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Disclaimer

Efaliac GmbH makes no representation or warranties with respect to the contents or use of this document
and specifically disclaims any express or implied warranties of merchantability or fitness for any particular
purpose. Further, Efalia GmbH reserves the right to revise this publication and to make changes fo ifs
content, at any fime, without obligation to notify any person or entity of such revisions or changes.

Further, Efalia GmbH makes no representations or warranties with respect to any Efalia ECM software, and
specifically disclaims any express or implied warranties of merchantability or fitness for any particular
purpose. Further, Efalia GmbH reserves the right to make changes to any or all parts of Efalia ECM software,
at any fime, without obligation to notify any person or entity of such changes.
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Software Licence Agreement

IMPORTANT: Read this agreement before installing Efalia ECM. By installing Efalia ECM you are deemed fo agree to be bound by
this agreement.

This licence agreement is a legal document between you and Efalia GmbH. If you do not agree to the terms of this agreement
return the software CD and accompanying documentation (the "Documentation”) and other items to the place from where you
obtained them for a refund before they are marked or damaged in any way.

In consideration of the right to use the Software you agree to abide by the terms and conditions of this agreement.

GRANT OF LICENCE

The Software consists of the software modules by:

Efalia GmbH, a German public listed company having its place of business at Obere Kaiserswerther Str. 17, 47249 Duisburg,
Germany ("Efalia");

Microsoft Corp., a Washington corporation having its place of business at 1 Microsoft Way, Redmond, WA 98052-6399, USA
("Microsoft");

Softland, a Romanian company having its place of business at str. Traian Grozavescu no. 2/1 Cluj-Napoca 400305, Romania
("Softland");

Tungsten Automation Corporation, a Florida company having its place of business at 333 Las Olas Way, Suite 212, Ft Lauderdale,
FL 33301, USA ("Tungsten;");

Developer Express Inc., a Nevada company having its place of business at 6340 Mcleod Dr. Suitel, Las Vegas, NV 89120, USA
(“DevExpress");

Oracle Corporation, a Californian company having its place of business at 500 Oracle Parkway, M/S 50p7, Redwood Shores,
California 94065, USA (“Oracle”);

Apryse, a British Columbia corporation, having offices at 838 West Hastings Street, Suite 500, Vancouver, British Columbia, V6C
0Aé, Canada (“Apryse”).

The software consists also of Open Source modules, listed below:

Software, which is based in part on the work of the Independent JPEG Group.

Cryptographic software written by Eric Young (eay@cryptsoft.com).

It uses the Freelmage open source image library. See http://freeimage.sourceforge.net for details.

Freelmage is used under the Freelmage Public License (FIPL) version 1.0.

LIbTIFF Copyright (c) 1988-1997 Sam Leffler

LibTIFF Copyright (c) 1991-1997 Silicon Graphics, Inc.

LibTIFF: Permission to use, copy, modify, distribute, and sell this software and its documentation for any purpose is hereby granted
without fee, provided that (i) the above copyright notices and this permission notfice appear in all copies of the software and
related documentation, and (ii) the names of Sam Leffler and Silicon Graphics may not be used in any advertising or publicity
relating to the software without the specific, prior written permission of Sam Leffler and Silicon Graphics.

You understand and acknowledge that any software module included in the Software may have utility with or be able o be
called by other software and/or hardware, which Efalia considers to be an unauthorised use of the Software. Accordingly, you
agree that you will use such software modules only as part of the Soffware and not in conjunction with, or as part of, or as a
component of other soffware and/or hardware which makes calls fo such software modules.

Efalia grants you the personal non-exclusive rights:

For a single-user version of the Software, to install and use the Software for internal purposes only on a single computer (the
Software is considered in use when it is installed in the femporary memory, i.e. RAM, or the permanent memory, i.e. Hard Disk
Drive).

For a multi-user version of the Software, to install and use the Software for internal purposes only for the number of computers or

simultaneous users identified in the Installation Configuration sheet of the Software package (for example, if you have purchased
a 5-User licence you may install the Software for simultaneous use by up fo 5 Users on a network).



BACKUP COPY

You may make whatever copies you deem appropriate from the Efalia ECM "delivery" Compact Disc, the Programs, Example
Files and any other promotional material that may be included thereon. The Application Manual, or any part thereof, may be
reproduced in sufficient quantity to support only the number of users licenced to you and no more. You must reproduce and
include on the backup copy the copyright notice and other ownership or proprietary legends that are on the original copy of
the Software.

You may NOT make or attempt to make any copy whatsoever of the Efalia ECM Licence. ANY ATTEMPT TO COPY, TRANSFER OR
RESTORE THE LICENCE MAY CORRUPT THE ENABLING LICENCE. The Licence, once enabled, represents the full purchase value of
the licence to use the Efalia ECM Software. The enabled Licence can be manipulated ONLY by the commands within the Efalia
ECM application.

RESTRICTIONS

You may not market, distribute or fransfer the Software or the Documentation to others, or electronically transfer the Software
fromm one computer to another over a network except as expressly provided herein.

You may not de-compile, reverse engineer, disassemble or otherwise reduce the code of the Software o a human perceivable
form.

You may not modify, adapt, franslate, rent, lease or loan the Software or the Documentation or create derivative works based
on the Software or the Documentation.

OWNERSHIP AND COPYRIGHT

Efalia, Microsoft, Stellent, Tungsten, DevExpress, Apryse and Pixel reserve all rights to their respective software modules of the
Software and the Documentation. The Software and the Documentation is copyrighted. Unauthorised copying of the Software,
including portions thereof, or the Documentation is expressly forbidden.

EXPORT CONTROL

You agree that the Software and Documentation will not be shipped, transferred or exported into any country or used in any
manner prohibited by the United States Export Administration Act or any other applicable export control laws, restrictions or
regulations of the countries involved.

SUPPORT AND UPDATES

Efalia, Efalia’s subsidiaries or affiliates, their distributors and dealers are not responsible for maintaining or helping you to use the
Software and the Documentation, excepting where agreements have been entered into between specific parties, i.e. Efalia:
Distributor, Distributor: Dealer, Dealer: End User.

