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OVERVIEW

The XML Index Document Import Processor imports documents and their associated indexing
information into OnBase, eliminating the need to manually index documents. The process can
also be used to automatically add OnBase Notes to documents during the import process,
without any user intervention.

The XML Index Document Import Processor is typically used for back file conversion, or
processing of images captured by other vendors’ capture systems such as OCR for Forms™,
Eyes & Hands FORMS, and TELEform™.

Throughout this manual, the OnBase XML Index Document Import Processor module is referred
to as XML Index DIP.

Process Overview

During an XML Index DIP, the processor opens an .xml file that contains indexing information
for the files to be imported. This XML Import Index File is read according to the OnBase
process configuration. The system processes each record in the file, evaluates its Document
Type and obtains available Keyword Values. The system then copies the file to be imported into
a Disk Group and processes the next record. After all import files have been processed, the
system generates a verification report, which details errors or problems that may have
occurred during processing.

About This Manual

This manual provides the licensing, workstation, database and user requirements for running
an XML Index DIP process.

Note: You can also manually create an XML Import Index File based on the Process Settings
Configuration for the XML Index DIP Format. See XML Import Index Parameters on page 154
for the necessary parameters.

Licensing

Beginning in OnBase Foundation EP5, new customers must use simplified licensing to access
XML Index DIP functionality. Existing customers upgrading from a version of OnBase prior to
OnBase Foundation EP5 can continue to use legacy licensing to access this functionality.

If you are a new customer as of OnBase Foundation EPS5 or greater, see Simplified Licensing on
page 2.
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If you are upgrading from a version of OnBase prior to OnBase Foundation EP5, see Legacy
Licensing on page 2.

Simplified Licensing

The Essential User, Standard User, or Premier User license is required.

Legacy Licensing

XML Index DIP processing requires the XML Index Document Import Processor license. The
XML Index DIP module includes a Client Workstation License.

Check your current licensing status by selecting Utils | Product Licenses from the
Configuration module.

Licensing - Additional Functionality

The XML Index DIP module license allows access to the scan queue for additional indexing to
be done to the batch. A Document Imaging license is not needed to access the scan queue for
this module.
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INSTALLATION

Requirements

The following sections outline requirement information specific to XML Index DIP in OnBase
Foundation EP5.

General Requirements

For general requirement information that applies to XML Index DIP and other modules, see the
sections on the following topics in the Installation Requirements manual:

Database Requirements

+ Supported Desktop Operating Systems
Microsoft .NET Framework Requirements

« General C++ Requirements

+ Processing Workstation Minimum Hardware Requirements
Miscellaneous Requirements

Licensing

See Licensing on page 1 for licensing requirements.

Upgrade Considerations

There are no additional upgrade considerations for this module.

Installation

No special installation steps are required for XML Index DIP.
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Command Line Switches

Applying the -SCHED Switch

A job or process can be scheduled to run automatically. The Client workstation that will be
doing the processing must be running for scheduling to run. In order to process scheduled
formats or jobs from the workstation, OnBase must be running in Scheduler mode. The
following command must appear in the OnBase Client command line on the workstation that is
conducting the processing:

-SCHED

The actual scheduling of a process or job can be done from any workstation, provided the user
has the rights to do so.

INI Options

INI files are plain-text files that contain configuration information. These files are used by
Windows and Windows-based applications to save information about your preferences and
operating environment. The following settings can be configured in the onbase32.ini file:

DIPTextNumberOfPages

DIPTextNumberOfPages=1 (or greater)

If text documents with overlays are configured to use thumbnails, ensure that this is set to one
or greater. When importing a text document, this setting is used to set the number of pages.
This ensures that any overlays will be applied to the correct page when retrieving the
document.

DIPDeleteSource

DIPDeleteSource=0

Imported files are not deleted from their original location after import. This is the default value.
DIPDeleteSource=1

Imported files are deleted from the their original locations after import.

Note: When performing an XML Index DIP process via FTP, the source files are not deleted, no
matter what this INI setting is set to.

DIPDeleteSourceFile

DIPDeleteSourceFile=0

The XML Import Index File is not deleted from its original location after import.
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DIPDeleteSourceFile=1

The XML Import Index File is deleted from its original location after import. This is the default
value.

Note: When performing an XML Index DIP process via FTP, the XML Import Index File is not
deleted, no matter what this INI setting is set to.

DIPDocumentPerFile

The DIPDocumentPerFile setting controls the way that consecutively-imported files are stored
in the OnBase Disk Group after they are imported via an XML Index DIP process.

By default, the XML Index DIP process stores each imported image file as a separate document
unless two or more consecutive image files are indexed with the same Keyword Values and the
same Document Type. In this case, the image files are imported as a single OnBase document.

Although represented as one document in OnBase, consecutively-imported files are stored as
separate files in the Disk Group. The following example demonstrates how one document
imported via a XML Index DIP process consists of four consecutively-imported files. Note that
the single OnBase document is composed of four separate files in the Disk Group.

Document Information for Document Handle : 285 E|
Document Name : | BP - Packing Slips - 06/05/2003 |
Batch Mumber : 147 Docurment Date: 2009-06-05 Date Stored :  2003-06-05
Time Stored: 1:13:24PM

Document Type Mumber 105 DT Rew. : 1 Revizion: 1

Document Type Mame: AP - Packing Slips Document Status : 0
Author : MAMAGER SecuntpValue: 0

Digk Mumber  Mumber  File Item [term

Page Group “olume of Pages ofLines Format  Offset Size File Path

1] 1m 1 1 1] 2 1] 28713 F WANDNIT 2t

1 1m 1 1 1] 2 1] 4092 R WOk

2 1m 1 1 1] 2 1] 94752 R WANDNIT 4t

3 101 1 1 i 2 1] 94752 W NLVITA

Setting the DIPDocumentPerFile .INI option to a value greater than 1 allows you to concatenate
a number of consecutive files into a single file in the Disk Group, instead of storing them as
individual files.

Note: These files will still be represented as a single OnBase document regardless of how they
are stored in the Disk Group.
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For example, if your Import Index File lists 5 consecutive files and you have set the
DIPDocumentPerFile option to 2 (DIPDocumentPerFile=2), the XML Index DIP process will
concatenate the first two files into a single Disk Group file, the second two files into a single
Disk Group file and the last file will be stored as a single Disk Group file. One document,
comprised of the five imported files, is created in OnBase.

The following example shows the same OnBase document from the example above, except in
this case the XML Index DIP process was performed when the DIPDocumentPerFile setting
was set to 3 (DIPDocumentPerFile=3). Note that the first three consecutively-imported files
were concatenated into a single file in the Disk Group and the fourth file was stored as-is in the

Disk Group.
Document Information for Document Handle : 309 ['5__<|
Document Name : | P - Packing Slips - 05/05/2009 |
Batch Murber : 153 Document Date:  2009-06-05 Date Stored :  2003-06-05
Time Stored: B 05: 40Pk

Document Type Mumber: 105 DT Rew.: 1 Rewvision: 1

Document Type Mame: AP - Packing Slips Document Statuz - 0
Author : MAMAGER Security Walue 1]

Diisk. Murmber  Mumber  File [term Itern

FPage Group “olume of Pages of Linez Format  Offset Size File Path

i 1o 1 1 1] 2 1] 28713 w0340 6F

1 101 1 1 1] 2 28713 34092 § WO 340 kF

2 101 1 1 1] 2 E2805 94752 R WWNDN 340k

3 101 1 1 1] 2 1] 94752 RWANDN34 G

Process Tuning Parameters

Process Tuning

Process tuning can make your process run more efficiently.
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Adjust the Process Tuning parameters, found in the OnBase Client by selecting Processing |
Process Tuning. A user must be granted administrative processing privileges for at least one
of the processors in order to access this screen.

Process Tuning Parameters E|
[ Lock Disk Group During Processing
Diocument Handle Block Size 1

System File Mame Block Size 1

E.ewword Block Size 1
K.enzet Black Size 1
Checks Per File 32

Statuz Window Update [nterval 100

Lock Disk Group During Processing

The Lock Disk Group During Processing option can help speed up processing when there are
many checks or files to be stored to the Disk Group. When the Disk Group is locked, it is not
necessary for the process to check for space on the drive before each save operation. This will
increase the speed of processing. This option should only be selected when the process can be
given exclusive access to the Disk Group drive, locking out other access to the Disk Group while
the process is running. If more than one Disk Group is configured to use the same physical
drive for uncommitted documents, use this option with extreme caution.

If a useris running a process and has locked the Disk Group, and another user attempts to run
a process to import documents into the locked Disk Group, a Waiting for Lock message is
displayed on the second user’s workstation until the first process is complete and the lock has
been removed.

Document Handle Block Size

A document handle is a unique identifier for a document. The Document Handle Block Size
option controls the number of document handles reserved for imported documents. This can
be used with a process that is importing a large quantity of new documents to increase the
performance of the import process. By default, when a process creates a new document, new
document handles are retrieved from the database one at a time. When the Document Handle
Block Size option is set to a higher number, the database query retrieves several document
handles at one time. These document handles are cached in memory in the software, which
reduces the number of queries against the database when performing import processing.
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The database query always retrieves the number of document handles specified by the
Document Handle Block Size option. Set this option to the average size of the batches you are
processing. The range of values available is 1-1000. If the process only needs one document
handle but the option is set to 100, 99 document handles are left unused and cannot be reused.

System File Name Block Size

A file name is a unique identifier for a file when it is saved to a Disk Group. The System File
Name Block Size option controls the number of file names reserved for imported files. This can
be used with a process that is importing a large quantity of new files to increase performance
of the import process. By default, when a process creates a new file, new file names are
retrieved from the database one at a time. When the System File Name Block Size option is set
to a higher number, the database query retrieves several file names at one time. These file
names are cached in memory in the software, which reduces the number of queries against the
database when performing import processing.

The database query always retrieves the number of file names specified by the System File
Name Block Size option. Set this option to the average size of the batches you are processing.
The range of values available is 1-1000. If the process only needs one file name but the option
is set to 100, 99 file names are left unused and cannot be reused.

Keyword Block Size

A Keyword Type Number is a unique identifier for a Keyword Type. The Keyword Block Size
option controls the number of Keyword Types Numbers reserved for imported Keyword Types.
This can be used with a process that is importing a large quantity of new Keyword Types to
increase performance of the import process. By default, when a process creates a new
Keyword Type, new Keyword Type Numbers are retrieved from the database one at a time.
When the Keyword Block Size option is set to a higher number, the database query retrieves
several Keyword Type Numbers at one time. These Keyword Type Numbers are cached in
memory in the software, which reduces the number of queries against the database when
performing import processing.

The database query always retrieves the number of Keyword Type Numbers specified by the
Keyword Block Size option. Set this option to the average size of the batches you are
processing. The range of values available is 1-1000. If the process only needs one Keyword
Type Number but the option is set to 100, 99 Keyword Type Numbers are left unused and
cannot be reused.
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Keyset Block Size

An AutoFill Keyword Set Number is a unique identifier for an AutoFill Keyword Set. The Keyset
Block Size option controls the number of AutoFill Keyword Set Numbers reserved for imported
AutoFill Keyword Sets. This can be used with a process that is importing a large quantity of
new AutoFill Keyword Sets to increase performance of the import process. By default, when a
process creates a new AutoFill Keyword Set, new AutoFill Keyword Set Numbers are retrieved
from the database one at a time. When the Keyset Block Size option is set to a higher number,
the database query retrieves several AutoFill Keyword Set Numbers at one time. These AutoFill
Keyword Set Numbers are cached in memory in the software, which reduces the number of
queries against the database when performing import processing.

The database query always retrieves the number of AutoFill Keyword Set Numbers specified by
the Keyset Block Size option. Set this option to the average size of the batches you are
processing. The range of values available is 1-1000. If the process only needs one AutoFill
Keyword Set Number but the option is set to 100, 99 AutoFill Keyword Set Numbers are left
unused and cannot be reused.

Checks Per File

The Checks Per File option applies only to check or remittance processing. This parameter
controls how many check images are written to a file before the file is closed and a new file is
opened for writing. The benefit of this feature is the reduction in the number of files stored to
disk for check images. Files created this way are not compatible with standard TIFF viewers
since the images are concatenated together into the file. The default value of 32 is the optimal
value for check processing and should not be changed.

Status Window Update Interval

The Status Window Update Interval parameter controls the frequency of updates to the status
bar while a process is running. When the interval is set to 1, the status bar will be updated each
time a new document is created. If the update interval is set to 10, the status bar will be
updated after 10 new documents have been created.

This parameter should be set so that updates occur no more than once per second. Ideally, this
should be set so that updates occur about every 5 seconds. For example, if the process is
creating 10 documents per second, the Status Window Update Interval should be setto 5 or
greater. Updating the status bar is a time consuming process, so increasing the update interval
can significantly increase the speed of a process. The range of values is 10—-3000.
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Backup / Recovery
Backup

Configuration

The XML Index DIP configuration is stored in the database. A proper backup of the database
will contain all configuration information related to XML Index DIP process(es) and the XML
Index DIP licenses.

Registry Settings

No Registry Settings apply to XML Index DIP.

External Files

You will need to backup your onbase32.ini file.

Note: A backup of the XML Index DIP files to be processed can be made by selecting the
Backup Path check box and button in the Process Settings For: <Process Name> dialog box.
The first time the XML Index DIP process is run, the files will be backed up to the user-specified
location.

Preprocessors

Make a backup of any preprocessor used to process your data. The preprocessor settings are
stored in the database, but the preprocessor executable file is not.

Tip: It is recommended that, when using preprocessors to prepare documents for XML Index
DIP processing, comments indicating the type of preprocessor used and/or how the
preprocessor affected the documents being imported into OnBase be added to the Verification
Report to aid with recovery purposes.

Module-related .INI Options

Use the following chart to track the current settings of all related INI settings for XML Index
DIP.

Section Setting Current Value

FilePaths DIPTextNumberOfPage
S

FilePaths DIPDeleteSource

11
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Section Setting Current Value

FilePaths DIPDeleteSourceFile

Tuning DIPDocumentPerFile

Tuning ArchiveThreads

Recovery

Configuration

All XML Index DIP settings are stored in the database. Restoring the database will restore any
XML Index DIP Process configurations.

Registry Settings
No Registry Settings apply to XML Index DIP.

External Files

Restore the .INI file. See Module-related .INI Options on page 11 for more information.

Preprocessors

Preprocessors should be restored from their backups. The preprocessor settings are stored in
the database, but the preprocessor executable file is not.

Tip: It is recommended that, when using preprocessors to prepare documents for XML Index
DIP processing, comments indicating the type of preprocessor used and/or how the
preprocessor affected the documents being imported into OnBase be added to the Verification
Report. These comments may aid efforts to restore or rebuild XML Index DIP processes.

Module related .INI Options

The .INI file can be restored from the backup if the recovery machine is intended to be used for
exactly the same purpose as the original machine. If this machine will be used for other
modules, you may need to recover only the listed INI settings from the table above.

The .INI file is restored to the Windows folder.

Registration

Migrate the registration of XML Index DIP from the original workstation to this workstation. The
registration may need to be revoked from the original machine and then added to the recovery
machine.

12
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Directory Structure

Recreate the directory structure(s) previously used for your XML Import Index Files and
imported image files. For example, if your Process Settings For: <Process Name> screen
identifies a Default Directory of C:\XML Index DIP Files, ensure that this directory exists and
contains the appropriate XML Import Index File.

Troubleshooting

Common Issues

Common issues are caused by the following:
+ The workstation is not licensed for XML Index DIP.
User does not have network rights to access the XML Import Index File.
+ User does not have rights to the Destination Disk Group location.

Check field order configuration and XML Index DIP Import Index File (Make sure # of
fields in the configuration and in the XML Index DIP Import Index File are matched).

Make sure to format Currency and Date Keyword Values, if they are used.

+ The files to be imported or the XML Index DIP Import Index File does not exist in the
specified directory.

+ The Workstation is not properly licensed for OCR when you attempt to use the OCR
on Commit option.

The following table explains some common issues:

Issue Description

The machine the user logged on to does not have sufficient
network rights to change the XML Import Index File attributes.

Unable to make file Read
Only - error 74

Cannot view the documents | Confirm that you have rights to renditions in the Document Type.
that have been imported,
although the user has rights
to the document type and

the disk group location.

XML Index DIP process is
bringing in blank images.

Check the Verification Report. If it states Could not open file...,
copy the file path/full path from the XML Import Index File and
browse to that location to verify that the files are present.

It appears as if not all
documents identified in the
XML Import Index file have
been imported. The
Verification Report indicates
that all items have been
imported.

Check the Document Import Configuration Process Settings. If
the Append Additional Pages to Existing Document option is
selected, the XML Index DIP appends documents to existing
documents by matching Keyword Values of the imported
document to those of an existing document. This functionality
applies only to image files.

13
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Issue

Description

XML Index DIP shows an
extra “0” in the Auto-Name
string

Check to see if numeric values contained in the XML Import Index
File are formatted in accordance with the corresponding Keyword
Type. For example, if the Keyword Type Check Amount contains
decimal places and the check value being imported does not
contain decimal points, an extra 0 may appear in the Auto-Name
string.

XML Index DIP batch
remains in XML Index DIP -
Awaiting Commit queue
rather than moving to Scan -
Awaiting Commit queue
even though configured to
do so.

Select box Send On Error in the XML Index DIP Processing
Paths dialog box. Selecting this box will enable the batch to
proceed to the Scan queue for further indexing even if a required
Keyword Type is missing in the XML Index DIP batch.

Correctly-processed XML
Import Index Files are being
placed in the ERROR_FILES
folder

If multiple XML Import Index Files are processed into a single
batch and successfully-processed XML Import Index Files are
configured to not be deleted, XML Import Index Files that have
been correctly processed may be moved to the ERROR_FILES
folder if one or more XML Import Index Files that compose the
batch are not processed correctly.

XML Index DIP cannot distinguish between the XML Import Index
Files in the batch that had errors and those that processed
correctly. All XML Import Index Files in the process folder,
including those that were processed correctly, are moved to the
Error Files folder.

Tip: To prevent correctly-processed XML Import Index Files from
ending up in the Error Files folder, configure each XML Import
Index File to be processed as an individual batch. You could also
allow the XML Index Import Files to be deleted after processing
(the default behavior), but configure the XML Index Import File to
be backed up during the configuration for the XML Index DIP
process.

All correctly-imported XML Import Index Files will be deleted after
processing, the incorrectly-processed XML Import Index Files will
be moved to the Error Files folder, and all processed XML Import
Index Files are backed up to the configured location.

14
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Issue

Description

After importing multi-page
TIFF images, only the first
page of each document is
displayed if the Document
Type of the documents have
a Default File Format of
something other than Image
File Format.

Images files are treated slightly differently than other file formats
in an XML Index DIP process because the process attempts to
open image files to determine the number of pages (i.e.
individual images) included in each file.

In this scenario, the XML Index DIP process is not expecting to
find a single file consisting of multiple pages (i.e. images), so
only the first image in the file is displayed.

To prevent this issue from occurring, include the >>File Type
Default Keyword Type in the XML Import Index File to force the
XML Index DIP process to recognize the file being imported as an
image and open it to determine the number of pages (i.e. images)
it contains. In this case, the >>File Type Default Keyword Type
should be specified as 2 for Image File Format.

Tip: It is considered a best practice to always include the >>File
Type Default Keyword Type in the XML Import Index File if you
are importing files of a different file format than the Document
Type's Default File Format.

For more information on Document Type Default File Format
considerations, see Document Type Default File Format
Considerations on page 42.

The process fails even
though it appears to be
configured correctly.

Ensure that if you are using the >>File Path Default Keyword
Type, you are supplying an Absolute Path for its value. If a full
path is supplied, the process will fail to run.

The >>File Path Default Keyword Type must be used with the
>>File Name Default Keyword Type.

While a scheduled XML
Index DIP process is
running, new import files are
removed from the
processing directory before
they are imported.

Enable the Files idle for at least 1 minute option in Schedule
Management. This allows newly created XML Import Index Files
to be copied to the directory while the process is running and still
have those files successfully imported into the system.

The following error occurs
when running a process:
One or more files were not
able to backup successfully.
All files have been left in
their current directory and
no processing was
performed.

This error occurs when the Backup Path option is enabled and
the processing workstation is unable to access the configured
Backup Path. This can happen if the processing workstation is
unable to access the configured file path, or if the Backup Path
field was left blank during configuration. Ensure that a Backup
Path has been configured within OnBase Configuration, and
make sure that the processing workstation is able to access the
configured path.

15




XML Index Document Import Processor

>>Rendition & >>Rendition/New Document Keyword

Troubleshooting

The following situations may come up when using XML Index DIP and the >>Rendition or
>>Rendition/New Document Keyword Types:

Situation

Error Message

If no document is found, then a
new document is created and an
error is displayed in the
Verification Report.

Document <Document Auto-Name string> was marked to be
a Revision or a Rendition, but the processor couldn't find a
matching document. The document will be archived as a
new document.

Note: If the >>Rendition/New Document Default Keyword
Type is used instead of the >>Rendition Default Keyword
Type, a new document is created but this error message is
not displayed in the Verification Report.

If more than one document is
found, then this entry creates a
new document and an error will
appear listing this document in
the verification report. Here is an
example of this entry:

Document <Document Auto-Name String> was marked to be
a Revision or a Rendition, but the processor found more
than one matching document. The document will be
archived as a new document.

Contacting Support

When contacting your solution provider, please provide the following information:

+ The OnBase module where the issue was encountered.

The OnBase version and build.

+ The type and version of the connected database, such as Microsoft SQL Server 2014
or Oracle 12c, and any Service Pack that has been installed.

+ The operating system that the workstation is running on, such as Windows 10 or
Windows Server 2012 R2, and any Service Pack that has been installed. Check the
supported operating systems for this module to ensure that the operating system is
supported.

+ The name and version of any application related to the issue.

The version of Internet Explorer and any Service Pack that has been installed, if
applicable.

A complete description of the problem, including actions leading up to the issue.
+ Screenshots of any error messages.

Supplied with the above information, your solution provider can better assist you in correcting
the issue.
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CONFIGURATION

Configuring the XML Index DIP module is very similar to configuring other OnBase processes,
such as DIP or AutoFill Keyword Set imports.

Create an XML Index DIP Format

The XML Index DIP format specifies how OnBase processes the XML Import Index File. The
XML Import Index File contains the location of each document that will be brought into OnBase,
as well as any Keyword Values associated with the documents.

To create an XML Index DIP format, you must configure the following items:
+ Process Settings Configuration on page 18.
Document Types on page 40
* Process Settings on page 43
XML Index DIP Field Order Configuration on page 49

Process Settings Configuration

The Process Settings dialog box is used to specify the file(s) to be processed, as well as
certain pre- and post-processing options that will be applied to the data.

This dialog box also contains a command line that can be run to preprocess the data or call a
batch file.

It is important to note that before processing files in OnBase the files must be accessible from
the workstation, and cannot reside within a ZIP or other archive file.

The option of using File Transfer Protocol (FTP) to download the necessary files is available for
XML Index DIP. FTP is a protocol used to transfer files over a network. An FTP client can
request a file from the server, or can place a file on the server. FTP includes functions to log
onto the network, list directories, and copy files. FTP is not practical for retrieving large reports,
because the whole file will be retrieved temporarily to the Client workstation. Index and source
files on an FTP server are not deleted when processing is complete.

Note: Secure File Transfer Protocol (SFTP) is not supported for use with XML Index DIP.
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To open the Process Settings dialog box:

1. In the Configuration module, select Import | XML Index Document Import Processor.

2. Select the format to be configured and click Settings. The Process Settings dialog box
is displayed. The Processing tab is selected by default.

Process Settings For: -
Processing | Options | Advanced

Download and Process
Default Directaory

Default File Name Browse

Download Protocol

(® No Download ~ { FTP Server.Port"\FTF download path’ }

{_JFTP Download Connect

() Socket Download Socket Number |

() Socket Direct
Tape Drive

Preprocess Options

[ | Preprocess Preprocessor [ ] Backup Path Backup Path

Digke Group <Mone: W
Language Conversion < NO CONVERSION = W
Index Bxtraction Format | <Monez W
Send to Scan Queus <Mone: -
Scan Queue Status <Mone: h

3. Assign options for the process. Mandatory options are as follows:

* Processing | Default Directory

* Processing | Default File Name

* Processing | Disk Group

+ Options | Run Process
4. The remaining options are optional. All options are described in the tables below.
5. After setting all desired configuration options, click Save.
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The Processing Tab

The Processing tab contains general processing information, such as the location of the index
file and the Disk Group the processed documents are to be stored in.

Download and Process

The fields in this section direct the process format to the index file containing the data to be

processed.
Option Description
Default The file path of the folder that the index file resides in. Do not include the name of
Directory the index file itself in this field. The file path can be no longer than 60 characters

for 32-bit systems, or 80 characters for 64-bit systems.

Default File | The name of the index file. The file name can be no longer than 60 characters for
Name 32-bit systems, or 80 characters for 64-bit systems.

Note: The Default File Name field must contain a value for the file name. If a file
name value is not provided, incoming batches are not processed successfully and
the files are moved to the ERROR_FILES directory.

You can use the ? and * wildcards in this field to specify multiple files. For
example, *.* processes all files in the folder specified by the Default Directory
field. However, if the Default Directory folder contains any non-index files,
imprecise use of wildcards may result in a processing error.

Note: After processing, a copy of the Import Index File is stored in the System
Documents Document Type group, SYS Import Index Document Type.

Tip: Click the Browse button next to the Default File Name field and navigate to the index file
to populate both the Default Directory and Default File Name fields.

Download Protocol

The option selected here determines how the processing workstation accesses files for
processing.

Select one of the following:

Option Description

No Files are not downloaded from another source before processing, they are
Download accessible directly from the workstation’s local storage, LAN, or WAN. This option
is selected by default.
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Option Description

FTP The index file is downloaded from a server using File Transfer Protocol and saved
Download locally for processing.

Note: Secure File Transfer Protocol (SFTP) is not supported for use with XML Index
DIP.

After selecting FTP Download, you must also configure the following:

« Enter the URL of the FTP Server in the field next to the option. For example,
enter FTP Server\:Port\\FTP Download Path/ where FTP Server is the name
or IP address of the FTP server and FTP Download Path is the full, complete
path to the directory on the FTP server where the index file resides.

+ Click the Connect button, and enter the user name and password used to
connect to the FTP server in the FTP User Name and FTP Password fields,
respectively.

If your FTP server requires a fully qualified domain name, enter the user name
as name@domain.net.

+ Enter a \ (backslash) in the Default Directory field, or enter the path of a
specific local directory where you want files from the FTP server to be
downloaded to for processing.

+ Enter the name of the index file in the Default File Name field.

See FTP Download Considerations on page 22 for more information.

Socket This option is only available for the Check Image Processor.
Download

Socket This option is only available for the Check Image Processor.
Direct

Tape Drive | This option is only available for the Check Image Processor.
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FTP Download Considerations
Keep the following points in mind when configuring a process to use FTP Download:

« |If the FTP server you are connecting to is a Unix system, the URL entered in the FTP
Download field must include the full, complete path to the FTP directory where the
index file resides. This path must include all levels of the FTP server’s file structure,
which may not be the path you typically use to access the directory.

For example, suppose you want to direct the processor to a folder named Index\
which you normally access by navigating to
\\ftp:\MainCampus\:21\\Hastings\Pending\Index/. However, the complete path
required by the processor in the FTP Download field would actually be
\\ftp:\MainCampus\:21\\data\Employees\Accounting\Hastings\Pending\Index/.
The first, shorter path begins in the employee’s personal directory, while the
complete path begins at the root directory level of the server.

Note: Depending on the FTP server you are connecting to, the syntax of your FTP server’s URL
may be different.

+  With the FTP Download protocol selected, the Default Directory is the directory to
which the index file will be downloaded for processing, after it is accessed from the
path specified in the FTP Download field.

« If the process in configured to delete index files after processing is complete, only
the locally downloaded copy of the index file is deleted, not the original file which
resides on the FTP server.

« To use the FTP Download option, the build-specific mzftp.dll file must be installed in
the OnBase root directory. This DLL requires the wininet.dll file, which is typically
installed with Microsoft® Internet Explorer 4.01 or higher.

Using FTP with No Download

With the No Download protocol selected, files on an FTP server can still be accessed by
entering the full UNC path in the Default Directory field.

Caution: Although XML Index DIP is capable of processing files over FTP using No Download,
it is not recommended. If possible, use the FTP Download option instead.

If you are entering a UNC path in the Default Directory field to access an FTP server, ensure the
format of the UNC path is correct. XML Index DIP supports connections to FTP servers that
require a fully qualified domain name (FQDN) as well as connections that do not require a
FQDN.

To connect to a FTP server that requires a FQDN, enter
\\ftp:\name@domain.net:<password>\\ftpserver\:21\\ftpdirectory\ in the Default Directory
field; where name@domain.net and <password> are the appropriate login credentials,
ftpserver is the name or IP address of the FTP server, and ftpdirectory is the full, complete
path to the FTP directory where the index file resides. This path must include all levels of the
FTP server's file structure, which may not be the path you typically use to access the directory.
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For example, suppose you want to direct the processor to a folder named Index\ which you
normally access by navigating to \\ftp:\MainCampus\:21\\Hastings\Pending\Index\.
However, the complete path required by the processor would actually be
\\ftp:\MainCampus\:21\\data\Accounting\Employees\Hastings\Pending\Index\. The first,
shorter path begins in the employee’s personal directory, while the complete path begins at the
root directory level of the server.

Note: Depending on the FTP server you are connecting to, the syntax of your FTP server’'s URL
may be different.

For security reasons, the password entered in the Default Directory field is displayed as <pwd>
the next time the Process Settings dialog box is opened. If any changes are made to the
Default Directory field, you must re-enter the password, overwriting the <pwd> placeholder.

Note: When using FTP with the No Download option selected, preprocessors will not function
properly unless they have been created with the ability to access files via FTP.

Preprocess Options

This section allows you to Configure a Preprocessor and Set a Backup Path for the process
format.

Configure a Preprocessor

If an import file is formatted in a way that cannot be processed by the processor, a
preprocessor can be used to reformat the data so it can be processed. A preprocessor is a
separate program used to reformat existing import files using user-defined rules and
descriptions to prepare them for processing.

While the options in this section are typically used to initiate a preprocessor, they can be used
to execute any command.

Note: Typically, when configuring a new process format or modifying an existing process
format, the import file is processed with only the Preprocess Options configured. This results
in a “clean” data file that can then be viewed and used to configure the remaining processor
configuration parameters.
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To enable the process format to use a preprocessor:

1. Select the Preprocess option.
2. Click the Preprocessor button. The Preprocessor Configuration dialog box is displayed.

Preprocessor Location

|C:'-.F‘n:ucessing'-.Pre Proc1 exe Browse

Preprocessor Parameters
10|

%l - File path to input file %0 - File path to output file

Successful Retum Value

|[;. Must be a number or a "+ or "< followed by a
number.

[ ] Enable Skip Retum Value

Skip Betum Value

0 Must be a number or a "+ or "< followed by a
number.

3. Enter the path to the preprocessor executable in the Preprocessor Location field, or
click Browse to navigate to it. This field is limited to 255 characters.

4. Enter any preprocessor parameter values in the Preprocessor Parameters field. This
field is limited to 128 characters.

Because each preprocessor is unique based on its function, the preprocessor
parameters vary depending on your solution. You will be informed of the values for
these parameters when your solution is installed.

Two of the most common parameters are input file (%1) and output file (%0). For most
preprocessors, the Preprocessor Parameters field will contain the input and output file
variables and an application-specific command line.

« The input file is specified by the %I variable. When the preprocessor is run, the %l is
replaced with the name of the import file specified by the process format.

+ The output file is specified by the %0 variable. It is replaced in a similar manner when
the preprocessor is run.

Caution: The parameters must be listed in the following order: %I %0 with a space between
them. If the order of the parameters is reversed (%0 %l), all data will be removed from the data
file.
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5. Enter the expected number (or range of numbers, using < or >) that the preprocessor
returns after a successful process in the Successful Return Value field. This field is
limited to nine characters.

If the preprocessor does not return a successful value, the file is not processed.

This value is dependent on the type of preprocessor used, and will vary depending on
the installation. You will be informed of this value when your solution is installed.

6. Select Enable Skip Return Value to specify a number or range of numbers that are
returned if the preprocessor needs to skip processing the index file. Selecting this
option enables the Skip Return Value field. In some cases it may be desirable to have
the processor skip processing an import index file. For example, you may want to skip
processing if it references documents that were not yet added to the processing
directory.

7. If you selected Enable Skip Return Value, in the Skip Return Value field, enter the
expected number or range of numbers (for example, a range can be entered as >10 or
<-5) that the preprocessor returns when an index file is skipped for processing. This
field is limited to a maximum of 19 characters. The following types of values and
operators are acceptable to enter:

> <, and -
* Numeric
Whole number
+ Non-overlapping with Successful Return Value

Note: For example, if the Successful Return Value is 10, the Skip Return Value cannot be 10 or
greater than 10 (for example, >10).

If the preprocessor returns a skip value for a file, that file remains in the directory and is
not processed. The file is not moved to the ERROR_FILES directory unless an error is
detected in another import index file within the same batch.

8. Click Save.

Set a Backup Path

You can back up the import file prior to it being processed to ensure that the process format
and its preprocessor were configured correctly and no data is lost or damaged in the import
file.

Tip: It is considered a best practice to always set a backup path.
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To enable backup prior to processing:

1. Select the Backup Path option.
2. Click the Backup Path button. The Backup Path dialog box is displayed.

Backup Location
Browse...
[ ] Create Unigue Subdirectories
[ Allow Owverwrite of Backup
Save Cancel

3. Enter the path of the directory to copy import files to in the Backup Location field, or
click Browse to navigate to the folder.

Note: If you enter a path that does not exist (i.e., a folder not already created), it will
automatically be created when the process is run.

4. Select Create Unique Subdirectories if multiple import files have the same file name
and each of them need to be backed up.

By default, if a process format uses an import file that has the same name as (but
different content than) an existing backup file, the file is not processed. Select Create
Unique Subdirectories to allow import files with the same name to be processed and
backed up to unique subdirectories. When this option is selected, a unique subdirectory
is created within the specified backup directory for each import file. The directory is
named according to the following format, based on the date and time the process is run:
Month_Date_Year_Hour_Minute_Second (i.e., mm_dd_yyyy_hh_mm_ss).

Alternatively, select Allow Overwrite of Backup to have import files with the same name
as an existing backup file overwrite the old backup. This can be useful if you frequently
use import files with the same name and don’t want a high volume of unique
subdirectories.

These options also function with FTP backups, if applicable.
5. Click Save.

Note: Typically, the XML Index DIP processor is run against the data file with only the
Preprocess Options configured. This results in a “clean” data file that can then be viewed and
used to configure the remaining processor configuration parameters.

Other Processing Options

The Processing tab also contains the following options:
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Option Description

Disk Group Select a Disk Group to which to save imported documents in a batch. A Disk
Group must be selected to save the process format.

Language Select the language associated with the ASCII code page that created the import
Conversion | file.

Note: This setting is only used for legacy language conversions. The option <NO
CONVERSION> should be selected when configuring process settings.

