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Introduction to IOmfp

IQmfp is a simple electronic filing system for select models of HP LaserJet MFPs, HP ScanJet workgroup scanners
and HP Digital Senders. Easy to use and install, the IQmfp document management solution is integrated with the
MFP front panel and allows documents to be scanned into a SQL database for indexing and OCR processing for
full-text search. There are connectors for storage and retrieval of Microsoft Office documents and WordPerfect
files, as well as Microsoft Outlook email and attachments. The Windows Explorer Connector allows indexing and
retrieval of a wide range of electronic files, and IQmfp can be configured for easy integration with the HP Smart
Document Scan Software (SDSS) included with Scanlet workgroup series scanners.

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

IQmfp Support

(407) 215-1291
igmfpsupport@informasoftware.com
http://www.informasoftware.com/support
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Scanning Documents to IQmfp

To scan documents into |IQmfp, load the Automatic Document Feeder or ADF on top of the HP MFP device with
up to 50 sheets to be scanned. A group of documents scanned at the same time is called a “batch”.

Note: The ADF capacity limit does not reflect the limit of your batch size. See the section “Scanning the
Documents” on the following page for more information on adding additional images to a batch.

Press the IQmfp icon on the HP MFP front panel as illustrated in Figure 1.1 to begin the scan process.

/2] +P LaserJet M5035 MFP | Sleep mode on Black Copies: [ | |
@

Send to I0mfp docurnent Make copies fram an ariginal

ranagernent systam, docurnent

Network Folder

- Send a document to a falder an the

Job Storage

Scan and store a job
netwark,

V)

Network Address ]

Figure 1.1: HP MFP front panel

User Selection

The IQmfp User Selection screen in Figure 1.2 on the following page allows for the selection of a name to route
scanned documents from a scrollable user list screen.

Select a user from the list. If a user is not in the selection list, please contact your network administrator. IQmfp
will route any scanned batches to this user for access in the Indexing Queue when the user logs in to IQdesktop.
See “Indexing Documents,” p. 11, for more information.
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Figure 1.2: 1Qmfp User Selection

Press “OK” to continue to the Scanner Status: Ready to Scan screen.

Scanning the Documents

Follow the instructions on the screen in Figure 1.3.

[o][ EReE N O

Load documents into the scanner and select the [Scan] button to begin scanning.
Press [Scan] for each group of documents to scan. Press the [Submit] button to

serd the current batch to ImageQuest and begin a new batch. Press [Done] when

finished to commit the current batch and log out of ImageCuest mfp.

Hello alang

Sranner Status: Ready to scan.

| Sean | | Submit |

Figure 1.3: Ready to Scan

Select the IQmfp “Options” button to verify the MFP is configured correctly for the scanning process as
displayed in Figure 1.4.

IQmfp Scan Options

Choose from the aptions below to customize the way yaur scan job is handled,

|'- Number of Sides Orientation .'|
L (1-Sided) (Partrit) &)
f Color Mode Page Size .'|
] (Black & White) {Letter) W

| o« || cacsl |

Figure 1.4: 1Qmfp Scan Options
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Select any special settings needed for this batch of documents and click the “OK” button to return to the Ready
to Scan screen.

Note: Some HP MFP devices do not scan duplex on one pass. For 2-sided pages, the device will scan one side,
then pull the image back through to scan the other side. Scanning 2-sided pages on the device will double the
time of scanning per page.

In Figure 1.5, press “Scan” to begin scanning the documents.

[2][ et )

Load documents into the scanner and select the [Scan] button to begin scanning.
Press [Scan] for each group of documents to scan. Press the [Submit] button to

send the current batch to ImageQuest and begin a new batch. Press [Done] when
finished to commit the current batch and log out of ImageCuest mfp.

Hella alang

Scanner Status: Ready to scan.

=]

Figure 1.5: Ready to Scan

The Scanner Status changes to Scanning as the documents are scanned as shown in Figure 1.6.

[ [ e )

Load documents into the scanner and select the [Scan] button to begin scanning.
Press [Scan] for each group of documents to scan. Press the [Submit] button to

send the current batch to ImageCuest and begin a new batch. Press [Done] when
finished to commit the current batch and log out of Imageluest mfp.

Hello along

Scanner Status: Scanning..

| Scan | | Submit |

Figure 1.6: Scanning

If your document or batch has more than 50 pages, wait for the first 50 pages to finish scanning and for the MFP
to return to Scanner Status: Waiting for Documents as noted in Figure 1.7 on the following page.
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[[] © amageguestore 0[]

Load documents into the scanner and select the [Scan] button to begin scanning.
Press [Scan] for each group of documents to scan. Press the [Submit] button to

send the current batch to Imageuest and begin a new batch. Press [Done] when

finished to commit the current batch and log out of Imageluest mfp.

Hello along

Scanner Status: Waiting for Documents,

| Scan | | Submit |

Figure 1.7: Waiting for Documents

Load the additional pages into the ADF and then press the “Scan” button again to append the additional pages
to the document.

Completing the Batch

If you have more than one batch of documents to scan, wait for the first batch to finish scanning, load the ADF
with the second batch, and press “Submit”. This sends the first batch to IQmfp and returns focus to this screen
in Figure 1.8 to scan again without logging the user out.

Load documents into the scanner and select the [Scan] button to begin scanning.
Press [Scan] for each group of documents to scan. Press the [Submit] button to
send the current batch to ImageCuest and begin a new batch. Fress [Done] when

finished to commit the current batch and log out of ImageCuest mfp.

Hello along

Scanner Status: Waiting for Documents,

=)

Figure 1.8: ImageQuest mfp—Waiting for Documents

The Status Message in Figure 1.9 shows that ImageQuest MFP is uploading the current batch to the 1Q Server.
Press “OK” and press “Scan” to scan more documents, or press “Done” when finished to log out and return to
the MFP front panel.

O et oot Mo [©)
@ ImageQuest mfp Status Message @

ImageCuest mfp is now uploading the current batch of documents to the

o

[

ImageQuest Server. You can begin scanning & new batch by pressing the

@ [Scan] butten, or lag out by pressing the [Done] button. Depending on

the number of pages scanned, this batch may take up to several minutes

to appear in ImageCuest. |

| OK

| Scans . Done |

Figure 1.9: ImageQuest mfp Status Message
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IQdesktop

IQdesktop is the primary ImageQuest component — installed as a Windows application - used to store and
retrieve documents. |Qdesktop provides all 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 to IQmfp, the user is ready to launch IQdesktop as shown in Figure 2.1.
Go to Start > All Programs > Informa Software > ImageQuest and click IQdesktop.

Administrator

@ Internet /) My Documents
¢ Internet Explorer s
¢ b My Recent Documents »

J E-mail
A

a Program Updates

@ wWindows Media Playd] @ Set Program Access and Defaults
% windows Catalog

@ Tour Windows XP “ wWindows Update

I Accessories »
/@ He »
@ Informa Software } M ImageQuest '! % 1Qdesktop
[/ startup » ¢ IQadministrator A
fé Internet Explorer @ IQscan

[5] Outlook Express

) | Files and Settings Trd
‘Wizard

¢~ Remote Assistance

%, windows Media Connect

all Programs B () windows Media Player
@Log off  |{@) | shut Down

Figure 2.1: Launch IQdesktop

Figure 2.2 on the following page shows the default layout to IQdesktop’s major features: “Toolbar,” “Search,”
“Indexing” and “Lists”.

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 the cabinet.

10
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d op m|
ool
F e ssacia | BB | @ Refesn
[ ——————— 1]
Tasks g ox |
] |
ﬁ Search | x|
Keywords: ‘
Advanced | Search

| Indexing |: 2 |i

E" Indexing Queus

|i|i Lists |; k|i

2 Routelist
B watch List

User: dogden | Cabinet: ImageQuest | Server: bbicker

Figure 2.2: 1Qdesktop

Indexing Documents

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 in Figure 2.3.

¥® |Qdesktop - ImageQuest

Eile Edit Wiew Tools Tabs Help

: v seach et | [ B | @ Refresh
C—
| |
;|ﬁSearch k|

; Keywords: |
I
Advanced | Search i

i
= {
E3' Indexing Queue ‘

| E Lists P |

| FA  Route List
[& Wwatch List

:r\ r ‘\«.m\_-“ ' - \'

Figure 2.3: Indexing Queue
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Note: The “Add Document” permission is required to allow users to add a document for indexing. See the
IQmfp Administrator’s Guide 10.0: Manage Users and Roles to allow or deny permissions.

The Indexing Queue shows all available document batches for the user logged into IQdesktop as illustrated in
Figure 2.4. Document batches may be indexed, deleted or reassigned to another user or role.

§® |Qdesktop - ImageQuest
File Edit View Batch Tools Tabs Help

. | B {3 | @ Refresh
)47 Indexing Queue
L
| Document Batches
Search ES |
Select a batch from the list below to begin Document Indexing.
Keywords:
Drag a column header here to group by that column
Advanced Search
—| CreateD... PageCount | Docume... Indexi... & MfpInpu... MfpAddr... MfpDispl. .. M
. 6/19/2008 ... [ Index I Cirl4 m
| Indexing = | | /
/11/2008 ... 10 MFP Scan dogden = — " ol 5035 MF
@ Indexing Queue 6/17/2008 ... 5 MFF Scan dogden x e M 5035 TMF
- &/17/2008 ... 5 MFPScan  dogden |
[EeS |
Route List
[ Watch List
s i I
Total items: 4
User: dogden | Cabinet: ImageQuest | Server: bbicker

Figure 2.4: Document Batches

The Index feature allows users to save documents in IQmfp 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 (Ctrl+l) from the “Batch” menu or right-click the batch and select Index. See “Indexing
and Committing Batches” beginning on pg. 14 for more information.

To reassign a batch to another user or role, highlight the batch and select Reassign (Ctrl+Alt+R) from the “Batch”
menu, or right-click the batch and select Reassign; to reassign all batches, press Ctrl+A to select all as
highlighted in Figure 2.5 on the following page and then select Reassign. The Ctrl key can also be used to select
multiple batches.