No updates, fixes or support will be made available for the Software and Documentation other than by publishing such revisions
on the Efalia web site: hitps://www .spielberg.de or https://www.efalia.com

Any updates, fixes or support will be made available on the said web site solely at the discretion of Efalia, who is under no
obligation whatsoever so to do.

LIMITED WARRANTY AND DISCLAIMER OF INDEMNITY

Limited Warranty. The Software and documentation is provided "as is" without warranty of any kind, either express or implied,
including, but not limited to implied warranties of merchantability and fitness for a particular purpose. The entire risk as to quality
and performance of the Software and documentations is with you. Should the Software prove defective you (and not Efalia,
Efalia’s affiliates, their distributors or dealers) assume the entire cost of all necessary servicing, repair or correction. Some states or
jurisdictions no not allow the exclusion of implied warranties, so the above exclusion may not apply to you. This warranty gives
you specific legal rights and you may also have other rights which vary according to state or jurisdiction.

Efalia, Efalia's affiliates, their distributors and dealers do not warrant that the functions contained in the Software will meet your
requirements or that the operation of the Software will meet your requirements or that the operation of the Software will be
uninterrupted or error free.

However, Efalia or Efalia’s affiliates warrants a compact disc or diskette on which the Software is stored to be free from defects
in materials and workmanship under normal use for a period of ninety (?0) days from the date you purchased the same, as
evidenced by a receipt or otherwise. Some states or jurisdictions do not allow limitations on duration of an implied warranty, so
the above limitation may not apply to you.



CUSTOMER REMEDIES

Efalia’s entire liability and your exclusive remedy shall be the replacement of the Compact Disc and/or Diskette not meeting the
LIMITED WARRANTY and which is returned to Efalia or Efalia's marketing affiliate, Efalia Ltd, with a copy of your receipt or otherwise.
The LIMITED WARRANTY is void if failure of the Compact Disc has resulted from accident, abuse or misapplication of the software.

No liability for consequential damages. In no event shall Efalia, or Efalia’s affiliates, their distributors or dealers be liable for any
damages whatsoever (including without limitation, direct or indirect damages for personal injury, loss of business profits, business
interruption, loss of business information, or other consequential or incidental damages) arising out of the software, the use thereof
or inability to use the software even if Efalia, Efalia’s affiliates, their distributors or dealers has been advised of the possibility of such
damages. Some states or jurisdictions do not allow the exclusion or limitation of liability for consequential or incidental damages,
so the above limitation may not apply to you.

Disclaimer of indemnity. Efalia, Efalia’s affiliates, their distributors and dealers shall have no obligation to indemnify you against
any claim or suit brought to you by a third party alleging that the Software or the use thereof infringes any intellectual property
of such third party.

TERM

This agreement is effective upon the installation of Efalia ECM Server and Client and remains in effect until terminated. You may
terminate this agreement by destroying the Software and any copy thereof. This agreement will also terminate if you fail to
comply with any of the terms of this agreement. In addition to Efalia enforcing its legal rights, you must then prompftly destroy the
Software and any copy thereof.

ACKNOWLEDGEMENT

By selecting the 'Yes, | accept the agreement' option during the software installation process, you acknowledge that you have
read this agreement, understand it and agree to be bound by its terms and conditions. You further agree that this agreement is
the complete and exclusive statement of agreement between you and Efalia concerning the subject matter hereof, which
supersedes any proposals or prior agreements, oral or written, and any other communication between you and Efalia relating to
the subject matter hereof. No amendment to this agreement shall be effective unless signed by a duly authorised representative
of Efalia.

Should you have any questions concerning this agreement, or if you desire fo contact Efalia for any reason, please write to your
authorised supplier requesting that they pass your correspondence to Efalia GmbH.
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Welcome to Efalia ECM

The Efalia ECM AutoCapture (Plus) Client is the learning tool to train new invoices and credit notes. Using
the AutoCapture (Plus) Client, previously scanned or imported supplier documents are defined for the
usage with Efalia ECM AutoCapture (Plus).

How Documents are Stored

Efalia ECM stores documents in Cabinets. There may be several Cabinets created in an organisafion; a
user is only allowed to work with those Cabinets to which they have been granted access.

Each Cabinet can contain several document types and Index fields are assigned to the document types,
which can then be completed according to the filing requirements of the documents. The retrieval
information is entered into the index field. Documents are stored with this index data for easy retrieval.

Although a user may have access to a Cabinet, they are only able to work with those document types in
a Cabinet to which they have been granted access. Additionally different rights can be granted per
document type, a user may for example store documents in one document type but is only allowed to
refrieve and display in a second document type.

Documents scanned in black and white are stored as TIFF; coloured documents are stored as compressed
JPEG files.

Electronic documents, PDFs, (EDOCS) are stored in original format and can be viewed by an inbuilt viewer
even if the associated application is not installed.

<5 efalld Welcome to Efalia ECM
www.efalia.com




Installation and Basics

General Information

Efalia ECM AutoCapture Client application is a Windows application and is installed on client workstations.

This can be done manually or by independent software rollout.

Note

During installation you need be logged-in with
administrative rights.

User Licences

Users are assigned to one of the following Efalia ECM groups; fd-admins, fd-scan, fd-scan-named, fd-user-

named, fd-user and fd-web.

Only as many users can connect to the Efalia ECM Server and logon as licences are available. After 30
minutes of idle time (this is a default value and can be changed), the AutoCapture Client will automatically
log off and free the licence for another user. It is possible to specify more users in the Efalia ECM groups
than licences available. Therefore it is possible, that a user cannot connect to the system because all

licences are used. Logon will then only be possible once another user has logged off.

The groups fd-scan-named and fd-user-named should only contain as many users as named licences are
available. The users specified here will always have access to the system; e.g. to scan, index and check in

and search for and refrieve documents.

Accounts assigned to the group fd-web have no access to the AutoCapture Client.

Prerequisites

.NET Framework

Microsoft .NET Framework 4.x must be installed before the Efalia ECM applications can be installed.

.. L ]
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Visual C++ Redistributable Installation

Before the installation of Efalia ECM, all Visual C++ redistributables, provided in the folder Redist, must be

installed on all computers, Efalia ECM is being installed on.