Index Select the extraction format used to extract Keyword Values from the imported
Extraction files. This setting is used in conjunction with the Extract Index Information
Format setting in the Options tab.

This index information can be imported into third-party programs or used as data
for an AutoFill Keyword Set for related documents. In order to extract index
information, your system must use a properly configured index extraction format.

Note: In order to extract index information, your system must use a properly
configured Index Extraction Format. See the System Administration
documentation for more information on configuring an Index Extraction Format.

To configure an index extraction format, see Index Extraction Format on page 88.

Send to Select a scan queue to which to send scanned batches. This option only applies
Scan Queue | to image documents. Non-image documents in the batch could potentially cause
errors.

Note: If you select a scan queue in the Send to Scan Queue drop-down list,
neither the batch nor the verification report goes to the Awaiting Commit queue.

If you select a custom scan queue configured for custom capture processing in
the Unity Client, you must define which Application Server and data source to
connect to in one of the following ways:
+ Apply the -APPSRV_URL and -APPSRV_DSN command line switches to the
OnBase Client performing the Directory Import process

Note: For information on how to apply these specific command line switches, see
the Command Line Switches module reference guide.

+ Define the Application Server in the OnBase Configuration module

Note: For information on how to define the Application Server, see the System
Administration module reference guide.

If the Application Server is not defined in one of these ways, batches cannot be
sent to the selected custom scan queue.
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Option Description

Scan Queue | Select a scan queue status to display in the scan queue configured in the Send to
Status Scan Queue option. Choose one of the following options from the drop-down list:

* Awaiting Index
* Index in Progress
* Awaiting Commit

Note: Selecting Awaiting Commit marks the batch to be sent to the scan queue
as fully indexed. The batch is removed from the DIP queue and is exclusively
handled in Imaging like all other Document Imaging batches.
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The Options Tab

The Options tab contains options that specifically affect the documents that are imported as
part of the batch.

Process Settings For:

Processing | Options | Advanced
Fun Process

[] Add Documents to Waorldlow
On Commit

#®) During Processing
Add Revisions to Waordlow
Perform System Woark
[ ] Use Disk Group from Document Type
[ ] Auto-Folder Documents
[ ]ne Batch per File
[ ]Create Image Thumbnailz On Commit
[ ] Accumulate Processing Information
[ ] Bxract Index Information
[ ] 5tore AutoFill Keyword Set Data

Save Clear Cancel
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The following options are displayed on the Options tab:

Option Description

Run Process | This check box is used to enable the process to store the documents identified
from the index file in OnBase. It is selected by default.

The Run Process check box must be selected in order for the process to actually
import documents into OnBase. The ability to deselect this option is provided to
allow you to test formats without saving documents to OnBase.

If the Run Process check box is not selected, the XML Index DIP process does
not import files into OnBase.

The Download and Preprocess functions are performed regardless of whether
Process is selected. If the processor encounters an error within the index file, it
is moved from its current folder to the ERROR_FILES sub-folder.

Note: If an error occurs, the index file is moved to the ERROR_FILES folder even
if it is marked as read-only.

Tip: If multiple import index files are processed into a single batch and
successfully processed import index files are configured to not be deleted,
import index files that have been correctly processed may be moved to the
ERROR_FILES folder if one or more import index files that compose the batch
are not processed correctly.

XML Index DIP cannot distinguish between the import index files in the batch
that have been processed correctly and the import index files with errors that
remain in the Default Directory location.

To prevent correctly-processed import index files from ending up in the
ERROR_FILES folder, configure each import index file to be processed as an
individual batch or allow the import index files to be deleted after processing (the
default behavior), but configure the import index file to be backed up during the
Process Settings configuration for the XML Index DIP process format. All
correctly-imported import index files are deleted after processing, the
incorrectly-processed import index files are moved to the ERROR_FILES folder
and all processed import index files are backed up to the configured location.
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Option Description

Add

Documentsto | Note: To use this option you must be properly licensed for Workflow.
Workflow

Place processed documents into a Workflow life cycle associated with the
Document Type of the imported documents.

Note: Documents can only be added to Unity life cycles from the Core-based
OnBase Client interface.

When this option is selected, the following options are available:
+ On Commit: Bring documents into a Workflow life cycle when a batch is
committed.
When using the Core-based OnBase Client interface, if one or more
documents are not successfully added to a Workflow life cycle, the batch is
added to the Committed queue.

Tip: When using the Core-based OnBase Client interface, it is recommended that
you always select On Commit.

When using the classic OnBase Client interface, if one or more documents
are not successfully added to a Workflow life cycle, the batch is added to the
Incomplete Commit queue.

+ During Processing: Add the documents to a Workflow life cycle as they are
processed.
If errors are encountered while documents are processed, the successful
part of the batch is moved to a Workflow life cycle and the unsuccessful part
of the batch is moved to the Incomplete Process queue.

Caution: Documents in the Incomplete Process queue can be viewed and
retrieved by anyone with access to the queue, even if those users do not normally
have rights sufficient to view and retrieve those documents in OnBase.

+ Add Revisions to Workflow: Resend the documents to a Workflow life cycle
as arevision is processed.
+ Perform System Work: Execute the configured system work for a Workflow

life cycle as soon as the documents are added to a Workflow life cycle. This
option is deselected by default for new processes.

Note: If Verification Reports are configured to enter a Workflow life cycle, they
will enter that Workflow life cycle regardless of the Add Documents to
Workflow option setting.
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Option

Description

Use Disk
Group from
Document

Type

Select this option to store documents in the batch in the default Disk Group
associated with their Document Type instead of the Disk Group associated with
the process format.

If this option is selected, both the Disk Group assigned to the process format and
the Disk Group assigned to the Document Type(s) are checked to ensure they
have sufficient disk space available before the documents are placed. If there is
not enough available space in the Disk Group, the batch is routed to the
Incomplete Process queue, an error message is displayed and the index file is
sent to the Error_Files directory.

If <none> is selected in the Disk Group drop-down menu when this option is
selected, a check for space will not be performed on a Disk Group.

Auto-Folder
Documents

Provides the ability to Auto-Folder documents upon import.

Note: Selecting this check box sets the default behavior for Auto-Foldering
documents upon import. However, if a user has the ability to initiate processing
from within the OnBase Client, they can de-select this feature when initiating the
process by deselecting the Create Auto Folder option.

Tip: Ensure you have Auto-Foldering properly configured before selecting the
Auto-Folder Documents upon Processing check box.

One Batch
per File

Creates a separate batch for each index file when a single XML Index DIP
process encompasses multiple index files. This option helps to better track and
manage individual index files after they were imported into the system.

Note: The Maximum Uncommitted Batches option is not respected when the
One Batch per File option is selected.

Create Image

Select this option to create a small thumbnail image of the first page of all image

Thumbnails | 4ocuments in a batch and archive them as a rendition to the original. When such

On Commit a document is displayed in the thumbnail hitlist, OnBase will first attempt to load
the small thumbnail image instead of the full size image. If there is no thumbnail
image available, the original image will display.

Accumulate Provides the ability to combine several Verification Reports into a single,

Processing cumulative daily report.

Information After process is run, OnBase produces and displays a Verification Report for the

process. If your solution uses several different processors or process formats,
you can combine each of these Verification Reports into a single, daily report for
ease of viewing by selecting the Accumulate Processing Information check
box.

The Verification Report is stored as a text document in the System Documents
Document Type Group, SYS Verification Reports Document Type.

32




XML Index Document Import Processor

Option Description

Extract Index | Directs the XML Index DIP Processor to store all Keyword Values extracted from
Information the XML Index DIP file during processing into a text file. You must also select an
index extraction format from the Index Extraction Format drop-down list.

If there are multiple Keyword Values for one Keyword Type, only the first value
listed will be extracted.

To configure an Index Extraction Format, see Configuring Index Extraction for
more information.

Store AutoFill | This option is used to store values from the import index file into the associated
Keyword Set | AutoFill Keyword Set, as long as there is no AutoFill Keyword Set instance that
Data already contains the Primary Keyword Value from the import index file. When an
instance is imported with the same Primary Keyword Value as an existing
instance, but with different secondary values, an additional instance is added.

The Advanced Tab

The Advanced tab contains advanced processing options that affect the batches imported via
the process format.

Processing Options  Advanced

Advanced Process Options
[ 10CR Files on Commit lgnore OCR Emaors
[15end On Emor
[] Do Mot Create Batch f Mo Documents are Found

Clear Cancel

The following options are displayed on the Advanced tab:

Option Description

OCR Files on Select this option to process documents through Optical Character Recognition
Commit during the commit process. This function is available only when the OCR module
is properly licensed and registered.
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Option Description
Ignore OCR Select this option to ignore any errors that occur during the OCR process and
Errors continue processing. The default behavior is for the OCR process to stop when

an error message is displayed and wait for user interaction. When this option is
checked, batches with errors will be committed, and the Verification Report will
display the errors.

Send on Error | Select to allow a XML Index DIP process that is missing a required Keyword
Value to continue. If a batch is configured to be moved to the Scan - Awaiting
Commit queue for further indexing, checking this box will allow it to move to the
configured queue even if there are missing required Keyword Values. If not
checked, a batch that is missing a required Keyword Value will move to the XML
Index DIP Awaiting Commit queue.

Do Not Create | Select this option to reduce the number of unnecessary Verification Reports

Batch if No generated by OnBase. When this option is selected and a process is run, OnBase
Documents will first check the processing directory to verify that there are files to be
are Found processed. If there are no files to be processed in the processing directory, the

process will not be run and a Verification Report will not be generated.

The Medical Tab

The Medical tab contains processing options that affect medical records document
processing.

Note: The Medical tab is only available if your system is licensed for HL7. See the HL7 Module
documentation for more information.
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The Medical tab contains settings related to the import of medical record documents.

Process Settings For >

Processing Options  Advanced Medical

Cvemde Medical Records Documert Patient and Chart Attachment
(®) Use Global Medical System Setting

() Force Attachment During Processing
() Prevent Attachment During Processing
() Perform Asynchronous Attachment

] Always Create Chart-Optional Documents For Chart Context
Document Types

[ ] Do Mot Add Automatic Document Deficiencies

Clear Cancel
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The following options are available on the Medical tab:

Option Description

Override Medical Records The Perform Medical Records Document Attachment setting
Document Patient and Chart in the Medical System Settings dialog box determines when
Attachment imported medical records documents are attached to patients

and charts. Individual processes can be configured to respect
or override the system setting.

Select one of the following options to specify whether the
process should override the global settings for attaching
medical records documents to charts and patients:

+ Use Global Medical System Setting: The process does
not override the system attachment settings. Attachment is
either performed after indexing, on commit, or by a custom
action, depending on the system setting.

Note: If the global setting is set to attach on a custom action,
no attachment is performed until that action triggers it.

« Force Attachment During Processing: Patient and chart
attachment is performed as soon as the imported
documents are indexed as medical record Document Types.

+ Prevent Attachment During Processing: Patient and
chart attachment is not performed at any point in the
process. Imported medical record documents are indexed
and committed without being added to any medical
contexts.

« Perform Asynchronous Attachment: Patient and chart
attachment is performed at a later time as part of a
separate process involving the Medical Records Document
Attachment Processor. See the HL7 Module
documentation for more information.

Always Create Chart-Optional | Select to treat all documents imported into chart Document
Documents For Chart Context | Types as chart-optional documents. This prevents documents
Document Types imported without any Chart ID Keyword Value from being sent
to Chartless Documents.

Documents with a valid Chart ID are still attached. If a Chart ID
is provided but it does not match any existing charts, the
document is routed to Chartless Documents for review.

Do Not Add Automatic Select to prevent Signature and Edit Transcription deficiencies
Document Deficiencies from being automatically applied to imported documents.
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Send to Scan Queue - Automatically Commit Batches

To automatically commit batches imported into the system with XML Index DIP, follow these
guidelines:

In the Advanced tab of the Process Settings dialog box, select Send on Error.

Process Settings For: f3_<|

| Processing | I:Ipti-:uns| Advanced |

Advanced Procezs Options
[ 10CE Files on Commit lgrniore OCR Errors

[]5end On Erar

[ ] Do Mot Create Eatch if Mo Documents are Found

Clear ] [ Cancel
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In the Processing tab, select the appropriate scan queue from the Send to Scan Queue select
list and the Awaiting Commit option from the Scan Queue Status select lists.

Process Settings For: [$_<|

Processing | Dptions | Advanced |

Dowrload and Process

SLERIRRICE <ML Index DIP'AR - Scanned Checks i

Default File Mame |.ﬁ.H_Invnices.:-:mI |[ Browse |

D ownload Protocol
(®) Mo Download [ FTP Server': Port \FTP download pathy

) FTP Download | | Connect

) Socket Download Socket Mumber |:|

) Socket Direct
Tape Drive | |

Preproceszs Options

[ Preprocess | Preprocessar Backup Fath | Backup Path

Dizk Group | Test L |

Language Conversion |< HO COMYERSION » V|

Index Extraction Format | <Maones

end to Scan Queue <MNaone:

Scan Queue Status <Mones

Clear ] [ Cancel
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Additionally, configure the Assign Process Options for <Process Name> dialog box. (Found at
Import | Scan Queue | Process Options.) Under the Batch Processing tab, select Auto Commit

Batches.
Assign Process Options for TST Flowers [Sweep) fg|
Custom Processing Reverse Keyset Lookup Centricity Lookup Processing Queue Warning Levels
Batch Processing | Auto-Name Capture Indesing Inteqratiors A Image Processing
] Separate Barcode Processing Queus [ Log Document Create Actions

[] Dacument 5 eparation Queue
Show Exizting Document Separations

Clear Kepwords on Document Separation
Advanced Mode
] Automated Index Processing Queve

] Auto-Folder Documents
[] Delay Disk Group Migration Until B atch Commit

Automatic dutomated Index Processing

[ Double-Blind Indesing Queue [ Perfarm Custom Step
] Document Fe-Index Queue Auto-Fun after Scan
Confirm Batch Exit from Be-lndes / ] Create Image Thumbnailz On Commit

K.eep Documents Available
[ JFull-Page OCF Queus
Auto-OCR Batches
Respect Lines per Page
] PDF Conwversion Queue
Auto-PDF Conversion

Image Segment Archiver

[] Da Mat Allaw Direct Scanning nta This Dueus
[] Exelude Queue from Disconnected S canning
] Double-Click Initiates Queus Operation

I mitizte: "ok flowe

; (#) During Commit
[]Image Segment Archiver Qusue O During Index
Single Document Mode - Only During Indexing ) Do Mot Initiate work flow
Send to Queue Ovwerride b arimunn Uncommitted B atches
[This Scan Queue Only)
Document Type | i

Continuouz Page Slicing Mode
0 = Uze Default and Check All Scan Queues

Drefault Document Type
|TST - Flowers Vl

[] Default to Pre-index Scan Mode

Save Cancel

Note: You can also auto-commit XML Index DIP batches using the Scheduler. For more
information, see Scheduling a Commit on page 153.
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Document Types

When you import documents into the system, they must be assigned to a Document Type. An
XML Index DIP process must be configured to include all Document Types that documents
imported as part of the process may be assigned to.

Caution: If the XML Import Index File contains multiple Document Type Keyword Values and
you only assign one Document Type to the XML Index DIP process, all of the files will be
imported into the only assigned Document Type.

Multiple file formats can be processed into the same Document Type. For example, PDF and
text files can be imported via XML Index DIP into the same Document Type, as long as the file
type is specified in the XML Import Index File.

Tip: It is considered a best practice to include the >>File Type Default Keyword Type in the
XML Import Index File if you are importing files of a different file format than the Document
Type's Default File Format.

If a Document Type is set to use Image File Format as its Default File Format, the XML Index
DIP process behaves slightly differently than if the Document Type is set to use a different
Default File Format. See Document Type Default File Format Considerations on page 42.

Note: Thumbnail image file formats are not intended for use in an XML Index DIP process.
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To add Document Types to an XML Index DIP process:

XML Index Document Import Processor

1. In the Configuration module select Import | XML Index DIP. The XML Index Document

Import Configuration dialog box is displayed:

P

XML Index Document Import Configuration
¥ML Index Document Import Processing Format

AR - Scanned Checks
HR - Resumes

4 I 2

AR - Invoices

[=E3a]
H148
Settings

Document Types

Process Settings

Field Order

Motfications

Create [ Delete ] [ (Clear ]

Close

-
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2. Select the correct XML Index Document Import Processor Format and click Document
Types. The Assign Document Types dialog box is displayed.

Assign Document Types f'5_<|

Document Type Group
T -

Arailable Azzighed

AP - Credit Memo -~ AP - Simulation lryvoice
AP - Denial OF Payment Farm T
AP - Denied Form [E-FORM]

AP - Packing Slips

AP - Packing Slips [<kL]

AP - Partial Payment Record [E-FORM]

AP - Purchase Orders

AP - Purchase Orders [PCL)

AP - Purchasze Orders #kL

AP - Purchase Orders =ML [Feyward Select Shy
AP - Purchasze Orders =ML [User Select Stylesk
AF - Requizition [E-FORM]

AP -Wendor Invoices

AP -Yendar Partial Payment Faorm

APPL - Loan Application

AR - Aging Reparts

AF - Biling |nformation Forms

AR - Biling Statements

AR - Check Copy

AR - Correspondence

AR - Cugtomer Checks

£ |

| &

L

3. From the Available list, select a Document Type that is in one or more records in the
XML Import Index File and click Add>>. Repeat for any additional Document Types that
are in the XML Import Index File.

|
[

Note: If you cannot see the full name of your XML Index DIP Format, Document Type or Field
Order, use the scroll bar located at the bottom of the window in the XML Index Document
Import Configuration and Assign Document Types dialog boxes.

4. Remove Document Types, if necessary, by selecting them in the Selected list and
clicking <<Remove.

Document Type Default File Format Considerations

When configuring an XML Index DIP process, it is important to take the Default File Format of
the Document Types associated with the process into account.
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Multiple file formats can be processed via XML Index DIP into the same Document Type, but
including a Document Type configured to use Image File Format as its Default File Format in an
XML Index DIP process will cause the process to behave slightly differently than when other
Default File Formats are used.

XML Index DIP processes attempt to open image files to determine the number of pages (i.e.
individual images) included in each file. If non-image files are imported via XML Index DIP into
a Document Type configured to contain image documents by default, errors may be displayed
in the Verification Report or the documents may not be able to be displayed in the Client.

Tip: It is considered a best practice to include the >>File Type default Keyword Type in the XML
Import Index File if you are importing files of a different file format than the Document Type's
Default File Format.

You should thoroughly test your XML Index DIP process configurations, including examining
your Document Type and file format settings, and occasionally examine the documents
imported via XML Index DIP to ensure that all documents are being imported properly.

Process Settings
Process Settings provide the ability for the system to interpret the XML Import Index File.

An Import Index File is made up of document records. Each record is composed of fields, which
contain information about a document to be imported, such as the location of the document to
be imported and its Keyword Values. The system associates field values in the record with
Document Types and Keyword Types based on the Process Settings configuration for the XML
Index DIP format.

XML Import Index Files can be organized in several ways, so you must configure the XML Index
DIP format to correspond with the layout of the Import Index information.

1. Minimize the Configuration module window on your screen.

2. Open up the XML Import Index File and minimize it. Position the Configuration module
window and the XML Import Index File window side by side on the computer screen.
This will enable you to more easily configure your Process Settings to fit the XML
Import Index File.

3. In the Configuration module, select Import | XML Index Document Import Processor.
The XML Index Document Import Configuration dialog box is displayed.

4. Select the appropriate XML Document Import Processing Format.
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5. Select Process Settings. The Import Processor Configuration for: <Process Name>
dialog box is displayed:

-

Irnport Processor Configuration for: AR - Invoices @
Index File
Field Type Field Delimiters Separator
Tagged Fields @ MNone i@ Newline
Ordered Fields Single Quote () Tab
Seff Corfiguring Figlds Double Quote () Custam

End Of File Designator

Archiving Method Option Ovemide
@ Momal [] Ovemide INI Options for This Process Format
() In Place Dielete Index Files
Import Delete Source Files
COptions
[] Expand AutoFill Keyword Sets [] Process Relative ¥Paths in Field Defintions

[7] Store Duplicate Keys as Separate Documents
Detect Multi-Page Tiff

[7] Delete Folders

[ Ignore Missing Source Files

[] Count Pages in Text Files [ lgnore Required Keywords

[7] Do Mot Add to Medical Contesds [T Save Filenames to System Processing Keywords

Existing Documents
[T Search for an Existing Document with Matching Keywords. I Found
(@ Append Additional Pages to Existing Document
Append Additional Pages to New Revision of Bdsting Document
Do Mot Import Document
Do Mot Report Matches as Emors in Verfication Report

|| Respect Keyword Unigueness Document Type Options for Searches

Clear ] [ Cancel
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Note: The settings in this dialog box apply to the entire file. All records in the file must have the
same field characteristics.

Note: The Index File settings do not apply to XML Index DIP. These settings are disabled when
configuring an XML Index DIP process.

6. Select the Archiving Method.

Archiving Description
Method
Normal Documents to be processed can reside on a network location and are archived into

a regular Disk Group. After commit, document information is stored to the Disk
Group assigned to the process. This is the default behavior of XML Index DIP.

In Place Documents to be imported reside on platters of an existing OnBase or third-party
system foreign Disk Group. After the XML Index DIP process is run, database
pointers are redirected to access the existing documents. This import method
requires that documents be stored to a foreign Disk Group. In Place import allows
you to quickly access information residing in existing files, saving the time
investment associated with Normal import.

Import This option does not apply to XML Index DIP.

7. Select any Option Overrides. These process-specific options override the global options
set in the onbase32.ini file.

Override Option Description

Override INI When this option is selected, the options Delete Index Files and Delete
Options for This Source Files become enabled.

Process Format When this option is selected, the options set in the onbase32.ini file will be

ignored. If only this option is checked, the XML Import Index File and source
files will not be deleted after import regardless of what is set in the
onbase32.ini file.

Delete Index Files | When this option is selected, the setting for the INI option
DIPDeleteSourceFile will be ignored and the XML Import Index Files will be
deleted.

Note: When performing an XML Index DIP process via FTP, the XML Import
Index File is not deleted, no matter what this option or the INI setting is set
to.
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Override Option Description
Delete Source When this option is selected, the setting for the INI option DIPDeleteSource
Files will be ignored and the Source Files will be deleted.

Note: When performing an XML Index DIP process via FTP, the source files
are not deleted, no matter what this option or the INI setting is set to.

Caution: When this option is selected, the source files are deleted as they
are processed. As a result, if a process results in an invalid batch, the batch
should NOT be automatically purged. This could result in data loss as the
source files for the successfully processed part of the batch have been
deleted.

Note: The source files are only deleted if the XML Index DIP process is
completed successfully. If an error occurs during the XML Index DIP
process, the XML Import Index File will be moved to the ERROR_FILES
directory and the source files will remain in the source directory.

8. Select Options.

Option Description
Expand AutoFill | You can select the Expand AutoFill Keyword Sets option to index
Keyword Sets documents with values in an AutoFill Keyword Set based on a Primary

Keyword Value in the import index file. If the Primary Keyword Value is only
associated with one AutoFill Keyword Set, that AutoFill Keyword Set will be
used to index the document. If the Primary Keyword Value is associated with
more than one AutoFill Keyword Set, all of the associated AutoFill Keyword
Sets will be used to index the document, as well as the values in the import
index file.

For example:

A Document Type uses a social security number as the Primary Keyword
Value. An existing AutoFill Keyword Set is shown below:

999-99-9999, Sara Smith, 10/10/1966
999-99-9999 is the Primary Keyword Value.
Sara Smith’s maiden name was Sara Adams.

When a document is imported using an import index value of 999-99-9999,
Sara Adams, 10/10/1966, the existing AutoFill Keyword Set is triggered by
the Primary Keyword Value (999-99-9999). The document will be indexed

with the values in the AutoFill Keyword Set (999-99-9999, Sara Smith, 10/

10/1966).
Store Duplicate By default, when two or more consecutive records contain the same Keyword
Keys as Values for the same Document Type, the items are linked together into a
Separate multi-page document in the order they are processed. This option overrides
Documents this behavior and stores every document as a separate document.
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Option Description
Detect Multi- This option does not apply to XML Index DIP.
Page Tiff

Delete Folders

When this option is selected, the folders the source files resided in will be
deleted after the process has run. In order for this option to properly function,
no files must be present in the folders after import. To accomplish this, either
the onbase32.ini file options must be set to delete the source files and/or
XML Import Index Files, or the Option Override options must be set
appropriately.

For more information, see Override Option on page 45.

Ignore Missing
Source Files

When this option is selected, the index file will not be moved to the
ERROR_FILES subdirectory if an error occurs. A note will be displayed in the
Verification Report after the process is completed.

Count Pages in
Text Files

When this option is selected, XML Index DIP will count the number of pages
for all text documents being processed. Each document’s page count will be
stored in the document’'s Document Properties.

Note: This option is only available when the Archiving Method is set to
Normal.

Do Not Add to
Medical
Contexts

When this option is selected, documents imported through XML Index DIP are
not added to medical contexts after processing or committing.

Note: This option is only available if your system is licensed for HL7 Listener,
Medical Records Management Solution, Signature Deficiencies for Epic, Basic
HL7 Listener, Medical Records Coding for OnBase Meditech, Medical Records
Completion for OnBase Meditech, or Medical Records Coding Interface.

Process Relative
XPaths in Field
Definitions

When this option is selected, you can configure your XML Index DIP process
with Relative Paths. For more information, see Relative Path Configuration on
page 70.

Ignore Required
Keywords

When this option is selected, required Keyword Types are not respected.

Any imported documents missing a required Keyword Value are imported into
OnBase. The missing required Keyword Values are noted within the
Verification Report, but no error is reported within the Verification Report and
the document is successfully imported into OnBase.
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Option Description

Save Filenames | When this option is selected, file names of the index file and data files

to System imported using XML Index DIP are saved to the Index File Name and Import
Processing File Name System Keyword Types on the imported documents. If these
Keywords System Keyword Types are not assigned to the Document Type, file names

will not be saved on the document.

When importing a revision or new rendition of an existing document, the
original document does not have any values assigned to the Index File Name
or Import File Name Keyword Types, and the Save Filenames to System
Processing Keywords option is selected, file name values will be added to
the original document as well as the revision or rendition being imported.

If a value imported into the Index File Name or Import File Name Keyword
Types exceeds 250 characters, it is truncated beginning from the left of the
path in order to preserve the file name itself.

Note: The index file name is also added as a Keyword Value on the index file
if the Index File Name Keyword Type was added to the SYS Import Indexes
Document Type.

9. Select appropriate options for Existing Documents, if necessary.

To search for documents with matching Keyword Values that already exist in OnBase,
select the Search for an Existing Document with Matching Keywords check box. Then
select one of the options below.

Existing Documents | Description

Append Additional Appends the new documents to the existing documents.
Pages to Existing
Document Note: If the batch of documents that the new documents are being

appended to has already been committed, the appended pages will also
be committed, under the same batch number as the original batch.

Note: Appending additional pages only works with image file formats.

Append Additional Creates a new revision with the imported pages added on to the end of the
Pages to New existing document.

Revision of Existing

Document

Do Not Import Purges the document from the batch being imported.

Document

Note: The verification report will state that the document was removed
from the batch.
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When importing documents that are expected to be revisions of archived documents,
but whose Keyword Values may not exactly match the archived Keyword Values, select
the Respect Keyword Uniqueness Document Type Options for Searches check box.
This option checks for matching Keyword Values based only on Keyword Types that
have been configured as unique, unlike a normal XML Index DIP process in which all
Keyword Values must match for a successful revision import. The documents are then
matched to archived documents based on only the configured unique Keyword Values,
rather than all Keyword Values. All Keyword Values on the two documents will be
merged, and all the Keyword Values for both documents will display on each document.
This is true for as many revisions as are imported.

Note: The newly-imported revision will not contain any of the already-archived pages of the
document. The already-archived pages will also not have the new pages added to them. The
documents will be completely separate from each other, except for the merged Keyword
Values.

Keyword Types are configured as unique in the Document Types dialog box in the
Configuration module. The Keyword is used to determine uniqueness of new
documents option in the Keyword Type Assignment dialog box must be selected. For
more information on Keyword Options within the Document Types dialog box, see the
System Administration MRG.

Note: The Respect Keyword Uniqueness Document Type Options for Searches option does
not need to be used in conjunction with any of the Existing Documents options.

10. When finished configuring the Process Settings, click Save to exit the dialog box.

XML Index DIP Field Order Configuration

Each field value in the XML Import Index File is enclosed by an XML tag that is mapped to a
specific Keyword Type. The XML Index DIP process identifies and associates these field values
with the appropriate Keyword Type. There are two main types of XML Index DIP - Absolute Path
and Relative Path. See the following sections for more details:

Understanding Field Tags on page 50

+ Using Relative XPaths on page 60
Absolute Path Configuration on page 65
Relative Path Configuration on page 70
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Understanding Field Tags

Field tags are used to identify information. XML tags are set up in a hierarchical tree order. The
following file is an example of an XML Import Index File used in XML Index DIP:

- =PurchaseCrderRunz=
- =Purchaselrder=
<PurchaseCrderdMumber=10253611</PurchaseCrderMumber:
<ShipMethod=UPS§</ShipMethod=>
<Requistioner=John Smith</Requistioner>
<PurchaseCrderDate=09/26/02</PurchasedrderDatex
<Terms=2% 10; NET 30</Terms=
- <‘endars=
zMame=11"'s Custom Bikes</MName:=
=5treet>12345 Greenbush Avenue=/Street=
<City>North Hollywood</City>
<State=California</States
<ZIP=91609</Z1P=
<Mendors
- <5ShipTo=
“Mame=X¥Z, Inc.</MNamez=
=5treet>28500 Lorain Road</Street:=
“City=Anycity</Citye=
<State=State</State=
<ZIP=02020</Z1P=
=/ShipTox>
- <ltemsx=
- =Item partMum="5564663" OrderDate="3:33 PM 04/24/2003"
Quantity="1" priceEA="1,795.00" priceTL="1,795.00">
<PartInformation productMame="Chrome Tailpipe" Size="Large"
Length="13" /=
<PartInformation productMame="Chrome Tailpipe"
Size="Medium" Length="9" /=
=/ Ttem=
</ Ttemss
<SubTotal=1795.00</SubTotals=
<SalesTar=125.65=/SalesTaxx
<Total=1920.65=/Total=
</Purchasedrders
< /PurchaseCrderBunz=

The tags highlighted in yellow will be used to identify the company name to map it to the
Company Name Keyword Type. To identify this data for Keyword Type mapping, the field tag
that would be entered in the Field Configuration dialog box in the form of an Absolute Xpath
would be:

/PurchaseOrderRun/PurchaseOrder/ShipTo/Name
Notice that each entry in the field tag coincides with the highlighted tags.

The <PurchaseOrderRun> tag is the topmost tier of the hierarchy.
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The <PurchaseOrder> tag follows. Within the <PurchaseOrder> tag, there are three data
content tags:

+ <Vendor>
+ <ShipTo>
« <ltems>

<ShipTo> is the next tag that needs to be identified to find the company’s name. Within the
<ShipTo> tag there are five data content tags:

* <Name>
* <Street>
+ <City>

* <State>

- <ZIP>

The <Name> tag is the tag needed to identify the name of the company. All tags leading the
desired data must be specified. The following example shows properly configured Keyword
Type mapping for the previous sample XML Import Index File. The highlighted record shows the
previous Absolute Xpath example.

Field Configuration fg|

K.emaords

Feyword Type Field Tag

»»Begin Document, Excluzive  /PurchazelrderRun/Purchazelrder/

Address fPurchazelrderR un/Purchaselrder/ShipT a/Steet

Company Mame fPurchazelrdeR un/Purchazelrder/ShipT oM ame

Order Mumber /PurchazeliderRun/Purchaze0der/PurchazeOrderM umber

Fart Mumber /PurchazelrderR un/Purchaselrdertems | kem@partMum

Product fPurchazelrderR un/Purchaselrdertems temPartinformationi@productt ame
Wendaor Hame /PurchazeOrderRun/PurchaseOrderendor/M ame

< | &
| =l

[

"»»' Denotes Default Keyword Types

[

b L

Clear Cloge

Conditional Keyword Values

Keyword Values can also be populated conditionally, depending on the value(s) of element
attributes. Multiple conditions can be set for the same Keyword Type, and different conditions
can be used in combination in the same Field Tag.

Conditional Keyword Values can be populated in following ways:
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With a Child Attribute Value Based on the Value of the First Attribute of
the Immediate Parent Element.

A Keyword Value can be assigned if the immediate parent element matches a previously-
configured value.

For example, examine the following snippet of a sample XML Import Index File:

- <PurchaselrderRuns=
- <Purchasedrders=

<PurchasedrderMumber=10253611</PurchaseCrdertumber:

<Shiptethod=UPS</ShipMethod=

<Requistioner=John Smith</Requistioner=

<PurchaseCrderDate=09/26/02</PurchasedrderDate:

<Terms=2% 10; NET 30</Terms>

- =ltems=

- <Item parthum="5564663" OrderDate="11:31 AM 05/25/2008"=
<productiame=Medium Chrome Tailpipe</productMame:s
<Description=A Premium Replacement Tailpipe</Description=

</Ttem:s

- =Item parthum="12345" OrderDate="1:31 PM 04/19/2008">
zproducthame=Medium Rubber Handgrip</producthames
«Description=An Inexpensive Replacement

Handgrip=/Cescriptionz
< /Ttem:s

=/Ttemss>

<SubTotal=1795.00=/SubTotal=

<SalesTar=125.65</SalesTaxs

<Total>1920.65</Total=

</Purchaselrders
< /PurchasetrderPun=

Note that the two Item elements are identified by the unique partNum attribute, and each Item
element has two child attributes, productName and Description. You can configure the first
child attribute to populate a Keyword Value once you've identified the proper Item element
from which to take it in the Field Tag.
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For example, you can configure the productName attribute (productName="Medium Rubber
Handgrip”) to populate the Part Name Keyword Value by using the partNumber attribute
(partNumber="12345") to identify the correct Item element. If the element is not correctly
identified in the Field Tag or if the child attribute is not the first attribute to be displayed in the
XML Import Index File, the attribute is not assigned to the Part Name Keyword Type.

