 PM System
Filetigw 6/25/2000 3:50:13 PM  System
Revision 6/25/2009 3:50:00 PM  dogden

User: dogden | Cabinet: ImageCuest | Server: igyl02-dbg |

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

% 1Qdesktop - IQvil

File Edit BET Document Tools

History

_lf:,a_yjmofrds: Preview Pane

Default Window Layout

XL|o e Ul e

Customize, Indude Deleted

— Grid Layout
£ | e

Panel positions are saved automatically per user/per machine. If a user changes the view of the screen and logs

out, once he/she logs back in, the screen view will return.
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Preview Pane

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

I ™
[ 1Qdesktop - ImageQuest EIEIQ

File Edit View Document Tools

- MNew Search Tab | E’ @ 6 Scan. Q Refresh

soks ’ “ Search ||

e EEEITORS TR

(C Time >= "10/9/2011 12:00:00 AM' AND CreateDateTime <= "10...
Keywords:

l-"‘IE»

Drag a column header here to group by that column

i [ | createpat..
Customize Advanced Search m tehe

PageCount Document...

10/26/2011,

- - oy £ 01220 o © 1222553
| a Indexing A‘ Tomrens Fa) et
S s
E{' Indexing Queue by
'F “aE
= i s =
. ey —
| E Lists k‘ e e T ——————
BB worka ey e
ork Queve o Y
E— Watch List Erytbiier
=y T — ] = -
— e —
e — R — ==
H { L ——— I |
Results: 2 of 2 | Pomasibintas =
Con i T ""I’"‘“"""’ e
B x| ! i e i
B —
.
B - rarore H e
I [
|65ﬁ" % || 10/26/2011 1:29:24PM  gblachstein
& Scan to ImageQuest Paid $50.00
i
1L Notes

User: gblachstein | Cabinet: ImageQuest | Server: 2kix86b.development.com

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

CreateD... PageCount | Docume... Indexi... &4 | MfpInpu... Mfpaddr... MfpDispl... MfpHost... MfpSerial

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 PageCount and InvoiceAmount.

8 search x

@@E@E&|a'°&|}GndEd¢[ .EEE@H_

DocumentType IN ("Invoice') AND (InvoiceDate = '05/19/2009")

Drag a column header here o group by that column

CreatelateTime ¥ InvoiceDate

L8 Py Tl ) e

T 6i232009 41533 PN 5/19(2009 ﬂ Search X

TR TN - BT | i}|% I';"@E/[’GrldEdltl .Ea%@‘a-

DocumentTrpe IM ("Invoice") AND (InvoiceDate = "05,/19,/2009")

Drag a column header here to group by that colurn

x T,._:L .@ El InvoiceDate PageCount CreateDateTime InvoiceAmaount

15150.54| 1
5/19/2009 3 6/23/2008 4:42:36 PM 4236.19 1
LB T sioeom 7 6/23/2009 4:59:34 PM 1432.11 1

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, “Document Group”, is being removed from the header.

B8 |Qdesktop - ImageQuest

File Edit

#8 [T new Search Tab | B 3 ‘ @ Refrash
R 8 5earch x

MfwﬁwmwzwEww—

%
S
—— | DocumentType IN {"Invoice'} AND {CreateDateTime = "06/23/2009')
Keywords; |g|
)
¥ |6 [F] IrwoicsDate | PageCourt | CreateDateTime Invoicedmount | Docurgentiroup * Customerhlame
Customize  Advanced | Search @ g " o -

H 15150.54ORL Central Florida Census l'f'lrg
s/19/2009 3 6232009 442136 PM 4236,19 ORL EFin Granit
2 B T sy 7 6[23/2009 4:59:34 PM 1432.11 ORL City of Orlando

| a Indexing #

E{' Indexing Queus

=

| E Lists = ‘ Docum%uup
ﬁ Route List
[BF  Wakchlist
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Release the left button to remove the column. The column name is deposited in the “Customization Window”
which stores columns that are hidden from the user.

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

) search x

prBRauzie e o828 %2Es | EGzGNG

DocumentType IM ('Invoice") AND (InvoiceDate = "'05/19,/2009")

Drag a column header here to group by thak column

El Sort Ascending
x T_;L @ [#] Imvoiceliake PageCounk Z] Sort Descending edfrmounkt Cuskornerhanr

. e 15150.54 | Central Florid:

5/19/2009 7 | B Gvs B i Sl 1432.11 ity of Orland

2 T -
# T

= Hide Group By Box
5119)2009 3 4£36.19 Erin Grank

Remuove This Column

f5] Column Chooser
i Best Fit
Best Fit (all columns)

%7 Filter Editor...
Show Find Panel
Show Aute Filter Row
Filter Mode 4

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

8 search x

T NESTNEN RN SN 0 |

DocumentType IN ('Invoice") AND {InvoiceDate = "05,19,/2009")

Drag a column header here ta group by that column

DocormeEntGroup
x T.; @ El CreateDateTime PageCount Lacuiienic Type

-
[o=]
-
=]

InvoiceDate Ruout;

3 Invoice

£/23/2009 4:42:36 PM 5 5/19/2009
£[23/2009 4:59:34 PM 7 Invoice City of Orlanda 5(19/2009

Customization (5]

Documentaraup 'y

[ < | il
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Columns can also be narrowed or widened depending on how much column space you require for any column
displayed as demonstrated below. To narrow or widen a column, position the mouse across the line dividing the
two columns until you see *7* and left-click and drag, moving to the left to narrow or to the right to widen
the column; the CreateDateTime column is being narrowed in the figure below.

B8 |Qdesktop - ImageQuest

8 search x

LB B R B E

File Edit %ew Document Tools

I| I
h
I| H g DocumentType IN ('Invoice') AND (InvoiceDal
|ﬁSearch Al @@H@‘E&|a o lerldEdlt[ = e e R e A TR R B R
—— | DocumentType IN ("Invoice’) AND (CreateDateTime ="06,23,2
Keywords: ‘g/

Drag a column header here o group by

Customize  Advanced Search

| a Indexing

@ Indexing Queus

=

09 4142136 PM 5/19/2009
09 4:159:34 PM 5192009

b

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.

%l Sort Ascending

Createl... Z| Sort Descending QEEtEDEtETiITIE

qQ, > Clear Sorting =
6/23/2009 .., = Group By This Column 5,‘23,‘20[@ 4142136 PM
Bl23/2009 ... [E5] Hide Group By Box 6232009 $:59:54 PM

Remove This Column

Celumn Chooser

o

Best Fit (all columns)

7 Filter Editor...
Show Find Panel
Show Auto Filter Row
Filter Mode 4
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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.