Efalia ECM Component Service (recommended)

Efaliac ECM Component Service is needed to enable the AutoCapture (Plus) Client to display documents
in PDF format.

If the Efalia ECM Component Service is not installed, the AutoCapture (Plus) Client can only display

documents saved in Tiff or JPEG format.

Connection to the Server

When starting the AutoCapture Client, the Efalia ECM server's address may have to be entered to allow
the client fo connect to the server. Please check with the Efalia ECM administrator for the connection

information.

More information on the settings can be found in the Options Settings chapter.

Online Mode only

The Efalia ECM AutoCapture Client can only be used with an active connection to the Efalia ECM Server.

AutoCapture Client Cache

For each AutoCapture user a separate cache is created on the workstation where copies of the

documents during the creation or editing of forms are stored
Normally the cache is located in a FileDirector AutoCapture folder within My Documents.

The location is, by default, determined by Windows settings. This can be overridden by a server profile,
which can be configured by an Efalia ECM administrator, and is described in the Efalia ECM Installation
Guide.

.. L ]
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The AutoCapture Desktiop

When opened, the AutoCapture commands and options are available from the displayed toolbars. Once
a Cabinet is opened, the Navigafion bar and a Confrol Panel is displayed

a AutoCapture Client - 0 x
Start -~

=& 000

Options = Statistics  Supplier Help About Exit
data

Start Program

Control box - Efalia Ltd - AutoCapture (Plus) - Create form nx 4 DE

M 2o o )Mo

Document type: |AuhDCapmre Qutbox | |

Name | ﬁ|

Net1

VAT1

Shipping

Gross amount

Discount amount | |

Line items

B+

Control Panel

When an Efalia ECM Cabinet, that has been set up for Efalia ECM AutoCapture, is opened, the Confrol
Panel is displayed. This gives the user access to the tools needed for the fraining of supplier data and
document characteristics for Efalia ECM AutoCapture.
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Document Display Window

The document display window shows the corresponding document
To adjust the display, the toolbar below the document viewer offers the following options:
Icon Function Icon Function

4 First document Last page

bl

Previous document — Fit all
4 <)
Next document Fit width
2 <)
Last document st Original size
b > 4
First page Zoom in
4
< Previous page ﬁ) Zoom out
Next page
2
wefall
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First Steps

Open a Cabinet

A Cabinet can be opened manually or automatically when the AutoCapture Client is started. Cabinet
settings are downloaded to the local cache when it is opened.

Open Cabinet Manually

-
Selecting = @ cabinet wil display a list of available Cabinets. Double-click the Cabinet name, or

select it and press the OK button to open the Cabinet.

Open Cabinet Automatically

A Cabinet can be opened automatically when the option Open last used Cabinet is selected within the

AutoCapture Client Opfions. The Cabinet that was in use when the AutoCapture Client was last closed will

be automatically opened.

Queves

When an AutoCapture cabinet was selected, the AutoCapture Client user interface shows the desktop.
Now, documents, processed by AutoCapture, can be requested from the queues.

Documents from the queues Unknown documents or Documents on hold can be requested by pressing

the corresponding button in the confrol box.

Documents from the queue Postindex documents can be requested within the Stafistic window.

Unknown documents

The queue Unknown documents contains new documents, which have been processed by the

AutoCapture routine but not recognised.

One reason for it could be a new supplier.

Documents on hold

The queue Documents on hold contains documents, which had been Sef on hold by an Efalia ECM

AutoCapture user before.

See also: Set on hold.
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Postindex documents

The queue Posfindex documents contains documents, which the AutoCapture routine has been able to

recognise a supplier and a matching form, but the index values are not valid.

See also: Invalid field content

In addition, this queue also contains documents, which have been processed by the Smart Recognition.

For more information see also: Automatic/Smart Recognition

< efalia First Steps
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Toolbars

Most AutoCapture actions can be selected using the tools available on toolbars.

Ribbon Toolbar

The ribbon toolbar can be opened and hidden through the icons » and ., positioned on the upper right
side the desktop. Opened, the icons listed below are available:

Tab Start
Icon Function Icon Function
L& 1] .
o ) — Options e Help
L1 1]
II. AutoCapture stafistics o About
H Supplier data ( ! ) Exit AutoCapture Client

Options

The seftings in Options are user-specific. They are stored in the local cache of the Efalia ECM user account.

These user-specific settings allow customising the AutoCapture Client to the user's needs. The desktop
theme is also customisable.

Statistics

The statistics are shown in a pop-up window and provide an overview of documents processed by Efalia
ECM AutoCapture.

Within the pop-up window, documents from the respective queues can be displayed through the button
Get Document of the queue.

In addition, the pop-up window Statistics shows the Total number of forms in the system.

The Total number of forms in the system is relevant for the Self-learning recognition. The basis for this, is a
minimum of 10 forms in the system.

See also: Self-learning recognition
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Total number of forms in the system: 5

Unknown documents Documents on hold

/] 0

Get documents Get documents

Postindex documents Documents not read

Errors: 0 % Close

Supplier data

The button Supplier data opens a pop-up window that contains the existing supplier master data. Supplier
data can either be provided administratively by an ODBC source or added manually through the Efalia
ECM AutoCapture training.

When the supplier data is provided from an ODBC source, the content is only listed but cannot be
changed.

When the supplier data is stored in the respective cabinet and created through the Efalia ECM
AutoCapture training, it is possible to add, change and, if necessary, delete data within this window.

Note

When entering a supplier name in the control
box, a list of existing supplier addresses is shown.

This provides a quick access.
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Help

@

The Help button opens this manual.

About

i

This will display the version number of the AutoCapture Client and information about the AutoCapture
(Plus) licence. Also displayed is the version information for the following, if currently installed on the

workstation:

Officelink
Component Service
EDOC engine
OCR engine

Exit

O

This button closes the Efalia ECM AutoCapture Client.
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Create forms

Basics

The training in Efalia ECM AutoCapture is mouse-based.

When a pending document is received from the server, the thumbnails of this document are shown on the
left-hand side of the control box and the selected page of the respective document on the right-hand

side of the conftrol box.
Firstly, the top field of the form fields should be selected. This is done by a mouse click into the field.