12
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File Edit View Batch Tools Tabs Help

| B B | @ Refresh

_’.' E, Indexing Queus

s .| Document Batches (
Keyworde: Select a batch from the list below to begin Document Indexing. é

Drag a column header here to group by that column
Advanced | Search | I

|||Pag... |CreateDateTime & Inde... DocumentType MfpInpu... | Mipaddr... | MfpDispl... MfpHost... Mfpserial
| 7/2/2008 9:19:12 AM m 192,168.10... | 5035 NPIS2FB53  |CNEXB02422 |
i | 192.168.10..., | 5035 NPISOFES3 | CNBXBD2422

1% | Index Chrl+

4 Indexing Queus
E 09 |@ Reassignp, Ctrl+AIt+R

63
= K | Delete Crl+Alt+D
Lists” A | |

. %ﬁi te”% '\"“"“‘—\ "—‘ SERPppR—— S ‘\M J‘.‘ rM/

Figure 2.5: Reassign Batch or Multiple Batches

3

In the “Batch Reassignment” window in Figure 2.6, 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 ta reassign the
selected batch to.

- M
Receptionist (Role) il Batch Reassignment

J-ﬁ-dministrat':lr {Userl  Select the user or role you wish to reassign the

dogden {User) selected batch to.

iemith 11 lzmrl

Administrator {ser) - |

Figure 2.6: Batch Reassignment

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.

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 (Ctrl+Alt+D) from the Batch menu as demonstrated in Figure 2.7. The
user will be prompted with a confirmation window as seen on the following page in Figure 2.7.1.

Tools Tabs Help

L& | Index Cirl+
(& Delete [ Ctrl+Alt+D

hy
ﬁ Reassign  Ctrl+aAlt+R

Figure 2.7: Deleting Document Batches

13
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Confirmation

You have chosen to permanently delete this batch, This action can nok be undone.
L3 Are wou sure you wish bo continue?

Yes ] [ Mo

Figure 2.7.1: Delete Confirmation

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

Indexing and Committing Batches

Document batches are “time-stamped” with the specific time they were scanned at the HP MFP device. To
choose one of the batches to index, highlight the batch as demonstrated in Figure 2.8, double-click it or right-
click to open the menu and select Index (Ctrl+l). This will open the main Indexer screen.

Note: Multiple batch selection is NOT available for the Index (Ctrl+l) option; only one batch can be indexed at
a time.

B8 |Qdesktop - ImageQuest

File Edit View Batch Tools Tabs Help

[& B | @ refresh

E{' Indexing Queue

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

-t

Drag a column header here to group by that column

Pag... CreateDateTime Inde... MipInputiser Document... 4 | MfpAddress MfpDisp... | MfpHostName MfpSerial
10 &/11f2008 3:18:03 AM dogden  dogden MFP Scan 192.168.100.93 5035 MPI32FB53 CMEXB0242;
5|6/17/2008 9:37:27 AM | doaden e N

5 6/19/2008 9:39:24| [ Indexp. ctr+l [P scan ,
i
f# | Reassion  Ctrl+Alt+R \,
| ¥ Delete Ctrl+Alt+D )

{

Total items:
A ﬂ“ﬂ\\tf'ﬁm@&"‘ "'\’“ \'“‘\"\* Mh.‘d “-'d—,"\-f
Figure 2.8: Indexing a Batch

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 Figure 2.9 on the following page to locate the “Pages,” “On Screen Help” and
the “Document Window” to “Zoom”, “Rotate” or “Smooth” the document image.

14
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B® |Qdesktop - ImageQuest

File Edit View Batch Tools Tabs Help

(oo | BB | @ efen

E? Indexing Queue x

[ commit (] Training Mode | %] Close

Document Type Zoom: | Entire Page - ru Rotate 302 iSmaoﬂ'l I.rnagei

Route to

m*wmj

Cancel | | Commit

| ls= <SPACEBAR> to designate first page of document and go to
Document Type field.

EBe sure to begin on Page 1. To exclude a pagels), use the
DELETE> key.

Documents: 0|

User: dogden | Cabinet: ImageQuest | Server: bhicker |

Figure 2.9: Indexing Documents

The “Pages” pane allows the user to click each page number to view each scanned page; the “On Screen Help”
in the lower, left corner in Figure 2.10 provides simple directions, for example, to designate each page or to
delete a page, and the directions will change as progress is made on indexing the documents.

OnScreenHelp

|1z <SPACEBAR: to dezignate first page of document and go to
Drocument Type figld.

Be zure to begin on Fage 1. To exclude a page(z]. uze the
<DELETE> key.

Figure 2.10: On Screen Help

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 below in Figure 2.11.

Zoom: |Entire Page (| € Rokate 90° |[Smooth Imai

:

Figure 2.11: Zoom

15
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Click the Rotate 90° button to rotate the image as displayed in Figure 2.12. This rotation will persist when the
page is saved in IQmfp.

E‘ Indexing Queues

B commit [Z] Training Mode | 4[] Close

Pages Document Type

E Zoom: |Entire Page -

m b WM

|- Cancel | | Commit |

On Screen Help
Use «<SPACEBAR > to designate first page of document and go to
Document Type field.

Begsure to begin on Page 1. To exclude a pagels), usethe
\Il:‘ﬂl“‘-k_“ . i\ g
Figure 2.12: Rotate 90°

To close the window and return to the Indexing Queue, cIickl #] Close or to close the Indexer altogether, click
* to the far right of its window as targeted in the illustration below in Figure 2.13. Any changes made to the
current batch will be lost once the Indexer is closed.

1£? Indexing Queue
D commit (S Iraining Mode | ) Close |-

faoes Document Type
L& 1-Invoice Invoice v
3 Route to
4 (None) v
® CustomerName
Alice Smith
InvoiceDate
7/27j2007 v

Figure 2.13: Close Window Options

16
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To begin indexing the documents in the batch, designate the first page of the first document by using the

<SPACEBAR> as directed in the “On Screen Help;” once the <SPACEBAR> is pressed, the icon will appear to
the left of the page number indicating that the page is the beginning of the document.

The “Document Type” drop-down menu will become active as highlighted in Figure 2.14; the user may also
designate the first page by right-clicking on the document page and selecting Beginning of Document.

File Edit View Batch Tools Tabs Help
ew Seard Tak ||§’ = ‘ £ Refresh

E:R Indexing Queus

Zoom: Entire Page - Cu Rotate 902 |iSrnooﬂ'1 ImageI

Document Type
ect Document Type

‘ Cancel | | Commit |

On Screen Help
Type first few letters of Document Type or select using dropdown —_—
amow.

Documents: 1]

Figure 2.14: Indexing a Document

In the drop-down menu, “Document Type,” select the document type to designate the first page of the
document. For example, in Figure 2.15 on the following page, the first page of the highlighted document is an
invoice which means that this page is designated as the first page of the document type, “Invoice”.

17
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#® |Qdesktop - ImageQuest
Fie Edit View Batch Tools Tabs Help

L dh | B B3 | @ Refresh

L x E Indexing Queue

| 8 commit 5] Training Mode | 4] Close
Search 2|
| Pce:

2 !

Document Type i Zom: |Entre Page - | C Rotate 30° | Smoath Image|

Appointments
Advanced | Search |

MFP Scan

3
2
5 Patient Health Record

[E | mdewing 2|
ABC Insurance
= e o CE
B gl s INVOICE
— Mainand, USA
hone 215552323 e
‘ — - s
f4 Routelist :A%w o
B  Watchist bor gy
Comments or spacial instructions -
Trark o aness
s ro s | AR | BP0 VIA | PO POINT Teans
e~ e =

| cancel |- commit |

[T
Type: first few lettsrs of Document Type or select using dropdown
| amow

| Documents: 1

A %M"\{*ﬁ"\ s, ' il ,*\»‘-M-‘J’\ W«‘\"‘“&-‘_’M
Figure 2.15: Assign page to a Document Type

Note: If a “Document Type” is not in the list, see pg. 61, for more information on “Managing Document
Types” or contact your system Administrator.

When a document type is selected, the indexing fields for that document type become accessible as shown in
Figure 2.16 on the following page. The “On Screen Help” window below prompts the user to <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 IQmfp.

18
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& commit [=] Training Mode | #] Close

Pages |
Route to

2
3
4 (None)
5

CustomerMam
InvoiceDate

Invoice Amoun

Cancel

On Help
Uge <TAB>to move to next index field.

Document Type

Invoice
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Zoom: Entire Page - -

Er' Indexing Queus

Commit Training Mode | Close
& C (=] Training | 4]

Pages

s

2

3
4
3

Figure 2.16: Indexing Fields

Document Type

Route to
(Mone)

CustomerMarme
\Alice Smith

InvoiceDate
7/27/2007

InvoiceAmount
106.50p00000

| Cancel |

If attribute data appears on multiple pages, the attribute data will remain when selecting different pages of a
document as highlighted below in Figure 2.17 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.

19

F_.':,' Indexing Queue

& commit| (=) Iraining Mode | %) Close

Pages

DocumentTypE Zoom: Entire Page -
Bl" 1 - Invoice Invoice
3 Route to
(None)
Customerhame
Alice Smith
InvoiceDate
Fj272007
Invaoice Amount
106.5
| Cancel |
L\.I 3

.

Figure 2.17: Common Indexing Fields
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Once the last index field is filled in for a document type, <TAB> to return to the “Pages” pane, or click on the
next page to index the additional documents with each corresponding document type and completed index
values as shown in Figure 2.18. For example, Page 3 is a new document type, “Billing,” with Page 3 as the
beginning page and Pages 4 and 5 as the attached pages; the attributes and indexing fields, “Client ID,”
“Customer Name” and “InvoiceAmount” can be filled in for indexing prior to committing this batch.