R search *

iR ABERB D B

DocumentType IM ('Invoice") AND {(InvoiceDat

Drag a column header here to group by that column

PageCount

3 6/23/2009 4:42:36 PMY Invaice
7 B/23/2009 4:59:34 PM Invoice

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

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

Drag a column header here to group by that column

| Customerhlame

FaxRecordDateTime | FromFaxhumber

DocumentGroup

al %l Sort Ascending
%l Sort Descending

Informa Software

Informa Software

11/8/2011 5:27:34

Clear Sorting

= Goup e Cour— |
Hide Group By Box K

Remove This Column

Column Chooser CreateDateTime &

il Best Fit

Best Fit (all columns) 3( T.;L @ = PageCount D
© Filter Editor... (@ CreateDateTime: 6/22(2009 {Count=1]

Show Find Panel B CreateDateTime: 6)232009 (Count=3)

Show Auto Filter Row B CreateDateTime: 6/24/2009 (Count=3)

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.

% |Qdesktop - ImageQuest

Ele Edit “iew Document Tools Tabs Help

: B8 [T Mew Search Tab | E & | €9 Refresh

Tasks HSearch X
I|“ Search S
=]

DocumentType IN {"Invoice’, "Main ¥2', 'Patient Health Record")

I RDBRERIB PO G BB RE S
keywords: I_/

e

Customize Advanced x T,; @ E Qr=Date Aunt .Invoicenmount 'Docu

rea l:R“
I| a Indexing

‘@ CreateDateTime: 6/22/2009 (Count=1)
E‘ Indexing Queus

| B CreateDateTime: 6/23/2009 (Count=3)
B CreateDateTime: 6242009 (Count=3)

»
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The grid may be fully expanded or fully collapsed by right-clicking anywhere in the Group By Box and selecting

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

File Edit View Document Tools Tabs Help

i) Mew Search Tab | [§F (7 & Scan.. | € Refresh
!”"_‘"f-"’_; - i "='_':': 8 5earch (x|
|ﬂ—sm k"ﬁf;@@rmﬁ@;@maébmm
| Keywords: \g|

CreateDateTime 4

— | _
Customize Advanced | Search |i! % 1,; @ El PageCount

DocumentType IN ('Inbound Fax', 'Invoice’, 'Outbound Fax')

DocumentType

Editigﬂﬁ‘zil

B Full Bpand

il @ CreateDateTime: 11/8/2011 12:00:00 AM (Count=2)

[ Full Collapse

|g S e || @ CreateDateTime: 11/9/2011 12:00:00 AM {Count=3)

E, Indexing Queus |
|

Note: To clear the contents of the Group By Box, right-click anywhere in

Filters

2% Clear Grouping
Ii| Hide Group By Box

the box and select Clear Grouping.

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 d

isplayed in the column for convenient

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

rows of data that matched the selected value.

InwoiceDate ®l panaran

L I:CUStDm:I S e SRS

P (Elanks) ¥ =2 .@ [El | 1nvoiceDate
5/19/2009 | {Non blanks) TS gz009

571972009 m # Egg;znog

gi1gjzo0e | 5/25(2008 W L @ T Shozo

&/22/2009
Sl25/2009 i
* [¥|[InvoiceDate] == '5/19/2009' and [InvoiceDate] < 'Sf20/200%" |

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

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

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

Custom AutoFilter |'z|

Show rows where:

- Field

|| oK || | Zancel

Save Layout

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

File Edit BUZ08 Document Tools Tabs

: a4 )| @ Refresh F5
[N—— Tasks
|= Nirte . §
=|ﬁ59_11 otes HFOBE@E& B2
; T  History entType IN ('Invoice’) AND (Invoice Dat
[ Keywords:| [&] = Preview Pane
a column header here to group by that column
Default Window Layout -
) = IF-L @ [#] | createDateTime

Customize §  Include Deleted i L 1/5/2012 4:00:00 PM

; Grid Layout » |IQ Savelayout  Cirl4 I
| Inde T

E? Indexing Queue
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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. As these changes are made, they are recorded in Document History which serves as an audit trail
for administrative review. Reasons for these changes to individual records may be noted in the Notes panel for
future reference.

Notes

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

the u icon appears in the Note column next to that document. The Notes and History tabs are located at the
bottom of the screen; click the Notes tab to view the comments for the highlighted document. This note,
‘Additional services rendered—outstanding balance updated’ has been entered on 6/25/2009 at 1:07:26 PM by
the User “dogden”. The Notes panel will update automatically as other documents are selected. If the Notes
panel has been removed from the view, it may be returned by selecting Notes from the View menu.
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BDARSRIB e owa| sswe e - I

| DocumentType IN {"Invoice’) AND {CreateDateTime = '06/22/2009")

| PageCount | CreateDateTime | InvoiceAmount | DocumentiGroup

Resulbs: 1of 1|

lotes

6/25/2009 1:07:26 PM dogden
Additional services rendered - outskanding balance updated.

E '[; Motes

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

Note: The “Update Document” permission is required for individual users to add notes.

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 use the toolbar icon or the Document menu.

) search =

(BB BRER B B Eeasea= TGN

DocumentType IM {'Invoice") AND (CreateDateTime = "06,/22/2009")

Drag a column header here to group by that calumn

B | complete WorkTtem  Crl-+Shift+C
PageCount | CreateDateTiTe B sicacm, oo GIOND
e = . Cirl+Shift+E
!- - I : Annotate... -

(&)
137 | view Cirl+1
Email Document... Cirl+M
J8L  Add Revision. ..
Tl notes Cirl+n
T History Cirl+H
& show Assodated ctrl+o
@  Find Similar...

58 [}l | Duplicate. .. cirl+D
[% Delete Cirl+81t+D
) Undelete
ﬂ Route...
[§F watch Document Crl+T
B | stop Watching
=

Export to Folder...
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The “Edit Document” window appears so that changes may be made to the document as illustrated above. 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”.

1.5 Edit Document RN == S|

Informa Software

InvoiceDate

11/8/2011

InvoiceAmount
£167.40

Document Type: | Inwoice
Route To:  (Mone)

DocumentGroup

(Mone)

CustomerMame

Motes

Selecting a new Document Type in the drop-down menu will refresh the screen to display the attributes

applicable to the selected Document Type. The window below appears to confirm the Document Type change.