Now, when the mouse pointer is moved over the displayed page of the respective document, permitted

field values are highlighted yellow, automatically.
The marked area can be extended by pressing CTRL on keyboard.

The right mouse button opens a context menu, which shows found anchor texts or the option fixed position.
When a highlighted value is selected and filled intfo the field by a left-mouse-button-click, Efalia ECM
AutoCapture selects the best anchor text, automatically.

An anchor text is used to calculate the distance between this text and the value.

Note

The option fixed position uses the coordinates
of the selected value and links this coordinates
with the value for this field.

This might cause problems in combination with
scanner skew.

When an index value is not highlighted completely, a zone can be drawn by using the left mouse button.
In this case, the anchor text is always defined automatically by the server.
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Note

The zone must not be too small. A minimum size
of 16x16px is needed for OCR.

ODBC Source

When in Efalia ECM EnterpriseManager, the use of an ODBC source is set-up for supplier data, all fields of
the section supplier fields of the control box, except the field Name, are locked.

The field Name allows a smart search over the existing supplier data. The smart search is starfed, when a
minimum of three consecutive characters are entered into the field Name, the list of suppliers is accordingly
limited. An entry is selected with a mouse click or by pressing the key Return.
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Queuves and Statistics

Unknown documents

This queue contains all new documents, where no corresponding supplier is found in the Efalia ECM
AutoCapture supplier database and which were not processed by the self-learning AutoCapture routines.

The self-learning AutoCapture routines require a minimum of 10 forms in the system. The more forms are in
the system, the better the self-learning AutoCapture routines become.

Operation of multiple Clients

When a user has requested a document from a queue, the document is locked for other users of Efalia
ECM AutoCapture Client.

@ Readonly

Note for Administrators

Documents that are currently processed

by another user, are shown on the hitlist of
Efalia ECM WinClient in status

Pending Documents vs. Available Documents

When a user receives the message No documents available, although the stafistic shows pending
documents, means that these documents are currently processed by other users.

When a user receives the message No more pending documents available, all pending documents are
processed.
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Undo and Operation of multiple Clients

K)

When a user aborts the process of a document in Efalia ECM AutoCapture Client, using Undo, the fields of
the control box and the viewer are cleared and the document is locked until the appropriate AutoCapture
Client is closed.

Get pending document after using Undo, provides the next available document from the queue.

If no more pending documents are available, the deferred document will be provided.

Control box

Documents in queues are requested through either the Confrol Box or the Stafistics window.

Control box - Efalia Ltd - AutoCapture (Plus) - Create form nox
I Y P
S IR B
Document type: |.-'-'.L|1J:|Ca|:u1J.|re DOutbox |v|

Supplier data

Name | ﬁ|

Capture fields

Invoice number

Invoice date

|

|

Net 1 |
VAT 1 |
|

|

|

Discount amount

Shipping

Gross amount

Line items

Line items | H -+
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c
[ |
i Clear fields

Get pending document
Get document on hold

= Complete capture

74
©

=

.@. Reprocess document
&
@
X

Ilcon Function

Set on hold

Save document

‘) Undo

Split document

Delete document

Document types

The drop-down list contains only AutoCapture target document types, that have been set up in Efalia ECM

EnterpriseManager as Use for AutoCapture Process documents.

A trained and successfully processed document is automatically stored in ifs respective target document

type.

<5 efCI||CI Queues and Statistics
www.efalia.com




Note

An Efalia ECM cabinet can contain other
document types, that are not configured
for Efalia ECM AutoCapture (Plus). These
document types are not listed.

If a processed document is finally to be
stored intfo a non Efalia ECM AutoCapture
document type, it must be fransfered
either manually in Efalia ECM WinClient or
WebServer or automatically through Efalia
ECM BusinessProcessManagement.

Clear fields

This function clears all index information and additionally anchor and formatting information.

Get pending documents

This function sends a request to the Efalia ECM Server and a document from the queue Unknown
documents is provided. Efalia ECM OCR has already read documents in this queue, and the full text has
been stored, but either supplier data or a classification to a form for this type of document is missing. If

applicable, the supplier data fields are filled.

Get document on hold

This function sends a request to the Efalia ECM Server and a document from the queue Documents on hold

is provided. Documents in this queue have been Sef on hold by a user.

If applicable, the supplier data fields are filled.

Complete capture

This function must be used when all relevant information has been added. This information is now sent to
the Efalia ECM Server and stored.

This recently stored information is now used on all Pending documents to process further documents

automatically.
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A progress icon is displayed.

After the first document of the queue Documenits on hold has been completely captured, the server
automatically provides the next document and it is displayed in the AutoCapture Client.

Reprocess documents

This function sends all given information to the Efalia ECM Server, where it is stored only temporarily. The
current document is reprocessed with the temporarily stored information. The result is shown in the Efalia
ECM AutoCapture Client. This allows the user to check and adjust the settings of the current form before it
is finally stored through Complete capfure.

Set on hold

This function sends the currently displayed document to the queue Documents on hold.

Note

The number of documents in a queue can be
checked through the option

Undo

This function resets all previously made changes, frainings and the desktop of the Efaliac ECM AutoCapture
Client to its starting settings.

Note

Allunsaved changes of the current document are lost.

Split document

This function splits the displayed, multi-page document.
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Delete document

Through this button, either single pages of a displayed document can be deleted or the complete
displayed document can be removed from the queue and is marked as deleted in the database.

When only selected pages are to be deleted, these pages are marked through checkboxes on the lower
right side of the corresponding thumbnail.

When all pages of a displayed document are marked, the complete document is removed from the
qgueues and marked as deleted in the database.

Marked for deletion:

= efaka Inenice

Not marked for deletion:

= efaba Imenice

.......

Note

If a document has been deleted in the AutoCapture
Client, a flag is set in the database, marking the
document as deleted. Using in Efalia ECM
WinClient, a deleted document can be, through right-
click , shown and displayed again.

<5 efCI||CI Queues and Statistics
www.efalia.com




Form fields

The form fields are predefined Efalia ECM AutoCapture fields.

Form fields displayed in bold show that the information of this field is used for matching.

Note

An administrator of Efaliac ECM Enterprise Manager
can set aliases and hide fields.

