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About this Manual

This manual accompanies Release 4.1 of FileNet Capture Profes-
sional.

Who Should Read This Manual?
This manual is primarily intended for Capture administrators. It is orga-
nized as follows:

“Part I - Capture Concepts” includes information on planning your Cap-
ture system, and describes various fundamental Capture concepts 
such as repositories, document classes, settings, templates, and cap-
ture paths.

“Part II - Capture Components” provides information on the individual 
Capture components, including configuration instructions and sugges-
tions for optimizing performance.

“Part III - Capture Features” includes chapters that describe how you 
can use various Capture features within a Capture system. Included 
are chapters on use of bar codes, patch codes, and filtering, as well as 
descriptions of the user interface and the viewer. 

“Part IV - Capture Maintenance and Troubleshooting” provides infor-
mation on backup and restore procedures, as well as troubleshooting 
and performance suggestions.
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Release Notes
The Release Notes contain important information about Capture. Up-
dates to the Release Notes are posted periodically at: 

http://www.FileNet.com

Navigate to the Customer Center area, and login to Customer Service 
& Support. Access the information in the Release Information area for 
the Capture product.

Related Documents
For related information about the operation of the FileNet system, Mi-
crosoft Windows, and the supported scanners, refer to the following 
documentation:

FileNet Image Services System Documentation

• Image Services Installation and Configuration Procedures for Win-
dows Server

• Images Services System Administrator’s Handbook

• Images Services Administrator’s Companion for Windows Server

Windows Documentation

For information about Windows installation, configuration, and opera-
tion, see the documentation supplied by Microsoft with your Windows 
software. Also refer to the Microsoft Windows Hardware Compatibility 
List when selecting workstation hardware.
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Scanner Documentation

Refer to the documentation supplied with your scanner for specific in-
formation about configuration and operation.

FileNet Training
FileNet provides various forms of instruction. Please visit the Global 
Learning Services in FileNet’s Service and Support area at 

http://www.FileNet.com

Comments and Suggestions
FileNet invites all customers to communicate with the Documentation 
group on any question or comment related to FileNet manuals and on-
line help. Send email to:

docs@filenet.com 

We will make every effort to respond within one week. Your sugges-
tions help us improve the products we deliver.
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Part I - Capture Concepts
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1
1Overview

Overview of Capture 
Use Capture Professional to add digital and paper-based documents 
to the FileNet system. You can add virtually any document type. A typi-
cal FileNet Capture system includes:

Capture 
Capture acquires images and files, assembles them into docu-
ments, indexes them for later retrieval, and sends them to the 
server. Capture works together with several other products: 

Server 
The Image Services (IS) or Content Services (CS) server or Con-
tent Engine (CE) object store is used to store documents perma-
nently for review. Documents can also be stored on optical media. 

IDM Desktop 
The IDM Desktop or Web client programs display documents from 
an IS or CS server after they have been committed to the server or 
library. 

Capture most frequently processes paper pages and photographs, 
electronic files, and faxes. Paper pages and photographs are scanned 
and digitized. Electronic files are imported in the original format from a 
network or local folder. 
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The processing steps in Capture are controlled by separate compo-
nents. Core components include:

• Scan or File Import for image acquisition

• Assembly to group pages into documents

• Index to add properties to documents for later retrieval

• Commit to transfer documents to the server for storage

Components that provide additional functionality, but are not required, 
include:

• DocProcessing

• Image Verify

• Index Verify (for IS systems only)

• Event Activator 

• Blank Page Detection

• PrintFax

• Viewer

• Full-text and Zonal OCR

• Record Activator

• Merge
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Each Capture component is configured separately. Components can 
be configured by the Capture operators as they use the system, or they 
can be configured by the system administrator and saved in a settings 
collection. (See Chapter 6, “Settings Collections,” on page 68.)

You can create as many settings collections as required by the different 
documents you process. For example, you may need one settings col-
lection to process medical forms that are submitted on colored paper, 
and another, with different scan settings, to process dental forms on 
white paper. If you have different models of scanners, you may use the 
same settings collection for each scanner type, or you may use one 
settings collection for all scanners. If you change the scanner type on 
an existing batch, Capture attempts to use settings for the new scan-
ner that are the most compatible with the settings you selected for the 
previous scanner. If there are any settings that cannot be reconciled, 
Capture displays a message so that you can make manual adjust-
ments, if needed. 