Click “Yes” to proceed.

Confirm Document Type Change

2

Zhanging the document bype of this document will cause all existing data ko be lost!
Are you sure wou want to change the document bvpey
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If the new Document Type has attributes that match the original Document Type, the initial data will be
retained. Any attributes of the new Document Type that do not match the original Document Type will be
empty, and the new information can be entered.

To edit multiple documents, right-click on the highlighted documents and select Edit from the drop-down. You
may also use the toolbar icon or the Document menu.

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.

(L} 1Qdesktop - ImageQuest

File Edit Wiew Document Tools Tabs Help

ﬁ New search Tab | ﬂ‘ a | e Refresh

'r:. = || R search x

M HErHRR=IX B 2D EgridEditlg =Wl ‘3_

Keywaords!

o (@

¥ Multiple Document Edit

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

| Invoicefmaunt Docurnentiaroup

g Indexing

Customize  Advanced Search

DocumentGroup
Custamerhame:

IrvoiceDate

(Hone) -

15150.53 ORL

4
o
£/20/2009 -5
5

@ Indexing Queus

— InvoiceAmount

E Lists ® ‘

Route List

E‘ ‘wakch Lisk n:

Results: 5 of 5 |
Impork 2| :

Impott file:
. Add Note
—

Ll [ pdete ] | cancal

User: dogden | Cabinet: ImageQuest | Server: iquwl02-dbg |

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

The grid displaying the indexed documents may also be edited directly using [ 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.

8 search x

LB RS R

DocumentType IN {"Invoice")

TR

Drag a column header here to group by that column

PageCounk - CreateDateTime Irrvoicefmount Docurnenkiroup

L g T |JEEEmE | 7 6/22/2009 4:24:14 PM : ’
,@ ',!"_ 5192009 3 6232009 4:42:36 PM 15150.54 CORL
B T sfig/zo0e 3 BJ23[2009 4:42:36 PM 4236,19 ORL
T,;L .@ ',""_ 5/19/2009 7 6[23/2009 4:59:34 PM 1432.11 CRL
B %% sfesizome 4 6)24/2009 4:14:18 FM 1610.22 PHY

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

File Edit View EbIdiGyd Tools Tabs Help

;O NewsSe B C Ite C
— | saveLocal Copy Ctrl+Shift+L
| I I} Add Revision...
| ﬁ Search | [ Edit.. Ctrl+ Shift+E
Keywords: Q Annotate...
13 | view Ctrl+1
Customize Advar B4 Email Document... Ctrl+M
s TR NO R VOICE
@ showssocioted iliead! 11/8/2011 5:27:34 PM 6 Inbound Fax Informa Software
| Indsxing | 5 Duplicate... Ctrl+D 11/9/2011 10:45:13 AM Invoice
[2)  Indexing q I8t Delete Cirl+Alt=D | 11/9/2011 11:34: 16 AM Invaice
k 11/9/2011 11:36:00 AM 5 Invoi
— 9 Undelete 119/ LIS
| H i F#  Route..
a Work Que E’ Watch Document Cirl+T
B watchiist = | -,
i | St g
| B
L I port to Folder..,
i
| ‘? s m
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The “Confirm Delete” window appears to ensure that the user desires to delete the selected document as
shown on the next page; click “Yes” to proceed.

Confirm Delete )

\ ? ,p‘ Are wou sure you wank to delete the selected document?

[ Yes J [ Mo

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

8 search x

e ey L 00 |

DocumentType IN ("Invoice™)

Cragar = - — — |
B Enter a Note =[O X]

—_— Irwoicedmiount Dacumenkiaraup
1124114 PM 15150,53
256 PM 15150.54 ORL
42136 PM 4236,19 ORL
f:59: 34 PM 1432.11 ORL
fi14:15 PM 1610.22 PH=

You must enter a note explaining why you are
deleting these documents.

Duplicate invoice

e _—

Results: 5 of 5

|| Ok ||| Cancel . Add Maoke .

i_E;,l'ZS,I'ZDDQ 1:07:26 PM dogden |

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

documents if he or she has permissions to do so. Deleted records have a red & at the beginning of the record
as shown below.
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File Edit BAEMW

Document Tools Tabs

C &  Refresh F5
e Tasks ch 5|
M=o . CARERB O Gwe| 58w s 2 = I
[ERREREE. LR History Type IN ('Inbound Fax', 'Invaice’, 'Outbound Fax')
Keywords: Preview Pane
Default Window Layout I I ' I
: T | CreateDateTime | PageCount ' DocumentType | DocumentGroup | CustomerMame '
Al ||x| s i e et 11/8/2011 5:23:48 FM 6 Invoice Informa Software
Grid Layout 11/8/2011 5:27:34 PM & Inbound Fax Informa Software
Indexing Gl 11/9/2011 10:45: 13 AM Invoice
@ Indexing Queue 1192011 11:34: 16 AM Invoice
= :

Selecting “Undelete” from the Document menu, as shown on the next page, removes the red & from the
record and returns the document to its previous, searchable state.

File Edit View Document Teols Tabs Help

i @@ [C) New Search Tab | B B & Scan.. | € Refresh
ﬁSeard'.l [2¢]

L0 B Ee e e s B B % e e = N

DocumentType IN {'Inbound Fax', 'Invoice’, "Outbound Fax')

CraahEDaDeTlmE - .E.PageCcunt ijoa._lmentType _i_DocumEntGroup ___f_FEsmm_EIEEmE _‘ FaxRecordDateTime bl |
11/8/2011 5:23:48 FM & Invoice Informa Software

11/8/2011 5:27:34 PM & Inbound Fax Informa Software

11f9/2011 10:45:13 AM Invoice

1192011 11:34: 16 AM Invoice

1

B C © Ch C
H  SaveLocal Copy Ctrl+Shift+L
1% Edit.. Ctrl+ Shift+E
CJ | Annotate...
18 | View Ctrl+1
Email Document... Ctrl+M
[& Add Revision...
Tl | Notes Ctrl+N
@ | History Ctrl+H
@ Show Associated Ctrl+ O
]ﬂ ] [E  Find Similar... ;
i {7l | Duplicate... cl+d |
I3 Delete Ctel+Alt+D
Show Details | '9 Undelete |
| Event Date ¥ | Route...
E

Watch Document Ctrl+T
11/9/2011

B
11/9/2011 2:0] "=
11/9f2011 2:0] |F
11/9/2011 201 T5PH

Export to Folder...