ID

This field used for an internal ID and only used for ODBC sources.

The field is set to Read only.

Name/Supplier

The corresponding field shows the name of a supplier. The icon #® at the end folds the complete supplier’s

data out. These can now be edited.

Depending whether the supplier’s information corresponding to the displayed document exist, the form
training starts with folded or fold out fields.

When no supplier’s information exists for the displayed document, all supplier fields are displayed. This helps

a user creating new forms by simply using a mouse.

New Contact

New Contact links the form to a new supplier.

Pin fields

Pin fields displays the complete list of form fields,
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Note

Supplier information cannot be changed when an
ODBC source is used for supplier data.

Address1/Address2/ZIP code/City/State/Country

These fields contain the address data of the respective supplier.

Telephone

This field contains the telephone number of the respective supplier.

E-Mail-Address

This field contains the e-mail address of the respective supplier.

Fax

This field contains the fax number of the respective supplier.

WebSite

This field contains the homepage URL of the respective supplier.

VAT ID Number

This field contains the VAT ID number of the respective supplier.

VAT Number

This field contains the VAT number of the respective supplier.

Bank name/Bank number/Account number

These fields contain the bank account information of the respective supplier.
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Category

The content of the field is used to identify a form.
Typical contents are invoice, credit note, etc.

This field is not mandatory.

Note

When the field does not contain a value, the form is

the last one in allocation, if there are multiple forms for
a supplier.

Group pages by

The field Group pages by in Efalia ECM AutoCapture Client is opfional. It can be set within the Efalia ECM

EnterpriseManager by a trained administrator.

Flease select a grouping method

J099

Anchor text - Mone - -
Criginal text 0099
Group pages by | Inoement T

Drop-down Menu Anchor text

Type Description

None No anchor fext is used. Efalia ECM AutoCapture expects the

value at a fixed position.

Value All other opftions in the list are text elements of the current
document AutoCapture can use as Anchor fext.

AutoCapture searches for possible anchor elements in front of

the value or above.

None No grouping active
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Type Description

Increment For this setting, a page number should be selected. Now, the
AutoCapture routine groups documents by an incrementing
page number. As soon as a lower value than the one before is
read, the AutoCapture routine creates a new document.

Empty on next page For this setting, a value, that does only exist on the first page,
should be selected. The AutoCapture routine groups alll
following pages where no value is read in this area to a
document. As soon as a value is read, a new document is

created.

Not empty on next page For this setting, a value is selected that does exist on the

following, related pages.

As soon as this area is empty on one of the following pages, a

new document is created.

Same on next page For this setting, a value is selected, that is identically on the

following, related pages.

As soon as a different value in this area is read, a new

document is created.

Not equal on next page For this setting, a value is selected, that is not idenfically on the
following, related pages.

As soon as this value is read in this area again, a new

document is created.

Identifies last page A value, selected in combination with this option, must only

occur one the last page of a document.

Currency

The field Currency contains a keyword list. This is an internal Efalia ECM keyword list and does not appear
in Efalia ECM EnterprisesManager and cannot be edited.

The proposed currency in the keyword list is linked to installed Windows operating system.

In addition, a currency symbol in the amount fields is displayed, when the option Show currency symbol is
selected. The currency symbol is linked to the language set in the AutoCapture Client.

The dependencies are listed below:

Language Currency

German, French, Spanish, Portuguese  Euro
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Language Currency

English (UK) Great Britain Pound
English (US) US Dollar

Japanese Japanese Yen (JPY)
Chinese (trad.) Honkong Dollar
Chinese (simple) Renminbi Yuan

A key within the app.xml of Efalia ECM AutoCapture Client allows to define the default value of the
keyword list. The key does not change the dependencies of amount fields and language seftings.

The default can be changed within the app.xml of Efalia ECM AutoCapture Client by a trained Efalia ECM

administrator.

<add key =“DefaultCurrency*” value =“GBP* />

The following values can be set:

Shortcut Currency

AUD Australian Dollar

EUR Euro

GBP Great Britain Pound

JPY Japanese Yen

NZD New Zealand Dollar

usb US Dollar

ZAR South African Rand
.3 f I' L
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Capture fields

The composition of capture fields is not defined by Efalia ECM AutoCapture.

Possible capture fields are:

Name Description

Invoice number The composition of an invoice number is not preset.
Invoice date When selecting a date, Efalia ECM AutoCapture recognises
the format.

The recognised format can be checked and changed within a
pop-up window.

The settings of the date field are_dependent on the language

settings.

Order number The composition of an order number is not preset.

Order date When selecting a date, Efalia ECM AutoCapture recognises
the format.

The recognised format can be checked and changed within a
pop-up window.

The settings of the date field are dependent on the language

seftings.
Net amount AutoCapture allows up to two net amount fields.
Tax AutoCapture allows to set-up up to two tax amount fields.
Advance payment Amount field
Discount Amount field
Gross Amount field
< efalia Queues and Statistics
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Capture Date formats

Efalia ECM AutoCapture is designed fo identify a date format, automatically.

The date format, displayed in the field, is linked fo the language set in the AutoCapture Client.:

Language Format

English (UK), French, Spanish, dd/MM/yyyy
Portuguese

German dd.MM.yyyy
English (US) MM/dd/yyyy
Chinesisch (trad.), Chinesisch yyyy/MM/dd

(einfach), Japanisch

When a date could not be clearly identified, an additional window pops up, to specify the date format

more detailed.

Flease select a date format

- 06/05/2006

Anchor text Invoice Date: -
Criginal text 0&,/05/2006
Mask i31/03/2017 (DMfY) {w

Drop-down Menu Anchor text

Type Description

None No anchor fext is used. Efalia ECM AutoCapture expects the

value at a fixed position.

Value All other opftions in the list are text elements of the current
document AutoCapture can use as Anchor fext.

AutoCapture searches for possible anchor elements in front of

the date or above.

Drop-down Menu Mask

The drop-down menu lists different date formats for selection.
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Capture amounts

Efalia ECM AutoCapture is designed to identify an amount and the corresponding decimal separator

format, automatically.

When a decimal separator could not be clearly identified, an additional window pops up, to specify the

decimal separator format more detailed.

