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Welcome to 2020DOC

2020DOC is the software tool used for setting up a documentation management system and is an integral part of any
institution’s data management workflow. 2020DOC automates the conversion of paper documents to electronic documents
for fast retrieval while minimizing storage space and providing accessibility of all documents across a network. Documents
such as loan contracts, signature cards, employee records and client correspondence are scanned and stored in a customized
database. An institution can scan any item that needs to be stored on a short or long term basis.

Users of 2020DOC will be able to perform some or all of the following functions depending on their assigned permissions.
Only assigned administrators are allowed to edit permissions in Users and Groups. If a menu command or sub menu
command is not highlighted when a user tries to access (grayed out), it means that the user did not receive permission
from the administrator to perform the task.

Create a table, define field names and index criteria.
Scan documents into a table.

Import documents into a table.

Export documents and index information.

View Documents.

Search index information.

Print documents.

Email documents.

TOCCCEE®

Main Menu Bar and Menu Buttons

This User Guide contains basic instructions for working within the 2020DOC environment. Throughout this manual, the
user will be directed to use commands or functions on the Main Menu Bar or Menu Buttons. Clicking on, for example,
the command File in the Main Menu Bar displays a dropdown submenu with subcommands or subfunctions.

Access to the Main Menu Bar commands and their subcommands is dependent on the permissions assigned by the
administrator and the items selected in locations. If the menus appear differently in the dropdown submenus of the Main
Menu Bar than what appears in the sections that follow, it is a result of the assigned permissions or content. The Menu
Buttons duplicate many of the functions seen in the Main Menu Bar but offers easier accessibility.

(] 202000C - Jane_Doe
Main Menu Bar == | File Edit Page OCR Search Email Tools Manage Security Audit Help

Menu Buttons =3 | |€» Scan & Import | 4 Find | 3 Email | &) Pint | peiSolt | (D Move () Moveal | X Delete |

Other eDOC -3 iSweep EInteIliSweep EjArchView BStatemenlAdmin ﬂPloDOC BStatemenls @ CheckLogic mRepons
applications ' ] '

installed on the

workstation

For users of eDOCSignature, an additional dropdown box will be visible in the righthand corner of the menu. This
dropdown will allow the user to select between different parts of the document.

FE InteliSweep *  Business Rues G Upgrade, Notify, and Approve Console  [Z] Email Mansge:

| velaslal  ale) (3] »f plelalel | @ ol so- f

$6441472A880950178B1BE27E
WFIERRO@REED Locked 05/10/:2016 10:10:37

IDocumw

Onginal Unsigned
Andit Information
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Understanding 2020DOC

Documents are created, deleted, and stored in two types of locations, private Local
locations and shared Network locations. The Local location contains a set of Borland
Database Engine (BDE) cabinets nested under My Cabinets. The Network location
contains a set of SQL cabinets nested under the server host (network server name or
IP address).

Private Local Locations — These locations can be used for scanning, importing,
and indexing documents before they are moved to the network for shared access.
Performing these operations locally can help ensure that all documents are accurately
captured and indexed before they are published to a shared network location.

Shared Network Locations — These locations should be used for all long-term

document storage. Documents stored here include items that are scanned using
one of the eDOC Innovations supported scanners.

Launch Software

[®) 2020D0C - Checks200904
File Edit Page OCR Search Email Tools Mar

[) 2020D0C - Checks200809

File Edit Page OCR Search Email Tools Manage
D scon Wi | P Fed | REnal | B P | o
(@] isweep [] InteliSweep [ Archview [ Statement Admir

NECECOER

&Y Search Results -
=) My Cabinets
> ——35)) C:ALOCALCABINET\

Checks200803
Checks200805
Checks200806
Checks200809
Checks200810
------ Checks200811
Checks200801
Checks200802
Checks200303
Cherks2NNAN

m

Launch the software by double clicking on the ID on the home screen. Users will be prompted to a log-in screen. Once

logged in, the Table Data window will open.

Table Data

From the left pane of the screen highlight the Cabinet tab and table. The table data for that folder will appear in the right

pane of the window.

[ 202000C - Checks200903

File Edit Page OCR Search Email Tools Manage Security Audit Help
 Scan W Import | o) Find | X Email | @ Pint | ged Spit | @ Move @ Movesll | X Delete | i Archview [ Statement
SIS E]E][E]E] =1 0 Chk_Account
) Cabinet | Document
§p Search Results
=] My Cabinets
b -3 C:\LOCALCABINET\
=) localhost
P} @ Checks
Checks200803
Checks200805
----- (D Checks200808
Checks200803
(D) Checks200810
Checks200811 —
Checks200901 _|23102708 29978 1000
Checks200902 | 23803852 7500 100(
’ Checks200903 |_|23803852 7750 100(
Checks200904 _|23102703 14400 1000
Checks200305 23803852 13000 1000
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Double click on an item in the table to open the document, or highlight the table and select the Document tab. The selected
document will open in the right pane of the window.

[8) 202000C - Checks200909 =3 Eon ==
Fie Edt Page OCR Search Emsil Toos Mansge Security Audt Help

[@5con Bpinpon |2 Find | B Emad [ D Pink | risoi | @ Move, @) Movesl [ X

0 Awcrview [ Statement Admin [ Prod0C [ Stotements @) Checklogic (o] Inelisweep (<] Uporade, Noliy, and Approve Consale[GJ]iSweep. [zz] Reports |

NEDRODER [Pt p) (& QR R @) &=
[Coma] Doomen | = i
r THIS DOCUMENT HAS A COLORED BACKGROUND AND THE REVERSE SIDE MCLUDES AN ARTIFICIAL WATERMARK. J
i J h Kran £
| °1Sfﬁ\u Roaad ) 7424
Rome, IT 12345 {
| Date 7 / 2 / o7
! Pay to the \-& Amount l$ [,234.5¢ I
| order of XOD, (5 ke
o . -
] > r—f ‘f‘ 5 77/ao Dollars
\

Scan

A scanning device must be installed before any scanning can be performed.
To scan a new document, select a location where the scanned documents will be placed. Click Scan from the Menu Button.

To scan into an existing document, open the document in view mode and click Scan from the Menu Button.

[) 202000C - Janice_Smith
File Edit Page OCR Search Email Tools Manage Security Audit Help

& Scan £ Import | 4 Find | X Email | B Fint | el Spit | 6D Move () Moveall | X Delete |
(@] isweep [+] InteliSweep (7 Archview [ StatementAdmin [ ProDOC [ Statements @) CheckLogic [ Reports

= :BE]E]@ =~ - 7 >A|:(;ounl SSN First_Name

Cabinet | Document

§y Search Results ~
) My Cabinets
D s @ C:ALOCALCABINETA
2l localhost
! @ Checks
(2 Checks200803
D Checks200805
(7) Checks200806
{2 Checks200809
-{D Checks200810
- Checks200811
[ Checks200901
() Checks200902
({2 Checks200903
() Checks200904
(D) Checks200905
(D) Checks200909
([ Hold_Check

— Collections
4 Employees_Current

Jane_Doe L4
Lanice Seith|

m
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Scan Sequence

When the Acquire window opens, choose the scanner and select scan options for the documents. If this is a new document,
the user will have the option to specify the index information. If this is an existing document, specify where the newly
scanned pages will be added.

Click either Scan or Advanced. Choosing advanced will display the scan driver’s own dialog to allow a user to select
advanced features provided by the scanner.

m Acquire "?'
| ~| |[E)8 [ Scan Advanced...