Settings collections are associated with a document class, which is a 
profile used to group similar documents. (See Chapter 4, “Document 
Classes,” on page 55.) The server uses the document class to specify 
index fields or properties. Capture uses the document class to specify 
security, indexing and committal information. A document class in Cap-
ture may have several settings collections associated with it.

Automation 
You can automate the document capture process by creating a capture 
path, listing the Capture components you use in the order that you use 
them. (See Chapter 7, “Capture Paths,” on page 103.) You may want 
to create several capture paths for the different documents you pro-
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cess. For example, you can create a capture path for the documents 
you scan, and another for the documents you import.

A capture path can be used with different settings collections. For ex-
ample, if your medical and dental forms are processed using the same 
procedure, you can use the same capture path, but use a different set-
tings collection created for each form. Capture uses templates to asso-
ciate a capture path with the appropriate settings collections. (See 
Chapter 11, “Templates,” on page 243.) The template for your forms 
would list the capture path and all the settings collections that can be 
used with it.

Processing Flow
Capture is designed to process similar documents together in groups 
called batches. (See Chapter 5, “Batches,” on page 65.) When you 
create a batch, you must select a template. The template determines 
the capture path, if one has been created, and the list of available set-
tings collections. 

Once you have created the batch, select the batch and use the Scan or 
File Import component to fill it with pages. Use the Assembly compo-
nent to assemble the pages into documents, the Index component to 
add the information that will allow you to search for each document 
once it has been stored, and the Commit component to send the docu-
ments to the server. Or, if you have a capture path, start the capture 
path and it will automatically start the next step as each step is com-
pleted.

You can change the settings for the batch by selecting the batch and 
configuring the component you want to change. These changes will 
apply only to the batch you selected, and not to the settings collection 
assigned to the batch. 
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To configure a settings collection, you can use the Settings Wizard or 
select the settings collection and configure the component you want to 
change. These changes will apply to all new batches created with the 
settings collection, but will not apply to existing batches with the set-
tings collection. 

Capture provides additional functionality that can be added to this pro-
cess, such as an Image Verify component that permits review of im-
ages. Much of the processing can be automated, such as dividing 
pages into documents or adding index values, to create a much more 
sophisticated system. Processing can be distributed between several 
workstations, permitting a dedicated scan workstation, for instance, or 
workstations without scanners that are used exclusively for indexing. 
The following chapter will help you plan your Capture system.

Capture Objects
Within Capture, the term “objects” is used to refer to the various items 
that an operator may process or use. Objects include batches, folders, 
documents and pages. Some Capture objects, such as settings collec-
tions and capture paths have special purposes, explained in subse-
quent chapters of this book. 
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2
1Planning a Capture System

Overview of Planning a Capture System 
Careful planning will insure smooth and efficient configuration of your 
Capture system. As you plan your system you may need to gather in-
formation from your Image Services, Content Services, or Content En-
gine system administrator, analyze your scanning requirements, and 
consider the settings collections and templates you will require. Once 
you have configured and tested your Capture system, you can con-
sider automating the work through capture paths and distributed pro-
cessing. 

Coordinate with the System Administrator 
You should gather the information in the next sections from the Image 
Services, Content Services, or Content Engine system administrator.

For Content Services and Content Engine systems:

Item Where and When Used

Doc Classes Configuring settings collections

Custom Properties Configuring the Index component
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For Image Services:

Analyze your Scanning Requirements 
Consider the documents you will be scanning. Each kind of document 
with a different document class will require a separate settings collec-
tion. In addition, documents with different processing requirements, for 
instance, colored paper or photographs, will require different settings 
even if the document class is the same. 

You may want to use the provided worksheets in making notes for the 
settings collections you will create. See Chapter 6, “Settings Collec-
tions,” on page 68 for worksheets for creating a settings collection. 

Item Where and When Used

Doc classes report Configuring Settings Collections 

Index Report Configuring the Index component

User and Group Secu-
rity Reports for Cap-
ture Administrators 
and Users

Confirming that users and groups have security per-
missions appropriate to the tasks they perform. 

List of IS Servers with 
Bes Cache Size of 
Each

Configuring the Capture Manager

Determining the maximum number of batches that 
can be processed during a processing cycle. 

List of IS Servers with 
Page Cache Size of 
Each

Configuring the Commit component

Determining the maximum number of pages that 
can be kept in cache during a processing cycle. 

