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entrée.DOC Product Features

Welcome to entrée.DOC the add-on module for the entrée food distribution system that
allows distributors to scan key documents into entrée for later retrieval. This system guide
will help you get entrée.DOC installed and running, and explains how to use the features that
will assist you in managing your business documents. Each feature and the related settings
will be fully explained in this guide.

Food service distributors are faced with the challenge of needing quick access to important
documents, such as signed customer invoices. But the amount of time it takes to file, store,
and retrieve these documents when needed, takes up valuable time, warehouse space and
resources. Using entrée.DOC, your documents can be easily and instantly viewed while
providing you with the option to print, fax or email them as a PDF document. Documents
which can be scanned and stored electronically include signed customer invoices, customer
checks, purchasing documents, receiving documents, credit applications and others.

With entrée.DOC and any TWAIN compatible scanner, you can quickly and easily scan
and electronically store:
= Signed invoices.

= Customer checks.
= Purchasing documents.
» Receiving documents.
= Credit Applications
= Other important documents.
Scan Once, Safe Forever
= |t takes just seconds to scan a document with the latest OCR technology.
= entrée.DOC will automatically recognize the document and who it belongs to.

= No need for single sheet scans, place as many documents into the sheet feeder as
allowed.

= Scanned documents are stored as TIF files for maximum compression.
= Easily view, email (as PDF file) or print scanned documents.



http://necs.com/doc/

entrée.DOC Product Features 3

Define Document ID

The entrée.DOC software has the ability to automatically recognize documents and whom
they belong to. This works for loading sheets, invoices, customer checks, receiving
documents, purchase orders and other important documents.

For exampl, you can place a

stack of signed invoices into the entrée B4
sheet feeder of a scanner, and Eﬁ) OCR Document D
the entrée.DOC software will
use its OCR (Optical Character (Enable this region [+ ] -
Recognition) abilities to 1. Locate the INVOICE NUMBER
. . . In the image o the ngnt.
determine the invoice number T Invoice No.
. . . sl_ng 2 Mouse _e_lne 1=
and customer of that invoice. EEL%%?LETJ% gT‘?‘I: 3 SOHT:U%AQ 135583 ¥
utton at the top left cormer of
] . he INVOICE HUMBER and e wee = o= e e o o e e e =
This is because it knows where EéggingA e e bﬁfm?f;_m
on the form the invoice number oqner A stao cfthoregen 1 EXTEND
and customer number are 135583 CE AMOUNT
Iocateq,tar:ﬂ will autor(rj\atlcally 5 koA Tttt
associate the scanne test the A region.
document with the proper [ows | .40 67.00
invoice, even when multiple 4ot wieasnatee | 3@ 151.5@
pages are involved. v
< BN
Back Help |

This OCR feature allows documents to be scanned properly, without the need for your
office staff to do any additional work. To accomplish this, you must indicate where on
your invoice form, your invoice number is located, as depicted on the screen above. This
is done once, when you first install the entrée.DOC software.

Scanning Invoices

Continuing the example of k. - | - Now our accountants have
scanning signed invoices, || - '"“‘L’L's?:g:’;;g:"ﬂf‘?:
once your drivers return, - at the push of a button.

simply place all of the
documents into the sheet
feeder of the scanner and
press 'scan'.

The entrée.DOC software will pull each invoice into the scanner and identify the invoice
number and customer with its OCR technology, and attach the scanned image to the proper
invoice data in your entrée system as a space saving TIF file. Any TWAIN compatible
scanner will work with entrée.DOC.




entrée.DOC System Guide

Recalling Scanned Invoices

Whenever you need to have access to the scan document, such as an invoice, it's always
just a mouse click away.

In the scanned invoice example below simply go into the entrée 'Change / View Invoice'
feature and select the invoice. You will then have access to a "DOC Images" button where
you can view the scanned invoice.

== Change Invoice = | B S
"7 Customer No. WOQ300 Invoice No. 521117 H | O| InvoiceDate 07/03/14 + OrderDate 07/03/14 |E| Route 00006 Stop 350
F I = =T
- L] W = - =
Billing Detail  Acct. Inquiry  Contacts Comment DOCImages E-mail invoice
Bill-To Address Ship-To Address SEmITEE Date Tme  f7 Changed by -
WOODY'S DINER Scan Loading Sheet | [1/27/2014 |12:15:08 |Frank Cherristone
9 N. WOOD ST. 7/3/2014  |12:00:51 |entrée administration accr| |
,. H E
WAPAKONETA, OH 45835 2/10/2014 | 10:51:54 entrée administration acc
2/7/2014 10:34:38 |Frank Cherristone B
D 1/30/2014 |10:49:41 |entrée administration acct
P.0. Number  Verbal Print Invoice 1/30/2014 | 10:12:35 |entrée administration acc
A ]
] Add ] Delete | 3 Edit Mode ~ [T £ Weight~  COOL | .; PriorSales~ - Saleltems (.| Substitutes | , - Find ltem ., GP Info
Rev |OT |Item = UOM |Brand Name Description Pack Size Order Qty |Ship Qty  |Ship Wat Unit Price Extended £ »
[c fsa 03527 CASE |GOLD MEDAL MAYONNAISE HEAVY DUTY |4/16AL 1 | 1 30.8000 | 29.2200 | 2.2
C  |5A |06103 CASE BREW CITY APTZR ONION RING BTRD BEER THIM 3/8 6/2.5% 1 1 17.0000 48.4100 48.41 E
a C  |SA |0705061 CASE PACKER MAPKIM DNMR WHT 17417 1PLY 16/250 EA 1 1 11.4000 45,1100 45.11
SC |sa |oviiz EACH RUBBERMAID MOP HEAD COTTON ECONOMY WET #20 1MOP 1 1 0.0000 29200 292 =
C  |5A 10231 CASE PACKER BEEF GRND 81/19 FINE BULK REF 8/10= 1 1 80.0000 est.| 4.5800 366.40 es
C_ |SA |1g500 CASE PACKER BEAM GREEN CUT 6/10 2 2 92.0000 30.7000 6140
C |SA (17000 CASE STANISLAUS SAUCE PIZZA PREPARED FULL RED &/#10 1 1 45,0000 28,7100 28.71 i
4 11 L3
Line: | 1of14 On Order: 0 Base: 26,8300 Dot Lead Time 0 days
Seq. £ OH Quantity: |8.00 Ttem Profit: §2,34/8.01% Item Whse Loc: |RRE4A
Brand: GOLD MEDAL OH Weight: |0.0000 Level 1: 32,7300 Unit Profit: §2.34/8.01%
Pack: 41 GAL Last Sale: 07/03/14 Level 2: 34.9100 Last Sale 1: NJA
Pieces per Case: 1 Last Qty: 1.00 Level 3: 33.6000 Last Price 1 A
‘ Last Price: 29.2200 Dot Item Type Mormal Item Profit % 1: |N/A
Total Cases: [16
Thursday | Total Cases Total Frofit: [$237.13/29.85% Tax Total:
[ rotalweght
Promo Total:| $0.00 Invoice Total:| $ 794.39
Total Cubes:

Not only can you view the full image scan on your screen, but you can also easily choose to
print, email or fax the document.

When emailing a scanned document, the entrée system converts it to a PDF file for easy
viewing.

If you use our entrée.NET software for Internet based order entry, etc., your customers can
view these scanned invoices themselves.

Or if your salespeople use the Electronic Order Pad, they can view the scanned invoice on
their iPad at any time.

The entrée.NET and Electronic Order Pad software will make scanned invoices available

for up to 13 months. This is truly a time saving feature for your office, and one that your
customers and sales team will appreciate.



http://necs.com/net/
http://necs.com/orderpad/
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Viewing Scanned Invoices

Not only can you view the full image scan on your screen, but you can also easily choose to
print, email or fax the document. When emailing a scanned document, the entrée system
converts it to a PDF file for easy viewing.

If you use our entrée.NET software for Internet based order entry, etc., your customers can
also view these scanned invoices themselves. The entrée.NET system will make available
scanned invoices for up to 13 months. This is truly a time saving feature for your office, and

one that your customers will really appreciate.

E] Document Viewer

T GV o T
132 EEaBL CT -4 PLAHL &1
WAMSELFTS, HA LS WALKIOT, MR BLETR

JECROE
4875 FE5-15:22

Costooer S0, Jolespersin BOUTedraE crdwr Dwle Uslivery bate  Cerms Ineoice Koo
[, o) T =i

Ll AL1E0 HET T 2AY3 L3EZEL
TR . (TE ITIDE WIT BT
LIE  9MES SR ST tm CEETETIOH TS PADE e
X ERR T T FINE EOLS N IAAR AR
[CRREE b f B 7. TMGA WHITE CRANILNTT Gie F A

e Dagmemn fue U Suae e

HHTETR DA G !
sy g CUpREILs 20e prlnbel vroall Uneltes |
Brd ace typcally us=d toocoover EPOCIanT
Irfoczatlon o &11 custarers, = ad 1
TlEElrg for - meliday. - i
. i
,ff yd i Ao

i3 -

—- -~
- L)g | e e rjom.lf

. ]
i e D
CF W
L7474 e
o £
Kunkw: of A 1 Prtal WTIT a7 INUWITE TOTAL(T)  2£96.73
s e ﬂ PR
Fage T 3; CusLaer's Eyldboues  edped= Sheipdraaes -

0000000004 6P | Accounts Receivable Invoice
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SOFTWARE FOR FOOD DISTRIBUTORS

¢ Please visit our website at necs.com to learn about our other add-on modules, products
and services.

e Contact our NECS Sales Department at sales@necs.com for more information.

e Contact the Tech Support Department at tech@necs.com for assistance.

¢ For information about current NECS software training classes use this link:
necs.com/training.php

NECS, Inc.
322 East Main Street, Third Floor
Branford, CT 06405

Office Hours: Monday - Friday from 8:30AM EST - 5:30PM EST

Toll Free: 800.766.6327 (NECS) Phone: 475.221.8200 Fax: 203.208.0889



https://necs.com/index.php
mailto:sales@necs.com
mailto:tech@necs.com
http://necs.com/training.php
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License Agreement & Legal Notices

NECS entrée V4 SQL and RELATED ADD-ON MODULES
SOFTWARE END USER LICENSE AGREEMENT

THIS SOFTWARE END USER LICENSE AGREEMENT (“THIS AGREEMENT") IS A LEGAL AND
BINDING AGREEMENT BETWEEN YOUR COMPANY (LICENSEE) AND NECS, INC., A
CONNECTICUT "CLASS C" CORPORATION WITH ITS OFFICE LOCATED AT 322 EAST MAIN
STREET, 3RD FLOOR, BRANFORD, CT 06405 (NECS).

THIS AGREEMENT GIVES YOU THE RIGHT TO USE entrée V4 SQL (THE “SOFTWARE"). BY
DOWNLOADING, INSTALLING OR OTHERWISE USING THE SOFTWARE, YOU ACCEPT AND
AGREE TO BE BOUND BY ALL OF THE TERMS AND CONDITIONS OF THIS AGREEMENT. IF YOU
DO NOT AGREE TO THESE TERMS AND CONDITIONS, DO NOT DOWNLOAD, INSTALL OR
OTHERWISE USE THE SOFTWARE.

1. Grant of License. This Agreement grants you a non-exclusive, nontransferable, non-sub licensable
license to install and use one (1) copy of the specified version of the Software to be installed on your
senver and designated workstations based upon the user license count purchased.

2. Ownership. The Software is licensed and not sold to you. This Agreement grants you only the right to
use the Software, but you do not acquire any rights, express or implied, in the Software other than
those specified in this Agreement. NECS retains all rights, title, and ownership to the Software,
including all patents, copyrights, trade secrets, and other intellectual property rights incorporated
therein. The Software is protected by copyright laws, international treaty provisions, and other
intellectual property laws. Therefore, other than as expressly set forth herein, you may not copy the
Software without prior written authorization of NECS, except that you may make one (1) copy of the
Software for your back-up purposes only. You may not edit any printed or electronic materials
accompanying the Software.

3. License Restrictions. Except as provided otherwise herein, you shall not rent, lease, sublicense,
sell, assign, loan, or otherwise transfer the Software. You shall not, and you shall not permit any third
party, to reverse engineer, decompile, or disassemble the Software. You may not remove or destroy
any product identification, copyright notices, or other proprietary markings or restrictions from the
Software. You may not modify or adapt the Software, merge the Software into another program or
create derivative works based upon the Software. You may not copy the Software onto a greater
number of workstations than your purchased user license count.

4. Termination. This Agreement shall be effective upon installation or first use of the Software and shall
terminate (i) at the discretion of NECS, due to your failure to comply with any term of this Agreement;
(ii) failure to pay Software Maintenance fees; or (iii) upon destruction of all copies of the Software and
related materials provided to you by NECS hereunder. NECS rights and your obligations shall sunive
the termination of this Agreement.

5. Upgrades. NECS may, at its sole option, make upgrades to the Software available by general posting
on a website or by any other means or methods. Such upgrades may be made available pursuant to
the terms of this Agreement or the release of such upgrades to you may be subject to your
acceptance of another agreement.

6. Support Services. Your license for the Software does not include any technical or other support
("Support Senices") for the Software. Support Senices are provided through a separate, paid
agreement known as the "NECS Software Maintenance Agreement”. Your continued use of the
Software requires that you both maintain a current Software Maintenance Agreement with NECS and
that you be current on the scheduled payments which are specified in that Agreement. Per Section 4
abowe, failure to comply with this requirement can result in termination of your license to use the
Software.
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7. Limited Software Warranty. The Software, Software maintenance senices and Software updates,
are provided "AS IS", without warranty of any kind, expressed or implied, including but not limited to,
the implied warranties of merchantability, or fitness for a particular purpose. NECS does not warrant
that the functions contained in this Software will be uninterrupted or error-free. The entire risk as to the
quality and performance of the Software is with the Licensee. SHOULD THE SOFTWARE PROVIDED
BE DEFECTIVE, YOU (NOT NECS) ASSUME THE ENTIRE COST OF ALL-NECESSARY
SERVICING, REPAIR, OR CORRECTION. WHILE EVERY PRECAUTION HAS BEEN TAKEN IN
THE PREPARATION OF THIS SOFTWARE, NECS ASSUMES NO RESPONSIBILITY FOR
ERRORS OR OMISSIONS, OR FOR DAMAGES RESULTING FROM ITS USE OR MISUSE. IN NO
EVENT SHALL NECS BE LIABLE FOR ANY LOSS OF PROFIT OR ANY OTHER COMMERCIAL
DAMAGE CAUSED OR ALLEGED TO HAVE BEEN CAUSED DIRECTLY OR INDIRECTLY BY THIS
SOFTWARE. IN NO EVENT WILL NECS BE LIABLE TO YOU FOR ANY DAMAGES, INCLUDING
ANY LOST PROFITS, LOST SAVINGS, OR OTHER INCIDENTAL OR CONSEQUENTIAL DAMAGES
ARISING OUT OF THE USE OR INABILITY TO USE THE SOFTWARE EVEN IF NECS
AUTHORIZED REPRESENTATIVE HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH
DAMAGES, OR FOR ANY CLAIM BY ANY OTHER PARTY.

8. Notwithstanding the foregoing, NECS IS NOT LIABLE TO LICENSEE FOR ANY DAMAGES,
INCLUDING COMPENSATORY, SPECIAL, INCIDENTAL, EXEMPLARY, PUNITIVE, OR
CONSEQUENTIAL DAMAGES, CONNECTED WITH OR RESULTING FROM THIS LICENSE
AGREEMENT OR LICENSEE'S USE OF THIS SOFTWARE.

9. Licensee agrees to defend and indemnify NECS and hold NECS harmless from all claims, losses,
damages, complaints, or expenses connected with or resulting from Licensee's business operations.

10. Refund Policy. We have a no refund policy on the Software and related software modules. We do
this because we offer free, fully functional demonstration versions which allow you to use the
Software before your decision to purchase. These demonstration versions allow you to trial test the
Software risk-free. Also our software is provided without any copy restrictions, meaning that once it
is installed, NECS has no means to ensure it is no longer being used.

11. Governing law. This License Agreement is governed by the law of the State of Connecticut
applicable to Connecticut contracts.

This document covers system features of entrée V4 SQL. No part of this document may be reproduced in any
form or by any means - graphic, electronic, or mechanical, including photocopying, recording, taping, or

information storage and retrieval systems - without the written permission of NECS, Inc.

Updated September 2016

© 2013 NECS, Inc. All Rights Resened.
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Legal Notices

Information in this document is subject to change without notice. Complying with all applicable copyright
laws is the responsibility of the end user. Without limiting the rights under copyright, no part of this
document may be reproduced without the express written consent of NECS, Inc.

NECS, Inc. may have patents, patent applications, trademarks, or copyrights cowvering subject matter in
this document. Except as expressly provided in any written license agreement from NECS, the
furnishing of this document does not give you any license to these patents, trademarks, or copyrights.

©2005 - 2018 NECS, Inc. All Rights Resened.

entrée, entrée.DOC and NECS Food Distributing System are trademarks of NECS, Inc. in the United
States and/or other countries.

Microsoft, Windows, Windows NT, Windows 2000, Windows ME, Windows XP, Windows 7, Windows 8,
Windows Vista and Internet Explorer are either registered trademarks or trademarks of the Microsoft
Corporation in the United States and/or other countries.

Transym OCR, Copyright 2012 Transym, All Rights Reserved.
© 2012 Adobe Systems Incorporated and its licensors. All rights reserved. Adobe, the Adobe logo,

Acrobat, and Reader are either registered trademarks or trademarks of Adobe Systems Incorporated in
the United States and/or other countries.

NEeCS lenfree

Contact NECS

If you would like more information related to pricing or a specific quote for your company’s
needs, please contact the NECS Sales by calling 800.766.6327 or email sales@necs.com.
Please visit our website at www.necs.com to learn about our other add-on modules, products
and services.

NECS, Inc. 322 East Main Street, 3rd Floor, Branford, CT 06405
Office Hours: Monday - Friday from 8:30AM EST - 5:30PM EST
Toll Free: 800.766.6327 (NECS) Phone: 475.221.8200 Fax: 203.208.0889



https://necs.com/index.php
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Getting Started

About entrée Versions

With the release of entrée version 4 SQL in 2014 and the major differences between the menus and
screens in both entrée versions 3 and 4 we hawe included instructions for using both versions of entrée
in this guide.

To differentiate topics for each major version of entrée you will see color coded entrée V3 or entrée V4
SQL headers in the impacted topics to direct you to the correct information for your system. You will see
this designation throughout this guide.

entrée V4 SOQL

Access all of the features of the

entrée.DOC add-on module in the H

Add-Ons ribbon menu of entrée V4 SQL. —
entrée.OC

-

@ Scan Document

Yiew Document

Erint Documents

Scan Configurations

5y el

System Properties

Unprocessed Images

entrée V3

Login to the main entrée system and Burchasing \Vindou
access entrée.DOC options in the Reindex Files

System menu. Change Working Date

Security Management...