(Bl 5 History
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The “Confirm Undelete” window appears to ensure that the user desires to undelete the selected document as

shown here; click “Yes” to proceed.

Confirm Undelete X

\:‘i) Are wou sure wou wank ko undelete the selected document?

Yes

I

Mo

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

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

information.

Revising Documents

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

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

In a “Search” tab, right-click on the highlighted document and select Add Revision, or select it from the

“Document” menu as illustrated on the following page.

i ) Newsq &

m [§ Sevelocal Copy

Eile Edit View Q)INGENE Tools Tabs Help

Ctrl+Shift+L

s 7 e ) [ L8k Add Revision..
AN E!‘ F Edit.

BE it
DocumentType 1
_.l Annotate...

)

Drag a column hea

K -

View

IRDEISRPRDYEE

Show Associated
Duplicate...
Delete

Undelete

Route...

Watch Document

#  Export to Folder...

Email Document...

Ctrl+Shift+E

Ctrl+l
Ctrl+M
Ctrl+O
Ctrl+D
Ctrl+Alt+D

Ctrl+T

DocumentGroup CustomerMame
Informa Software

Inbound Fax Informa Software

Invoice

Invoice

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

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

-

® IP  showPreview

r.ﬂ.n:tion Ewent Date ¥ | User Mame

> 3:50:00 PM dogden
I}' Wigw Revision E .
Save 150:00 PM dogden

Filewiew B/24 2009 9:51:53 AM dogden
Filewiew BI2312009 5:29:01 PM dogden
Filewiew BI2312009 5:25:45 PM dogden

B totes

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.
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Document History

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

VI8 Document Tools Tabs Help

i € Refresh
e e 5
i e b OB R=R 8o bwm| 88 s s IIINININEILIEIEIEEE
SEEI % History =
Keywords: Preview Pane
= alumn header here to group by that column
Default Window Layout r r ' ' . . .
) m ¥ T.-:-L @ El CreateDateTime | PageCount | DocumentType DocumentGroup CustomerMame | FaxRecordDateTime
Customize w Include Deleted ;s &| Invoice Informa Software
Grid Layout 13 " 11/8/2011 5:27:34 PM 6 Inbound Fax Informa Software
| g Indexing Gl T 11/9/2011 10:45:13 AM Invaice
@ Indexing Queus e 11/9/2011 11:34: 16 AM Invoice
L = -E 11/9/2011 2:13:42 PM 2 Invoice

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.

Results: Sof 5|

Ewvent Dake ¥ | User Mame

dogden

FileMigw 6/23/2009 5;25:54 PM dogden

Save BI2312009 4:43:26 PM Syskem
Save 62312009 4:43:25 PM System
FileMigw 6/23/2003 4;43:14 PM Syskem
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See the screenshot below, which highlights the History Toolbar features—“Print”, “View Revision” and “Show
Preview”. The user may print the history of any document, view its revision (if any) or expand the action details
to see more information.

Hiskory

Filetigw 6f23/2009 5:258:54 PM
Save BIZ3/2009 4:43:26 PM Syskem
Modified MeedsOcr From True to False
Sqve BI2312009 4:43:25 PM Sysbem
Modified FileType From TIF to pdf
FileWiew BIZ312009 4:43:14 PM Syskem -

| R Hiskory
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Scan to ImageQuest

Scan to ImageQuest replaces the IQscan program that shipped with earlier versions of the ImageQuest client
and should support any scanner that uses a TWAIN driver. If a user has the “Add Document” permission, they
will see a link to the scanning application in the “Tasks” pane of IQdesktop. Clicking the link will launch the
scanning interface.

-
@ Scan to ImageQuest
-

gblachstein (User)

() Assign index values now

Document Type:

Route To: {Mone]

Scanner: HP Scanjet 3000. |

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

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

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

il ™y
& Scan to ImageQuest @Iﬁlg

& Scan i H submit $€ Discard i BT

() 5ave to Indexing Queue Page: 2 of2 < > Zoom: |Entire Page |+| Rotate90° Print

Invoice

Sam's Electrical
Company D) 8111222 Tan I0: 11222370
Corrbac Mima: Sam Emits

Teiephone: (355) 22d-4444
Businesa Fan. (555) 2224445
=

1 Assign index values now

Docurment Type:  Invoice -

sra———
Route To: (Mone) L= 3 Dewesshsl Stral, e
Document Group

Public Group 5

Invoice Number

112 h=}
Paid
Vendaor
Sam's Electrical x B
Invoice Date
10/11/2008 X e - —
Divect Bank Transfer Defavs: e T _
Invoice Total T o | Brasch Code | KT
“Ascoo T | FRCEA]
£143.00 s}
Priarity Thank you for your business. As discested lbor inckaies the 10% discount as promised.
h=}
Mote:
Paid §50.00

— Perform text extraction or OCR for
keyword searching.

Scanner: HP Scanjet 3000,

Ready.

Note: The look and feel of the advanced scanning options is determined by the type of scanner you have and
the driver that is installed.
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PDF Annotation

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.

[ Document Editor

TR T

:.IEIQ

@@L s2lzeom 0 - @S 8 CEEES DGR H

Dm&@OO /AL o 0

“ieunoog o [ETEICITIT g]

SL0|]E 0L .'

Sam’s Efectrical
= Company 10 8114222 Ta ID: 19222533
- Contadt Kama: Sam Smah
= i Toiphana: (555) 2224444
- Dusirass Faic (555) 2224445

artiianelectcal com
15 Bountitd Steal, Plontrnie

pT

Thasrk you for your businass. As discussesd labor inchudes 58 10% discount as prormised,

Pagetort

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

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

3] Saves the annotations and closes the form
Pan document tool — click and hold the left mouse button to move the image
"3 Select annotations — use this tool to select and edit annotations
22 Select text — click to select text on the page
) Print — prints the document
@y Previous page
For Next page
i Zoom in — click the page to zoom in
= Zoom out — click the page to zoom out
&L Dynamic zoom — click and drag up to zoom in, drag down to zoom out

&

Marquee zoom — draw a box to define the zoom area

Actual size — zoom to the actual size of the document

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

(3] | |[E]

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

=

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

B

Rotate left — rotates the page 90 degrees counter-clockwise

|
e

Rotate right — rotates the page 90 degrees clockwise

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

[ I | E

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

jm
oE | H

Two columns — display the pages in two continuous columns

Comment — creates a comment annotation

Text box — creates a text box annotation

G B

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

YN OO

Arrow — draws an arrow annotation

\

Ink pen — draw freehand ink pen markings on the page

Highlighter — draws a yellow opaque highlighter box annotation

File attachment — embed a file attachment annotation into the document
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Formally known as the Route List, the Work Queue displays a list of documents that were either manually
routed from another 1Q user or were automatically created by a notification rule that was setup by the IQ
administrator. Documents that were routed to a role will be visible to all members of that role. The Work
Queue can be used to process documents that require some type of intervention.