E Indexing Queue

ﬁ Commit [=] Training Mode | ﬁ Close

Pages Document Type
B 1 - Invoice Billing

2
B :-Eiing Route to
4
5

(Mone)

Client ID
5573

CustomerMame
Karen Wells

InvoiceAmount
589.53000000

| Cancel | |Cummit

r P gt

Figure 2.18: Indexing

If there are no more documents in the batch to index as shown in Figure 2.18 above, the batch is ready to be
committed; the “On Screen Help” window as highlighted in Figure 2.19 guides the user to commit the batch
after indexing all pages—“use <CTRL+S> or select “Commit” with the mouse to finish indexing the batch.”

o ncheong ol paces. e (CTEL « 5o or sslect Commnt with the
1o firvah indasing the batch

Figure 2.19: Committing a Batch

The “Confirmation” window in Figure 2.20 on the following page appears; 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.

20
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Confirmation

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

Select YES to commit or NO to go bagand chamge ind
Completed

\]\_) Batch completed.

Yes ] | [o

Figure 2.20: Confirmation

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 in Figure 2.21. For
example, Page 2 will be attached to Page 1 to the Document Type, “Invoice” highlighted in yellow and Pages 4
and 5 will be attached to Page 3 to the Document Type, “Billing” highlighted in blue. This results in two
documents being sent into IQmfp, one two-page Invoice document and one three-page Billing document.

.

E. Indexing Queue ¥

B commit [S) Iraining Mode | 4] Clns’__
Pages Dnmmen%

D}' 1 - Invaice Billing
2 i
¥ 3 -siling Raoute to f
4 (Mone) 4
2 Client ID
5675

Figure 2.21: Attached Image

Note: To cancel out of “Indexing,” click “Cancel” at the bottom, left of the index fields.

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.

21
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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 in Figure 2.22.

Er" Indexing Queus

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

Drag a column header here to group by that column

PageCount CreateDateTi... & | DocumentType IndexingR.esource MfpInpu... MfpAddr. ..

9 7/16/2008 :55:31... MFP Scan dogden dogden ‘

Figure 2.22: Document Batches

Page Features in the Indexing Queue

The available options on the right-click menu in Figures 2.23 are Beginning of Document, Exclude this Page,
Move Page Up, Move Page Down and Clear Selection. 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. For example, in Figure 2.24 on the following page, Page 5
has been excluded. When this batch is committed, we will have two documents in IQmfp: one, two-page
“Invoice” document consisting of Pages 1 and 2 and one, two-page “Appointments” document consisting of

Pages 3 and 4.

@ Indexing Queue
& Commit [Z] Training Mode | #] Close

Pages Document Type : Zoom: Entire Page - | Cu Rotate S
B’ 1 - Invoice Appointments - |

2
@ 3 - Appointments Route to

a (Mone) = {
m @‘ Beginning of Document. h Insurance Provider

“} Exclude this page. |

N

Mowve Page Up Cirl+J
]

T

Figure 2.23: Exclude This Page
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Fle Edit View Batch Tools Tabs Help

o | B ¥ | 8 Refiesh
E Indexing Queus ‘
ﬁ Commit Training Mode |
| Search F3 |
[ e —— Pages
Keywords: I 1-Invoice A
2.
e
Advanced | Search || L 3 - Appaintments A
4 o
F
|g Indexing | E P?
I de&in Lele ] (

Figure 2.24: Excluding a Page

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 in Figure 2.25. For example, Page 4 has been highlighted
and moved up; as a result, the document type, “Invoice,” is now a three-page document consisting of Pages 1, 2
and 4, and the Document Type, “Appointments,” now only consists of Page 3 as Page 5 has been excluded.

E, Indexing Queue . E, Indexing Queue
ﬁ Commit @ Training Mode { ﬁ Commit @ Training Mode | &
Pages D Pages Docu
E] 1 - Invaice Ap E 1 - Invoice In

2 2
|57 3 - Appointments Ro RD”’?
-Df Beginning of Document. D 3 - Appointments (Monk,
& Exclude this page.

M-‘iq ; ‘- “" 'v-'\q-.‘n

| Maove Page Up . Cirl+U |
B Move Page Down’ S Cirl+D

Figure 2.25: Move Page Up or Down

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

Training Mode

The feature Training Mode highlighted in Figure 2.26 on the following page 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 in Figure 2.26 on the following page.
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| Cancel |
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Figure 2.26: Training Mode
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After you zoom in on the desired section of the document, click Save Image Position to save the current position

or magnification.

Once the image positions have been saved, click the Training Mode button again to return to indexing. From
now on, the trained document type will automatically zoom to the appropriate areas as you tab through the

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

To remove training from a specific document type, enable Training Mode, set the zoom level to “Entire Page”

and click Save Image Position for each attribute.
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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.

Custom Search Tab

To initiate a search for documents, click the Search (Ctrl+F) icon ()] in the toolbar, use the “Tools” menu to
select the Search (Ctrl+F) function as highlighted in Figure 3.1 or click the “Advanced” link.

F® [Qdesktop - ImageQuest

File Edit View BLLEN Tabs Help
Search... M Ctrl+F lIn

iy
Indexing Queue Ctrl+Q

Routing List Ctrl+R

Watch List Cirl+/

Tasks.
|“ Search
Keywords:

|
IMvanced | Search |||

|_Q_ Indexing x |

E Indexing Queus

o
| Lists 2|

¥  RouteList
B watchList

bl r“*ww-..tﬂ_l\ J\._ «"“w.’h

Figure 3.1: Search

B R B R

Manage Document Types

4
4
(
{
;

In Figure 3.2 on the following page, a search is in effect for a two page Invoice with an InvoiceDate of 7/2/2008.
By selecting a single Document Type, the list of all available attributes on the right is changed to reflect only
those attributes associated with that Document Type. Click “Search” once the desired index fields are
completed.
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B

nter values for any attributes you wish to search for:
Appointments CustomerName
Billng o
S
can -
-t -
Patient Health Record 7/2/2008 °
Purchase Order InvoiceAmount
to
CreateDate Time
- to -
PageCourt
|j"_ to
Keyword search criteria:
[m—— s | —

Figure 3.2: Custom Search

The custom search results in Figure 3.3 returns two Invoices with an InvoiceDate of 7/2/2008.

#® |Qdesktop - ImageQuest

File Edit View Document Tools Tabs Help

i & ] vew Search Tab | B & | € Refiesh

P ok g x. B search ’
A T I
Iﬁ k|.@|};&3: [# Grid Edit $€ Indude Deleted
Keywords: Drag a column header here to group by that column
x l[:—L @ El CreateDateTime | PageCount DocumentType CustomerMame | InvoiceDate | InvoioeAmow“
Advariced | search | I3 7/2/2008459:21PM | 2lfwoice | Janice White-Speliman | 7/2/2008 q
o l ~. 7/7{2008 3:55:08 PM 2 Invoice Cameron Gully 7f2f2008 e

I|g Indexing %

E" Indexing Queue

l| s -

Figure 3.3: Custom Search Results

When a second Document Type is selected, only the attributes common between the two Document Types will
be available for search. Whenever a range of results is possible, the word ‘to’ will appear between the left and
right attribute fields. When searching within text fields, the ‘or’ statement means that either or both criteria
entered (whichever is true for the Document Type selected) will be returned in the search results.
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Note: 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, Permit, etc.

Saved Queries Tab

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

The user may perform a search using the “Saved Queries” method in IQdesktop. Click the search icon A
select Search (Ctrl+F) in the Toolbar or click the “Advanced” link to open the “Search” window. Then, click the
“Saved Queries” tab as shown in Figure 3.4 to select a saved query from the drop down menu. Fill in any
required attributes and then click the “Search” button.

i Search g@@

Saved Queries

Select a saved query to execute: - |

Keyward search criteria:

Figure 3.4: 1Qdesktop Search Window—Saved Queries

Figure 3.5 on the following page gives an example of a saved query search based on the “Client ID” attribute and
its search result.
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B[(=1[ES

Saved Queries

Select a saved query to exscute: Client ID Search -

Enter the Client ID: I 5578

B® I0desktop - ImageQuest |L”E'El
File Edit View Document Tools Tabs Help
© 68 a MNew Search Tab E’ a @ Refresh
# 5earcn X
Df E{' & # [ Grid Edit x Include Deleted
Search At
Keywords: Drag a column header here to group by that column
x 1‘__1 @ [ | createn... PageCount | Docume... RoutedTo Client ID Custome... InvoiceA... InvoiceD...
Advanced - search | || S M N Biling | 5678 Karen Wells
|a Indexing % |
I2 tndexing Ouene K i I

Keyword search criteria:

| Clear | L Search || Cancel

Figure 3.5: Saved Queries Search and Results

Note: Saved queries must be configured in the IQadministrator tool to be accessible from IQdesktop; see the
IQmfp Administrator’s Guide 10.0 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. See the “Keyword Search” section for more information.

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 Table 1 on the following page for search string examples and descriptions of valid full-text search syntax.
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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

Table 1: Search Strings and Descriptions

Note: Wildcard values (*) at the beginning (*forma) or in the middle (in*ma) of a word are not supported.
Note: Full-text search results include a preview field with summary text that matched the search criteria

entered.

Note: When using symbols and other non-alpha characters in the Keyword field, it is 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, “Packing List,” and click “Search”. See Figure 3.6 to view the search results displaying three
documents relevant to the search criteria, “Packing List”.
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Figure 3.6: Keyword Search and Search Results
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The blue highlight below each record shows a preview of the text in the document where the keyword appears.
There is also a column called “Rank” as highlighted in Figure 3.7 that gives the ranking of a document based on
relevance of the criteria entered; in this example, the top Packing List document ranks at 32, and the bottom
ranks at 21. The higher the ranking, the more relevant to the search criteria entered.

“ E:] Mew Search Tab | [Bh (4 | €2 Refresh

B8 search
[

i) 22 ) f & Gri i
B | 0O s X

Keywords: Drag a column header here to group by that column

Packing List ClientNa.. Client Ph.. Company Date Purchas.. Remainin, . Shipping ...

Aol sewcn | | OO N S SO BN

E: i Tndexin % |
o Hewlett-Fa.. 0 Hewlett-Pa... 5/16/2008
/ nadexi.. % --

Figure 3.7: Document Rank

Tl '_"f-\

Note: It is possible to perform more than one search and display the search results at the same time. See pg.
52, “New Search Tab,” for more information.