Preferences...

Closing
Cost/Price Utilities
Recalculate

Re-Assign

* ¥ v v ¥

Purge Data

Copy tem Commission Exceptions

Export Data
Import Data

Fax History

Scan Document
Warehouse Manager Dashboard Unprocessed Images

View Document

Print Documents

System Properties
Scan Configurations

Archive Documents
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3.1

All supported functions, including configuration of the system properties for entrée.DOC are accessed
from the main entrée system.

e Scan Document The remaining sections of this chapter are:

. Unprocessed Images
e View Document

Menu Overview

Installation Process Overview

. Print Documents

e System Properties
e Scan Configurations

CD Installation Process

Installing the Xerox Documate 250 Driver
e entrée Security Management

e Printing the System Guide

e entrée.DOC System Menu Access

System Requirements

The entrée.DOC add-on module requires the latest software for either entrée version 3 or entrée
version 4 SQL.

Scanner Requirements:
Any TWAIN compatible sheet fed scanner can be used with entrée.DOC.
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3.2

Accessing the System Guide

The entrée.DOC System Guide is distributed in electronic format and is installed by default along with
the application.

e Users may view the entire contents of the manual from within the program by using the F1 key to
access the help system.

¢ A printable format (Adobe PDF) is provided for your convenience.

e Adobe Reader (included) is required to read this file and may also be obtained for free via the internet
- 1

._.-‘;E\'=-' If::;:.-:t'-\.:u.‘HL.I".L}LM"

using the Get Adobe Reader icon.

The PDF formatted manual can be found on the entrée.DOC installation CD-Rom or online in our
website.

1. Double-click the eDOC.pdf file to open the manual.
2. From within Adobe Acrobat Reader, click on the printer icon =1

Or
1. In your browser go to the necs.com website and click the Support drop down menu.
2. Click and use the Customer Login to enter the secure area of the website. In this area release
upgrades are posted along with links to other support senices and documentation.
3. In the menu on the left click the System Guides option. On this web page you can access to the
documentation and system guides that support all our software products.
4. Click the entrée.DOC option.

5. Then select entrée.DOC System Guide from the list on the right. A new window will open in the
browser for the guide. From here you can choose to browse or download the guide to your
computer.

= INote

= Although it is possible to print from within the help system of the program, due to the poor
formatting results this is not recommended. NECS suggests printing from within Adobe Reader for
optimal results.



http://get.adobe.com/reader/
https://necs.com/index.php
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3.3

Menu Overview

entrée.DOC Menu Options

e System Properties
This utility is provided to adjust various options and features of the entrée.DOC application. This
includes locations where image files should be saved, as well as default behaviors of entrée.DOC.

e Scan Configurations
Because of the complex nature of scanning documents, such as specifying resolution, color depth,

paper size, etc., we have incorporated scanner configurations into entrée.DOC. Think of a scanner
configuration as a recipe card. It contains all of the information required by the scanner to acquire the
images, without the user having to specify each time a batch of documents are scanned. The Scan
Configurations utility provides a friendly, easy to use interface, that makes creating/maintaining
scanner configurations a snap. A scanner configuration must be defined before a document can be
scanned.

e Scan Document

The scan documents utility is the heart and soul of entrée.DOC. This utility provides the means to
take a stack of documents loaded into the scanner, acquire key document information about each
page and store that data into the entrée database for later retrieval. The entrée.DOC system has an
interface to the Transym Optical Character Recognition engine (OCR). The OCR engine is linked
into the scan documents utility to automatically acquire key information about the scanned page, like
the inwice and customer number of an invoice. The scan documents utility will even allow you to scan
documents now as an unprocessed image file, and enter the document information at a later time.

The main entrée system is also tightly integrated into the scan documents utility. Users can scan
inwices and loading sheets from the Change Invoice screen, scan purchase orders and delivery
receipts from the Change PO screen, and scan accounts receivable checks from Cash Receipt

Entry, or the Customer Account Inquiry window.

e Document Properties
This utility allows the user to review the document information acquired using OCR, manual enter

document information for documents that are not OCR compatible, or even fine tune the document
image itselfl This utility is only displayed when documents are being scanned into the system or when
processing an unprocessed image file.

e Unprocessed Image Files
Some distributors requested a need to scan documents, such as accounts receivable checks, in the

morning and then go back and link them to the customers accounts in the afternoon after the checks
had been taken to the bank. When documents are scanned they may be saved for later processing.
The unprocessed image files utility opens the saved batch and allows the user to enter the key
document information so it may be saved into the image database.

e View Documents
This utility is used to view the documents that have been scanned using entrée.DOC. It has an
integrated search system to quickly locate the desired document. Documents may also be printed or
re scanned from the document viewer.

The view documents utility is also tightly integrated with the main entrée system. Users may view the
scanned images of inwices and loading sheets from Change Invoice. Scanned purchase orders and
delivery receipts may be viewed from the Change PO. Finally, scanned checks may be viewed from

Customer Account Inquiry.
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e Print Documents
This utility was designed for printing batches of scanned documents. Suppose Gary's Deli needed
copies of all his inwices from January 2005 through April of 2005. Using the Print Documents utility, all
of the required pages could be sent to the printer or fax in minutes. You no longer spend hours in the
filing room searching for those inwices!

¢ Visit Printing the System Guide to download a PDF copy to your computer or print this system
guide.

Multi-Company Installations

entrée.DOC provides support for distributors with multi-company installations in the main entrée
system. entrée.DOC is accessed from the main entrée system and will be configured to use the
company which is currently active in entrée. The active company can be changed at any time in the

System tab of the System Properties dialog.

Integration into the ELECTRONIC ORDER PAD App

The ELECTRONIC ORDER PAD application, released in 2012, is the latest tool for your salespeople. It
runs on tablet computers like the Apple iPad 2 and Android tablets. A .DOC paper clip icon now tells a
salesperson that a scanned image of the paper inwice is available for viewing from entrée.DOC. Visit
the Electronic Order Pad application section in our website to learn more about this new software
product.

Integration into entrée.NET

If you use our entrée.NET software for Internet based order entry, etc., your customers can also view
these scanned inwices themselves. The entrée.NET system will make available scanned inwices for up
to 13 months. This is truly a time saving feature for your office, and one that your customers will really
appreciate.

The next section of this guide will cover the Installation Process Overview.



http://www.necs.com/orderpad/
http://www.necs.com/net/
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3.4

Installation Process Overview

Once you have purchased the entrée.DOC add-on module NECS will send you an install CD. NECS wiill
also email you a Transym OCR (TOCR) Engine software license authorization code which you will enter
as a part of the installation process.

1.

CD Installation Process: Insert the CD into your computer CD drive and the installation process will
run. The install CD will prompt you through each step. You will need to enter the authorization code
you received in the email to validate your license for the Transym OCR (TOCR) Engine during the
installation.

" 1Note

|:EI Transym OCR (TOCR) Engine

3.

The Transym OCR (TOCR) Engine that is been provided for your business is your licensed copy.

You must enter the authorization code when running the installation CD to activate this software from
Transym Computer Senices Ltd.* You will not be able to scan documents without this software.

The Transym OCR Engine for entrée.DOC must be installed on each workstation that will be viewing
the scanned image files, regardless of whether or not the workstation will be scanning document
images.

. Install the driver for your scanner hardware on your computer. Consult the Installing the Xerox

Documate 250 Driver section of this guide for assistance. The driver should also be installed later on
all workstations that will be scanning documents.

Only after the scanner driver is installed can you connect the scanner hardware to your computer and
turn on the scanner.

. entrée V4 SOL Go to the Add-Ons ribbon menu > entrée.DOC > System Properties.

entrée V3 In the entrée System menu > entrée.DOC > System Properties.

¢ Follow the steps in the System Properties section to configure the default behavior for
entrée.DOC and set up path information relating to the storage of your image files.

. entrée V4 SOL Go to the System ribbon menu > System Preferences > System Options Tab.

entrée V3 Use menu path System > Preferences > System Options Tab.
Update these entrée.DOC related Systems Options for entrée:

a. System Option # 112 - "Allow cash receipts to be posted to AP as deposits". The prompts for
posting to AP and scanning checks will both be available for each individual receipt in a multiple-
receipt posting.

b. System Option # 125 - "Prompt to scan check in cash receipts entry" is enabled users will be
prompted to scan a check immediately after posting payments to entrée in Enter Cash

Receipts.

o If this entrée.DOC option is enabled, you will be prompted to scan a copy of the check used to
make payment after a cash receipt is applied.

o If this option is disabled, checks may still be scanned using the Scan Document option in the
entrée.DOC menu in entrée.
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¢ If the entrée.DOC module is not installed this system option will appear as <Reserved>.
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c. System Option # 137 - "Prompt to scan inwice in when entering payables".

o Activating this option expands the operation of entrée.DOC to offer the option of scanning the
vendor's invoice after the payable entry has been created in Enter Payables.

-

=~ INote
= This System Option is only available for installations having both the entrée.AP and
entrée.DOC add-on modules.

e On systems that do not have entrée.AP installed you still have the ability to scan vendor inwices
by using the Scan Document option in the entrée.DOC menu.

6. Perform entrée Security Management updates as required for your business needs. These updates
are detailed in the entrée Security Management section that follows.
e Customize access to entrée.DOC options for each entrée User Account.

e You must update the security for any entrée User Accounts that will be working with the Customer
Credit Application document type.

7. entrée V4 SOL Go to the Add-Ons ribbon menu > entrée.DOC > Scan Configurations.
entrée V3 In the entrée System menu > entrée.DOC > Scan Configurations.

e Access the entrée.DOC Scan Configurations utility to setup scanner configurations for each
document type that will be scanned for your business.

e You must do this setup process before you can scan any documents. At least one scanner

configuration must be defined in the system and each configuration can only be used for one
document type.

8. Once the steps abowve are completed go to the Scan Document utility.

entrée V4 SOL Go to the Add-Ons ribbon menu > entrée.DOC > Scan Document.
entrée V3 In the entrée System menu > entrée.DOC > Scan Document.

¢ Now you can begin scanning your document or a batch of documents.

= INote
= Consult the chapters for each step in the installation overview above for detailed
instructions.

*Copyright © Transym, 2012. All Rights Reserved
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3.5

3.5.1

entrée.DOC Installation Process

Note
@ Be sure you hawe the Transym OCR (TOCR) Engine software license authorization code
you received in the email with you before you begin installation.

Insert the entrée.DOC installation CD you received into your computer CD drive.

Step 1
When the welcome screen is displayed click the Next button to continue.

1 Welcome

Wwelcome to the entrée. DOC Setup program. This
program will ingtall entrée. DOC on vour computer.
=

[t ig gtrongly recommended that you exit all Windows programs
before munning thiz Setup Program.

Click Cancel to quit Setup and close any programs you have
runhing. Click Mest ta continiue with the Setup programm .

WARMIMG: This pragram iz protected by caopunight lavw and
international treaties.

[Inautharized reproduction ar distribution of this program, or any
partiar af it, may result in zevere civil and cnminal penalties,
and will be prozecuted to the magimum extent pogzsible under
e,

Cancel
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352 Step?2
By default, entrée.DOC is installed to the same directory as the entrée application.

You can change the installation directory by clicking the Browse button and selecting a new location.
Click the Next button to continue.
42 Choose Destination Location g|

Setup will inztall entrée. DOC in the follawing folder.

Toinztall into a different folder, click Browse, and select
anather folder.

Y'ou can chooze not to install entrée DOC by clicking Cancel to
exit Setup,

IMPORTAMT: In order for entrée. DO to function correctly it
MUST be installed into the same folder as pour copy of the
entrée application. The corect location should already have
been selected for vou =0 only change it if you are abeolutely
certain that the dizplayed location is incormect.

Destination Folder

C:"Program FileshMECSh\entres

< Back

Cancel |

353 Step3
Click the Next button to install the entrée.DOC program icon in the NECS program group.

42 Select Program Manager Group

Enter the name of the Program i anager group to add
entrée. DOC icohs to:

|NECS!entee.DOC

Accessones
Adrministrative Tools
AWE Free Edition
Barland Delphi 2005
Barland Delphi 5 L4
Borland Delphi 7

Barland Delphi 8

CB Components
CodeBazeB.5

Cursorarts

CWSHT

Doc-0-b atic 4 Profeszional
FreeUndelete

FreeV'CS

|>

£

Cancel
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354 Step4
Click the Next button to begin the installation of the entrée.DOC files.

43 Start Installation

Y'ou are now ready ta install entrée DOC.

Preszs the Mext button to begin the installation or the Back
buttan to reenter the installation information.

< Back Cancel

355 Step5

In step 5 you are informed that the Transym OCR engine is about to be installed. Click OK to continue.
Install OCR System

| order for the Optical Character Recognition [DCR] features of entrée. DOC to worl:
corectly a third-party tool named Trangym OCR will be installed nest. [t is strangly
recommended that you leave all zettings at their default values.

[ it ever becomes necesszany bo manually reinzstall Transym OCH

CAPROGRA™TNHECSAEMTREE ™1 Tranzum OCRAS etup.exe
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3.6 Installing a Xerox Documate 250 Driver

Before installing the entrée.DOC software, the driver for your Twain scanner should be installed on the
workstation that will be scanning your documents. This section will provide an oveniew for the installation
process for a Xerox Documate 250 driver as an example.

=~ INote
= Any TWAIN compatible sheet fed scanner can be used with entrée.DOC.

If you are using a scanner other than the Xerox Documate 250, please install it now according to the
manufacturer's instructions. Then proceed to step 3 in the installation process for entrée.DOC.

About Windows OS and Drivers

e The Xerox Documate 250 driver only has to be installed on workstations running Windows 2000 or
Windows 98.

¢ Ifthe scanner is attached to a computer running Windows XP, the default Windows XP driver is
recommended. The same would be true for computers running Windows 7 or 8.

¢ You will always need the correct version of the scanning device driver to match your Windows
operating system version.

' i . .
—;\l Caution The Xerox Documate 250 scanner should not be plugged into the workstation
until after the Xerox driver has been installed.

Xerox Documate 632 Scanner Support
The Xerox Documate 632 scanner is now supported in the entrée.DOC software. With the Xerox
Documate 632 scanner update comes the ability to:

= Define the Feed Mode on the Scanner Settings page of the Scanner Configuration Utility.
= Define a Transfer Mode on the Scanner Settings page of the Scanner Configuration Utility.

36.1 Step1l

After inserting the Xerox Documate 250 software and documentation CD the following screen should
appear. Select the Install Products option.

XEROX.
DocuMate 250 X \1. : A \ h

ok

Please click on a link below.

® INSTALLQPRODUCTS

USER GUIDES

® BROWSE CD CONTENTS

P VIEW OUR WEBSITE
L4

P EXIT
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3.6.2 Step?2
When the Xerox options menu is displayed, first select the Scanner Driver option, then click the Install
Now option.

XEROX.

DocuMate 250

Please choose applications to install.
I_ SCANSOFT PAPERPORT
[? SCANNER DRIVER
[T QUICK SCAN 3.0
I_ SCANSOFT TEXTBRIDGE PRO 9
I_ ARCSOFTPHOTOIMPRESSION 4
Fustalled! [ INTERNET EXPLORER 6

[ KOFAX VRS

INSTHLL NOW
Tack here to begin the software installation, | .W

3.6.3 Step3
The following dialog will be displayed while the wizard is loaded into the computer's memory.

InstallShield Wizard

Preparing to Install...
HEROX Docukate 250 Setup iz preparing the InstallShield

‘whizard, which will guide vou through the program setup
process. Pleaze wait.

Preparing ta Install...

|
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3.64 Step4
When the Xerox DocuMate 250 installation wizard is displayed, click Next.

InstallShield x|

XEROX DocuM ate 2560

The InstallShield® Wizard will install <ERO Docukd ate
250 on your computer. To continue, click Mest.

< Back

Cancel

3.65 Step5

When prompted with the End-User License Agreement (EULA), first select | Agree, then click Next to
continue.

XEROX DocuMate 250 InstallShield Wizard x|

Pleaze read the following License Agreemenet carefully. If you agree ta the terms and
conditions, zelect | Agree to continue with the installation.

HEROX -~
End-User License Agreement
Froduct Mame

IMPORTAMT--FLEASE READ CAREFULLY. This End-User License Agreement [the
"ELILA") iz a legal agreement between XERD= and you, the orginal consumer purchaser
of the XE RO software product identified above [the “Customer'’). which product includes
computer software and the associated audiovisual works, and may include printed
matenalz, and electronic or 'onling" documentation and/or related media [collectively, the
"Software Product''). By inztalling and/or otherwize uging the Software Product, you
agree to be bound by the terms and conditions of thiz EULA. 1f you do nat agree to all of
the provisions of this EULA, do not ingtall or othenwize uze the Software Product. |F Y0OL
AFRE UNDER THE AGE OF EIGHTEEM [18], PLEASE HAVE A PARENT OR GUARDIAM
READ THE EMTIRE EULA PRIOR TO IMSTALLING OR OTHERWISE USING THE

fud

| hstallShisld

Mest > | LCancel I
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3.6.6 Stepb6
The following dialog will be displayed as the driver is being installed on your computer.

XERODX DocuMate 250 - InstallShield Yizard x|

Setup Status

*ERDX Docukate 250 Setup iz performing the requested operations.

| rztallShield

3.6.7 Step7

After the driver is installed the following screen will be displayed. Click the Finish button to complete the
installation of the Xerox Documate 250 driver. (You may now attach the scanner to the workstation.)

x

The Software has been installed successfully. Mow pou
must COMNECT YOUR SCAMNER.

Pleaze connect the scanner, by plugging the power cable
in and by plugging the USE cable into any available USB
part. After Windows updates its driver database, it will
install a driver for it.

After the diiver has been installed, please select Finish to
complete the inzstallation. ‘Windows <P will install the
drivers gilently, then display a bubble message when the
hardware is ready to use.

LCatce|
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3.7

entrée Security Management

e Customize User Account access to entrée.DOC options.

You can customize employee access to entrée.DOC features as required for your business needs by
performing security updates for each of the user accounts in entrée using the Security Management
feature.

entrée V4 SOL Go to the System ribbon menu > Security Management...

entrée V3 Use menu path: System > Security Management...

nExample You may not want every entrée user to be able to edit the entrée.DOC System
Properties or edit and create the Scan Configurations used for your business. So you would remove the
check from those options for the users who do not need that access.

Follow these steps to update the entrée User Account Settings for entrée.DOC:

1. Select the desired user and click the red Edit button. The Security Management... screen is similar
for both versions of the entrée.

