Whitepaper DOCUMENTZC11ETICS

All data wlcome at infoRouter

Thiswhitpaperconsiders thmany ways of publishing documentéaRouter
and looks at some of the more common applications.
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What is infoRouter?

infoRouter provides a collaborative document portal whighfeonaéotsto employees, wherever
their location in the weéyidinfoRouter is web based, users simply employ a standard web browser to gain
access to their information, whether they are working from home, on the move or office based.

infoRouter can mgeaany type of electronic document or fildireitermaat. Whether you work with
words, scanned documents, records, pictures, audio, video, imagedsio Misrosoffice
documenginfoRouter is an ideal way to manage your information.

Byusing infoRouter, an employee can perform the following actions on their documents or data:

View

e Publish

e Apply security

e Checkn and cheahut

e Apply version control

e Add custom metata

e Subscribe to

e Kick off document workflows or tasks
e Maintain audiils for compliance

e SetDocument Retention, Archival & Disposition Rules
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Interacting with infoRouter

When you consides information and data you interact with every day, there are a myriad of sources
ranging from post, paper, fax, email, and lsysteesslata (e.g. SAP or Sage).

During this whitepaper, we will loolkcatrtir®n ways to publish datd@nanents intdfoRouter
andhow we can handle certain documenstygh as post (mail), faxegRRIdata.

These will include:
e Publishingry document tyfrem a web browser
e Uploading Office documents via the Microsoft Gffice plug
e Using infoRouter to manage Post
e Loadindgaxesnto infoRouter libraries
e Exploring the different scanning solutions available to an infoRouter user

e Automaticalhublishing ERP documents and reports into InfoRouter

.

Cla

Microsoft e

Office

* Great for Departmental Scanning
* No training
* Available for all employees

¢ Plugin for MS Word, Excel,
PowerPoint and Outlook

*Simple touse

/\k
@
 Capture any ERP document infoRouter

* ERP documents stored in PDF format
* Auto-indexing

e Suitable for advanced forms
Adva nced recognition
H » Great for Supplier Invoice capture,
Scanning

Digital Mailroom, Delivery Notes
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Publishing any document type from a web browser

The most generic wapteract wiihfoRouter i8a aweb browser interface

Forexample, if you hareimagéhatyou want to publish to your markbtiary, you caimply browse
to the library and upload the ifBagescreenshot below.
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This method of publishing a documduat esed for any typdadument or indeed any file type (e.g.
MP3 oWAYV files).

This met hod doiesomadditional eespurées, the usen SIMply tequiges a web browser
and access to the infoRouter server.

Uploading Office documents via the Microsoft Office plug -in

When working with MS Office documents, it makes sense to use tMSi@iiRpiugin. This
allows a user to open, update or publish a document directly from any of the MS Office suite.

For example, if youbre working on a new customer
infoRouter tab withlS Word and publish the dodudinently into infoRouter.
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First select the infoRouter tab in MS Word.

H9 v)+ Functional Spec Barcode Recognition Engine.doc [Compatibility Made] - Microsoft Word - = x

Home Insert Page Layout References Mailings Review View Add-Ins. infoRouter @
Sendto Openfrom | Document
infoRauter infoRouter | properties
foRouter toalbar

] RN RN RN TR RN RN Kk R O RS IR RS O RE R s

Document Genetics Barcode Recognition Engine (BRE)

The Document Genetics Barcode Recognition Engine (BRE) is a highly accurate and powerful software
module which recognizes 1-D and 2-D barcodes from digital images and bitmaps. Using the BRE, it's easy to collect
barcoded documents from multiple scanners or digital copiers, recognize the contents of the barcade, then publishto
a workflow or documnent management system.

The following image formats are supported: BMP, TIF, JPG, PNG and multipage TIF and PDF (Portable Document
Format). The unique and fast barcode recognition algorithm searches for barcodes in any position and orientation
from your images.