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 in Figure 3.8.
You may also use the Document menu or the toolbar button.

M 5earch
L 158
Drag a column header here to group by that column

% T,.;L @ [ | createD...

# [ cridEdit $€ indude Deleted

PageCount | Docume. .. RoutedTo Client Ad... | ClientID

Client

Watch Document  Ctrl+T

Stop Watching Ctrl+U

— 6172008 ... ' 1% | Edit.. R Cirl+5hift+E -
LIST ”zﬂ View Image . Ctrl+L f
Hewlett-Packard Comparry , 3 AddRevision.l.’@
PACKING LIST 10739 West Litte ...
B T e/23/2008... |1l Notes ctl+n 10739 Wes... C6300340  Hewlett
T | History ctrl+H NM :
MR showAssodated  CHl+0
Figure 3.8: View Image | P— colen
g Delete Cirl+Alt+D
@. Route...
@. Clear Route
=
F)
:'9:

Export to Folder...
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A document like the sample in Figure 3.9 and any attached pages are displayed in the user’s default image
viewer; this figure shows a PDF file opened in Adobe Acrobat Reader.

[~ [B]%| B 2r111db7-66ab-4180-9bbb-b692128bc4F1. pdf - Adobe Reader

Dj Arrange Windows

Looking For;
Packing List in the current PDF
document

Results:
1 documents with 2 instances

Results:

=5 C\D...\2f111db7-65ab-4180-9bbt
b PACKING LIST 10739 WestLi
L PACKING LIST SALES ORDER

T

Figure 3.9: Viewing a Document

31



IQmfp User’s Guide 10.0

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 in Figure 4.1. 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.

B8 [0desktop - ImageQuest

File Edit Y

Keywords:

Advanced

a Indexing

| Search | | (WS

£

@ Indexing Queue

E Lists

»

Route List
8 wakch List

.‘; @ El CreateDateTime
_ETE T

7§

PageCount

2 [Invoice

3 Inwoice

DocumentType

RoutedTo

Company Customer Mum..,

ABC Carp

Event Date

8[13/2008 2:37:12 PM
8113/2006 2:34:23 PM
6112006 4:04:54 PM
6(11j2008 4:04:53 PM

User Marne
Adrniristrator
Adrinistrator
Administrator
System
System

Results: 2 of 2 |

User: administrator | Cabinet: Imagetuest  Server: gammaserverbrz, development, cam

Figure 4.1: 1Qdesktop Main Layout

To increase screen “real estate”, locate the pushpin icons on the “Tasks”, History”, and “Notes” panels as
highlighted in Figure 4.2 on the following page. Unpinning the panels causes them to slide out of the way. To
access the hidden panels, simply hover over the tabs. Click the pushpin again to allow the panels to always be
shown on the screen. The panels may also be closed altogether by clicking on the X to the right of the pushpin.
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B8 |0desktop - ImageQuest
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Figure 4.2: Pushpins

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 in Figure 4.3.

B8 |Qdesktop - ImageQuest - -
#® |Qdesktop - ImageQuest
File Edit View Document Tools Tabs Help
i ) NewsearchTab | [GF T3 | € Refiesh
R search
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7/182008 2:47:32 PM System
7/18/2008 2:47:21FPM dogden
7/18/2008 2:47:18 PM System
7/182008 2:47:09 PM dogden
7/18/2008 2:47:09 PM dogden
7/18/2008 2:26:33 PM dogden
7/18/2008 2:47:32PM 7/18/2008 2:26:39 PM dogden

User: dogden | Cabinet: ImageQuest | Server: bbicker |

User: dogden | Cabinet: ImageQuest | Server: bbicker |

Figure 4.3: Increasing Real Estate
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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 in Figure 4.4. Release the mouse button when the panel shadow preview
appears in the location you want. In the example below, the “Notes” panel has been moved next to the

“History” panel so both are viewable at the same time.
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Figure 4.4: Rearranging the Panels

To return to the default window layout at anytime, go to the “View” menu and select Default Window Layout as

illustrated in Figure 4.5 on the following page.

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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#® |Qdesktop - ImageQuest
Fie Edit BME0E Document Tools Tabs Help
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=
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PageCount

Default Window Layout %J

Grid Layout

Figure 4.5: Default Window Layout

Column Customization

Figure 5.1 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... & MfpInpu... MfpAddr. .. MfpDispl. .. MfpHost. .. MfpSerial
Figure 5.1: Column Headers

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 in Figure 5.2 is being moved from its default location to the right, in
between PageCount and DocumentType.

H Search :

F IS B @ [ eidEdit $€ indude Deleted
RoutedTo Appointment Date ir

Drag a column header here to group by that column
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Z & 2 7/7/2008 3:37:11PM pomtl'nents :
X 2 ?f?,,fzoos 3:41:00 PM r

Figure 5.2: Column Customization
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A user can remove a column by left-clicking on the column header to be removed and holding down the left-
button to drag the column out of its initial setting as modeled in Figure 5.3. An X will appear in place of the
normal mouse cursor. For example, the column, “Appointment Date and Time,” is being removed from the
header.
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Figure 5.3: Removing a Column

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 in Figure 5.4.

) search
[ 5 & * [ cridedit $§ indude Deleted

Drag a column header here to group by that column

| PageCount | DocumentType ©0 " T surance Provider Patient Profile -
_ e Sort Descending

Clear Sorting

=4 Group By This Column

Group By Box
‘v‘*ﬂw—-ﬁ‘-—m &5 Column Chooser s A w e
. fl BestFit k
Figure 5.4: Column Chooser
. Clear Filter
™ o o
T Filter Editor

Best Fit (all columns)

The “Customization” window will open. As demonstrated in Figure 5.5 on the following page, drag the column
name from the Customization window back to the header row by left-clicking on it, dragging it and releasing it.
In the example on the following page, the column, “Appointment Date and Time,” is returned to the header.
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) search X

P B & @ [F sidedt $ indude Deleted

Drag a column header here to group by that column

PageCount | DocumentType RoutedTo Patient Health Ingurance Provider Patient Profile

e T
&)

Customization =]
Appointment Date and Time

Figure 5.5: Adding a Column

Columns can also be narrowed or widened depending on how much column space you require for any column
displayed as demonstrated in Figure 5.6. 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.

re IQdesktop - ImageQuest

Ble Edt View Document Tools Tabs Help

i Q) ) NewSexchTab | [ 3 | @ Refresh
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Appontment Date and Time

Advanced |- Search |

Figure 5.6: Column Customization
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Best Fit

The Best Fit feature automatically sizes a column to fit the maximum length of data in the column at the time of
sizing. To expand a specific column like CreateDateTime to the best fit for viewing, double click between the
column headings or right-click on the header row and select Best Fit as displayed in Figure 6.1. To expand all the
columns at once, select Best Fit (all columns) from the right-click header.

CreateD... "l Sert Ascendng CreateDateTime

l Al sortDescending 6/17/2008 9:37:27 AM
6/19/2008 ... 6/19/2008 9:39:24 AM
6/11/2008 ... | —» | == GroupByThis Column —>  5/11/2008 9:18:03 AM
6/17/2008 ... =] Group By Box &/17/2008 9:06: 10 AM

S Column Chooser

= Best Fit

E
5 Filter Editor

Best Fit {all columns)

Figure 6.1: Best Fit—One Column

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 in Figure 6.2 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.

E, Indexing Queue ,
Document Batches !

Select a batch from the list below to be

Drag a column header here to group by the

PageCount CreateDateTi “ﬁ
: 2| 7/2/2008 g:jsrunkwlwp.
1 722008 9:21:33 AM | M3

\‘ ‘ \-ﬁ*-l.‘w—iv*\

Figure 6.2: Sort

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 in Figure 6.3. 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

PageCount | CreateDa Al Sort Ascending ype Patient Health Insurance Provide
2 71212008 4 Zl Sort Descendng ~
E 2 7/7/2008
5 2 7/7/2008
D 2 7772008 Group By Box
by 2 772008
'_!—: 2 7/7/2008 ; ke w 1_], .@ El PageCount Docunmf
brs 2 7/7/2008 1 4 BestFit | @ CreateDateTime: 6/30/2008 (Count=1)
hpe 2 AAN08T 5 B CreateDateTime: 7/2/2008 (Count=1)
b gt E;' ,;m;r . di'b-or " & CreateDateTime: 7/7/2008 (Count=9) :
B CreateDateTime: 7/16/2008 (Count=2) *
Best Fit (all columns) @ CreateDateTime: 7/17/2008 (Count=1} ;
e A g G, e of i s

Figure 6.3: Grouping

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 in Figure 6.4.

B8 |Qdesktop - ImageQuest
File Edit ¥iew Dooument Tools Tabs Help

B8 [T New Search Tab I & : £ Refresh

Tasks L 3 E Manage'[')oa.nﬁentTypes ﬁSeard'l
|“ Search

Keywords:
Appointment Date and Time

Advanced Search

| a Indexing = _

@ CreateDateTime: 7/7/2008 (Count=3)

Cr:at:Dutr-‘I'lm::
CreateDateTime: 7/2/2008 (Count=1)

E Indexing Queus Ilﬂ CreateDateTime: 7/16/2008 {Count=2)
| B CreateDateTime: 7/17/2008 {Count=1)
]"@-ﬁw M it
B T YT Ty r’\x A A gl sspasamty, & y

Figure 6.4: Ungroup

Note: To clear the contents of the Group By Box, right-click anywhere in the box and select Clear Grouping.
Note: The grid may be fully expanded or fully collapsed (Figure 6.4) by right-clicking anywhere in the Group
By Box and selecting the appropriate menu item.
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Filters

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

To apply a filter to a column, left-click on the drop-down menu arrow on the right-hand side of a column header.
As shown in Figure 6.5, the drop-down menu will list all of the values currently 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.