© TWAIN () Ranger

DocketPORT 667
EPSON TM-59000 Card
EPSON TM-59000 Check

|
| e |
|

‘ Form

Color ‘
|
Grayscale

@B&w

Duplex

(© New Document every 2 %’ pages

(©) Single Document | }
|
|
(© New Document after blank page ‘

Documents:

Target Table Pages:
|
[Esign_summary2011 v |

As documents begin to scan, each scanned page will be displayed in the preview pane. Click Cancel at any time during
the scanning process. However, it should be noted that some scanners do not respond immediately to the cancel request.

When the document has finished scanning, click Close on the scan window to return to the 2020DOC main page. The
newly scanned documents will appear in the document list at this time.

Last technical update 05/19/16 7
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Index Documents

Once documents are scanned or imported, they must be indexed for later retrieval.

To begin indexing, highlight the table in the left window pane that contains the documents to be indexed.

([ 22000¢ - checkszmnns Sloes
File Edit Page OCR Search Email Tools Manage Security Audit Help
T e s ‘
Arcthew [ stetement Admin [ ProDOC [ Statements @ CheckLogic (] InteliSweep [5] Upgrade. Notify, and Approve Console (G| iSweep  [Z] Reports ‘
NEBEDEN |_|Account Chk_Account _JAmount___|Au0nlS BatchiD BranchiD_|CAR CAR_Confidence _|LAR U~
= T — — 4 00013-98562 4500 101000017 101 4500 63 2500
Cabinet | Document | 7984-5665 112184 101000017 101 112184 62 112184
_| 662456575 202000 53 101000017 101 53 43 0
Q_ﬁ ;‘;‘g:;‘:‘" _|79e45685 202000 23 101000017 101 42119 100 2119
b ’@E\LUCALCABINET\ _| 662456875 202000 123456 101000016 101 123456 100 123456
] locsbos Jooo1398562 202000 177743 101000017 101 0 0 3u00
4 Checks

@ Checks200803
© Checks200805
© Checks200806
© Checks200808
© Checks200810
©) Checks200811
© Checks200301
© Checks200302
() Checks200303
() Checks200304
© Checks200305 7

]

(> Checks200303
() Hold_Check
Collections
Employees_Curent
ESIGN
FedChecks
InsuranceClaims_Completed
InsuranceClaims_InProcess
Loan_Documents
Master
Miscellaneous_Documents
Other

> Receipts

b gy Summary

1106 of 6 records

The contents of this table display on the right pane of the application window. Double-click the first record that needs
indexing or select it and click the Document tab.

The document opens for viewing and the index fields appear on the left for entering information.

[2) 202000C - Checks200909 (=8 ==

File Edit Page OCR Search Email Tools Manage Security Audit Help

\a i | o2 Find | R Emal |  Pink | prisoi | @ Move @ RS | @ arctview [ StatementAdmin [ PoDOC [ Statements @ CheckLogic [-] InteliSweep [] Upgrade, Notily, and Approve Console [G] iSweep [ Reports |
VRS | O retar D) & © QSR EIRNEEEE il
W' e e e e e e —— — = Pt

THIS DOCUMENT HAS A COLORED BACKGROUND AND

THE REVERSE SIDE INCLUDES AN ARTIFICIAL WATERMARK

Joseph Krane

123 All Road 7424
Rome, IT 12345
dare 7/a[07

pptette | oo Aot [$ 1,234, 56 |

MJMW__Mim

WIS BARN

b pemn_car sk NV
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Split Documents

Once documents are scanned, they may be divided into smaller documents for further processing. Click Split on the
Menu Buttons to open the Split Document window.

To split a document, select from the Existing Document window the page/s for the new document, then click Create New
Document. Pages may be replaced in the Existing Document window by checking Copy pages instead of move. The
order of the pages in the New Document may be changed by shifting the documents into place.

[) 202000 - Errors_Omissions [E=ESE ==
File Edit Page OCR Search Email Tools Ma ity Audit Help
& % Impott | 4) Find | 3 Email | @ Prirfl | 13 Spit Move () Movell | X Delete |

bmcmm [ statement Aduin [ PioboC [ Statements @) CheckLogic [gmﬁswup (=] Upgrade, Notify, and Approve Console . isweep [7 Reports

WPtz ] ¢ B &R R RERE )& &
=
Bocowt  fe8 ]
SSN 869283732
First_Name eDOC
poloms _finovatons POLICYHOLDER NOTICE - IDENTITY RECOVERY
er
e R [Postkier Notos COVERAGE
Desciption Idenhty Recovery
we:age
Document_Expitatio 10/9/2003
Size 2815305 We are pleased to inform you that your Business Owners policy from The Hartford now includes Identity
Created by BWEEKES Recovery coverage—at no extra cost to you. (Coverage is provided to individuals, the owners (sole proprietor or at
Created on 8/7/20081:07:14 PM least 20% ownership) or partners, whose identity has been stolen.)
P
Af;::e Purge Identity theft occurs when someone illegally assumes your identity of and uses it to do one or more of the following:
Archive

o Make purchases;

0 Receive loans;

0 Undertake obligations; or
o Commit crimes.

Identity theft has struck 27 million Amencans in the past five years alone and is the fastest growing crime in America.
Owners of small busi are they may have access to substantial lines of credit and
are, therefore, attractive targets to |denl|ty thieves.

Identity Theft Can Cost You Time and Money

When identity theft occurs, victims have to spend money and. even more significantly, a considerable amount of time

and energy to clear their credlt history and correct their records. Victims frequently mention that this is an immensely
ina and i i And lona hours spent correctina vour credit or identity records are a

To apply index information to the new document, copy data from the existing document or add new information manually. To
copy the index information from the existing document, check the fields from the existing document’s index table. These fields
will be applied to the new documents index table automatically. To apply new index information manually, uncheck the fields
from the existing document’s index table and type in the new index information in the corresponding fields for the new document.

(o

n— TOR
|
| Trigger Field: -
) [ Fil From Master
El POLICYHOLDER NOTICE - IDENTITY RECOVERY
Account: EZY123 a j | COVERAGE Account: i
SSN: 87-6584712 B SSN:
First_Name: eDOC [@] Vo aee pleased 10 Inform you that your Dusiness Owners policy from The Hartford now includes n-m- First_Name:
Last_Name: Innovations B | PEIS ) Last_Name:
one o moro
Other: @] | . Other:
| ©  Make purchases,
oans; Form:
o Undedake cblgations: of
Comm cnmes. Description:
mmmmmnmmnmmmnn,mmuwmummmma Eopration pate:
00, hcrctors, o%acte targots 1 dartty thevwe.
u-my Theft Can Cost You Time and Money
money and ]

Victins
fusiratig 393 tme-consumng oxposence.  And kong hours $penl GOTECERg yout CredE of Kty rcards o &
costly distraction om your business. The Hadtfords Kortty Recovery program is specialy designed 10 save

smwmmummmn-mmwmmm ey Ul 4 v
happen. it & oes, yoor

© Access 10 a loree help ine 14060 Oy €XpEEOCET Deauty ToR
can answer your questons, Mmmmummm-mnnmum
thoft, and speed tho 1ECOVDMY PIOCESS Since they are familiar wih he SpRONate FIO0KSS 300 HOCRIUNES.
Thee sevicws by,
0 Working wih Credt bureaus. crediors, financial nsttuticas, and others 1o identdy ernors and help you
onrect your recorcs,
et you s, e iy v,

Preparing commu wmnmumomsmmmrmmwu
Motor Vehicies and othor Govermrment enties.