Field Configuration [E|

K.ewwords
Kewword Tyupe Field Tag

»rBegin Document, Excluzive  /PurchaselrderRun/Purchase0rder

Address /PurchazelrderRun/Purchazelrder/ShipT o[@MName="4Y2 Inc." ]/ @S reet

Maote #Purchasel rderRun/Purchase0rder/ltems A tem[ @parth um="05646623")/F artlnfo
PO # /PurchazelrderBun/Purchazelrder/PurchaselrderM umber

Part Mame ‘PurchaseliderBun/Purchaze0rder/ltems A tem[@part um="12345"]/productM 5
Part Murnber #PurchaselrderR un/Purchazelrder/ltems/temi@partt um

Wendor Mame #PurchaselrderR un/Purchazelrder A endor/M ame

< | >
| Part Marne ﬂ |!Purchase[lrderHun:'F'urchaseElrder.fItems.fItem[@partNum="1 2345 /producth

] e

»»' Denotes Default Kewword Types

Clear Cloge

The Field Tag for the above example would be:
/PurchaseOrderRun/PurchaseOrder/Items/Item[@partNum="12345"]/productName

With Element Text Based on the Value of the last Attribute in the Target
Element

Text within an element can be assigned to a Keyword Value if the last attribute value in the
target element matches a configured value.
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For example, examine the following snippet of a sample XML Import Index File:

- <PurchasedrderRunz
- zPurchaseCrderz
<PurchasedrderdMumber=10253611</PurchaseCrdermumbers
=ShipMethod=UPS</ShiphMethod=
=Requistioner=John Smith</Requistioner=
<PurchasedrderDate=09/26/02</PurchasedrderDates

<Terms:>2% 10: NET 30</Terms:
- «<ltems=
- <Iltem parthum="5564663">
=PartInformation producthlame="Large Chrome Tailpipe"
Length="13"=Requires Large Box</PartIinformationz
zPartInformation producthlame="Medium Chrome Tailpipe"
Length="0" /=
</ Ttems
- <ltem partMum="12345"=
<PartInformation productMame="Large Rubber Handgrip"
Length="6" /=
=PartInformation productMame="Medium Rubber Handgrip"
Length="4" /=
< /Ttemz
=/ Ttems=
Z5ubTotal=1795.00=/SubTotal=
Z5alesTax=>125.05</SalesTax:=
<Total=1920.65=/Total=
</Purchasedrders
</PurchasedrderRunz

Note that the first Partinformation element contains text that is not assigned as an attribute
value. You can configure this text to fill a Keyword Value once you've identified the proper
element and the last attribute value in the element in the Field Tag.
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For example, you can configure the text to fill the Note Keyword Value by first identifying the
correct Item element by using its partNumber attribute value (5564663), and then identifying
the last attribute in the element and its value (Length="13"). If either the element or the last
attribute of the element and its value are not correctly identified in the Field Tag, the text is not
assigned to the Note Keyword Type.

Field Configuration r5_<|

K.epwords
K.epwaord Type Field Tag

rrBegin Document, Excluzive  /PurchazelrderRun/Purchazelrder

Product Mame fPurchazelrderB un/Purchazelrderd| terms/ProductM amel.. A temPartH urm[text]]=""

< | >

| Product Mame ﬂ |.-’F'ur|:hasel:l rderRun/Purchazelrderdbems/Producth amel.. /temP artH urn(test()="

Add Femove

"+ ' Denotez Defaulk Keyword Types

ai!

Clear Cloze

The Field Tag for the above example would be:
/PurchaseOrderRun/PurchaseOrder/Items/Item[@partNum="5564663"]/

Partinformation[@Length="13"]
With a Target Attribute Based on a Target Element’s First Attribute Value

A Keyword Value can be assigned if the target element’s first attribute value matches a pre-
configured value.
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For example, examine the following snippet of a sample XML Import Index File:

- <PurchasedrderRunz
- zPurchaseCrderz
<PurchasedrderdMumber=10253611</PurchaseCrdermumbers
=ShipMethod=UPS</ShiphMethod=
=Requistioner=John Smith</Requistioner=
<PurchasedrderDate=09/26/02</PurchasedrderDates
<Terms=2%0 10; NET 30</Termsx»
- <Vendors
zMame=11"s Custom Bikes</MNamex=
«<5Street>12345 Greenbush Avenue</Street>
<City=North Hollywood=/City>
<State=California</States
<ZIP=91609</ZIP=
<MNendors
«ShipTo Mame="X¥Z Inc." Street="28500 Lorain Road" City="Anycity"
State="State" ZIF="02020">Leave Packaqe at side door</ShipTo>
=ShipTo Mame="ABC Inc." Street="5262 Brown Road" City="0Oxford"
State="0OH" ZIP="45056" />

Note the two shipping addresses contained in the ShipTo elements. You can configure the
value of one of the Street attributes to populate a Keyword Value based on value of the Name
attribute.
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For example, you can configure the value of the Street attribute to fill the Address Keyword
Value only if the if the value of the Name attribute is XYZ, Inc. If the value of the Name attribute
is not XYZ Inc., then the value of the Street attribute would not be assigned to the Address
Keyword Type.

Field Configuration &|

Feywords
Feyword Tyupe Field Tag

>»B Document, Excluzive  /Purchaze0rderRun/Purchazelrder

= /Purchaze0rderRun/Purchaselrder/ShipT o[
PO & fPurchazelrderR un/Purchazelrder/PurchazeOrderumber

Part Murber fPurchazelrderR un/Purchaselrder temstemEparth um

Status /PurchazelrderR un/Purchaselrder/tems/tem[Epartt um=""12345"]/Fartlnform:
Yendor Mame fPurchazelrderR un/Purchaselrder Y endor/M ame

< | >
|,|’.‘n.d|:|re$$ ﬂ |;"F'urc:hase[lrderHuan‘urchaseDrderfS hipT a[@M ame="#37 Inc. ')/ @5 reet

Remove

"»»' Denotes Default Kepword Types

ai!

Clear Cloze

The Field Tag for the above example would be:
/PurchaseOrderRun/PurchaseOrder/ShipTo[@name="XYZ, Inc.”]/@Street

With Element Text Based on the Value of another Element within the
Target Element

Text within an element can be assigned to a Keyword Value if another specified element value
within the target element matches a configured value.
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For example, examine the following snippet of a sample XML Import Index File:

- =PurchaseCrderRunz
- =PurchaseOrder=
<PurchasedrderMumber=10253611</PurchaseCrderdumber:
<ShipMethod=UPS</ShipMethod=
<Requistioner=John Smith</Requistioner=
zPurchaseCrderDate=09/26/02 < /PurchaseCrderDates
=Terms=20%p 10; NET 30</Terms=
- «ltemsz
zItemPartMum>= 5564663 </TtemPartMum:=
<ProductMames= Large Chrome Tailpipe < /ProductMamez
</Ttemss=
<SubTotal=1795.00</SubTotal=
=5alesTar»1268.659</SalesTax>
<Total=1920.65=/Total=
= /PurchaseCrders
< /PurchaseCrderPun=

In this example, you can configure text to fill a Keyword Value with the ProductName value
once you've identified the corresponding ItemPartNum value in the Items element.

For example, you can configure the text to fill the Product Name Keyword Value with a
Product’'s ProductName by first identifying the correct ItemPartNum element by using its value
(5564663). If the element or the value of the element are not correctly identified in the Field
Tag, the text is not assigned to the Product Name Keyword Type.

Field Configuration [5_<|

K.ewwaords

F.ewword Type Field Tag

r»Begin Document, Excluzsive  /PurchaselrderRun/Purchaselrder
Product Mame /PurchaselrderBun/Purchaselrder/ltems/ProductM ame].. /

best[]=""

|termParth um|

< | >

| Product Mame ﬂ |.-"F'uru:haseDrderFl un/PurchazeOrder/lkems/ProductM amel.. AtemP artMum[texst(]="
Add Remove

"+»' Denotes Default Kepword Types

fl I
d!

Clear Cloze

The Field Tag for the above example would be:
/PurchaseOrderRun/PurchaseOrder/Items/ProductName|../ItemPartNum[text()="5564663"]]
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Document Types Within the XML Import Index File

If you want to import documents into multiple document types within a single XML Index DIP
process, you need to ensure that each Document Type has its own tag that can be used to
identify the start of a document.

In addition, a Document Type should not be a subset of another Document Type. Following are
simple examples of incorrectly and correctly formatted XML Import Index Files for using
multiple Document Types within an XML Index DIP process. <Document 1> symbolizes one
Document Type and <Document 2> symbolizes another Document Type.

Incorrect Correct
<Document 1= <Document 1=
<Data 1= <Data 1=
<Data 1= <0Data 1=
<bata 1= <hata 1=
<Data 1x <hata 1=
<hata 1x <hata 1=
<Data 1= <Data 1=
<Data 1= <hata 1=
<Data 1» <Data 1=
<0acument 2= <Data 1=
<Data 2> <0Data 1=
<bata 2= <hata 1=
<Data 2> <hata 1=
<Data 2> <hata 1=
<hata 2= <Data 1=
<Data 2z <//Document 1=
<Data 2>
<hata 2= <Document 2=
<Data 2> <hata 2=
<bata 2= <hata 2=
< SDocument 2= <Data 2=
<0ata 1x <hata 2=»
<Data 1= <hata 2=
<Data 1= <hata 2=
<Data 1» <Data 2=
<Data 1= <hata 2=
<Data 1= <hata 2=
</Document 1= <Data 2=

</DoCcument 2=
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Using Relative XPaths

You can also map paths using Relative XPaths. To use Relative XPaths in your XML Index DIP
process, you must first select the Process Relative XPaths in Field Definitions box in the

Import Processor Configuration window.

Irnport Processor Configuration for: AR - Invoices @
Index File
Field Type Field Delimiters Separator
Tagged Fields @ MNone i@ Newline
Ordered Fields Single Quote () Tab
Seff Corfiguring Figlds Double Quote () Custam

End Of File Designator

Archiving Method Option Ovemide
@ Momal [] Ovemide INI Options for This Process Format
1 In Place Delete Index Files
Import Delete Source Files
Options
[] Expand AutoFill Keyword Sets @_F'mcess Relative ¥Paths in Field Deﬁn'rtiu@

[7] Store Duplicate Keys as Separate Documents
Detect Multi-Page Tiff

[ Delete Folders

[7] Ignore Missing Source Files

[] Count Pages in Text Files [ gnore Required Keywords

[7] Do Mot Add to Medical Contexts [] Save Filenames to System Processing Keywords

Existing Documents
[T Search for an Existing Document with Matching Keywords. K Found
(@ Append Additional Pages to Existing Document
Append Additional Pages to Mew Revision of Exsting Document
Do Mot Import Document
Do Mot Report Matches as Emors in Verfication Report

[] Respect Keyword Unigueness Document Type Options for Searches

(Clear ] [ Cancel
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While absolute file paths always start with the root directory and point to the same location
every time, relative file paths start with a given working directory. Relative paths therefore allow
you to dynamically alter the working directory while maintaining the same file structure within
it.

The XML processor internally translates the Relative Path into an Absolute Path to determine a
tag's location.

Note: Because every Relative Path must be internally translated, it will take longer to process
an XML Index DIP job that includes Relative Paths.

See the following snippet of an XML Import Index File for an example:

- =PurchasedrderRunz
- «PurchaseCrders=
<PurchasedrderMumber=10253611</PurchaseCrdertumbers
=ShipMethod=UPS</Shiptethod:=
<Requistioner=John Smith</Requistioner=
zPurchaseCrderDate=09/26 /02 /PurchaseCrderDates
<Terms=2%o0 10; NET 30</Termsz
- =Vendors
<Mame=11"'s Custom Bikes</MNamez
<Street=12345 Greenbush Avenue</Street=
=City=North Hollywood=</City>
<State=California</States
«ZIP=91609</7IP=>
<= Mendors
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Whenever you configure an XML Index DIP process using Relative Paths, you must configure
the Begin Document tag as an Absolute Path. You can then use Relative Paths for the
remaining tags in the document. For example, to configure a process using the sample file
above, the Begin Document tag would be configured using this Absolute Path:

Field Configuration El

K.epwords
Kemuord Type Required  Field Abzolute =Fath
< | >
_-l-_-'_—_ _—_‘--l—_
(I;Begin Document, Exclugive W | .-‘F'urchase[lrderHun!PurchaseDrderqD
Add | Forrnat Femaove
"+3' Denotes Default Kewaord Types

You can then access the other tags in the document by using Relative Paths. Relative Paths use
the hierarchy configured in the Begin Document Absolute Path to access a specific node. The
following example is a valid Relative Path because the PurchaseOrderNumber tag is contained
within the PurchaseOrder node, which is part of the configured Absolute Path.

Field Configuration D__(|

F.epwords

Keyword Type Required  Field Absolute <Path
»»Beqgin Document, Exclusive fPurchase0nderRun/PurchaseOrder
£ | >
.7 e —— —_— A

_-_-'llh.__
(| Purchase0rderMumber w | i |PurchaseD rderNumber_)
. __—l———_——_-—_
&dd Format Remove
»»' Denotes Default Keyword Types
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In order to access tags that are under a node that is not in the configured Absolute Path, enter
two periods in place of the node you wish to move back from. The ../ character string tells the
XML processor to go back one level in the XML hierarchy. This allows you to access nodes and
tags that are not contained within the Absolute Path configured in your Begin Document string.
For example, take the following XML Import Index File and configuration mapping:

<?xml version="1.0" encoding="utf-8" 7=
- <APInvRun=
- =NewCheck>
<DocTypeName=AR - XMLIndex DIP Checks</DocTypeName =
- =CheckInfo=
<Check_Mum=104</Check_MNum:
Vendor=La maison d" Asie</Vendor=
=Check_Amount=>%40.00</Check_Amount:
<Date=02/06/2002</Date>
=/CheckInfo=
<FilePath=C:\AR - Scanned Checks\11051.bmp</FilePath=>
</NewCheck=
- <NewMemo =
<DocTypeName>AR - Memos</DocTypelName =
=Memo_MNum=11051 </Memo_MNum=
- <Memolnfo=
zAuthor=John Adams</author=
<MemoDate=04/14/96 </ MemoDate =

</Memolnfoz=
</MewMemo =
</ APInvRLUN=
Field Configuration E|

K.epwords

Kemuord Type Required  Field Relative <Path

»»Begin Document, Exclusive APlrveRundMewCheck/Checkinfo

Check # Check_Mum

Check, Amount Check_Amaount

temalate .4 HewkemoMemol nfo/temaolate

Author A M ewkermo/Memal nfolduthar

Wendaor Hame Wendor

s k4

w | [F] |

"+3' Denotes Default Kewaord Types
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The tags highlighted in yellow are contained within the Begin Document Absolute Path and can
be accessed with a simple Relative Path. The tags highlighted in green, however, are not part of
the Begin Document Absolute Path. These tags require the use of the ../ string to access the
correct path. For example, take the Relative Path for the Author tag: ../../NewMemo/
Memoinfo/MemoDate.

The XML processor translates this by starting from the Begin Document Absolute Path of /
APInvRun/NewCheck/Checkinfo. The ../ string tells the processor to go down one level, so it
modifies the path to /APInvRun/NewCheck. Then another ../ is encountered, so the path is
modified to /APInvRun. The XML processor then adds the NewMemo, Memolinfo, and Author
tags to the path, resulting in a translated Absolute Path of /APInvRun/NewMemo/Memolnfo/
Author.

The following strings can be used to configure relative paths:

String Description
d Use the current node.
@name="123" Store the value of an attribute. In this example, a value of

123 is stored for the attribute name.

./ Move down one node.

i Move down two nodes.
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Absolute Path Configuration
Field Order

To configure the field order for your XML Index DIP process using Absolute Paths, follow these
steps:

1. In the Configuration module, select Import | XML Index Document Import Processor.
The XML Index Document Import Configuration window is displayed.

s )

AML Index Document Import Configuration
XML Index Document Import Processing Format H148
[AR-nwoices ] Settings

AR - Scanned Checks

HR-R
Fsumes Document Types

Process Settings

Field Order

e b
AR - Invoices
Create Delete ] [ Clear ] [ Close ]

2. Select a processing format.
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3. Click Field Order. The Import Processor Configuration window is displayed.

X

Import Processor, Configuration

Document Type

[ Field Configuratian ]

G0 - Archived Publizhed Minutes Copy Caonfiguration

< [ > Cloze

4. Select a Document Type.
5. Click Field Configuration. The Field Configuration window is displayed.

Field Configuration [5__(|
Fepmwordz
Fepmard Type Required  Field Relative XPath
»»Beqgin Document, Exclusive S PlreRunM el ocument
£ E
w | ] |
Add Farmat Rermowve
'»»' Denotes Default Kepward Types
Clear l [ Close
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6. Examine the XML Import Index File to identify the tags used. Select a Keyword Type in
the drop-down list, then enter its XML path in the text field. See the following XML
Import Index File for an example.

<?xml version="1.0" encoding="utf-8" ?=
- <APInNvRUN=
- <MewDocx
zDate=02/06/2002</Date=
<DocTypeMName=AR - Scanned Checks«</DocTypeName=
<Check_MNum:=104<=/Check_MNum:=
<Vendor=La maison d' Asie</\Vendorz
=Check_Amount>%$40.00</Check_Amount>
<Memo_MNum=11051</Memo_MNum =
zFilePath=C:\AR - Scanned Checks\11051.bmp</FilePath=
</NewDoc>
</APINvVRUN =

In this XML Import Index File, the name of the vendor is displayed in the Vendor tag. To
configure the Vendor Name Keyword Type to use this tag, select the Vendor Name
Keyword Type and enter the path to the value. The path to the value is based on the
structure of the file - starting from the top of the file, the path includes each XML “layer”
preceding the tag. In the example file above, the path to Vendor would be entered as:

Field Configuration rzl

F.ewaords

Kemqord Type Required  Field Abzolute =P ath
rrBeagin Document, Excluzive APvRundMewbios
»»Dacument Type APlavBunMewDoc/DocT vpeM ame
»»Full Path APl RundMewDoc/FilePath
Check # APlnvBundMewDoc/Check_Mum
Check Amount AsPlawB undM ewDoc/ Check_Amount
Date APlnvRundMewlDoc/Date
bemo & APl B undMewDocdMemo_Mum
S5 : 2

i i
.d"v"_endnr M ame w | [F] | AAPInvRundMewDocVendor _-S
1]
"' Denotes Default Keyword Tyupe
Clear ] [ Cloze

This tells the XML Index Document Import Processor that the Vendor tag can be found
under the NewDoc node, which is found under the root node APInvRun.

Note: Field paths are case sensitive.
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Note: It is not necessary to list the Keyword Tag more than once if multiple Keyword Values
may be assigned for the same Keyword Type.

7. Click Add to move the tag to the Keywords list.
8. Add mandatory and optional Default Keyword Types.
The following notes explain some details about these Default Keyword Types:

+ Depending on your XML Import Index File, you must add either the Default
Keyword Type >>Full Path or a combination of >>File Path and >>File Name.

+ An Absolute Path must be supplied for a >>File Path Default Keyword Type.

The >>Full Path and >>File Path Default Keyword Types are not available when
configuring an In Place XML Index DIP process. The >>File Name Default Keyword
Type may be used instead.

When using an XML Index DIP process to import E-Forms, only the >>Document
Type or >>Document Type Number Keyword Type is needed. The >>Full Path,
>>File Path, and >>File Name Keyword Types are not required.

« If you have any of the following Default Keyword Types in the order sequence of
the Field Order Configuration, you must put them in the sequence before the
>>FullPath or >>FileName Default Keyword Types, otherwise the process will use
the default values of those Default Keyword Types. (e.g., Offset =0, Disk Group
Number = the Default Disk Group).
>>Disk Group Number
>>File Type
>>File Path
>>Number of Pages
>>0ffset
>>Size

+ If the File Type (file format) is not specified in the XML Import Index File, the XML
Index DIP process will default to the file format configured for the Document
Type.

+ For text files, the Default Keyword Type >>Number of Pages is used to designate
the number of pages that are in one text file. If more than one text file is imported
as part of one document, only the first page will be viewable, even though multiple
pages will show in the Properties dialog box.

« If the XML Import Index File contains more than one Document Type, both the
XML Import Index File and Field Configuration must contain the Default Keyword
Type >>Document Type or >>Document Type Number.

+ To make a Keyword Type required, check the box next to the field tag box. When
the tag is added, an X will appear in the Required column.

Note: See Default Keyword Types on page 158.

9. Every XML Import Index File must contain a tag that identifies the beginning of each
document. Type the name of this tag in the field tag input field in the bottom of the Field
Configuration dialog box. Select from the drop-down list the Default Keyword Type to
which you want to map the tag. Click Add to move the tag to the Keywords list.
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+ >>Begin Document, Exclusive:

Identifies a text string as one that designates the beginning of a document. This text
string will be mapped to a System Keyword Type. The System Keyword Type is not a
Keyword Type that stores Keyword Values by which the document can be searched.
An example of a >>Begin Document, Exclusive tag is <NewDocument> in the XML
Import Index File illustration on page 67.

+ >>Begin Document, Inclusive:

Uses a tag that is also mapped to a Keyword Type as the item that designates the
beginning of a document. This is useful if your XML Import Index File does not
contain a text string whose purpose is to mark the beginning of a document.

a. If you selected >>Begin Document, Inclusive in step 9, and you also want that tag to
map to a Keyword Type that is searchable in the system, make a total of two field
tags for that item:

one as the item that designates the beginning of a document
+ one as the Keyword Type to which it will be mapped

XML Index DIP does not allow duplicate field tags, so when you enter the two tags,
you must vary the path name. To do this, you must enter the Begin Document,
Inclusive tag without any attributes. When configuring the field value, use the path
to the tag with the attribute included. In the following example, the field tag

/APInvRun/NewDoc marks the beginning of the document and
/APInvRun/NewDoc/@date maps the tag to the Date Keyword Type.

<?xml version="1.0" encoding="utf-8" ?=
- <APInvEUNn =
- zMewDoc date="02/06/2002"=
<DocTypeMName =AR - XMLIndex DIP Checks</DocTypeName:=
zCheck_MNum=104</Check_Numz=
<Vendor=La maison d' Asie</Vendor:>
zCheck _Amount=%40.00</Check_Amount=
zMemo_Num=11051 </Memo_MNum:=
<FilePath=C:\ AR - Scanned Checks\11051.bmp
</NewDoc=
</ BPInvRUN

10. If any of the Keyword Types to which you are mapping tags have a data type of Date or
Currency, select the defined field tag and click Format to define the format. See
Keyword Configuration on page 87 for details.

11. Repeat steps 6 — 11 for all additional Document Types in the XML Index DIP process.
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Relative Path Configuration

To configure an XML Index DIP with Relative Paths, you must select XML Index Document
Import Processor | Process Settings | Process Relative XPaths in Field Definitions.

Note: When configuring an XML Import Index File to use Relative Paths, you must configure the
Begin Document tag to use an Absolute Path. The other tags in the file can use Relative Paths.

Field Order

To configure the field order for your XML Index DIP process, follow these steps:

1. Inthe Configuration module, select Import | XML Index Document Import Processor.
The XML Index Document Import Configuration window is displayed.

I Y

AML Index Document Import Configuration @
¥ML Index Document Import Processing Format H 148
Settings

AR - Scanned Checles

HR - R
FeumeEs Document Types

Process Settings

Field Order

|l ’
AR - Invoices
Create Delete ] [ Clear ] [ Close ]

2. Select a processing format.
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3. Click Field Order. The Import Processor Configuration window is displayed.

Import Processor Configunation ['5_(|

Dacument Type

[ Field Configuration l

GEI'\-" .-'f-.rchwed PuthhEd .-'f-.gen-:la
GO - Archived Publizhed Minutes

Copy Configuration

4 [ > Cloze

4. Select a Document Type.
5. Click Field Configuration. The Field Configuration window is displayed.

X

Field Configuration

K.emmaords
Femqord Type Fequired  Field Relative #Path

»rBegin Document, Excluzive A PlnvBundMewD ocument

45 *

v O |
Add Format Remove
»»' Denotes Default Keyword Types
Clear ] [ Cloze
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6. Examine the XML Import Index File to identify the tags used. Select a Keyword Type in
the drop-down list, then enter its XML path in the text field. See the following XML
Import Index File for an example.

<7xml version="1.0" encoding="utf-8" 7=
- <APInvRUn=>
- «MNewDocCz
zDate=02/06/2002=/Date=
<DocTypeName=AR - Scanned Checks</DocTypeName=
<Check_MNum=104<=/Check_Num:=
<endor=zLa maison d" Asie</\Vendorz
<Check_Amount=%$40.00</Check_Amount>
<Memo_MNumz=11051</Memo_MNum:=
<FilePath=C:\AR - Scanned Checks\11051.bmp</FilePath=
</MewDocx=
</APINvRLN=

In this XML Import Index File, the name of the vendor is displayed in the Vendor tag. To
configure the Vendor Name Keyword Type to use this tag, select the Vendor Name
Keyword Type and enter the path to the value. The path to the value is based on the
Begin Document tag. This means you can simply enter the name of the appropriate tag
instead of the entire path. In the example file above, the path to Vendor would be written

as:
Field Configuration f‘S__<|
Fepwords
Keyword Type Required  Field Absolute #Path
»»Begin Document, Exclusive siPlnvRunMewboc
>»Document Type DocTypeM ame
»>Full Path FilePath
Check # Check_Murn
Check Amount Checlk_amount
Date Date
temo # Memo_MNum
Wendor Mame Yendor
£ t —_—— b
— e
@endor Marne w | i |Vendor )
»»' Denotes Default Kewword Types

This tells the XML Index Document Import Processor that the Vendor tag can be found
under the Absolute Path defined in the Begin Document tag.

Note: Field paths are case sensitive.

Note: It is not necessary to list the Keyword Tag more than once if multiple Keyword Values
may be assigned for the same Keyword Type.
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7. Click Add to move the tag to the Keywords list.
8. Add mandatory and optional Default Keyword Types.
The following notes about explain some details about these Default Keyword Types:

+ Depending on your XML Import Index File, you must add either the Default
Keyword Type >>Full Path or a combination of >>File Path and >>File Name.

+ An absolute path must be supplied for a >>File Path Default Keyword Type.

The >>Full Path and >>File Path Default Keyword Types are not available when
configuring an In Place XML Index DIP process. The >>File Name Default Keyword
Type may be used instead.

When using an XML Index DIP process to import E-Forms, only the >>Document
Type or >>Document Type Number Keyword Type is needed. The >>Full Path,
>>File Path, and >>File Name Keyword Types are not required.

If you have any of the following Default Keyword Types in the order sequence of
the Field Order Configuration, you must put them in the sequence before the
>>FullPath or >>FileName Default Keyword Types, otherwise the process will use
the default values of those Default Keyword Types. (e.g., Offset =0, Disk Group
Number = the Default Disk Group).

>>Disk Group Number

>>File Type

>>File Path

>>Number of Pages

>>0ffset

>>Size

If the File Type (file format) is not specified in the XML Import Index File, the XML
Index DIP process will default to the file format configured for the Document
Type.

For text files, the Default Keyword Type >>Number of Pages is used to designate
the number of pages that are in one text file. If more than one text file is imported
as part of one document, only the first page will be viewable, even though multiple
pages will show in the Properties dialog box.

If the XML Import Index File contains more than one Document Type, both the
XML Import Index File and Field Configuration must contain the Default Keyword
Type >>Document Type or >> Document Type Number.

To make a Keyword Type required, check the box next to the field tag box. When
the tag is added, an X will appear in the Required column.

Note: See Default Keyword Types on page 158.

9. Every XML Import Index File must contain a tag that identifies the beginning of each
document. Type the name of this tag in the field tag input field in the bottom of the Field
Configuration dialog box. Select from the drop-down list the Default Keyword Type to
which you want to map the tag. Click Add to move the tag to the Keywords list.
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+ >>Begin Document, Exclusive:

Identifies a text string as one that designates the beginning of a document. This text
string will be mapped to a System Keyword Type. The System Keyword Type is not a
Keyword Type that stores Keyword Values by which the document can be searched.
An example of a >>Begin Document, Exclusive tag is <NewDocument> in the XML
Import Index File illustration on page 67.

+ >>Begin Document, Inclusive:

Uses a tag that is also mapped to a Keyword Type as the item that designates the
beginning of a document. This is useful if your XML Import Index File does not
contain a text string whose purpose is to mark the beginning of a document.

a. If you selected >>Begin Document, Inclusive in step 9, and you also want that tag to
map to a Keyword Type that is searchable in the system, make a total of two field
tags for that item:

one as the item that designates the beginning of a document
+ one as the Keyword Type to which it will be mapped

XML Index DIP does not allow duplicate field tags, so when you enter the two tags,
you must vary the tag name. To do this, you must enter the Begin Document,
Inclusive tag without any attributes. When configuring the field value, use the path
to the tag with the attribute included. In the following example, the field tag

/APInvRun/NewDoc marks the beginning of the document and
/APInvRun/NewDoc/@date maps the tag to the Date Keyword Type.

<?xml version="1.0" encoding="utf-8" 7=
- <APInvREuUn =
- <MewDoc date="02/06,/2002":
<DocTypeMame=AR - XMLIndex DIP Checks</DocTypeName =
zCheck_MNum=104</Check_Numz=
NVendorzLa maison d' Asie</\Vendor:>
«Check_Amount=$40.00</Check_Amount::
<Memo_MNum=11051</Memo_MNum =
<FilePath=C:\ AR - Scanned Checks\11051.bmp
</NewDoc =
</ APINvRUnN =

10. If any of the Keyword Types to which you are mapping tags have a data type of Date or
Currency, select the defined field tag and click Format to define the format. See
Keyword Configuration on page 87 for details.

11. Repeat steps 6 — 11 for all additional Document Types in the XML Index DIP process.

Copying Field Configurations

Field configurations can be copied from one Document Type to another to speed the
configuration process. The process will copy an entire field configuration, accounting for all
configured Keyword Types. Keyword Types that are not present in the receiving Document
Type, but are present in the source Document Type, will be accounted for with Dummy Keys.
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To copy a field configuration from one Document Type to another:
1. In the Import Processor Configuration dialog box, select the Document Type from
which to copy the field configuration.

2. Select the Copy Configuration button. The Field Configuration Copy Selection dialog
box is displayed.

Field Configuration Copy 5election E'

Copy Field Configuration To Diocuments

GO - Archive Agenda ltern Submittal
GOV - Archived Publizhed Agenda

[ Save l[ Select Al ] [ Cancel ]

3. Select a Document Type to copy the field configuration to. If a Document Type has an
existing configuration, a warning message is displayed.

Tip: Use the Select All button to copy the chosen field configuration to all Document Types.

4. Click OK to copy the field configuration to the selected Document Type.

Assigning Processor Notification Groups

You can assign an existing Processor Notification Group to a configured Process Format.
When a Processor Notification Group is assigned to a Process Format, notifications will be
sent out whenever any of the related Processor Notifications are triggered. For information on
configuring Processor Notifications, see the Configuring Processor Notifications section of
this documentation.
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To assign a Processor Notification Group to a Process Format, follow these steps:

1. In the Configuration module, select Import | XML Index Document Import Processor.

The XML Index Document Import Configuration dialog box is displayed.

2. Select the Notifications button. The Assign Processor Notification Groups dialog box
is displayed.

-

Assign Processor Motification Groups @

Available Processor Motification Groups

AFP Processor Motification Group
COLD Processor Motification Group
DUDE Processar Motification Group
PCL Processor Motification Group
POF Processor Motification Group

Selected Processor Motfication Groups

3. Select one or more Processor Notification Groups from the Available Processor
Notification Groups list, then click Add>>.

Note: You can remove Processor Notification Groups that have been assigned to a Process

Format by selecting that group from the Selected Processor Notification Groups list and
clicking <<Remove.

4. Click Close.

76



XML Index Document Import Processor

User Group Rights

To properly configure an XML Index DIP process, users must have sufficient configuration and
processing rights assigned at the User Groups & Rights dialog box. In the Configuration
module, select Users | User Groups/Rights.

Uzer Group Mame Ilzer Group # 1

150 - kembers Timeout Configuration | Document Templates |
k.12 Central Office ™ ———

K-12 Counselor Frint Qusues | Whork flow |
k12 Prncipal _ =

EE-II EEFKTEEE'I:QHDMQ"" Bieeler Custom Quenies | Securty Eeywords | Systermn Tazksz |
MAMAGER

M.&NLI.-’-‘-.ETLIHING Indexing Limits | WB Scrpt Ad Hoc User Tazks |
MORTGAGE

FBER-ADRIM Hate Types Froduct Rights ' Web /APl Tasks |
MRM-ANALYSTS S ———

MRM-CODERS Frivileges Folder Types | Phwzical Becord kgmt |
MBM-NOM PHYS ;

mgm:gi\rsml'&“s Lag Privieges | Full-Text Catalogs | Hecard:z Management |

Fa55SwWORD COMFIG

FHA-Public Housing 4 File Cabirnets | Frint Distributions | Medical Rec Privileges |
PHA-Scanming i

PHAM auchers Scan Queues | Licenzes |

Principal bt

F, 3 Pazzword Optionz Configuration Right=
IMANAGER

|:| Delete Copy | LClear E it

Document Types

In order to configure an XML Index DIP process, you must have rights to all Document Type
Groups and Document Types to which your imported documents will belong.

To grant rights:

1. Select the User Group Name from the User Groups & Rights dialog box.
2. Click Document Types.
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3. Select the Document Types or Document Type Groups on the left.
4. Click Add>> to move the type or group to the Selected for Group box.

Assigning Document Types for ACCOUNTING Group.

Awailable for Selection Selected for Group
Document Tupe Groups Document Tope Groups
ABC Supply Company - Accounts Papable
Agenda and Minutes =8 Accounts Receivable
APPL - Applications

APPLICATION FOR BOAT LOAM

Checks - On Us & Related Images

Checks - Transit & Other Images

[£

Child wafalfara T ara bd At

£

[

i

< |

[ 2

Diocument Types

ABC - Credit Mema

ABC - Cuztomer Information
ABC - Damage Claim Photo
ABC - Dlamage Form [E-FORM]
ABC - Order Farm

ALCC - Check

ALCC - Check Backup Repart

ELN I I P,

£ |

<< Bemove

(£

[

Clear Select Al Clear | Oweride Privileges|

Cloze
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Product Rights

Grant Product Rights to User Groups that will configure and process XML Index DIP Processor
formats. To grant product rights to User Groups:

1. From the User Groups & Rights dialog box in the Client module, select the User Group.
2. Click Product Rights.

3. Select the Client and XML Index Document Import Processor options under Registered
Processing Products.

Registered Proceszsing Products
Iv Client

[ ‘weh Client

COLD Processor

Check Image Processzor
Document Import Processor
Scan

=L Index Document Import Processor
Publizhing

E wcephion Reportz

Full-T st Indexing

E xport

Frint Digtribution

HTML Forms

Document Fetention

i i Sl i ot M I3 i i

Healthcare EDN Processors

4. Click Save.

To allow User Groups to purge XML Index DIP batches from the Incomplete Process, Awaiting
Commit, and Incomplete Commit queues:

1. From the User Groups & Rights dialog box in the Client module, select the User Group.
2. Click on Product Rights.

3. Select the XML Index Document Import Processor option listed under Administrative
Processing Privileges.

Adrinistrative Proceszing Privileges

COLD Processor [ wharkflow

Check Proceszsor [ Healthcare EDI Processars
Document Import Processar

Diocument maging
=ML Tagged Import Processor v #ML Index Document Import Processar

Scheduler [ D5 Client &dministrator

Document Transfer

(O [ [ [ [
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4. Click Save & Close.