List of Fax Servers Configuring third-party inbound fax components, if 
used

List of Print Servers Configuring PrintFax 
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Blank worksheets are provided in Chapter 40, “Worksheets,” on 
page 682. 

Analyze the Work Flow 
Examine the work that your operators perform every day to define a set 
of specific tasks that they perform in the same order. It is from this list 
of tasks that you develop capture paths. 

You may find that your document capture process has more than one 
set of procedures. Define as many discrete work processes as neces-
sary to accommodate all your document capture requirements. 

Example At an insurance company, mail clerks separate incoming mail into 
batches of similar documents, such as claim forms, new policy applica-
tions, information change request forms, and so on. The mail clerks 
place patch codes on document and batch separator sheets. These 
forms go to the scan operators to be scanned into the Capture system. 
Scan operators configure their scanner’s controls to produce the best 
possible image, create a batch, and scan documents into the batch. 
Image verification operators verify that the images are satisfactory, and 
mark unacceptable documents for rescan. Rescan operators rescan 
marked images. Assembly operators perform document assembly, and 
then pass the batch of documents to an index operator who indexes (or 
adds properties to) them. When processing is complete, a Capture op-
erator or administrator with appropriate server security commits them 
to storage media (also know as adding the documents to a library). 
Each task performed on the batch is a discrete step. 
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Work Flow Analysis Worksheet 

The next example demonstrates a work flow to scan, verify images, 
rescan, enhance images, assemble, index, index verify, and commit 
batches. 

For a blank copy of this worksheet, see “Work Flow Analysis Work-
sheet” on page 683.

Task Performed By Component

Open incoming mail mail clerk n/a

Sort mail into batches, 
place patch codes on 
document and batch 
separators

mail clerk n/a

Scan batches scan operator Scan

Verify images, mark 
bad images for rescan

verify operator Image Verify

Rescan images rescan operator Scan

Correct / Enhance 
images

Enhancement operator DocProcessing

Patch code detection software (automatic) DocProcessing

Assemble images into 
documents and 
batches

Assembly operator Assembly

Index batches (IS) or 
add properties (CS or 
CE)

index operator Index

Verify indexing (IS only) index operator Index Verify

Commit or add to library system administrator Commit
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Capture Naming Conventions 
Naming conventions help to organize Capture processing. If your com-
pany has certain naming conventions in place, use or reflect them in 
the Capture system. You may have to create new naming conventions 
for Capture-specific objects, such as repository sessions, templates, 
settings collections, and capture paths. 

The following table shows the maximum number of characters allowed 
for different object names and repositories:

Note that settings, capture paths, and templates are considered 
“batches” and as such, must be named in accordance with the naming 
restrictions and guidelines for all other batches. See also “Naming 
Guidelines for Different Repositories” on page 53 for more information.

Design Your Settings Collections and Templates 
Use the settings collection and template worksheets in the Worksheets 
chapter and the information from the previous two steps to design your 

Repository Type

Object Type IS Local CS and CE

Root 64 64 64

Folder 60 64 64

Batch 18 64 64

Document 200 64 64

Page* 180 64 64

*The page name length also includes the MIME-type 
string for the page image data. The longer the MIME-
type string, the shorter the page name must be. 
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settings collections and templates. A template can associate several 
settings collections with a single capture path, so you may want to 
think ahead to your work flow automation in determining the templates 
you need to create. For more information, see “Settings Collections” on 
page 68, and “Templates” on page 243. 

Refer to the chapter on each individual component for a complete de-
scription of the component and instructions to configure it. Use the 
worksheets provided in each of the components chapters to plan the 
configuration of the components used in each settings collection. 

Create the Settings Collections and Templates and 
Configure the Capture Components 

Create the settings collections and templates by following the work-
sheets you prepared in the previous step. Configure the components in 
each settings collection by following the component worksheets. 

For more information, see “Settings Collections” on page 68, “Tem-
plates” on page 243, and the individual components chapters as nec-
essary for complete instructions. 

Test Your Settings Collections 
Create a test batch of typical documents for each of your settings col-
lections, and run the batch through all the required components. Make 
any necessary adjustments to the settings collections. 