°
°
°
° w0
o

° Wmnwmmhmnw(mnm«mmmmmm
)

s our at
Teve.

yous posey careray
Thank you )E]Cwl!paqshsmadofnwe.
= B = |

El
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Trigger Fields

To fill the blank fields in a document from an associated Master database, select a Trigger Field and click Fill From Master.

The Trigger Field must match the information as seen in the Split Document window. Once these two fields are validated,
the application will fill in the remaining fields that correspond to the Master database.

Existing Document
Total Pages: 2
Selected Pages: A

a8 _

Account: 2020-0-0 =)= First_Name =

s 111223333 Gl |- 4
| First_Name: John []' First_Name:
Last_Name: Does. B Last_Name:
[ oten =] Other:
Form: Credit Union Loan Applicz [ Form:

Description: Auto Loan [ Description: |

Fxpiration Date: a Fxpiration Date:

=3 K

|

11/13/2008 11/11/2008

(7] copy pages instead of move.

——

Import Documents

To import documents into a selected table, click Import on the Menu Bar or select File | Import Documents. A window
will open with a header that reads Import documents into...(the selected table). Select the file and click Open. The file
will import into the table.

(8) 2020D0C - Jane_Doe

File Edit Page Search Email Tools Manage Security Audit Help
& Scan 5 Import | ) Find | 34 Email | & Pt | pei 5ot | D Move (D Move Al | X Delete | @ Archview [ Statement Admin
= mmmm =N | Account  |SSN Fitst_Name Last_Name Other Form Description
File Edit Page OCR Search Email Tools Manage Security Audit Help Jane Doe Department Policy
T I _JTow 7956869 1 Jane Doe SDLC Software Developer
Search Results - )
] My Cabinets 7 L port documents into 'Jane_Doe' 3
b 3 INETS =
abc?mzmt“m E | /. « RDL.Work » Checklogic » Logs ~ [ 4| [ Search Logs o]
4 Checks
) @ Checks200803 Organize v New folder =~ 0 @
[ Checks200805 [ A -
r': Checks200806 ¢ Favorites = Name Date nocified Type
© E:Ntsmwg B Desktop [] Checkiogic.log 11/9/201210:20 AM  Text Docume
(D) Checks20081
»= Checks200811 = 8 Downloads _ Checklogic_20121107.log 11/7/201211:21 AM  Text Docum(
© Checks200901 % Recent Places
\:i Checks200302 1. Doclogic =
D) Checks200903 T
) Checks200904 o
[ Checks200905 9 Libraries
[ Checks200909
() Hold_Check .
Colections - CornputeAr
4 Employees_Current L ﬁ Local Disk (C:)
Jane_Doe <3 DVD RW Drive (D
Janice_Smith | Fd i ] »
Johnathan_Doe
Thomas_Monson File name: ** v |Allfiles (*.) v
Tom_Perry P
> FedChecks =
VR RRANCIAR. AR =

10
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Importing a Text File to a Table

Import Text File to Table allows a user to add text files external to 2020DOC into tables inside 2020DOC.

From the File Menu, select Import Text File to Table... This will open the Import Comma Delimited Text File to Table

window.

Click on the ellipsis button in Text File box. This
will open the Select Imput File window. Navigate
to the text file to import and click Open.

The information from the file will automatically
populate into the Text File and Text File Contents
boxes of the Import Comma-Delimited Text

File to Table box. Verify Text File Contents

and Delimiter. Check First Line of Input File
Contains Field Names if applicable.

m Import Comma-Delimited Text File to Table @
Text File: (=) [TIFF Combiner
Text File Contents Delimiter: . [ Fitst Line of Input File Contains Field Names

< »
Insert into Table: Esign_Summary2011 v E] Advanced Table View
©) Add records to existing table (©) Start a new table (Overwiite existing table)
Data Fields/Order Available Fields
_Archive_Date I
-’\ -< _Archive_Purge @
_Archive_Yolume —
> CheckSum
“Croated Ru i
Modify Field
Stiip Dashes Strip Last Digit
-
Remove Leading Zeros Add zeros to make |3 cter
[] Specify Date and Time Format: | M/d/yyyy Date Separator: |/ ime Format: | h:mm AMPM
[] Use special ‘mmddyy’ format without date separator
Path to image files: E]
@) Encrypt documents and move to location (©) Leave documents in current location (do not encrypt)

Target Document Location: ESiﬁn_SummuyéN 1 v Q [] Do not create backup files

Import File Show Records Before Posting to Table

@ setect input Fite Lo o=
Lookin: |, 2020D0C - &
TITEST.m

File name:

Files of type: | Text Files | [ Cancel |
[8) Import Comma-Delimited Text File to Table [E]@
TextFile: C:\Program Files\DocLogic\2020DOC\TEST.txt E] TIFF Combiner
Delimiter: . [7] First Line of Input File Contains Field Names

Text File Contents
"'2020-0-0","371088672","Jonathan","Does","™" "Credit Union Note and Disclosure”,","™",""112072" "CSHAW","3; ~

"'2020-0-0","371088672","Jonathan","Does","™","Credit Union Note and Disclosure™,","",""112072" "CSHAW","3, ~

< | . |

Insertinto Table: MemberLoans v E] Advanced T able View

L3

Last technical update 05/19/16
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The Insert into Table lists all of the SQL tables that are available for importing. If importing into a table, select the table
from the dropdown.

Clicking Advanced Table View opens the View Doc Table window to view selected table and its fields. Click Close to
exit back to the Import window.

To add to a table, select Add records to existing table. To create a new table, or to replace all data in a table, select
Start a new table.

[ Import Comma-Delimited Text File to Table (o] @ ===
Text File: () [TIFF Combiner
Test File Contents Delimiter: . [T] First Line of Input File Contains Field Names

< »
Insert into Table: MemberLoans v [Z] [ Advanced Table View ]
(@ Add records to existing table (©) Start a new table (Overwrite existing table)
Data Fields/Order Available Fields
_Archive_Date -
_Archive_Purge 3
_Archive_Volume
> _Created_B
Created n!:. D
Modify Field
Strip Dashes Strip Last Digit
w
Remove Leading Zeros Add zeros to make |3
[7] Specify Date and Time Format: | M/d/yyyy Date Separator: |/ Time Format: | h:mm AMPM
[T] Use special ‘mmddyy' format without date separator
Path to image files: Q
@ Enciypt documents and move to location (©) Leave documents in current location (do not enciypt)
Target Document Location: ImageRepository v E] [T] Do not create backup files

[¥] Show Records Before Posting to Table

Data Fields/Order are the data fields that will be populated from the index file. These fields must be in the order that the
data is in in the index file. Available Fields are the fields in the destination table, plus some default fields.

Modify Fields and specify Date and Time Format for the file to be imported.
The Path to image file ellipsis will open the Select Image Files Directory window.
Make other selection as needed from the Import Comma-Delimited Text File to Table as needed.

Clicking Import File will open the View Doc Table which will show the documents and fields that will be imported. After
reviewing, click Close.

Clicking Close on the the Import Comma-Delimited Text File to Table will return the user to the main program window.