Privileges

A user group that will be processing XML Index DIP data with the Accumulate Processing
Information options enabled (See Accumulate Processing Information on page 32.), must
enable the Create List Report check box in order to generate Daily Reports for XML Index DIP
processing. To accomplish this:

1. From the User Groups & Rights dialog box in the Configuration module, select the User
Group.

2. Click on Privileges.

3. Select Create List Report.

Client B ased Products

Full-Text Search
Statement Rendering

[w
|
[
[ Indes Scanned Docurnents
i
=
=
=

[ Host Application Enabler
[ wéorkflow

[ “warkflow Restricted

[ Customer [nfarmation
[ Warkiew

4. Click Save & Close.

Configuration Rights

To configure an XML Index DIP process, the user must have configuration rights. To set the
proper configuration rights, follow these steps:

1. Inthe Configuration module, select User | User Groups / Rights to view the User Groups
& Rights dialog box. Select a User Group.
2. Click the Configuration Rights button.
3. Select the following:
+ Keyword Configuration
+ Document Configuration
+ System Configuration
* Process Configuration
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Configuration Rights E'

General Settings | Uszers / User Growps | Products

[ ] Disk Group Configuration
K.emword Configuration
Drocument Configuration
[ ] Custom Query Configuration
Process Configuration

[ ] Printing Configuration

] Output Configuration
Syztem Configuration

[] Translations

[ Save l [ Clear ] [ Reset ] [ Cancel

4. Click the Save button.

Renditions and XML Index DIP

You can elect to have a file that was imported into the system using XML Index DIP become a
rendition of a document that already exists in the system. This section describes the following
items:

+ Rendition Criteria
+  When Rendition Criteria Are Not Met
+ Multiple Matching Files and Rendition Rules

Rendition Criteria

The following criteria must be met in order to make an imported document a rendition of an
existing document:
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+ You must have the Default Keyword Type >>Rendition or >>Rendition/New
Document selected in the Field Order for the XML Index DIP format. The value that
the >>Rendition or >>Rendition/New Document Default Keyword Type is mapped to
in the XML Import Index File will determine if the document will become a rendition.
The value in the XML Import Index File must be a numeric non-zero integer. A
document entry with a blank, alphanumeric, or zero value will not become a rendition.

« In order for a rendition to be created, all Keyword Values on the imported document
must match all Keyword Values on the original document.

« Additionally, the >>File Type Default Keyword Value must be included in the Field
Order and in the XML Import Index File in order for each different file format to be
imported properly.

+ The Document Type being processed in must be configured for multiple renditions.

If all of the above criteria are met, and a single matching document is found in the system, the
imported document will become a rendition of the existing document.

M Add / Modify Keywor ds X

AF - Scanned Checks
AF - Scanned Checks from LA MAISON D' ASIE

Documert Date (012110 FHH

Kegwords
Date [02-06-02 =

Check # |104

Vendor Mame |LA MAISOMN D' ASIE

| Save | Cancel

2 AR_ Scanned_Checks.xml - Notepad
File Edit Format Wiew Help

<7xml wersion="1.0" encoding="utf-8"7> Rendition is made
<APINVRUN:

<MewDocC date="02,/06/2002">
<DDcT{peName>AR - XMLIndex DIP Checks</DocTypeName:
<Check_Mum=>104 <, Check_Mum:>
<vendo amaison d' Asie<Svendor:
< =4=p- T fEx DIPYLL1051. bmp</Filerath>
</ MewDhoc>
< APINVRLNS

B AR_ Scanned, Checks.xml - Notepad M [=1E3
Flle Edit Format Yiew Help o )
<7xml wersion="1.0" encoding="utf-8"7> Rendition is not made

<APIWRUNE . . ==Rendition Default Keyword Type is
<NewDoc date="02,/06,/2002"> mapped to a blank, zero, or

<DDcT¥peName>AR - ¥MLIndex DIP cChecks</DocTypenames
<Check_num=104 < check_Mums

<vendo a mai=snn d' asie< vendors

<F7 [EF T e T e M dex DIPY11051. bmp<,/Fileraths

< NewDoCs
< BPIRYRLUNS

alphanumeric entry.
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When Rendition Criteria Are Not Met

The following situations may come up when running an XML Index DIP and using the
>>Rendition or >>Rendition/New Document Default Keyword Type to create renditions of
existing documents:

« If the XML Import Index File is set up to make the imported document a rendition, and
no original document is found that meets the rendition criteria, a new document will
be created.

If the >>Rendition Default Keyword Type is used, an error is displayed in the
Verification Report and the XML Import Index File is moved to the ERROR_FILES
folder. If the >>Rendition/New Document Default Keyword Type is used, no error is
displayed in the Verification Report and the XML Import Index File is NOT moved to
the ERROR_FILES folder.

If the XML Import Index File has a missing Keyword Value for a document to be
imported, and the Keyword Value is present in the original document, a rendition will
still be created.

If the document to be imported has matching Keyword Values for all Keyword Values
present in the original document, and also has additional Keyword Values (the
corresponding Keyword Value in the original document is blank), then a rendition will
not be created.

B Add / Modify Keywords [Z|

AR - Scanned Checks
AR - Scanned Checks from LA MAISOM D' ASIE

Document Date | 01-21-10 as:

K.emwords
Date [02-06.02 =
ok # 1104 B Does not appear in the
C' e Import Index File

Yendor Mame |L.f3. kAISOM O ASIE

Save Cancel

[ AR_ Scanned_Checks.xml - Notepad
File Edit Format Wiew Help

<7xm] wversion="1.0" encoding="utf-58"7> Rendition is made

<APTIvRUN:
<MewDoc date="02,/06,/2002":>

<DoCTypeNames=AR - *MLIndex DIP Checks</DocTypedame:
<vendor>La maison d' Asie<Sendors
<pendition=l</Rendition:
<FilePath>C: %ML Index DIPNLILOSL. bmp</Fileraths
< Mewhos s
</ APT RN
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AR - Scanned Checks
AR - Scanned Checks from LA MAISON D' ASIE

Document Date |01-21-10 HHHH

F.epwordz

Date |02./06.02

e

YWendor Mame |LA MaISOM D' ASIE

=

I AR_Scanned_Checks.xml - Notepad

<7xml wersion="1.0" encoding="utf-8"7>
<APInwRUN>
<Mewhioo date- 02f06f2002 >

<_hec Num>104 <jcheck MLt =

R laTe . e vendors
<Rend1t1nn>0<£Rend1tmn>
<FilePath>C:%ML Index DIPY11051.bmp</Filerath:
</ Mewhocs
< APTMYRUN

<D0 e 2 Thhdex DIP Checks</DoCTypedame:
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Rendition is not made

A Keyword Value exists in the
XML Import Index File, but the
corresponding Keyword Value is
blank on the original document.

Multiple Matching Files and Rendition Rules

If more than one document is found that meets the rendition criteria, then the imported
document will become a new document in the system (not a rendition of either matching
document) and an error entry listing this document will be included in the verification report.

Caution: A document can only have one rendition with a particular file format. If a second
rendition of the same file format is attempted, the second rendition will overwrite the first.

Note: If you are adding multiple revisions/renditions in one complete XML Index DIP process,
then you must adhere to the revision rule of ordering the revisions from oldest to newest in the
XML Index DIP file. This will build the proper revision/rendition order of documents that you
want in the system. If the records are not properly ordered, then the document will not be

constructed as desired.

Adding Notes to Documents During An XML Index

DIP Process

Notes can be automatically added to documents during an Absolute Path XML Index DIP

process.
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Information about the note (i.e., the Note Type, the location of note on the document, the
content of the note) is obtained along with information about the document being imported
from the XML Import Index File, so the Field Order of the XML Index DIP process must be
configured to identify this information.

Note: Notes cannot be added to documents during a Relative Path XML Index DIP process. If
you want to add notes to your documents during import, use an Absolute Path XML Index DIP
process.

The following Default Keyword Types are used to add notes to documents during a XML Index
DIP process.

Default Keyword Type | Description

>>NoteDate
Note: If the >>NoteDate and the >>NoteDateTime Default Keyword Types

are used in the same Field Configuration, the value of the Keyword Type
that appears last in the XML Import Index File will be saved as the Note
Date. If >>NoteDate is located after >>NoteDateTime in the XML Import
Index File, the >>NoteDate value will overwrite the >>NoteDateTime value
for the Note Date, but the Note Time value will be retained from the
>>NoteDateTime Default Keyword Type.

The date that the note was created (i.e., the Note Date).

By default, this value is set to the date the XML Index DIP process was
performed if this Default Keyword Type is not assigned to the Field
Configuration of the Document Type.

Note: Note Date and Note Time information is automatically included in
the note’s header. If this Default Keyword Type is used, the Note Time in
the header is automatically set to 0:00:00 AM. It is considered a best
practice to use the >>NoteDateTime Default Keyword Type instead of the
>>NoteDate Default Keyword Type if possible.
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Default Keyword Type | Description

>>NoteDateTime
Note: If the >>NoteDate and the >>NoteDateTime Default Keyword Types

are used in the same Field Configuration, the value of the Keyword Type
that appears last in the XML Import Index File will be saved as the Note
Date. If >>NoteDate is located after >>NoteDateTime in the XML Import
Index File, the >>NoteDate value will overwrite the >>NoteDateTime value
for the Note Date, but the Note Time value will be retained from the
>>NoteDateTime Default Keyword Type.

The date and time that the note was created. Values for the
>>NoteDateTime Default Keyword Type must be in the MM/DD/YYY
HH:MM:SS format in the XML Import Index File. Note Time values must be
entered using a 24-hour clock (i.e., 13:00:00 for 1:00:00 PM).

By default, this value is set to the date the XML Index DIP process was

performed if this Default Keyword Type is not assigned to the Field
Configuration of the Document Type.

>>NoteUser The user number of the user who created the note.

Note: If a >>NoteUser in the index file does not exist in your OnBase
system, an error will occur during the XML Index DIP process.

>>NoteUserName The username of the user who created the note.

Note: If a >>NoteUserName in the index file does not exist in your OnBase
system, an error will occur during the XML Index DIP process.

>>NotePageNumber The page number of the document to which the note is to be added.

By default, this value is set to the first page of the document if this Default
Keyword Type is not assigned to the Field Configuration of the Document

Type.

>>NoteText The body text of the note. To add carriage return, enter the string \n in the
location of the return in the text.

If this Default Keyword Type is not assigned to the Field Configuration of
the Document Type or if this Default Keyword Type is left blank in the XML
Import Index File, the default text configured for the note is displayed. If no
default text is configured for the Note Type, the note is left blank.

>>NoteXCoordinate The horizontal location of the note on the page, measured in 1/100 of an
inch. For text documents, this is the column in which the note is displayed.

Note: This value is ignored if it contains an invalid value for the document.
It is also ignored for OLE documents because notes must be opened from
the Status Bar of the viewer in which the OLE document is displayed.
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Default Keyword Type | Description

>>NoteYCoordinate The vertical location of the note on the page, measured in 1/100 of an inch.
For text documents, this is the row in which the note is displayed.

Note: This value is ignored if it contains an invalid value for the document.
It is also ignored for OLE documents because notes must be opened from
the Status Bar of the viewer in which the OLE document is displayed.

>>NoteType The Note Type # of the Note Type that is to be created.

Note: The >>NoteType Default Keyword Type must be placed after all
other note-defining Default Keyword Types in the XML Import Index File.
Any note-defining Default Keyword Types placed after this value are
ignored by the processor, and the default values for these settings will be
used.

These Default Keyword Types are assigned to an XML Index DIP Field Order configuration like
other Keyword Types or Default Keyword Types.

Keyword Configuration

When your XML Import Index File contains Keyword Types that have a data type of Date or
Currency, you must specify the format of the date or currency. For date formatting options,
continue to Date Formatting Options, for currency formatting options, continue to Currency
Formatting Options on page 91.

Date Formatting

Date formats are used to specify the format of data in the data file that is used to populate the
date Keyword Types associated with documents. In order for the date Keyword Types to
populate correctly, you must specify the format of the date as it appears in the data file.

Date Formatting Options

Set the date format options by specifying how the dates are displayed in the documents to be
imported.
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To set the date formatting options for a date Keyword Type:
Select the date Keyword Type to format from the list of configured Keyword Types from

the document field order.
2. Click Format. The Date Format dialog box is displayed.

Crder
o Moy O DMWY O MDD O MDY

1.

| Locale Specific Date

Maonth Settings
& Mumenc[1,2.3..]
[v Maonth Leading Zera [ 02 vs. 2

" Three Letter Months [ JAN, FEB, MAR... ]
" Full Manth [ January, February, March... )

General Settingz
Separator /
v Dayleading Zero [ 07 vz 7
[v Century [ 1990 vz 90

Language 5ettings
Language

|English |
Save | b ake Drefault | Cancel |
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3. Specify the following options in the Date Format dialog box:

Option Description

Order Specifies the order that the month, day, and year are displayed in the date value.
M represents Month, D represents Day, and Y represents Year. The following are
the available options:

- MDY
- DMY
- YMD
- MD,Y

Note: The M D, Y order option is not supported for the Numeric month format
option.

Select the Locale Specific Date option to use your the locale of your operating
system if your index file contains date values that cannot be described by any of
the MDY options listed in the Order section.

To use this option correctly, you must select the language from the Language
drop-down list in the Language Settings section that correctly matches the
language selected in the Regional Settings of your workstation.

Note: When using the Locale Specific Date option with the Arabic Hijri
calendar, you cannot use dates prior to the Gregorian date of 01/01/1902.

Month Specifies the format of the month displayed in the date value. The following are

Settings the available options:

« Numeric: Select this option if the month is represented by a number (for
example, January = 1). Select the Month Leading Zero option if the month
value is always represented by two digits (for example, January = 01).

« Three Letter Months: Select this option if the month is represented as an
uppercase, three-letter abbreviation (for example, JAN, FEB, MAR).

+ Full Month: Select this option if the month is spelled out in its entirety (for
example, January, February, March).

General Specifies format of the day, year, and how the date is separated in the date

Settings value. The following are the available options:

+ Separator: Enter the value used to separate Month, Day, and Year values. A
forward slash (/) is commonly used as a date separator (for example, 01/01/
2018). A space () is also a valid separator value (for example, 01 01 2018).

« Day Leading Zero: Select this option if days are represented by two digits
where the digits 1 through 9 are preceded by zeros (for example, 01 = first
day of the month).

+ Century: Select this option if the year value indicates the century. Dates that
indicate a century are represented by four digits rather than two (for
example, 1990 vs. 90).
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Option Description
Language Select the language from the Language drop-down list to select the language in
Settings which the date is written. When the correct language is selected, the processor

can translate the value into a value it is able to recognize.

Note: For some Japanese dates, a preprocessor must be used to translate the
dates into OnBase-supported characters.

If you are using the Locale Specific Date option in the Order section, the
language selected must match the language selected in the Regional Settings of
your workstation.

4. Click Make Default to save your preferences as the default date format when adding
additional date Keyword Types, if needed. The Confirmation Message dialog box is
displayed.

a. Click Yes to confirm your selected preferences as default.

Note: The Language option is not saved as part of the default date format.

5. Click Save.
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Currency Formatting Options

When your XML Import Index File contains a currency Keyword Value, you must specify the
format of that value. To format an XML Index DIP format’s currency Keyword Value:

1. From the XML Index DIP Field Configuration window, select the currency Keyword
Type.

2. Click Format. The Currency Format Dialog window is displayed. The Examples section
will display how the currency will look with the selected options.

Currency Format Dialog §|

General Farmatting

3.

In the General Formatting section, select one or more of the following options:

[ Usze Currency Syrbol

Symbal
Decimal Symbol .

Pozitrve Numbers

-

Megative Mumbers

Megative Indicator  © Minus Sign

[ Usze Digit Growping Symbal

Symbol
Ciigitz in Group |
Decimal Flaces |2

-

i+ Parertheses

I [
I [
Examples
Pozitive Megative
Make Default Esit

Use Currency Symbol—Select this option if the value uses a currency symbol, such
as a $. Type the symbol used in the Symbol field.

Use Digit Grouping Symbol—Select this option if the value uses a digit-grouping

symbol. A comma (,) is commonly used as a digit-grouping symbol (e.g., 1,000,000).

Digits in Group—Identifies the number of symbols that are separated by a digit-
grouping symbol. This number is commonly 3 (e.g., 1,000,000).

Decimal Symbol—Identifies the symbol used to identify decimal value spacing. This
symbol is commonly a period (.) (e.g., 1,000,000.99).
Decimal Places—Identifies the number of digits that follow a decimal symbol. This

number is commonly 2.
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4. In the Positive Numbers section, select from the following options:

+ Symbol After Number—Select this option for positive numbers in which the currency
symbol (that was specified in the Symbol field) appears after the number (e.g.,
1,000.009).

+ Add Space for Symbol—Select this option if there is a space in the text between the
number and the currency symbol (e.g., $ 1,000,000).

5. In the Negative Numbers section, select from the following options

Negative Indicators—Select the character that identifies the value as a negative
number. This can be either a minus sign (-) or parentheses ().

+ Indicator After Number—Select this option if the negative indicator symbol appears
after the value. Applies to minus sign (-) only.

+ Symbol After Number—Select this option if the currency symbol appears after the
negative number.
Symbol Inside Indicator—Select this option if the currency symbol appears after the
value and before the indicator (e.g., 1,000,000 $-). Applies to minus sign (-) only.

Add Space for Symbol—Select this option if a space character appears after the
currency symbol (e.g., $ 1,000,000).

6. Click Save.

Multi-Instance Keyword Type Groups and XML Index DIP

In order for the XML Index DIP processor to correctly interpret data, it is important that you
analyze how Multi-Instance Keyword Type Groups may be used on documents imported via
XML Index DIP processing.

Note: Multi-Instance Keyword Type Groups can only be used with Absolute Path XML Index DIP
processes. Multi-Instance Keyword Type Groups are not supported for Relative Path XML Index
DIP processes.

The Number of Instances of the Multi-Instance Keyword Type
Group

The XML Index DIP processor is dependent upon the order of Keyword Types. In order to
process Multi-Instance Keyword Groups correctly, the processor must be able to “read” them in

the correct order. In this way, the Keyword Types will match up correctly, as expected in a Multi-
Instance Keyword Group.

For more information on Multi-Instance Keyword Type Groups, see the Configuration help files.
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The Presence & Order of Keyword Values in the Document

If Multi-Instance Keyword Type Groups are associated with the documents being XML Index
DIP processed, you must ensure that a value is present for each Keyword Type that is
associated with the Multi-Instance Keyword Type Group. If a Keyword Value is missing (i.e. one
of the Keyword Values is NULL), then Keyword Values may be assigned to the wrong instance
of the Multi-Instance Keyword Type Group.

For example:

The FIN-Account Summary Document Type is associated with the following Multi-Instance
Keyword Type Group: Name, Address, City, State. One instance of this group is added to the
document for each named account holder.

One processed document contains 3 instances of this Multi-Instance Keyword Type group with
the following values:

1. Name=Andrew Lincoln Address=123 Smith Road City=New York State=NY

2. Name=Kelly Smith Address=456 Williams Trail City=San Francisco State=CA

3. Name=Mary Montros Address=789 Brown Street City=Fairfax. State=VA
If the first State value (State=NY) is missing, then the processor will search for the next State
value to associate with the first instance of the Multi-Instance Keyword Type Group. Therefore,
the Keyword Values will be incorrectly assigned in the following way:

1. Name=Andrew Lincoln Address=123 Smith Road City=New York State=CA

2. Name=Kelly Smith Address=456 Williams Trail City=San Francisco State=VA

3. Name=Mary Montros Address=789 Brown Street City=Fairfax State=

To ensure that Keyword Values are properly placed in the Multi-Instance Keyword Type Group,
confirm that all Keyword Values are present in the document.

Configuring Processor Notifications

Processor Notifications can be configured to report the status of an import process to a
configured user. Processor Notifications can be configured to send messages when a
processing event occurs (for example, when the processor is executed, or when a batch is
successfully committed). This can provide a convenient way to quickly discover the status of
an import process, without needing to open and view a Verification Report.
Configuring Processor Notifications consists of the following components:

« Configuring a Processor Notification Group - see page 94 for more information.

Configuring a Processor Notification - see page 96 for more information.
+ Configuring the Distribution Service - see page 102 for more information.
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Configuring a Processor Notification Group

Processor Notification Groups are used to store Processor Notifications. Processor

Notification Groups can then be assigned to existing process formats so that notifications are
sent for that process when certain processing events occur.

To create a Processor Notification Group, follow these steps:

1.

In the Configuration module, select Import | Processor Notifications. The Processor
Notifications dialog box is displayed.

Processor Notifications

Processor Motification Group H1
AFP Processor Motification Group
COLD Processor Motification Group
[DUDE Processor Motification Group
PCL Processor Motification Group Processors/Scan
PDF Processor Motification Group Queues

£ >

AFP Processor Motification Group

Create Delete Clear Close
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2. Type the name of a new Processor Notification Group and click Create. Your new
Processor Notification Group is created, and the Processor Notification Group
Configuration dialog box is displayed.

& =

Processor Motification Group Configuration @
Motification Event # 106
Processor Started -
Processar Motifications
Admin Matification Configuration
Processor Started
Create Delete Clear

Continue on to Configuring a Processor Notification on page 96 for information on
creating Processor Notifications.
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Configuring a Processor Notification

Once you've created a Processor Notification Group, you can configure Processor Notifications
for that Processor Notification Group. Processor Notifications can be configured to send
messages when a processing event occurs (e.g., when the processor is executed, or when a
batch is successfully committed).

Note: Processor Notifications will only be sent if the processor is run as a scheduled process.
If the processor is run manually in OnBase, no notifications will be sent.

1. Select an existing Processor Notification Group and click Configuration. The Processor
Notification Group Configuration dialog box is displayed.

P ~

Processor Motification Group Configuration @

Metification Event #1106

Processor Started -

Processar Motifications
Admin Motification o

Configuratior

Processor Started

Create Delete

[
[11]
o

2. Select a Notification Event from the Notification Event drop-down list. The following

options are available:

+ Processor Started - notifications of this type will be sent when an associated
process begins.

+ Batch Success - notifications of this type will be sent when an associated process
successfully finishes processing a batch.

« Batch Fail - notifications of this type will be sent when an associated process fails to
finish processing a batch.
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+ Processor Completed - notifications of this type will be sent when an associated
process successfully finishes processing multiple batches configured to run as a
single process.

+ Batch Committed - notifications of this type will be sent when an associated process
commits a batch of documents.

3. Type a name for your new Processor Notification in the text field at the bottom of the
window, then click Create.

4. Select your new Processor Notification and click the Configuration button. The
Processor Notification Configuration window is displayed.

Processor Notification Configuration
Subject
| |
Message
Space - Space
Batch Date
Batch Mame
Batch Mumber
Processor Name
Batch Status
Total Emors
Total Wamings
Total Documents
Key Total Pages
%D - Batch Date %B - Batch Mumber W - Total Wamings == :
%P - Processor/Scan %G - Total Pages %E - Total Emors olal Hecords
R %T - Total Documents %U - User Name zer Mame
%M - Batch Mame %5 - Batch Status %R - Total Records
Enabled

— Car
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5. Enter text in the Subject and Message fields. You can also include Keyword Type
symbols that are described in the table below. To add a symbol, either click inside the
field and type the symbol, or click the symbol's button from the right side of the dialog
box.

Note: In the Message field, you can use HTML tags to format your email notifications (e.g.,
format the font, embed images and logos). An <html> tag should designate the point you'd like
the HTML formatting to begin. For example:

<html>

<body>

<font size="6" face="arial" color="red">Greetings, </font>
<b>Sincerely, </b>

<img src="logo.gif/>

</body>

</html>

The client’s default email format must be HTML.

Note: If you want to include the percent sign (%) in notification text, you must place two
percent signs (%%) to represent that percent sign. If only one percent sign is entered, the
percent sign will not display in the notification text.

Note: If you select to send process notifications using OnBase internal mail, only 250
characters of a message are displayed in the internal mail message pane.

The following symbols can be used, depending on the type of notification event:

Symbol Description Event Used For
%D Displays the Batch Date. Available for all notification
events
%P Displays the name of the processor used to process Available for all notification
the documents. events
%N Displays the name of the batch of documents. Batch Success, Batch

Fail, Batch Committed

%B Displays the Batch Number assigned to the batch. Batch Success, Batch
Fail, Batch Committed

%G Displays the total number of pages processed. Batch Success, Batch Fail

%T Displays the total number of documents in the batch. | Batch Success, Batch Fail

%S Displays the status of the batch. Batch Committed
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Symbol Description Event Used For

%W Displays the number of warnings generated for the Batch Success, Batch Fail
batch.

%E Displays the number of errors generated for the batch. | Batch Success, Batch Fail

%U Displays the user name of the currently logged in user | Available for all notification
who executed the process. events

%R Displays the number of records successfully imported. | Batch Success, Batch Fail
Note: This symbol is only applicable to AutoFill
Keyword Set processors.

6. Ensure that the Enabled option is selected.
To disable the processor notification from being sent to users, deselect the Enabled
option.

7. Click the Recipients button. The Recipients dialog box is displayed.

I =)

Recipients @
Recipient Mame Recipient Type Add

ADMINISTRATOR |ser Group
Andrew Lincoln |ser
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8. Click Add. The Recipient Configuration dialog box is displayed.

.- '.

Recipient Configuration @

Recipient Type
(7 User Group

ADMINISTRATOR

) User

Administrator

@ Address

Mail Type
Intemal mail
i@ Edemal mail

Both Intemal and Bdemal

9. Select a Recipient Type. The following options are available:

+ User Group - select this option to send the notification to all members of an OnBase
User Group. Select the User Group to receive the notification using the associated
drop-down list.

+ User - select this option to send the notification to an OnBase user. Select the user to
receive the notification by selecting his or her OnBase user name in the associated
drop-down list.

Note: If the selected user account is deleted, that user account will be automatically removed
from the Recipients list.
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« Address - select this option to send the notification to the email address specified in
the associated field.

If you selected the User Group or User option as the Recipient Type, the Mail Type
options are enabled. The following options are available:

+ Internal mail - when this option is selected, notifications will be sent to the selected
user(s) via OnBase internal mail.

« External mail - when this option is selected, notifications will be sent to the selected
user(s) via email. The notification is sent to the email address configured for the
user in the User Settings dialog box. For more information, see the System
Administration documentation.

« Both Internal and External - when this option is selected, notifications will be sent to
the selected user(s) via both OnBase internal mail and email.

10. Click Save. You are returned to the Recipients dialog box.

11. Once you have added all desired recipients, click Close. You are returned to the
Processor Notification Configuration dialog box.

12. Click Save. You are returned to the Processor Notification Group Configuration dialog
box.

13. Click Close. You are returned to the Processor Notifications dialog box.

14. Click the Processors/Scan Queues button to assign one or more process formats to the

configured notification type. The Assign Process Formats/Scan Queues dialog box is
displayed.

Assign Process Formats/Scan Queues

Awvailable Process Formats/Scan CQueues Selected Process Formats/Scan Queues
=>System Bitmap and lcon Importer

AP - Accounts Payable Documents

AR - Accounts Receivable Documents
AR - Payments (60 and 30 day)

AR - Payments (Current and 30 day)
AR - Payments (Set To Aging Report)
AR - Receivable Invoices

Branch Reports

HR - Human Resource Documents Al =
|5 - Information Systems Documents

Close
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15. Select one or more Process Formats from the Available Process Formats/Scan Queues
list, then click Add>>.

To remove a Process Format from the Selected Process Formats/Scan Queues list,
select that Process Format and click the <<Remove button.

16. Click Close. You are returned to the Processor Notifications dialog box.
17. Click Close.

Configuring the Distribution Service

Processor Notifications are only sent to external email locations if a Distribution Service is
configured and running. For information on configuring a Distribution Service, see the
Distribution Service module reference guide.

Changing or Editing an XML Index DIP Format

Edit a Format

1. In the Configuration module, select Import | XML Index Document Import Processor.
The XML Index Document Import Configuration dialog box is displayed.

2. Select a format from the list.
3. Click one of the following configuration options:
Settings
+ Document Types
Process Settings
« Field Order
Notifications

Change the configuration for the selected options. See Create an XML Index DIP Format
on page 18 for additional information on the configuration options.

Click Save & Close.
5. Repeat for all configuration options necessary.

Delete a Format

1. Inthe Configuration module, select Import | XML Index Document Import Processor.
The XML Index Document Import Configuration dialog box is displayed.

2. Select a format from the list.
3. Click Delete.

Rename a Format

1. Inthe Configuration module, select Import | XML Index Document Import Processor.
The XML Index Document Import Configuration dialog box is displayed.

2. Select a format from the list and double-click.
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3. Type the new process name in the available field.
4. Click Save & Close.

Index Extraction Format

Index Extraction provides the ability to configure an XML Index DIP process to extract Keyword
Value data to a text file. In order to do this, the extraction format must be assigned to the XML
Index DIP process.

Note: If there are multiple Keyword Values for one Keyword Type, only the first value listed will
be extracted.

Note: See the System Administration manual for more information on creating Index Extraction
formats.

Index Extraction Format—specify the Extraction Format to be used to extract Keyword Values
from the imported files. After processing you can elect to extract index information to a text file
by right-clicking a processed batch and selecting Extract Index Information. This index
information can be imported into third-party programs or used as data for an AutoFill Keyword
Set for related documents.

In order to extract index information, your system must use a properly configured Index
Extraction Format.

1. In the Configuration module, select Import | XML Index Document Import Processor.
Click Settings.
Select an extraction process from the Index Extraction Format drop-down list.
Click Save.

Once the format has been assigned, a Client module user can select one or more
batch(es) and then right-click to select Extract Index Information.

a bk wDd

Working with Reports

Adding Comments to a Verification Report

Information about each document imported as part of an XML Index DIP process can be added
as a comment in the Verification Report. The comment text is displayed only in the Verification
Report; it is not stored with the document in OnBase.

Tip: It is recommended that, when using preprocessors to prepare documents for XML Index
DIP processing, comments indicating the type of preprocessor used and/or how the
preprocessor affected the documents being imported into OnBase be added to the Verification
Report for tracking purposes.
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The comment text is obtained along with information about the document being imported from
the Import Index File, so the Field Order of the XML Index DIP process must be configured to
identify this information.

The >>VerificationReportComment Default Document Keyword Type is used to identify the
comment text in the XML Import Index File. This Default Keyword Type is assigned to an XML
Index DIP Field Order configuration like other Keyword Types or Default Keyword Types.

Accumulate Processing Information

If there are multiple processes running on a daily basis, it may be beneficial to have the
processes configured to accumulate processing information. It combines the verification
reports and presents them in a single location. This provides the ability to view a single report
to check all batches for the day.

You must assign processes to the Accumulate Processing Information option.

1. From the Configuration module select Import | XML Index Document Import Processor.
2. Select an XML Index DIP format.

3. Select Settings | Options | Accumulate Processing Information.

4. To view the Daily Report, from the Client module select Processing | View Daily Report.

This report details all Document Types that were searched for as well as the total
number of documents found to date. Each batch also gets an entry detailing the file(s)
processed and the number of documents in each. If an error occurred, it appears in the
batch’s section. The report is marked as preliminary until report is purged. Then, it is
saved as a final verification report.

Configuration Reports

Run Configuration Reports After Configuring New Disk
Groups, Document Type Groups, Document Types or Keywords

Configuration reports detail the exact setup of items in the system. With this information,
troubleshooting and communication with technical support representatives are greatly
improved. Additionally, configuration reports are stored in OnBase, providing a historical record
of the system structure.

1. To run configuration reports, select Report in the Configuration module and select the
appropriate report.

2. Click any of the menu options to run the Configuration report for that item. The Run All
Reports will run all of the reports.

3. Retrieve reports from the Client module in the SYS Configuration Reports Document
Type.

Whenever new items are created or a process is changed, a Configuration Report should be
run.
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Global Client Settings

The Global Client Settings affect general aspects of the Client operation. To access these
settings, open the Configuration module and select Users | Global Client Settings. Select the
user-specified range for committed batch display queries option to allow the user to limit the
number of batches that are displayed in the committed queue. This reduces the time spent

waiting for batches to display and is particularly helpful when a large number of batches have
been committed.
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Scheduling Overview

Scheduling processing for off-hours is an automated way to conserve system resources.
Processing can be accelerated if the process is run from the database server.

Caution: Ensure that scheduled processes are not configured to run at the same time as a
scheduled database backup. The database is locked while performing backups, preventing any
processes from running.

Note: Purging documents from Document Maintenance can also be scheduled. For more
information, see the System Administration module reference guide or help file.

Two types of processing activities may be scheduled with the Scheduler: a Process Format or a
Process Job.

+ AProcess Format is used in processing modules and in scanning modules to specify
how OnBase processes data being imported into OnBase. A Process Format is,
basically, one individually-configured process.

+ A Process Job is one or more Process Formats that have been configured to run
sequentially. A Process Job does not have to consist exclusively of a single type of
Process Format; it can contain multiple Process Formats from any module that
allows scheduling.

Note: Process Formats created from Document Imaging sweep or scan from disk processes
cannot be included in a Process Job.

Configuring & Using the Scheduler

Requirements for Configuring/Running a Scheduled
Process

To configure a scheduled process, either a Process Format or a Process Job, a user must
belong to a User Group with the Client and Client Scheduler product rights, and he/she must
have rights to use the appropriate processing module. A scheduled process can be configured
on any OnBase Client workstation, not just the processing workstation or a workstation running
with the -SCHED command line switch.
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To run a scheduled process, OnBase must be running with the -SCHED or -SCHEDINST
command line switch on the processing workstation in order for the scheduled process to be
executed at the configured time. The user account logged onto OnBase at this time needs only
the Client product right in order for the process to be performed.

For more information on using command line switches with your OnBase solution, see the
Command Line Switches module reference guide.

Using the -SCHED and -SCHEDINST Switches

This section explains the difference between the -SCHED and -SCHEDINST command line
switches.

-SCHED

Some process formats or jobs can be scheduled to run automatically. The -SCHED switch
causes the Client to queue these scheduled process formats and jobs for later processing; if
the machine running the OnBase Client in Scheduler mode (i.e., running the OnBase Client with
the -SCHED command line switch applied) is also the processing workstation, then the process
formats or jobs will run at their scheduled times.

In order for the scheduled process format or job to be run, OnBase must be running in
Scheduler mode on the processing workstation. If OnBase is not running, or if OnBase is not
running in Scheduler mode, then the scheduled processes will not run.

A process format or job can be scheduled from any OnBase Client workstation by a user with
the proper rights.

-SCHEDINST

The -SCHEDINST command line switch is very similar to the basic -SCHED switch. When you
apply the -SCHEDINST switch to a Client shortcut, you can specify that the selected instance of
the OnBase Client should only process jobs assigned to that Client instance’s specific instance
name.

The format of the switch is -SCHEDINST="MyProcName", where MyProcName is the name of a
specific processing instance. The OnBase Client that this switch is applied to will be unable to
process any scheduled jobs that are not configured with a Specific Processing Instance of
MyProcName.

A process format or job can be scheduled from any OnBase Client workstation by a user with
the proper rights.

Note: If a scheduled process is assigned to a specific processing instance, it must be run from
a client using the -SCHEDINST command line switch. If you try to run this process from a client
using the -SCHED switch instead, the process will not be executed.
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Verifying the Scheduler is Running

To verify that the Scheduler is running on the processing workstation, click Window | Polling
Status Information in the OnBase Client.

Note: The -SCHED or -SCHEDINST command line switch must be applied to the Client shortcut
to use this option.