Design Capture Paths and Distributed Processing 
Use the capture path worksheet in the Worksheets chapter and the in-
formation from step 3 (“Analyze the Work Flow” on page 36) to design 
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the capture paths required by your business processes. Consider your 
distributed processing requirements and complete any necessary dis-
tributed processing worksheets. For more information, see “Capture 
Paths” on page 103, and “Distributed Processing” on page 618. 

Create Capture Paths 
Create the capture paths and configure distributed processing by fol-
lowing the worksheets you prepared in the previous step. For more in-
formation, see “Capture Paths” on page 103. 

Test Your Capture Automation 
Create a test batch of typical documents for each of your capture 
paths, and run each capture path. Make any necessary adjustments to 
the capture path, or settings collections. 
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3
1Repositories

Overview of Repositories 
A repository is a storage location where the acquired files (from the 
Scan or File Import component, for example) are processed and held 
until they are committed to the library. Each repository is a database 
that holds batches temporarily during processing. In Capture systems, 
documents and files are ultimately committed to an Image Services 
page cache and/or optical media, a Content Services library, or a Con-
tent Engine object store (also called a library). Once the documents 
are committed, they are removed from the Capture repository. 

The type of repository that you use is determined in part by the type of 
library that you will ultimately be committing the documents to. You 
may also have an Offline Image Services repository for workstations 
that are not always connected to a library, or you may have a shared 
repository so multiple users can access the same batches in a Content 
Services or Offline Image Services system. Capture supports the fol-
lowing repository types: 

Image Services Repository
A Capture Image Services repository is an Image Services Batch En-
try Service (BES) connected to Capture by a network. For more infor-
mation, see “Image Services Repositories” on page 44. 
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Local Repository
A Local repository is a database that resides on a Capture workstation. 
For more information, see “Local Repositories” on page 45. 

Offline Image Services Repository
An Offline Image Services repository is a database on the workstation 
that provides the same functionality as an Image Services repository, 
with the exception of the final (Phase 2) committal. An Offline Image 
Services repository is associated with a remote Image Services 
server. For the final commit phase, the workstation connects to the re-
mote library. For more information see “Offline Image Services Reposi-
tories” on page 47.

Content Services Repository
A Content Services repository is a database associated with a Content 
Services library. For more information see “Content Services Reposito-
ries” on page 46.

Shared Content Services Repository
A Shared Content Services repository is a database on a SQL Server 
accessible via a network connection to multiple Capture workstations. 
A Shared Content Services repository allows multiple users to access 
the same folders, batches and documents. For more information see 
“Shared Content Services Repositories” on page 49.

Shared Offline Image Services Repository
The Shared Offline Image Services repository is a database on a SQL 
Server, accessible via a network connection to multiple Capture work-
stations. With a Shared Offline Image Services repository, you can dis-
tribute processing to multiple workstations on a local network, up to the 
final Phase 2 committal. For the final committal, the workstation estab-
lishes the connection with the remote Image Services library and com-
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mits the batches. For more information see “Shared Offline Image 
Services Repositories” on page 49.

Content Engine Repository
A Content Engine (CE) repository is a database associated with a 
Content Engine library. For more information see “Content Engine Re-
positories” on page 50.

Shared Content Engine Repository
A Shared Content Engine (CE) repository is a database on a SQL 
Server, accessible via a network connection to multiple Capture work-
stations. For more information see “Shared Content Engine Reposito-
ries” on page 51.

Repository Structure 

Repositories have a flexible hierarchical structure. You can create as 
many levels in the hierarchy as necessary to reflect the way you work.

Within a repository, you can create batches and folders. 

Batch 
A batch is an object that holds documents and pages. Pages are cre-
ated by scan, file import, or inbound fax processing. Documents are 
created by Assembly. The contents of a batch are processed by Cap-
ture as a group, and must use the same settings collection. After Cap-
ture commits the batch, the batch no longer exists. Batches are 
required only in the repository hierarchy. See “Batches” on page 65 for 
more information.

Folder 
A folder is an object that can hold other folders or batches. Folders 
cannot directly hold documents or pages. Folders are not required, but 
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are strongly recommended to organize batches and improve Capture’s 
performance. 

Repository Sessions 

A repository session is one specific instance of an operator logging in 
to a repository. 

A repository session starts when an operator logs on to a repository. If 
you configured a repository on the workstation with a default user 
name and password in Capture Manager, then the operator is auto-
matically logged on to the repository when the Capture application 
starts. The repository session ends when the operator logs off, or the 
Capture application terminates. 