Security Management...
£€ Groups @gdd @ Edi @ Delete H;| Esil
Iser name Ordertaker Code  Full name Disabled  Descripkion
ADRMIMNISTRATOR entrée administration acca... Standard adrminiztration account f
CHRIS Ca, CHRIS Mo SALES
CMDY CE CvMDY E. Mo QFFICE
ERMESTO ERMESTO RIVERA Mo SALES
FRAMN FRAM C. Mo WAREHOUSE
JACK, JACK M. Mo WAREHOUSE
ROGER ROGER T. Mo WAREHOUSE
I
Enable "Advanced" mode
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2. The Properties for User Account
dialog box will open, click Settings.

entrée V3

3. Click the + sign next to System to
expand the list.

4. Click the + sign next to entrée.DOC
to expand the list.

Scan Document
Inproceszed Images
Wiew Document

Frint Docurnents
System Properties
Scan Configurations
Archive Documents

EEEEEREE

-
5k Properties of the KAREN user account

& Groups &'. Settingz | =

KAREM

Descrption: Order Depl
Full name: K.aren Grabowski

Order taker code:

Picker code: KG

[] Credit Manager [ Credit Supervisor

e

Password:
Confirm Password:

Change Pazsword Days 0=

[ User must change password at nest logon

[ Account iz dizabled

[ ok | | A cCancel |

Properties of the ADMINISTRATOR user account

SE :lﬁeneral &G[oups ot Bt

¥ Accounting

¥ Reports

= Spstem

Feindex Files

Change ‘working D ate
Security Management...
Clozsing

Cozt/Price Uilties
Recalculate

Fe-dzzign

Purge Data

Copy ltem Cormmizzion Excephions
Export Data

Impart Data

Fax Hizgtary

[

B EEEEEREREEEREEE & E

Unprocessed Images
Yiew Document

Prirt Diocuments

[ 15 how wser's "Buthoized" options

Copy... |

o OK | Ixtancel |
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entrée V4 SOL
3. Click the arrow next to Add-Ons to
expand the list.

4. Now click the arrow next to
Administration and repeat for
entrée.DOC to expand the lists.

ﬂ Properties of the KAREN user account

= S| |

|'(_,\|‘ General @\ Groups ﬂ Frint

La_l,.lout[ Ribbon ][ Legacy ]

Top Customers
Top Salespeople
Top Brands
Top Classes
Top Routes
Top'Wendors
Top Order Takers
Bt User Activit
> Swstem
4-[A Add-Ons
4 - [ Administration
- - [ entrée GL
4 entrée. DOC
Scan Document
Yiew Document
Print D ocuments
Scan Configurations
System Properties
Unprocessed Images
- - [ entrée FAX

B Inventor/Sales

» - [@ EDI/Data Exchange
» - @ Miscellaneous spstem options

E

m

[ Show user's "Authorized" options

[

JDK l ’ ‘Cancel

5. Removwe the check or add a check to control access to options for the selected user account.

6. Click OK in the Settings dialog when done to save your changes.

7. Repeat steps 1 - 6 above to update any other user accounts that need entrée.DOC scanning options

updated.

8. When done click Exit to leave the Security Manager.
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e Customer Credit Application Required Update

An entrée Security Management update is required for those persons in your businesses that will be

viewing or scanning Customer Credit Applications.

Miscellaneous system option # 91 must be checked for those working with Customer Credit
Applications.

= INote
= If you will not be using the Customer Credit Applications document type you
skip this update.

Follow these steps to perform the User Account update for option #91.

entrée V4 SOL Go to the System ribbon menu > Security Management...

entrée V3 Use menu path: System > Security Management...

can

1. In the Security Management... screen select the | &
desired user and click the red Edit button. Fllgeea @ciows |§9setings | (i
. . . 55 Allow editing of credit card payment gatewsay settings A
2. The PI’OpeI’tIeS for User Account d|a|09 bOX Wl“ Open, O B5E: Dizable editing of the Inventary tab in Inventory File Maintenance
i i i B2 Allow uger to view item images in lnvoicing
c l ICk the Settl n g s Optlon . B3 Allow editing of customer notes from Customer Account [nguiry
B4: Allow editing of customer notes from Cash Receipts and Cash Refund
. . BE: Allow creation of invoices on scheduled non-work days
3. Click the + sign (V3) or arrow N4) next to 700: Edit Open Credits in Customer File Mantenance
MISCG| | aneous System Optl ons to expand the I|St O 71: Allow Base Cost to be seen when "Hide cost information in File Mainte
) 77 Allow batch email of invoices to any email address
70 Allow batch email of invoices without providing a customer number
. O 83 Allow uzer to see baze cost on reports, when Hide cost information on
4' SC ro” down the IISt and Chec k # 91 Al I ow O 87: Require Packer Info to be entered prior to printing an invoice
Vi ew | n g /Scan n | n g Of Customer Cre d |t I 91: Allaw wiewing/scanning of Customer Credit Applications |
. . 93 Allow access to Apply Credit/Discount in Cash Receipts
Ap p I Ications. 94: Allow uzer to edit Special Real/Base costs when editing special prices|
93 Allow access bo the Dot Management Sales Review utility
100: Allows access to the Electonic Warehouse Manager module.
5. Clle OK in the Setn ngs d|a|og When done to sawe 103: [Electranic W arehouse Manager] Can authorize manual iem substitul
104: [Electronic ‘W arehouse Manager] Can authorize manual entry for item
yOUr Changes. 108: Allovs updating of entrée data files .
£ >
6. Repeat steps 1 - 4 above only for other user accounts|| [ Shew usefs “authorized options
requiring this access.
7. When done click Exit to leave the Security Manager. |- = : : =
L Copy... J 4 OK | L x Cancel J

e See the Document Types Overview section of this guide to learn more about the various document

types.
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3.8 Accessing entrée.DOC in entrée
entrée V4 SQL
Access all of the features of the
entrée.DOC add-on module in the
Add-Ons ribbon menu. Inventory Customner Vendo
Select the desired entrée.DOC feature
from the sub-menu.
entrée.GL | entrée.DOC | entrée.FAX e
3 Scan Document
File = Inve ﬂ Yiew Document
iy | Print Documents
A  Scan Configurations
| £F System Properties
::3_ Unprocessed Images
entrée V3
Login to the main entrée system
and access entrée.DOC options in Rei .
Reindex Files
the System menu. .
Change Working Date
Select the desired entrée.DOC Security Management...
feature from the sub-menu. Preferences...
Closing L
Cost/Price Utilities 4
Recalculate 4
Re-Assign »
Purge Data »
Copy Item Commission Exceptions
Export Data
Import Data
Fax History
Scan Document
Warehouse Manager Dashboard Unprocessed Images

View Document

Print Documents

Systern Properties
Scan Configurations

Archive Documents
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entrée.DOC Features

Scan Document - The scan documents utility is used whenever a document or batch of documents
are scanned using entrée.DOC.

Unprocessed Images - When scanned documents are saved for later processing they are saved as
an unprocessed image file. To access these documents the Unprocessed Image Files utility must be
run.

View Document - The document viewer is used to view, print, or email a previously scanned
document.

Print Documents - The print documents utility is used primarily for batch printing a group of scanned
documents.

System Properties - The system properties dialog is where you can configure the default behavior of
the entrée.DOC system, as well as path information relating to the storage of the image files.

Scan Configurations - Scanner Configurations are used by entrée.DOC to communicate to the
scanner how the image should be acquired.




DOC

Chapter 4

entrée.DOC System Properties
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4.1

entrée.DOC System Properties

The System Properties dialog is where you can configure the default behavior of the entrée.DOC
system, as well as path information relating to the storage of the image files.

The entrée.DOC Options dialog is where the system properties are set. Along the top of the dialog is a
row of tabs used to divide the options into logical groups. The following sections will detail each of the
entrée.DOC system options.

Document Types Overview

Scan Document...

The Document Type drop down
menu (below) is used to select the
type for the current scan procedure 1. Selact a document type.

or folder location. .
Accounts Receivable Invoice [#

This Document Type menu is Accounts Papable Check

present in many entrée.DOC 2 Sel E:]ﬁg?j;g;i?ét

dialogs. Cuztarm

Loading Sheet

(D50 Irrvoice

| Cugtomer Credit Application
Azcounts Receivable Statement

E acouizition.

1]

Accounts Receivable Checl
Accounts Payable Invoice A [gfe |
Accounts Papable Check 3""?@
Purchaze Order ;
Deliverny Receipt

n

Cuiztom

Loading Sheet &
D50 Invoice

Customer Credit Application

Accounts Receivable Statement @\

Accounts Receivable Invoice

The Change Invoice DOC Images button has the Scan Invoice option. The process of scanning
Accounts Receivable Invoices will prompt the operator to rescan the document when the number of
pages scanned does not match the number of pages that were physically printed.

Accounts Receivable Check

When you enable System Option # 125 users are prompted to scan a check immediately after posting
payments in entrée in the Enter Cash Receipts utility. The Customer Account Inquiry utility will also
prompt users to scan a check in the Cash Receipts or Payments features.

Accounts Payable Invoice

Accounts Payable Check

Purchase Order
Purchase orders can be scanned using the option in the DOC Images button in Change Purchase
Order.

Delivery Receipt
A delivery receipt can be scanned using the option in the DOC Images button in Change Purchase

Order.

Custom
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Use this type to create a new type you may need for other documents like credit memos, customs
documents for import / export, or any other type document used by your business but not already
defined.
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Loading Sheet
The Change Invoice DOC Images button has the Scan Loading Sheet option.

DSD Invoice
Inwices from the entrée.DSD (Direct Store Delivery) route accounting system add-on module.

Customer Credit Application
A Customer Credit Application document type has been added to the system. Access to either view

or scan these documents is controlled by the "Allow viewing/scanning of Customer Credit
Applications" password option, in the entrée Security Manager, which is Off by default.

When a Credit Application document is scanned the resulting image is saved in an encrypted state to
prevent the document from being viewed outside of entrée or entrée.DOC by an unauthorized user.

In addition to the entrée.DOC system you can also access these documents from the "Bill To/Ship
To" tab in Customer File Maintenance in the main entrée system.

= INote
= Any person that will be scanning Customer Credit Applications will need their access

updated in the entrée Security Manager. Miscellaneous system option # 91 must be checked for
each person viewing or scanning Customer Credit Applications. See the update process in the

Security Management section of this guide.

Accounts Receivable Statement

Support for scanning Accounts Receivable Statements document type has been added. This
document can be configured to use OCR to acquire the Document ID, Customer Number and Page
Number. It can also be configured to acquire key document data using a barcode.

S| Fxample you were scanning Inwice #12345 and two pages stuck together when going through
the scanner you would see a message like "Invoice #12345 is missing 1 of 3 pages. Rescan?". You

have these options:

¢ "Yes" will allow you to immediately rescan the inwice.

e "No" will accept the document with only the two scanned pages.

e "Cancel” will accept all remaining inwices in the batch regardless of whether or not they are missing
any pages.

I 1Note

= If you need to rescan an inwice you should make sure that ALL pages of the inwice (and
ONLY that inwice) be placed in the scanner's document feeder BEFORE you click the Yes button for a
rescan.

1 i ; .
L Caution voy should also be aware the the system will not attempt to validate the scanned page
count during a rescan operation so please make certain that you successfully scan all of the pages.
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System Tab

The System tab is where general behavior options for entrée.DOC are set. This section will detail each
of the options on the System tab.

entrée V3
[ Systemn I Image Paths ] Scanning Defaults ] Default Configurations ] Mizc. |
[]Load entrée.DOC on 'wWindows startup About...
Default tray option; | Unpro
Control Panel O ptionz
[con gize: | Small icons E|
[con text: | Below the icon |E|
3@ Fiepart I (] 4 | I Cancel
entrée V4 SOL

entrée.DOC Options...

[Syster]

Scanning Defaults | Default Configurations
Load entrée,DOC on Windows startup nt—

Default tray option: |Un|:|rncessed Images - |

Control Panel Options

Icon size: |5ma|| icons - |

Icon text: |Belnw the icon - |

- % Report o OK oy | Cancel

Multi-company Installations

entrée.DOC provides support for distributors with multi-company installations of the main entrée
system. When entrée.DOC is accessed from the main entrée system it will be configured to use the
company which is currently active in entrée.
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421

4.2.2

4.2.3

424

Load entrée.DOC on Windows startup

If this option is checked (default) the entrée.DOC tray icon will be loaded automatically when Windows

starts up.

Note
@ This option is no longer necessary since entrée.DOC resides in the entrée System menu
now.

Default Tray Option

The default tray option is used to specify which task will be invoked when the system tray icon is double

clicked.

¢ By default this is set to Restore Control
Panel, but could be set to the most commonly
used feature of entrée.DOC.

Control Panel options

The control panel options allow you to specify whether
small or large icons should be displayed.

Also where the caption for the icons should be located.

Scan Document
Unproceszzed Images
Wiew D ocument
Prirt Docurments
Restore Control Panel

Small icons
Large icons

B elow the icon

To the right of the icon
Display no test

The default values are small icons with the caption displayed below the icon.

About...

The About... dialog is accessed by clicking the About... button on the entrée.DOC System tab.This
dialog contains key information about the entrée.DOC add-on module license and the current version

number.

entree.DOC
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4.3 Scanning Defaults Tab

The Scanning Defaults tab is used to specify the default settings of the Scan Documents dialog.

entrée V3

| System | Image Paths | Scanning Defaults | Default Configurations | Misc. |

Mext Image 10 4
Document Type: | Accountz Receivable [nvoice El
Default Scanner: [RTaer e ok

EPSOMN TwialM 5
FCh DESIGH Delphi Data Source

l
P

’Eﬂepnrt I Q. I Cancel

entrée V4 SOL

>
entrée.DOC Options... , m

Syztem | Scanning Defaults | D efault Configurations | hisc. I Imp-:urt|

Document Type: Sl iE sl =) ] el

CanoScan 2400F

Default Scanner: |, a K yncera: TASKalta 35500t kMBS0

¢ You can set the Customer Credit Application Scanning Defaults and set a Default Configuration.
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43.1

4.3.2

entrée.D0C Options...

[ Scanning Defaultsl Default Configurations

[ Ta = 1 e el A ccounts Receivable Invoice) -

Purchase Crder -
Delivery Receipt

Default Scanner: |Custom
Loading Sheet
DSD Inwoice

Customer Credit Application |
Accounts Receivable Statement

Cash Collection Sheet bl .
K
™y Repart | QK | | Cancel |

E Hot Tip! entrée va soL

In entrée V4.1 the Customer Credit Application feature was updated so that a credit
application PDF file may be optionally uploaded into the system instead of being required

to scan the document into the system. See the Customer File Credit App Button topic for
details.

Next Image ID
entrée V3
This field displays the Next Image ID that will be assigned.

¢ While the value in this field may be changed, it is not recommended.
o Before entrée.DOC assigns an Image ID, it werifies that the number is not already in use.

Document Type
This list is used to select the desired default

document type when the Scan Documents dialog Accounts Receivable Check B
is opened Accounts Papable [nvoice A
' Aocounts Payable Checl, 2

Purchaze Order

The Document Types Overview section will Ei;ﬁ" Rieceipt
provide informatiqn about options in the Document Loading Sheet -
Type drop down list. DSD Invoice | |

Cuztomer Credit Application —
Accounts Receivable Staterment @\
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4.3.3 Default Scanner
The Default Scanner list box will list each of the scanning devices connected to your computer.

e Select the device that will typically used to scan documents.

l
¢ Click the Refresh Devices button to search for additional scanners that may not have been
turned on.

4.4  Default Configurations Tab

The Default Configurations tab is used to specify which scan configuration is the default for each
document type.

entrée V3

| System | Image Paths | Scanning Defaults | Default Configurations | Misc. |

Document Type: | Accounts Becervable [nvoice El

Configuration: INVOICEZ

@

ﬁ Repart ] I Cancel

entrée V4 SOL

Here we show the scan configurations created for Custom Document Types. We have added a Credit
Memo and a Document.
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44.1

4.4.2

entrée.DOC Options...

[ 7 el

Document Type:

CREDIT MEMO

Configuratiorn: DOCLIMENT

| Systeml Scanning Defaults | Default Canfigurations | Misc. I Imp-:urt|

Ok, ] [ Carcel ]

Document Type

This list is used to select the desired default
document type when the Scan Documents dialog
is opened. The document type drop down list is
used to select the document type to associate
with a default configuration.

The Document Types Overview section will
provide information about options in the Document
Type drop down list.

Configuration

Select the scanner configuration that should be used by default for the selected document type.

43

Aocounts Beceivable [nvaoice

Accountz Receivable Check,
Accaounts Payable Invoice
Aocounts Payable Checl,
Purchaze Order

Deliven Receipt

Cuztom

Loading Sheet

DS0 Invoice

Cuztomer Credit Application

Accaounts Receivable Statement

m

[xd

¢ Clicking the New Configuration button % will inoke the Scanner Configuration Utility, so a

new configuration may be added.
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The Misc (Miscellaneous) tab is used to specify the default zoom modes and how remote scanning

44
45 Misc. Tab
should work.
entrée V3

| System | Image Paths | Scanning Defaults | Default Configurations | Misc. |

Show Document Properties dialog when scanning remotely

Default £oom tMode

Docurnent Properties: | Fit "idth E|
Document Wiswer: | Full Page E|

ﬁ Fepart Ok I Cancel

entrée V4 SOL

entree.00C Options...

Scanning Defaults | Default Configurations [Misc. l

Show Document Properties dialog when scanning remotely

Default Zoom Mode
Document Properties: t Width - |
Document Viewer: |Fit Page - |

|| Chedk: for duplicate image entries ||

|'Hi' Report 4 || oK || || Cancel
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45.1

4.5.2

4.6

e The Location field is used to enter the

Show Document Properties dialog

If this option is enabled (default), the Document Properties dialog will be displayed after a document is
scanned from the main entrée system.

e This feature is useful if you would like to verify the document scanned properly or wish to crop the
image size.
Default Zoom Modes

These options allow you to specify the default zoom modes for the Document Properties window and
the Document Viewer window.

e By default the document properties window Original Size
is set to Fit Width. (Full Page
Fit Width
¢ By default the document viewer window is Fit Height
set to Full Page. Percent
Fit To Page

V4 Import Tab/ V3 Image Paths Tab

The Image Paths tab allows you to specify where the scanned images should be saved on the network.
By default each document type is sawved into its own directory for ease of sorting.

entrée V3 Image Paths Tab

e The Document Type drop down
menu Is Used to aSSIQned a iSystem Image Paths | Scanning Defaultsj| Difault Configurationsi Misc. |
document type to the Image Path
folder Whel’e those documents W|” Dacument Type: |Accounls Receivable Invoice c
be Sa\Ed Location: DrSWECS DatabDOCAAR I E
g Feport | ok | { Cancel

Browse for Folder

data path of where image files for the _ N
. Select where the Accounts Receivable Invoice images should
specified document type should be be saved,
sawed. o ar ~
1) Avendra
i bu
e Clicking the Browse Folders button = C"gcnpchk
& will open the Browse for Folder ) APy
. S ; . [ ARChk
dialog to assist in setting the image o o
pathS . {5 Custom
{) Delhec
[T Lsht
PurchOrd
:\? urchOr 2
[ Ok, ] [ Cancel
T
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Note
E Changing an image path does not move previously scanned documents. The original

location of each document is saved to the image database file, so previously scanned documents do not

need to be relocated.

entrée V4 SOL

Import Tab

The Import tab is only used to to import your version 3 DOC data after the File Transfer Utility has been

run.

e

entrée.DOC Options...

e

| Systeml Scanning Defaults | Default Eunfiguratiunsl Mizc. | Import |

(@ iimpart from entree version 3 data files

(0 Impart fram specific location

Impoart Data

5

a_l'. Report

Import Tab Options

e Import from entrée version 3 data files
This option will import your version 3 entrée.DOC data files from the standard location.