InvoiceDate ™ nonimen +T

4/3/2008 7/1/2008

7/2/2008 {Custam)

711/2008 {Blarks)
Jf22j2008 | (ton blanks) Drag a column header here to group by that column
Efi! 7272007

e ;‘;’iﬁiﬁﬁs & T | g | [ | invoiceDate

7/2/2008 1< ﬁ T 712008

7/4/2008 7/2/2008 = 7/1/2008

7(7f2008 7/4/2008 & T

6,26/2008 7/7f2008

7/4/2008 7/11/2008 —

7/27/2007 7/22/2008 ¥ || [InvoiceDate] =="7/1/2008" And [InvoiceDate] < '7/2/2008" -

Figure 6.5: Applying a Filter

The bottom of the grid now displays the applied filter, ‘7/1/2008’ to the column, “InvoiceDate,” as shown above

in Figure 6.5. To cancel the filter, simply click on the * ! to the left of the filter.

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

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 in Figure 6.6 on the following page. 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,” “is greater than or equal to,” “is less than,”
“is less than or equal to,” “blanks,” “non blanks,” “like” and “not like”). Click “OK” to apply the filter.
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- Field

oK Cancel

Figure 6.6: Custom AutoFilter
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Save Layout

Once the grid has been customized to your liking (i.e. column sort order, column removal, column order), you
have the option to save the grid layout. To save the grid layout, press Ctrl+L or go to the “View” menu as
demonstrated in Figure 6.7 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.

B® [Qdesktop - ImapeQuest

1 Refresh

e . Tasks
I | 2L | Motes
|ﬁ 353 @& | History

Repuass ¥ 1ndude Deleted

[5] Default Window Layout
Advanced
| Grid Layout

File Edit BUELH Document  Tools Tahs Hi

| m Save Layout Chrl+L

| ™
E Indexing z | |
I A

E' Indexing Queus ‘

| taes x| ‘

LGl o w ,+r¢"‘“j

Figure 6.7: Grid Layout

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.

41




IQmfp User’s Guide 10.0

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 in
Figure 7.1 below. For example, the outlined document in this figure has a note. When a note is entered for a
specific document, the b= 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
7/18/2008 at 2:26:39 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.

8 s=arch x
15 & 1 [ eidedit $€ Indude Deleted
Drag a column header here to group by that column

se 1_,._1 @ E CreateD,..

|7,l154rznna

PageCount Docume. ., RoutedTo Custome. ., Invoic
| 2| Invoice |Alice Smith |7fz7,r;

Results: 1of 1

otes Q&
' ' . Add Note

7(18/2008 2:26:39 PM dogden
Additional services rendered--outstanding balance updated,

[

server: bbicker

Figure 7.1: Notes Panel

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

To edit a document, right-click on the highlighted document and select Edit (Ctrl+Shift+E) from the drop-down
menu as demonstrated in Figure 7.2. You may also use the toolbar icon or the Document menu.

) search r

I & & ® & eridedit $€ indude Deleted :

Drag a column header here to group by that column

i x T,;L @ [ | createn... PageCount | Docume... RoutedTo Client Ad... | ClientID

‘“B? Edit.. . Col4shift+€ | | 10739 Wes... [C6300340

I—IInIaf\-'ll-ett-Pa&ard Company @ L= Imh';sge Lo
PACKINGLIST 10739 We{ [db  Add Revision...
& | B oz Tl notes Cirl+N

o i S 5  History Cirl+H
[ show Associated  Ctrl+0 Figure 7.2: Edit Menu
il Duplicate... cirl+D
Ig Delete Crl+Alt+D
'@ Route...
a Clear Route
[B watchDocument  Cirl+T
[8  stop Watching Cirl+U
:'% Export to Folder. ..

The “Edit Document” window appears so that changes may be made to the document as illustrated in Figure
7.3. The Document Type for editing in this sample is “Receipts”. Once the document is updated, click “Save” to
save the changes; if the user decides that no changes are necessary, click “Cancel”.

¥ Edit Document

| Document Type: IReceipts -

Client Address n
10739 West Litte York, Suite 100, Houston, T¥ 77041 USA

Client ID
6300340

Client Name
Hewlett-Packard Company

Client Phone Number
[u]

Date
5/16/2008 -

Company
Hewlett-Packard Company - !

Remaining Balance

| Save | | Cancel |

Figure 7.3: Edit Document
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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 in Figure 7.4 appears to confirm the Document Type
change. Click “Yes” to proceed.

Confirm Document Type Change

? ; Changing the document tvpe of this document will cause all existing data to be lost!

Are wou sure wou want to change the document bype?

Yes Mo |

Figure 7.4: Confirm Document Type Change

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.

After changes have been saved, the user will be prompted to “Enter a Note” explaining the reason for the

changes. Enter any applicable notes as noted in Figure 7.5 and click “OK,” or click “Cancel” to save changes
without adding a note.

£® |Qdesktop - ImageQuest

File Edit View Document Tools Tabs Help

EHNewSem'chTahlﬁE|E.eﬁesh

| PR | Wseardh |

'ﬁ — b ReALy
Sea |

I B Enter a Note
Keywords: (il Drag a column heade

1 You must enter a note explaining why you are editing '
T; @ these documents. Client Ad... | ClientID

Search | -- C6300340

LIsT
|g Indexin 2 |

Hewlett-Packard
15 Indexi...

PACKING LIST
=
| lsts % |

Route...

B wat..

_Paddng List | w

| Client
Advz

.|Updated dient contact 'Lnformaﬁonl

Show |

FileView

|. oK *| Cancel |
Sawve

Save |' Save '| | Cancel |
||| Fileview 6/23/2008 1:01: 16 PM

. otes

Figure 7.5: Enter a Note

System

Note: The “Update Document” permission is required for individual users to update documents.
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Editing Multiple Documents

To edit multiple documents, right-click on the highlighted documents and select Edit (Ctrl+Shift+E) 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 in
Figure 7.6.

File

Edit View Document Tools Tabs Help

" [C) New Search Tab | [BF F2 | € Refresh
! . ﬁ Search

e~ B2

E Multiple Document Edit

EEX

Check the attributes you wish to update, then enter new values.

Keywords: e RGN |nchecked attributes will not be changed.
Padﬂ& I [Tl Company ent Ad., Cllent D Client
Mvz|. Search | I Date

||| C|Da
| LIST
- Hewlett-Packal

|_ Indexin % | | PACKING LIST

B e, | IRIE

=
Bl s

a Route. ..

B watc..

Cancel

s Al T F R s

Figure 7.6: Multiple Document Edit

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

Grid Edit

The grid displaying the indexed documents may also be edited directly using ) SfidEdit (Ctrl+E) as illustrated in
Figure 7.7 on the following page. 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.
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Remainin...

Purchas...

Figure 7.7: Grid Edit

Deleting 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 in Figure 7.8.

Tabs Help

[@P Add Revision...

& Edt. Cirl+shift+E

14}  View Image Cirl+
. B show Assodated  Ctrl40
Keywords:

Packing List i)l Duplcate... Clri+D
Advelssenrch |& Delete |\ Cirl+Alt+D
@. F'\Dl.|te...m\‘S

|g Indexin @. Clear Route

E Indexio | 1oL \yatch Document  Ctr+T

. @ Stopwathing  Ctri+U
[¥  Export to Folder...

& Indude Deleted

by that column

b PageCount

=
e

1 Invoice

Docume. ..

e N N

E ... AT THE TELEPHONE NUMEER LISTED E-MAIL US AT ...

RoutedTo | Client Ad... | ClientID Client J

CE300340 Hewlett)

10739 Wes. ..

Figure 7.8: Delete a Record

The “Confirm Delete” window appears to ensure that the user desires to delete the selected document as
shown in Figure 7.9; click “Yes” to proceed.
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Figure 7.9: Confirm Delete
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The user will then be prompted to enter a note explaining why the document was deleted as noted in Figure
7.10. For example, this document was deleted because it was a duplicate document in the grid. Click “OK” upon
completion of the note.

8 search

2B ® * et & e ae .
i P Enter a Note l-_lE E|

You must enter a note explaining why you are

Drag a column heade

x T;—:-L .@ deleting these documents.
|5 .
-
Hewlett-Packard
PACKING LIST AT ...
=R 10739 Wes... C

[ —

T.ﬁ.ctinn

ave e Ok i o Cancel- |
Save
FileView 6/23/2008 3:36:52 PM System

Lnli‘.iis.i‘*_\m\ Mﬂ'y&l Wv“" rniasn, OGP,

Figure 7.10: Enter a Note

Records deleted from IQdesktop are never actually deleted but are flagged as such, much like the Windows
recycling bin. Toggling the Bsiock e Deletag button allows a user to see 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 in Figure 7.11.

Drag a column header here to group by that column

T‘,_:L @ [ | createn.

PageCount | Docume... RoutedTo Client Ad... | ClientID Client

Hewlett-Packard Company

PACKING LIST 10739 West Little ... AT THE TELEPHONE NUMBER LISTED E-MAIL US AT ...
2L B "D sf23/2008... 1 Inveice 10739 Wes... C6300340  Hewlett

"rmwnwﬁx“

Figure 7.11: Deleted Record

LI

Note: Users must have permissions to delete documents and view deleted documents. See the
IQAdministrator’s Guide for more information.
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Revising Documents

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

In a “Search” tab, right-click on the highlighted document and select Add Revision, or select it from the
“Document” menu as illustrated in Figure 7.15.

Note: See the Microsoft Office Connector, pg. 64, for information on revising Office type documents (.doc,
.docx, .xls, .xIsx and .wpd).

B® |Qdesktop - ImageQuest

File Edit View @elalyl=iis Tools Tabs Help

ﬂ [E) New s Add Revision...
I& | Edit.. Cirl+shift+€ b x
= | A Grid £dit)|$€ incude DPJeted
“ p— E, View Image Ctrl+l -
| Keywords: ,@ Show Assodated  Cirl+0 ere to group by that column
EI-I Duplicate. .. Ctrl+D CreateD... PageCount Docume... RoutedTo Custome...
o | 6/30/2008 ... 1 Invoice Bob Johnson 44
I Delete Ctrl+AIE+D 7/2/2008 4., 2 Invoice Janice Whit...
| E: i @ Rotits... 7/7/2008 3. 2 Invoice Tom Smith
1B e II-__
= d @ Clear Route 71742008 3: 2 Tnvnire
= I
I N |
|| — [§F WatchDoaument  Ctrl+T T
2 Export to Folder...