For more information about repository sessions, see “Capture Man-
ager” on page 546. For more information about organization, domain, 
and services, see the IS System Administrator’s Handbook. 

Image Services Repositories 
An Image Services repository is a central storage location for process-
ing objects that must be accessible to multiple workstations. Anyone 
logged in to the IS library with the proper access rights can access the 
Image Services repository and the batches stored there. When pro-
cessing batches in an Image Services repository, you are logged in 
and connected by a network to one or more FileNet IS libraries. 

Batch Entry Services (BES) software manages the placement of 
batches, documents, and pages in a database, as well as the use of 
document classes. During batch processing, images and files are kept 
in a temporary location called a BES cache. After documents are com-
mitted, they are migrated to storage media. 
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In a given Image Services repository, each batch, folder, settings col-
lection, template, and capture path must have a unique name. Though 
they are different object types, you cannot use the same name for a 
batch and a folder. Document and page names must be unique within 
the parent object, but can be used multiple times in the repository. For 
example, the name Document 1 is reused many times. (See also “Cap-
ture Naming Conventions” on page 38.)

Object names can be the same when on different repositories. How-
ever, unique object names prevent name collisions when copying be-
tween Image Services and local repositories. For more information 
about copying objects, see “Moving Batches From a Local Repository 
to Another Repository” on page 52 and “Naming Guidelines for Differ-
ent Repositories” on page 53. 

In Capture, you can select any of the repositories shown in the Capture 
Tree View. The list of repositories shown in the Tree View is configured 
by Capture Manager. For more information about Capture Manager, 
see “Capture Manager” on page 546. 

For more detailed information on Image Services, see the IS System 
Administrators Handbook, Cache Organization section. 

Local Repositories 
A Local repository is a storage location for processing batches that 
need only be accessible to a single, local workstation. Only the opera-
tor logged in to the local workstation can access the objects stored in 
the Local repository. 

You might want to process batches on the Local repository if your IS, 
CS or CE repository is not available and users cannot log on. The Lo-
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cal repository can also be used for backup purposes, or to hold a copy 
of a batch for troubleshooting purposes. 

When processing batches on a Local repository you are working in a 
database on the local workstation. 

Considerations for Local repository processing include: 

• The Local repository is not accessible to other users. 

• The Local repository cannot access information about document 
classes. Batches processed on a Local repository must be moved 
to the IS, CS or CE repository for indexing, index verification and 
committal, as these processes depend on document class informa-
tion. For more information on document classes, see “Document 
Classes” on page 55.

• You cannot share the Local repository. If you need to use a shared 
repository, refer to “Shared Content Services Repositories” or 
“Shared Offline Image Services Repositories” for more information.

Content Services Repositories
The Content Services repository uses an Access database and is con-
nected to a Content Services library. 

The Content Services repository is not a shared repository, and 
batches are stored locally on the workstation until they are added to 
the Content Services library through the commit process. Doc class in-
formation is also stored locally on the workstation, however Capture re-
quires a connection between the Content Services library and the 
workstation. 
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Offline Image Services Repositories
An Offline Image Services repository allows users who are not always 
connected to the Image Services library to use Capture as if it were ac-
tively connected. This feature is especially useful for sites where the 
connection to the Image Services library is expensive or unreliable. 
The actual time that the workstation needs to be connected to the 
server is minimized. 

An Offline Image Services repository is associated with a single Image 
Services library from which it copies the doc class definitions. The doc 
class information from the IS library is used to formulate the settings, 
templates, and capture paths on the Offline Image Services repository.

With an Offline Image Services repository, Capture operators can per-
form all operations except the final commit phase, just as they would if 
they were connected to an Image Services library. The Offline Image 
Services repository supports all of the doc classes, settings collec-
tions, templates, and capture paths that are available for the associ-
ated Image Services library. 

Note An Offline Image Services repository allows the commit process to 
take place at a pre-scheduled time. Because use of an Offline Image 
Services repository is related to use of the commit component, you 
should also refer to the section titled “Using Commit with an Offline or 
Shared Offline Image Services Repository” on page 281 for important 
information.

When a batch processed on the Offline Image Services repository is 
ready to be committed, the operator runs the Commit component just 
as if the workstation were attached to the Image Services library. The 
difference is that the batch is placed in a committal queue (a special 
folder in the Offline Image Services repository) and held there until a 
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connection with the actual Image Services library is made. When the 
connection is available, the batch is committed just as if it were being 
processed from an online repository.