Click the option.

2. Click the Import Data

button.

3. The import begins to
run immediately. An
image analysis
progress bar will
display.

4. The button will change |

to Abort Import.

-

entrée.DOC Options...

| Systeml Scanning Defaults | Default Configurations I Mizc. | Irnpurt

@ Import from entree version 3 data files

() Import from specific location

Analyzing Image 1D 187632

Abort Import

o (o]




entrée.DOC System Properties 47

5. When the import has completed an Info message box will be displayed showing the time it took for
the import process. Click OK.

entrée.DOC Options.. | 7 52 |

| System I Scanning Defaultz | Default Ennfiguratiunsl bisc. | Impart

@ Import from entree version 3 data files I
i Ahart Impart
I il E;

() Import from specific lacation Info

T

Inzlude subdirectaries when imparting by lacation

Analyzing Image 1D 130854

o

6. Then the Import Errors... dialog will open showing you any data that failed to import. You hawe the
options to Save and Print your errors list. Then click OK.

7. Finally the Import Results... dialog will display with the status of the data import.

i Y
Impaort Results... . ﬁ

"-I Import Complete

There are no qualifying images to impert at this time.




48

entrée.DOC System Guide

e Abort Import Process

Ahort [rmpart

1. Click Abort Import to cancel the
import of version 3 data while the
process is running.

A Confirmation dialog will display.

Click Yes to abort or No to continue
with the import process.

e Import from specific location

entrée DOC Options... ’["‘p 3
| Spstem | Scanning Defaults | Defaul Configurations | iz | Impuort |
r
Confirmation... - - l_J-"‘_

% Report ak

Select this option to import entrée.DOC version 3 data stored in a different location.

1. Click the option.

2. Check the Include subdirectories
when importing by location option
if you would like this data included.

3. Click the Browse button. Use the
Browse for Folder dialog to find the
desired folder containing your data.

4. Click OK.

-
entrée.DOC Op

(7 Imnpart from entree version 3 data files

-9 |

Import Data

@) Import frorm specific location

WS ervery 4 300C-data

[¥]include subdirectories when importing by locatiors

tions...

| S_I,Jsteml Scanning Defaults I Drefault Configurations I hizc. | Impart

L t& Repart OF.

-
Browse for Folder

Select Import Directory

» 4 necs_shared

s LyServerty 43000 Hata

< | m
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tab click the Import Data

button.

| System I Scanning Defaultz | Default Configurations I Mizc. | Import |

6. The import begins to run

immediately. An image (7 Import from entree version 3 data files
. ) ) Impart 0ata
analysis progress bar will

i@ Import from specific location

display.
\WMyServer4 43D 0C-data
7. The Import Data button [¥]include subdrectones when importing by locatior
will change to Abort
Import.

| == o

E 1 - _— A

8. When the import has completed an Info message box will be displayed showing the time it took for
the import process. Click OK.

9. Then the Import Errors... dialog will open showing you any data that failed to import. You hawe the
options to Save and Print your errors list. Then click OK.

10. Finally the Import Results... dialog will display with the status of the data import.
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4.6.1 ReportButton - System Properties

¢ Click the Report button to generate a text report displaying all of the current settings of the
entrée.DOC system properties. The version 3 images are pointing to testing data paths.

entrée V3 \M

kntrée.DDC document scanning system infortmational report

Verzion: 2.0
Copyright 2005-2011, MHECS Inc. - &1l rights reserved.

entrée.DOC Path Information

Data Path: D:\NECSYe3DemoData® E
Leoocounts Payvable Check Path: D:Y“HMEC5\e3DemoData\DOCHYWAPChk",

Lcoccocounts Payable Inwvoice Path: D:\HECS5Ye3DemoData\ \DOCYAPInwvh,

Loocounts Receivable Check Path: D:Y“HMEC5\e3DemoData \DOCHYARChKk",

Acocounts Receivable Invoice Path: D:A\NEC3\e3DemoData‘\DOCHWARInvh

Custom Path: D:\HMECS5Ye3DemoData \DOCh Custom,

Delivery Receipt Path: D:Y“HMEC3\e3DemoData\DOCh DelRech |
Loading Sheet Path: D:YHMEC5\e3DemoData\DOCHWL5ht!,

Purchase Order Path: D:\HNECS5Ye3DemoData'\ DOCh PurchOrd®,

D50 Invoice Path: D:\NEC5'e3DemoData \DOC\D5DInv"

Customer Credit Application Path: D:“WEC3\e3DemoData‘\DOCYCCRApp'

Lcococounts Receiwvable Statement PathD:\WNECS5%e3DemoData‘\DOCHWARSmtCY,

entrée.DOC System Properties

I bﬁﬁave I = Print ] 4
entrée V3 \M Page 2
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D:\NECS\e3DemoData\DOC\ARInvY
D:\HEC5Ye3DemoData'\DOCh Custom',
D:Y“HMEC3\e3DemoData\DOCh DelRech

Loading Sheet Path: D:YHMEC5\e3DemoData\DOCHWL5ht!,
D
D
D

Locounts Receiwvable Inwvoice Path:
Custom FPath:
Delivery Receipt Path:

A\HECS5Ye3DemoData’\DOCh PurchOrd®,
D50 Invoice Path: ANECSYe3DemoDatal\DOCKDEDInwh,
Customer Credit Application Path: D:“WEC3\e3DemoData‘\DOCYCCRApp'
Acocounts Receivable Statement PathD:“\WEC3\e3DemoData'\DOCHWARSmt',

Purchase Order Path:

entrée.DOC System Properties

Hext Image ID: 4
Default Document Type: Accounts Receivable Invoice
Default Scanner:

Default Tray Option: Restore Control Panel
Control Panel Icons: Small icons =
Control Panel Text: Below the icon

Control Position:

Properties Zoom Mode: Fit Width
Viewer Zoom Mode: Full Page
Doc. Props dialog: True

I bﬁﬁave I = Print aF.
entrée V4 SOL

i ™
= entrée.DOC document scanning system E@g

entrée DOC document scanning system infortmaticnal report -

Version: 4.0
Copyright 2005-2013, WECS Inc. — All rights reserwved.

entrée DOC System Properties

Default Document Type: Accounts Receivable Invoice

Default Scanner: CanoScan 8400F
Default Tray Option: Unprocessed Images
Control Panel Icons: Small icons
Control Panel Text: Below the icon
Control Position: 505,81%

Properties Zoom Mode: Fit Widtch

Viewer Zoom Mode: Full Page
Doc. Props dialog: False
-
Save l ’ Print
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¢ Click Save to begin the process to save the report file.
e Click Print to open the print dialog and print the report.
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46.1.1

Saving the Report

1.

After you click the Save button navigate to the directory on the network that the report should be
saved in.

Enter the name that the report should be saved as in the File name field.
Click OK to sawe the report.

Save As

Save jn; |E}DDE ﬂ = EF *

'3 AR
' I3 &PIny

ky Recent T aRChk
Dacuments L3 ARInY

"_T: I Cuskam
’ ICIDelRec
Deskiop [C)LShE
ICPurchord

by Docurments

ty Cornputer

F@
My Metwork  File name: |system settings. bt -] Save |
Flaces
j Cancel

Save as hype: |
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4.6.1.2 Printing the Report

Click the Print button to open the Print dialog.

1. Select the Name of the desired printer in the drop down menu.
2. Click the OK button to send the report to the printer.

Frinter

Mame: HP Lazerlet 55i Eroperties...

Status: Ready
Type: HF Laserlet BSi

wihere:

Comment;

Frint range Copies

v Al Murmber of copies: 1 El:
c [ wl

: CRH 7
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Chapter 5

Scan Configurations



56

entrée.DOC System Guide

5.1
5.11

Scan Configurations

Scanner Configurations are used by entrée.DOC to communicate to the scanner how the image
should be acquired. This section will provide an ovenview of setting up and maintaining scanner
configurations in entrée.DOC.

e A scanner configuration must be setup before you can scan documents with the entrée.DOC
system.

¢ A scanner configuration can only be used for one document type. At least one scanner configuration
must be defined for each type of document that will be scanned using entrée.DOC.

Creating a New Configuration

Welcome
1. Onthe Welcome screen select the Create a new scanner configuration option.

2. Click the Next button.

Scanner Configuration Utility

=

entrée |=
.
= DO0C

Ywelcome to the entrée.D0C zcan configuration utility,

The purpoze af this utility iz bo help you setup and maintain the configurations used when
gcanning documents in entrée, DOC.

The szan configuration tility will allow you to create a new scanner configuration, edit an
exizting configuration or delete a configuration that is no longer needed.

What wiould you like to do; {+ iCreate a new scanner configuratior

" Edit an exizting scanner configuration

" Delete a zcanner configuration

Cancel MHext Help
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5.1.2

Basic Information

1.

Enter a
configuration

name in the text

box.

Select a

Scanner Configuration Utility E'

Basic Information

Great! Y'ou have selected ta create a new scanner configuration. The first thing we need to da

document typ ein iz gather zome basic information.

the drop down list.

Click the Next
button.

1. Enter a configuration name.

The configuration name iz iz how pau will refer to the scanner configuration when
uzing entrée. DOC. This name must be unique, and should be easy to associate
with the type of document it will be uged for. (i.e.: Color AR Invoice]

SAMPLE INVOICE

2. Select a document type.

The document type is lets entrée. DOC know how the document should be stored.
In addition it will be used by the OCR engine to determine the proper regions to
read when acquiing key document information.

Accounts Receivable Invoice j

Back Help

57

This is an example of the Basic Information screen for the new Customer Credit Application document

type.

Scanner Configuration Utility

entrée

Basic Information

ocC

Great! Y'ou have selected to create a new scanner configuration. The first thing we need to do
iz gather some baszic infarmation.

1. Enter a configuration name.

The configuration name iz iz how pou will refer ko the zcanner configuration when
uging entrée. D0C. This name must be unigue, and should be easy to associate
with the tppe of document it will be uged for. (i.e.: Color AR Invoice]

CUSTEREDIT

2. Select a document type.

The document tppe is letz entrée. DOC know how the document should be stored.
In addition it will be used by the OCR engine to determine the proper regions to
read when acquiing key document information.

Unknown

Purchage Order
Delivery Receipt
Cuztam

Loading Sheet
DSD Invoice

ElE=]

Accounts Receivable Statement
Unkronn

£

ack | l | I Help
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5121

Configuration Name

Each scanner configuration must have a unique name. Enter the desired name for the configuration in
this field.

e The name of the configuration may be changed at a later time by editing the scanner configuration.

¢ If a scanner configuration already exists with the name entered in the configuration name field you will
be prompted to edit the existing configuration.

Confirmation

’j & configuration named LS already exists.

auld wou like toload the LS configuration?
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¢ If a scanner configuration has been deleted with the name entered in the configuration name field you
will be prompted to recall the old configuration.

Confirmation

"'_-, & configuration named LS has been deleted.

Would you like ko recall the LS configuration?

5.1.2.2 Document Type

The Document Type drop down list is used to select the desired default document type when the Scan
Documents dialog is opened. Select the document type that will be scanned when this configuration is
used.

o After a Document Type is selected, the available configurations for the document type will be displayed
in the Scan Configurations list box.

e This field will default to the value specified in the Document Type field of the scanning defaults tab in
the entrée.DOC system properties dialog.

The Document Types Overview section will Accounts Receivable Invaice
provide information about options in the Document iCCDU”:S Eﬂﬂﬂé‘i’ﬂ'ﬂﬂ Check
: Coounts Fayable Invoice L
Type drop down list. Aocounts Payable Check, 2
Purchase Qrder

Deliven Receipt
Cuiztom

Loading Sheet &7
D50 Invoice

Customer Credit Application
Accounts Heceivable Statement

o

5.1.3 Image Quality

1. Select the Color Mode that should be used when acquiring the image.
2. Select the Resolution that should be used when acquiring the image.
3. Click the Next button.
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5131

5.1.3.2

Scanner Configuration Utility Pz|

Mext, we need to zpecify how the image should be captured.

Image Quality

1. Select an image color mode.

The color mode chozen will greatly affect scan times az well az the file size of the
captured image. Full color images take significantly longer to scan and result it a much
larger file size. Black and white images zcan wery quickly and reguire the least amount
of zpace to stare, but at the price of image quality. Grayscale images offer a nice
medium between quality and speed/size.

Black and white =

2. Specify the image resolution;

The image rezolution determines how mang dotg are inone linear inch of the zcanned
document. Similarly ta the image color mode, the higher the resolution, the langer the
image will take to zcan and a larger amount of digk space will be required. HECS

recommends using a resolution of 100,

200DF -

Back

Help

Color Mode

Select the desired Color Mode for the scanner configuration in this
field.

¢ Images may be acquired in black and white, gray scale or full color.

¢ Black and white images require the least amount of hard disk
space. Therefore, black and white is the recommended setting.

Image Resolution

Select the desired Image Resolution in this field.

¢ The higher the resolution the more disk space will be required
when an image is saved.

e 200 DPI (Dots Per Inch) is the default setting for all scanner
configurations.

rayscale
Colar
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5.14

5.15

Scanner Settings

1. Optionally adjust the
Brightness value.

2. Optionally adjust the Contrast
value.

3. Contact NECS Tech Support if
you need to adjust the
Transfer Mode or Feed
Mode for your scanner
hardware.

= Note

entrée .-(,'.’

Scanner Configuration Utility

S 3
=" D0C

Scanner Settings

You map optiohally adjust the lighting levels, but most distributars will find the default
zettings to be sufficient.

Brightness:

[0]

Contrast:

[0]

The following settings may need to be adjusted depending on vour model of scanner.
Fleaze consult MECS tech support before modifying these settings.

Transfer Mode: | Mative c

Feed Mode:

Back ( Hext [ Help

You may need to adjust the Twain Transfer Mode or Document Feed Mode settings to

support your scanner hardware. Please do not change the Transfer or Feed Mode settings without
consulting with NECS Tech Support first.

Transfer Mode:

e File - writes the image directly to a file. .

e Native - writes a Device Independent Bitmap

(DIB) in memory. (Default)

Feed Mode:
Single - For scanners that scan one sheet at
a time. (Default)

. Multi - For scanners that feed and scan
multiple sheets in batches.

e Memory - writes blocks of pixels in a series of

memory buffers.

4. Click the Next button.

Page Settings

1. Select the desired Paper Size.

Optionally specify a Right Trim value.

2
3. Optionally specify a Bottom Trim value.
4

Click the Next button.




62

entrée.DOC System Guide

5151

515.2

Scanner Configuration Utility E|

Page Settings

Mext, the page settings can be set for the image to be scanned.

1. Select the paper size.

The paper gize walue should repregent the total area to be scanned. For most
distributors this should be set to "Letter”.

Letter =

2. Specify the right trim value.

The right trim value iz used ta clip the right edge of the scanned document. This
allowss For any white space along the right edge of the scanned document to be
remaved before the image is saved. Removing this waste area results in smaller
image files. If the size of the document being scanned matches the selected paper
size, the right trin walue should be zet to 0.00.

0.0a

3. Specify the battarn trim value.

The battam trim value iz identical to the rght tim, except the bottom edge of
the document is clipped.

0.00

Back Help

Paper Size

Select the desired Paper Size of the document to be scanned with
this configuration.

¢ All scanner configurations default to Letter for the paper size.

Right / Bottom Trim

The right and bottom trim values will clip a portion of the image when it is scanned.

e By specifying a right and/or bottom trim value, documents that do not confirm to standard page sizes
are automatically cropped to save disk space.

e The right and bottom trim values are specified in inches.

“ 1Note o _
= If no cropping is required, leave these values set to 0.00 (default).
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5.1.6 Preview Setup

1. Select the scanner that
should be used to acquire
the preview image from the
list.

Scanner Configuration Utility E|

entrée =4

Preview Setup
oc

‘we have now gathered enough information to perform a test scan.

2. Load atest document into the

The test scan will allow you to preview what an actual scanned image will look ke using
selected scanner. thiz configuration. [t will also be used later, should you need to set up OCR regions to be
agzociated with this configuration.

1. Select the scanner that should be uzed to acquire the preview image.

3. Use Previously Scanned

Image - When editing an existing EPSON TwAING
. . MCh DESIGH Delphi Data Source
configuration you will be allowed to WiARERDX Docubate 250

used the previously scanned test
image by checking this option.

A previously scanned preview image exists, while it is not recommended, you may instead,
choze to load that image instead of scanning a new preview. This option is useful, if you
. N ofe are only adjusting OCR zettings or changing non-image related walues within this

El This OptiOI’l will not be cohfiguration
displayed when a new configuration
is being created.

[~ Use previously scanned image

1
Thiz option only appears when editing
an existing configuration with a valid
zaved image file.

4. Click the Next button.

= INote
= On some single feed or manual scanners when you click Next button here you will get the
"Automatic Document Feeder Not loaded" error message as seen below.

5. Click OK in the error dialog box. Then Next to continue with the scan configuration process.

entree |54

=

Preview Setup

Wwe have now gathered enough information to perform a test scan.

The test scan will allow you to preview what an actual gcanned image will look like using
thiz configuration. [t will also be used later, should you need to set up OCR regions to be
azzociated with this configuration.

1. Select the scanner that should be uzed to acquire the preview image.

entrée.DOC error

[ Back | I Mext | [ Help
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5.1.7 Preview Image

The test image will now be displayed in the Preview Image window.

1. If necessary, select the degrees the image should be rotated when the document is scanned.

2. Ifthe colors are inverted on a black and white document click the Invert Image Colors button.

Scanner Configuration Utility

Preview Image
- .
el ISR EE
Zoom Mode;
Percent j | 50.00 % 123 Hain St
Faotate image: M - —
INVOICE
[f the image iz not readable [eft to
right, pou may apply a ratation factor.
When each image iz scanned using
this configuration, it will be auta- 501D TO:
matically ratated ta this specification. THE 3ZYRO HOUSE
192 PEARL ST
WAKEFIELD, MA 819
[rvert Image Colors GEORGE
(978} 58E-1532Q
Customer Ho. Salesperscon Ra
GYR1@ !
ITEM oy, oTY. fhal
£ >
Back MHext Help

3

5.1.7.1 Zoom Mode

Select the desired Zoom Mode of the test image for this scanner
configuration.

¢ If the percent option is selected, you may enter the specific
percentage value by which you want the document enlarged.

5.1.7.2 Rotate Image

Select the number of degrees the image should be rotated after it
is acquired in this field.