Figure 7.15: Add Revision

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 in Figure 7.16 on the following page. To see the revision numbers, click the “Show
Preview” button.
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Histaory
® FP ShowPreview

r.nl'u::h'u::un ¥ | Event Date User Mame
Revision 7/18/2008 3:28:06 PM dogden

| T T VM (52008 2:54:57 PM dogden
Revision 7772008 3:43:57 PM dogden
FileView FI7(2008 14003 PM dogden
Duplicated FI7(2008 14426 PM dogden
Duplicated 7/7/2008 3:43:58 PM dogden

-

camtmg oA g BTN s

Pl T History

Figure 7.16: View Revision

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

Note: Documents that are revised will be re-queued for IQocr. Only the most recent revision will be full-text
searchable.
Note: The “Update Document” permission is required for revising documents.

Document History

Anything that happens to a document, be it user related or system related, gets recorded into the History panel
making it easy for someone to see exactly who did what and when. By default, the History panel is located at
the bottom of the screen underneath the grid. Highlight a document and click on the History 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 in Figure 7.12.

Fle Edit §IZ

Refresh

rm?w,.r_ B | Tasks
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" 555‘|E§) History [

Document Tools Tabs Hielp
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Figure 7.12: Document History
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The History panel shows three columns, “Action,” “Event Date” and “User Name” as seen in Figure 7.13. These
columns can be sorted just like the main search grid.

Results: 3 of j

Show Preview

Event Date v =

6242008 2:48:38 PM g
6242008 2:48:38 PM
623/2008 3:37:23 PM
6/23/2008 3:37:23 PM

Figure 7.13: History of a Document

n

See Figure 7.14 of the following page highlighting 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.

Action
FileView

Event Date ¥ | User Mame
6/23/2008 3:36:52 PM System
Revision 6,/23/2008 3:35:07 PM

Original Document

Sa £/23/2008 3:36:07 PM

Added ParentDocument value 14a52d3c-1840-9672-afd3-c9137d 1f42 15

|_NVRTEN L History

Figure 7.14: History Toolbar
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Additional Features in IQdesktop

IQdesktop allows users to manage the electronic filing system interface with the additional menu features in the
“Toolbar;” from left to right, the icons to these features represent the following functions: Search, New Search

Tab, Watch List, Routing List and Refresh.

See Table 2 below to learn the feature and function of each additional feature.

51

Additional Features

Feature Function

Search
(Ctrl+F)

Allows a user to search for documents

m Mew Search Tab

Allows a user to open a new tab to perform additional searches without
clearing the contents of the current tab

&

Allows a user to track specific documents as they are routed and updated
by other 1Q users, similar to a favorites list or bookmarks.

Watch List
(Ctrl+W)
Allows a user to view documents that have been routed for review.
I
Route List
(Ctrl+R)
Allows the user to update the current tab with any new documents or
€9 Refresh search results.
(F5)
(—'E-H Activates the History panel
(CTRL+H)
| ) | Activates the Notes panel
(CTRL+N)

Table 2: Additional Features and their Functions
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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 in Figure 8.1.

B8 [Qdesktop - ImageQuest

File Edit View Document Tools Tabs Help

i “lEﬂNewSEarchTahl-ﬁ | € Refresh

o —— ; ) search

| | F B & 1 [F eridedt (@€ indude Deleted|
||| Search & | T e = ——
Keywords: I Drag a column header here to group by that column
Packiig List I x L—l @ [ | createD... PageCount | Docume... RoutedTo Client Ad.., | ClientID
Fmm—— | | = | | | | |
Adve ! B T 6/17/2008 ... 1 Sales Report C1.00

| LIST
I Hewlett-Packard Company

|
| Indexin 4 || PACKING LIST 10739 West Litte ...
I J,.. =
b . .-" ‘~-"‘\M M“ 3
= o “%.J\'“'\’““-",-L\

Figure 8.1: New Search Tab Icon

Once the New Search Tab is selected, a “Search” window appears to initiate a new search via “Custom Search”
or “Saved Queries” as illustrated in Figure 8.2; in this figure, for example, the new search is initiated via the
“Custom Search’ for a Sales Report with the client name, ABC Company. Click “Search”.

Client Directory

Collections

Current Real Estate Properties
Invoice

1Qmfp Administrator's Guide
MFP Scan

Packing List

Receipts

Sales Report

Keyword search criteria:

Clear

Enter values for attributes you wish to search for:
Client Name

ABC Company| or
Client 1D
or
Date
- to -
Purchase Onder
or
Shipping Date
or
Compary
- or -
CregteDate Time
- to -
PageCount
to

Figure 8.2: New Search Tab—Custom Search
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The new search results are displayed in a new search tab as illustrated in Figure 8.3. 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 to the far right as highlighted below.

e A 1
1% |5 & ® [ cridedit $§ Indude Deleted I

Drag a column header here to group by that column

x T);L @ [E | createD... PageCount | Docume... RoutedTo ClientMa... | ClientID

| M| % | pa [6/23/2008 ... Sales Report | ABC Company | C42965384... | 11/7/2008

Figure 8.3: New Search Tab

Route List

The Route List shows a list of documents that were sent from other IQ users that may require some kind of
attention. A user can route a document to a single user or to multiple users via a Role. If a document is routed
to a Role, all members in that role will see the document in their Route List.

To Route one or more records, highlight the record(s) and select Route from the right-click menu or from the
“Document” menu as demonstrated in Figure 8.4.

Ehlallp=nis Tools Tabs Help
Jdb | Add Revision. ..
& | Edit... Ctrl45hift+E
E,' View Image Cirl+1
g%  Show Assodated  Cirl+0
il | Duplicate. .. Cirl4D
Ig Delete Cirl+Alt4D
| Route... 1\
a Clear F‘.u:nu1r:‘1:1\3
B  watch Document  Cirl4T
= Export to Folder...

- L — h

Figure 8.4: Document Menu—Route
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The “Document Routing” window prompts the user to select the User or Role to route the document to as
displayed in Figure 8.5 below. Check the “Add documents to my Watch List” checkbox if you wish to add the
documents to your Watch List as well. Click “OK”. See the next section for more information on managing the
Watch List.

¥ Document Routing

Select the user or role you wish to route to.
dogden (User) P

Add documents to my Watch List. |

|- OK el | Cancel |

Figure 8.5: Document Routing

See Figure 8.6. Once a document is routed to a User or Role, the system attribute, “RoutedTo,” will be
populated, indicating which User or Role the document was routed to.

i} Search
Sl 18 B 1[4 eridedit §§ Indude Deleted

Drag a column header here to group by that column

| & | B |createn...
% | m |6/23/2008 ... |

Client Na... | Cliegh
AB

Sales Report |-.:|.r:|gder|

PageCount Docume., ..

C Company |E=‘1-

Figure 8.6: Document RoutedTo Field

To view the Route List, click the link in the “Tasks” pane or select the “Routing List” link from the “Tools” menu
as demonstrated in Figure 8.7 on the following page.
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B
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Figure 8.7: Routing List

The Route List shows up as its own tab and lists all documents that have been routed to the user logged into
IQdesktop as seen below in Figure 8.8.

R € v >
B B P [ eridedit $€ Indude Deleted ,

Drag a column header here to group by that column

,.;L @ El | CreateD.,

PageCount | Docume.. F‘.outedTo Client Na... Client ID Date

Figure 8.8: Route List

To remove routing from a document, highlight the record and select Clear Route from the “Document” menu or
the right-click menu. As soon as the user clicks Clear Route, the “RoutedTo” attribute will empty. If the route is
cleared from the “Route List”, the document will disappear once the tab is refreshed.

Note: Documents may also be routed from the “Indexing Queue” while indexing documents.
Note: The “Update Document” permission is required for routing documents.
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Watch List

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

“Document” menu.

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

8.9.

% |Qdesktop - ImageQuest

File Edit View Document BEd Tabs Help

: @8 [C) NewsSearchTab || 8 Search... Cirl+F
Taskse B x| HSEE E Indexing Queue Ctrl+0
' - ; E] [ﬁ Routing List Crl+R
||ﬁ Search % |, \[E watchist colsw |
‘:z:grf;t | Dragac. D Manage DDCIL_‘I"IEI'IEI'ItTFDES

X = B[ B [Teatrl...

vy Search of || @@ ) 6/17/2008..

LIST

: Hewlett-Packard Company
| Indexin & | PACKIMG LIST 10739 West LitHe
|- | . 5
L O —-' *\'q‘

Figure 8.9: Watch List

The Watch List opens in its own tab as shown below in Figure 8.9 and is specific to each user.

LA G viecch et

I 15 & ® [F crdedit $€ Indude Deleted

Drag a column header here to group by that column

x T,; .@ [#] |createn... | PageCount | Docume... | RoutedTo Client Ma. ..

b 6/23/2008 ... - Sales Report | dogden ABC Company

Figure 8.9: Watch List

| Client ID
C42955384... | 11/7/2003

To stop watching a document, select Stop Watching (Ctrl+U) from the “Document” menu or from the right-click

menu.
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Export to Folder

The Export to Folder feature allows documents selected in IQdesktop to be exported to a folder on the user’s
PC; an HTML page with searchable metadata is also created. The user can then manually burn these files to CD,
etc. 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 in Figure 8.10.

File Edit View [Elealg=eis Tools Tabs Help

: “ LjNew = E:E- Add Revision. ..

15 Edit.. Crl-+Shift+£
E View Image Cirl+
|ﬁ Search & ¥ show Assodated  Ctrl+0
. Keywords: E.I Duplicate. .. Ctrl+D
Packing List I Delete Cirl +Alt+D
wﬂfﬁl’-ﬁ“ FH | Route...
@. Clear Route
Q’ Watch Document Cirl+T
[8 stop watching Cirl-+J
&

Export to Folder.r\\

Figure 8.10: Export to Folder

The “Browse For Folder” window appears allowing the user to either select an existing location, or to create a
new folder. In Figure 8.11, the user had decided to send the documents to the “C:\My Exported Files” folder.
Click “OK”.