Flease select a decimal separator

107100

Anchor text Usto -
Criginal text 107100
Decimal separatar |, v

Drop-down Menu Anchor text

Type Description

None No anchor text is used. Efalia ECM AutoCapture expects the
value at a fixed position.

Value All other opftions in the list are text elements of the current
document AutoCapture can use as Anchor text.

AutoCapture searches for possible anchor elements in front of

the date or above.

Drop-down Menu Decimal separator

Type Description

None No decimal separator is used. The captured value is taken as

an amount with two digits after the decimal separator.
Example:
107100 is converted to 1,071.00

Selectable values: All other opftions in the list are possible decimal separators,
which can be defined for this position of the form.
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Tooltip

A tooltip can be displayed for each of the Efalia ECM AutoCapture Capfture fields, after a corresponding

value was filled into the field.

The tooltip shows the selected anchor of the value. It appears when the mouse pointer is moved over the
field label.

Note

A tooltip is not displayed, if the field type is contact

field or amount. Also, a tooltip is not displayed, if the
field is not linked to a zone or the captured value has
a fixed position.

Index field colours

Colour Description

White Marks a neutral status. No information about valid or invalid
content is available.

Green The field content is valid.

Red The field content is invalid.

Used when: Set-up a form

The Efalia ECM AutoCapture Client checks in the background, whether the field content matches with the
OCR information. A deviation of 1 is accepted.

Used when: Editing indexes

When number values are indexed, Efalia ECM AutoCapture checks in the background whether the values
are valid. This includes calculations as Netl +Tax1 = Total amount.
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Note

Discount values are part of this calculation.

Valid field content

The colour green is used for both cases, described above.

Invalid Field content

The colour red is used for both cases, described above.

This means, that a red marked field shows that there is either a deviation larger than 1 or the result of the

offset is faulty.

Note

Discount values are part of this calculation.

Set highlight colours

The colours for highlighting values and anchor texts can be set in the app.xml of the AutoCapture client.

In default, the captured value that is filled info an index field is highlighted in yellow and the respective
anchor text green.
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Amounts

Efaliac ECM AutoCapture idenftifies decimal separators automatically. In case, a separator cannot be
identified, it can be selected manually through a context menu. Within this context menu, a decimal
separator e.g., decimal point, full stop or dash.

The option None can be used for values, that can be formatted into a valid amount value.

AutoCapture formats the value info an amount with 2 decimal digits.

000021785 is formatted to 217,85.

Terms and conditions

Not all pages of a document, e.g., an invoice, can be used for setting up a form. Rank among these are
ferms and conditions. The thumbnails of these pages are locked and cannot be selected for the definition
of a form.

Line items

Line items

Line items H 4+

Efalia ECM AutoCapture Plus includes the processing of line items.

Icon Description

& Opens a preview window, containing the line items of the
displayed invoice.
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Icon Description

+ Adds the grid to the upper left corner of the active document

page.
Important

Using an Efalia ECM Plus licence, a grid must always be added,
even on invoices without line items or if the line items shouldn’'t
be captured.

In these cases, it needs only to be added with a mapping with
the empty value from the drop-down list.

The grid

After adding the grid for line items, it is added to the upper left corner of the active document page.

E

Icon Description

+ Adds another column to the existing grid.

- Deletes the last column from the existing grid.

The grid must be positioned over the area containing the line items via drag&drop. After this, the mapping
can be done easily, using the drop-down menus from the first row of the grid.

The selected mapping should correspond with the columns of the invoice.

The mapping and grabbed information is used for the created PDF displayed on the page, added to the
document and in digital format stored within the PDF file.
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I Quantityl I Description I I Pricel Total

QUANTITY DESCRIPTION UNIT PRICE Tkrom w -|_—-
Item no T
Description
Quantity
Sty Bl
Module Qluanh'ty [ Price
BusinessProcessManagement S
1 210 £
SN: 2313212344
2019/2020
12 month software assurance
BPM user
9 21£ 189 £
SN: 2313212344
2018/2020
Training (60 minutes)
3 BusinessProcessManagement 170 £ 510 £
SN: 2313212344
Subtotal 909,00 £
VAT 122,72 £
Total 1031,72 £

Mapping options
ltem no
Description
Quantity
Quantity B/O
Price
Quantity/Price
Discount

Total
Line items Preview

After the grid for line items was placed and mapped, a preview allows you to check the result and - if
needed - to alter it for the displayed invoice.
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Control box - Efalia Ltd - AutoCapture (Plus) - Create form r X _

Line items El
Quantity | Description | Price | Total
3 1 Module BusinessProcessManagement SM: 2313212344 2019/2020 210.00 210.00
9 12 month software assurance BPM user SM: 2313212344 2019/2020 21.00 189.00
3 Training (50 minutes) BusinessProcessManagement SM: 2313212344 170.00 510.00
#

Line items \

Line items IEI-H

Mixed Invoices (with and without line items)
Using an Efalia ECM Plus licence, a grid must always be added, even on invoices without line items.

In these cases, it needs only to be added with a mapping with the empty value from the drop-down list.
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(TL2IT 110
Description
Quantity
Quantity B/
Price

Quantity / Price
Discount

Total

I [ I

Documents on hold

The queue Documents on hold, contains new documents, which were set on hold by a user, using the

option Set on hold.

The option Set on hold is not available, when the mode of the control box is Pending documents.

Postindex documents

The queue Postindex documents, which can be accessed through the statistics window, can contain both;

documents from unknown suppliers and documents from known suppliers

Documents of known suppliers are put into this queue, in case the supplier’

s layout changed or values could not be read.

This queue can also contain documents as a result of the self-learning routines of Efaliac ECM AutoCapture.

The statistics window can be selected through the button Statistic in the ribbon fool bar of the Efalia ECM

AutoCapture client.
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Control box

Documents in queues are requested through the Statistics window.