Fwid

Onginal Size
Full Fage

Fit Height
Percent
Fit T Page
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5.1.7.3 Invert Image Colors

When scanning black and white documents, depending on the internal settings of your scanner, the
image may be scanned with the image colors inverted.

¢ If this happens click the Invert Image Colors button to reverse the black and white colors. The images
below illustrates the effect of inverting the image colors.

.Y
' L L2 EEEEARRE T A EEEEEEEE]
123 Hain & . 123 Hain 8
INVOICE
S01LD TO:
THE GYRO HOUSE THE GYRC HOUSE
192 PEARRL ST
WAKEFIELD, MA 819
GEORGE
(978) B55-1538 (978) 555-1539
Customer No. Salesperson Ro Customer No. Salesperson ERo
GYRL@ HT i
ITEM oTyY. QoTY. ™ ITEM
L >

5.1.8 OCR Setup

Some Document Types can have key document information obtained using Optical Character
Recognition (OCR).

e If you are setting up a scanner configuration for AR Inwoices, Loading Sheets, AP Checks or Purchase
Orders you will be presented with the OCR Setup window, otherwise proceed to the Scanner
Configuration Status section.

¢ OCR regions must be defined for each portion of the scanned document that should be read.

The OCR Regions Document IDs are:

= Invoice Number for AR Inwices and loading sheets.
= PO Number for Purchase Orders.
= Check Number for AP Checks.

= Barcode for Inwices (if you have barcodes).

When using the barcode document id all key document data is encoded into a special bar code
which can be read from the scan of the document. Using the barcode to acquire information about
the document improwves the reliability of the document recognition process.
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= INote
= Being able to use the barcode will require modifying your inwice layout to print the barcode.

This invoice update may incur a modest charge to cover the time required to make the necessary
document changes.

e Select the Yes Option and click the Scanner Configuration Utility g|
Next button to setup OCR regions. _—
entrée e
e Select No to skip setting up OCR oo OCR Setup
regions and proceed to the Scanner
Confi gu ration Status window. OCR regions may now be defined for this configuration,
e Then click Next to continue. If OCR [Optical Character Recogrition) regions are defined, the document scanning

process can become almost completely automated. After an image is scanned.

entrée. DOC will uze optical character recognition on each of the specified regions in
atternpts to obtain key document information. For example, on an AR Invoice this would
be the Invoice Humber, Customer Mumber, and Page Mumber.

Each of the values that are obtained using OCR are then validated against the original
values in the main entrée syztem. If the results match the obtained values are uzed in
ztoring the acquired image. |f one or more of the obtained walues do not match, the uzer
will be presented with a dialog allowing them to manually enter the missing information for
the scanned document. entrée. DOC can even be configured to always show the dialog
with the key values of the image, $o that a user may verify the OCH results.

‘would pou like to setup OCR regions for this configuration? {* ‘Yes

" Mo

Back

Help

519 OCR DocumentID
1. Ifa Document ID is to be acquired using OCR, check the Enable this region option.

2. Using the scroll bars of the image preview area, locate the Document ID.

= For AR inwoices and loading sheets, the document ID is the Invoice Number.
= For Purchase Orders, the document ID is the PO Number.

= For AP Checks, the document ID is the Check Number.

= For Inwices the document ID can be a Barcode.

3. Using the mouse, click down near the top left corner of the Document ID and drag the red box to
the lower right corner of the Document ID.
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Scanner Configuration Utility

entrée [5-4
>

(Enable this region v ]

OCR Document ID

1. Locate the INVOICE NUMEER
in the image ta the right.

2. Uszing the mouze define the
region borders. This is done by
pressing holding the left mouse
buttan at the top left comer of
the INWOICE NUMEER and
dragging it to the battam right
comer. & zample of the region
will appear belaw.

135583

3. Click the OCR Test button to
test the OCR region.

OCR Test

4. If the test fails, by increasing the
size of the OCR regian.

Invoice No.

135583

4@ 67.00
.30 151.59

67

If the color mode of the scanner configuration is set to gray scale or color you will have the option to

specify a threshold color.

Click the OCR Test button to verify that entrée.DOC is able to read the Document ID using OCR.

Click the Next button.

Scanner Configuration Utility

entrée =4
>0

1. Locate the INYOICE NUMEER
in the image to the right.

2. Using the mouze define the
region borders, This is done by
prezsing holding the left mouze
buttan at the top left comer of
the INWOICE NUMEER and
dragging it to the battom right
commer. A zample of the region
will appear belaw.

| 28448 |

3. Click the OCR Test button to
test the OCR regioh.

OCR Test

)/ 64

@B 148

INVOICE

4. If the test fails, by increasing the
size of the OCR region or
adjusting the threshold colar.

Theshold Color... | [

The Black / White Threshold may be
set on color and grayscale documents

for better DCH results.

Back Mext |
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5.1.9.1 Selecting the OCR Region

The OCR Region is selected by drawing a red rectangle around the text that should be read using OCR.
This is accomplished by clicking the left mouse button at one corner of the text and while holding the left
mouse button down, dragging the mouse pointer to the opposite corner of the text to be read.

Invoice No.
1135583

e It is recommended to leave a little white space on all sides of the OCR region to compensate for the
fact the exact location of the Document ID will vary slightly on a per scan basis.

o After a region is defined, it can be re-sized by moving the mouse over one of the edges until the cursor
changes to a double sided arrow. At that point, click and hold the left mouse button to re-size the
region.

Involce No.
135583

o After a region is defined, it can also be mowed by placing the mouse completely inside the region until
the cursor changes to a hand. At that point, click and hold the left mouse button to mowve the region to
the desired location.

Involce No.
135583 =

5.1.9.2 OCR Test

Click the OCR test button to read the text in the currently defined
OCR region.

200145

¢ If the test fails try adjusting the size and/or location of the OCR region.

e Also, if the scanner configuration has a color mode of gray scale or color, the OCR Threshold may
need to be set to a lighter or darker color.

¢ Finally, you can try adjusting the brightness and/or contrast lewvels and rescan the test image.




Scan Configurations 69

5.1.9.3 Threshold Color

5.1.10

In order to obtain the best possible OCR results, the OCR region is converted to black and white prior to

performing OCR. The Threshold Color indicates the medium in which a pixel should be converted to
black or white.

1. To select a threshold color click the Threshold Color... button.

2. Mowe the mouse cursor ower the image in the Sample OCR region. As the hand icon mowves over
the image a zoomed in representation of the current position is displayed in the Zoom Region area.
The color displayed in the square at the center of the Zoom Region is the color that will be
displayed as the Threshold Color when the left mouse button is clicked.

3. Once the Threshold Color has been selected, click the OK button to return to the region setup
window.

Select OCR Threshold. .. X

When OCR iz performed, the region must first be converted ta black
and white. The threzhald iz the median caolar in the converzion. Al
colors lighter that the threghold will become white and all colars
darker than the threghold will became black.

I the zample OCR region below select the OCH threshold caolor, Az
you move the mouse over the zample image, an enlarged copy of
the current mouze pozition will apear in the £oom Begion. When the
desired threzhold color appears in the zquare in the center of the
zoom region click the left mousze button to zelect it.

e 4L
Zoom Region: .

Threshold Color: |

Sample OCF region:

Cancel

<" INote _ _ o _
== A threshold color is only required when working with scanner configurations that have a
color mode of gray scale or color.

OCR Link ID

When OCR is performed on an image, entrée.DOC uses two key values from the document to verify
against the database files in the main entrée application. The Document ID is the primary identifier for

the document and the Link ID is the secondary verification value. Both values must be verified for a
successful match to occur.

e The Link ID region is defined in the same manner as the Document ID.

e For AR inwices and loading sheets the Link ID is the Customer Number.
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e For Purchase Orders and AP Checks, the Link ID is the Vendor Number.

5.1.11 OCR Page Number

Some of the entrée documents that can be read using OCR may consist of multiple pages. If the
document that is being scanned has a page number printed on the document, you may define that region
as well so the page number will not have to be entered manually for multiple page documents.

e The OCR Page Number region is defined in the same manner as the Document ID.

¢ Ifthe OCR Page Number region is not used, the page numbers will be assigned in the order that the
pages are scanned when working with multiple page documents.

5.1.12 Scanner Configuration Status

The Scanner Configuration status window displays a text representation of the scanner configuration.

1. Select the Save changes option to save the configuration.

2. Click the Finish button.

Scanner Configuration Utility @

entrée .-(;_'
" 3
= DOC

Fleaze take thiz time to review all the zettings listed below.

Scanner Configuration Status

Congratulations! You have succesfully created the fallowing scanner configuration.

TYPE 2 Scanner Configuration

Color Mode: Black and white
Resolution: Z00 DPI
Erightness: u]

zelect Discard changes and click the Finizh buttan.

Back

Document Type: Aocounts Receivable Invoice

If you are satisfied with the configuration, select the Save option and click Finish. |f pou wish
to make changes, click the Back button. To continue without zaving the configuration,

What would pou like to do: (% Save changes to thiz scanner configuration

" Digcard changes to this scanner configuration

5.1.12.1 Printing the Configuration Report

The text summary of the scanner configuration may also be printed.

1.
2.
3.

Click the Print button %= to open the Print dialog.
Select the desired printer in the Name field.

Click OK to send the text report to the selected printer.
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Properties... |

Statuz: Feady
Type: HP Lazernlet 55i

Where: =
Caomment:
— Print range — Copiez
LA | Murber of copies: 1 =

" Pages from: b =
v | Collate
= Selection Iﬂl Iﬂl

] I Cancel |
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5.2  Editing an existing configuration

5.2.1 Welcome
1. On the welcome screen select the Edit an existing scanner configuration option.
2. Click the Next button.

Scanner Configuration Utility El

entrée 54
TN

DOC

Welcome

wielcome to the entrée. DOC zcan configuration wtility.

The purpoze of this utility iz to help you setup and maintain the configurations uzed when
scanning documents in entrée. DOC.

The scan configuration utility will allow you to create a new scanner configuration, edit an
exizting configuration or delete a configuration that iz no longer needed.
Wihat would pou like to do: " Create a new scanner configuration
(¢ Edit an existing scanter configuration

" Delete a scanner configuration

Mext Help

5.2.2 Edit Scanner Configuration

1. From the list select the desired configuration to edit. Configurations may be sorted by Configuration
Name or Document Type by clicking on the column title.

2. Click the Next button.

3. At this point the Basic Information window will be displayed and the configuration is edited in the
same manner as creating a new scanner configuration.
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Scanner Configuration Utility E|

entrée [5-4
ﬁ Edit Scanner Configuration
oc

Pleaze select the configuration pou wizh to edit from the list below and click the

niext buttan,
Configuration Mame | Document Type
CHE Accounts Receivable Check
DR Delivery Receipt
LS Loading Sheet
] Purchasze Order
TYPE 2 Accounts Receivable [nvaice

Back | Help

5.3 Deleting an existing configuration

53.1 Welcome
1. Onthe Welcome screen select the Delete a scanner configuration option.

2. Click the Next button.

Scanner Configuration Utility E'

entrée =4
ED@ Welcome
oc

Wwielcome to the entrée DOC zcan configuration utility.

The purpoze of this utility iz to help you setup and maintain the configurations used when
zCanning documents in entrée. DOC.

The zcan configuration utiliky will allow you ta create a new scanner configuration, edit an
exizting configuration or delete a configuration that iz no longer needed.

What would pou like to do: (" Create a hew scanher configuration

(" Edit an existing gzanner configuration

(+ Delete a scanner configuratiort

Cancel Mext Help
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5.3.2 Delete Scanner Configuration

1. Select the desired configuration to delete. Configurations may be sorted by Configuration Name or
Document Type by clicking on the column title.

2. Click the Next button.

Scanner Configuration Utility

entrée =
Delete Scanner Configuration
oc

Pleaze zelect each of the scanner configurations or you wish to delete
from the list below and click the Mext button.

Canfiguration Mame
CHE

| Documnent Type
Accounts Receivable Check
Delivery Receipt
Loading Sheet

DR
FO

Purchagze Order
TYPE 2 Accounts Receivable Invaice

Back | i Help

3. When prompted for confirmation click the Yes button.

Confirmation

L] : Are wou sure wou wank ko delete the LS configuration?
[
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Chapter 6

Scan Document
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6 Scan Document

The Scan Document utility is used whenever a document or batch of documents are scanned using
entrée.DOC. This chapter will detail how to use the Scan Document utility.

Scan Document... E@

1. Select a document type.

2. Select the configuration you wizh to uge for the image acquizition,

a

3. Select the scanner that should be wzed to acquire the image.

EPSOM TiwialM 5
MCH DESIGH Delphi Data Source

4. Select how the document information should be acquired.

| OCR automatic ﬂ [

[ Dizplay Repart 0k, | Cancel

6.1 Document Type

The Document Type drop down list is used to select the desired default document type when the Scan
Documents dialog is opened. This field is used to select the document type that is being scanned.

o After a Document Type is selected, the available configurations for the document type will be displayed
in the Scan Configurations list box # 2 in the Scan Document... dialog.

e This field will default to the value specified in the Document Type field of the scanning defaults tab in
the entrée.DOC system properties dialog.
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The Document Types Overview section will Accounts Receivable Invoice
provide information about options in the Document ECCDU”:S EECE';TBFE Check

: CCOoLnt: Fayaple Invoice L
Type drop down list. Accounts Payable Check, =

Purchiaze Order
Deliveny Receipt

Cuztom

Loading Sheet 5
D50 Invoice

Custarmer Credit Application

Accounts Receivable Statement @

Scanner Configuration
Select the desired Scanner Configuration to use in the scan configuration list box.

e Clicking the New Configuration button % will invoke the Scanner Configuration Utility, so a new
configuration may be added.

¢ This field will default to the configuration associated with the Document Type on the default
configurations tab in the entrée.DOC System Properties dialog.

Select Scan Device
Select the scanning device to use in the select scanner list box.

e Each scanning device connected to the workstation will be displayed in the list box.

l
¢ Clicking the Refresh Devices button ﬁ will search for additional scanners that may not have been
turned on.

e The scanner specified as the default scanner on the scanning defaults tab of the entrée.DOC System
Properties dialog will be selected by default.

Document Information

This field is used to specify how key information
about the document should be acquired.

OCR automatic:
Batch zave

¢ If the Manual option is selected the user will have to enter the Document ID for each page that is
scanned in the Document Properties dialog.

e If the OCR verify option is selected, entrée.DOC will attempt to read the defined OCR regions of the
scanner configuration to obtain the document information. The Document Properties dialog will be
displayed for each scanned page for the user to verify that the Document ID and Link ID was read
correctly.

¢ If the OCR automatic option is selected, the Document Properties dialog will only be displayed if the
OCR acquisition of either the Document ID or the Link ID fails.

¢ If the Batch save option is selected, all images will be saved into a special file, which can be
processed later using the Unprocessed Images utility.

This option saves the documents for later. When selected you will need to go back in and process the
saved batch. It will then prompt you for the document information. The purpose would be to scan all
the checks into the system so they could go to the bank and then someone would sort them out the
next day.

= INote
= The OCR werify and OCR automatic option will only be displayed for document types that

have support for OCR.
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6.5

Display Report

If the Display Report option is checked, a report will be generated detailing the scan session after all
images have been processed.

Date: Friday, July 01, zZ005
Time: 4:37:07 PM
Images acguired: 4

Image # 1 start...
.. Eey docwment information acquired - OCR werify

Image # 2 start...
.. Eey docuwent inforwation acquired - OCR werify

Image # 3 start...
.« Eey document information acguired - OCR werify

Imacge # 4 start...
.. Eey docwment information acquired - OCR werify

The following is list of acquired images that were successfully processed and posted to entrée.DOC

Document Information

Image ID 4

Document Type: Accounts Feceiwvable Invoice
Document ID: 135583

Document Date: 01712704

Link ID: GYR10

Link MName: THE GYRO HOUSE

FPages: 2

Current Page: 1

Description: entrée Accounts Receivahle Invoice
File name: ooooooooog.cif

Location: C:WNECS Data’ DOCY ARInwY

Archived: False
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6.5.1 Saving thereport text
Click the Save button to save the report to a text file.

1. Navigate to the directory on the network the report should be saved in.
2. Inthe File name field, enter the name that the report should be sawved as.
3. Click the OK button to save the report.

Save As

Save |E}DDE j = I'ji '

'3 C2iARCh:
! IC5) APTR

by Recent I aRChk
Dacuments L3 ARINY

?X

?_L' Iy Cuskom
ICIDelRec

Dezktop ()Lsht
IC3Purchiord

by Docurments

ty Cormputer

My Metwork.  File name: |$ystem settings. bt j Save |
Flaces
j Cancel

@

Save az bype: |
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6.5.2 Printing the report text
Click the Print button to open the Print dialog.

1.

In the Name field, select the printer to which the report will be sent.

2. Click the OK button to send the report to the printer.

Frinter

Marne: HF Lazer)et B5i Properties. ..

Statuz: Ready
Type: HP Lazerlet B5i

Where:

Comment;
Frint range Copies

o Al Murnber of copies; |1 El:
~

: CRHCE 7

6.6  Starting the Batch Scanning Process

1.
2.
3.

4.

Note
Q The scanning process tracks the total number of pages which have been scanned for each

Load all of the documents to be scanned into the document feeder of the scanner.
Set the applicable options in the Scan Documents dialog.

Click the OK button to begin scanning documents. As each page is scanned a progress bar will be

Page1 Scanning...

Transfer Mode : Mative Memory

After all of the documents have been scanned, information will be acquired about each image. How
the information is acquired will vary depending on the setting of Select how the document
information should be acquired.

individual invoice and records that information in the Invoice Header file.
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6.7 Document Properties Dialog

The Document Properties dialog is typically displayed for each image that is scanned. It allows the
user to attach key document information as well as apply any special formatting to the image.

Document Properties... EI@|E|

2 | = B zoom [Fiwian <] |
A
FOCD DISTRIEUTION COHEARY
123 Main Streat FPlainville NY, 12345 (809) 555-1286
R AR AARARFRAARRNENRE FE A A P kst kbl s bbb bd b asbdbdr b prn >
INVOICE
SOLD TO: SHIPPED TO:
THE GYRO HOUSE THE GYEOD HOUSE
192 FEARRL. 3T 192 FERRL ST
WAKEFIETD, MA 01979 WARKEFIELD, A QL1570
GRORGE
{978} S55-1530
Custamer No. Salespersot Route/Stop Order Date Delivery Date Terms Inveice No.
GYR12 NT 581 el/12/04 al/lz/ 04 KET 7 DAY3 135583
ITEM QrY. QTY. BILLING URIT EXTEND
LINE NUMPER  ORDER SHIF UM , DESCRIPTION UNITS PRICE  RMOUNT
1 22138 4 4 CASE J’/ ROAST HEEF MARQUE'S PREMIM 5.9 15.8Q 2. 20
2 23145 2.8 @.68 IB. éEPEEIRL TRTM 9.94 2.20 B.ea w
Document |0: Link 1D Page Mumber:  Descriphion:
135553 GrRI0_ [ 1
Cancel
unassigned Accounts Receivable Invoice

6.7.1 Refresh Image

The Refresh Image button ﬁ will restore the originally scanned image to the preview area.
¢ This feature may be used like an undo feature if the image has been cropped to much.

e When this button is clicked the user will be prompted to restore the original image. Click Yes to
continue.

