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Document Ref: UKIF070410V1

At last, an Enterprise quality Document Management (DM) system that’s priced right for
departmental and small to medium businesses. You will love Infonic’s easy to install and use
Document Manager Business Edition

It's a feature rich document management package that delivers ROI straight out of the box -
immediately enabling users to scan, index, store and search for documents. It cuts paper usage,
automates business processes, reduces overhead and saves money.

How Infonic Document Manager works:
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Infonic can meet all your DM needs including:

e Central control and management of ¢ Improve efficiency of document storage
documents and retrieval
Disaster recovery o Assist with regulatory compliance

e Full security, document access e Store an unlimited number of
controls, audit trails and encryption documents

¢ Reduce operational cost e Configurable for all document

management requirements
......... and much more!
Coupled with Fujitsu ScanSnap you can scan any shape or size document directly into Infonic
Document Manager Business Edition and choose what format you saved them as, either, .PDF,

JPG, or .TIF. Infonic also interfaces directly with Microsoft applications using the MS Office Add-
In feature. Full Text Searching is a breeze with “OCR on the fly” capabilities.

> Scan > Index > Store > Retrieve
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Summary

This document describes the configuration required for the Fujitsu® ScanSnap® scanners to work with
Infonic Document Manager.

Prerequisites

The Fujitsu ScanSnap scanner and ScanSnap Manager Software have been installed and are functional
according to manufacturer instructions.

Document Manager has been installed and is functional. A document type of file format Adobe® Acrobat®

(PDF) has already been set up in Document Manager. If in doubt, refer to the Document Manager
Administration Guide.

Configuration

After successful installation of ScanSnap Manager Software, the task bar will have an ‘S’ icon displayed in
the Windows system tray:

[3canSnap Manager]
Right-Click: Right-Click Menu
Left-Click: Switch Profile

<REHEDO OISO

To configure ScanSnap to work with Document Manager:

1. Right-click on the ‘S’ icon (9) to show the ScanSnap settings:

Duplex scan

Simplex scan

Scan Button Settings...

Profile Management...
Show scanning results
Check consumable supplies...

Help 2

Exit
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2. Left-click to select the Scan Button Settings:

L5 ==
5:5/75]73[?
Color image Scanmnser
[T Use Quick kenu Erafila
| Recommended | | Small File | | Highouslity | [ 4 Standad -

£ Application |1 Save |82 Scanning | J Fileoption |F- Paper |4 Compression

Selectthe application you would like to use.

Application: [ Scan to File -

Add or Remowve. .

| Hide - | ok | | cencal | | Apph |

3. On the Application tab, click on the Add or Remove button:

Add or remaove application (23]
Added
Add .
Femaonwe
Change ...
ILlnto 10 applications can be added. | Close I
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4, Next, click Add to add a new application:

Application Settings [=5]

Application Path:

Browse. .
Application Mame:
Mew application
0]:8 l | Cancel | | Help
5. Inthe Application Name field, type ‘Document Manager’:
Application Settings @
Application Path:
Browse..
Application Mame:
Document Managed
[ 0] l | Cancel | | Help
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6. Next, click on the Browse button to select the ‘TokSave.exe’ file in Windows Explorer, which is in
the Document Manager folder. In our example, the Document Manager Folder is ‘C:\Program

Files\Infonic\Document Manager’:

%' :-S-ei-ed'-appﬁcaﬁlon'

Organize +

o gl
@uw| . « Infonic » Document Manager »

~ B MNew Folder

v|‘f||$earch o

Egraiite Links _ Name Date modified Type »
[El Documents i b
= | Extras
{5 Recent Places
= . Manuals
Bl Deskiop %7 ADManager,exe
B Computer 'EAutoEin.ae
B Pictures B3 Demolnv.exe
E} Music B employee.exe
& Recently Changed 'ﬂTokAdmin.exe
BB Searches ) TokExRef.exe
| Public @Toklmport.e:(e
ﬂTokopen.exe
,-)TokPreview.a(e
Ul TokSave.exe
[ workref.exe
Folders
File name: TokSave exe ~  [Executable [exe) -]
[ Open ] l Cancel J
7. Click Open to select the TokSave.exe file:
Application Settings

Application Path:

CAProgram Files\infonic\Document Manager TokSave. exe

Application Mame:

Browse...