The Polling Status Information window is displayed. Information about scheduled processes is
displayed in it as the process is run. If this window exists, the Scheduler is running.

M Polling Status Information

Sat, Apr 09, 10:42:17 - Scheduled Process: Parze Job : EDI HLY - General Hozpital Admittance
Sat, Apr 09, 10:42:17 - Uzing schedule template: wWeekends
Sat, Apr 09, 10:42:17 - Beginning to process job [EDI HLY - General Hospital Admittance]

Sat, Apr 09, 10:42:18 - Attempting to process under process format [Ad8, - County 2 Hospital [HLT)
Sat, Apr 09, 10:42:18 - Searching directory [] under process format [&448 - County 2 Hospital [HL 7))
Sat, Apr 09, 10:43:38 - Finizhed proceszing under process format [Ads, - County 2 Hospital [HLT)
Sat, Apr 09, 10:43:39 -

Another way to verify the Scheduler is running is to select Window | System Status. Both
Process Server Mode and Scheduler Mode will be displayed as YES.

/] System Status Z E|[z|
Frocess Server Mode: TES ~
scheduler Mode: YES v
2 fo] »

Running Multiple Scheduled Processes

Tip: Attempting to run more than one process job or format at once in the same session will
result in a dramatic drop in all processing speeds. It is recommended to run a single automated
process at a time.
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If multiple jobs are configured, they can be performed sequentially in one OnBase Client
session on the same workstation. Multiple sessions of the OnBase Client can be run
simultaneously on one workstation to process these jobs in parallel; these sessions will
coordinate processing tasks to ensure that each job is processed and that a job is not
processed more than once.

In order to process jobs in parallel on multiple sessions of the OnBase Client, each session
must be OnBase version 9.0 or later. If any one of the sessions is running an earlier version of
OnBase, then none of the other sessions will perform any processing while it is processing.

Scheduled Process Configuration Reports

A user belonging to a User Group with the proper rights can run a Scheduled Processes
Configuration Report.

This report provides information on all of the scheduled processes (process formats and
process jobs) that have been scheduled to run. It is organized by processing workstation, and
displays a weekly, monthly and end-of-month schedule, with jobs listed in order by starting
time. Once run, this report is stored in OnBase as a document belonging to the SYS
Configuration Reports Document Type.

Tip: It is considered a best practice to run a new Scheduled Process configuration report each
time a new process (such as process format or process job) is scheduled. With the information
stored in this report, troubleshooting and communications with Technical Support are greatly
improved. Additionally, Configuration Reports are stored in OnBase, so there is a historical
record of the structure of your OnBase solution.

For more information on Configuration Reports, including the Scheduled Processes
Configuration Report, see the System Administration module reference guide or help file.

Working With Process Formats

A Process Format is used in processing modules and in scanning modules to specify how
OnBase processes data being imported into OnBase. A Process Format is, basically, one
individually-configured process.

Creating a Scheduled Process Format

You can add a format to the Scheduler from its process queue by selecting the process format
and selecting Schedule Format from the right-click menu.

For example:
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In the OnBase Client, click Processing | XML Index DIP. The XML Index Document Import
Processor window is displayed.

o =1

E! XML Index Document Import Processor

Froceszs Formats

%, #ML Index DIP Formats | Process Fomat Pathnarne Filenarne |
@ Pracess Jaob EE AR - Irwoices C:hML Index DI AR_Invoices.=ml

B Awaiting Cormrmit #E2 AR - Scanned Checks  C<MLIndexDI...  AR_ Scanned_Checks.sml
Bl committed #E2 HF - Resumes C:heL Indes DI HR_Resumes. xml

(1) scheduled Processes

2|

[

Select the process format you would like to add to the Scheduler, then right-click and select

Schedule Format.

E! XML Index Document Import Processor

Froceszs Formats

S=1ES

[%, ¥ML Index DIP Formats | Process Fomat Pathnarne Filenarne |
@ Process Job ﬁ AR - Invoices C:hML Index DI, AR_Invoices.xml
B Awaiting Commit #2 AR - Scanned Checks  C:\<ML Index DI...

=l committed
(¥) scheduled Processes

w3 HR

- Resumes

[

AR _ Scanned_Chechks.sml

#ML Indeyx Document Impark Processar

Schedule Cornmit ! *

Clear Selected
Refresh
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The Schedule Management window is displayed.

Schedule Management @
Process Scheduling | Activity Log
Name Scheduled ftem Action Workstation Instance
qay Parse Format - AP - Puch_.. AP - Puchase Ord... Parse Format DOCm010584 (AUTO)
Hide other
process
] | mn b hypes
Schedule Corfiguration | Processing Options
Mame Processing Workstation
Parse Format : AP - Purchaze Orders [DOCmmM (AUTO) ?
Schedule Template [ Specific Processing Instance:
Weekends ~|
| Ocfo Doy Schede | Selected Do |
Sun Mon Tue Wed Thu Fi Sat aut Daly Schedule | Selected Day
. “ “ * « o Processing Frequency
Time Range () Once then Suspend
Start Time E e @ Once per Day
800 AM |2 500PM 2 () Once Every Minutes
[ QK ] ’ Cancel ] Apphy

A new Process Format is added to the Scheduled Items box. It is automatically selected.

By default, all scheduled Process Formats (e.g., COLD Process Formats, DIP Process Formats,
etc.) are displayed in the Scheduled Items box when scheduling a new Process Format. For
information on viewing only the Process Formats for the currently-selected process type, see
Viewing Scheduled Processes on page 120.

Schedule Configuration

The first options that must be configured for the scheduled process are the Schedule
Configuration options on the Schedule Configuration tab. This tab is displayed by default.
1. Inthe Name field, enter a name for the scheduled process.

2. Using the Processing Workstation drop-down, select the workstation that will be used
to run the scheduled process.

Note: This workstation will need to be running with the -SCHED or -SCHEDINST command line
switch in order to run the scheduled process.
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3. If you always want the scheduled process to be run from a specific instance of the
OnBase Client, select the Specific Processing Instance, then enter the name of the
instance in the Specific Processing Instance text field.

Note: If you select the Specific Processing Instance option but leave the Specific Processing
Instance text field blank, the scheduled process can be run from any instance of the OnBase
Client.

4. Using the Schedule Template drop-down, select one of the schedule templates for the
process or select <Custom Schedule> to manually configure the schedule for this
process.

Note: For information on creating a Custom Schedule or Schedule Template, see below.

5. Select how often you would like the scheduled process to run by selecting one of the
Processing Frequency radio buttons.

Once then Suspend. The scheduled item will be processed once, then the scheduled
process is suspended.

+ Once per Day. The scheduled item will be processed once per day.

Note: If the scheduled item is modified, the process may be run again on the same day.

+ Once every " Minutes. The scheduled item is processed in the interval (measured in
minutes) entered in the field. The maximum number of minutes that can be entered
is 99999.

Caution: This option is only supported when the Default Daily Schedule is set to Time Range.
If your Default Daily Schedule is set to Specific Time, the scheduled item will only be
processed at the specified time.

6. When you are finished setting the Schedule Configuration options, click Apply.

Calendar

The calendar is used to select the day(s) on which a scheduled process should be run.

Note: The calendar is displayed based on your Workstation Regional Settings and the OnBase
language DLL that you are using.

To change the view of the calendar, click the calendar heading (in the example above, Weekly)
to display a menu. Select one of the following options to display a different calendar for
configuration:

+ Weekly. Allows you to configure a process to run on a certain day of the week (i.e.,
Thursday).

+ Monthly. Allows you to configure a process to run monthly, on a particular date (i.e.,
the 1st and 15th of the month).

+ Monthly (Day-Relative). Allows you to configure a process to run on a relative day of
the month (i.e., the first Saturday of the month, the 2nd Wednesday of the month).
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Annual. Allows you to configure a process to run on a certain day of the year (i.e.,
June 30).

« Full Calendar. Allows you to configure a process to run on specified days of
specified years (e.g., August 10, 2011 and/or July 17, 2012).

To select days that you would like to run a scheduled process, double-click the day on the
calendar. The selected day is circled.

Note: In the example above, two days are selected but Sunday is the currently-selected day.

To deselect a day, double-click it.

Default Daily Schedule

The Default Daily Schedule tab allows you to configure the processing configuration for all
days that do not have a Selected Day tab configuration.

Default Daily Schedule | Selected Day |

Start Time End Time
200 AM —— | 7594M =

Default Daily Schedule ]ge|e.;ted Day |

Specific Time

Time

B00AM =
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The drop-down list allows you to select Time Range or Specific Time. If you select Time
Range, a Start Time box and an End Time box are displayed. Define the range of time in which
you want your job or format to begin processing. If you select Specific Time, a Time box is
displayed. Select the time at which you want the job or format to begin processing.

Tip: Specifying a Time Range and using the Once Per Day option will allow a scheduled
process to run even if another process runs over its starting time, as long as the process is able
to start within the specified range.

Selected Day

The Selected Day tab allows you to specify settings for the selected day that differ from the
settings specified in the Default Daily Schedule tab. In order for the Selected Day tab to be
enabled, you must click a day to select it and you must select the Override default settings
check box.

Default Daily Schedule  Selected Day

[v Owermide default setings

Start Time End Time
45 a0 = 500 P ==

Default Daily Schedule  Selected Day

v Owvemde default setings

| Specific Time ﬂ
Time

B45AM —

The drop-down list allows you to select Time Range or Specific Time. If you select Time
Range, a Start Time box and an End Time box are displayed. Define the range of time in which
you want your job or format to begin processing. If you select Specific Time, a Time box is
displayed. Select the time at which you want the job or format to begin processing.

Tip: Specifying a Time Range and using the Once Per Day option will allow a scheduled
process to run even if another process runs over its starting time, as long as the process is able
to start within the specified range.
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Processing Options

After the Schedule Options are configured on the Schedule Configuration tab, you must
configure the Processing Options.

1. From the Process Scheduling tab of the Schedule Management window, click the
Processing Options tab to display the Processing Options.

Schedule Management
Process Scheduling | Activity Log |
MName Scheduled ... Action Workstation Instance Run Now
@ Parze Format : AP... AP - Purc... Parse Format DOCm010584 (AUTO)
spend
Hide other
Schedule Configuration | Processing Options | Lt
Processing Precondition Migcellaneous Options
@ Mone [7] One Batch per File
) Files Idle For at Least 1 Minute [7] Report if No Files Found
i) Require Specific Semaphore

() Require Same File ina \POLL Folder

Residual File Post-Processing

@ Leave in Source Directory

(71 Maove to “PROCESSED Directory
) Delete

0K || Cancel Apply
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2. Set the following Processing Options.

Option Description

Processing Precondition The Processing Precondition options allow you to specify the
conditions that must be met before processing can begin.

Note: These options are not available for scheduled PDF
conversions, Advanced Capture processes, Full-Text OCR processes
or scheduled commits.

« None. If this option is selected, no processing precondition is
necessary.

* Files Idle For at Least 1 Minute. Select to indicate that
processing must begin after the file indicated in the Default File
Name of the processing format has been idle for at least one
minute.

« Require Specific Semaphore. Select to indicate that
processing must begin after a trigger file is detected. The trigger
file can be any file type/size/label and can be written to any
location on the network. OnBase will only begin processing the
processing file indicated in the Default File Name of the
process format after the trigger file has been detected.

How processing is triggered (definition of the file location and/or
time variable) is defined by a semaphore. A semaphore is a
technique for coordinating or synchronizing polling activity. A
maximum of 255 characters can be entered in this field.

The trigger file is deleted after processing.

Note: If the trigger file is being accessed over FTP, it will not be
deleted.
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Option Description
Processing Precondition + Require Same File in a .\POLL Folder.
(cont.) Select to indicate that processing must begin after a POLL file

has been written to a specifically-configured POLL folder.

The POLL file must appear in a folder labeled POLL, and the
POLL folder must be created as a subfolder of the Default
Directory of the process format. The name of the POLL file must
be exactly identical to the name of the file to be processed.

The value in the Default File Name field will be used to locate
the POLL file. When OnBase locates the POLL file, the processor
will attempt to process any file with that same name in the
Default Directory.

For example: The Default File Name is *.txt, and the Default
Directory is C:\ProcessFiles. The file to be processed is stored
in this directory. For this example, the file is named pf11x74.txt.

The POLL file should be placed in C:\ProcessFiles\POLL, and
named exactly the same as the process file (pf11x74.txt).

OnBase will search C:\ProcessFiles\POLL for a file that
matches the Default File Name of *.txt. Upon finding the
pf11x74.txt file, the processor will return to the
C:\ProcessFiles directory and search for the file named
pf11x74.txt. This is the file that will be processed.

Note: This option is not supported for use with the Directory Import
Processor.
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Option Description
Residual File Post- The Residual File Post-Processing options allow you to specify how
Processing residual files are processed (that is, files that have been processed

but not deleted from the directory, such as read-only files).

Note: These options are not available for scheduled PDF
conversions, Advanced Capture processes, Full-Text OCR processes
or scheduled commits.

+ Leave in Source Directory. Select to leave any residual files in
the folder they originated in.

+ Move to .\PROCESSED Directory. Select to move any residual
files to the OnBase-generated PROCESSED folder located in the
same folder the files were originally in.

Caution: Depending on your system’s configuration, processed files
may be automatically deleted after an import process is run. In this

situation, the processed files will not be moved to the PROCESSED
folder because they have already been deleted from the folder they

originated from.

Depending on the processor you are using, you may be able to avoid
this behavior by modifying the configuration of your import
processor, or by marking the files to be processed as read-only.

 Delete. Select to delete any residual files (that is, files that have
been processed but not deleted from the directory) from the
folder they originated in.

Note: The Delete option is not available for Scheduled Sweeps or
Scan from Disk processes.
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Option Description

Miscellaneous Options The Miscellaneous Options allow you to specify special scheduling
options specific to the selected process. The availability of these

options varies depending on the type of processor being scheduled.
Many processing modules do not have some or all of these options.

Note: No Miscellaneous Options are available for scheduled PDF
conversions, Advanced Capture processes, Full-Page OCR processes
or scheduled commits.

+ One Batch per File. Select to process each index file as one
batch when multiple index files are being processed at once.
This option is not supported for use with the Directory Import
Processor.

- Report if No Files Found. Select to create a Verification Report
if no files are found when a scheduled format or job is run.

Note: The Report if No Files Found option is only available when
the None radio button is selected for the Processing Precondition.
It is not available for scheduled Sweep or Scan from Disk
processes.

« Document Type. Available for certain scheduled Sweep
processes. Use the drop-down to select the Document Type of
processed documents.

+ Scan Format. Available for certain scheduled Scan from Disk
processes. Use the drop-down to select the scan format to be
used when processing documents. By default, the processor will
use the last scan format that was assigned to the scan queue
being processed.

Note: Only Kofax scan formats can be selected from this drop-
down.
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Option Description

OCR Options The OCR Options allow you to specify the configuration options for
a scheduled Advanced Capture or Full-Text OCR process.

Note: These options are only available when scheduling an
Advanced Capture or Full-Page OCR process (that is, the batch’s
scan queue has been configured for Advanced Capture or Full-Page
OCR).

« Full-Text OCR. Select this radio button if you are scheduling a
Full-Text OCR process.

« Advanced Capture. Select this radio button if you are
scheduling an Advanced Capture process.

+ Process Ad Hoc OCR Documents. Select this radio button if
you would like to perform Advanced Capture or Full-Text OCR on
documents in the ad hoc batch status queues (Ad Hoc
Advanced Capture or Awaiting Ad Hoc OCR).

3. When you are finished configuring the Process Options, click Apply.

Viewing Scheduled Processes

By default, only scheduled process formats and jobs of the currently-selected process type will
be displayed in the Schedule Management window. To view scheduled process formats and
jobs of all process types, deselect the Hide other process types check box.
To open the Schedule Management window, perform one of the following actions:
Click Processing | Scheduler | Schedule Management.
Open the Scheduled Processes queue and double-click on a scheduled process
+ Right-click on a process format in its process queue and select Schedule Format.

Note: Additional Product Rights are required to view a scheduled purge process. For more
information, see the System Administration module reference guide or help file.

Modifying a Scheduled Process Format
Once a scheduled process has been created, it can be modified as needed.
To modify an existing scheduled process:

1. Open the Schedule Management window from the OnBase Client by clicking Processing
| Scheduler | Schedule Management.

2. Select the process to be modified from the Scheduled Items box.
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3. Modify the settings on the Schedule Configuration and Process Options tabs as
needed.

For more information on the options on these tabs, see Schedule Configuration on page
111 and Processing Options on page 133.

Tip: You can modify the Schedule Configuration settings for multiple processes at the same
time. To do so, use the Shift or Ctrl keyboard keys to select multiple processes before
modifying the Schedule Configuration settings.

4. Once you have finished modifying the scheduled process, click Apply.

Deleting a Scheduled Process Format

Caution: If you delete a process format or process job that is scheduled, it will be deleted from
the list of scheduled jobs.

Scheduled processes can be deleted from the Schedule Management window.
1. Openthe Schedule Management window from the OnBase Client by clicking Processing
| Scheduler | Schedule Management.

2. Select the scheduled process(es) you would like to delete from the Scheduled Items
box and click Remove.

3. Click Apply.

Running/Suspending a Scheduled Process Format

From the Schedule Management window, a scheduled process can be run immediately or it can
be suspended.

1. Openthe Schedule Management window from the OnBase Client by clicking Processing
| Scheduler | Schedule Management.
2. Select one or more scheduled processes from the Scheduled Items box.

« To run the process(es) now, click Run Now. The processes are run the next time the
processing workstation is polled.

To suspend the process(es), click Suspend. To resume one or more suspended
processes, select those processes and click Resume.

Anicon is displayed next to each scheduled process in the Scheduled Items box that
indicates its status.

Icon Description

Run Now - Indicates that the user has clicked the Run Now button to cause the process

& to execute now instead of waiting for its scheduled time to run.
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Icon Description
Suspend - Indicates a suspended process. The process will not run until a user selects it
= and clicks Resume.
@
Active - Indicates an active scheduled process. An active process may be waiting to run
@ or it may have already run at its scheduled time.
Error - Indicates a process with a configuration error.
&
3. Click Apply.

Working With Process Jobs

A Process Job is one or more Process Formats that have been configured to run sequentially. A
Process Job does not have to consist exclusively of a single type of Process Format; it can
contain multiple Process Formats from any module that allows scheduling.
A few notes about Process Jobs:
Process formats must be created before they can be added to a job.
+ AutoFill Keyword Import Processors can be scheduled from any Process Job Queue.

+ Process Formats created from Document Imaging sweep or scan from disk
processes cannot be included in a Process Job.

Creating a Job

You can add a job to the Scheduler from a process queue (that is, the COLD Queue, the EDI
Queue, and others).

To create a job, follow these steps:

1. From the OnBase Client, click Processing | Process Jobs. The Process Jobs window is
displayed. Right-click on the window and select Create New Job.

Or, from the process queue, select Process Job and right-click in the Process Jobs
window and select Create New Job. The Create Batch Process Job dialog box is
displayed.

Create Batch Process Job r‘s_(|

Process Job
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2. Enter a name for the job in the Process Job field and click Apply. The job is added to the
process queue and is listed in the Process Jobs window.

E COLD Queue

) BX

Frocess Jobs - COLD/ERM

EE COLD Process H Process Job |
= Process Job 102 COLD Processes

ﬁ Buwaiting Cormmit

=l Commitked

(1) scheduled Processes

[
53

Note: The process name must be 75 characters or fewer.

Note: If you are using the OnBase Client as a Windows Service, you must restart the OnBase
Client after adding a new scheduled process.
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Configuring a Job

To configure a job:
1. From the OnBase Client, click Processing | Process Jobs. The Process Jobs window is
displayed. Right-click on a job and select Configure Job.

Or, select the job to be configured from the Process Jobs window in the process queue,
right-click and select Configure Job.

The Process Job Configuration window is displayed.

Process Job Configuration @
Process Format Date File Name  Altemate Path Altemate Disk Group
Up
1| 1 | b
Process Format Processing Options
[ - Date
Altemate Path Store Documert Indices (@) Today
Store Document Data Files Yesterday
Altemate File Name Store Import File Last Week Day
Create Auto-Folder Last Business Day
Altemate Disk Group Specific Date P
Default Keywords
Language Conversion
< NO CONVERSION > g E‘::"F"’: ::::gti;:mir
Add Update Delete

2. Configure a process format to add to the job:
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Process Job | Description
Parameter
Process Select the process format to be incorporated in the process job. All available
Format process formats are listed.
Alternate Enter an alternate path to the data to be processed (i.e., the Default Directory)
Path to use instead of the Default Directory configured for the selected process
format.
If an alternate path is not specified, the process format’s Default Directory is
used.
Alternate Enter an alternate file name for the data to be processed (i.e., the Default File
Filename Name) to use instead of the Default File Name configured for the selected
process format.
If an alternate file name is not specified, the process format’s Default File
Name is used.
Alternate Enter an alternate Disk Group to store the data being processed instead of the
Disk Group Disk Group configured for the selected process format.
If an alternate Disk Group is not specified, the process format’'s default Disk
Group is used.
Language Select the language associated with the ASCII code page that created the import
Conversion file. If a language conversion is not specified, the process format's Language
Conversion setting is respected.
Note: This setting is only used for legacy language conversions. The option <NO
CONVERSION> should be selected when configuring process settings.
Store Select this option to store the processed documents in the database, along with
Document their Keyword Values and document name.
Indices This option is enabled by default.
Store Select this option to move the data file to the configured Disk Group after the
Document process is complete.
Data Files This option is enabled by default.

Store Import
File

Select to store a copy of the index file used to import documents into OnBase for
archive purposes.

Note: This option is not supported for use with modules that do not support the
Store Import File processing option. See the configuration section of the
appropriate module reference guide or help file to find out whether or not the
Store Import File processing option is supported for a module.
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Process Job
Parameter

Description

Create Auto
Folder

Select to provide the ability to Auto-Folder documents upon processing.

See the Folders module reference guide or help files for additional information
regarding Auto-Foldering.

Note: Not all processors offer the ability to Auto-Folder documents upon
processing.

Default
Keywords

Click the Default Keywords button to select Keyword Types and Values that are
displayed in the Batch Name for that Process Job when it is processed.

These Keyword Types and Values are also displayed at the top of the Verification
Report for that job.

Note: Only Keyword Types that have been configured for Document Types used
in the Process Job are selectable.

Note: If a check process format is configured as part of the job, the Default
Keywords button is disabled when the job is selected.

Disallow job
date override

Select this option to prevent users from overriding the specified job date.

Halt
Processing
After Error

Select this option to halt processing for the process job if the configured
process format generates an error. Any other process formats configured for the
process job will not be processed.

Date These settings allow a user-defined Document Date to be stored for the
processed documents. This date is used as the %D parameter that appears in
the document's Auto-Name string.

3. Click Add.

4. Repeat Step 2 for each process format that you would like to add to the job.

Process jobs are run in the order in which they display on the screen. Re-sequence a job
by selecting it and clicking the Up or Down buttons.

Once you've added all process formats to the job, click Close.

Scheduling a Job

Once you have created and configured a job, you must schedule it in order for it to
automatically run. A job is scheduled in almost the same way that a process format is

scheduled.

To schedule a job, you must first open the Schedule Management window. To open it:

+ From a process queue, select Process Job and then select the job to be scheduled in
the Process Jobs window. Right-click and select Schedule Job.
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From the OnBase Client, click Processing | Process Jobs. The Process Jobs window
is displayed. Right-click on a job and select Schedule Job.

Schedule Configuration

The first options that must be configured for the scheduled job are the Schedule Configuration
options on the Schedule Configuration tab. This tab is displayed by default.
1. Inthe Name field, enter a name for the scheduled process.

2. Using the Processing Workstation drop-down, select the workstation that will be used
to run the scheduled job.

Note: This workstation will need to be running with the -SCHED or -SCHEDINST command line
switch in order to run the scheduled job.

3. Using the Schedule Template drop-down, select a schedule template for the process or
select <Custom Schedule> to manually configure the schedule for this process.

Note: For information on creating a schedule template, see below.

To create a custom schedule, you will need to use the Calendar to select the day(s) you
would like the scheduled job to run on and then you will need to specify the time the
scheduled job will run using the Default Daily Schedule and/or Selected Day tabs. For
more information, see those sections below.

4. Select how often you would like the scheduled job to run by selecting one of the
Processing Frequency radio buttons.

Once then Suspend. The scheduled item will be processed once, then the scheduled
process is suspended.

+ Once per Day. The scheduled item be processed once per day.

Note: If the scheduled item is modified, the process may be run again on the same day.

+ Once every " Minutes. The scheduled item is processed in the interval (measured in
minutes) entered in the field. The maximum number of minutes that can be entered
is 99999.

5. When you are finished setting the Schedule Configuration options, click Apply.
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Calendar
To configure a job:
1. From the OnBase Client, click Processing | Process Jobs. The Process Jobs window is
displayed. Right-click on a job and select Configure Job.

Or, select the job to be configured from the Process Jobs window in the process queue,
right-click and select Configure Job.

The Process Job Configuration window is displayed.

Process Job Configuration @
Process Format Date Fle Name  Alttemate Path Atemate Disk Group
Up
4| 0 | P
Process Format Processing Options
- Date
Atemate Path Store Document Indices (@ Today
Store Document Data Fles Yesterday
Altemate File Name Store Import File Last Week Day
Create Auto-Folder Last Business Day
Altemate Disk Group Specific Date FaY
Default Keywords
Language Conversion
< NO CONVERSION > g E‘::':r: i::;:gteh‘::m;;r
Add Update Delete

2. Configure a process format to add to the job:
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Process Job | Description
Parameter
Process Select the process format to be incorporated in the process job. All available
Format process formats are listed.
Alternate Enter an alternate path to the data to be processed (i.e., the Default Directory)
Path to use instead of the Default Directory configured for the selected process
format.
If an alternate path is not specified, the process format’s Default Directory is
used.
Alternate Enter an alternate file name for the data to be processed (i.e., the Default File
Filename Name) to use instead of the Default File Name configured for the selected
process format.
If an alternate file name is not specified, the process format’s Default File
Name is used.
Alternate Enter an alternate Disk Group to store the data being processed instead of the
Disk Group Disk Group configured for the selected process format.
If an alternate Disk Group is not specified, the process format’'s default Disk
Group is used.
Language Select the language associated with the ASCII code page that created the import
Conversion file. If a language conversion is not specified, the process format's Language
Conversion setting is respected.
Note: This setting is only used for legacy language conversions. The option <NO
CONVERSION> should be selected when configuring process settings.
Store Select this option to store the processed documents in the database, along with
Document their Keyword Values and document name.
Indices This option is enabled by default.
Store Select this option to move the data file to the configured Disk Group after the
Document process is complete.
Data Files This option is enabled by default.

Store Import
File

Select to store a copy of the index file used to import documents into OnBase for
archive purposes.

Note: This option is not supported for use with modules that do not support the
Store Import File processing option. See the configuration section of the
appropriate module reference guide or help file to find out whether or not the
Store Import File processing option is supported for a module.
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Process Job
Parameter

Description

Create Auto
Folder

Select to provide the ability to Auto-Folder documents upon processing.

See the Folders module reference guide or help files for additional information
regarding Auto-Foldering.

Note: Not all processors offer the ability to Auto-Folder documents upon
processing.

Default
Keywords

Click the Default Keywords button to select Keyword Types and Values that are
displayed in the Batch Name for that Process Job when it is processed.

These Keyword Types and Values are also displayed at the top of the Verification
Report for that job.

Note: Only Keyword Types that have been configured for Document Types used
in the Process Job are selectable.

Note: If a check process format is configured as part of the job, the Default
Keywords button is disabled when the job is selected.

Disallow job
date override

Select this option to prevent users from overriding the specified job date.

Halt
Processing
After Error

Select this option to halt processing for the process job if the configured
process format generates an error. Any other process formats configured for the
process job will not be processed.

Date These settings allow a user-defined Document Date to be stored for the
processed documents. This date is used as the %D parameter that appears in
the document's Auto-Name string.

3. Click Add.

4. Repeat Step 2 for each process format that you would like to add to the job.

Process jobs are run in the order in which they display on the screen. Re-sequence a job
by selecting it and clicking the Up or Down buttons.

Once you've added all process formats to the job, click Close.

Default Daily Schedule
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The Default Daily Schedule tab allows you to configure the processing configuration for all
days that do not have a Selected Day tab configuration.

Default Daily Schedule | Selected Day |

Start Time End Time
200 AM —= | 7594M =

Defauit Daily Schedule | Selected Day |

5 F|Ee|::iﬁl:: Tirme

Time

B00AM =

The drop-down list allows you to select Time Range or Specific Time. If you select Time
Range, a Start Time box and an End Time box are displayed. Define the range of time in which
you want your job or format to begin processing. If you select Specific Time, a Time box is
displayed. Select the time at which you want the job or format to begin processing.

Tip: Specifying a Time Range and using the Once Per Day option will allow a scheduled
process to run even if another process runs over its starting time, as long as the process is able
to start within the specified range.

Selected Day

The Selected Day tab allows you to specify settings for the selected day that differ from the
settings specified in the Default Daily Schedule tab. In order for the Selected Day tab to be
enabled, you must click a day to select it and you must select the Override default settings
check box.

Default Daily Schedule  Selected Day

v Overide default settings

Start Time End Time
e 500 P ==
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Default Daily Schedule  Selected Day

v Owvemnde default settings

| Specific Time j
Time

S48 AM =5

The drop-down list allows you to select Time Range or Specific Time. If you select Time
Range, a Start Time box and an End Time box are displayed. Define the range of time in which
you want your job or format to begin processing. If you select Specific Time, a Time box is
displayed. Select the time at which you want the job or format to begin processing.

Tip: Specifying a Time Range and using the Once Per Day option will allow a scheduled
process to run even if another process runs over its starting time, as long as the process is able
to start within the specified range.
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Processing Options

After the Schedule Options are configured on the Schedule Configuration tab, you must
configure the Processing Options.

1. From the Process Scheduling tab of the Schedule Management window, click the
Processing Options tab to display the Processing Options.

Note: This tab is only available if a single process is selected. If multiple processes are
selected, the Processing Options tab is disabled.

Schedule Management

Process Scheduling | Activity Log |

MName Scheduled I...  Action Workstation Instance
'Qngq‘ Parze Format : AP... AP - Purc... Parse Format DOCm010584 (AUTO)

a| | =
H

Remaowve
Hide other
Schedule Configuration | Processing Options | EE:ESS
Processing Precondition Migcellaneous Options
@ Mone [7] One Batch per File
) Files Idle For at Least 1 Minute [ Report if No Files Found
) Require Specific Semaphors

() Require Same File ina \POLL Folder

Residual File Post-Processing

@ Leave in Source Directory

(71 Maove to “PROCESSED Directory
) Delete

0K || Cancel Apply
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2. Set the following Processing Options.

Option Description

Processing Precondition | The Processing Precondition options allow you to specify the
conditions that must be met before processing can begin.

Note: These options are not available for scheduled PDF
conversions, Advanced Capture processes, Full-Text OCR processes
or scheduled commits.

« None. If this option is selected, no processing precondition is
necessary.

* Files Idle For at Least 1 Minute. Select to indicate that
processing must begin after the file indicated in the Default File
Name of the processing format has been idle for at least one
minute.

+ Require Specific Semaphore. Select to indicate that processing
must begin after a trigger file is detected. The trigger file can be
any file type/size/label and can be written to any location on the
network. OnBase will only begin processing the processing file
indicated in the Default File Name of the process format after
the trigger file has been detected.

How processing is triggered (definition of the file location and/or
time variable) is defined by a semaphore. A semaphore is a
technique for coordinating or synchronizing polling activity. A
maximum of 255 characters can be entered in this field.

The trigger file is deleted after processing.

Note: If the trigger file is being accessed over FTP, it will not be
deleted.
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Option Description
Processing Precondition + Require Same File in a .\POLL Folder.
(cont.) Select to indicate that processing must begin after a POLL file

has been written to a specifically-configured POLL folder.

The POLL file must appear in a folder labeled POLL, and the
POLL folder must be created as a subfolder of the Default
Directory of the process format. The name of the POLL file must
be exactly identical to the name of the file to be processed.

The value in the Default File Name field will be used to locate
the POLL file. When OnBase locates the POLL file, the processor
will attempt to process any file with that same name in the
Default Directory.

For example: The Default File Name is *.txt, and the Default
Directory is C:\ProcessFiles. The file to be processed is stored
in this directory. For this example, the file is named pf11x74.txt.
The POLL file should be placed in C:\ProcessFiles\POLL, and
named exactly the same as the process file (pf11x74.txt).
OnBase will search C:\ProcessFiles\POLL for a file that
matches the Default File Name of *.txt. Upon finding the
pf11x74.txt file, the processor will return to the
C:\ProcessFiles directory and search for the file named
pf11x74.txt. This is the file that will be processed.

The POLL file is deleted after processing.

Note: This option is not supported for use with the Directory Import
Processor.
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Option Description
Residual File Post- The Residual File Post-Processing options allow you to specify
Processing how the processor will handle files that are left in the original folder

after the import process has been run.

+ Leave in Source Directory. Select to leave processed read-only
files in the folder they originated in.

+ Move to ..\PROCESSED Directory. Select to move all
processed files, regardless of read-only status, to the OnBase-
generated PROCESSED folder located in the same folder the
read-only files were originally in.

Caution: Depending on your system’s configuration, processed files
may be automatically deleted after an import process is run. In this
situation, the processed files will not be moved to the PROCESSED
folder because they have already been deleted from the folder they
originated from.

This behavior can be avoided by modifying the configuration of your
import processor, or by marking the files to be processed as read-
only.

+ Delete. Select to delete the read-only files from the folder they
originated in.

Miscellaneous Options The Miscellaneous Options options allow you to specify special
scheduling options. Not all options are available for all processes.
+ One Batch per File. Select to process each index file as one

batch when multiple index files are being processed at once.

Note: This option is not supported for use with the Directory Import
Processor.

+ Report if No Files Found. Select to create a Verification Report
if no files are found when a scheduled job is run.

3. When you are finished configuring the Process Options, click Apply.

Viewing a Job
All scheduled process formats and jobs can be viewed in the Schedule Management window.

By default, the Hide other process types check box is enabled, so only the selected process
type’s process formats or process jobs are displayed.
To open the Schedule Management window:

Click Processing | Scheduler | Schedule Management from the OnBase Client.

From a process queue, select Process Job and then select a job in the Process Jobs
window. Double-click on the job to display the process formats that compose it.
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From the OnBase Client, click Processing | Process Jobs. The Process Jobs window
is displayed.

Modifying a Job
To modify an existing job:

From the OnBase Client, click Processing | Process Jobs. The Process Jobs window is
displayed. Right-click on a job and select Configure Job.

Or, select the job to be modified from the Process Jobs window in the process queue, right-
click and select Configure Job.

The Process Job Configuration dialog box is displayed.

Note: If you are using the OnBase Client as a Windows Service, you must restart the OnBase
Client after modifying a scheduled process.

Note: For more information on configuring a process job, see Configuring a Job on page 124
and Scheduling a Job on page 126.

Renaming a Job
To rename an existing job:
1. From the OnBase Client, click Processing | Process Jobs. The Process Jobs window is

displayed. Right-click on a job and select Rename Job.