Control box - Efalia Ltd - AutoCapture (Plus) - Create form o ox

N 2 om- ") W

Document type: |AutoCa|:lture Outbox | W |

Supplier data

Address 1 Metcalf Way
zIP RH117XX

Name |Hﬁl.il E
|
|
|
|

Capture fields

Invoice number |ﬂ]ﬁ |

Invoice date |[Iljl3,fm23 ﬁ|
Net 1 |

VAT 1 |

Discount amount |

Shipping |

Gross amount |

Line items

Line items | H +|

Icon Function
[ |
i Clear fields
y Get pending document
Save index changes
<:efalia Queues and Statistics
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Function

|
o
=}

Save form and index changes

Undo

Split document

Delete document

& 5 ) i

Document types

The drop-down list contains only AutoCapture target document types, that have been set up in Efalia ECM
Enterprise Manager as Use for AutfoCapfure Process documents.

A trained and successfully processed document is automatically stored in ifs respective target document
type.

Note

A Efaliac ECM cabinet can contain other
document types, that are not configured for Efalia
ECM AutoCapture. These document types are not
listed.

If a processed document is finally to be stored into
a non Efalia ECM AutoCapture document type, it
must be tfransfered either manually in Efalia ECM
WinClient or WebServer or automatically through
Efalia ECM BusinessProcessManagement.

Clear fields

This function clears all index information and additionally anchor and formatting information.
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Save index changes

This function saves all index changes made and sends the data to the server. Only the index changes are
saved, without changes on the existing form.

After this, the server checks for pending documents in the queue Postindex documents and provides the
next pending documents to the user.

If exist, the supplier fields are filled with the corresponding data.

Save index and form changes

This function saves all index and form changes made to the server. Both information is stored.

Self-learning recognition

If the document was sent to the queue by the self-learning recognition routines, the index data is saved
and a new form is created and stored.

Existing form

If the document belongs to an existing supplier, where supplier data and a form already exists, the function
saves the index changes and edits the existing form.

Re-scanning the queve

After saving the changes, the server checks all exisiting documents in the queue with the added or edited
forms whether the new information helps to process other documents in that queue.

A progress is shown.

If the queue does still contain pending documents, the next document waiting in the queue Postindex
documents is displayed in the AutoCapture client.

Undo

This function resets all previously made changes, frainings and the desktop of the Efaliac ECM AutoCapture
Client to its starting settings.

Note

Allunsaved changes of the current document are lost.
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Split documents

This option allows a user to split the displayed document into multiple documents.

This option is only available, when the supplier is already stored in the Efalia ECM AutoCapture supplier
database and either Group by is used or an invoice number exists.

Delete document

This function removes the displayed document from the queue and marks it as deleted in the database.

Note

If a document has been deleted in the AutoCapture
Client, a flag is set in the database, marking the

document as deleted. Using in Efalia ECM
WinClient, a deleted document can be, through
right-click , sShown and displayed
again.

Capture fields

For more information, see: Paragraph Capture fields in chapter Queues and Statistics

Edit forms out of the Efalia ECM WinClient
Due to changes in layout by suppliers, it might be necessary to edit existing forms.

The edit is initiated within the Efalia ECM WinClient.

The respective document is retrieved through the search functionality of Efaliac ECM WinClient.
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Note

This document must have been already processed by
the Efalia ECM AutoCapture (Plus) routines.

This document must not be picked from the
document type that is defined as AutoCapture inbox.
Documents within this document type have not
passed all Efalia ECM AutoCapture (Plus) routines yet.

When the document is displayed in WinClient, the edifing is started through the ribbon bar icon Edif forms
in tab Edif. Now, the AutoCapture Client is launched and a drop-down menu lists all available suppliers.

After selecting a supplier, all forms of this supplier are listed in a drop-down menu, below.

When both is selected, the form can be edited.

Edit index out of the Efalia ECM WinClient

[~

The option Edif index in tab Edit of the Efalia ECM WinClient's ribbon bar initiates the index editing function,
after a search action in the document type that is defined as Efalia ECM AutoCapture inbox.

It must also be a document that is pending in the Efalia ECM AutoCapture queue postindex documents.
The AutoCapture (Plus) Client is loaded and the selected document is displayed.

Now, the edifing can be done.

Changed and edited Zones are included in the smarf recognifion routine.
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Note

The selected document must not have passed all the
Efalia ECM AutoCapture routines and must be
pending in the queue

Note

If the document is not in the corresponding queue,
the client does not display it in the viewer after
opening it.

The classification of the document can be checked
via the option in Efalia ECM AutoCapture
(Plus) Client.

Remove Zones (Smart Recognition only)

If a zone is marked as invalid, it can be deleted from the existing form by pressing DEL on keyboard.
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Self-learning Recognition

Efalia ECM AutoCapture can recognise values on new documents based on other forms, trained and
saved previously. The smart routines of Efalia ECM AutoCapture use universal applicable information and
definitions, built-up during the forms creation.

A successful smart recognition needs at least to find a supplier, an invoice date, an invoice number and a
gross amount on the new supplier's document to transfer it into the Efalia ECM AutoCapture outbox
document type.

At this point, Efalia ECM AutoCapfture tries to recognise addifional values e.g., nef amounfs. These values
are not mandatory and a document is transferred into the Efalia ECM AutoCapture outbox Processed

documents.

Requirements:

e Asingle-outbox-configuration
e A minimum of 10 supplier forms must have been created

e A successful recognition of a supplier

Document type: AutoCapture Outbox

When, in addition to a supplier, an invoice date, invoice number and the gross amount are valid, the
document is fransferred into the Efalia ECM document type, set-up as AutoCapture outbox.

Quevue: Postindex documents

When, in addition to a supplier, an invoice date, invoice number or gross amount was found, the document
is fransferred into the AutoCapture queue Postindex documents.

Documents with invalid gross amounts are also transferred into the queue Postindex documents.

<:efalia Self-learning Recognition
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Note

The smart recognition re-checks all pending
documents each tfime a new form has been created.

Quevue: Unknown documents

When the AutoCapfure routine wasn't able to get any of the three values, mentioned above, the
document stays in the AutoCapture queue Unknown documents and a form must be created.
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Document Display

About Documents

A document within Efalia ECM is either a one page or a multipage document. One page of a document

can be either a scanned page or a PDF file

The AutoCapture Client has extensive display ufilities. If installed alone it is able to display TIFF, JPEG and
PDF files, the formats used to store black/white, greyscale and colour scanned documents.