Thus, the committal process actually takes place in two distinct 
phases. In Phase 1, the indexed batch is placed in a special folder (as-
suming it meets preliminary validation criteria) where it waits for final 
committal. In Phase 2, after a successful connection to the IS is made, 
the batch is again validated and either passed to the Image Services li-
brary for committal, or rejected. If the batch is rejected, it is returned to 
its original location and flagged with an error.

Configuration Considerations for Offline Image Services Repositories

When you add an Offline Image Services repository, you must specify 
an Image Services library that will be associated with the Offline repos-
itory. Because the doc class definitions on the Offline Image Services 
repository must match those being used on the Image Services library, 
it is important that you update the doc class definitions appropriately. 
See “Updating Doc Class Definitions” on page 283 for more informa-
tion.

Capture validates each batch before it can proceed to Phase 2 com-
mittal on the Image Services library to insure that there are no conflicts 
between the doc class information used during indexing and recent 
changes to the doc class definitions on the Image Services library.

Because changes to the doc class information on the Image Services 
library can cause Capture batches to fail indexing, such changes 
should be kept to a minimum. Batches that fail the validation process 
(or fail to commit) are returned to their original location within the Of-
fline Image Services repository. To avoid the problem, always commit 
all batches before you make changes to a doc class on the Image Ser-
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vices library. After you have made your changes, download the up-
dated doc class information through Capture Manager. 

Shared Content Services Repositories
A Shared Content Services repository uses a SQL database and re-
quires the installation of, and attachment to, a SQL Server. Refer to the 
Capture Installation Guide for instructions on configuring the SQL 
Server database for use with Capture. Folders and batches are stored 
and processed in this shared database.

With a Shared Content Services repository, an operator on one work-
station can view and access batches and folders created by users on 
other workstations. For example, one workstation can be dedicated to 
creating batches and scanning pages, while other workstations can 
perform assembly or indexing tasks. 

With a Shared Content Services repository, each workstation connects 
to the shared database. 

The doc class definitions for doc classes on the Content Services li-
brary are stored on the Shared Content Services repository. The Cap-
ture administrator updates the doc class definitions when the first 
Capture workstation connects to the Shared Content Services reposi-
tory through Capture Manager. These doc class definition are then 
available to all other workstations connected to the Shared Content 
Services repository. 

Shared Offline Image Services Repositories
A Shared Offline Image Services repository uses a SQL database and 
requires the installation of, and attachment to, a SQL Server. Refer to 
the Capture Installation Guide for instructions on configuring the SQL 
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Server database for use with Capture. Folders and batches are stored 
and processed in this shared database.

A Shared Offline Image Services repository allows multiple Capture 
workstations to share an Offline Image Services repository. Refer to 
“Offline Image Services Repositories” on page 47 for information on 
the features and use of an Offline Image Services repository. 

The Shared Offline Image Services repository is associated with the IS 
library, and uses a copy of the doc class definitions that it obtains from 
the IS library. The Shared Offline Image Services repository only 
needs to establish a connection with the IS library for the following op-
erations:

• To update the doc class definitions on the Shared Offline Image 
Services repository.

• To perform a Phase 2 committal to the remote Image Services li-
brary.

For information on using a Shared Offline Image Services repository 
with the Commit component, see “Using Commit with an Offline or 
Shared Offline Image Services Repository” on page 281.

Content Engine Repositories
The Content Engine repository uses a database associated with a 
Content Engine library. 

The Content Engine repository is not a shared repository, and batches 
are stored locally on the workstation until they are added to the Con-
tent Engine library through the commit process. Doc class information 
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is also stored locally on the workstation, however Capture requires a 
connection between the Content Engine library and the workstation. 

If you require a repository that can be accessed from multiple worksta-
tions, you should consider using a Shared Content Engine repository. 
See “Shared Content Engine Repositories” for more information.

Shared Content Engine Repositories
A Shared Content Engine repository uses a SQL database and re-
quires the installation of, and attachment to, a SQL Server. Refer to the 
Capture Installation Guide for instructions on configuring the SQL 
Server database for use with Capture. Folders and batches are stored 
and processed in this shared database.