-
[ IQdesktop - ImageQuest

File Edit View Document Tools Tabs Help

] b | E’ 6 Scan... | @ Refresh

E: ﬂ. Work Queue ||

| “ Search x|
;Keywords:

| N x .
Customize Advanced '
(£ | o x|

@ Indexing Queue

' =
||_is1s 2|

F3  Work Queue

2| B [ pad

. Invoice Due Date

PR ORR=ERIB SO E

Drag a column header here to group by that column

| vendor

10/30/2011
10/31/2011
10/31/2011

Verizon Wireless

Verizon Wireless

Invoice Total | Action

:
£941.10 Invoice Payment Due Soon 1156
£941.10 Routed to Accounts Payable (Role) 1156

yment Due Soon

I

Results: 3 of 3 |

[B WatchlList
I —
Import file: -
B Show Details
@ Work Item Created
| Sean % || save

Work Item Created

@ Scan to ImageQuest
b Save

Save
| & History

User: gblachstein | Cabinet: ImageQuest | Server: 2kBx86b.development.com |

: Event Date

10/27/2011 2:50:45 PM

10/27/2011 12:03:40 PM
10/27/2011 11:33:44 AM
10/27/2011 10:58:18 AM
10/27/2011 10:58:09 AM

¥ User Mame

gblachstein
ghlachstein
System

gblachstein
gblachstein

For example, a notification rule can be created which searches for invoices that need to be paid by the invoice
due date, and then sends the document to the Work Queue ten days before the due date occurs. All documents
in the Work Queue will stay there until the work item is manually completed by a user. In this example, one of
two things needs to be changed in order to process the document: Either the Invoice due date needs to be
extended beyond the 10 day notification period, or the Paid attribute needs to be updated to true.
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To process a document in the work queue, right-click on the record and select “Complete Work Item”.

[ Complete wort e el e

Document Type: Inwvoice -

Route To:  (None) -
Document Group

Public Group -

Invoice Mumber

112 )
Paid

Vendor

Sam's Electrical L=

Invoice Due Date

10/30/2011 ~ 4
Invoice Total

5148.00 )
MNotes

A window will open which 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.

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.

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.

It is also worth noting that 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.

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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Find Similar Documents

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

Find Similar Documents ﬁ

Select the attributes you would like to search for,

CreateDateTime = 10/27/2011 11:28:51 AM
DocumentGroup = Public Group
DocumentType = Invoice
Invoice Due Date = 12/3/2011
Invoice Mumber = 112
Invoice Total = £148.00
PageCount = 2
Paid = True

Vendor = Sam's Electrical

| Open search results in a new tab.

Search | | Cancel

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

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

¥® 10desktop - 1Qvil
File Edit View Document Tools Tabs Help

"Im New Search Tab IE’ E & scan... | & Refresh

'-'. T x | R search (3¢

‘ﬁsm A|_:@E?QH[%&I:*EDE€Q@dEth[§Eagéﬁﬂ_

Type I (‘Invoice’) AND (Invoice Date = *
Keywords: \2“ =
i

Drag a column header here to group by that column

T,_l @ E| CreateDateTime PageCaunt DocumentType Invoice Date Customer Mame
‘@ | 1/5/2012 4:00:00 PM 5 Invaice 1/5/2012 ORL

Customize Advanced Seard’1

| a Indexing R| @ T 152012 401:38PM 1 Invoice 1/5/2012 Gl

E’:," Indexing Queue

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

. Search

keyword search criteria

L)
Cuskomn Search | ISR eI
Document tvpes toinclude:  Invoice -

Enter walues for any attributes Appointments

DocumentGroup

Main w2
MFP Scan
Patient Health Record

(Eheaty hl

Erin iarant

Inwoicel ate

Inwoicedmount

CreateDateTime

Select Al || Clear 84

B to k=]

PageCount

Clear b Search .|| 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.

prABaR e e e 88 ssa |G

DocumentType IN {"Invoice") AND (CustomerName = "Erin Grant")

PageCount Docume. RoutedTo Docume. .. Cuskame,

e

Save Local Copy

“Save Local Copy” allows 1Q users to save documents from IQdesktop to their client PC or a network location.

To save a local copy, right-click on a document and select “Save Local Copy. A Windows “Save As” dialog will
open and the user can then save the document to the desired location.

#® 1Qdesktop - 1Qv11l

Eile Edit Vi E
i B O] NewsearchTab | [ B & s, | € Refiesh
Fasks T R search (x|
. BB OERSRIG o G| 55 % s
| | Search 2 — e —
I : m
| Keywords: @
“
CreateDateTime PageCount | DocumentType Invoice Date Customer Name
Customize Advanced || Search | T4 1/5/2012 4:00:00 PM 152012 ORL
Indexing 2 B ys/a012401:38PM B | Co ltem  Ctrl+shift+C
@ Indexing Queus H Save Local Copy Crl+5hift+
%  Edit... Ctrl+5hift+£
=
H Lists = LJ  Annotate...
B WorkQuewe 12 view Ciri+l
B watchList [E4  Email Document... Cirl+M
[é Add Revision. ..
Import = T MNotes Ctrl+
Import file: I T History Crl+H
& | BF  Show Associated ctrl+0
Import | B  Find Similar...
% | {7 Dupicate... ctrl+D
Dl g 3% Delete Chrl+AIL+D
@ Scan to ImageQuest B Undelete
ﬁ Route...
Shaw Details Watch Document Cul+T
- VE g
¥ Export to Folder...
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Note: Save Local Copy supports single document saves. Please use Export to Folder for multiple document
saves if required.