Or, select the job to be modified from the Process Jobs window in the process queue,
right-click and select Rename Job.

The Rename Process Job dialog box is displayed.
2. Enter the new name for the job and click OK.

Deleting a Job

Caution: If you delete a process format or process job that is scheduled, it will be deleted from
the list of scheduled jobs.

To delete an existing job:
1. From the OnBase Client, click Processing | Process Jobs. The Process Jobs window is
displayed. Right-click on a job and select Delete Job.

Or, select the job to be modified from the Process Jobs window in the process queue,
right-click and select Delete Job.

A confirmation message is displayed.
2. Click OK. The job is deleted.
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Running/Suspending a Job
From the Schedule Management window, a job can be run immediately or it can be suspended.
1. Openthe Schedule Management window from the OnBase Client by clicking Processing
| Scheduler | Schedule Management.
2. Select one or more jobs from the Scheduled Items box.

+ Torun the jobs now, click Run Now. The selected jobs are run the next time the
processing workstation is polled.

+ To suspend the jobs, click Suspend. To resume suspended jobs, click Resume.

An icon is displayed next to each scheduled job in the Scheduled Items box that
indicates its status.

Icon Description

Run Now - Indicates that the user has clicked the Run Now button to cause the job to

& execute now instead of waiting for its scheduled time to run.

Suspend - Indicates a suspended job. The job will not run until a user selects it and
clicks Resume.

Active - Indicates an active scheduled job. An active job may be waiting to run or it may
have already run at its scheduled time.

Error - Indicates a job with a configuration error.

3. Click Apply.
A job can also be run immediately from the process format queue or the Process Jobs window.

From the OnBase Client, click Processing | Process Jobs. The Process Jobs window is
displayed. Right-click on a job and select Process Job.

Or, from a process queue, select Process Job and then select the job to be run in the Process
Jobs window. Right-click in the Process Jobs window and select Process Job.
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Viewing the Activity Log

The Activity Log provides visibility and control over the logging information generated during
the execution of scheduled processes. To view the Activity Log, follow these steps:

1. From the OnBase Client, click Processing | Scheduler | Schedule Management. The
Schedule Management dialog box is displayed.

Schedule Management @

Process Scheduling | Activity Log

Name Scheduled ftem Action Workstation Instance

") Parse Format - AP - Puch_. AP - Puchase Ord._.  Parse Format  DOCm010584 {AUTO)
-Hun Naw

Hide other
process
< 1 L3 types
Schedule Corfiguration | Processing Options
Mame Processing Workstation
Parse Format : AP - Purchaze Orders [DOGﬂD1D534 (AUTO) ?

Schedule Template [ Specific Processing Instance:

Weekends -]
Ocfo Doy Schedle [ Secld Doy |
Sun Mon Tue Wed Thu Fi Sat ault Daly He uSaiacte Dy

oo - - * A=) Processing Frequency

Time Range ) Once then Suspend

Start Time End Time @ Once per Day

8:00 AM 2 500PM 2 () Once Every Minutes
oK || Cancel Apply
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2. Click the Activity Log tab. The Activity Log is displayed.

Schedule Management
Process Scheduling | Activity Log
Instances Instance Details
=~ D_OCmﬂ'Iﬂ&B-i Processing Instance num: 101
i... Scheduler started 03/09/2016 06:20:51 AM by MANAGER - Active Emcess Hameaggrse Format : AP - Purchase Orders
2 IR, = rocess Mum:
(=1~ Scheduler started 03/08/2016 02:35:51 PM by MANAGER - Bxited Abnomally Log Detail Level: 3

[ Parze Format : AP - Purchase Orders stated 03/08/2016 02:37:31 PM - Completed Start Time: 02/08/2016 02:37:31 PM

End Time: 03/08/2016 02:37:31 FM
Duration: < 1 second

Events
H Timestamp Event Type Source Message
m 03/08/2016 02:37.3...  Information Schedule Processor Start - Parse Format : AP - Purchase Orders
102 037082016 02:37:3...  Information Schedule Processor Customized schedule

103 03/08/2016 02:37:3...  Information Parsed Format Processor  Attempting to process under process format [AP - Purchase Orders]
104 03/08/2016 02:37:3...  Information Parsed Format Processor  Searching directory [C:obdemo2008 \Demo Data‘Accounts Payable’
105 03/08/2016 02:37.3...  Information Parsed Format Processor Mo files found

106 03/08/2016 02:37:3...  Information Parsed Format Processor Mo files to process at this time.

107 03/08/2016 02:37:3...  Information Parsed Format Processor  Finished processing under process format [AP - Purchase Orders]
108 037082016 02:37:3...  Information Schedule Processor End - Parse Format : AP - Purchase Orders

[ ok ][ cance || soply

Note: The Activity Log tab is only available if logging is enabled and at least one log entry
exists.

3. Select a log entry to view more information about that processing instance. Details on
the selected instance are displayed in the Instance Details section in the upper right
corner of the dialog box, and details on each event within that instance are displayed in
the Events section in the bottom of the screen.

Note: Depending on your assigned product rights, you may be able to delete unneeded entries
from the Activity Log. See the User Group Configuration for Product Rights section of the
System Administration documentation for information on product rights.
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Creating Schedule Templates

Creating Schedule Templates

A schedule template is used to create a processing schedule. These schedules can be used by
multiple scheduled processes without having to be re-configured each time they are used.

Note: Any user with the Client and Client Scheduler product rights can create a schedule
template. Once created, a schedule template is available to all users with Client and Client
Scheduler product rights.

To create a schedule template:

1. From the OnBase Client, click Processing | Scheduler | Schedule Templates. The
Schedule Templates window is displayed.

Schedule Templates E'
ScheduleT emplates . . [ Unlack
W Template Configuration
\WEBKENDE
WWeekdays
End of Manth i

Sun Mon Tue Wed Thu Fri Sat
Drefault Daily Schedule l Selected Day

WWeekends
| | ok Cancel

2. Enter a name for the new template and click Create.

Note: The maximum number of characters that can be used for a name is 80.

3. Configure the appropriate options. See the sub-sections below for more information on
using the calendar, Default Daily Schedule, and Selected Day options under the
Template Configuration area.

4. Once all Template Configuration options have been set, click OK.
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To edit an existing template, select it from Schedule Templates list and select the Unlock
check box. Once you have finished modifying it, click OK.

Calendar

The calendar is used to select the day(s) on which a scheduled process should be run.

Note: The calendar is displayed based on your Workstation Regional Settings and the OnBase
language DLL that you are using.

To change the view of the calendar, click the calendar heading (in the example above, Weekly)
to display a menu. Select one of the following options to display a different calendar for
configuration:

+ Weekly. Allows you to configure a process to run on a certain day of the week (i.e.,
Thursday).

+ Monthly. Allows you to configure a process to run monthly, on a particular date (i.e.,
the 1st and 15th of the month).
Monthly (Day-Relative). Allows you to configure a process to run on a relative day of
the month (i.e., the first Saturday of the month, the 2nd Wednesday of the month).
Annual. Allows you to configure a process to run on a certain day of the year (i.e.,
June 30).

« Full Calendar. Allows you to configure a process to run on specified days of
specified years (e.g., August 10, 2011 and/or July 17, 2012).

To select days that you would like to run a scheduled process, double-click the day on the
calendar. The selected day is circled.

Note: In the example above, two days are selected but Sunday is the currently-selected day.

To deselect a day, double-click it.

Default Daily Schedule
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The Default Daily Schedule tab allows you to configure the processing configuration for all
days that do not have a Selected Day tab configuration.

Default Daily Schedule | Selected Day |

Start Time End Time
| BODAM = | 7594M =

Default Daily Schedule | Selected Day |

Specific Time

Time

B00AM —

The drop-down list allows you to select Time Range or Specific Time. If you select Time
Range, a Start Time box and an End Time box are displayed. Define the range of time in which
you want your job or format to begin processing. If you select Specific Time, a Time box is
displayed. Select the time at which you want the job or format to begin processing.

Tip: Specifying a Time Range and using the Once Per Day option will allow a scheduled
process to run even if another process runs over its starting time, as long as the process is able
to start within the specified range.

Selected Day

The Selected Day tab allows you to specify settings for the selected day that differ from the
settings specified in the Default Daily Schedule tab. In order for the Selected Day tab to be
enabled, you must click a day to select it and you must select the Override default settings
check box.

Default Daily Schedule  Selected Day

[v Owermide default setings

Start Time End Time
| BA5AM = | BOOFM —=
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Default Daily Schedule  Selected Day

v Owvemnde default settings

| Specific Time j
Time

S48 AM =5

The drop-down list allows you to select Time Range or Specific Time. If you select Time
Range, a Start Time box and an End Time box are displayed. Define the range of time in which
you want your job or format to begin processing. If you select Specific Time, a Time box is
displayed. Select the time at which you want the job or format to begin processing.

Tip: Specifying a Time Range and using the Once Per Day option will allow a scheduled
process to run even if another process runs over its starting time, as long as the process is able
to start within the specified range.
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Configuring Schedule Logging

Schedule logging is controlled at the workstation group level. Each workstation used to
perform scheduled processing can only be a member of a single workstation group, and the
settings defined for a workstation group are applied to all workstations within that group.
Scheduler logging is configured from the Scheduler Logging Configuration dialog box,
available from the OnBase Client under Processing | Scheduler | Logging Configuration.

.- =

Scheduler Legging Configuration @
Enable Scheduler Logging

Scheduler Workstation Groups
30 Day Retention New...

Auto-Add New Scheduler Workstations to Group
30 Day Retention v]

| ok || cancel

Note: This dialog box is only available for selection if your user account has been assigned the
required product right. See the User Group Configuration for Product Rights section of the
System Administration documentation for information on product rights.

Select the Enable Scheduler Logging option to perform scheduler logging for all scheduler
workstation group that have enabled the Enable Logging for Group option. If this option is not
selected, no scheduler logging is performed for any scheduler workstation group.

By default, there is a single group named 30 Day Retention. Other groups can be created as
needed, depending on the logging requirements of different types of processing workstations.
See the following topics for more information on creating, editing, and deleting scheduler
workstation groups:

+ See Creating a Scheduler Workstation Group on page 146 for more information on
creating a new scheduler workstation group.

+ See Editing a Scheduler Workstation Group on page 149 for more information on
editing a scheduler workstation group.
See Deleting a Scheduler Workstation Group on page 152 for more information on
deleting a scheduler workstation group.
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The Auto-Add New Scheduler Workstations to Group setting controls whether or not new
scheduler workstations will automatically add themselves to a scheduler workstation group.
Select a scheduler workstation group from the drop-down list to automatically add new
processing workstation to that group, or select <none> to disable automatic addition. By
default, this is set to the 30 Day Retention group.

Creating a Scheduler Workstation Group

Scheduler workstation groups control how schedule logging is performed by the assigned
workstations. To create a new scheduler workstation group, follow these steps:

1. From the OnBase Client, click Processing | Scheduler | Logging Configuration. The
Scheduler Logging Configuration dialog box is displayed.

P

Scheduler Legging Configuration @
Enable Scheduler Logging
Scheduler Workstation Groups
30 Day Retention MNew...
Edit...
Delete

Auto-Add New Scheduler Workstations to Group
30 Day Retention v]

| ok | | Ccancel
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2. Click New. The Scheduler Logging Workstation Group dialog box is displayed.

Scheduler Legging Workstation Group @

Workstation Group Mame

[| Enable Logging for Group

Detail Level
[ none: -

Log Retention Settings

[] Remove Log Entries After Retention Perod: |0 days
Retain Processing Summary After Retention Period
Mever Remove Logs Cortaining Processing Emors

Treat Wamings as Emors

Available Worstations Assigned Workstations
SRVmDD6251 (AUTO)

[ | Display Only Workstations with Scheduled Processes

3. Type a name for the scheduler workstation group in the Workstation Group Name field.

4. Select the Enable Logging for Group option so that logging is performed for
workstations in the group. If this option is not selected, logging is not performed for this
scheduler workstation group.

5. Select the desired amount of data to be logged from the Detail Level drop-down list.
The higher levels of detail are most useful for new processes or processes that are
experiencing issues.
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6. If desired, you can configure a retention period for log entries. The following options are

available:

Option

Description

Remove Log Entries
After Retention
Period: _ days

Select this option and enter a number in the available field to remove
log entries from the scheduler log after the specified number of days.

Retain Processing
Summary After
Retention Period

Select this option to retain the processing instance record after the
retention period has passed and all of the record’s log entries have
been removed.

Never Remove Logs
Containing
Processing Errors

Select this option to prevent the retention period from being applied to
any processing logs that reported an error. This can provide an
administrator more time to analyze any recorded issues.

Treat Warnings as
Errors

Select this option to treat warnings as errors for the purpose of log
retention. When this option is selected, the retention period is not
applied to any processing logs that reported a warning.

Note: This option is only available if the Never Remove Logs
Containing Processing Errors option is selected.

7. Select all workstations you want to assign to this scheduler workstation group from the
Available Workstations list, then click the >> button. The selected workstations are
added to the Assigned Workstations list.

Because workstations can only be assigned to a single scheduler workstation group, the
list of workstations in the Available Workstations list does not include any workstations
that are already assigned to another scheduler workstation group.

Tip: You can select the Display Only Workstations with Scheduled Processes option to limit
the list of Available Workstations to those workstations that have scheduled processes

assigned to them.

8. Click OK.
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Editing a Scheduler Workstation Group

Scheduler workstation groups control how logging is performed by the assigned workstations.
To edit an existing scheduler workstation group, follow these steps:

1. From the OnBase Client, click Processing | Scheduler | Logging Configuration. The
Scheduler Logging Configuration dialog box is displayed.

P

Scheduler Legging Configuration @
Enable Scheduler Loaging
Scheduler Workstation Groups
30 Day Retention Mew
Edit...
Delete. ..

Auto-Add New Scheduler Workstations to Group
30 Day Retention v]

| oKk | | Ccancel
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2. Select a scheduler workstation group and click Edit, or double-click on a scheduler
workstation group. The Scheduler Logging Workstation Group dialog box is displayed.

I )

Scheduler Legging Workstation Group

Workstation Group MName
Enable Logging for Group

Detail Level
[Em::rs. ‘Wamings, and Processing Information -

Log Retention Settings
Remove Log Ertries After Retention Perfiod: 30 days

[| Retain Processing Summary After Retention Period
[T Mever Remove Logs Containing Processing Emors

Treat Wamings as Emors

Awailable Workstations Assigned Workstations
DOCmO10584 (AUTO) DOCmO10584 (AUTO)
DOCmO1 2604 (AUTO)

SRVmO6251 (AUTO)

[ ] Display Only Workstations with Scheduled Processes

ok | | Ccancel
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3. Modify the scheduler workstation group’s settings as desired. The following settings
are available:

Option

Description

Workstation
Group Name

The name of the scheduler workstation group.

Enable Logging

The Enable Logging for Group option controls whether or not logging is

for Group performed for workstations in the group. Logging is only performed if this
option is selected.

Detail Level The Detail Level drop-down list controls the amount of data that is logged.
Higher levels of detail are most useful for new processes or processes that
are experiencing issues.

Remove Log When this option is selected, log entries are removed from the scheduler log

Entries After after the specified number of days.

Retention

Period: _ days

Retain When this option is selected, the processing instance record is retained after

Processing the retention period has passed and all of the record’s log entries have been

Summary After | removed.

Retention

Period

Never Remove When this option is selected, the retention period is not applied to any

Logs processing logs that have reported an error. This can provide an

Containing administrator more time to analyze any recorded issues.

Processing

Errors

Treat Warnings

When this option is selected, warnings are treated as errors for the purpose

as Errors of log retention. The retention period is not applied to any processing logs
that have reported a warning.
Note: This option is only available if the Never Remove Logs Containing
Processing Errors option is selected.
Available The Available Workstations list contains all workstations that are available
Workstations/ to be assigned to this scheduler workstation group. Because workstations
Assigned can only be assigned to a single scheduler workstation group, the list of

Workstations

workstations in the Available Workstations list does not include any
workstations that are already assigned to another scheduler workstation
group.

The Assigned Workstations list contains all workstations that have been
assigned to this scheduler workstation group.
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Option Description

Display Only When this option is selected, the list of Available Workstations is limited to
Workstations those workstations that have scheduled processes assigned to them.

with Scheduled

Processes

Note: After making a change to any of the options under Log Retention Settings, previously

retained logs are rechecked to verify that they conform with the new settings. Logs which do
not will be removed. For example, if you had previously configured the scheduler workstation
group to Retain Processing Summary After Retention Period and then deselect that option,

existing processing summaries older than the retention period will be removed.

4. Click OK.

Deleting a Scheduler Workstation Group

Scheduler workstation groups control how logging is performed by the assigned workstations.
To delete a scheduler workstation group, follow these steps:

1. From the OnBase Client, click Processing | Scheduler | Logging Configuration. The
Scheduler Logging Configuration dialog box is displayed.

P

Scheduler Legging Configuration @
Enable Scheduler Logging

Scheduler Workstation Groups
20 Day Retention Mew

Auto-Add New Scheduler Wordstations to Group
30 Day Retention v]

| ok | | Cancel

2. Select a scheduler workstation group and click Delete. A confirmation dialog box is
displayed.

3. Click Yes. The selected scheduler workstation group is deleted, and any workstations
that were assigned to that group are available to be added to another scheduler
workstation group.
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Scheduling a Commit

To schedule a Commit, right-click on the selected process format and click Schedule Commit.
This displays the Schedule Management window. The Automatic Commit process will
automatically display in the Name window.

5| Schedule Management
Process Scheduling | Activity Log

Mame Scheduled tem Action Worlstation Instance

w Parse Format : A... AP - Purchase Ord... Parse Format DOCmO10584 (AUTO)
() Automatic co__. AP - Purchase .. Automatic c... DOCm010584 (AUTO)

Hide other
process
types

Schedule Corfiguration | Processing Options |

Name Processing Waorkstation

Parse Format : AP - Purchase Orders [DOCmmD&B«i (AUTO) -
Schedule Template [ Specific Processing Instance:

[Weekends -

: | | Defautt Daily Schedul
Sun Mon Tue Wed Thu Fi Sat | ault Daiy Schedule | Selected Day
@ L] L] L] L] L] @

Processing Frequency

Time Range ) Once then Suspend

@ Once per Day
200 AM £ BO00PM | () Once Every Minutes

[ OK H Cancel ] Apply

Options may be adjusted in the Schedule Configuration and Processing Options tabs.

Note: Batches which cause errors will not be automatically committed. A Verification Report
will be created for review. You can manually select the Allow Scheduled Commit option for a
processed batch with errors to allow it to be committed during the next scheduled commit.
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The Import Index File is used during a XML Index DIP process to provide the ability to
automatically index imported documents. Once the XML Index DIP process is complete,
Keyword Values are associated with the imported documents. Documents can be searched for
and retrieved based on those Keyword Values.

An Import Index File is made up of document records. Each record is composed of fields, which
contain information about a document to be imported, such as the location of the document to
be imported and its Keyword Values. The system associates field values in the record with
Document Types and Keyword Types based on the Process Settings configuration for the XML
Index DIP format.

XML Import Index Parameters

An XML Import Index file is made up of document records. Each record is composed of fields,
which contain information about a document to be imported, such as the location of the
document to be imported and its Keyword Values. XML Index DIP associates field values in the
record with Document Types and Keyword Types based on the Process Settings configuration
for the XML Index DIP format.

Important Considerations for the Import Index File and
XML Index DIP Format

Field Order Considerations
Ensure that the XML Index DIP Format Field Order matches the XML Import Index File.

Date and Currency Formatting Considerations

Ensure all applicable Keyword Types have the proper Keyword configuration. See Keyword
Configuration on page 87 for additional information.

XML Import Index File Read/Write Access

By default, the XML Import Index File is deleted after processing. To prevent the deletion of this
file, flag it as Read-Only. In Windows Explorer, right-click the file, and then select Properties |
Read-only.
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In-Place XML Index DIP Configuration Window

When initiating a typical In-Place XML Index DIP process, the In-Place DIP Configuration
window is displayed. You must enter the Disk, Volume Folder Location, and the File Name to
begin the In-Place XML Index DIP process.

File Name, File Path and Full Path Character Length

The File Name field, Full Path field or File Name and File Path fields combined in an XML Import
Index File can be up to 260 characters in length.

Caution: In the case of an In-Place XML Index DIP process, the File Name cannot exceed a 26
character limit. The required field FileName: represents the path and filename of the image
document to be archived by the In-Place XML Index DIP process. If the File Name exceeds 26
characters, an error will appear on the Verification Report and the document will not be
archived.

Caution: Keyword Values that use masking MUST be configured in the XML Import Index File in
the exact same format as the masked Keyword Value. For example, a Social Security number of
333-33-6666 would be masked as 000S00S9999. The Keyword Value in the XML Import Index
File must reflect the static characters as well as the normal characters. In this case, the
Keyword Value must read 333-33-6666 in the XML Import Index File. If the Keyword Value in the
XML Import Index File read “333336666,” not taking the static characters into account, all data
past the first non-accounted-for static character would be lost. It is especially important to
note that this data loss would NOT be reflected in the Verification Report. If a masked Keyword
Value is configured with the Full Field Entry Required option, partially entered masked Keyword
Values will display in the XML Index DIP Verification Report as invalid. Please note that best
practice for formatting data value appearances is to use a pre-processor.

It is possible to configure your Import Index File so that an In-Place DIP process can run
without user input. After running a typical In-Place DIP process, the user is presented with the
In-Place DIP Configuration window and must enter the Disk, Volume Folder Location, and File
Name. If your process is configured to run silently, the In-Place DIP Configuration window will
not be displayed to the user.
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To configure your process to run silently, follow these steps:

1. Open the Import Index File.

2. After the end of file designator, add the following information: [Diskgroupnum], [File
Path], where [File Path] is the full path to the Foreign Disk Group. For example:

j SignatureCards03.tet - Motepad E'@
File Edit Format View Help

BEGIM:

DocTypeName: SignCards

Account #: 1061995

Customer MName: WILLIAM H TAFT
Social security #: 333-27-1909
Fullpath: “\DIPdemo'\26.tif

END OF FILE

Ho2, ¢:\DiskGroups'Accounting'\Data'cpyl| -

3. Save the Import Index File.

Examples of XML Index DIP Format Process Settings and
Field Order

Absolute XML Example

<7xml version="1.0" encoding="utf-8" 7=
- <APInvRUN=
- <MNewDoc>
zDate=02/06/2002</Date=
zDocTypeName=AR - Scanned Checks </DocTypelame:=
<Check_MNum=104</Check_Numz
<Vendor=La maison d' Asie</Vendor:
=Check_Amount>%$40.00</Check_Amount>
<Memo_MNum=11051</Memo_Mum =
<FilePath=C:\AR - Scanned Checks\11051.bmp</FilePath=
</NewDoc=
</APINVRUN =

In this example, the Field Order Configuration is set as follows:

Field Tag Field Absolute XPath

>>Begin Document, Exclusive | /APInvRun/NewDocument

<Date> /APInvRun/NewDocument/Date
<DocTypeName> /APInvRun/NewDocument/DocTypeName
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Field Tag Field Absolute XPath
<Check_Num> /APInvRun/NewDocument/Check_Num
<Vendor> /APInvRun/NewDocument/Vendor
<Check_Amount> /APInvRun/NewDocument/Check_Amount
<Memo_Num> /APInvRun/NewDocument/Memo_Num
<FilePath> /APInvRun/NewDocument/FilePath
Relative XML Example
=7xml version="1.0" encoding="utf-8" ?=
- <APInvRUN>=
- <NewDoc>

<Date=02/06/2002</Date>
<DocTypeMName=AR - Scanned Checks</DocTypeName:=
=Check_Mum=104</Check_MNum:=
<VendorzLa maison d' Asie</Vendor:>
zCheck _Amount=%40.00</Check_Amount:=
zMemo_Num=11051</Memo_MNum
<FilePath=C:\AR - Scanned Checks\11051.bmp<=/FilePath=
</MewDoc=
</ APInwRUNz

In this example, the Field Order Configuration is set as follows:

Field Tag Field Absolute XPath
>>Begin Document, Exclusive | /APInvRun/NewDocument
<Date> Date

<DocTypeName> DocTypeName
<Check_Num> Check_Num

<Vendor> Vendor

<Check_Amount> Check_Amount
<Memo_Num> Memo_Num

<FilePath> FilePath
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Default Keyword Types Used in XML Index DIP
Processes

The following Default Keyword Types are used to identify specific information about
documents in a XML Index DIP process. For additional information on specific terms, refer to
the Client and Configuration Help files.

In many cases these Keyword Types do not store values by which the document can be
searched.

>>Begin Document, Exclusive: — Uses a text string whose sole purpose is to identify the
beginning of a document. Begin Document Keyword Types do not store Keyword Values
by which the document can be searched.

Note: The Begin Document, Exclusive tag is case-sensitive and must be entered exactly as it
appears in the Import Index File.

>>Begin Document, Inclusive: — Uses a text string to identify the beginning of a document, as
well as to map a Keyword Value by which the document can be searched.

Note: The Begin Document, Inclusive tag is case-sensitive and must be entered exactly as it
appears in the Import Index File.

>>Date Stored — Stores an Import Index field as the date the document was stored. When
using this default Keyword Type, you must configure the date format as it appears in
your Import Index File.

>>Disk Group Number — Identifies the Disk Group in which the document should be stored. For
normal archive, the Disk Group Number refers to the Disk Group in the local system for
the following image. An In Place XML Index DIP always archives to one Disk Group and
should never use the Disk Group Number system Keyword Type.

>>Document Date — Stores an Import Index field as the Document Date. When using this
default Keyword Type, you must configure the date format as it appears in your Import
Index File.

>>Document Name — Stores the Import Index field as the name of the document being
imported.

>>Document Trace Number — A value used by statement rendering.

>>Document Type — Identifies the Document Type of the document being imported. The
>>Document Type field is case sensitive and the value associated with this Default
Keyword Type must match the Document Type configured in the system exactly. You
must use either the >>Document Type or >>Document Type Number field if the XML
Index DIP process is configured to import documents belonging to more than one
Document Type or if you are using XML Index DIP to import E-Forms.
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>>Document Type Number — Identifies the Document Type Number of the document being
imported. The value associated with this Default Keyword Type must match the
Document Type Number configured in the system exactly. You must use either the
>>Document Type Number or >>Document Type field if the XML Index DIP process is
configured to import documents belonging to more than one Document Type, or if you
are using XML Index DIP to import E-Forms.

>>Dummy Key — Ignores a field. If your Import Index file contains a value that you do not wish
to associate with a Keyword Type, configure it as a dummy key.

>>End Page — Indicates the end of the Import Index file and the beginning of the footer. This
tag is specific to Self-Configuring XML Index DIP and should not be used for other XML
Index DIP processes.

>>File Name — Identifies the file name (including the extension) of the document to be
imported, or a partial path and file name. For example, \SOURCE_FILES\DATA\image.tif.

>>File Path — Identifies an absolute path to the document to be imported. For example,
C:\SOURCE_FILES\DATA. When using this default Keyword Type, a file name must also
be associated with the >>File Name default Keyword Type.

Note: If you have configured a XML Index DIP process to import documents into multiple
Document Types from a single import index file, you must place the >>File Type Keyword Type
before the >>File Path Keyword Type in the index file.

>>File Type — Identifies the file type of a document and allows multiple file formats to be
processed from a XML Index DIP file. Represented by a number that corresponds with
the file type. For more information on specific file formats and their corresponding
numbers, see the System Administration documentation.

Note: If your file type does not correspond to a File Format that the system can recognize, the
XML Index DIP Verification Report will display the following error message:
"Error: File Type Number [] is invalid. The file was not indexed."

Note: If you have configured a XML Index DIP process to import documents into multiple
Document Types from a single import index file, you must place the >>File Type Keyword Type
before the >>File Path Keyword Type in the index file.

>>Full Path — Identifies a full path to the document to be imported, which includes a drive letter
or UNC path. For example, c:\database\image.tif.

Note: You must use at least one Default Keyword Type to identify the location of the file to be
imported. The system Keyword Type you use will depend on the characteristics of the Import
Index File; options include: >>File Name, >>File Path or >>Full Path. Place Keyword Types of
this type in the position in which the name of the file to be imported is located in the Import
Index File.
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>>Geo Altitude — Identifies the geolocated altitude in meters above the mean sea level for the
document. This field can accept decimal values from the Import Index File, but only
stores whole numbers in the database. Positive numbers will be rounded up (1.1 will be
rounded to 2), and negative numbers will be rounded down (-1.1 will be rounded to -1).

Note: When using this Default Keyword Type, you must also configure the process to use the
>>Geo Longitude and >>Geo Longitude Default Keyword Types.

>>Geo Bearing — Identifies the geolocated bearing for the document. This field can accept
decimal values from the Import Index File, but only stores whole numbers in the
database. Positive numbers will be rounded up (1.1 will be rounded to 2), and negative
numbers will be rounded down (-1.1 will be rounded to -1).

Note: When using this Default Keyword Type, you must also configure the process to use the
>>Geo Longitude and >>Geo Longitude Default Keyword Types.

>>Geo Horizontal Accuracy — Identifies the radius used to determine the horizontal two-
dimensional circle that contains the true latitudinal and longitudinal values for the
geolocated document. This field can accept decimal values from the Import Index File,
but only stores whole numbers in the database. Positive numbers will be rounded up
(1.1 will be rounded to 2), and negative numbers will be rounded down (-1.1 will be
rounded to -1).

Note: When using this Default Keyword Type, you must also configure the process to use the
>>Geo Longitude and >>Geo Longitude Default Keyword Types.

>>Geo Latitude — Identifies the latitude associated with the geolocated document. This
number must be between -90 and 90. The latitude will be stored as a value containing 6
decimal places. If 6 decimal places were not included in the original value, zeroes will
be appended to the number for each missing decimal place. For example: the Import
Index file contains the value 82.1234. This value is stored in the database as
82.123400.

Note: When using this Default Keyword Type, you must also configure the process to use the
>>Geo Longitude Default Keyword Type.

Caution: This Default Keyword Type cannot store non-numeric characters. Any non-numeric
characters in the Import Index file mapped to this Default Keyword Type are replaced with a
zero in the database. For example: the Import Index file contains the value 8A2.123456. The "A"
is replaced with a 0, and the value 802.123456 is stored in the database.
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>>Geo Longitude — Identifies the latitude associated with the geolocated document. This
number must be between -180 and 180.

Note: When using this Default Keyword Type, you must also configure the process to use the
>>Geo Latitude Default Keyword Type.

Caution: This Default Keyword Type cannot store non-numeric characters. Any non-numeric
characters in the Import Index file mapped to this Default Keyword Type are replaced with a
zero in the database. For example: the Import Index file contains the value 8A2.123456. The "A"
is replaced with a 0, and the value 802.123456 is stored in the database.

>>Geo Timestamp — Identifies the time at which the geolocated document’s geolocation
values were recorded. If a value for >>Geo Timestamp is provided in the Import Index
File, it must be in the following format: YYYY-MM-DD HH:MM:SS

If no value for >>Geo Timestamp is provided in the Import Index File, the Document
Date/Time recorded when the document was processed is inserted as the >>Geo
Timestamp.

Note: When using this Default Keyword Type, you must also configure the process to use the
>>Geo Longitude and >>Geo Longitude Default Keyword Types.

>>Geo Vertical Accuracy — Identifies the radius used to determine the vertical line that
contains the true altitude value of the geolocated document. This field can accept
decimal values from the Import Index File, but only stores whole numbers in the
database. Positive numbers will be rounded up (1.1 will be rounded to 2), and negative
numbers will be rounded down (-1.1 will be rounded to -1).

Note: When using this Default Keyword Type, you must also configure the process to use the
>>Geo Longitude and >>Geo Longitude Default Keyword Types.

>>Number of Pages — Identifies the total number of pages in a document. This Default
Keyword Type allows you to store a specified number of pages as a document, while
bypassing the remainder. For example, you may wish to store only the first five pages of
a multi-page TIFF file.

Note: This Default Keyword Type is only supported for use with Self-Configuring processes.

>>0ffset — Identifies the number of bytes (from the top of the file) that the document begins.
For example, you may wish to import a concatenated TIFF file composed of four images
as four separate system documents. In this case you would use the >>0ffset Default
Keyword Type to identify the beginning of each new system document. In the following
simplified Import Index File the second value is the offset. The 104.IMG file is imported
as three separate documents, which begin at byte 0, 7558, and 15692 respectively.

"1373','0", "\\Imports\'104.IMG", '5/1/01"
"1373",'7558", "\\Imports\104.IMG"', '5/1/01"
'356"', "15692", '\\Imports\104.IMG", '5/1/01"
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>>0riginal File Name — The original file name of the CAD drawing. You can import a drawing
that uses the same >>Original File Name as another previously-imported document, as
long as the >>Project Path or >>Project Number is different from the previously-
imported document. If the >>Original File Name, >>Project Path, and >>Project Number
are all identical to an existing document, the new drawing will not be imported.

Note: This Default Keyword Type is only used when importing CAD drawings. See the CAD
Services documentation for more information on configuring a DIP process to import CAD
documents.

>>Parent Original File Name — The original file name of the parent CAD drawing being
imported. You can import a parent relationship that uses the same >>Parent Original
File Name as existing parent relationship, as long as the >>Parent Project Path or
>>Relation Path is different from the previously-imported document. If the >>Parent
Original File Name, >>Parent Project Path, and >>Relation Path are all identical to an
existing parent relationship, the relationship will not be imported.

Note: This Default Keyword Type must be placed after the >>Parent Project Path and
>>Relation Path Default Keyword Types in the import index file.

Note: This Default Keyword Type is only used when importing CAD drawings. See the CAD
Services documentation for more information on configuring a DIP process to import CAD
documents.

>>Parent Project Path — the location of the parent drawing in the CAD Project’s build directory.

Note: This Default Keyword Type must be placed before all other CAD Default Keyword Types
in the import index file (Original File Name, Parent Original File Name, Project Number, Project
Path, and Relation Path).

Note: This Default Keyword Type is only used when importing CAD drawings. See the CAD
Services documentation for more information on configuring a DIP process to import CAD
documents.

>>Project Number — the CAD Project Number for the CAD Project that this document will be
assigned to.

Note: This Default Keyword Type is only used when importing CAD drawings. See the CAD
Services documentation for more information on configuring a DIP process to import CAD
documents.

>>Project Path — the directory in which the imported document will be placed (located in the
CAD Project’s build directory).

Note: This Default Keyword Type is only used when importing CAD drawings. See the CAD
Services documentation for more information on configuring a DIP process to import CAD
documents.

162



XML Index Document Import Processor

>>Relation Path — the relative path from the parent drawing to the child drawing.

Note: This Default Keyword Type must be placed before the >>Parent Original File Name
Default Keyword Type in the import index file.

Note: This Default Keyword Type is only used when importing CAD drawings. See the CAD
Services documentation for more information on configuring a DIP process to import CAD
documents.

>>Rendition — Allows new documents to be imported as renditions of previously existing
system documents. All Keyword Values supplied in the Import Index File are used to
locate the original document and make the new document a rendition of the original
document.