Document Manager

ok ||

Cancel ] [ Help

infonic
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8. Then click the OK button, which will indicate that the Document Manager application has been

added:

Add or remove application

Added

EX3

Y Document bManager

Add ..
Femowve
Change ...

Help

IUpto 10 applications can be added.

Close

9. Click the Close button. Select the Application tab and click on the drop-down box to select

‘Document Manager’:

(7=
Color mnege Scarrmer ‘
[C1se Quick Menuy Frafile
| Recommended | | Small File | | Highgualty | [#B Standard -

s Application |

Selectthe application vou would like to use,

Application: [ ﬂ Document Manager

Add or Bemowve...

|  Hide |

oK | |

Cancel | | Apphy |

10. Click Apply and then the OK button.

infonic
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How to Scan Documents in Document Manager from the
ScanSnap Manager Software

1. Launch Document Manager and log in:

Infonic Document Manager Login Successful

. ) Hello John Fernandes

Your last login was at 08,/04,/2010 08:45:24

2. In Document Manager, either browse to or search for the folder where you want the document

archived.
1 E&EES B ® - Infonic Document Manager 2.6 - [Explore Drawers - TECHNOTES // Fujitsu Scanner Specs] - = X
Main Folder Document View Options @ -8 X
= = mid ;
ATl ELE =
Open Mew Delete MNew Import Faren View Edit  Audit
Sub-Folder | Index Index Trail
o m DOTNET 3.5 +  Documnent Description -
L m DvD TECHNOLOGY 'E;] How Document Manager works with Scal
O m E\P(EEN A HANDE = 4530c cleaning =
i ot n A Fid340C-0TER
L I Fastow “ Maintenatce fid340C-CH-01EM
i E fuitsu MO |E] &~ m3097dedg-manual
j __!:": /= Technical sales guide 007
~f] GUPTA SGL A4 M30NDC_dropout
j = '% HASP KEYS #4303 drop out colours
[ Hewlett Packard ."'] 30300 SUB SCANNING MAGNIFICE _
) DM Tests e EmETT o R

|23 Documents

Disconnected

3. Insert some paper face down in the ScanSnap scanner and right-click the ‘S’ ScanSnap manager
icon ('5) in the Windows system tray. Left-click and select Simplex scan or Duplex scan.

infonic
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After the scan is completed, Document Manager’s Save dialog box appears:

fi

vave Docurmnent to Infonic Document Manager

Savein: | Test - @2
[] sUPPORT ~ IR
: LE

| Adam 5 I TE
[1China|

EEChisy 55 tokalRo
[SICaok | £ TokOpen PROJECTS

ISiFemal 9 TRAINING - PUBS 3
= Fox | Open Falders ;|
|1 Panes j Explore Drawers - TECHMOTES A/ Fujitsu Scanner Specs = £

HEPEEE

Surnanmeg a2,
TR b (e P . T

CHNOTES
:

=
s
<
=

Show Documents

o | [ Hcancel |

In the example above, we browsed to the ‘TECHNOTES drawer / Fujitsu Scanner Specs folder’ in
Document Manager.

4. Click on the Drawer drop-down to select the drawer/folder (TECHNOTES//Fujitsu Scanner Specs)
and click OK. The Import Document screen is displayed:

Dirawer F.J, TECHNOTES . [ o Dk _][ xgancd ]

’ j'{:J Access Permissions ]

DocLype |— Technical Spec - PDF | z | INTRODUCING INFONIC DOCUMENT MANAGER.
[ Bead Only
Field Hame Yalue
Doc Description Sample IDk documenli
KEYwORDS
Access From