12
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TIFF Combiner

The purpose of the TIFF Combiner is to generate compatible ind

-
m View Doc Table E]@
I< << f"|”|"'|>l»|>l]>> >l
_Doc_ID _Loc_ID |_Size |_FilePath =
L00050E3ASD1A4DC4BFC7EUCG23BBUI1 112072 00098\00050E3A8D1A4DC48FC=
_|00C75795707D45E882C57B56BFCCF3 1 103800 00085400C75795707D45E882C57
_|0130B84EEDA9S46E59742FCBA7372E%1 116992 0009610130B84EEDAS46E59742
_|017D06B553C54ACD30573371C25928!1 112600 000724017D06B553C54ACDS057
_|017D95D4EF5745C9A48FES5C77DA2: 1 420696 00068\017D95D4EF5745C9A48F
_|023E77EFDIEDA4C63A6DICEFE37934 1 109468 000311023E77EFDSED4C69A6D!
_|034B726FO0EDF40BD886B5624C0372C1 143152 00074\034B726FOEDF40BD886B
_|03B07D29A0AA48C092B789644A8CAC1 112072 00058103B07D29A0AA48C092B7
_|05AD89E0A680497FBA21A8A4428273 1 110128 00004\05AD8SE0A680437FBA21
_|05B2440AE03140C384F88B582A96E6: 1 143442 00040Y05B2440AE03140C984F 8¢
_|078277CE7F2D425EADAE4596730335'1 97030 000991078277CE7F2D425EAOAE
_|0C4992F80A2344E285E61D8BA6C19FF 1 143152 00037Y0C4992F80A2344E285E61
_|0C5AF177FECB477A8AF22E7A3290C(1 766060 00086\0C5AF177FECB477A8AFZ
_|0CD0566673FE416BB1433455F7287941 130492 00044\0CD0566673FE416BB143:
_|0CE80F17D9DC4BF9968BF81E30CAC 1 112072 00019\0CE80F17DSDC4BF9968E
_|0F581D54EFFB4851B4DFSFE1A18A111 143152 00049\0F581D54EFFB4851B4DF _
<[ >
1 to 236 of 236 records

ex and image files for single page TIFF images or from

image files that have index information in the file name. TIFF Combiner operates on two different file types. Select Use

Index File for a file type ending in.csv (mytestindex.csv) . Select
(acctnum_lname_fname_ssn.tif).

Index Info In File Name for a file type ending in.tif

A CSV file (comma-separated values) stores tabular data (numbers and text) in plain-text form. A CSV file consists of any
number of records separated by line breaks of some kind. Each record consists of fields, separated by some other character
or string, most commonly a literal comma or tab. Usually, all records have an identical sequence of fields.

A TIFF file (Tagged Image File Format), saved with the file ending .

tif, is a file format for storing images.

Clicking on the TIFF Container opens the Combine Images and Index Data window. Select Use Index File if the files
to be imported have an associated index file. Select Index Info In File Name if t if the filename of the files to be imported

contain the index information.

m Import Comma-Delimited Text File to Table
Text File:
[ First

Text File Contents Delimiter: .

Insertinto Table: MemberLoans

===

0 (Foommes) <

Line of Input File Contains Field Names

» E] Advanced Table View

@ Enciypt documents and move to location

Target Document Location: ImageRepository

[¥] Show Records Before Posting to Table

O/ [ Combine Images and Index Data E}@
© Use Index File © Index Info In File Name R
Oiiginal Image Index File | &
o
Modify Fi New Image Index File E]
Field Delimiter: . Image Page Delimiter: Skip First Line of Index File
[7] Specif PM
[T]use sp| I ‘
Path to image files: [Z]

(©) Leave documents in current location (do not enciypt)

v E] [] Do not create backup files

Last technical update 05/19/16
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[®) Combine Images and Index Data E]@
@ Use Index File © Index Info In File Name
Oiiginal Image Index Fle | [3 Clicking on the ellipsis buttons

will open the Select Image
Q Files Directory window where

New Image Index File users can select a path.

Field Defimiter: . Image Page Delimiter: Skip First Line of Index File

Click on the Original Image Index File ellipsis button to open the Select Image Files Directory. Browse to the location of
the original image index file. Click on the New Image Index File to locate where the new image index file will be placed.

Verify or enter Field Delimiter and Image Page Delimiter. Check Skip First Line of Index File if the first line of the file
are headers.

Click Combine to merge multiple image files into a single image file and create a new index file with the new image file
name. The new index file name should be the filename found in the index file with the same extension as the index file
(i.e. flename1.001, filename1.002, filename1.003).

Click Close to exit the Combine Images and Index Data window.

Import a Check Database

Import Check Database allows a user to import a check database. To import a check database, such as Fed Checks,
select the Cabinet (BDE) where you want the database to be placed. Select File | Import Check Database and browse
to the location of the database file (.DBF) to be imported.

[2) 202000C - Brodie (8 import Check Table =
Edit Page OCR Search Email OQ [0« Local Disk (C) » ROI » Reed » Control » Import » FedCheckimport » ~ %3 Search FedCheckimport i

Create Cabinet... Organize v New folder =~ @ @
CeteTaniey I Name Date modified Type Size

B Desktop . images 5/6/2011 1:56 PM File folder

lone Table Structure...

Clone Table St 18 Downloads [ ctiff.cdr 8/19/200410:51 PM  CDR File 1k8
Modify Table Structure... % Recent Places | ) ctiff.dbf 8/19/200410:51 PM  OpenDocument S... 1,588 K8|
Delete Table | DocLogic [] ctiff.dsc 8/19/200410:51 PM  DSC File 1k8
Decrypt Table... 3 Libraries

[ Documents

N

Move Documents To > o Muesc

[&] Pictures
Re-Index Table Gl Reed

B videos
Scan Documents... }

1% Computer
Import Documents... &, Local Disk ()
» Import Check Database...
€3 Network

File name: _ctiff.dbf v [Anfies ¢ -]

[ open [v] [ conce |

14
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The Import window will open with the name of the database and the field data. These can be modified, but EDI recommends
that you do not do this. Click OK to begin the import. The Importing ... window will show the progress of the import.

Once the data has been imported, a Confirm window appears to remind the user to validate the import.

[8) Import Federal Reserve DB ==
Name: Master Table: [ OK ]
200408} v]
—
[Name [Type |Indexed? [Length | -
| ACCOUNTNUM Alpha-numeric Yes 16 @
| CHECKAMT Numeric only Yes
SERIALNUM Alpha-numeric Yes 10
TRANSCODE Alpha-numeric No
| PROCDATE Date Yes
;PAGENUM Numeic only No
CAPTURDATE Date No
TRROUTNUM Alphanumeric No
SITEID Numeric only No
*CAPTUDATE Date No
| DOCNUM Numeric only No
1 MFLMSEQNUM Alpha-numeric No
| ITEMSEQNUM Alpha-numeric No
TRACERNUM Alpha-numeric No
*FILENAME Alpha-numeric No
*FOFFSET Numeric only No
*ROFFSET Numetic only No
*RECORDNUM Numeric only No
Importing -- press ESC to cancel
1

-~

Confirm

@

)

&

Xl
Please take a moment to verify the import. If it doesn't
lock OK, you might want to restore the table to its

previous state (File|Rollback Fed Import) and contact
eDOC Innovations.

When reviewing the import, if the data did not come through properly, the database can be restored to its previous version

by selecting File | Rollback Check Import.

[8J 2020p0C - 200408
Edit Page OCR Search Email

Create Cabinet...

Create Table...

Clone Table Structure...
Medify Table Structure...
Delete Table

Export 4
Decrypt Table...

Move Documents To >
Convert BDE Table to SQL...