Confirmation

6.7.2 Scroll Image

Tl
Clicking the Scroll Image button {_ﬁ will allow you to scroll the image within the preview pane by
clicking and holding the left mouse button while moving the mouse in any direction.
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6.7.3 Crop Image
Sometimes there will be excessive white space on the scanned document. This will typically occur with
accounts receivable checks, since the size and style of each check will vary for each customer.
entrée.DOC has a built in cropping feature which allows you to remove the unneeded white space before
the image is saved. This section details how to select the crop region.

1. Click the Crop Image button L1 The document in the preview area will be forced to the Full Page

@ = %n i&‘} Zoom: [FulPage | | 2441 2

it

A S g 0 R e S i S G R
g  mes
" . Co A red box will surround the
g XY 7 Durepsrioe entire image. Adjust the red
Tuar.. Hosser T e e ——— | box to surround only the
— . Fy S e o l portion of the image that
P I should be kept.
{ h n
wee g 4 Qvusi, - (,’:s..q— .

FIQIOE L SOOOCRGEILE b2

Diocument |0 Link ID: Page Mumber:  Description:

I— I I 1 entrée Accounts Receivable Cheack

oK |
Cancel |
)

unassigned | Accounts Receivable Check [
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2. Adjust the borders of the red outline by moving the mouse over one of the edges until the cursor has
an arrow on each end. Click and hold the left mouse button. While holding the left mouse button
down and moving the mouse, the red border edge will be adjusted.

. .i-n-'-2-58863\‘..&ji.iir‘.--'-k--d-;--'--:,.:- B R AT i P IV g TN UL L T S FL s TN
- ) - 5 e E iR 3
e
oot -

R KYZ Dumssres
wtpaar . Hupsay, T S LA e

3. Once the red clip border has been adjusted, click the Cut to Crop button %

4. You will be prompted for confirmation. Click the Yes button to continue.

Confirmation

5.
et XV7 Dusrasores
—Totan Hepass Ford S s e
wea_Tusos & 123976 Mﬁ'ﬁ i
*OOMIDW COCODETRALY SIALSE TES
Document |D: Link 1D: Page Mumber  Description
] |7 s
Cancel
unassigned Accounts Receivable Check
=
=~ INote

Tl
o Adjustment of the crop region may be canceled by clicking the Scroll Image button {Jj

o After an image has been cropped, the original image may be restored by clicking the Refresh

l
Image button =/,
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6.74 Cutto Crop

The Cut to Crop button %’ is used to remove excessive white space from the scanned image. It is
used in conjunction with the Crop Image feature.

6.7.5 Rotate Image

3
The Rotate Image button EI:} allows you to rotate the image in steps of 90°.

e Select the desired rotation amount from the drop down menu.

6.7.6 Zoom Mode
Select the desired Zoom Mode of the scanned image for this scanner configuration.

e If the percent option is selected you may enter a specific percentage value to enlarge by.

Onginal Size
Full Page

Fit Height
Percent
Fit Ta Page

6.7.7 DocumentID

Enter the Document ID for the scanned image in this field. The Document ID is the primary identifier for
the image.

e For AR inwices, Loading Sheets, and AP Inwices the Document ID is the Invoice Number.
e For Purchase Orders and Delivery Receipts, the Document ID is the PO Number.
e For AP & AR Checks, the Document ID is the Check Number.

e Custom images may have any value assigned as the Document ID.

- [
Document 10 Link 1D: Page Mumber:  Description: _
137674 - 1 IL
( Cancel
unassigned Accounts Receivable Invoice




Scan Document 85

6.7.8 Link ID

Enter the Link 1D for the scanned image in this field. The Link ID is the secondary identifier for the
image.

e For AR inwices and Loading Sheets, the Link ID is the Customer Number and it will be loaded
automatically after the document ID has been entered.

e For AR Checks the Link ID, is the Customer Number. This value will have to be keyed in manually.

e For Purchase Orders and Delivery Receipts, the Link ID is the Vendor Number and it will be loaded
automatically after the document ID has been entered.

e For AP Checks, the Link ID is the Vendor Number. This value will have to be keyed in manually.

e Custom images may have any value assigned as the Link ID.

Docurnent [0 Link 1D Page Mumber:  Description:

137674 - 1 L Ok
[ Cancel
unassigned Arccounts Receivable Invaice

6.7.9 Page Number
If the scanned image is part of a multiple page document you may enter the Page Number in this field.

e entrée.DOC automatically assigns the page numbers in the order that the pages were scanned, so
if the pages are scanned in order you will not need to modify this field.

e Updated the scanning process so that the total number of pages which have been scanned for each
individual Invoice are recorded in the Invoice Header file.

6.7.10 Description

This field contains a short description of the scanned image.

e The Description value may only be modified when scanning custom documents.

6.7.11 Canceling
When the Cancel button is clicked the Cancel Options dialog will be displayed. The purpose of this
dialog is to inform the entrée.DOC application what should be done with the current image, as well as
any previously scanned and/or remaining images from the current batch.
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Cancel Options

Y'ou have selected to cancel the current image aquistion process.
YWhat would you like to do?

MOTE: Clicking the Cancel buttarn will return wou ko the Document
Froperties dialog, without any action being taken.

Current [mage:

Prior Images:

¢ An option will always be displayed for the Current Image.
e The Prior and Remaining Images options will only be displayed when applicable. Set the desired
cancel option for each of the displayed image option fields.

Save for laker processing

Dizcard

Continue to process

e Selecting this option for the Current Image will return you to the Document Properties dialog without
discarding the image.

e Selecting this option for the Prior Images will process the previously acquired images as requested.
(either processed or saved)

e Selecting this option for the Remaining Images will result in the images having the document
properties acquired and subsequently saved to the image database.

Save for later processing

e Selecting this option for the Current Image will result in the current image displayed in the Document
Properties dialog to be saved into an unprocessed image file.

e Selecting this option for the Prior Images will result in all the prior images that have been processed
to be sawed into an unprocessed image file. Any document properties that were entered manually or
acquired using OCR will be lost.

e Selecting this option for the Remaining Images will result in all remaining images to be saved into an
unprocessed image file. The Document Properties dialog will not be displayed for any of the remaining
images from the batch.

Discard

e Selecting this option for the Current Image will permanently discard the image displayed in the
Document Properties dialog.

e Selecting this option for the Prior Images will result in all the prior images that have been processed
to be permanently discarded.

e Selecting this option for the Remaining Images will result in all remaining images to be permanently
discarded. The Document Properties dialog will not be displayed for any of the remaining images from
the batch.

£Z INote _ o :
= Clicking the Cancel button in the Cancel Options dialog will return the user to the

Document Properties dialog without taking any action on the Current, Prior or Remaining images.
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Unprocessed Images

When scanned documents are saved for later processing they are saved in an Unprocessed Image file.
To access these documents the Unprocessed Image Files utility must be run.

When the utility is executed, a listing of all unprocessed image files is displayed. To process a file,
select the desired batch and click the OK button. The Document Properties dialog will then be
displayed for each image in the batch.

El Unprocessed Image Files...

Document (D Document Date | Description
26| LIPIDFOI 05163510 0701 /05 Image File - Saved 0701 /05 at 16/35/10
27 UPIOFON05164728 07/01./05 Unprocessed Image File - Saved 07 /0705 at 16/47/28

H

Dacurnent bype: m - k. | Canicel

e The Document Type field may be used to only display a specific document type in the unprocessed
image file list.

e If there are no unprocessed image files the listing will not be displayed.

B=E

El Unprocessed Image Files...

There are no unprocessed images for the selected document type

Document type: |1 | canca |
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8 View Document

The Document Viewer is used to view, print, or email a previously scanned document. This section will
detail each the features of the document viewer.

E.] Document Viewer
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0000000004, 5F | Accounts Receivable Invoice
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Open Document

¢ Click the Open Document button @ to open the Image Document Search dialog.

e Using the Image Document Search dialog options select the document to be displayed in the
Document Viewer dialog.

Image Document Search...

Search by |Image ID [¢_ for [ Containg search value

Customer #| Compary
LITTLE GIAWT GROCERS

Invoice # Invoice Date

120712

E]
(2]
Document bype: |Accounts Feceivable Invoice [i [“lInclude archived documents [ ak. | I Cancel
e Search by - select one from the drop down Image Document Search...
list: )
Search by |Image D L& | for
= Image ID To— —
= Document ID Image | Do,
= Document Date 3 Docurnent Date
= Vendor # Yendor #
= Company Compary
o D eszcription
= Description

Options at the bottom of the Image Document Search dialog:

e Select the Document Type from the drop down m

list.
Dacument type: | Loading Sheet [i.
The Document Types Overview section will Purchase Order
. ) ) . Delivery Receipt
provide information about options in the Document CLishan
Type drop down list. Loading Sheet

D50 Invoice

Cuztomer Credit Application
Accaunts Receivable Statement
Unkriown

¢ Include archived documents - Check this box if you would like the documents already archived to
be included in the search.
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8.2 Document Information

Click the Document Information button o to view key information about the currently loaded

document.
entrée.DOC [‘S__<|
i ] Document Information
Image ID: 3

Document Type: Accounts Receivable Invoice
Daocument ID: 103283

Document Date; 12/07112

Link. 1D LizGo1

Link Mame:  LITTLE GIAMT GROCERS

Pages: 1

Current Page: 1

Description:  entrée Accounts Receivable Invaoice

File name: 0000000003, kiF

Location:  C\MECS)e3DemolatalDioC ARIny
Archived:  False

Note
E This button will be disabled if there is no document loaded into the Document Viewer.

8.3 Print Document
Any document loaded into the Document Viewer may be printed.

1. Click the Print button &= to open the Print dialog.
2. Select the desired printer in the Name field.

3. Click the OK button to send the currently loaded document to the printer.

Frinter

Mame: HP Lazerlet 55i Eroperties...

Status: Ready
Type: HF Laserlet BSi

wihere:

Comment;
Frint range Copies

v Al Murmber of copies: 1 5

T T

Note
E This button will be disabled if there is no document loaded into the Document Viewer.
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8.4

8.4.1

Email Document

Any document loaded into the document viewer may be emailed, in adobe PDF format, by clicking the

Email Document button . This will invoke the entrée Mail Editor dialog.

Note
g This button will be disabled if there is no document loaded into the Document Viewer.

Mail Editor

The entrée Mail Editor dialog is used to compose the message that the attached document will be sent

with.
Mail Editor

To
Ce:

Beo:

Subject:

|y0urcust0mel@theirisp. com

B=1E9

Send

|entrée mail message

X Cancel

This message and the attached documents was generated using entrée version 3.

Iv Filter address book

e The customer or vendor's default email address (defined in Customer or Vendor file maintenance in the

main entrée application) will be loaded into the To: field by default.

¢ Clicking the Send button will send the document to all of the specified email addresses.

¢ Clicking either the To:, Cc: (Carbon copy), or Bcc: (Blind carbon copy) buttons will open the entrée

address book.
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e Select the desired addresses to mail the scanned document to and click the OK button. The selected

B=ES

Select Email Addresses

Organization | Type | Mame | Email

THE GYRO HOUSE Customer Burtan, Ted TedBurtonS6@hotrail. corm
THE GYRO HOUSE Cusztormner Wiorthington, Paul pworthington2007 @yahoo. ..
O THE GvRO HOUSE Cuztorner Wiarthington, Paul gyrosdui@thegyrohouze. net

oK | Cancel |

email addresses will then be inserted into the appropriate field in the Mail Editor.
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8.5 Re-Scan Document

There may be an occasion when the quality of the original image is not good enough or key information
may have changed requiring the original document to be re-scanned.

1. Click the Re-Scan Document button 2.
2. When prompted for confirmation, click the Yes button.

Confirmation

"'-l., Selecting this option will rescan the currently loaded document,
[ ]

Continue?

3. The Scan Documents dialog will then be displayed. Select the desired Scanner Configuration and
Scanning Device that should be used and click the OK button.

[Ell scan Document... D@

1. Select a document type.

[~

2. Select the configuration vou wizh o ugze far the image acquisition.

i

3. Select the scanner that should be uzed to acquire the image.

EPSOM Twialk &
FMCk DESIGH Delphi Data Source

2
| ] | Cancel |

4. After the new image has been acquired, the image in the Document Viewer will be updated.

Note
@ This button will be disabled if there is no document loaded into the Document Viewer.
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8.6 Page Selection
Page selection controls have been provided to view each page of multiple page documents.
¢ Click then Next Page button , to view the next page of the currently loaded document.
¢ Click then Prior Page button , to view the previous page of the currently loaded document.
¢ You can also jump to any page in the document by selecting the desired page number in the Page
field.
=" INote
=
¢ Both of these buttons will be disabled if there is no document loaded into the Document Viewer.
e The Next Page button will be disabled if there are no remaining pages in the currently loaded
document.
e The Prior Page button will be disabled if there are no previous pages in the currently loaded
document.
e The Page field will be disabled if the currently loaded document consists of only one page.
8.7 Move Page
The possibility exists that multiple page documents may be saved with pages that are out of order. The
Move Page feature allows you to mowve the currently displayed page in a multiple page document to any
other position within the currently loaded document.
: AR
1. Click the Move Page button [#l
2. Select the new position for the currently displayed page from the drop down list box.
=" INote
=
e The Move Page button will be disabled if there is no document loaded into the Document Viewer.
e The Move Page button will also be disabled if the currently loaded document consists of only one
page.
8.8 Zoom Mode
This control is used to select the desired Zoom Mode of the scanned image currently loaded in the
document viewer.
¢ If the percent option is selected you may enter a specific percentage value to enlarge by.
Original Size
Full Page
Fit Height
Percent
Fit To Page
=" INote o _
= The default Zoom Mode may be specified on the miscellaneous tab of the System
Properties utility.
8.9 Closing the Document Viewer

The Document Properties dialog is closed by clicking the Close button E]
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9.1

Print Documents

The Print Documents utility is used primarily for batch printing a group of documents. Documents may
be selected using any combination of Image IDs and Link IDs. Documents may also be selected using a
specific date range. This section will detail the use of the batch print utility.

Batch Print... |E| le

Prirter

M ame: |HF' Lazernlet B5i

Status: Feady
Type: HF Lazerlet BSi
Where:

Comment;

Image Filters

Dacurment Tope: |.-’-‘-.n::n::n:|ur'|ts Receivable Invaice j

Image (D | ﬂ
Customner H#: | ﬂ

D ate Options

[ Print documentz by date range

| [] & | [~

Ok | Cancel |

Printer Information
The printer information area is used to specify to which printer the scanned documents will be sent.

¢ Clicking the Properties button will allow you to choose the device specific settings of the printer
listed in the Name field.
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9.2

9.3

931

Document Type
Specify the document type to print in this field by selecting the type from the drop down list.

Accounts Beceivable [nvaoice

The Document Types Overview section will Accounts Receivable Check

Aocounts Payable Invoice
Aocounts Payable Checl,

Purchase Order

Deliven Receipt

Cuzkom

Loading Shest &

DS0 Invoice | |
Cuztomer Credit Application —

Accounts Receivable Staterment @\

provide information about options in the Document
Type drop down list.

m

Image ID Filter

Every document that is scanned into entrée.DOC has a unique Image ID. The Image ID may be used
when filtering which documents to print. If this field is not blank, only documents with a matching Image
ID will be printed.

e Enter the Image IDs of the documents to print in this field.

e IfanImage ID is unknown, press the F5 key while the cursor is in this field, or click the
Search button to invoke the Image ID Search dialog.

e Multiple Image IDs may be separated using a comma and ranges of Image IDs may be specified
using a dash.

Image ID Search Dialog

The Image ID is a unique identifier for every scanned document in the entrée.DOC system and usually
the Image ID will is unknown. The entrée.DOC system has a special search system to locate the
Image ID of a document based on other key information about the document. This section will provide
an oveniew of the Image ID Search System.

Image Document Search... r._|rg|g|
Search by |Image D ﬂ for | | Containg zearch value
Image [0 Invoice # |mvoice Date Cuztamer #| Compary Drezcription ”~
2105231 111103 ATTRIUM GROCERS entT e Accounts Receivable lnvoice
31135601 mA2/04 STRID ST. ROSE LOUNGE entiTe Accounts Receivable Invoice
41135583 124504 GYR10 THE GYRO HOUSE entiT e Accounts Receivable lhvoice
51103232 11410403 CHI10 CHIMNA SE& entiT e Accounts Receivable lhvoice =
B 103235 11410/03 ATT10 ATTRIUM GROCERS entiTe Accounts Recevable lnvoice
7103236 11410403 ATT10 ATTRIUM GROCERS entiTe Accounts Receivable lnvoice
8103237 11411403 BIG10 BIG AL'S entiT e Accounts Receivable lnvoice Z
< I
Document type: |Accounts Feceivable [nvaice j ] | Cancel

e Once the desired document is displayed in the search grid, select it and click the OK button.
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9.3.1.1 Search By

The Search by field will allow you to search based on any of the columns displayed in the search dialog.

e The available options will depend on the type of document you are searching for, but will be titled
according to the column headings of the search grid.

e You may also set the column to search simply by clicking on the desired column title.
9.3.1.2 Search For
Specify the text you wish to Search For in this field.

¢ The value entered will be compared to all available data in the column specified by the Search In field.

e The data displayed in the search grid will be dynamically updated as you type in this field, with the
closest match appearing at the top of the grid.

9.3.1.3 Contains Search Value

If this option is enabled, the value entered in the Search For field may exist anywhere in the value of the
specified column.

. Example Suppose you are searching for a customer called Joe's Fabulous Franks.

e If the Contains search value option is enabled entering Franks into the Search For field will return the
desired entry.

e Howe\er, if this option is not enabled, you will have to type Joe into the Search For field to have the
entry displayed.

9.3.1.4 Sorting the Columns

¢ Clicking on a column title will sort the selected column in ascending order.

¢ Clicking the same column once again will resort the data in descending order.
9.3.1.5 Document Type

This field is used to select the Document Type that is displayed in the search grid.

o After a Document Type is selected, only documents of the specified type will be displayed in the
search grid.

o [f this field is set to Unknown, all documents will be displayed in the search grid regardless of their
Document Type.

Accounts Beceivable [nvaice

The Document Types Overview section will Accounts Receivable Check,

. ; - : Aocounts Payable Invoice
provide information about options in the Document Accounts Payable Check

Type drop down list. Puichasze Order
Deliverny Receipt
Cuigkarm
Loading Sheet &
DS0 Invoice
Customer Credit Application @

m

Aocounts Receivable Statement
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9.4.1.1

9.4.1.2

Link Filter

Every document that is scanned into entrée.DOC has an associated Link ID. This Link ID is used as a
secondary identifier for the document and may be used when filtering which documents to print. If this
field is utilized, only documents with a matching Link ID will be printed.