5. Select the DocType (in the example above, this is ‘Technical Spec - PDF’) and enter relevant index
field information where necessary. Click OK to save the scanned image to Document Manager.
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. TIP: For best quality OCR and full text search with minimum file sizes, it is recommended that the
% scan settings in ScanSnap Manager are set as follows:
e Image Quality = Normal300dpi B&W

e Colour Mode = B&W

7=
Color Image Scarner J
[T1Use Quick Menu Eradis
| Recommended | | Small File | [ HighGuslty | [P Standard -

E% Application |- Save &3 Scanning | 4 File option |F= Paper

3 Comprassion

Specify the scanning mode youwould like to use.
Irmage quality: | E Nermal (Celor/Gray: 150 dpi, B&W: 300 dpi) vl
Color mode: | [ iB&W vl
Scanning side: | % Duplex Scan (Double-sided) v|

[7] Cantinue scanning after current scan is finished

| Hide =l | [aT'4 |

Cancel | | Apphe |

NOTE: Fujitsu ScanSnap uses its own unique driver, the 'ScanSnap Manager’, which sits in
the system tray. The image formats supported are either PDF or JPEG files.

-

It does NOT support the TWAIN or ISIS interface.

How to Scan Documents in Document Manager Using the
Fujitsu ScanSnap Scanner’s Scan Button

1. Launch Document Manager and log in:

Infonic Document Manager Login Successful

Hello John Fernandes

Your last login was at 08/04,/2010 058:45:24

2. ClickOK
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3. Insert some paper face down into the ScanSnap scanner and press the Scan button. A progress

dialog box displays:

[ ScanSnap Manager - Image scanning and file saving

Frocessing compressed data.
Ji{ Stop(p)
Scanning completed: I Fage

Simplex, Auto Color, Auto Quality, PDF, Auto size
Text, Skip blank page, Rotation, Deskew, Compression 3

4. After the paper has been scanned, click the Drawer drop-down in the Save dialog box to select the

drawer/folder (TECHNOTES/Fujitsu Specs):

F'i Save Document to Infonic Document Manager

Savein |F] TOK&IRD|
B3 SUPPLIERS

rYXEE FEEE

Dosumy SUPPORT
[lfcco - | ]
[Clacco
[S@aAdmn 3 1E5T GR

[SiAdmin £ ToK4IRD

(5] Adver [ TokOpen PROJECTS T
[Z]Aarm | ] TRAINING - PUBS [T

Lo B

| T [ Open Folders F

| {1 | & W

4 [

[¥] Show Documents [ o Ok ] [ 3 cancel ]

5. Click OK. The Import Document screen is displayed:

ivenl TRt b b Rave st Pect e TG0 T8 L 35 2% i

Drawsi (B3 =0 [ gh ] | 3 e
[ ]
Do 1“‘“'” .Ir RSO B LN, PR AT T AN AT
Besd Ordg

Frad Huarm |4
Dioc Dazapdan S gl [ docvuarm—d] =
EETWRDS :
| Accazt From

Select the DocType (in the example above, this is ‘Technical Spec - PDF’) and enter relevant index

6.
field information where necessary. Click OK to save the scanned image to Document Manager.
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So now you can get an Enterprise quality Document Management (DM) system that’s
priced right for small to medium businesses that can utilize all the features Fujitsu
ScanSnap products have to offer — plus allow you to store documents in your desired file
format (.TIF, .PFD, .JPG).

See for yourself how Infonic Document Manager and Fujitsu ScanSnap will work in your
environment by clicking here.

To download a free trial version of Infonic’s Business Edition click here.

Once you’ve tried the Infonic / Fujitsu solution, you’ll never go back to a paper based
system again!

> Scan > Index > Store > Retrieve

For more information contact:

10100) 8116

US Headquarters

Infonic Document Management

3721 Executive Center Drive

Suite 264

Austin, TX 78731

Phone (512) 345-4600 Fax (512) 233-2351
us.dmsales@infonic.com

UK and Europe Headquarter
Infonic House

Copperhouse Court
Caldecotte

Milton Keynes

MK7 8NL

Phone +44 (0) 1908 366 388
Fax +44 (0) 1908 367 700
dm.sales@infonic.com

www.infonic-document-management.com
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