Re-Index Table

Scan Documents...
Import Documents...
Import Check Database...
Rollback Check Import...

o

© za00c-
Fle kgt P

[2som.

from Loanapplication
" contain ields that e

scighon | 0200020
=

4 WL BELOST:

Last technical update 05/19/16
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Performing OCR

Once documents are scanned, optical character recognition (OCR) may be performed on any part of a page, on a full
page, or on a document.

To OCR an area on a page, in the Document view select the OCR button then draw a box around the area.

O ORG ) (= 5]

[

i

Application Number

Loan Application

ILoan Information

Applicant Name Other Name

Co-Appiicant []

Spouse (]

Guarantor 7]

Amount Requested $ Purpose Interest Rate %
Payment $ Number of Payments

Repayment Method:  Payroll Deduction [J Cash [0 Automatic Transfer from Account [J  Automatic Payment [J

Description of Collateral Estimated Value of Collateral $

Debt Protection:  Single Disability [0  Single [ Joint OJ

Personal Data

Other (Co-Applicant, Spouse, Guarantor)

-

To draw a box around an area, place the cursor at one corner of the data and then hold the mouse button down and draw
diagonal to the opposite corner of the data. When the mouse is released, the box is completed and the data inside will be
recognized.

After the data has been recognized, an arrow with the OCR button will appear. Put the arrow on the field where you want
the OCR data to be placed and click the left mouse button. To OCR an entire document or a single page, open the document
then click on the OCR menu in 2020DOC. There are four options.

File Edit Page [OCR| Search Email Tools Manage
&P Scan @Impot; First Page

[ ProDOC Re‘ Document

= Template 4
SERRN

- Create / Modify Template...
Mahinet | Document

First Page will OCR only the first page of the document.

Document will OCR the entire document.

Template allows the user to select a pre-defined template to use to OCR the document.

Create / Modify Template... allows the user to create or modify a template that will be used by the Template option when
running OCR on a document.

16
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When OCR has been used to read a full page or document, the screen will split horizontally showing the OCR
text below the image. The allows the user to push the screen down and hide it below the original image. The

| DeleteFull Test | putton will delete the OCR text.

To change the size of the window, place the mouse on the line separating the image from the OCR text and then click to

move up or down making the screen larger or smaller.

T o = ===

Eile Edit EageigCR Search Email Tools Manage Security Audit ﬂilp -
& Scan &lmpuvl [ é)Find | 2K Email | @ Print I &: Split | B Move @ Move All [ X Delete [
ﬁProDDC Hepoﬂs ESlatemenls @ MysSaL Configurator EBweep GUpgvade,Nolily.andApptove Console @ ArchView
FE = | [WC_Paeios D)
Cabinek] Document [
Group: 7@Loans v m
Application Number
Account 123456esigntest ~
SSN i N 3 . *
First_Name 1234eSignTestFirst Loan Appllcatlon
Last_Name 1234eSignTestLast
Other
| Form EAPP
Description
[ [Suifix 001 .
Ciosedty __[KIOHNSON - Loan Information
—— Applicant Name A
7 | Full Text Available
“Application Number =
|
‘Loan Application =
|Lan Information J
|Other Name
\
\
\
|Co-Applicant |:|
\
.| ||spouse |:1
~[l
1 to 201 of 371 records Select Table
(= —=

Last technical update 05/19/16
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Setting up an OCR Template

Open the document to use as the template and click the OCR menu and choose Create / Modify Template...

OCRT. |
Templates
= eDOC
INNOVATIONS CONSUMER CREDIT APPLICATION
D
Delete APPLICANT _ asen gt on) 2020-0-0 g o sovous
(o o e = ST
T e T =
Units = T
© Inches [Fow— rentec. T Ve WITH REATIVES = G L
~ BUYING O Ve wmMosLE NOME. .
© Pixels 0 houEswoson — oner | I
N T -
(©) Percentage i k —t [ :
oo
Account ~ JIM Gows) PER T YR~ MO L [VEARS THERE ] XY
e "
I
I = = Vo vy s b
v £a:
aahs Coa FRBroR vie
R G G
o T,
e sooness o
First_Name i
; .
T
Last_Name CO-APPLICANT _
- = = 55 e
[STRELT ADCKTSS IM' RTATY T co08. [FAS. TreRE.
Other o i
o B inemcont e || [
Q vous o roR oner
Form EmET Joor (oS AooRTES
RO "o 3 THERE o
| sesdenbd  iknad !
v |
v
Description WAKE [o0eT A s
F" ooess i
Document_Expiration_Dab oy !
1

£
]

CREDIT REFERENCES UIST ALL DEBTS PAST OR PRESENT (include croos Gards, Danks, crech urens, 03nce of koan Companes, $10(es, eic.)
AMOUNT oue PANENT k

3 s
s I
s 3
s s

S e

IACIAOHT. CHA.D SUPPORT OR OTHER COUGATIONS.

To modify a specific template chose it in the dropdown, make changes then click the Save button.
To delete a specific template, choose it in the dropdown then click the Delete button.

To create a new template, type the new name for the template in the Templates dropdown and make changes. Click Save
to save.

To specify the field location, click the Clear button below the field name then draw the box on the form in the location
where that data should be pulled from. Repeat process for all applicable fields.

To add a new field, use the Add Field button. To remove a field, click the Delete Field button.

When all changes are complete click the Save button and close the window to return to 2020DOC.
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Move / Move All

The Move / Move All option works in both the Document Tab and the Cabinet tab. In the cabinet tab, the Move button will
move any highlighted document and the Move All button will move all documents in that table.

To move a record, open a table and select the record and click Move. (Multiple records are selected by holding down the
Ctrl key and clicking on additional records.) If you want to move the entire contents of a table, select Move All.

[8) 2020D0C - LoanApplication = =

File Edit Page OCR Search Email Tools Manage Security Audi _—

@ Scan & Import | 4 Find | 3 Email | & Pint | o Spit | Move JEB Move sl ) X Delete | @) archview [ Statement Admin |

SEOROEER T_eeroz_)0) (€ EREID

[Cabhel Document =
Your Credit Union CONSUMER CREDIT APPLICATION =

Group: icati APPLICANT  reme s 2020-0-0 o

roup: gLoanAppllcauon b APPLICANT oo T = v
Account 2021-0-0 2 P

SSN 382238023 = NS ) s 43545245
First_Name Betty Ll ) - Aa et - FFW—_W
Last_Name Boop b T AR 27 00%.%95“%
Other [ Mike's Auto

Form [_Mechanic E“n’.‘;:. bl Bl s 334-5766 -
Desciiption 2020-0-0(2)tf RAAPhS Moy | Mechanic [
Document_E xpiratio| SUROAT 40,000 _mwwr ey wew | v

PropertyT axD = Your Credit union F250.00

28383 Aspen Crook

3039

Expand All opens all subfolders in the directories.

Collapse All reduces the view to directories only.

OK moves the selected record/s to the high-lighted table in the window.
Cancel ends the Move operation and returns you to the Main Menu.

After clicking OK, the Confirm dialog box opens. Click Yes to complete the move.