¢ In this field, enter the Link IDs of the documents to print.
e IfaLink ID is unknown, press the F5 key while the cursor is in this field, or click the Search button

to invoke the Link ID Search dialog.

e Multiple Link IDs may be separated using a comma and ranges of Link IDs may be specified using a
dash.

Link ID Search Dialog

The Image Link Search dialog lists all available Link IDs for the currently selected document type in
the Batch Print dialog.

e The data columns displayed will also depend on the currently selected document type in the Batch
Print dialog.

= For inwices and loading sheets, the columns displayed will be Customer Number and
Company Name.

= For Purchase Orders it will display the Vendor Number and Vendor Company Name.

e Once the desired Link ID is located, select it and click the OK button to return to the Batch Print
dialog. The Link ID selected will automatically be inserted into the Link Filter field.

Image Link Search... E| @|PE|

Search by |Eu$tnmer# j for |

Customer # Company -~
ATT10 ATTRIUM GROCERS

|eiGio BIG AL'S

I:HI1III CHIMNA SEA,

l Fam10 FAMTASY CAFE W

[ Containg zearch value 1] | Cancel

Search By

The Search by field will allow you to search based on any of the columns displayed in the search dialog.

e The available options will depend on the type of document you are searching for, but will be titled
according to the column headings of the search grid.

¢ You may also set the column to search simply by clicking on the desired column title.
Search For
Specify the text you wish to Search For in this field.

e The value entered will be compared to all available data in the column specified by the Search In field.

¢ The data displayed in the search grid will be dynamically updated as you type in this field, with the
closest match appearing at the top of the grid.
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9.4.1.3 Contains Search Value
If this option is enabled, the value entered in the Search For field may exist anywhere in the value of the
specified column.
ol Example Suppose you are searching for a customer called Joe's Fabulous Franks.
e If the Contains search value option is enabled entering Franks into the Search For field will return the
desired entry.
e Howe\er, if this option is not enabled, you will have to type Joe into the Search For field to have the
entry displayed.
9.5 Date Filters
To print a specific date range, check the box to Drate Options

enable the Print documents by date range option. ™ Print documents by date range

Once enabled, select or enter a starting and ending | =] o] =1
date.

e Only documents with a document date within the
specified range will be printed.
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10 Archive Documents

Feature is Only in entrée V3
The Archive Utility allows previously scanned images to be “archived” or saved to another location like a
server, different computer on the network, in the cloud or other secure location.

You can select which document types you would like to archive.

You will choose an archive ending date or cut-off date for the documents to collect and archive.

Finally you select a location where these images will be archived.

entrée version 3 will go to your archive location when you are looking for documents that are
archived.

The Archive Utility allows previously scanned images to be “archived” or saved to another location like a
server, different computer on the network, in the cloud or other secure location.

entrée.DOC Archive Utility...

Image Filters

Document Type: | Accounts Receivable Invoice [i

Archive Ending Date: | 12/31/13 [ ¢

Archive Location:

K I Cancel

Image Filters Section
e Select the Document Type you
want to archive.

Image Filkers

= Accounts Receivable Inwice
= Accounts Receivable Checks
= Accounts Payable Inwice

Docurnent Type:

Accounts Receivable Check,

Archive Ending Date:

= Accounts Payab|e Checks Accounts Payable Invoice |

. . Accounts Payvable Check, 3
" Dellvery Receipt Purchase Crder
= Loading Sheets Delivery Recsipt

R Archive Location: Custanm

= DSD Inwice Loading Sheet —
= Customer Credit Application (o)

= Accounts Receivable Statement
= Custom l | I Cancel
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e Choose an Archive Ending Date. This is the latest date that you would like to archive at this time.
The selected Document Type will be extracted for archival processing from the entrée system with

dates prior to and including the Archive Ending Date.

entrée.DOC Archive Utility...

Imaqe Filkers

Document Type: | Accounts Receivable Invoice [i

-

archive Ending Date: | 11/30/12 | 2

Sun Mon Tue ‘Wed Thu Fri Sak
1 2 3

4 5 6 7 & 9 10 = 1
1 12 13 14 15 16 17 |Ck,

18 19 20 21 =22 23 =24

25 26 27 28§ 79 &
7 | Cancel

= aToday: 12/5/2012

Archive Locakion:

Archive Location
Use the Browse button on the right to open the Browse for Folder dialog and select an Archive

Location to store your scanned images.

Browse for Folder

Select where the Accounts Payable Invoice images should be
archived,

= [EF Desktop
B My Documents

j My Compuker
&J My Network Places

Cancel

EExample Your Archive Location could be on your sener, on a different computer on your
network, use a senice in the cloud, or on an external hard drive. You have many options available to you.

It is suggested that the archive location be secure and is backed up periodically.
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In the example below the H: drive is an external hard drive used for the archive location.

entrée.DOC Archive Utility...

Imaqe Filkers

Document Type: | Accounts Receivable Invoice

Archive Ending Date:  12(06{12 ||

Archive Locakion:

AR CHIVES

|

Cancel

¢ When you click OK and run the archive utility if
there are no files that match your archive date
or document type you will see the "There were
no files found to archive" error message.

¢ Click OK to close the error message, change
the Archive ending date and try again.

entrée.DOC

3

» | } There were no files Found to archive

¢ If the archive was successful the Report Viewer will be displayed with information about the

document scans that were archived.

= Use the Save button to sawe the report on your computer.
= Use the Print button to print the report.
= Click OK to exit the report.

Report Viewer...

ﬁmage 3 has heen archived to Hi' ARCHIVES

Lﬁ Save o Print
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entrée.DOC in entrée

entrée V4 SOL
Access some entrée.DOC features in the Add-Ons ribbon entrée.DOC menu.

@ Inventory Customer Vendor Salesperson Dashbeoards System
: y e It = ﬁ

entrée.GL  entrée.DOC  entréeFAX entrée.DOT  entrée NET  entrée MW  entréeDSR  entrée UPC  entréeFS  entrée.PTV

- - - - - - - - - -

o

Routing Data  Import/Export
Exchange 2

entrée V3
Access entrée.DOC features in the entrée System menu.

This section will detail how to access features of the entrée.DOC Document Scanning System in either
version of the main entrée system.

e Change / Print Invoice

e Enter Cash Receipts

e Customer File Credit App Button
e Customer Account Inquiry
Change Purchase Order

Print Statements

Reports

Note
@ entrée.DOC must be installed on each workstation that will be accessing the image
files, regardless of whether or not the workstation will be scanning images.

Change Invoice / Print Invoice

DOC Images drop down menu options. -
e If either the inwice or loading sheet has not DOCImages
been scanned, you can scan the document, by S (T

clicking the DOC Images button followed by the

Scan Invoice or Scan Loading Sheet option.
¢ Once scanned use the DOC Images View

Invoice or View Loading Sheet options.

Scan Loading Sheet

& arinag Shee

entrée V3
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Customer No, | LU 01 Invaice Mo, | 103283 = Invoice Date | 1240712 [2]  OiderDate 12007112 [

= e ﬁﬂﬁ"ﬂii ccu.;q“ Eiizgi Info Eqm} .EEU%W E'"‘a‘l‘j"?”‘c

- S I
Bill To || /1717 GakT GROCERS Shi  2conimers RS
25WEST STREET Scan Loading Sheet
GUILFORD. CT DF442
Wiew Invoice:
Wiew Loading Sheet
F.0. Numbet |Verbal | Rous | C Sem | [¥IPinthoice
dridd = Delete [ EdiMode Maloiln aBWeight FE|PiorSales @ 5clclizpe [SFindltem (M5 00c: EEC0OL  @inio

Item # UOM |Description Ship Oty Ship Wt Urit Price Extended Amt

30710 CASE BBG SAUCE CATTLEMAN 2 1 0.0000 9.2500 9.25

and  HEINZ Line: 1of 4 Min Price; 19 5650

id ltem Whee Loe, 22222 Unit Profit. & 4.06/ 17.41%
Pieces per Case: 1

| Fidsy  |TotalCasss & | Total Profit: $25.17/17.45% TaxTotal: 000 [Invoice Total ~ $  154.25
| Total weight:  158.00

|TotalCubes: 0 |Promo Total 0.00
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entrée V4 SOL

Go to the Customer ribbon menu > Invoice drop down menu > Change Invoice.

-
% Change Invoice =
7 Customer No. WOOS00 Invoice No. 521117 H |0 InvoiceDate 07/03/14 ~+ OrderDate 07/03/14 ~ |i. Route 00006 Stop 390
) =
. : . B | g = ||| 2
woiceMode  Food Sh Billing Detail ~ Acct.Inquiry Contacts | Comment | | DOCImages | | [E-mail invoice
Ship-To Address SrminiE Date Time {3 changed by B
WOODY'S DINER Scan Loading Sheet 1/27/2014 |12:15:08 |Frark Cherristone
9N, WOOD 5T. u — 7/3/2014  [12:00:51 |entrée aca| |
WAPAKONETA, OH 45835 ) 2/10/2014 [10:51:54 |entrée acc!
— 2/7/2014  |10:34:38 |Frank Cherristone LA
1/30/2014 |10:49:41 |entrée administration acct
P.O. Number Verbal [ Print Invoice 1/30/2014 |10:12:35 |entrée administration acce)
A
. Add . Delete | 0 Edit Mode~ [T | Lotivfo g Weight  COOL | .. PriorSales~  Salehtems {j Substitutes | , - Findtem .. GP Info
Rrev [oT [1tem = luom |Brand Name Description Pack size Order Qty |ship Qty  |ship wat Unit Price Extended { »
c 3 CASE |GOLD MEDAL 5
C_|salosi03  case sReEwcry APTZR ONIONRINGBTRDBEERTHIN 38 6/2.5% 1 1 170000 48.4100 841 |-
E C 0705061 CASE PACKER NAPKIN DNMR WHT 17X17 1PLY 16/250 EA 1 1 11.4000 45.1100 45.11
e ov117 EACH 0T DMY WET #20 1MOoP 1 1 0.0000 2.5200 292
c |salwz:i  |casE packer BEEF GRND 51/19 FINE BULK REF 8/10% 1 1 50.0000 est. 4.5300 366.40 &
9 16500 CASE PACKER BEAN GREEN CUT 6/10 2 2 92.0000 30.7000 61.40
C __ |sA [17000 CASE |STANISLAUS SAUCE PIZZA PREPARED FULL RED 6/#10 1 1 45,0000 28.7100 28.71 pi
< 1L ] 5
Line: ‘ 1of14 On Order: 0 Base: 26.8800 Dot Lead Time 0 days
Sea. # OH Quantity: [8.00 TtemProfit:  |s2.34/8.01% Item Whse Loc: [RAEA
Brand: GOLD MEDAL OH Weight: |0.0000 Level 1: 32,7800 Unit Profit: $2.34/8.01%
Pack: 4/1GAL Last Sale: 07/03/14 Level 22 34.9100 LastSale 1 N/A
Pieces per Case: 1 Last Qty: 1.00 Level 3: 33.6000 Last Price 1: NfA
‘ Last Price: 29.2200 Dot Item Type Mormal Item Profit % 1: [M/A
Total C: : |16
L e I Total profit: [$237.13/29.85% TaxTotal:[$0.00 |

| E—T
Total Cubes:

Promo Total:[ $0.00 | Ivoice Total:[$794.39 |

¢ In both version 3 and 4 SQL once the inwice or loading sheet has been scanned, you can view the
document, by clicking the DOC Images button followed by the View Invoice or View Loading
Sheet option.

entrée V3

Change Invoice (View Only)

103231

Invoice Date [11/11/03 [ OrderDate [11/08/03 [

Customer No. Invoice Mo,

nE

Bill To

Ship To  ATTRIU
Hiv 7
PEABOT

Wiew Loading Sheet !

P.0. Mumber Print Invoice Route

CASE BROCCOLI SPEARS 4 4 0.0000 18,0500
20100 CASE BEEF GROUND 21719 4 4 332200 | 1.3000
20231 CASE HAM FOUR STAR ROUND 5 5 2723400 | 22000
30001 [CASE KETCHUF BTLHEINZ 4 4 0.0000 23,2500
40515 CASE | SALAMI 4 4 438100 16000
Last Sale: 09/06/05 Fieal
LastOy: 500 Base:
Last Price. 300700 Markel:
Ad Hlowr: i 0 ter Profit $ 1795/ 1500 | AAAAEE
Total Cases: 25 Total Profit $257 98/18.51%  Tax Total 0.00 Invoics Total ¢ 1398.66

943,81

Total Weight:
] Fromo Total:

Total Cubes: 0.00

[ %o ]

Print Invoice
The operation of Print Invoice has been modified so that the "Ship To" Customer Number is printed
on all inwices when the entrée.DOC option is installed.

Typically in entrée it is the "Bill To" Customer Number that is the primary identifier on most invoice
types, but entrée.DOC requires the "Ship To" Customer Number so it can properly verify the scanned
document.
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11.2 Enter Cash Receipts

When you enable System Option # 125 users are prompted to scan a check immediately after posting
payments in entrée.

entrée V3

7 Enter Cash Receipts
Customer No.  AMMN10 , ./ Receipt Information ) )
Receipt amount 36223 l_l l—l
AMM SAND ENTERPRISES
2419WEST 5T Apply as Credit/Discount |
SALEM, WA 01912 sy G O
Check Number 43786] O I
Apply Date  12/05/12
eceunt Stelus Batch Number | 107134 Sal Ca
atch Number alesperson
Balance 36223 Open Credits 0.oo
Batch Total 0.00  Invaice Mumber
Terme (MET 7 DAYS
Mew Receipt
Find Invoice [ Showe "paid" invoices
I Date v # Stat |lmw. Amount  |Amount Paid | Credit/Dizcount |Net Due |App|y PAYMENT |P.O. # A
mount Applied

12/8/11 103259 83.00 0.00 000 83.00 0.00 000

21312 103258 172.30 0.00 0.00 17230 0.00

21312 103261 3260 0.00 000 3260 0.00 Remaining to &pply

Edit Customer Notes I Cancel

entrée V4 SOL

Go to the Customer ribbon menu > Cash Receipts menu.

=== Enter Cash Receipts

Customer Mo. BEP101

BEPPO LUND
414/ WATER STREET
PIQUA, OH 45358

=)=

Receipt Information

0.00

[7] &spply as Credit/Discount | GL

Receipt amount Apply Credit Memo

7] Non-&R Receipt

Account Status Hﬁ e
Balance 53792 Open Credis 000 Batch Number 126641 Salesperson 20
Batch Total 0.00
Tems ACH
New Receipt
[] Show “paid” invoices
Imvoice  Invoice gy yoice Amount Amount Paid Credit / Net Due Aoy P.0. Number Balance Due
Date Humber Discount PAYMENT
12/07412 | 621034 $12.97 $0.00 $0.00 $1297 $0.00 $1297
01/16/14 |B21107 BC $244.92 $0.00 $0.00 $244.92 $ 0.00 BOUNCED $257.89
01/30/14 |521116 $218.40 $0.00 $0.00 $218.40 $ 0.00)Verbal $476.29
01/28/14 |621118 $26.44 $0.00 $0.00 4 26.44 $ 0.00Verbal $60273
0217114 | 621127 CF $35.00 $0.00 $0.00 $35.00 $ 0.00 Bounced Check Fee $637.73
0310714 |521361 FC $019 $0.00 $0.00 3019 % 0.00| Finance Charge $537.92

Edit Customer Motes

Apply
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e System Option # 125 - "Prompt to scan check in cash receipts entry".
= When entrée System Option # 125 is enabled users will be prompted to scan a check

immediately after posting payments to entrée.

= After the OK or Apply button is clicked for a qualifying
entry, the Confirm dialog will be displayed.

= Click the Yes button to scan the check image or No to
bypass scanning.

= INote _ . .
= If system option # 125 is disabled, checks may still

be scanned using the Scan Documents option from the
entrée.DOC menu.

:{/ Scan check image?

e System Option # 112 - "Allow cash receipts to be posted to AP as deposits".
= The prompts for posting to AP and scanning checks in entrée.DOC will be available for each

individual receipt in a multiple-receipt posting.

= After clicking the OK or Apply buttons it will displayed the Confirm dialog box to take action for

each individual receipt that is being posted.
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11.3
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Customer File Credit App Feature
entrée V4 SOL

In entrée V4.1 the Customer Credit Application feature was updated so that a credit application PDF file
may be optionally uploaded into the system instead of being required to scan the document into the

system.

In the entrée V4 Customer file on the Customer Tab the Credit

App button opens a menu with the Upload Credit Application [ ol Crecitt App l

option. Scan Credit Application
This option will allow you to upload a credit application PDF file Upload Credit Application
into the system instead of scanning the document using

entrée. DOC. View Credit Application

e Scan Credit Application to use your scanner to get the application into the system.
e Upload Credit Application to upload a PDF application into the system.
e View Credit Application used to open and read the application.

Uploading a Credit Application PDF
. Go to the Customer ribbon > click the Customer option to open the Customer File.

Find the desired Customer using the Search feature.
In the Customer Tab click the Credit App button.

1

2

3

4. Select Upload Credit Application from the menu.

5. The Open dialog opens in your entrée necs_shared\01 folder.
6

Locate and select the customer's credit application PDF file.

— v 4 « 01 » DOC » PDFs w Q) Search PDFs 0
Organize « Mew folder =~ I @
iy Local Disk (C)  ~ Mame a Date modified Type
aa Data (D) L test credit application PDF.pdf 10/12/20179:41 AM  Adobe Ad

—F Metwork
sl Hemmanrnin i = »
File name: | test credit application PDF.pdf V| PDF files (*.pdf) v
Cancel

Note . .
g Storing Input PDF Files: Since the credit application PDF files are coming from an

outside source you will need to store them somewhere. You can create a sub-folder in your

necs_shared\01 (entrée system shared 01 folder) to store the input credit application PDF files in one

location.
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-Example Here a PDFs folder was added to D:\necs_shared\01\DOC\ to store the input credit
application PDF files.

» This PC » Data(D:) » necs_shared » 01 » DOC » PDFs w | D) Search PD... 2
Marme Date medified Type
'E] test credit application PDF.pdf 101272017 941 AM  Adobe Acrobat D...

7. Click the Open button to upload of the PDF into the system.

8. Click the Credit App button and now the i
Credit App
View Credit Application option is enabled. |' A '

Scan Credit Application
Upload Credit Application

View Credit Application

9. Click the View Credit Application option to see the uploaded PDF in the Document Viewer window.

@Open @lnfo | ﬁl’lim @Email | Page: ( Prior } Mext | Zoom:

This 1s a test
customer
credit

application
PDF for
entrée.DOC.

Image ID: 1 Customer Credit Application

10. Click Apply to sawe the changes to the customer.
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In the Customer Account Inquiry utility, users can scan checks or view previously scanned checks
using the the Cash Receipts button or the Payments button dialogs.