All of the Keyword Values must correspond on both documents. It is best practice to
include only the Keyword Values in the Import Index File that determines a relationship
between both documents because the rendition Document Type and the original
Document Type (to which you are adding a rendition) should have the exact Keyword
Types and Keyword Values. The Keyword Values should be somewhat exclusive to
these Document Types to avoid multiple documents being found, resulting in the
rendition not occurring. See Renditions and XML Index DIP on page 81.

>>Rendition/New Document — Operates the same way as the >>Rendition Default Keyword
Type except that the use of >>Rendition/New Document prevents the Import Index File
from being moved to the ERROR_FILES folder and an error message from being
displayed in the Verification Report.

>>Revision — Marks the document as a revision of a previously archived document. This
Default Keyword Type is used as a system flag and should, therefore, have the value of
1 or 0. 1 indicates ON and 0 indicates OFF. If the flag is turned on, before archival the
system will do a search for any documents within this specific Document Type that
contain the same Keyword Types as those in the Import Index File. If a match is found,
the imported document is stored as a revision of the existing document along with the
comment From XML Index DIP. If the flag is turned off or a match is not found, the file
is imported as a document, rather than a revision.

Note: This Default Keyword Type is only supported for use with Document Types that have the
Allow Multiple Revisions option enabled. For more information on configuring a Document
Type to Allow Multiple Revisions, see the System Administration documentation.

>>Revision Comment — Stores the revision comment when a revision is created. Exporting
revision notes to a Self-Configuring Index file is not supported.

Note: This Default Keyword Type is only supported for use with Document Types that have the
Allow Multiple Revisions option enabled. For more information on configuring a Document
Type to Allow Multiple Revisions, see the System Administration documentation.
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>>Revision/New Document — Operates the same way as the >>Revision Default Keyword Type
except that the use of >>Revision/New Document prevents the Import Index File from
being moved to the ERROR_FILES folder and an error message from being displayed in
the Verification Report.

Note: This Default Keyword Type is only supported for use with Document Types that have the
Allow Multiple Revisions option enabled. For more information on configuring a Document
Type to Allow Multiple Revisions, see the System Administration documentation.

>>Start Page — Indicates the beginning of the Import Index file. This tag is specific to Self-
Configuring XML Index DIP and should not be used for other XML Index DIP processes.
>>Size — Specifies the size of the document being imported. The value is measured in bytes.

>>Text Encoding — Specifies the text encoding to use for processed files. The value represents
the Windows codepage used for encoding, and must be from 37 to 65001.

Note: If you have configured a XML Index DIP process to import multiple documents from a
single import index file, you must place the >>Text Encoding Keyword Type before the >>File
Path Keyword Type in the index file.

>>Verification Report Comment — Identifies information about the imported document that is
added as a comment in the Verification Report. The comment text is displayed only in
the Verification Report; it is not stored with the document in OnBase.

>>Volume Number — Identifies the volume in which the document is stored. This tag is specific
to Self-Configuring XML Index DIP and should not be used for other XML Index DIP
processes.

Caution: Use >>Disk Group Number and >>Volume Number Default Keyword Types with
caution. Improper configuration can result in serious damage to Disk Groups and other archive
settings.

Note-Specific Default Keyword Types

The following Default Keyword Types are used only when automatically adding notes to
documents during the XML Index DIP process.

>>Note Date — The date that the note was created (i.e., the Note Date).

Note: If the >>Note Date and the >>Note Date Time Default Keyword Types are used in the
same Field Configuration, the value of the Keyword Type that appears last in the Import Index
File will be saved as the Note Date. If >>Note Date is located after >>Note Date Time in the
Import Index File, the >>Note Date value will overwrite the >>Note Date Time value for the Note
Date, but the Note Time value will be retained from the >>Note Date Time Default Keyword
Type.
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>>Note Date Time — The date and time that the note was created. Values for the >>Note Date
Time Default Keyword Type must be in the MM/DD/YYY HH:MM:SS format in the Import
Index File. Note Time values must be entered using a 24-hour clock (i.e., 13:00:00 for
1:00:00 PM).

Note: If the >>Note Date and the >>Note Date Time Default Keyword Types are used in the
same Field Configuration, the value of the Keyword Type that appears last in the Import Index
File will be saved as the Note Date. If >>Note Date is located after >>Note Date Time in the
Import Index File, the >>Note Date value will overwrite the >>Note Date Time value for the Note
Date, but the Note Time value will be retained from the >>Note Date Time Default Keyword
Type.

>>Note Page Number — The page number of the document to which the note is to be added.

>>Note Revision — The Document Revision Number for the note to be imported via XML Index
DIP. The note is only displayed on the revision of the document to which it is applied.

Note: This Default Keyword Type is only used for XML Index DIP processes whose Archive
Method is configured as Import. In this case, each revision of the note will have its own >>Note
Revision data and >>Revision Comment, as well as a >>Note Type Name or >>Note Type
Number provided in the index file, as only the Note Type Name or Note Type Number is
expected to associate the index file note data with the desired Note Type configured in
OnBase.

>>Note Text — The text of the note. To add a carriage return, enter the string \n in the location
of the return in the text.

>>Note Type Name — The name in OnBase of the associated note. This Default Keyword Type
should be configured when the index file contains one or more notes to be imported via
the XML Index DIP process. If multiple notes per document are to be imported, each
note will have its own >>Revision Comment, as well as a >>Note Type Name or >>Note
Type Number provided in the index file, as only the Note Type Name or Note Type
Number is expected to associate the index file note data with the desired Note Type
configured in OnBase.

Note: The >>Note Type Name and >>Note Type Number Default Keyword Types must be
placed after all other note-defining Default Keyword Types in the Import Index File. Any note-
defining Default Keyword Types placed after these values are ignored by the processor, and the
default values for these settings will be used.
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>>Note Type Number — The Note Type # of the Note Type that is to be created. This Default
Keyword Type should be configured when the index file contains one or more notes to
be imported via the DIP process. If multiple notes per document are to be imported,
each note will have its own >>Revision Comment, as well as a >>Note Type Name or
>>Note Type Number provided in the index file, as only the Note Type Name or Note
Type Number is expected to associate the index file note data with the desired Note
Type configured in OnBase.

Note: The >>Note Type Name and >>Note Type Number Default Keyword Types must be
placed after all other note-defining Default Keyword Types in the Import Index File. Any note-
defining Default Keyword Types placed after these values are ignored by the processor, and the
default values for these settings will be used.

>>Note User — The user number of the user who created the note.

Note: If a >>Note User in the index file does not exist in your OnBase system, an error will occur
during the XML Index DIP process.

>>Note User Name — The user name of the user who created the note.

Note: If a >>Note User Name in the index file does not exist in your OnBase system, an error
will occur during the XML Index DIP process.

>>Note X Coordinate — The horizontal location of the note on the page, measured in 1/100 of
an inch. For text documents, this is the column in which the note is displayed.

Note: This value is ignored if it contains an invalid value for the document. It is also ignored for
OLE documents because notes must be opened from the Status Bar of the viewer in which the
OLE document is displayed.

>>Note Y Coordinate — The vertical location of the note on the page, measured in 1/100 of an
inch. For text documents, this is the row in which the note is displayed.

Note: This value is ignored if it contains an invalid value for the document. It is also ignored for
OLE documents because notes must be opened from the Status Bar of the viewer in which the
OLE document is displayed.
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CHECK PROCESSING DOWNLOAD PROTOCOLS

Several Download Protocols are available specifically for Check Processing applications.
* Socket Download

Select this option if you wish to download files onto your PC using a TCP/IP socket
connection. Enter the socket number in the Socket Number field.

Files are first copied to a hard drive and then processed.
This option is only active for Check Image Processing.
* Socket Direct

Select this option to download files directly from the socket connection. Files are not
copied to a hard drive before processing.

Select this option to download files directly from the socket connection. Enter the
socket number in the Socket Number field. Files are not copied to a hard drive before
processing.
This option is only active for Check Image Processing.

* Tape Drive
Tape Drive is generically available to all processing protocols, but is only used in

specific Check Imaging processes. The name of the file on the tape is specified in
the Tape Name text box.

Accessing Check Processing Download Protocols

1. In the Configuration module, select Import | XML Index Document Import Processor.
The XML Index Document Import Configuration dialog box is displayed.

2. Select the correct XML Index Document Import Processing Format.
3. Click Settings to display the Process Settings For: dialog box.

Note: For additional information on configuring XML Index DIP Formats and Settings, see
Create an XML Index DIP Format on page 18.
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USER GROUP RIGHTS

To properly configure a XML Index Document Import Processor, users must have sufficient
rights to Document Types, Privileges, Product Rights and Configuration Rights. These are
assigned in User Groups & Rights in the Configuration Module.

Typically, the person running a XML Index DIP (Client) will have different rights than the person
configuring XML Index DIP formats and processes (Admin). This section provides User Group
Right configuration for both types of users.

Client User Group Configuration

1. Select Users | User Groups/Rights. The User Groups & Rights dialog box is displayed.

2. Click Document Types. The Assigning Document Types dialog box is displayed. If the
user will need to retrieve and open documents after the XML Index DIP, they must have

rights to all Document Type Groups and Document Types to which the imported
documents will belong.

3. Select the desired Document Types or Document Type Groups on the left and click
Add>> to move the type or group to the Selected for Group box.

Assigning Document Types for MANAGER Group.
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4. Click Close when you are finished.
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5. At the User Groups & Rights dialog box, click Product Rights. You must grant Product
Rights to User Groups that will run a XML Index DIP.

6. Under Registered Processing Products, select Client and XML Index DIP.

7. If you want to allow User Groups to purge XML Index DIP batches from the Incomplete
Process, Awaiting Commit, and Incomplete Commit queues, under Administrative
Processing Privileges select XML Index DIP and click Save & Close.

8. At the User Groups & Rights dialog box, click Privileges.
9. Select Retrieve / View under the documents section.

10. If you want a user group be able to process XML Index DIP data with the Accumulate
Processing Information options enabled, you must grant the privilege to generate Daily
Reports for XML Index DIP processing. Select Create List Report and click Save &
Close.

11. Ensure that the user’s Workstation is registered for XML Index DIP. See Register the
Workstation on page 177 in the Usage section of this manual.

Admin User Group Configuration

1. Select Users | User Groups/Rights. The User Groups & Rights dialog box is displayed.

2. Click Document Types. The Assigning Document Types dialog box is displayed. In
order to configure an XML Index DIP process, the user must have rights to all Document
Type Groups and Document Types to which the imported documents will belong.

3. Select the desired Document Types or Document Type Groups on the left and click
Add>> to move the type or group to the Selected for Group box.

Assigning Document Types for MANAGER Group. @
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4. Click Close when you are finished.
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5. At the User Groups & Rights dialog box, click Product Rights. You must grant Product
Rights to User Groups that will configure and process XML Index DIP formats.

Under Registered Processing Products, select Client and XML Index DIP.

Under Administrative Processing Privileges select XML Index DIP. Click Save & Close.
At the User Groups & Rights dialog box, click Privileges.

Select Retrieve / View under the Documents section.

0. Select Create List Report. Click Save & Close.

1

. In order to configure a XML Index DIP process the user must have XML Index DIP
configuration rights. Click Configuration Rights.

12. Select Keyword Configuration, Document Configuration, System Configuration and

Process Configuration. Click Save & Close.

—= = O 00 N O

Note: Because XML Index DIP can be used to move batches into scan queues in Document
Imaging for an automatic commit, Scanning Configuration Rights will be displayed in the
Configuration module when XML Index DIP is licensed. This enables XML Index DIP
administrators to configure the necessary scan queues for automatic commit.
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XML INDEX DOCUMENT IMPORT PROCESSOR BEST
PRACTICES

The following are considered best practices for XML Index DIP:

Usage

The following best practices should be considered when processing:

Store Files on the Processing Workstation

It is considered a best practice to store your data files locally on the processing workstation to
improve performance.

Use As Few Index Files as Possible

For performance reasons, it is considered a best practice to limit the number of index files
being processed. For example, it will be quicker to process a single index file that references 10
data files instead of processing 10 index files that each reference a single data file.

However, keep in mind that each file being processed will consume an amount of memory on
the temporary hard drive location of the workstation equal to the size of the file being
processed. Therefore, you should always ensure that your processing workstation has enough
memory to process your index files before running the process.

System Administration & Maintenance

Commit Batches Regularly

It is considered a best practice to regularly commit batches during non-peak hours.
Uncommitted batches are stored only in the first mass storage copy of the Disk Group; if this
disk was to fail, these batches would be lost.

When batches are committed, documents in the batches are copied to the secondary and
tertiary copies of the Disk Group. If one of these Disk Groups was to fail, the data could be
recovered from another copy of the Disk Group.

Purge Incomplete Process and Incomplete Commit Queues

It is considered a best practice to purge batches residing in the Incomplete Process and
Incomplete Commit queues and re-process these batches to prevent batches containing errors
from residing in your OnBase solution.
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Periodically Check to Ensure Processes are Accurate

It is considered a best practice to periodically check documents that have been processed to
make sure the process formats are accurate and to ensure that there are no issues preventing
new documents from being processed correctly. Examine the processed documents to ensure
all pages are present and to review their Keyword Values.

View Verification Reports

It is considered a best practice to review the Verification Report after a process is run to ensure
that it finished without any errors being reported. If there are multiple processes running on a
daily basis, it may be beneficial to configure the process to use the Accumulate Processing
Information option. This combines all Verification Reports configured to use this option into a
single daily report, allowing administrators to view one report in a single location to check all
processed batches for the day.

Review the SYS-Unidentified Items Document Type

It is considered a best practice to review the SYS-Unidentified Items Document Type
periodically to ensure that your processes are correctly configured. Ideally, there should not be
any items present; however, occasionally an unidentified item may be processed. If the
unidentified item is an actual document, the process must be corrected. It is vital to determine
the cause of any errors and correct it.

Ensure Temporary Disk Space is Sufficient
When files are processed, they are copied to a temporary storage location.

If there is insufficient space, a process will be unable to complete. Using Windows Explorer or
another file management utility, check to make sure enough space is available. It is considered
a best practice to keep at least enough space for the largest file to be processed.

Monitor Disk Group Space and Database Size

It is considered a best practice to monitor both the amount of free space available in your Disk
Groups and the size of your OnBase database.

As more documents are added to your OnBase solution, the available space in your Disk Groups
is decreased and the size of your OnBase database is increased. It is important to monitor the
Disk Groups to ensure that the mass storage copy has enough space to maintain the required
volumes. It is important to ensure that the growth of the OnBase database is monitored so it
can be managed as needed.

Maintain Processing Queues

It is considered a best practice to perform the following maintenance activities on your
processing queues:

+ Delete any processes that are no longer being used.
Delete any jobs that are not used.
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Maintain Backup Locations

If a process format is configured to backup the data prior to running the process, or if a manual
process is performed to copy data before running the process, it is considered a best practice
to verify that the backup storage area is monitored and regularly purged and has plenty of disk
space.

Delete Files After Processing

If you schedule a process, it is considered a best practice to select the Delete option in the
Residual File Post-Processing option.

Configuration

The following best practices should be considered when configuring a process format:

Use Absolute Path Configuration

When configuring an index file, it is considered a best practice to use Absolute Path field
configurations instead of Relative Path field configurations (when possible), as this will
improve processing speed.

Validate Your XML Code

It is considered a best practice to validate your XML code using an XML file validator, such as
the one found at www.w3 .org.

Settings

The following best practices refer to the general process settings displayed on the Process
Settings For:<Process Format Name> dialog box:

Processing Tab

Download and Process Section

Itis considered a best practice to use unique file names when generating your import
index file - for example, you could use a timestamp to ensure each file generated is
unique.

It is considered a best practice to configure the file name in the Default File Name
field be as restrictive as possible. You should enter as much of the file name as
possible to ensure the processor does not attempt to process any other documents
in the folder identified in the Default Directory field.
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FTP Download

When using the FTP download option, it is considered a best practice to replace the server
name with its IP address. Try some benchmarks, and if name resolution causes a performance
degradation, then make the corresponding change in the Configuration module, under Disk
Groups | Volume Information.

Preprocess Options Section

If you are going to be using a preprocessor with a process format, it is considered a
best practice to run the preprocessor over your sample import index file prior to
configuring the process format.

Running a preprocessor can alter the data in your import index file (i.e., adding/
subtracting line or form feeds, shifting text vertically or horizontally), and could
affect the Document Fields configuration for the process format.

If you are going to be using a preprocessor with a process format, it is also
considered a best practice to add comments to the Verification Report indicating the
type of preprocessor used, and/or how the preprocessor affected the documents
being imported into OnBase.

It is considered a best practice to always select the Backup Path check box to
backup your import file prior to processing.

If you are running a large number of processes, it is considered a best practice to
select the Create Unique Subdirectories check box.

Options Tab
Add Documents to Workflow Option

When adding documents to Workflow, it is considered a best practice to always
select the On Commit option.

Installation

Workstation Location

It is considered a best practice to keep your processing workstation as close to your database
server as possible to reduce network latency and improve performance.

Licensing

It is considered a best practice to register a processing workstation as a Named or Workstation
Client rather than a Concurrent Client. This ensures that the processing workstation always has
access to the processing module; a workstation registered as a Concurrent Client cannot
access the processing module if another workstation is currently registered for it.
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Usage

This section describes how to run an XML Index DIP process, verify that the process was
successful, and commit imported files into the system.

If your solution uses legacy licensing, you must register your workstation before beginning
processing. See Register the Workstation on page 177.

If your solution uses simplified licensing, no workstation registration is required and you can
skip directly to processing. See Running an XML Index DIP Process on page 179.

Register the Workstation

Before you can run an XML Index DIP process, you must verify that you are properly registered
for XML Index DIP at the Client Workstation.

The XML Index DIP module must be registered at each workstation that uses or configures XML
Index DIP.
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1. Select Admin | User Management | Workstation Registration in the Client module. The
Products Registered for Workstation dialog box is displayed.

The left side of the screen displays a list of the workstations that have logged onto

OnBase. The right side displays all products registered to the selected workstation. The
current workstation is shown with an asterisk (*).

Products Registered for Workstation
Workstations Products Registered
lcensefs) +  Workstation Name Last Logon i ’::':-"'-T:‘-’ER"":
*C DOCm018272 127062016 [| | Documert mpod Processor
W SRVmD0DE291 121672008 Full-Teed Indendng Wedkstation Client for Autonoay kol
Sl Zi Production Document Imaging (Kofax or TWAIN)
C =+ DOCm012604 0807204 Ul | Woddiow Concument Chant
< >|
Fiter: W
Legand = P Ravoke
C Chent Concumrent W Wordlow + Other Products —
K Chent Wodcstation H Host Applcation  ®  Cument Worcstation
Deldete Clear =

2. Select a workstation from the workstation list.

3. Click the drop-down list under the Products Registered window and select XML Index
Document Import Processor.

4. Click Register. If you are properly licensed for XML Index DIP and XML Index DIP is not
available from the drop-down list, it may be registered to another workstation.
Select each workstation that is marked with a +, which indicates that the workstation is
registered for XML Index DIP or another product, until XML Index DIP is found. If XML
Index DIP is registered on one workstation, but it needs to be registered on another, you
will need to first revoke one workstation’s registration of XML Index DIP before
registering it on a different one. To revoke registration from a workstation:
a. Select XML Index DIP in the Products Registered field.
b. Click Revoke.

c. Select the current workstation and register it for XML Index DIP.

Note: A processing workstation should typically be registered as a Named Client rather than a
Concurrent Client. This ensures that the processing workstation always has access to the
processor. A workstation registered as a Concurrent Client cannot access the processor if
another user is currently accessing it.
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Verifying Registration
You can verify the registration through the System Status dialog box.

1. Inthe Client module, after closing the workstation registration screen, display the
system status window by selecting Window | System Status.

2. Alist of all products registered to the workstation is displayed at the bottom of the
window. The status of each product is displayed to the right of the product name.

Running an XML Index DIP Process

To run an XML Index DIP process, you must be a member of a user group that has sufficient
rights.

Caution: By default, the XML Import Index File is deleted after processing. To prevent the
deletion of this file, flag it as Read-Only. In Windows Explorer, right-click the file, and then
select Properties | Read-only. Depending on your system’s configuration, you may be unable to
flag the files as Read-Only. See your system administrator if you have questions.

1. Log onto the Client module.

2. From the Client module, select Processing | XML Index DIP. The XML Index Document
Import Processor window is displayed. The left side of the XML Index Document Import
Processor window displays the XML Index DIP Formats, Process Job, and status
queues. The right side displays a list of whatever is selected in the left side (individual
XML Index DIP formats, process jobs or batches).

Caution: The Processing | Process Tuning menu option contains advanced installation
settings that, if modified, could have unintended consequences on your XML Index DIP
solution. For more information, contact your solution provider.

E! XML Index Document Import Processor

Frocess Formats

%, %ML Index DIP Formats | Process Format Pathrarne Filename |
@ Process Jab #E AR - Irvoices C:heML Index DI AR_lrevoices. sml

B awaiting Commit #E AR -Scanned Checks  CiML Index DI AR_ Scanned_Checks.xml
|-=E| Committed #E HR - Resumes C:ML Index DI HR_Resumes. xml

(¥) scheduled Processes

2m)

|

XML Index DIP Formats: Lists available XML Index DIP formats.

+ Process Job: Lists available process jobs. A Process Job is one or more processes
(COLD, DIP, Check Processor, AutoFill Keyword Importer) set up to run sequentially.
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+ Awaiting Commit: Lists batches that were processed into the database and are in an
uncommitted state. Batches in this queue can be purged from the system.
Documents in a batch that is in Awaiting Commit can be retrieved by users, provided
they have the rights to do so.

+ Committed: Lists batches that have been verified and submitted to the system as
valid documents.

+ Incomplete Process: Lists batches that have started processing, but have
encountered errors during processing. These batches can be viewed and retrieved
within the document retrieval window. After resolving the processing issue, the batch
should be purged.

Caution: If there is a disruption/errors in processing, the documents that were processed will
go to the Incomplete Process queue. From this queue, the documents can be viewed and
retrieved. If this XML Index DIP process has been set up to go to a Workflow during processing,
the documents in the batch that were processed will go to the assigned Workflow, and are fully
retrievable.

+ Incomplete Commit: Batches that have started the commit process, but have
encountered errors during the process. After resolving the commit issue, the batch
should be committed.

3. From the left window, select XML Index DIP Formats. All available XML Index DIP
formats display in the right window.

4. Select an XML Index DIP format and right-click.

5. Select XML Index Document Import Processor. The XML Index Document Import
Processor dialog box is displayed.

XML Index Document Import Processor §|

Proceszs Farmat

AR - Invoices

Stare Document Indices
Stare Dacument D ata Files

Default Keywords

[] Stare Import File
[] Create Auto-Folder

[]Test Only

6. Select Store Document Indices to store Keyword Values for the imported documents.

7. Select Store Document Data Files to copy the data files specified in the XML Import
Index File into the corresponding Disk Group(s).

8. You do not need to select Store Import File. The XML Import Index File is stored by
default to the SYS Import Indexes Document Type. This setting remains for backwards
compatibility.

Default Document Date

01-15-10

180



XML Index Document Import Processor

9. Select Create Auto Folder if the Document Type has been properly configured for
foldering. This option will generate the folder structure for the Document Type if a
structure does not currently exist.

10. Select Test Only to test the process by running the file through memory. This option will
not delete the source document, create documents in OnBase, or copy the data to the
Disk Group. It will only create a Verification Report for the process.

11. Select Default Keywords for the ability to assign Keyword Values to Keyword Types that
are not configured to be obtained from the XML Import Index File. Default Keywords can
be used in addition to Keyword Values obtained from the XML Import Index File.

a. Click Default Keywords.

b. Select the Keyword Type from the left side of the screen.
c. Type the value in the Keyword entry field.

d. Click Add.

Note: Default Keywords can only be assigned to Keyword Types that are properly configured
for the Document Type.

12. Type a Default Document Date to set the Document Date for all Document Types that
are not configured to obtain the date from the process format.

13. After you have selected the desired options, click Process. The process starts and a
status bar is displayed. Click Yes. The documents have been imported into OnBase.

The ERROR _FILES Folder

If there is an error in the XML Import Index File (for instance, a missing end tag) the process
will generate a folder named ERROR_FILES in the directory where the XML Import Index File
originates. The XML Import Index File with an error will be placed in this folder.

Note: The XML Import Index File is moved to the ERROR_FILES folder even if it is marked as
read-only.

If the process is configured to import multiple files, all files will be processed. In this case, the
files with errors will be placed in the ERROR_FILES folder and the files without errors will be
deleted. If the XML Import Index Files have been marked read-only and there is an error in one
of the files, all files will be moved to the ERROR_FILES folder. The verification report will
identify which XML Import Index File had an error during processing.

Verifying the Process

After the process runs, a new batch appears in the Awaiting Commit queue. This batch must be
verified to ensure that the process ran successfully and that no errors were generated.
Documents are not added to batches after initial processing.
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When a process format is used for the second time, a new batch is created. Each batch also
includes a verification report, which is a system-generated report detailing the progress and
errors encountered during processing.

Note: A Batch is a collection of documents brought into the system by running a specific
process format. When documents are imported via a process format, all documents processed
at that time become part of a specific batch. Documents remain in batches and actions
performed on a batch, such as commit or purge, affect all documents in the batch.

Verify the Batch

Verify the process by viewing the verification report.

1. From the Client module, select Processing | XML Index DIP. The XML Index Document
Import Processor window is displayed. The left side of the XML Index Document Import
Processor window displays the XML Index DIP Formats, Process Job, and status
queues. The right side displays a list of whatever is selected in the left side (individual
XML Index DIP formats, process jobs or batches).

2. Click Awaiting Commit on the left side of the window.
On the right side of the window, select the newly created batch.

4. Right-click and select the option View Verification Report. The SYS Verification
Reports window is displayed. The verification report displays information on the
process, including the format run, the files processed, the length of time it took to
process, the documents found, errors generated, and the total number of pages and
documents processed.

The number of unidentified documents should be 0 (zero). If there are unidentified
items, view the documents to determine why they are not identified. The process may
need to be modified to accommodate the items.

w
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B s¥5 Verification Reparts - 01513110 AR - SCANNED CHECKS M=
____________________________________________________________________________________________________ A
EREFTOOZ Page 1
01713710 2:00:05PH
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5. You can also examine the individual documents and the XML Import Index File in the
batch. Double-click the batch to display all documents in the batch as well as the XML
Import Index File.

Note: In any process that includes a date, Windows Regional Settings can affect date

formatting. If the date or date and time Keyword Types are not being populated correctly, the
Keyword Type may be configured incorrectly for your Regional Settings. The correct format is
YYYY-MM-DD HH:MM:SS. This format will work regardless of what the Regional Settings are.

Caution: After running a process, even if a user is restricted by a Security Keyword applied to
the documents in a queue, the user can see both the document and the document's Keyword
Values from the queue (Awaiting Commit or Committed). All Security Keyword rules still apply
when the user tries to view documents from the Document Retrieval dialog box (even if the
batch hasn't been committed and the document is being retrieved from the Awaiting Commit
queue).

Note: The user cannot re-index the Keyword Values from the queue.
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Note: The XML Import Index File is also stored as a SYS Import Indexes Document Type. For
additional information on the XML Import Index File, see XML Import Index File on page 196.
Verification Reports are also stored in the Document Type SYS Verification Report. For
additional information on Verification Reports, see Verification Reports on page 202.

6. In most cases, the list of documents in the batch will contain an Auto-Name string, or
document title, that contains one or more of the Keyword Values imported during the
process. You can view all Keyword Values of individual documents in the batch by right-
clicking a document and selecting Keywords.

Note: If there is no Auto-Name string for one or all of the items, the process may need to be
reconfigured.

Note: Invalid Keyword Value warnings will not stop a batch from processing. Batches with
invalid Keyword Values will be processed in OnBase and follow all configured options.

Commit or Purge the Batch

The Awaiting Commit queue is a temporary holding place. Batches in the Awaiting Commit
gueue must be committed or purged.

After you have determined that the batch is valid, it can be committed. Failure to do
so may compromise the system integrity.

Batches in the Awaiting Commit queue are stored in the First Mass Storage Disk
Group. When you commit a batch, its documents are copied to other Disk Group
copies.

Prior to upgrading, all batches must be committed.

Caution: Batches in the Awaiting Commit queue can be retrieved just like any other document
in the system. Commit or Purge batches as soon as possible to avoid the possibility of users
retrieving documents from an invalid batch.

Note: You must have Administrative Processing Privileges in order to Commit or Purge
documents.

Committing a Batch

Once a batch is committed, it can no longer be purged. Documents can be deleted by selecting
them from a hit list and selecting Delete Selected.

1. From the Client module, select Processing | XML Index DIP. The XML Index Document
Import Processor window is displayed. The left side of the XML Index Document Import
Processor window displays the XML Index DIP Formats, Process Job, and status
queues. The right side displays a list of whatever is selected in the left side (individual
XML Index DIP formats, process jobs or batches).

2. Click the Awaiting Commit queue.
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3. Select the batch to commit.

4. Right-click and select Commit Selected. The batch is committed and moves to the
Committed queue. This queue maintains all batches that are in the system.

Purging a Batch

If the process was not successful, modify the process and run it again. The batch should be
purged if it is not valid.

1. From the Client module, select Processing | XML Index DIP. The XML Index Document
Import Processor window is displayed. The left side of the XML Index Document Import
Processor window displays the XML Index DIP Formats, Process Job, and status
queues. The right side displays a list of whatever is selected in the left side (individual
XML Index DIP formats, process jobs or batches).

2. Click the Awaiting Commit queue.
Select the batch.

4. Right-click and select Purge | Purge Selected. This removes the data files from the Disk
Group and all database entries for the documents in the batch. This process will
permanently delete the data and database entries.

w

Deleting a Batch that has Been Committed

Once the batch has been committed, the batch cannot be purged. You must delete it.

1. From the Client module, select Processing | XML Index DIP. The XML Index Document
Import Processor window is displayed. The left side of the XML Index Document Import
Processor window displays the XML Index DIP Formats, Process Job, and status
queues. The right side displays a list of whatever is selected in the left side (individual
XML Index DIP formats, process jobs or batches).

2. Click the Committed queue.

3. Double-click the batch that contains the documents you want to delete. This opens the
batch.

4. Select the desired documents.
5. Right-click and choose the Delete option.

Committed Queue Options

There are several other options available from the Committed queue:
+ View Verification Report: Display the verification report for the batch.
Print Selected: Print the documents in the selected batch(es).

« Export Selected: Export the documents in the selected batches (only available if the
system is licensed for Document Exporting).
Create List Report: Generate a SYS List Contents Report containing the document
names (Auto-Name strings) for the documents in the selected batch.

Create Keyword List: Create an output file containing Keyword Values. See Create
Keyword List on page 188 for instructions on how to use this feature.
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Run Script: Display a list of all the custom VBScripts available to the user. This
option will run the selected VBScript against the document selected.

« Extract Index Information: Extract information based on the configuration of the
index extraction format. See your system administrator for instructions on how to
configure this feature.

+ Rename Batch: This option allows you to rename the batch.

+ Re-Date Batch: Modifies the Document Dates for items in the batch. Since most
document Auto-Name strings contain the Document Date, this option will rename the
documents as well. Depending on the number of documents in the batch, this option
may take some time.

+ Clear Selected: Remove (deselect) the selected items.

Select Batch Range: Select a range of batches to view in the queue.

+ Refresh: Refresh the queue. This option displays any new items that have been
added to the queue since it was opened.

All of these options can be accessed by right-clicking a processed batch in the XML Index DIP
queue.

Running An In-Place XML Index DIP

In-Place DIP processes are used when documents to be imported reside in an existing OnBase
or third-party system Foreign Disk Group. After the process, database pointers are redirected to
access the existing documents. This import method requires that documents be stored to a
Foreign Disk Group. In-Place import allows you to quickly access information residing in
existing files, saving the time investment associated with Normal import.

In-Place XML Index DIP can also be used to import media stream files into OnBase that can
trigger a post-processing Unity task. Media stream files archive differently if the Media
Manager is licensed. For more information, see your system administrator.
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If you are running a DIP process using the In-Place archiving method and the process is not
configured to run silently, you must perform additional steps before it can start. After
completing the procedure outlined in the section Running an XML Index DIP Process on page
179:

1. The InPlace XML Index DIP Configuration dialog box is displayed:

InPlace DIP Configuration §|

Dizk

I, - |
Wolume Folder Location [Confirm final "' is desired)

File Mame

Browse

2. Select the Foreign Disk Group to import files to from the Disk drop-down list. The folder
containing the imported files will be added as a new volume in this Disk Group.

3. Do one of the following:

« If the Import Index file resides in the same folder as the files you want to import, click
the Browse button, then navigate to and select the Import Index file. The Volume
Folder Location and File Name fields are automatically populated based on your
selection. Proceed to step 4.

« |If the Import Index file resides in the configured default location for the process and
not in the same folder as the files to be imported, do not use the Browse button.
Instead, enter the path to the folder containing the files to be imported in the Volume
Folder Location field, and leave the File Name field blank. Then, click OK and the
process will run using the default Import Index file.

Note: When you use the Browse button to populate the Volume Folder Location field, a \
(backslash) is appended to the path. However, if the >>File Name Keyword Values in your index
file already each include a leading \, the one added here is not necessary and should be
removed. But if there is no leading \ in the >>File Name value and no \ appended to the Volume
Folder Location, files will not be imported properly. For best practice, ensure there is only one \
in either place.
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4. If desired, you can select The file specified above is used to determine if the disk
group volume is mounted. Enabling this option will make the imported files unavailable
and unmount the volume they reside in when the Import Index file specified in the File
Name field is not in the expected location.

5. When the process is properly configured, click OK.

Note: If you cancel out of the InPlace XML Index DIP Configuration dialog box instead of
clicking OK, a verification report is still generated and can be found in the Awaiting Commit
queue.

If you specified an Import Index file in the File Name field, a User Confirmation dialog box is
displayed, asking you to confirm that the Import Index file is in the same folder as the files to
be imported. Click Yes to proceed and run the process, or click No to return to the InPlace DIP
Configuration dialog box and correct the process configuration as needed. (See step 3 for
more information.)

Additional Usage (Secondary Concepts)

Create Keyword List

This feature is available from the Committed queue and provides the ability to create an output
file containing common Keyword Values of selected batches. This feature is useful for creating
a text file that can be imported into another system for verification or updating another
application.

1. From the Client module, select Processing | XML Index DIP. The XML Index Document
Import Processor window is displayed. The left side of the XML Index Document Import
Processor window displays the XML Index DIP Formats, Process Job, and status
queues. The right side displays a list of whatever is selected in the left side (individual
XML Index DIP formats, process jobs or batches).

Select the Committed queue in the left window.

Select all batches you wish.

Right-click and select Create Keyword List.

Select the Available Keyword Type(s) on the left and click Add.
Click the Browse button to designate the output file and click OK.

ok wmd

Extract Index Information

Index Extraction provides the ability to configure an XML Index DIP process to extract Keyword
Value data to a text file.

In order to do this, the process must be configured to extract index information and the
extraction format must be assigned to the XML Index DIP process.