Browse For Folder,

Select a location below bo skore the data and images For the
retrieved documents,

=

h:i My Documnents

-j My Computer

ﬂ 314 Floppy (&5

[=) % Local Disk {C:)
| Documents and Settings

[}y Exported Files

[C5) Program Files
23 WINDOWS
25 wmpub

i D Drive (D:)

D‘ Control Panel

[ Make Mew Folder ] [ [0l 4 ] [ Cancel l

Figure 8.11: Browse For Folder
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The selected documents have now been exported to the “C: \My Exported Files” folder as noted in Figure 8.12.
Click “Yes” to view the exported information.

Export to Folder P

i ] Export ko iy Exported Files has completed.

Would wou like ba view the exported information now?

[ ves [

Figure 8.12: Export to Folder Completed

Figure 8.13 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:WMy Exported Filesidefault. hta |:||§”g|

Search for |CreateDateTime  ~| | Searchl Clearl
E@@@@

View T 06-11-08 Invoice 4334534534 XYZ Co. 3434 06-11-08 Test true
View B T 06-11-08 3 Invoice 19.99 ABC Corp 7567 06-10-05 Dixon | true

Figure 8.13: Exported Documents

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

To create a duplicate copy of a record, highlight the record and select Duplicate (Ctrl+D) from the right-click
menu or from the “Document” menu as illustrated in Figure 8.14.

Tabs Help

| Tasks. & xQE-dINS Cirl+5hift+£

i , :

I ! | View Image Cirl+l
i|“ e b

| Show Assodated Ctrl+0

Keywords:
| Packing List

Duplicate. ., [ Cirl+D

0y
Delete Cirl+Alt+D

&
!
Advz|  Search &
i Route, ..
ndexin &
i@x -
=

Clear Route
| 1& Index.,.

Watch Document Ctrl+T

= Export to Folder,..

Figure 8.14: Duplicate

Client ID
C1.00

Client Ma...

Administrator Hewlett-Pa... C6300340 5/ 154

The Duplicate Document window will open as shown in Figure 8.15. The duplicate record Document Type and

attributes may be edited before clicking “Save”.

E' Duplicate Document

Document Type:  Sales Report -

Client Name
HP

Client 1D
C1.00

Date
6/25/2008 -

Purchase Order

Shipping Date
7/15/2008|

Company

| Save | Cancel |

Figure 8.15: Duplicate Document

The user will then be prompted to enter a note explaining why the document is being duplicated. The user may
either enter a note or click the “Cancel” button to save the new document without adding any comments.
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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 (Ctrl+0) from the “Document” menu as displayed in Figure
8.16.

Fle Edit View §elafint=408 Tools Tabs Help

i B8 ) news( |dn | Add Revision...

P [ | Edit... Ciri+shift+£  JEEEEY
E View Image Ctrl+ Indude Deleted
| Search & -

Keywords: | @ Emmhemcsiad DE i | that column

Packing List El" Duplicate... Ctrl+D PageCount | Docume. .. RoutedTao ClientNa..., | ClientID

Advz| Search & Delete Cirl+Alt+D 1|Sales Repart |dogden C1.00
|
| 2 Route...
| Indesin 2
| a Clear Route : o

. 1 Invoice Administrator  Hewlett-Pa... C6300340 5/16/20
[&)  Index... -
| E’ Watch Document  Cirl+T - -
A i S mvv’h"\_\__ —— =i - e
2 Export to Folder, ..

Figure 8.16: Show Associated

All associated documents, if any, will appear in their own tab. Associated documents display the & icon next to
them as shown in Figure 8.17.

CE B & P [ eidedt $€ indude Deleted

Drag a column header here to group by that column

€ 10 | g [ | created.. | PageCount |Docume... |RoutedTo | ClentAd... |ClentID Client N
M | % | s |s/232008.. |  iliveice | Administrator |10739 Wes... [C5300340

17 6/17/2008 ... 5 MFP Scan

R ‘“‘*W

Figure 8.17: Associated Documents

Note: Users must have Allow access to the “MFP Scan” document type in order for them to appear as
associated documents.
Note: Duplicate records are also linked together by using “Show Associated”.
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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
in Figure 9.1.

File Edit View Document BEER Tabs Help

. § O vewsearchTab || @ Search... Ctrl+F

w'gu’grvﬁ “533 E' Indexing Queus Crl+Q
g3 |2 j B Routnglist Cirl+R o
'|ﬁ kil | | B | watch List Cirl+w :
E:ﬁ:grd;t oreg | B Manage Document Types

x BT = e gecount | Docume,..
b sewen | MUY
LIsT

Hewlett-Packard Company
PACKING LIST 10739 West Litte ...

i| E: ﬂ Indexin # |

Figure 9.1: Tools—Manage Document Types

Figure 9.2 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 IQmfp Administrator’s Guide 10.0.

61

i® |0desktop - ImageQuest

File Edt View Tools Tabs Help
. i ] Mew Search Tab I & | £ Refresh

i‘ : P Routelist | B WatchList

||“ Search & \i.rvlanage Document Types|

Assodated % Manage Document Types

2 W ¥

Keynas; | Document Types |[BERE =
Packing List I -
| E i E " %
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Figure 9.2: Manage Document Types
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Additional IQclient Applications

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

e Microsoft Windows Explorer Connector
e Microsoft Office Connector

e Corel WordPerfect Connector

e |Qscan

Installation instructions for each connector can be found in the IQmfp Software Installation Guide 10.0.

Microsoft Windows Explorer Connector

Many users have electronic files that need to be stored in IQmfp. For this purpose, IQmfp can use Windows
functionality to initiate processing electronic files. To do this, locate and highlight the file or files intended for
filing in IQmfp. Right-click on the highlighted files and select Send To > IQdesktop as illustrated in Figure 10.1
below.

& C:\Documents and Settingsiill UsersiDesktop Q@El
File Edit ‘iew Favorites Tools Help J';'

QBack - ) T 7 search Folders | & (3@ X ¥) [T-

Address || Cr\Documents and Settings! gl Users\Deskbop b ' G0
Mame Size  Twpe Date Modified Attribu,.,

B pictue o | OKE IPEG Image B/15/2008 409 PM A

Preview

Edit

Prink

Cpen With 3

&) Snaglt 3

Send To 4 £ Compressed {zipped) Folder

Cut @' Desktop {create shorbeut)

o
Create Shortcut ) Mail Recipient

Delete LD My Documents

Rename _ﬁ 315 Floppy ()

Properties |-

Figure 10.1: Send To IQdesktop

The “Send to ImageQuest” window appears allowing the user to select a Document Type from the drop-down
menu and assign attributes as shown in Figure 10.2 on the following page. Click “OK” to submit the file to IQ.
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B Send To ImageQuest

h picture.jpg

Select Document Type

X

Diagrarm -

Date

| -

Description

Client

| (a4 | | Cancel

Figure 10.2: Send To ImageQuest

The “ImageQuest Connector for Windows Explorer” window in Figure 10.3 prompts the user that the selected
number of files has been successfully saved to ImageQuest. Click “OK”.

ImageQuest Connector for Windows Explorer @

Al
1 ) 1 file successfully saved to ImageQuest,

Figure 10.3: Confirmation Message

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

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

e  Microsoft Word 2003 & 2007
e  Microsoft Excel 2003 & 2007
e  Microsoft Outlook 2003 & 2007

Other Microsoft file types can to be sent to I1Q 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 in Figure 10.4. See the
highlighted Save to ImageQuest icon in the new toolbar; click the icon to save the file to 1Q.

o} Contemporary Report - Microsoft Word

! File Edit W¥ew Insert Format Tools Table Window Help Type a g

N ERAGRTE S B P08 ARG - @) Heesd Ei

=

R I - S S - L LN UL SLNEEE NS BRI SO B '

123 Mlam et
Aagrwles, TR1204T

blue sky associates

FilmWatch Division

IMarketing Plan
Figure 10.4: ImageQuest Icons in Microsoft Word 2003

The “Save Changes” window appears allowing the user to “Add a Revision” or “Create a New Document” as
demonstrated in Figure 10.5 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.
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& Save Changes |E”X|

what would you like to do with the changes

Fill i the information for this document in the fields below.
made to the curent file?

Document Type
0 Add & Revision Feport
Save vour changes as a new revision Report Marne

to the existing document. Filmiatch Division Marketing Plan

(0 Create a Mew Document Eonpanyllians

Blue Sky Associates
Save the current file as a new

document.

Date

- K !| |r Cancel

Figure 10.5: Save Changes

Now that the document is stored in IQ, it may retrieved using IQdesktop or by using the Open from ImageQuest
button from the ImageQuest Toolbar as seen below in Figure 10.6. Clicking the Open from ImageQuest button
brings up a new window allowing you to search for documents as well as access your Watch and Route lists.

m_ Microsoft Word |z| |§“ .

a ﬁ“‘ : : @Wﬂk Ei*.jﬁr?. Tﬁ.ﬁe Windaws .H._.:EI]PZ Type a question For help r

Open from ImageQuest

L NE M

Search Watch List Route List

|r3€ |_T;| @| E?|| CreateD... EEageCount ”.Docume... ] RoutedTo

=163

Results: 0of 0|

.]b Cancel '.

Figure 10.6: Open from ImageQuest
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To find the document we saved earlier, click on the “Search” icon and enter the appropriate attributes and click
the “Search” button. See Figure 10.7 below.

[- L
) Insert  Format  Tools Tsbls  Window Help Type a question for help,

TP NN NI e o AT T i - WEr s e W e | IR (- MR T

'\ Search 5|

L 4

Report Name

Employee Review
L = Equipment. Lease Agreement
Invoice

Company Name

cillitnl, = i
Mise EBlue Sky Associates

Purchase Order Date l
.C_r_e_ﬁ_teDfa_l_eT\m_e ’

PageCount

- _ Results: 0 of
Keyword search criteria:
| Cancel

i Search ]. Cancel |

Figure 10.7: Open from ImageQuest Search Screen

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 in Figure 10.8 to open the document.