Email Document

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

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

#8 [Qdesktop - ImageQuest
Fi

Edit

LrAEekeee bl sssss = ININGEEI
DocumentType IN (Invoice') AND (InvoiceDate = '05/19/2009%)
Keywards:
—_— reateDateTime InvoiceDate  PagsCount | Invoicefimount | DacumentType
Customize Advanced | Search
a 6/23/2000 4:42 B savelocalCopy  CirbishiftiL 4236.19 Invoice ORL
‘ sty S =2 = efzseome 4s [ Edt. Chrb+ShiFt+£ 1432.11 Inwice ORL
&) Indexing Queue & view Chel+1
E |9 Emsil Document.,,  w Cibi |
| o H [2h  Add Revision. ..
8 Route list 1L Motes @ N
Wiatch List T History Chrl+H
7] [« | ) o pccired ke |
sl Impert 2 - o
= wplicate. . a . |
e up Results; 3of 3
8 Delets Chrl+Al+D
Undelete
T K4 B [ aadnoe
& Route... —
b Clear Route
[§  wistch Document ekt
iratching ctrl+u
¥ Export to Folder..,
1L hotss |
User: dogden | Cabinet: Imagequest | Server: iqvi02-dbg |

The default email client will open a new window with the selected document(s) attached. The screenshot below
shows an Outlook Express message with “Invoice (Revision 1).pdf” as the attachment. The user can now
complete and send the message with the IQ document attached.
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£¥ Untitled - Message (HTML)
! Fle Edit Wiew Insert Format  Tools  Actions  Help

ficisend |l [ 4 0 ]2 0 @]t 8 | v | Bosens. @ B

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

Watch List

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

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

#® |Qdesktop - ImageQuest

File Edit “iew Document SR Tabs Help

8 ) new search Tab | M Search... Chrl+F

|z | E, Indexing Queue Ctrl+3

“ R work Queue Cirl+R
| seareh B watchList Ctrl+W
L L E- Manage Document Types

Customize Advanced | Search

‘ a Indezxing

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

b+
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" i o [

R DB B E BT Hedidit|; B E 23S =

Drag a column header here to group by that column

x T,;L @ [#] | createDat... PageCount Document... | BO# Ched:_Am... | CheckAmo... | ChedDate ChediNum. ..
T 1/18/2005... 4 Customer I...
B % 12/23/2008... 7 Accounts P... £1,408.59 12/1/2008
B ¥ z252010.. & Sales Order 090345
B ¥ 450103 2 Accounts P... £378.80 3/22/2010
B ¥ g/112010.. 37 Florida Sale. . 172.14 8/19/2005  EFT

To stop watching a document, select Stop Watching from the “Document” menu 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, go to the “Document” menu and select “Export to Folder”
to export the selected documents to a folder as demonstrated below.
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% 10desktop - IQvil

File Edit Wiew Felall =58l Tools Tabs Help

H Ej Mew 5{ £
..-.— E Save Local Copy Clri+5hift+.
E}‘ Add Revision...
| “ Search | [ Edit... Cirl+5hift+E
| Keywords: L] annotate...
13 | view cirl+
Customize Advg B Email Document... Ctrl+M
g show Assocated ctrl+0
| g Indexing| 151 puplicate... cirl+D
Indexing| |g¢ Delete Cirl+Alt+D
— .II) Undelete
Lﬂ a. Route...
Wark Qu [§ watch Document ctrl+T
Watch Li £
! ;¢‘ Export to Folder...
Tmport

g

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

Browse For Folder

Select a location below ko store the data and images Far
the retrieved documents,

B My Documents
= :i My Computer
= S 05 (0
| 2eefs31ech1d1040ab1ab30e1
@ 7ad40a34337156991b0323
T Azia
= 15 AlFiles

B3

ortedFiles
7= Cardiff104

[£

Make Mew Folder ] I oK ] ’ Cancel

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

i ] Expart to ChalFiles\MyExpartedFiles has completed,

Would vou like ko view the exported information now?

[ Ves J [ Mo

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

B C:\AlIFiles\MyExportedFiles\default. hta

Search for | CreateDateTime ~| | Search CLearl
IEE_ [DocumentType|RoutedTo

View 2 @ = 06-23-09 Invoice dugden ORL Erin Grant 05-12-09 4236.19

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

Duplicate

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

8 |Qdesktop - ImageQuest

File Edit Yiew Fellaiy=tg® Tools Tab:

ﬁ a Tew Se -
Save Local Copy Ctrl+5hift-+H ﬁ % Route List %
Add Revision..., B & [ aidedt | B
I “ Search
Edit. .. Cirl+shift+E

Keywords:

Annotate...
CreateD. .. PageZount Docurne, .. RoutedTo Docurne,

View ctrl+ 5 ;
= 3| Invoice dogden ORL

Customize  Adws . Sl ~
Email Document. .. Ctrl+M
Show Associated Cirl+0

(i Indexing
; | Duplicate. .. cirl+D I
@ Indexing

Delete Ciri+Alt+D
Undelete
Route...
‘Watch Document Cirl+T
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The Duplicate Document window will open as shown. The duplicate record Document Type and attributes may
be edited before clicking “Save”.

r ™
[% Duplicate Document Elﬂlg
1
Document Type:  Sales Order -
Route To: | (Mone) L]
workflow maint ha}
EngineerMame
5
Invoice#
13188 5
InvoiceDate
3/26/2009 - ||l
S50%
090341 5
Work_Provided_For
-5
MNotes
k Save g|| Cancel
—

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

Show Associated

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

#® |Qdesktop - ImageQuest

File Edit Wiew FeEEiyEs Too

: R Mewse & ' )
- H Save Local Copy Cirl+5hift-+H
e Y . s S [ Route List x
& edt.. crisshife |0 [ | B P & F eridedt [ B=Bg8 =
I Seatch
’__J Annotate...
Keywords: 5 vew Crl+1
[E4  Email Document... Ctrl+M CreateD. .. PrageCount Docume. .. RoutedTo Docume.
Customize  Ad ;lt@ Show Associated Cirl+0 i[5 02 oo 3 Egetn
3l Duplicate... Cirl+D
E: i —— [§ Delete Cirl+Alt+D
|‘ 'l) Undelete
E/ Inclemng(a T
[& watch Document Crl+T
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All associated documents, if any, will appear in their own tab. Associated documents display the @ icon next to
them as shown below.

FoutedTo

| Docume
C '.:'I'.:.'.';.;Ié'n" A

o

"——-} ” 4 6/19/2009 .., & 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”.