With a Shared Content Engine repository, an operator on one worksta-
tion can view and access batches and folders created by users on 
other workstations because each workstation connects to the shared 
database. For example, one workstation can be dedicated to creating 
batches and scanning pages, while other workstations can perform as-
sembly or indexing tasks. A user at an Assembly workstation can see 
how many batches have completed the scan phase and are ready for 
assembly.

With a Shared Content Engine repository, each workstation connects 
to the shared database. 

A copy of the doc class definitions for the doc classes on the Content 
Engine library are stored on the Shared Content Engine repository. 
The Capture administrator updates the doc class definitions when the 
first Capture workstation is connected to the Shared CE repository 
through Capture Manager. These doc class definition are then avail-
able to all other workstations connected to the Shared CE repository. 
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Moving Objects (Pages, Batches, Documents) From One 
Repository to Another

Moving Individual Pages and Documents

You can move, copy and paste individual pages and documents from 
any repository to any other repository. Note that any indexing informa-
tion associated with the document is lost when it is moved to another 
repository. 

Moving Batches Between Repositories

You can move, copy and paste batches between repositories with the 
following considerations:

• Move, copy and paste is allowed only if the source and target re-
positories have the same document class. The document classes 
must have exactly the same name (including capitalization). 

• If the batch was already indexed on the source repository, the index 
values will be lost and the batch must be reindexed on the new (tar-
get) repository.

• You can move a batch from any repository to the Local repository 
with no restrictions. Note that any existing indexing information will 
be lost.

Moving Batches From a Local Repository to Another Repository

When you move a batch from a Local repository to another repository, 
the name of the settings collection, template and capture path used to 
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create the batch moves with the batch. The same settings collection, 
template and capture path must exist on the other (destination) reposi-
tory for the batch copied from the Local repository to remain usable. 

To ensure that the settings collections, templates and capture paths 
are available on each Local repository, copy the Config folder from the 
source repository to the Local repository for each workstation in your 
system. 

Naming Guidelines for Different Repositories
Folder, batch, settings collection, template, and capture path names 
must be globally unique on an Image Services repository, an Offline re-
pository, and on a Shared Offline repository.

For Content Services, Content Engine, and Local repositories, names 
do not have to be globally unique, but must be unique within a parent 
folder. 

While unique object names are not required in some situations, (the 
Local repository, for example) using unique names avoids name colli-
sions when moving batches between repositories. Object names can 
be the same when on different repositories. See also “Capture Naming 
Conventions” on page 38.
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If you are moving batches from one repository to another, keep in mind 
the different name length restrictions for different repositories. The fol-
lowing table shows the maximum number of characters allowed for dif-
ferent object names and repositories:

Repository Type

Object Type IS Local CS or CE

Root 64 64 64

Folder 60 64 64

Batch 18 64 64

Document 200 64 64

Page* 180 64 64

*The page name length also includes the MIME-type string for the page im-
age data. The longer the MIME-type string, the shorter the maximum page 
name must be. (MIME type strings are usually less than 20 characters.)
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4
1Document Classes

Overview of Document Classes 
A document class is a profile created and stored on the Image Ser-
vices, Content Services, or Content Engine server that defines how 
batches are processed and documents stored. The server administra-
tor creates a document class for each type of document using the Da-
tabase Maintenance application. Document classes define security 
permissions, document and batch size, index fields and acceptable 
values, document storage, and other parameters. Document classes 
cannot be deleted, and changes to existing document classes should 
be kept to a minimum. 

Remote repositories have full access to all the document classes on a 
given server. To use a document class in Capture, you build a settings 
collection that specifies the desired document class. Then, you link the 
settings collection to a template. The operator selects a template and 
settings collection when they create a batch. 

A local repository cannot access document class information on the re-
mote repository. If you want to create batches on the Local repository 
that will later be used on another Image Services, Content Services, or 
Content Engine repository, you must copy the Config folder from the 
remote repository to the Local repository. Then, use one of the tem-
plates copied from the remote repository to create a new batch on the 
Local repository. The batch must be moved back to the remote reposi-
tory for indexing and committal. For more information, see “Moving Ob-
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jects (Pages, Batches, Documents) From One Repository to Another” 
on page 52. 

The Capture components use document class settings as default val-
ues. However, if a Capture component has been configured to a differ-
ent value than that defined in the document class, the component 
setting takes precedence and is used for batch processing. 