D 2020DOC - LoanApplication s @@=
File Edit Page OCR Search Email Tools Manage Security Audit Help
& Scan § Import | 4 Find | 3 Email | @ Piint | v} Spit | @Mm 5 Movedl | X Delete | @) ArchView [ Stetement Admin
SERNCER = BOE EELC R E
[ Cabinet| Document | B
Ex AI
CONSUMER CREDIT APPLICATION =
Group: @rLoanAppiicalian . J localhost | - 020-0-0 P
1) Checks B = . . 8 B
Account 2021-00 1o Creek MI 97464 e
:i';‘ Name :zﬁissozs i b o0 Countrywide 43“;:;;'4?2
L fer T
Last_Name Boop L3 = o 4
Other |
Foim bl undion e
Description 2020-0-0(2).tf L Machanio [
| Document_E xpiratio A v
PropertyT axiD - Your Credit Union f# 250.00
= = 383 Aspon Crook e 2343039
n
=
Collections
Employees_Current
A 13ne Nos =
p)
ed" s Dress| 234234
Ij | it tnstions 30,000 s 234-6543 o

Last technical update 05/19/16
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If the record you are moving has fields that are not in the table you are moving to, you will get a warning. Make sure you
want to discard the fields listed before selecting Yes.

Discarded fields are not retrievable. Yes completes the move. No cancels the move and return you to the application.

[® 202000C - LoanApplication o @] =]
File Edit Page OCR Search Email Tools Manage Security Audit Help
& Scan & Import | ,:’)Find | 3 Email | & Piint | po} Spit | & Move (B Movedl | X Delete | @) Archiview [ Statement Admin
Warnin, 23] S
EJE]BE] = — FRD@ §
Cabinet| Document l i\ You are g to move di ts from 'LoanA =
£5% into ChecksZOOQOZ but ‘LoanApplication’ contains f|elds that are i .
Group: aLoanApplicalion not in ‘Checks200902". P i
If you have entered data in the following fields, it WILL BE LOST: TR T Gl
Account 2021-0-0 ] M 21483, el
SSN 382238023 SSN F v =
First_Name Betty First_ Name L e
TetiNas Boop Last_Name nx_m?_m_
Other b
Other Form wm?—wmm—
Form Description A34=0264, o
Description 2020-0-0(2).tf Document_Expiration_Date | Mechento L.
Document_E xpiratio PropetyTad0 v
P tyT axl Your Credit Union 250.00
ioperyTaHD Proceed with move? Creek. souroee234-3039
Yes No S
oo Spe 967
Same Same same Same sl
e B
ey S Uk muceminont |4
D | E
= 333445555 | " Mildred's Dress 234234 Cedar Rd.
S?-nr.t::l %?ﬁn (3 234-6543 =
1to4 of 4 records

Delete Documents

To delete a document, highlight the document and click Delete.
A warning window appears. Click OK to complete the deletion. Click Cancel to cancel.
Once deleted, a document cannot be recovered.

To delete multiple documents, hold down the Ctrl button on your keyboard and highlight the documents by clicking on the
documents to be deleted. Click Delete.

[® 202000C - LoanApplication o @] =]

File Edit Page OCR Search Email Tools Manage Security Audit Help _g—
& Scan & Impott | o)Fmd | 3 Email | & Print | e2f Spit | & Move (3 Move Al (X Delele)@Aleh\/lew H statement Admin

SETFEEEE W0 @ EDE @ E]IIIC
| Cabinet| Docurent '

Your Credit Union CONSUMER CREDIT APPLICATION 3
Group: [ Loandpplication - APPLICANT _ oy 2020-0-0 ——
— T — = b — TN -
e T ] g ) 37464 ‘,:..‘...,.
SSN 382238023 T w PorErR

First_Name Betly y i\ Delete current document? mm— T
Last_Name Boop & L] a

Other *ﬂﬂl
Form OK Cancel S vty o
Description 20200002)t et _| Vochanic £
Document_Expiratio L - - o T
PropertyTaxID -~ Your Credit Union # 250.00

Py 28383 Aspen Creck. aniee 3039

Scamstress
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Create Table in My Cabinet (BDE)

To create a table in a My Cabinet, select File and scroll to Create Table. The Create Table in C:\LOCAL CABINET\
window will open.

Name the table and scroll to the Master Table text box to be used. In Fields enter the Name, Type, Index, and Length
of each field that is to be included in this table. The field types/lengths should match local cabinet (BDE) table types for

scanning/moving. When moving from a local table to a SQL table if they do not match exactly the data in the field will be
lost. Click OK.

[8) Create table in 'C:\LOCALCABINET\' ==
Name: Master Table: | [ 0K ]
Untitled_DB [ -]
Fiolle

———————— C:\LOCALCABINET\test_table 3
Name  Checks200803 -
Checks200805
Checks200806
Checks200803
Checks200810
Checks200811

[8) Create table in "C:\LOCALCABINETY
Name: Master Table: I 0K J
Untitled_DB [cr -
Pk = = = | (et
Name |Type |indexed? |Length |~
Jay Boodie | - @

Alpha-numeric
Numeric only
Cuuenci

Create SQL Tables

Highlight one of the existing Cabinets and select File. Scroll to Create Table. This opens the Document Tables window.

Document tables are tables that hold all the index information for the images stored in the 2020DOC program.

[8) 202000C - Janice_Smith o |[@])[=]
File Edit Page OCR Search Email Tools Manage Security Audit Help
& Scan & Impott | 4 Find | 3 Email | B Firt | el cpit | ) Move () Moveal | X Delete |
(G isweep [] Intelisweep (7 Archview [ StatementAdmin [ ProDOC [ Statements @) CheckLogic [5] Repotts
<= E]BBE =~ | Account SSN First_Name Last_Name:
L N
Cabinet | Document
Search Results
=] My Cabinets
> 45 C:ALOCALCABINETA
2 localhost
Checks
Collections
S|
b Employees_Current Document Tables =5
Jane_Doe
Jaric. S © Gl Tl nPoces (ceee ]
Johnathan_Doe
Thomas_Monson © Edit Table |Auto_Claims \ Fields:
4 ESIGN Vo Feiny ID [Name |Type |Size|Plc|Kes| -
g FedChecks Data Server: locakhost Account VARCHAR 25 T
InsuranceClaims_Completed Document Type: IC FedCheck v] [B 98 CHECKAMT INTEGER
> InsuranceClaims_InProcess = 99 SERIALNUM VARCHAR 10
> Loan_Documents Document Category:  Check Image 100 TRANSCODE TEXT
> Master
> Miscellaneous_Documents Master T"bl':[ '] 101/PROCDATE DATETIME
Other To limit the date range of this table for searches, enter dates below: | 10GPAGENUM INTEGER
) Receipts . : 103 CAPTURDATE DATETIME
Summary FromDate: _/_/__  ToDate _/_/__ 104 TRROUTNUM TEXT
[] Make available to web users 105 SITEID INTEGER
Default Locatiom[ v] @ 106 CAPTUDATE DATETIME
107 DOCNUM INTEGER
Cabinet: [ '] B 100 MCT MCCAMI 1M Tevr 2
<& »
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Document Tables

Document tables are tables that need to be created to hold all the index information for the images stored in the 2020DOC
program. Best practice is to have every table use its own unique default location (one per table).

Select Create Table from the File menu. Enter the name of the new table.

Select the Document Type.

The Document Category is assigned as part of the Document Type. For most documents, the document category will be
Image. If a table is created to scan documents into and a different category is chosen, the function may not work properly.
The other categories are used for different functions in the software. See page 21 Document Type for more information.
Select a Master Table.*

A date range will limit the dates of the search.

Check Make available to web users to make this document usable in other eDOC Innovations web programs.

Click the down arrow to select the Default Location (default image location). To create a new location, click the ellipsis
button. This will display the Modify Location IDs window where you may Add a location.

Select the Cabinet to store this table. To create a new cabinet click the ellipsis button. This will display the Add or Delete
buttons. Add a cabinet. Click Save to save changes or Reset to reset information.