1. Inthe Client module, select Processing | XML Index DIP.
2. Double-click either the Committed or Awaiting Commit queues.
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3. Select one or more batches and right-click to select Extract Index Information.

Caution: Batches in the Awaiting Commit queue can be retrieved just like any other document
in the system. Commit or Purge batches as soon as possible to avoid the possibility of users
retrieving documents from an invalid batch.

Note: If there are multiple Keyword Values for one Keyword Type, only the first value listed will
be extracted.

AutoFill Keyword Set Considerations

Documents imported into the system with XML Index DIP can obtain Keyword Value
information from an AutoFill Keyword Set. However, if Document Types are assigned to an
AutoFill Keyword Set and they are processed by a format that has the Store AutoFill Keyword
Set Data option selected in the Process Settings For: <Process Name> dialog box, all valid
Keyword Values obtained will be added to the AutoFill Keyword Set.

These values can then be used when new documents are imported into the system via
Document Imaging or File | Import.

Note: If there are a large number of documents that will be updating AutoFill Keyword Sets, this
may slow down the process.

Note: If multiple values exist for a Primary Keyword Value in a Keyword Set, an AutoFill
Keyword Import Processor file can be created from the XML Index DIP data. For more
information, refer to the AutoFill Keyword Import Processor in the AutoFill Keyword Sets
Module Reference Guide or online help files.

Process Multiple Files into One Document Using XML
Index DIP

You can set up an XML Index DIP format to process multiple files into a single, multi-page
document.

Note: This method of processing is not available for text format documents. When multiple
text files are set up to create a multi-page document, the document will not archive and the
Verification Report will give the message “Document has multiple non-image pages.”

Multiple Image Files Processed Into One Document

Multiple pages can be processed into a single document by creating an XML Import Index File
that contains more than one file identified by the same tag. For example:

<NewDocument>
<Name>Joe</Name>
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<AccountNum>12345</AccountNum>

<FilePath>C:\XML Index DIP\11051.bmp</FilePath>

<FilePath>C:\XML Index DIP\11052.bmp</FilePath>

<FilePath>C:\XML Index DIP\11053.bmp</FilePath>

<FilePath>C:\XML Index DIP\11054.bmp</FilePath>
</NewDocument>

A four-page document is created for AccountNum 12345.

Expand AutoFill Keyword Sets

You can select the Expand AutoFill Keyword Sets option to index documents with values in an
AutoFill Keyword Set based on a Primary Keyword Value in the import index file.

Note: External AutoFill Keyword Sets cannot be expanded. See the AutoFill Keyword Sets
documentation for more information about External AutoFill Keyword Sets.

If the Primary Keyword Value is only associated with one AutoFill Keyword Set, that AutofFill
Keyword Set is used to index the document. If the Primary Keyword Value is associated with
more than one AutoFill Keyword Set, all of the associated AutoFill Keyword Sets are used to
index the document, as well as the values in the import index file.

For example:

A Document Type uses a social security number as the Primary Keyword Value. An
existing AutoFill Keyword Set is shown below:
999-99-9999, Sara Smith, 10/10/1966

999-99-9999 s the Primary Keyword Value.
Sara Smith's maiden name was Sara Adams.

When a document is imported using an import index value of 999-99-9999, Sara
Adams, 10/10/1966, the existing AutoFill Keyword Set is triggered by the Primary
Keyword Value (999-99-9999). The document will be indexed with the values in the
AutoFill Keyword Set (999-99-9999, Sara Smith, 10/10/1966).

Note: The Expand AutoFill Keyword Sets option only applies to AutoFill Keyword Sets assigned
at the Document Type level. The Expand AutoFill Keyword Sets option is not supported for use
with AutoFill Keyword Sets assigned at the Keyword Type level.

Administrative Concerns

XML Index DIP interacts with the Disk Groups, Document Types, and Keyword Types configured
in the system. Items to keep in mind include the following:

Maintenance Tasks for XML Index DIP Queues
+ Network and Database Concerns
Disk Group Document Types
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Document Type, File Format and Keyword Concerns
+ Security

Maintenance Tasks for XML Index DIP Queues

There are a variety of administrative tasks that should be performed regularly. While this list is
a good start, it is not comprehensive. Your administrative maintenance tasks will depend upon
your system setup and requirements.
Ensure Batches are Committed on a Regular Basis
+ Check for Incomplete Processes or Incomplete Commits
Check Daily Verification Reports by Accumulating Processing Information
Purge the Daily Report
+ View SYS Unidentified Items
Clean Up Queues

Ensure Batches are Committed on a Regular Basis

While documents are in the Awaiting Commit queue, they only exist in the first mass storage
copy of the Disk Group. Consequently, if the mass storage copy has a drive failure and a
backup is not available, the data is lost.

Additionally, every system has a limit to the number of batches that can exist in the Awaiting
Commit queue. Once this limit is met, no new processing is allowed. This limit is set during
installation.

When documents are committed, data is copied to any secondary mass storage and removable
copies assigned to the Disk Group. Each document is also updated in the database to modify
its status as committed. Because of this, it is usually a good idea to commit during non-peak
hours.

After a batch has been committed, it appears in the Committed queue. This queue maintains all
of the XML Index DIP batches in the system. This queue will never “fill up”; it simply displays
the status of the batches.

Check for Incomplete Processes or Incomplete Commits

Incomplete Process

This can happen if the processing machine encountered an operating system error,
power was interrupted, the database was shut down or disconnected from the
network during processing, or there was something wrong with the XML Import Index
File. After verifying and reprocessing, batches in this state must be purged.
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Incomplete Commit

Contains batches that have not completed committing. In most cases, the secondary
mass storage or removable copies were not available or not appropriate because of
a network security issue, or because the workstation was shut down prior to
completing the commit step.

After the cause of the error has been determined, these batches should be re-
committed by selecting the batch, right-clicking, and selecting Commit Selected.

Check Daily Verification Reports by Accumulating Processing
Information

If there are multiple processes running on a daily basis, it may be beneficial to have the
processes configured to accumulate processing information. Doing so will combine the
verification reports for each batch and present them in a single location. This provides the
ability to view a single report to check all batches for the day.

To view the Daily Report, select Processing | View Daily Report.

This report details all Document Types that were searched for as well as the total number of
documents found to date. Each batch also gets an entry detailing the file(s) processed and the
number of documents in each. If an error occurred, it appears in the batch’s section. The report
is marked as preliminary until the report is purged. Then, it is saved as a final verification
report.

Note: Depending on your system’s configuration, you may be unable to access the View Daily
Report or Clear Daily Report options. Contact your system administrator if you have questions.

Purge the Daily Report

In the Client module, select Processing | Clear Daily Report. Any new processing that occurs
after the report is cleared will be in the new Daily Report.

View SYS Unidentified Items

Unidentified items should be handled when they occur. However, some may be in the system
from a previous time or from a different process. It is vital to determine the cause of any errors
and correct them. It is also possible that the unidentified items may be vital documents.

To review all SYS Unidentified Items in the system:

1. From the Client module, Select File | Open | Retrieve Document, or click the Retrieve
Documents toolbar button.

2. Select the System Documents Document Type Group and the SYS Unidentified Items
Document Type.

3. Click Find. Ideally, there should be no documents. If there are any, open the documents
and verify that they are actual documents. Occasionally, extra field separators or tag
characters may be separated out. If the item is an actual unidentified document, the
process used may need to be modified.
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4. To determine the batch the document belongs to, select it in the Document Retrieval list
and right-click or right-click from an open document.

5. Select Properties. This screen will display the batch number the document is a part of.
From here, the batch can be found and the process format determined. Most likely, the
batch will be in the Committed queue.

View Batch History

The Batch History tab displays information about the batch in which a document was imported
into OnBase. From an open document or the Document Search Results list, right-click and
select History. The Document History dialog box displays all recorded batch actions in the
Batch History tab.

Batch History

The following information is available on this tab:
+ Log Date - the date the information was logged.
Log Time - the time the information was logged.
+ User Name - the name of the user who performed the interaction.
Batch Num - the numeric label associating the batch with its column in the database.
+ Detail - the type of interaction performed, such as the committal of the batch.

Generating a Document History Report

To generate a document history report, right-click in the Document History dialog box and
select Generate Report. The new report is generated and displayed.

This report is stored in the SYS - User Reports Document Type and can be retrieved using this
Document Type as a search criterion.

Clean Up Queues

Keep your queues clean and current:
+ Delete any processes or jobs that are no longer being used.
+ Remove any items from the Incomplete Process queue.
Make sure batches are being committed within a day or two.
+  Commit any batches that remain in the Awaiting Commit queue.

Network and Database Concerns

Keep in mind the following network and database concerns:
* Access
+ Monitor Database Space
Processing Resource Consumption on the Database Server

193



XML Index Document Import Processor

Ensure Data File Location Space is Sufficient
+ Delete the Data Files From Their Original Location
Maintain/ Clean Up Data Backup Areas

Access
Ensure users have appropriate network access.

Network access is required for the files that are being processed as well as for the data storage
locations.

Monitor Database Space

As documents are processed into the system, the database will grow. Growth depends on the
number of documents, the number of Keyword Values, the Keyword Types, and how the
documents are used (for example, if a document is used in Workflow).

With every OnBase system, the database should be periodically checked. Even if the database
has been configured for restricted growth, it is better to anticipate reaching that point rather
than encountering it during processing.

There are several ways to verify the size of a database.

Observe the database files themselves as well as the log file and determine the total
amount of space used.

Databases may also have specific size requirements for different database files.

+ The database server software itself will detail the statistics for the files including
how much space is currently being used and how much is available.
If the database files were assigned a specific amount of total space when the
database was created, the file listing in Explorer will detail the total amount of space
in the file, not how much is currently filled with data.

Processing Resource Consumption on the Database Server

Remember to consider processing resource consumption on your database server. Processing
incurs a large drain on the database server’'s resources.

In most cases, you will install an instance of the Client module on the database
server, and run the process during non-peak times. Take into account the Client’s
additional resource requirements, in terms of process capabilities and memory, on
the database server.

The XML Index DIP process speed will be directly related to OnBase’s ability to
communicate with the database. Anything that improves the communication
between the Client Workstation that is processing and the database server will
increase the processing speed.

Attempting to run an XML Index DIP process while running another process, such as
COLD or another XML Index DIP, will result in a dramatic drop in all processing
speeds. It is usually best to run a single automated process at a time.
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During XML Index DIP processing, the database will receive a large number of
qgueries and updates. If the database is not configured correctly, the overall database
performance could potentially be degraded.

The system’s ability to access the data files identified in the XML Import Index File
and place them into the Disk Group will also affect speed. Processing will go faster if
the data files are local to the processing workstation.

The process can be scheduled like all automated OnBase processes.

When a document is processed in, the database is updated with a new record for the document
as well as all of the Keyword Value information for it. The record also includes the path to the
data file. When all documents have been entered into the database for an XML Import Index
File, OnBase will then place the file in the Disk Group.

The XML Index DIP configuration format is stored in the database. When the XML Index DIP
process is selected in the Client module, the process format information is loaded. Changes to
the process format will only be seen after the Client is re-launched.

Ensure Data File Location Space is Sufficient

The storage location of documents that need to be imported into the system may change
based upon the XML Import Index File and its pointers (File Path and Full Path information). It
is important to verify that this location that houses the data files is not running out of space.

Additionally, those data files should be removed after the process has been checked and the
documents have been retrieved successfully.

Maintain/ Clean Up Data Backup Areas

If the process format is backing up the data files prior to executing the XML Index DIP process,
or if there is a manual process to copy the data files before running the XML Index DIP process,
verify that the backup storage area is being cleaned and is not running out of space.

Delete the Data Files From Their Original Location

By default, when an XML Index DIP process is successfully run, the data files remain in place.
However, your OnBase solution can be configured to automatically delete the data files after
they have been successfully imported via an XML Index DIP process. See your system
administrator for more information.

Tip: If these files are not automatically deleted, they should be deleted at some point. You may
want to check to see that they can be successfully retrieved in OnBase before deleting them.
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Delete the Import Index File From Its Original Location

By default, when an XML Index DIP process is successfully run, the XML Import Index File is
automatically deleted. However, your OnBase solution can be configured to not delete these
files after they have been successfully processed. See your system administrator for more
information.

Tip: If this file is not automatically deleted, it should be deleted at some point. You may want to
check to see that it has been successfully archived in OnBase before deleting it.

Disk Group Document Types

When you perform an XML Index DIP process, three types of documents will be imported and
stored to Disk Groups:

« XML Import Index File
Imported Files
« Verification Report

XML Import Index File

The XML Import Index File becomes a document in the SYS - Import Indexes Document
Type. The XML Import Index File will be stored in the Disk Group assigned to the SYS -
Import Indexes Document Type.

Imported Files

Imported files become documents in the Document Type(s) assigned to them in the
XML Index DIP format configuration.

The location in which the imported documents will be stored depends on the
configuration settings for the XML Index DIP format. You select the Disk Group to which
you want your documents stored in the Process Settings dialog box. You have two
options:

« Assign the documents to go to a specific Disk Group, or

+ Select to have the documents go to the Disk Group assigned to their Document Type

Verification Report

The Verification Report becomes a document in the SYS - Verification Reports
Document Type. The Verification Report will be stored in one of two places:

« If you have assigned a specific Disk Group to which documents will be stored, the
Verification Report will go to that Disk Group, or

« If you have selected to have documents go to the Disk Group assigned to their
Document Type, the Verification Report will go the Disk Group assigned to its
Document Type (SYS - Verification Reports)
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When a document is processed in, the database is updated with a new record for the document
as well as all of the Keyword Value information for it. The record also includes the path to the
data file. When all documents have been entered into the database for an XML Import Index
File, OnBase will then place the file in the Disk Group.

When the process is finished, the imported files will be stored in the first mass storage copy of
the appropriate Disk Group. When the batch is committed, the files will be copied to any
secondary mass storage and/or removable copies assigned to the affected Disk Groups.

See your system administrator for additional information about designating Disk Groups for an
XML Index DIP process.

Disk Group Maintenance - Monitor Available Space

Processing will reduce the amount of available space in mass storage copies. These hard drive
/ RAID locations are typically managed from Platter Management in the Client module.

However, if there are other Disk Groups or applications using the same storage facilities, the
space may not be available for the process. It is important to check the storage location using
Explorer or another file management application to verify that the mass storage copy has
enough space to maintain the required volumes.

Document Type, File Format and Keyword Concerns

Remember to consider the following concerns regarding Document Types, File Formats and
Keyword Types and Values.

Document Types and File Formats
+ Keyword Values
Documents do not have to be Committed to be able to be Viewed
+ Adding New Document Types to an existing XML Index DIP Format
« Periodically Review Documents Imported Using XML Index DIP
Review the Process to Change Keyword Values and Re-Index Documents

Document Types and File Formats

Document Types that will be used to index documents imported through XML Index DIP must
be created prior to adding them to an XML Index DIP format. When a Document Type is
configured, a File Format is specified. When documents are imported into the system through
an XML Index DIP process, the File Format assigned to the Document Type can be used, or a
different File Format can be used.

Tip: It is considered a best practice to include the >>File Type Default Keyword Type in the
XML Import Index File if you are importing files of a different file format than the Document
Type's Default File Format.
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Note Types

Notes can be configured to be automatically added to documents being imported via an XML
Index DIP process. If your XML Index DIP process is configured to add Notes to imported
documents, the Note Type(s) of the notes being added must be created prior to configuring the
Field Order of the XML Index DIP process.

For information on configured Note Types, see the System Administration documentation.

Keyword Values

When importing Keyword Values using XML Index DIP, ensure that the XML Import Index File
field values are appropriate for the Keyword Type they will map to. Each Keyword Type is
configured to hold values of a specific Data Type.

Processing in values that do not adhere to the data type will result in nothing being stored for
that Keyword Value. The verification process will report an error when this happens. For
example, if a Keyword Type has a Data Type of Numeric (Up to 9 digits), you would not be able
to import in a field that has an alphanumeric value containing 20 characters.

Additionally, all date and currency Keyword Types must have the appropriate format applied to
the process in order for them to be added to the system. See your system administrator for
additional information on properly formatting Date and Currency Field Configurations for XML
Index DIP formats.

Note: The number of Keyword Values assigned to a process as well as the type of Keyword
Values will have an impact on the overall speed of the process.

Keyword Type Groups

Using a Keyword Type Group may improve the overall speed of the XML Index DIP process, as
using Keyword Type Groups improve database efficiency.

Documents do not have to be Committed to be able to be
Viewed

Documents in a batch that is in Awaiting Commit can be retrieved by users, provided they have
the rights to do so.

Adding New Document Types to an existing XML Index DIP
Format
New Document Types that are added to an XML Index DIP process will not be identified until

the process itself has been updated. This includes the creation of new document and Keyword
Types.
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B?Eiodically Review Documents Imported Using XML Index

It is important to not only review the Verification Reports, but to look at the actual documents
themselves and review their Keyword Values. After the process has been complete, it is a best
practice to randomly review documents every few weeks to make sure there are no issues with
new Document Types, formatting changes, or Keyword Type field changes in the XML Import
Index File.

Review the Process to Change Keyword Values and Re-Index
Documents

You can change Keyword Values, or re-index the document as an entirely different Document
Type with appropriate Keyword Values.

It is important to review the process on a regular basis to verify that all Keyword Values are
being completely obtained and that the Document Types are being correctly identified. It is
possible that a Keyword Value's field location has changed in the XML Import Index File, so that
OnBase is pulling the wrong Keyword Values. This may not generate an error, and the only
certain method to stop this situation is to look at the document and its Keyword Values.

View/Change Keyword Values

1. From the Client module, select Processing | XML Index DIP. The XML Index Document
Import Processor window is displayed. The left side of the XML Index Document Import
Processor window displays the XML Index DIP Formats, Process Job, and status
queues. The right side displays a list of whatever is selected in the left side (individual
XML Index DIP formats, process jobs or batches).

2. Open the batch by double-clicking it in the Awaiting Commit queue or Committed
queue.

3. Select or open a document and right-click.

Select Keywords. The Add/Modify Keywords dialog box is displayed.

5. Check the Keyword Values; if they do not exist or are not accurate, enter the correct

value in the appropriate text field and click Save.

Re-Index a Document

1. From the Client module, select Processing | XML Index DIP. The XML Index Document
Import Processor window is displayed. The left side of the XML Index Document Import
Processor window displays the XML Index DIP Formats, Process Job, and status
queues. The right side displays a list of whatever is selected in the left side (individual
XML Index DIP formats, process jobs or batches).

You can also check documents through the Document Retrieval list.

2. Open the batch by double-clicking it in the Awaiting Commit queue or Committed
queue.

3. Select or open a document and right-click. Select Re-Index. The Re-Index Document
dialog box is displayed.

4. Select the appropriate Document Type from the drop-down list.
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5. Enter the appropriate Keyword Values.
6. Click Index to save the changes.

Security

There are two levels of security required for XML Index DIP:
+ Network Security
+ User Group Security

Network Security
The XML Index DIP workstation must be logged onto the network as a user that has
write access to the storage location.

+ If the documents in a batch will be retrieved, read access is necessary. In order to
purge a batch, delete rights are required.

« Additionally, the processing workstation will need read / write / delete access to the
temporary parse path and the temporary report path for the process to complete
successfully.

User Group Security

User must have the proper rights to perform an XML Index DIP process. See User Group
Rights on page 168 for additional configuration information about user groups and
rights.

System Interaction

The following OnBase modules can be used in conjunction with XML Index DIP to extend the
functionality of your OnBase solution. The features and modules described below may require
additional licensing and registration.

Document Imaging

The Document Imaging module can be used in conjunction with XML Index DIP to automatically
commit XML Index DIP batches.

E-Forms

XML Index DIP can be used to create batches of E-Forms in OnBase.
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Because no actual document is required to create an E-Form (other than the HTML form
template existing in OnBase), you can use XML Index DIP to export data from a third-party
application to an E-Form, which can then be managed in OnBase.

Note: E-Form documents require a different XML Import Index File configuration than physical
documents (i.e., text, image, PDF documents).

Exporting and Importing

In OnBase Configuration, in addition to the configuration items listed in the System
Administration module reference guide, XML Index Document Import Processors can be
exported and imported. However, the default directory for processing, backup paths, and paths
for index extraction are not imported when importing an XML Index Document Import
Processor. These file paths must be configured again in the Configuration module. Also, any
configured Foreign Disk Groups that are associated with an XML Index DIP process are not
included when performing an export or an import of an XML Index DIP process. Foreign Disk
Groups must be recreated manually.

Note: For more information on creating Foreign Disk Groups, see the Platter Management
module reference guide.

When importing an export package, additional associated configuration items may require
decisioning.

Note: For more information see the System Administration module reference guide.

OCR

The OCR module can be used in conjunction with XML Index DIP. When image documents are
imported with XML Index DIP, the process can be setup to automatically OCR the documents
when the batch is committed.
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The Importance of Verification Reports

The following sections describe Verification Reports, and how system administrators can use
them:

What is a Verification Report?

+  Why Incorporate Verification Reports into the Processing Procedure?
What Can a Verification Report Identify?

+ How Do You Access a Verification Report?

« Can a Verification Report be Added to a Workflow Life Cycle?

What is a Verification Report?

Verification Reports are available for all processing modules. They provide valuable
information to users about a process that imports documents into OnBase, including:

« Any errors encountered during processing.

+ The number of documents and pages processed into OnBase.
The names of the files processed.

+ The total processing time.
The average processing time per document.

+ The average processing time per page.

+ The date and time the process was run.
The process format used.

+ The processing options selected for the process (for example Store Documents
Indices, Store Document Data Files, Store Import File, and Test Only).

+ The process’s Default Document Date.
The process’s Internal Batch Number.

+ The path to the import file, the number of entries found, and the size of the file.
The number of files processed.

Why Incorporate Verification Reports into the
Processing Procedure?

The Verification Report should be viewed as part of the processing procedure. Regardless of
whether a process is manually initiated or automatically run and committed, each processed
batch should undergo a quality assurance check using the Verification Report. By viewing the
Verification Report for each process, problematic configurations can be identified and
corrected, and you can ensure that documents are being processed into OnBase accurately and
efficiently.
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When Verification Reports are reviewed regularly, configuration problems can be identified and
resolved before a large number of process have been performed using the same erroneous
configuration. Errors can be easily and quickly detected that may have otherwise not been
caught. If Verification Reports are not reviewed consistently, users may assume that
documents have been correctly imported into OnBase when they have not.

What Can a Verification Report Identify?

One of the most important reasons to view a Verification Report is to ensure that all documents
imported into OnBase via the process were processed correctly.

Note: If a batch contains one or more corrupt image files, the batch will process correctly, but
the corrupted files are not imported into OnBase. The batch is moved to the Awaiting Commit
queue, but the Import Index file is moved to the ERROR_FILES folder.

You can ensure that no documents were lost, mishandled, or misidentified by comparing the
number of documents that were actually imported into OnBase to the number of documents
that were expected to have been imported. If the two numbers do not match, the process
format configuration should be examined for accuracy and the import file should be checked
for errors, such as scrambled or corrupt data.

The Verification Report also provides information about any errors encountered during
processing. These errors could be due to improper or out-of-date configuration information or
an incorrect path to the import files.

Errors Concerning Document Types

Verification Reports can help you detect if the Document Types configured for a process are
valid.

Sample error text:

If there are more than one Document Types assigned to a DIP Process, one of the
fields in the DIP file must be a Document Type field.

This error indicates that the XML Index DIP process was configured with multiple Document
Types, but no Document Types were assigned to the >>Document Type or the >>Document
Type Number Default Keyword Type. To fix this error, modify the process format’s
configuration so that at least one Document Type is assigned to a >>Document Type or
>>Document Type Number Default Keyword Type.

Errors Concerning Keywords

Verification Reports can help you detect if Keyword Types configured for a process or Keyword
Values identified by process are valid.

Sample error text:
Warning: Invalid Keyword Amount: ‘5,123.00’
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This error indicates that the currency format for the Amount Keyword Type was not configured
correctly. To fix this error, modify the process format’s configuration so that the currency
Keyword Type is correctly formatted.

Sample error text:

The following record cannot be archived, errors in required field below.

This error identifies that there is an issue with the process format’s configuration and helps
you identify the area of the configuration that needs to be reviewed.

Sample error text:

Warning: Keyword <Keyword Type> (<Keyword Number>) is too long and will be trun-
cated from <Keyword Value> to <Truncated Keyword Value>.

This error indicates that the Keyword Value identified by the XML Index DIP processor exceeds
the maximum Keyword Value length of the Keyword Type to which it belongs. For example, if
the a Keyword Type was configured to have a maximum length of 3 characters and the Keyword
Value identified by the XML Index DIP processor was abcdefg, then the Keyword Value would
be truncated to abc when imported into OnBase. By viewing the Verification Report, this error
can be detected and corrected.

Errors Concerning Ildentifying Documents
Verification Reports can record when documents cannot be identified from an import file.
Sample error text:

The process format did not contain any recognizable documents.

This error indicates that the process did not identify any documents; therefore no documents
were imported into OnBase. This is an indication that the process format’s configuration needs
to be reviewed.

Inaccurate Number of Documents and Pages

The Verification Report lists the number of documents and the number of pages within those
documents that were successfully imported into OnBase. By comparing the actual number of
documents and pages processed into OnBase with the expected number of documents and
pages, users can ensure that the documents are being imported into OnBase accurately.

Sample error text:
Document ‘x’ has multiple non-image pages.

This error is displayed when a document contains more than one non-image page.

How Do You Access a Verification Report?
There is more than one way to access Verification Reports. See the following for more
information:

+ Opening a Verification Report from a Batch
Opening a Verification Report from the Document Search Results List
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Opening a Verification Report from a Batch
To open a Verification Report from a processed batch:

1. From the OnBase Client, click Processing | XML Index DIP.
2. Select a queue, such as Awaiting Commit or Committed.
3. Do one of the following:

Double-click a batch to open it, then double-click the SYS Verification Reports
document contained within.

+ Right-click a batch and select View Verification Report.
The Verification Report for the selected batch is displayed.

Opening a Verification Report from the Document Search
Results List

To use document retrieval to search for Verification Reports:

1. Inthe Client module, select File | Open | Retrieve Document.
2. Select the System Documents Document Type Group.

3. Select the SYS Verification Reports Document Type.

4. Do one of the following:

If you know exactly which Verification Report you are looking for, enter a value for the
Description Keyword Type.

+ If you do not know which Verification Report you are looking for, leave the
Description Keyword Type field empty.
5. Click Find. The Document Search Results list is displayed.

6. Double-click on the appropriate Verification Report from the Document Search Results.
The Verification Report is displayed.

Can a Verification Report be Added to a Workflow Life
Cycle?
A Verification Report can be routed through a Workflow Life Cycle. In order for a Verification

Report to be automatically added to a Life Cycle upon its creation, the SYS - Verification
Reports Document Type needs to be assigned to the appropriate Life Cycle.

205



	Overview
	Process Overview
	About This Manual

	Licensing
	Simplified Licensing
	Legacy Licensing
	Licensing - Additional Functionality



	Installation
	Requirements
	General Requirements
	Licensing

	Upgrade Considerations
	Installation
	Command Line Switches
	Applying the –SCHED Switch

	INI Options
	DIPTextNumberOfPages
	DIPDeleteSource
	DIPDeleteSourceFile
	DIPDocumentPerFile

	Process Tuning Parameters
	Process Tuning
	Lock Disk Group During Processing
	Document Handle Block Size
	System File Name Block Size
	Keyword Block Size
	Keyset Block Size
	Checks Per File
	Status Window Update Interval


	Backup / Recovery
	Backup
	Configuration
	Registry Settings
	External Files
	Preprocessors
	Module-related .INI Options

	Recovery
	Configuration
	Registry Settings
	External Files
	Preprocessors
	Module related .INI Options
	Registration
	Directory Structure


	Troubleshooting
	Common Issues
	>>Rendition & >>Rendition/New Document Keyword Troubleshooting


	Contacting Support

	Configuration
	Create an XML Index DIP Format
	Process Settings Configuration
	The Processing Tab
	Download and Process
	Download Protocol
	FTP Download Considerations
	Using FTP with No Download

	Preprocess Options
	Configure a Preprocessor
	Set a Backup Path

	Other Processing Options

	The Options Tab
	The Advanced Tab
	The Medical Tab
	Send to Scan Queue - Automatically Commit Batches


	Document Types
	Document Type Default File Format Considerations

	Process Settings

	XML Index DIP Field Order Configuration
	Understanding Field Tags
	Conditional Keyword Values
	With a Child Attribute Value Based on the Value of the First Attribute of the Immediate Parent Element.
	With Element Text Based on the Value of the last Attribute in the Target Element
	With a Target Attribute Based on a Target Element’s First Attribute Value
	With Element Text Based on the Value of another Element within the Target Element

	Document Types Within the XML Import Index File
	Using Relative XPaths

	Absolute Path Configuration
	Field Order

	Relative Path Configuration
	Field Order
	Copying Field Configurations

	Assigning Processor Notification Groups
	User Group Rights
	Document Types
	Product Rights
	Privileges
	Configuration Rights

	Renditions and XML Index DIP
	Rendition Criteria
	When Rendition Criteria Are Not Met
	Multiple Matching Files and Rendition Rules


	Adding Notes to Documents During An XML Index DIP Process
	Keyword Configuration
	Date Formatting
	Date Formatting Options

	Currency Formatting Options
	Multi-Instance Keyword Type Groups and XML Index DIP
	The Number of Instances of the Multi-Instance Keyword Type Group
	The Presence & Order of Keyword Values in the Document


	Configuring Processor Notifications
	Configuring a Processor Notification Group
	Configuring a Processor Notification
	Configuring the Distribution Service

	Changing or Editing an XML Index DIP Format
	Edit a Format
	Delete a Format
	Rename a Format


	Index Extraction Format
	Working with Reports
	Adding Comments to a Verification Report
	Accumulate Processing Information
	Configuration Reports
	Run Configuration Reports After Configuring New Disk Groups, Document Type Groups, Document Types or Keywords


	Global Client Settings

	Scheduling
	Scheduling Overview
	Configuring & Using the Scheduler
	Requirements for Configuring/Running a Scheduled Process
	Using the -SCHED and -SCHEDINST Switches
	-SCHED
	-SCHEDINST

	Verifying the Scheduler is Running
	Running Multiple Scheduled Processes
	Scheduled Process Configuration Reports
	Working With Process Formats
	Creating a Scheduled Process Format
	Schedule Configuration
	Calendar
	Default Daily Schedule
	Selected Day

	Processing Options

	Viewing Scheduled Processes
	Modifying a Scheduled Process Format
	Deleting a Scheduled Process Format
	Running/Suspending a Scheduled Process Format

	Working With Process Jobs
	Creating a Job
	Configuring a Job
	Scheduling a Job
	Schedule Configuration
	Calendar
	Default Daily Schedule
	Selected Day

	Processing Options

	Viewing a Job
	Modifying a Job
	Renaming a Job

	Deleting a Job
	Running/Suspending a Job

	Viewing the Activity Log
	Creating Schedule Templates
	Creating Schedule Templates
	Calendar
	Default Daily Schedule
	Selected Day


	Configuring Schedule Logging
	Creating a Scheduler Workstation Group
	Editing a Scheduler Workstation Group
	Deleting a Scheduler Workstation Group

	Scheduling a Commit


	Import Index File
	XML Import Index Parameters
	Important Considerations for the Import Index File and XML Index DIP Format
	Field Order Considerations
	Date and Currency Formatting Considerations
	XML Import Index File Read/Write Access
	In-Place XML Index DIP Configuration Window
	File Name, File Path and Full Path Character Length

	Examples of XML Index DIP Format Process Settings and Field Order
	Absolute XML Example
	Relative XML Example



	Default Keyword Types
	Default Keyword Types Used in XML Index DIP Processes
	Note-Specific Default Keyword Types


	Check Processing Download Protocols
	Accessing Check Processing Download Protocols

	User Group Rights
	Client User Group Configuration
	Admin User Group Configuration

	XML Index Document Import Processor Best Practices
	Usage
	Store Files on the Processing Workstation
	Use As Few Index Files as Possible
	System Administration & Maintenance
	Commit Batches Regularly
	Purge Incomplete Process and Incomplete Commit Queues
	Periodically Check to Ensure Processes are Accurate
	View Verification Reports
	Review the SYS-Unidentified Items Document Type

	Ensure Temporary Disk Space is Sufficient
	Monitor Disk Group Space and Database Size
	Maintain Processing Queues
	Maintain Backup Locations
	Delete Files After Processing


	Configuration
	Use Absolute Path Configuration
	Validate Your XML Code
	Settings
	Processing Tab
	Download and Process Section

	FTP Download
	Preprocess Options Section

	Options Tab
	Add Documents to Workflow Option



	Installation
	Workstation Location
	Licensing


	Usage
	Usage
	Register the Workstation
	Verifying Registration
	Running an XML Index DIP Process
	The ERROR_FILES Folder

	Verifying the Process
	Verify the Batch
	Commit or Purge the Batch
	Committing a Batch
	Purging a Batch
	Deleting a Batch that has Been Committed
	Committed Queue Options

	Running An In-Place XML Index DIP

	Additional Usage (Secondary Concepts)
	Create Keyword List
	Extract Index Information
	AutoFill Keyword Set Considerations
	Process Multiple Files into One Document Using XML Index DIP
	Multiple Image Files Processed Into One Document

	Expand AutoFill Keyword Sets

	Administrative Concerns
	Maintenance Tasks for XML Index DIP Queues
	Ensure Batches are Committed on a Regular Basis
	Check for Incomplete Processes or Incomplete Commits
	Check Daily Verification Reports by Accumulating Processing Information
	Purge the Daily Report
	View SYS Unidentified Items
	View Batch History
	Batch History
	Generating a Document History Report

	Clean Up Queues

	Network and Database Concerns
	Access
	Monitor Database Space
	Processing Resource Consumption on the Database Server
	Ensure Data File Location Space is Sufficient
	Maintain/ Clean Up Data Backup Areas
	Delete the Data Files From Their Original Location
	Delete the Import Index File From Its Original Location

	Disk Group Document Types
	XML Import Index File
	Imported Files
	Verification Report

	Disk Group Maintenance - Monitor Available Space
	Document Type, File Format and Keyword Concerns
	Document Types and File Formats
	Note Types
	Keyword Values
	Keyword Type Groups
	Documents do not have to be Committed to be able to be Viewed
	Adding New Document Types to an existing XML Index DIP Format
	Periodically Review Documents Imported Using XML Index DIP
	Review the Process to Change Keyword Values and Re-Index Documents
	View/Change Keyword Values
	Re-Index a Document


	Security
	Network Security
	User Group Security


	System Interaction
	Document Imaging
	E-Forms
	Exporting and Importing
	OCR


	Verification Reports
	The Importance of Verification Reports
	What is a Verification Report?
	Why Incorporate Verification Reports into the Processing Procedure?
	What Can a Verification Report Identify?
	Errors Concerning Document Types
	Errors Concerning Keywords
	Errors Concerning Identifying Documents
	Inaccurate Number of Documents and Pages

	How Do You Access a Verification Report?
	Opening a Verification Report from a Batch
	Opening a Verification Report from the Document Search Results List

	Can a Verification Report be Added to a Workflow Life Cycle?