Import A File

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

To import a file, click the E] button to launch a Windows “Open” dialog. See below. Locate and select the file
to import and click Open.
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F# |Qdesktop - ImageQuest

elp

N Search Tab | B3| @ Refresh

68 - A
P B
vy
b
Lookin: | () Expenses ¥ 02 e m
Bt ficsd ‘ | oa¢
=
E_ =\ The Lone Pine.pef

EI Trdesing A \ e
[2)  Indexing Queus Decupens
=

L 2| Desidop
fA  Route List

[SF  watch List ¢ 3

My Documents
Tpork

»

Import fle:

CH\AlFilesimport Fles\Expens... - | g‘

My Computer
Import |

File hame: [ v [Coeen ]

My Metwork | Files of type: | Alfiles ) ~| Cancel |

User; dogden | Cabinet: ImageQuest | Server: iqv102-dby |

£

&

The “Import file” field will display the file path of the selected file. Click “Import” to launch the “Import To

ImageQuest” indexer and assign a Document Type and attribute values. See the following page for an example.
Click “OK” to import the document to IQdesktop.
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Import to ImageQuest [E=ECE™)
"ﬁ Invoice 112.6f Page 1 of2 < > Zoom: EntirePage ~ Rotate0"
ol [ _nvoice
Sam's Electrical
Document Group Compary 0 #110223 Tae © 11233399
s—ﬁ_h“
Public Group - i Fo () T 448
1Y Bt Sree Fertyeite
Invoice Number . HET - = __:_;:.i
I E ':ﬁl'_’l'—, e me————
Paid e T T T —————————— |
e fa !
e Sieone. S
LA - | n--’r:—’.; 22 110100 82 Fishery Way, Fateuiy
Deln Satte 4 17 St Boad Fate - L
e el Al .- Bt | e - —
: Eim—— W —p—]
‘ Irvesce Total H [p— " !
- “atl an
4 4 |:—l=J|
| _-—g 3|
L T —
e S| B e — —
1 : T ——l |
| %E;'M In‘_: mﬂ‘ [Em ===y l
e ey n
‘ Mp&m&ﬂ—hmw“ﬁ‘hmnw
]
=
\ v Perform text extraction or OCR for keyword searching. oK || Comxd r

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

ed

Import Successful

i C:allFiles\Import Files\ExpensesiThe Lone Pine.pdf
has been imported successfully.,

Users can also “drag and drop” files to the Import file field and then import the document to IQdesktop.
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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 is convenient for users and also allows administrators to give certain
users access while still restricting them from other administrative functions that require the use of
IQadministrator. To Manage Document Types from IQdesktop, select it from the “Tools” menu as shown below.

I® 10desktop - 1Qvil

File Edit Wiew Document BIELIEE Tabs

Help

#4 ) NewSearchTab || #  Search... Cirl+F
" E" Indexing Queus Crl+Q

F&  work Queue Crl4+R oS

E' Watch List Cirl+w ') AND (Invoice Dat

B& Manage Document Types
- o group by that column

T_,._:L .@ [#] | createDateTime
B TH 1/5/2012 4:00:00 PM
B TH 1/5/20124:00:18PM

g Tndexing ||1

E{' Indexing Queue H

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.

B8 |Qdesktop - ImageQuest
Eile

\ﬁsm :
Keywords: Ig
"

| add... ‘ ‘ Allaw users access ta this document bype by default.

Custarnize Advanced | Search [— Assign attribute to Appointments
Invaice &4 | Assign Add Mew Attribute
| | Main vz
Indexing A ,
MFP Scan Data Type | Required | Default | Mirimum | ¢
[Z)  Indexing Queus Patient Health Record - = 7
\ Lists z| Fatisrt Heslth Trsurance Pravidss Text s
A RouteList
[§F  watchList
Tmport %
Iraport File:
Impart
[ i I

User: dogden | Cabinet: ImageQuest | Server: iqvl02-dbg
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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:

®  Microsoft Windows Explorer Connector
®  Microsoft Office Connector

e |Qprinter

Microsoft Windows Explorer Connector

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

Open
Troubleshoot compatibility
Open file lzcation

'E':;f' Run as administrator
Send To ImageQuest...
Pin to Taskbar L}
Pin to Start Menu

Resto revigus YErsions
il "‘\.ﬂwﬂ’“&ﬂﬂ“ﬂ -

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

| AP Vendor Billing Statements 2011-11-03
|“use. WERIZON WIRELESS.PDF

Select Document Type

Invoice s
DocumentGroup

{(Mone) % %
CustomerMame

PHS o

InvoiceDate
1192011 -

InvoiceAmount
122,50| 5]

[¥#] 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”.

ImageQuest Connector for Windows Explorer |z|

L]
) J 1 file successfully saved to ImageQuest,

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

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

*  Microsoft Word 2003 - 2010
®  Microsoft Excel 2003 - 2010
®  Microsoft Outlook 2003 - 2010
Note: The Office Connector for Microsoft Office 2010 is only compatible with the 32-bit version.

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

for more information.

The Microsoft Office Connector for Microsoft Word and Microsoft Excel installs a new toolbar with two new

icons, one for saving files to IQ and one for opening files from IQ.

For example, create a Microsoft Word document that you wish to save in IQ as displayed below. See the
highlighted Save to ImageQuest icon in the new toolbar; click the icon to save the file to 1Q.

G | Contemporary Report - Microsoft Word f

i Flle Edit Wiew Insert  Format  Tools  Table  Window  Help Typeau’

TRN= = NEWE I N Ry e A Rl e Nis: - = R v@m_aeadagi

=

&

123 hlam Stest
Baprulem, 12345

blue sky associates

FilmWatch Division

IMarketing Plan
A i, ol B st it

/
N
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The “Save Changes” window appears allowing the user to “Add a Revision” or “Create a New Document” as
demonstrated on the following page. 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 IQ and is searchable from IQdesktop using the index information.

& Save Changes

“what would you like to do with the changes Fill in the information for thiz document in the fields below.
made to the curent file?
Document Type

Report -
Save vour changes as a new revision Report MNarne

ko the existing document. Filmiatch Division Marketing Plan

2 Create a Mew Dacument GeiEEly RENS

Blue Sky Associates
Save the current file as a new

document, Date

202005 -

K | | Cancel

Now that the document is stored in 1Q, it may retrieved using IQdesktop or by using the Open from ImageQuest
button from the ImageQuest Toolbar as seen on the following page. 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.
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4 Microsoft Word |;I|§II

Twpe a question For help

Open from ImageQuest

M5

Search ‘Watch List Route List

=153

RoutedTo

PageCount Docurme, .,

Results: 0of 0 |

To find the document we saved earlier, click on the “Search” icon and enter the appropriate attributes and click
the “Search” button. See below.