Display Layouts

When a document is opened in the Display window, the default view shows the document thumbnails and

the first page of the document.

Page Display Tools

The display of a document within the display window can be changed, for example by zoom and rotation.

The display tools are available on the toolbars

Some or all of the display tools may not be available when displaying electronic documents.
Display whole page in the image display window
F
4)
v
The whole of the displayed page will be shown in the document display window.

Fit width of page to the document display window

)

The document display window will fit the width of the document to the size of the display window.
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Display page in original size

w

(|

.

Selecting this will display the document at its maximum size zoom level. When displaying TIFF or JPEG files,

each pixel of the image is displayed as one screen pixel.

Zoom in

o

This fool will increase the zoom factor, making the displayed document larger.

Zoom out

o

This tool will decrease the zoom factor, making the displayed document smaller.
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Scanning Documents

The Efalia ECM AutoCapture Client does not provide a scan option.

Documents that are to be processed by Efalia ECM AutoCapture, must be either scanned beforehand
within Efalia ECM WinClient or Efalia ECM WebServer or be imported by an Efalia ECM scheduler.

.. [ ]
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Options Settings

The AutoCapture Client can be configured to perform certain functions automatically, and you can
configure how other functions are carried out. Settings can also be applied as to how the AutoCapture
Client will look.

To change these settings, select Opfions from the Starf toolbar. The various settings can then be configured
within the tabs available.

General Settings

Skin

The Skin option allows you to select the general colour scheme used by the AutoCapture Client. There are
several options available

Context menus

You can select whether the context menu’s — those that are displayed when you right-click, use large or
small tool icons.

Open last used Cabinet

When selected, the last used Cabinet is automatically opened when the AutoCapture Client is started.

Reset Zoom when displaying new page

With this option set, the current zoom factor is not kept when a new document is selected to be displayed
the display switches to a new page.

This option can be useful when indexing documents with the same layout. In this instance, de-select the
option.

Use area post-indexing

If this option is set, the zoom parameter is saved for each index field individually. This allows for fast and
easy manual indexing. If the field contents are always located af the same position on the document, the
zoomed part always moves to the correct location.
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Image Enhancement

When set, this option turns on the AutoCapture Clientimage rendering, which enhances the display quality

of images.

Allow floating control and list windows

R . _ Dynamic arrows showing possible positions appear during the positioning of the

control bay via drag drop. This option can be set to provide this method of free
positioning. When this option is disabled, control bay cannot be moved freely.

Focus skips over valid fields

Dynamic arrows showing possible positions appear during the positioning of control bays and lists via drag
drop. This option can be set to provide this method.

Show currency symbol

This option shows a currency symbol in amount fields. The displayed symbol depends on the selected

currency in the field Currency.

Note

The field can be enabled/disabled in the
Efaliac ECM Enterprise Manager. This can be done in the
AutoCapture settings.

When the field is disabled, the displayed currency
symbol corresponds to the language of the installed
Windows operating system or the settings within the
app.xml of the Efalia ECM AutoCapture Client.
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Language

The language used by the AutoCapture Client can be selected. By default, the language of the operating

system (Windows) is used, but it can be changed to one of the following languages:

English (UK) Espanol

English (US) Japanese

Deutsch Chinese (Big5)
Francais Chinese (Simplified)
Portugues

If you switch to a different language, select a language from the drop down list and click OK. The
AutoCapture Client will have to be restarted.

Connection

The Connection tab determines which Efalia ECM servers the AutoCapture Client can connect to, and the
basic login settings for each server. Multiple connections can be established to different servers, although
a single connection to an Efalia ECM server is standard. Any connection setting changes will be applied

to the AutoCapture Client when it is next started.

If the Connection window appears when starting the AutoCapture Client, ask your system administrator for
the address of the Efalia ECM server and enter the URL of the server. Once the connection settings are

entered they are stored in the local Cache of the AutoCapture Client.

Change Password

When using an account belonging to an Efalia ECM internal sub-domain, a user can change their
password by clicking on the Change password icon on the Connectfion tab. The new password must be

entered twice for verification.

Windows account users cannot change their password using this feature.
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Edit Connection

Server URL

Selecting Edit Connections will display the connection configuration window. This setting holds the location
of the Efalia ECM server.

The URL format is: hitp://server name/FDinstallation name
Where:

server name denotes the server name in the network that Efalia ECM is installed. This can be an actual
server name, an IP address, or a domain address, depending upon the server configuration.

FDInstallation name is the name of the virtual directory of the Efalia ECM Server installation (default: =

FileDirector).

Fallback URL

A secondary server connection can be setf, so that if a connection to the primary server cannot be
established, the AutoCapture Client will attempt to connect to the secondary server. Only connections
that have been previously configured will be available for selection.

Description

A description can be applied to identify the server being connected to.

Automatically Log-In

You can specify if you want to log in to the Efalia ECM using the current windows account or if you want

to specify a user name and password each time the AutoCapture Client is started.

By default the login should be automatic, using the current Windows account. In this case each local
cache is assigned to the relevant user and is only accessible to that user. Which setting should be used in

your environment is specific fo the environment requirements and must be configured by an administrator.

To change this setting click Automatically log-in using current windows account to switch this setting on or
off.

When the setting is furned off and more than one Efalia ECM server connection is set-up, the Log-in window
shows a drop-down menu to select the server you want to connect to including the description of the
connection.

Setup Image

An image can be displayed fo visually mark the connections. This can help with idenfification, especially
when dealing with multiple connections. The image has to be a bmp file.
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Test Connection

The connection settings can be tested by selecting Test Connection. If the connection was successful, a
success message will be displayed.
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General Information

Help menu

AutoCapture Client Help

@

The Help/Contents option of the Help menu will display the AutoCapture User Guide. This is a PDF so an
appropriate reader such as Adobe Acrobat Reader will need to be installed on the workstation.

About

i

This will display the version number of the AutoCapture Client. Also displayed is the Efalia ECM Server type
and version, the number of tickers for Refrieval CD/DVD's available, and the version information for the
following, if currently installed on the workstation:

Component Service

EDOC engine
OCR engine
L S f I : .
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