Z

entree V3

; Customer Account Inquiry
Customer Mumber |ANN10 /.\ |

ANNTO - NN S5AND ENTERFRISES

2419'WEST 5T
SALEM, Ma 01912

Account Balance

Open Credits

$3E10.83 |

$0.00

12/23/08 1443 103233 ME noo noo
12/23/08 1442 103234 ME noo noo
07/06/11 | 518 103237 34.85 noo
07/06/11 | 518 103243 ME noo noo
12/08/11 | 363 103253 noo noo
Open Receivables Aging
Current | $0.00 7-14days  $0.00

‘rearto-date Sales | $0.00
Contact: ANMN 05/28/411
Phone: [978] 5551230 Salesperson: C4 el Pt
Credit Limit | $5,000.00
Terms MET 7 DAYS

I MTD Sales I HTD Sales I Aging Feport I E-mail Invoice
I Sales Breakdown [ Manthly 47 Breakdown I Cash Receipts Payments I Edit Customer Mates
I Date |Da_l,ls Old |Inv Na |Stat ‘Inv Amt ‘F‘ayment |Credz’D\sc Net Due Balance Fwd |Last Pmt |Last Ck #
12/02/03 3291 2480.63 248063 0.00 0.00 0.00 0E/28/11 346730
12/02/03 3291 1908.28 190628 0.00 0.00 0.00 0E/28A11  B7E32
12/02/03 3291 227186 227186 0.00 0.00 0.00 0E/28A11 87632

22758 2275
22.75 45.50
noo 45.50
24380 28340
&3.00 3v240

06/28/11

87632

> 14 days $3610.83

entrée V4 SOL

Go to the Customer ribbon menu > Tools drop down menu > Customer Account Inquiry.

= Custemer Account Inquiry

Customer Number 3EP101

CREDIT HOLD

BEP101 - BEPPO UNO
414 W. WATER STREET
PIQUA, OH 45356

Account Balance
Open Credits

Year-to-date Sales

£3,009,52

£0.00

£0.00

Open Receivables Aging

Current $0.00

7-14days $0.00

> 14days $§3,009.52

Last Payment Date  02/17/14

Contact: DARLA WILLTAMSON

Phone: (337) 615-1100  Salesperson: 20 Credit Limit $3,000.00

Terms ACH

l MTD Sales ] l ¥TD Sales ] [ Aging Report ] [ E-mail Invoice ]

l Sales Breakdown ] [ Maonthly AR Breakdown ] [ Cash Receipts ] [ Payments ] [ Edit Customer Notes I
InvDate |Days Old |Inv No  |Stat [Inv Amt  |Payment |Cred/Disc [MetDue |Balance Fwd |LastPmt |LastCk # -
10/02/12 | 687 517952 269.58 | 246.20 | 23.29 0.00 10/04/12 |ACH100412 |E|
10/01/12 | 638 513305 2222,50 | 2175.08 47.42 0.00 0.00 10/01/12 |ACH100112 |
09/28/12 | 691 513316 22.03 22.03 0.00 0.00 0.00 10/01f12 |ACH100112
09/29/12 | 630 513422 3412 0.00 54.12 0.00 0.00 10/01f12 |CM513803
10/01/12 | 638 513564 32.99 32.99 0.00 0.00 0.00 10/01/12 | ACH100112
10/01/12 | 638 513586 93.28 93.28 0.00 0.00 0.00 10/01f12 |ACH100112
10/02/12 | 637 513588 58.70 58.70 0.00 0.00 0.00 10/04f12 |ACH100412
10/01/12 | 688 513503 CM | -54.12 -54.12 54.12 0.00 0.00 10/01/12 | CR. MEMO
10/02/12 | 687 513573 143.80 143.80 0.00 0.00 0.00 10/0412 | ACH100412
10/04/12 | 685 513348 892,61 892,61 0.00 0.00 0.00 10/04f12 | ACH100412 | -
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¢ If a check has been scanned, the user will be able to click the View button to see the scanned image
if available.
¢ If a check has not been scanned, click the Scan button to attach an image to the payment.

¢ Click the Cash Receipts
button to view all payments
made to a customer's

Cash Receipts - Cust #ALET0

account. Check/Refterence #
[10/23/04 $842 87
e Then click View to view the 100 11.01/04 $R37.36
selected check / reference Ch135912 11701 /04 $12.50
document.
1674 11402404 $823.00
CRED/DIS 11402404 $0.62
CRED/TIS 12/03/04 $5.00
2 06/28/05 $24.84

| (sen ] (oo

¢ Click the Payments button
in Customer Account
Inquiry to view all
payments made to a
selected inwoice.

e Then click View to view the
selected invoice.
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Change Purchase Order

DOC Images drop down menu options.

117

o If either the purchase order or delivery receipt has not Scan Purchaze Order
been scanned, you can scan the document by clicking
the DOC Images button followed by the Scan
Purchase Order or Scan Delivery Receipt option.

e Once scanned use the DOC Images View Purchase
Order or View Delivery Receipt options. View Delivery Receipt

Scan Delivery Receipt

View Purchase Order

entrée V3
Change Purchase Order

Wendor Mo GEX10 Purchasze Order Mo 10074 /\ Required Date 05/14/04 P.O. Date 05/14/04
Vendor GOURMET EXPRESS Ship To  CIT¢ FISH MARKET
345 PLEASANT 5T 123 Main Streset
MEW ORLEANS. L& 70173 Flairwille, My 12345
Contact | EHCY OF DANNY Phone 1204 555-3285 Ealist
Tems NET7 iDOC Ima s | I I I FEreight Infa HMiscelaneous
Edit Method
Add Item Delete lbem Itemn Pallet Info —t & InGid £ Inwindow
Wiew Purchase Order
Item # Description d Wit Ordered | Unit Cast Extended Amt

1.1500 10

Wend #: 520-5150 Total Units: 75.00 — 3363.75
P.0. Total
Last Purch.: 10/07/04 Total Weight: 3150.00 [ EdiConmen. | o
Last Cost: 1.15 Total Cubes: 0.00 W‘
OnHand: -39.00 / -1521.0000% [ Supplemenid PO, |

On Order; 7% Ok LCancel

Pack Size: 31134#

entrée V4 SOL

Go to the Vendor ribbon menu > Purchase Order drop down menu > Change Purchase Order.

<= Change Purchase Order EI@

Vendor No. BOWMAN Purchase Order No. 37874 Required Date 08/02/13 P.0. Date 09/02/13 +
Vendor BOWMAN &LANDES MEATS Ship To BLACK RIVER PRODUCE

6490 EAST ROSS ROAD 1050 PROGRESS ST

NEW CARLISLE, OH 45344 GREENVILLE, OH 45331
Contact  Anita Phone  (937) 845-3466 Contact
Terms  NET 10 E-mai P.0. Vendor Notes Ereight Info

i Edit Method

((addtien | [pdetetten | [ Fditen | [ttemgalitioro | | potitens Dﬁf; Mode . o —
Item # |Description UoM |Qty Ordered  |wgt Ordered  |unit Cost  |Extended Amt
410178 |TURKEY FRESH PUMPED 15% PC. 2 35 2.0000 | 72.0000
41017 TURKEY FRESH PUMPED 15% SPEC. ORDER CASE 2 3 20000 720000
12000 TURKEY LEGS SMOKED™ cAsE 2 60 2,0000 | 120.0000

Vend #: Total Units: 6.00 P.0. Total 264.00

LastPurch.: 02/21/14 Total Weight: 132.00

Last Cost: 2.00 Total Cubes: 0.00

On Hand: 4.00 / 72.0000#

—— s soummte
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11.6

11.7

Print Statements

The process to print statements has been updated so that each customer's statement will be logged to
support scanning and recalling copies of these documents in entrée.DOC.

Statements in entrée are more like a report than a "document” (ie. inwice) so the logging process can
store key information about the statement.

Statement Information stored in the entrée:

= Document configuration.

= Active aging periods.

= [f credits were excluded.

= The chosen date range for the statement.

= The new system-generated "Document ID".

= The date and time the document was printed.

= The Security ID of the user account that produce the statement.

entrée V3
Use menu path: Accounting > Accounts Receivable > Print > Statements

entrée V4 SOL
Go to the Customer ribbon menu > Statements drop down menu > Print Statements.

Document ID

Every statement that is printed will be assigned a "Document ID" in entrée. This is a unique numeric
identifier up to 8 digits in length. The Document ID field is long enough to support 10,000 customers
getting one statement each week for 200 years before the numbers roll over to zero.

Reports in entrée

Sales: Invoice Register Report - This report Configure tab has column options to support
entrée.DOC.

e "Total Pages" will show number of pages that were produced when the inwice was printed.
e "Scanned Pages" displays the number of pages that were scanned by entrée.DOC for the invoice.
e "Missing Pages" will display the number of pages that were not scanned by entrée.DOC.

In the image below the columns for entrée.DOC have been added to Data Row #2.

entrée V3

) = P
Vi ¥ = = L dy . € P
General Filters Lapout Appearance Output Configure GP Configuration  Prexview Lapout
Revision Code A 2 —
Foute Mumber g = " . g . E . X Mumnber of Data Rows: E i
Foute Standard Inzert Field  Delete Field Custorn Field Field Up  Field Down | Field Optiots —
Salesperson Name Diata Row #1 Data Row H2
Security Full Mame
Security User Name Irvoice D ate Ship To Mumber
Ship To Address 1 Irvwoice Mumber Ship To Compary
Ship To Address 2 Bill To Mumber Scanned Pages
Ship To Address 3 Bill Ta Comparny Total Pages
Ship To Address 4 Sales 1D Mizzing Pages
Ship To Address 5 Irveoice Tax

Reports are configured and generated using the Ré3 Control Panel located in the Reports menu. The
full reports menu may be turned on, on a per user basis, by enabling the Run Reports option in the
System > System Preferences > Personal Settings tab.
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entrée V4 SOL
e Go to the System ribbon menu > Ré4 - Control Panel. Reports are configured, generated and
scheduled here.

e Update Utility - View Database Information Feature
In the entrée V4 SQL Update Utility > View menu you have the View Database Information option to
view the .DOC related SQL database information.

In the View Database Information image below we hawe all the .DOC databases listed with the field
information for the EDSTORE .DOC images database.

[
—

T icw Databace Infor

Table selection list
0 £y

Table Name |Descri|:|tion | -

EDDEFCFG .DOC default configurations

EDIMAGE .DOC images (version 3)

EDPROPS .DOC properties -
EDREGION .DOC regions 1
EDSCAMCF .DOC scanner configurations

| .DOC images

Field information for table "EDSTORE™

Field Mame Data Type Field Width |Field Decimals |Description
IMAGEID Auto-ncrement (4 bytes]4 i
DOCTYPE Integer (4 bytes) 4 0
DOCID Visual FoxPro-style varial 15 0
\ DOCDATE Date 8 0
LINKID Vizual FoxPro-style varial 15 0
M| | LINENAME Visual FoxPro-style varial 35 0
|| | DESCRIP Visual FoxPro-style varial 100 0
LOCATION Visual FoxPro-style varial 8 0
I LOCID Integer (4bytes) 4 ]
UPI Logical 1 0
EMEXPORT Logical 1 0

Index information for table "EDSTORE"

Unigue |Desc. |Index expression

Tag Mame

DOCDATE
LINKID
LINKMAME

DOCDATE
LINKID
LINKNAME
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Appendix A - Batch Scanning Invoices

entrée V3
1. Use entrée menu path: System > Select entrée.DOC.

Select the Scan Document option.

Set the Document Type to Accounts Receivable Invoice.

Select the desired Scanner Configuration from the scanner configuration list.
Select the desired Scanner from the available devices list.

Select the desired method of acquiring the document information.

Load the invoices into the scanner's automatic document feeder.

© N o g b~ w D

Click OK to begin the scanning process.

entrée V4 SOL
Go to the Add-Ons ribbon menu > select entrée.DOC.

Select the Scan Document option.

Set the Document Type to Accounts Receivable Invoice.

Select the desired Scanner Configuration from the scanner configuration list.
Select the desired Scanner from the available devices list.

Select the desired method of acquiring the document information.

Load the invoices into the scanner's automatic document feeder.

© N o g bk~ w D PP

Click OK to begin the scanning process.

121
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Index
A -

About entrée Versions
entrée V4 SQL 12
entrée Version3 12
Access in entrée.DOC
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Accounts Receivable Inwoices
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Adobe Reader
Access 14
Appendix A
Batch Scanning Inwoices 121
Archive Documents
Archive Ending Date 104
Archive Location 104
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Batch Scanning Inwvoices
Oweniew 121

_C-

CD Installation Process
Oweniew 20

Change Inwoice
Oweniew 108

Creating a New Configuration
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Basic Information - Document Type 59
Image Quality 59
Image Quality - Color Mode 60
Image Quality - Image Resolution 60
OCR Document ID 66
OCR Document ID - OCR Region 68
OCR Document ID - OCR Test 68
OCR Document ID - Threshold Color 69
OCRLink ID 69
OCR Page Number 70
OCR Setup 65
Page Settings 61

Preview Image 64

Preview Image - Invert Image Colors 65
Preview Image - Rotation 64

Preview Image - Zoom Mode 64
Preview Setup 63

Printing the Scanner Configuration Status Report
70

Scanner Configuration Status 70
Scanner Settings 61
Credit App Button

Customer File Credit App Feature for PDF upload
113

Customer File Credit Application PDF upload
40
On the Customer Tab in the entree V4 Customer
file. 40
Credit Applications
Customer File Credit App Feature for PDF upload

113
entree V4 Customer file Customer Tab Credit App
feature 40

Scanning Defaults Tab 40

Upload a customer credit application PDF file

instead of scanning. 40
Customer Credit Application

Security Manager Misc option #91 27
Customer Credit Applications

Security Management Misc option #91 34
Customer File

Customer Tab Credit App feature in the entree V4
Customer file. 40

D -

Default Configurations Tab
Configuration 43
Document Type 43

Deleting a Scanner Configuration
Welcome screen 73

Document Properties
Canceling 85
Crop Image 82
CuttoCrop 84
Description 85
Document ID 84
Link ID 85
Oweniew 81
Page Number 85
Refresh Image 81
Rotate Image 84
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Document Properties
Scroll Image 81
Zoom Mode 84

Document Types Oveniew
Accounts Payable Check 34
Accounts Payable Inwice 34
Accounts Receivable Check 34
Accounts Receivable Inwice 34
Accounts Receivable Statement 34
Custom 34
Customer Credit Applications 34
Delivery Receipt 34
DSD Inwice 34
Loading Sheet 34
Purchase Order 34

_E -
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Welcome screen 72
Email Document 93
Mail Editor 93
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entrée V4 SQL 111
entrée Version3 111
Scan Checks 111
System Option # 112 111
System Option # 125 111
entrée
Cash Receipts Entry 111
Change Inwice 108
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Customer File Credit App Feature for PDF upload
113

Document ID 118
entrée V4 screens linked to entrée.DOC 108
entrée V4 SQL 108, 115, 117, 118

entrée V4 SQL Update Utility Database
Information 118

entrée Version 3 108, 115, 117, 118
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108
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108

entrée.DOC Menu 31
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Print Inwoice 108
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Reports 118

Scan Checks 111
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options 27

entrée.DOC options 27
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cash receipts entry". 17
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when entering payables”. 17
entrée V4 SQL
Update Utility entrée.DOC Database Information
118

entrée Version 3
Archive Documents 104
entrée.DOC
Access in entrée 12
Access, View / Print the System Guide 14

entrée V4 SQL Update Utility Database
Information 118

Features Owveniew 15
Installation Process Owvenview 17
Menu in entrée 31

Stand-alone Application 12

- F -

Features
Oweniew 15

_G -

Getting Started
About entrée Versions 12
Access in entrée 12
Stand-alone Application 12

Image ID Filter
Image ID Search Dialog 99
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Image ID Search Dialog
Contains 100
Document Type 100
SearchBy 100
Search For 100
Sorting 100
Image Paths Tab
Document Type 34
Installation Process
Owenview 17
Installing
Xerox Documate 250 Driver 23
Integration with other products
ELECTRONIC ORDER PAD 15
entrée.NET 15
Inwice Register Report
Oweniew 118

L -

License Agreement
NECS 8

Link Filter
Link ID Search Dialog 101

Link ID Search Dialog
Contains 102
Search By 101
Search For 101

M -

Misc. Tab

Link 69

Loading Sheets 65
Page Number 70
Purchase Orders 65
Setup 65

Test 68
OCR Engine License
Oweniew 17

_P-

Print Documents
Date Filters 102
Document Type 99
Image ID Filter 99
Image ID Search Dialog 99
Link Filter 101
Oweniew 98
Printer Information 98
Print Invoice 108
Print Statements
Document ID 118
Product Features
Oweniew 2

"R -

Re-Scan Document 95

_S -

Scan Configurations

Default Zoom Modes 45

Document Properties 45

Owenview 44
Multi-company Installations

Oweniew 15

Update Company 37

Create, Edit, Delete 56

Creating a New Configuration 57, 58, 59, 60,
61, 63, 64, 65, 66, 68, 69, 70

Creating a New Scan Configuration 56

Deleting a Scanner Configuration 73, 74
Editing an Existing Scanner Configuration 72
Preview Setup - Previously Scanned Images 63

- O - Select Configuration Name to Delete 74
Select Configuration Name to Edit 72
OCR Welcome screen 56, 72

AP Checks 65

AR Inwices 65

Document ID 66

Document ID - OCR Region 68
Document ID - Threshold Color 69
Document Typesthatare OCR'd 65

Scan Document Utility
Display Report Option 78
Display Report Option - Printing the report 80
Display Report Option - Saving the report 79
Document Information 77
Document Properties 81
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Scan Document Utility Oweniew 88
Document Type 76
Oweniew 76 V

Scanner Configuration 77

Select Scan Device 77

Starting the Batch Scanning Process 80
Scanning Defaults Tab

Default Scanner 42

Document Type 41

Next Image ID 41
Security Manager Updates

Misc option #91 17
Stand-alone Application

Owenview 12
Starting the Batch Scanning Process 80
System Guide

Access the entrée.DOC System Guide 14
System Properties

Abort Import 45

View Document
Closing the Document Viewer 96
Document Information 92
Email Document 93
Image Document Search dialog 91
Include archived documents option 91
Mowe Page 96
Open Document 91
Oweniew 90
Page Selection 96
Print Document 92
Re-Scan Document 95
Zoom Mode 96

Default Configurations Tab 42 - X -
Document Types Ovenview 34

Misc. Tab 44 Xerox Documate 250
Multi-company Installations 37 Installing 23
Print the Report 54 Xerox Documate 632
Report button 50 Installing 23

Sawe the Report 53
Scanning Defaults Tab 40
System Tab 37
V3 Image Paths Tab 45
V4 SQL Import Tab 45
System Requirements
Oweniew 13
System Tab
About 38
Control Panel Options 38
Default Tray Option 38
Load entrée.DOC on Windows startup 38

- T -

Transym OCR (TOCR) Engine License
Oweniew 17

TWAIN Scanners
Installing 23

U -

Unprocessed Images
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