Document Tables =
©) Create Table Save
© Edit Table |Auto_Claims Fields:
ID [Name Type I Size | Prc I Ke_\]
Data Server: localhost

Document Type: [ v] B

Document Category:

Master Table: [ VJ

To limit the date range of this table for searches, enter dates below:

FromDate: _/_/___  ToDae _/ /

[T] Make available to web users

Default Location: [ 'l E]
Cabinet: [ V] E]

Adjust and Move Field Size

Fields may be adjusted by moving the right column line of a field in the table’s header. Roll the mouse over the line until
the movement arrow appears —||—. Left click the mouse and the line will become bold. Hold down while dragging to the
desired location.

To move a field, left click the mouse on the header of the field. The line will become heavily bold. Move the field to the
right or left to change the location of the field.

Sort a Column

To sort the column in ascending order, right-click the mouse on the column header.

To sort the column in descending order, right-click the mouse on the column header again
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Document Type

Every table created needs an associated Document Type for indexing and searching.

Select Manage from the Main Menu.
Select Tables. The Document Tables

New Type box.

Click on the browse (ellipsis) button and
the Document Types window will open.

Select the down arrow on Document
Category to display options.

Image for most document types.
Multi-lmage for future enhancement.
Check Image for all imported check

tables.

Report for future enhancement.
Statement for Email 4 Statements.
Multi-Check for CheckLogic scanned

[) 2020p0C
X | K File Edit Page OCR Search Email Tools |Manage Security Audit Help
will open. Assign a name in the Create — = — —— =
[-—;J Scan @ Impoit. | 2 Find | BB Email | & Cabinets
=A== =0 Tables
cabi Locations
net | Document
’—,—‘ Web Handoff Keys
(8] Document Types felie:/E=s)
Save | | Reset
_) Create New Type S
© EdR Evstng Type CustomerMiscDoos ) Dot oo
User Fields In This Document Type: Defined Fields:
ID  |Name IType ISize IPIcIKeyI = ID |Name Type Size |Prc =
Account VARCHAR 25 L 3 |Account VARCHAR |25 [
5 First_Name VARCHAR 50 121 Address VARCHAR 50
6 Last_Name VARCHAR 50 L 45  Amount INTEGER
4 SSN VARCHAR (25 * 46 | AuxOnUS VARCHAR 15
2 Description VARCHAR 250 57  BankSpecificlmaging CHAR 1
43 Document_Expiration_{ DATE 47 BatchlD VARCHAR 15
7 Other VARCHAR 40 = 71 Batch_ltem_No INTEGER =
[MoveUp] [MoveDown] [Remove} [ Edit ] [ Add ] [ Delele]

checks.

Customer-Check for customer check.

Fields display in the User Fields In This Document Type box.

Key

Move Up
Move Down
Remove
Defined Fields

Edit
Add
Delete

Select the cabinet to store this table in by clicking the down arrow. This is the cabinet
where selecting specific fields as a Key value will index the data to provide much faster
searching on documents. An example would be selecting the Account, SSN, and Last_
Name as Key values. To set a Key value, double-click the left mouse button inside the
Key column across from the field Name that is to be a Key value.

Moves a field up in the list.

Moves a field down in the list.

Deletes a field from the list.

Select the fields to use with this document type from the Defined Fields window by
highlighting the field and then clicking the < (left arrow). To create a new Defined Field
refer to the Defined Fields section immediately following this section.

Allows changes to the field selected.

Displays Field Definition window to add a new field.

Removes a field up from the list.

Click Save to preserve the changes, Reset to start over, or Close to exit the window. The saved new Document
Type is now available in the Document Tables window.

Last technical update 05/19/16

23



2020D0OC User Guide

Defined Fields

To add a new Defined Field, from the ————
. . [8) Document Types [S[@] =]
Document Type window click the Add
button. Enter a Name and select a Type. S save | [ Rese
. © Edit Existing Type |C-FedCl Field Definiti =
Click Save to preserve the changes and e — S (ockinese
eXit, or Cancel tO eXit W|th0ut SaVing. User Fields In This Document Tyg Name:
ID  [Name T Tne: Type Size |Prc| ~
| . =y e
Edit allows changes to the field selected. 9 | CHECKAMT M s GRS Preciion VARCHAR 50
Delete removes a field up from the list. jzn ::mgggs ‘T’ e lf;f::n -
101  PROCDATE D gaﬂum imagingCHAR 1
The saved new Document Type is now 102 PAGENUM INTEGER—— INTEGER A 7 BECHD VARCHAR (15
. . . 103 CAPTURDATE DATETIME i 71 Batch_ltem_No INTEGER -
available in the Document Tables window. v e — T
Move Up ] lMoveDown] l Remove ] [ Edit ] [ Add ] I Delete ]

VARCHAR Variable number of characters up to 255 characters.*

CHAR Fixed number of characters up to 255 characters.*

DATE Inputted into 2020DOC as MM/DD/YYYY store in SQL as YYYY-MM-DD.**
TIME Allows for time inputted as HH:MM:SS.**

DATETIME Both date and time as stated above.**

TEXT Allows for very large fields of text up to 65535 characters.**

SMALLINT Allows for number inputted between the values of -32768 to +32767.**
INTEGER Allows for very large numbers between the values of -2147483648 to +2147483647.**

DECIMAL A floating point number. It is necessary to enter a size and precision. A size of 12 and a precision
of 2 is often used for currency.

REAL Used for currency.***

OPTIONS Allows creation of a list of values to select from.

Size Field length. (10 would define a field length of 10 characters.)

Precision The number of decimal places in the number. Currency often uses two decimal places.

*Required to enter a size but precision is not required.
**Not required to enter a size or precision.
***Required to enter a size and precision

Edit Menu
Undo typing  Removes information typed in the notes field of a record that (Edit) Page OCR Search Ema
displays in Document view. Undo typing

Cut Removes highlighted material and saves it to the clipboard.
Copy Saves highlighted material to the clipboard. Cut
Paste Inserts saved material at the cursor location. Copy
Select All Highlights all documents in the open Cabinet. n

aste

Select All Ctrl+A
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Page Menu
The Page Menu can open with one or all of the following commands.
Cut Removes highlighted material and saves it to the clipboard.
Copy Saves highlighted material to the clipboard.
Delete Permanently removes document being viewed.
Paste Inserts saved material according to selection.
Before page 1 Inserts clipboard material before the first page.
After page 1 Inserts clipboard material before the second page.
As new document Inserts clipboard material into a new document.
Count All Counts the number of pages in selected document.

Tools Menu

Configure in the Tool Menu searches parameter-based searches usually used with the Command Line Interface API.
Refer to 2020DOC Administrator Guide Appendix B for more information on parameter-based searches and

Command Line Interface API.

Print and Printer Setup

From the File menu select Print.
Selecting Print | Document ... prints the
selected document. Selecting Print | List
... prints a list of all the documents in the
table

Once the print selection is made, the
Print window will display. Print range
and number of copies may be specified.
Properties may also be modified.

Select OK to print or Cancel to return to
the main menu.

() 2020D0C - Checks200805

Edit Page OCR Search Email

Create Table...

Clone Table Structure...
Modify Table Structure...
Delete Table

Export

Move Documents To

Import Documents...
Import Text File to Table...

Print
Print Setup...

Update Table from Master...

Email current document(s)...