Barcode Reader retumns the number of barcodes found and for each barcode:

SUE 1432

Barcode string

Barcode type

Barcade orientation

Barcade location (start/stop bars coordinates)
Page number (for multipage TIFF)

Supported 1-D barcodes: Supported Operating Systems:

Code 11 «  Windows 2000/xP
Code 39

Code 93

Code 128

20f5 Interleaved

Codabar

Patch Code

EAN 8

EAN 13

e

R AR R R R RERNT)

Pageilof2  Words:527 | <  English [

Then browse to the infoRouter library you want to publish the documenfiibin the
description field (if required) and finally hit the submit button to publish. There are other
2LIiA2ya odzi 6S 62y Qi O20SNJ KSY KSNBO®

H9-06 )+ Functional Spec Barcode Recognition Engine.doc [Compatibility Mode] - Microsoft Word - @ x
Home Insert Page Layout References Mailings Review View Add-Ins. infoRouter (7
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Sendto Openfrom | Document infoRouter Document Upload Tool
infoRouter infoRouter | properties

infoRouter toolbar

©

Document properties
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infoRouter folder: =

IﬂMavket\nnguntes

Hame;

[Functienal Spec Barcade Recagnition Enaine, dox

Description:

| tine (BRE)

a highly accurate and powerful software
bitmaps. Using the BRE, it's easy to collect
L the contents of the barcode, then publish to

Version comment:

WVersion number: JItipage TIF and PDF (Portable Document
m . H . m rbarcodes in any position and orientation

Subrit b warkflow:

[nore |

Document completion status

arcode:

I Completed document
Completion date Thu, 18 June 2009 -

Retention i retention -

Check In ©ptions
’76‘ Keep Checked Gut ¢ CheckIn

Page:10f2 | Words:527 | <& English [

This method can also be used for opening or checking documents out of infoRouter.
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Post 7 the digital mailroom

Many larger companies operate a pasbm to manage the receipt and distribution of post
throughout theorganisation. In the traditional posbom, post isopened, classified, thefiled,
destroyed or delivered to the appropriate department or user.

PaAAYy3 AYyF2w2dziSNE AGQa &AYLd&StingdtignusBrA & G NA 6 dzd S LJ2 & (

Firsty, post must le scanned and classified using a product such as AbbyyJaptire or Kofax
Capture. These document capture products can be configured to recognise certain document
types, automatically classify them atiten extract useful data.

For example, if a compg receives lots of standard order forms, the data can be extracted
(using powerful OCRCRtechnology) and automatically passed to a backl system or
workflow process. The image of the order can then be steesinlesslynto an infoRouter
library (e.gNew Orders) and the subscribed user(s) to this library witidigied by email that a
new document has arrived.

'a | adzo aONAOSR dzaSNJ e2dzQftt NBOSAYS | YSaal 3as ]
!./ -g\'l 9 ™ &« % (4 )5 NewDocument Notification - letter.pdf - Message (HTML) - B X
—/ Message infoRouter 'Q)
3 4 - = ) #3 Find & |
| ¥ x g Seg— % o, safe Lists - 4 v ¥ gff’
[= n H ]
— + =~y = 2 Related ~ —
Reply Reply Forward | Delete Moveto Create Other Block Mot Junk Categorize Follow Mark as Send to
to All Folder~ Rule Actions~ || Sender - Up~ Unread || ki Select OneMNote
Respond Actions Junk E-mail (F Options (Fi Find OneMote
From: inforouterServer @document-gentics. co.uk Sent:  Tue 23/06,/2009 10:27
To: joe@document-genetics.co.uk
Cc |
Subject: Mew Document Motification - letter.pdf
Y
New Document Notification

An infoRouter document has been Created.
Document Path: Post\Joe Hyde
Document Name @ letterpdf
Description :

Creation Date : 6/23/2009 10:22:10 AM

Created By :  System Administrator [sysadmin]

Email Address : joe@document-genetics.couk

Note: If you requested an attachment and one has not been attached, the attachment size has
exceeded the allowable attachment size. Please click on the supplied link instead

You are receiving this e-mail because you subscribed to a document or folder. You may also
have been subscribed by someone else in your organization

Click HERE to login to infoRouter.

This email has been automatically generated by the infoRouter server. Do NOT reply to this
email
Powered by infoRouter B
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For unstructured documents that NB y Q (logiisgd of fixedIdihat (e.g. Letters) documents
can be scanned, manually classified and indexed. Agaimage of the document is saved to
infoRouter and the relevant department or user notified.

Paper

To manage paper effectively, we need a numbeewéls of scanning solutiomfoRouteroffers
three levels of scanning solution:

Desktop or Personal Scanning

The infoRouter Scan Station program is acnet option available to any licensed infoRouter
user. Using the scan station, users can navigatmémes held on their PC, preview them, add
custom metadata (extra descriptive informatigrthenpublish to a relevant library. This is ideal
for low volumes and igallyonly suitable foipersonal use.

The screenshot below shows hdlae Scan Station calpe used to view a document then upload
it to a specific infoRouter library, along with other useful informati®oanned documents can
also be submitted to workflow processes (e.g. an approval workflow).
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