I Microsoft Word |;”_L_

Type a question for help,
HRead M :

#

Search

Open from ImageQ) Custom Search

| , L]
E’ Fieport Mame
@ ‘atch List Rouy |

Company Mame

Blue Sky Associstes | or | ‘
Date

| - | to | N ‘

CreateDatzTime

PageCount

| | & | \

MN\M

Results: 0 of &
Keywaord search criteria:

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

i Microsoft Word

I Fle Edit View Insert Format  Tools  Table window Help Type a question for help %

RN e NI RGN W Ny N R R W Waes e A RCTETEN - E
=

Open from ImageQuest

My

Search Wakch List Rouke Lisk

= - . . - . -
x T.; @ El Createl... PageCount Docume, .. RoutedTo Repart M, .. Campan. ..

Resuls: 1 of 1|

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.

|® Save Changes

‘what would pou like to do with the changes Fill i the information for this document in the fields below.
made ta the current file?
Docurnent Tupe

Report -

Save wour changes as a new revision Repork Mame
to the existing document,

Film.atch Division Marketing Plan

() Create a Mew Document EEIzE REIE

EBlue Sky Associates
Save the current file as a new

document, Date

&f20{2008 ~

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

ment Tooks Tabs Help

8 O NewSearch Teb | [F 3 &% Scen... | € Refresh

A scarch (=

@ BB OBRERD o aswal 50w e s -
| Search 3 TR! Invoice')

Drag a column header here to groum by that coumey

2| E | createpatetime PageCount | DocumentType
Gt st | sew --'ﬂ-lm.-__-l
£~ 11/8/2011 5:27:34PM 6 Inbound Fax Informa Software:
U Indexing | 11/9/2011 10:45: 13 AM Inveice
11572011 11:3% 15 AM v
11/5/2011 2:13:42PM 2 Invoice

37 Indexing Queve

— |
| @ usts 2|
8 Work Queue
B watchList

1o e x
TImport fle:

‘—63"7: e it —
& Scanto ImageQuest Results: 5 of 5

e 11/8/2011 5:25:20PM
Modified FieType from TIF to paf
Save

11/ 11 525217 System
L_BPTR @ History

User; Administrator  Cabinet: Imagequest | Server: erick-pc development.com

Note: Microsoft Word and Excel 2007 & 2010 both function the same as the 2003 versions; however, the
icons are located in the ImageQuest ribbon.

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

(O ) H9-0 )7 Document2 - Micr

Home Insert Page Layout References Mailings Review View | Image(Quest

7
' Open From Save To

| ImageQuest ImageQuest
ImageQuest

B S NSy P

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 IQ. The
Microsoft Office Connector for Microsoft Outlook installs a new toolbar with one button called “Send to
ImageQuest”. This button has two options, “Entire Email...” and “Attachments Only...”.
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To store an email message in 1Q, open Microsoft Office Outlook and locate the Send to ImageQuest icon in the
toolbar as highlighted below.

Inbox - Microsoft Outlook
i Fle Edit View Go Tools Actions Help

Type & qu

: it - | 23 X Curepy (aRely Al (3 roard | HisendReseve | Sprnd (S | @) Troe = cneetoind - | @ ) A [Sendtomapequest | 5
i & snaglt [ | Window - ! |@ Entire Email... [ "

ﬁ {”J Attachments Only...
updateg=chadule week of 6/ . . P

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

M Send To ImageQuest &|

:g May Invoice, 2009

Select Document Type

Inwvoice H

DacurnenkGraup
CRL A=)

CustomerMarne
Steel Blue hal

InvoiceDate
&f1/2009 L]

InwoiceAmaounk
1454.82 ha]

(0] 4 Cancel
N[

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

To send one or more attachments without the main message body, follow the same steps, but this time select
“Attachments Only...” from the Send to ImageQuest toolbar.
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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 1Q. All

three attachments will receive the same index information.

Choose Attachments

b .
CabDocPerm.png
IQlegal FAQ.doc

[ o ‘[ Cancel

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

B Send To ImageQuest

Eu (3 items)

Select Document Type

|C|ient Correspondence ~ |

| | =

Client Name

|aBC Company |

Client Phone Number
Client Service Improvement Plan

Company

5/26/2 v| a3

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

Connector.
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IQprinter

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

*® Printers and Faxes ‘;”i”gl
Fle Edt View Favortes Tools Hslp w

Qe - © - [F| Psewch [Fyroders |[FH-

Address %4 Printers and Faxes o> E

Printer Tasks

g & 1@ B
Add & printer = \y E - a §_ g
£5) See what's printing

Select printing preferences

23 Pause printing adobe PDF Fax HP Color LaserJet  HP LaserJet 4345 mfp on
CM4730 MFP PCL & infad1
i Share this printer

Em Renams this printar

. Delete this printer
{3 set printer properties s
Other Places ¥ =

Status: Ready Documents: 0

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

Prinker

Mame: IQprinter b [ Properties ]

i Yinfad1\HP LaserJet 4345 mfp
Statusi |ndobe PDF

Tvpe: Fax
HP Color LaserJet CM4730 MFP PCL &
Where:
Comment: [Microsoft OFfice Document Image Wriker [ 1Prirt ta File

Microsoft Office Live Meeting 2007 Docurnent

. Microsoft ¥PS Docurment Wiker
Prink Range Snaglt &

®al Number of Copies: E
()Pages From: I:I l:l B
.] Collate
() Selected Record(s) !
o) (o

Note: The IQprinter default page size is 8”x11”; click “Properties” in the print dialog to adjust the page size if
needed.
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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.

™ Print To ImageQuest

Select Document Type

Patient Health Recard -
Documentaroup
{Mone) .

Patiznt Health Insurance Provider

United Healthcare ha]

Patient Profile
Johin Smith ja]

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

ImageQuest” screen.

ImageQuest Connector for Windows Explorer @

-
1 J 1 file successfully saved to ImageQuest,

Note: Users must have the “Add Document” permission in order to use IQprinter.
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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 worldng on.
Would you like to save these changes as a revision?

DocumentType
Employee Record

InactiveDate

FirstiMame
Iohn

LastMame
smith

| Active

11/7/2009 -

fes ] [ Mo

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.
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@ Revision Successful

I':%.E

Your changes have been saved to ImageQuest
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