¥

Log out
Exit
Printer Setup opens the operating system Print Setup @‘
Print Setup window. At this window Printer
and the windows ayallable th_rough the Neme: [EPSON TH-59000 Roll Paper A"
buttons, all properties of a printer may ) -
be specified. The content of this window S’a'”f: B ocuuris Mt
varies depending on the installed printer. Tope: . I S2000 BolReperEN
Refer to your printer manual for help. here i SeRRI
Comment:
Paper Orientation
Size: [Roll Paper 80x 297 mm v _ ©Porrait
Source: | Document[Feed.Cut] v © Landscape
Network... OK || Cancel |
Last technical update 05/19/16 25
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Search Menu

Click on Search to find information in localhost (MySQL) tables.

From the Tables window select the table/s to be searched.

From the Fields window select the field/s to be searched.

If the field you have chosen is a text field, enter the text criteria you want to search on in this window.

If the field you have chosen is a date field, enter the date criteria you want to search on in this window.

If the field you have chosen is a numeric field, enter the numeric criteria you want to search on in this window.

mSearch
‘MemberLoans
Search: Claims_in_Process
age | Search | Email Tools Manage !
— E Tables) (; FieldsD [T Show System Fields
Claims_in_Process 2 Tocalhost Cieated By

CurrentEmployees
LoanFile
MemberFullAccount
MemberReceipts
NewReceipt
PhotoVerfication

SignatureCard
Teller

Add/Change Query

[ Checks

D - Employees_Current
ESIGN

[ FedChecks

a-

:

InsuranceClaims_InProcess

7 (@ GYMColl

_Created_On
_Notes
Account

First_Name
Last_Name
Other
Form
Rescriplion

[ ¥ (D) Auto_Claims
{2 ([ Errors_Omissions

...... V () Share_Fraud
Jody
Loan_Documents

ion_Date

(=)
[ Text [Dates | Numb
@ Is Like:
© Is Not Like:
© Is Empty
@) Is Not Empty

1 | »

Master Add Remove Clear All
Receipts s

Statements LiReris

Summary

Email Documents

Users can email the current document they are in
by simply selecting Email on the Menu Buttons. The
user’s default email will pop up. The user also can
add attachments to the email.

A drop-down menu will open using Email on the
Main Menu where you will have the following
options:

Customer Data
Message Format
Marketing Segment
Email Settings

24 Email Document

= @

Send Attach

Account:
To:
From: Mark@edoc.com

Subject:

Additional
Attachments:

Note: eDOC Email Manager Application must be installed on the server to manage the ending of the documents. Members
also must have a PIN number established before sending the document or the document will be sent unencrypted. To

add a pin use the Email Customer Data screen.
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54 Email Customer Data e
Account: ,f: 7 2] I~ Secured Account
SSN/Other ID: Date Added: [N

SSN/Other ID:

Lo
First Name:

9 9 /[v\I m~|r'|>> >l e

Account Address 2:

City: State: Zip: = Chk Accts

EMail 1:

EMail 2: -m
PIN:

[“]Include Attachments

["] Remote Deposit Authority

Marketing Segments:

Ll fLe L]
LelefLe e

26 Records !

Customer Data allows the user to Print, Pack,
Marketing Import or Export customer data.

24] Marketing Segments

el e ==
[BreakfastEaters ]

ar Owners
Do Oumer
Lunch Loafers
Moy P

Silver Club

Reflect Changes in Member Email Table

Marketing Segments are inserted or deleted
based on customer interests.

Log out and Exit

Log out exits the program and displays the Login User
window. At the Login User window a user must Login or
the program will close.

Exit closes the 2020DOC program.

>0 EMail Message Format {E=5 HoR =)
Type
Description: Empk
Doc -
EMail Subject: Re: Request for Document

Do The cocimment you recuested s skached, R

Nomal:
Attachments

Attachments Sent to All, Regardiess of Customer Options: [ Include Matketing Segment Attachments

E] Markeling Segment:

Attachments Sent If “Inchide Attachments" Is Selected Breakfast Eaters ~] [Edt

= Altachment Sent For This Markeling Segment
1 “Include Attachments" Is Selected:

)

()

Message Format allows the user to select
type of document and allows attachments and
marketing segments.

34 EMail User Settings o= =3

EMail Message Options:

Sender Name:  Reed Data Test

Sender Address: liones@reeddata.com

[7]Add Random Text to Message Body to Defeat Anti-Spam Filters
Usethelast 8 (& digis of the account numbet in PDF attachment names
Notification of Errors

Email Address liones@reeddata.com
Notification of Customer Data Changes

7] Notify Customer Upon Adding or Changing EMail Address

EMail Queue Spool Folder:

C:\RDI\SpoolFolder
cll ~ orUNC: Go|
&C

& RDI

Email User Settings can be customized
for Notification of Errors and Customer Data
Changes.

[ 2020D0C - Search Resuits
l File| Edit Page OCR Search Email
Print »

Print Setup...

Email current document(s)...

Log out
Exit

Last technical update 05/19/16

27



2020D0OC User Guide

2020DOC Partner Programs

2020DOC is often used in conjunction with one or more eDOC Innovations capture products. If your menu Button
has other icons after the Delete button, other programs have been packaged with your 2020DOC. The example
below shows the added menu buttons, ArchView and Statement Admin that have been packaged with 2020DOC.
Clicking on these icons will launch the program. Please refer to their User Guide manual for further information.

& Scan $ Impot | 4 Find | X Email | & Pint | =i Spit | B Move & Moveall | X Deletew

@ ArchView — automated backup functionality.
@ CheckLogic — Check 21 capture.
@ ProDOC - individual form and receipt capture.

@ 2020eDOC - internet viewing of account information.

@ 2020iDOC — internet browsing of 2020DOC system images.

@ idocVAULT — automated storage and recall of electronically captured receipts.
@ Doclogic Desktop — integration of all EDI products.

Need Help?

Clicking on Help > About opens the Splash )
screen where the product name and version

number is recorded. If you need assistance

with the software a Customer Service DOC LOG'C

Representative is waiting to assist you. A Suite of Logical Bectronk Document Sohvtions

created by «OOC Innovations, Inc.

2020D0C"°

w/ OCR
Customer Service Representatives 7349

21 Apr 2016

can be reached at 800.425.7766 O
HOT FOR RESALE
31%..
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Symbols

2020DOC Partner Programs 28
A

Adjust and Move Field Size 22
C

Cabinets

Create Table in My Cabinet (BDE) 21

Create a Document Type 23

Create / Modify Template... 16
Create SQL Tables 21

Create Table in My Cabinet (BDE) 21

D

Defined Fields 24
Delete Documents 20
Documents

Create a Document Type 23
Document Tables 22

E

Edit Menu 24
Email Documents 26
Exit 27

F

Fields
Adjusting and Moving Field Size 22
Defined Fields

Sort a Column 22
H
Help 28
I

Import Documents 10
Importing a Check Database 14
Index Documents 8

INDEX

L

Launch Software 5
Log out 27

M

Main Menu Bar and Menu Buttons 4
Move / Move All 19

o

optical character recognition (OCR) 16

P

Page Menu 25
Performing OCR 16
Print and Printer Setup 25

S

Scan 6

Scan Sequence 7

Search Menu 26

Setting up an OCR Template 18
Sort a Column 22

Split Documents 9

T

Table Data 5
Tables
Create SQL Tables 21
Create Table in My Cabinet (BDE) 21
Tools Menu 25
Trigger Fields 10

U
Understanding 2020DOC 5

w
Welcome to 2020DOC 4

Last technical update 05/19/16
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