4 Microsoft Word

Type a question for help

©) | LiRead !

Open from ImageQuest

M~

Search Watch List Route List

% PageCount Docume, ., | RoutedTo Report M., Camparn,.

Results: 1 of 1 |

Figure 10.8: Search results
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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 1Q.

|& Save Changes

‘what would wou like to do with the changes Fill i the infarmation for this dacurment in the fields below.
made to the current file?
Document Type

Repork -
Save waour changes as a new revision Report Marne

to the existing documert. Filrtakch Division Marketing Plan

" Create a New Document (CEIEEmY (ENE

Blue Sky Associates
Save the current file as a new

document, Date

&/20/2008 -

oK | | Cancel

Figure 10.9: Add a Revision

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 on the
next page in Figure 10.10.
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Figure 10.10: View Revision

Note: Microsoft Word and Excel 2007 function the same as the 2003 versions; however, the icons are located
in the ImageQuest ribbon as seen in Figure 10.11.

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

41

b 9~ 5 Document2 - Micr
Hame Insert Page Layout References Mailings Review View ImageQuest

EE

Open From Save To
| ImageQuest ImageQuest

ImageQuest

S il 0‘ VI i m“?ﬁ)

Figure 10.11: ImageQuest Ribbon in Microsoft Word 2007
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The Microsoft Office Connector for Microsoft Outlook differs from the Microsoft Word and Excel Connectors in
that it allows the user to save emails and/or attachments into 1Q and there is no option to open from 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...”.

To store an email message in 1Q, open Microsoft Office Outlook and locate the Send to ImageQuest icon in the
toolbar as highlighted in Figure 10.11.

Inbox - Microsoft Outlook

I Fle Edit View Go Tools Actions Help

PaiNew v | 4 (A3 X | “&Reply iReply to Al i Forward | -j Send/Receive - | ‘_')pFi_nd [ | @) Typeacontactto find | (@) E‘! Send to ImageQuest ~ !

i & snaglt |2 | Window = ! |@ Entire Email... [ |
- A
il S —————r updateg=chadule week of 61, Al Attachments Only... _
S i i Aamalinitek.. 5 4 R TP

Figure 10.11: Microsoft Outlook 2003 — Send to ImageQuest

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 in Figure 10.12 below. Click the “OK” button when finished.

M Send To ImageQuest

:g Mark Your Calendars!!!

Select Document Type
Client Correspondence -

Client Name

Sandy Casteliano

Client Phone Number
4076994833

Client Service Improvement Plan

Company
ABC Company -

dl - |
Change Cabinet | oK ‘| | Cancel |

Figure 10.12: Send to ImageQuest

A message box will appear saying that the file was saved successfully to IQ. The email message is now
searchable from IQdesktop.
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To send one or more attachments without the main message body, follow the same steps, but this time select
“Attachments Only...” from the Send to ImageQuest toolbar.

The “Choose Attachments” window appears allowing the user to select which attachments get stored in 1Q as
modeled in Figure 10.13; click “OK”.

Choose Attachments

ABCINVOICE.doc

CabDocPerm.png
IQlegal FAQ.doc

| ok ‘[ Cancel

Figure 10.13: Choose Attachments

The Send to ImageQuest window appears allowing the user to select a document type and fill in the associated
attributes as seen in Figure 10.14. Click the “OK” button when finished. A message box will appear saying that
the files were saved successfully to IQ. These attachments are now searchable from IQdesktop.

M Send To ImageQuest

D_l (3 items)

Select Document Type

|Client Correspondence w |

| =

Client Name
|.~'-\BC Comparny |

Client Phone Number
Client Service Improvement Plan

Company

’ OKi’ Cancel ]

Figure 10.14: Indexing Attachments
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Note: In the example on the previous page, three file attachments were selected to send to 1Q. All three
attachments will receive the same index information.

Note: Users must have the “Add Document” and “Update Document” permissions in order to use the
Microsoft Window Office Connector.

Corel WordPerfect Connector

IQmfp provides an add-in for Corel WordPerfect X3. It functions identically to the Microsoft Office Connector
for Microsoft Word 2003 and has the same toolbar icons (see Figure 10.15). Follow the instructions starting on
pg. 64 for more information.

[# wordPerfect X3 - [Document1 (unmodified)]

File Edit “iew Insert Formak Table Tools  Window  Help

A heER& @ R E S A
Times New-Ru:-man w1z« B J U - = - A: -| <None:
& g S [ .}
WordPerfect
Start -
Wite a Diraft

T .- ~ M—-\ *HH-*-M.._ " *x\.“"-" Y ,‘ FETEE

Figure 10.15: 1Q Icons in WordPerfect X3

Note: Users must have the “Add Document” and “Update Document” permissions in order to use the Corel
WordPerfect Connector.

IQscan

IQscan allows users to scan and index documents into IQ and at the same time optionally make a copy and/or
send a fax simultaneously with the touch of one button. HP Smart Document Scan Software (SDSS) is required in
order to use IQscan.

To access IQscan, go to Start > All Programs > Informa Software and click on IQscan. The “Configure Options”
window will appear on the first launch as seen in Figure 10.16 on the following page. Select the scanner you
wish to use from the drop down list. This scanner must already be configured to work with SDSS. Please refer
to the HP SDSS documentation for further information on setting up your scanner.
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Figure 10.16: Configure IQscan Options
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After selecting the scanner, clicking on the “Advanced...” button will display the IQscan Profile Settings window.
The IQscan profile is automatically created in SDSS by clicking this button. Of the four tabs in this window, only
two of them are editable: “Scan” and “Process”. The “Profile” and “Destination” tabs are not editable in this

particular profile and will revert back to the default settings if they are modified.

The “Scan” tab allows the user to set the paper source, page size, color mode and other settings related to
scanning while the “Process” tab allows the user to set other scanner options such as automatic page resizing

and automatic page cropping. See Figure 10.17 on the following page.
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Profile Settings - IQscan
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[so H F

Save | Cancel

Help

Figure 10.17: IQscan Profile Tabs

The “Printer Settings” section of the “Configure Options” window allows the user to select which printers will
output the “Copy” or the “Fax”. The printers must be setup on the local workstation first. You must also have
third party fax software installed that utilizes a virtual fax printer in order to use the “Fax” capability of IQscan
such as Captaris RightFax or Microsoft Fax. After configuring the “Scanner” and “Printer Settings”, click the
“Save” button as illustrated in Figure 10.18 on the following page. This screen can also be accessed from the
File > Options menu in the IQscan window.
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£* Configure Options

Scan Setkings

Scanner
HP Scanjet N7710 -

- Advanced...

Printer Setkings

Copy

HF LaserJet MS035 MFP PCL & -
Fax

d’é} RightFac Fax Printer .

Figure 10.18: Configure IQscan Options

The main IQscan window now appears, allowing the user to Scan, Copy, and/or Fax a document as seen in
Figure 10.19. Scan and Copy are selected by default.

% I0scan =1 E3
File  Help
1 Select Actions: 2 Select Document Type:
3 Enter attribute information:
Scan
El
Copy
—
O
Fax
! Scan '
IrnageQuest | Scanner: HP Scanjet M7710 | Ready. |

Figure 10.19: IQscan
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To only scan a document into 1Q, click the “Copy” button to deselect it, click the drop down box to select a
Document Type, fill in the associated attributes and then click “Scan” as seen in Figure 10.20.

£ 10scan B
File Help
1 Select Actions; 2 Select Document Type:
Receipk -
3 Enter attribute information:
e Client
AYZ Corpoaration
A,
> Drak
O ake
6/2302003 -
Copy Amount
- 22,61

h Scan |

Imageuest | Scanner: HP Scanjet MN7710 Ready.

Figure 10.20: IQscan —Scan to 1Q
The SDSS “Scan Progress” window is launched as seen in Figure 10.21 on the following page, allowing the user to

manipulate the scanned images as they are scanned. Please reference the SDSS documentation for further
information on the “Scan Process” window.
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Figure 10.21: Scan Progress

After the last page is finished scanning, pressing the “Done Scanning” button will store the document in IQ and
return the user back to the main IQscan window.

If for example we had instead deselected the “Scan” option and enabled the “Copy” and “Fax” options, the user
would not need to specify any index information. After clicking the “Scan” button, the SDSS “Scan Progress”
would still appear as shown above in Figure 10.21. After clicking the “Done Scanning” button, the user is first
prompted with the “Printer Options” as shown below in Figure 10.22.

Printer Options
Select Printer:

[mage

v auto-orient image
¥ Fitimage to page

Advanced settingz |

— Copies

Mumber of copies;

—

Ijl I Callate

[ Auto-print

o]

Cancel | Help

Figure 10.22: Printer Options
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Click “OK” to print the scanned document to the selected printer. Since we had the “Fax” option selected during
scanning, we are now prompted to enter the fax information for where the document should be faxed to as
seen below in Figure 10.23. In our example, we have our fax printer configured to use Captaris RightFax.

& Fax Information - ADMINISTRATOR (#123) on Server igmfp-win2k3

Main | Cover Sheet Motes | Sttachments | Mare Options

Ta Options
-
Name: ,|— Pharebaok . ¥ Fine mode
[~ Use cover sheet
Fax Number: ﬂ .. [ Hold for preview
r [ Use smart resume
Woice Number: ,— r J
Company: l— [ Use cheap rates
[ Delay send

Citp/State:
Alt. Fax Mumber:

Accounting
Account: Lookup 33
o
Matter: ~
Pages:

Figure 10.23: Fax Information Dialog Box

After filling in the fax information, click on the “Send” button to fax the scanned document to the recipient that
was specified.

Note: Figure 10.23 above shows a screenshot from the Captaris RightFax client. This screen will look different
depending on the fax software configured in your environment.
Note: Users must have the “Add Document” permission in order to use IQscan.
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