Example The migration delay time can be defined in both an Image Services 
document class and in the Capture Commit component. If the migra-
tion delay time configured in the Commit component is different from 
that configured in the document class, the batch uses the value config-
ured in the Commit component. For more information, see “Overrides 
to Document Class - IS Systems, Only” on page 61. 

Image Services Document Class Reports 
Several reports from an Images Services server can be helpful in con-
figuring Capture settings collections. 

Document Class Report 
The IS Document Class Report describes document classes on the IS, 
and is helpful in creating settings collections. For more information, see 
“Document Class Report” on page 57. 

User Indexes Report 
The User Indexes Report gives detailed information about the index 
fields used by each document class, and is useful in configuring the In-
dex component. For more information, see “User Indexes Report” on 
page 58. 
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Document Class Report

The next example shows a Document Class Report from an Image 
Services server. The fields typically of interest to the Capture adminis-
trator include Class Name, Indexes, Required, Batch Total, and Verify. 
Capture does not use the Auto Indexing field from the IS document 
class. Some configuration options from the document class can be 
overridden by the settings collections in Capture. For more information, 
see “Overrides to Document Class - IS Systems, Only” on page 61. 

Class Name     : Med_Claim          WorkFlo System       :                  

Pages/Document : 1                  WorkFlo Queue        :                  

Batch Size     : 50                 Retention Disposition: DELETE           

No. of Indexes : 4                  Retention Base       : CLOSING DATE     

Cluster Index  :                    Retention Offset     : 12               

Disk Family    : SingleSlot         Enable Cataloging    : YES              

Migrate to O.D.: YES                Migration Delay      : NO               

Description    : Medical Claim -- Short Form             

                                                                           

Indexes          Required     Batch Total      Verify     Auto Indexing

-------          --------     -----------      ------     -------------

Date_yyyymmdd       X                                                           

Claim_Number        X                                                           

Name_Last                                                                       

Name_First 
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User Indexes Report

The next example shows a single entry in an IS User Indexes Report, 
including common entries for a date type index field. The name of the 
index, Date_yyddd, is also shown in the Document Class Report on 
the previous page. 

The fields typically of interest to the Capture administrator include 
Name, and Index Type. 

Name            : Date_yyyymmdd        Column Name : A63                           

Index Type      : DATE                 Mask        :                               

Retrieval Key   : NO                   Menu Name   :                               

Upper Case      : NO                   Maximum Size:                               

Description     : Day of Year Date                        
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Obtaining Document Class Reports for Image Services
To configure settings collections, obtain the following information from 
the IS system administrator:

• A list of the document class names to use in Capture.

• Printed copies or files of the Document Class Report and the User 
Indexes Report. The IS System Administrator’s Handbook de-
scribes these reports and how to create them.

Document Classes and Settings Collections
In Capture, each batch is assigned a document class through the set-
tings collection selected when the batch is created. The document 
class defines the indexing requirements, among other things. 

When a document class is changed after it is in use in a Capture set-
tings collection, undesirable behavior can result. The settings collec-
tion and its associated indexing information is based on the old version 
of the document class, but new batches that are created with the set-
tings collection get the revised indexing information. The indexing set-
tings will probably be wrong as a result. 

You can avoid potential settings collection and document class mis-
match problems by following the guidelines below. The document class 
items are under the control of the library’s system administrator. 

• Before changing any document classes or settings collections, 
complete processing of any batches in the repository. Do not allow 
new batches to be created until the changes are completed and 
tested. 

• Keep the document classes as stable as possible. 
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• Create new settings collections for any changed document class.

• Delete any settings collections based on the old document class 
versions.

• Delete templates based on the obsolete settings collections.

• Do not create new batches based on the obsolete settings collec-
tions.

Index Options From the Document Class 

The table below defines the effect of certain document class configura-
tions in Capture. The server controls the index settings shown in the ta-
ble; they cannot be changed in Capture. 

To make changes to these document class options, you must request 
that the server administrator make the desired change. 

 Field Effect in Capture

Required An index field defined as Required in the document 
class must be indexed in Capture. An index value 
must be entered into the field. 

Batch Totals (IS only) The IS controls all batch total configuration. In Cap-
ture, batch totals can be enabled for a batch, and 
statistics can be generated after the batch has been 
indexed. 

Index Verify (IS only) An index field defined as Index Verify in the docu-
ment class must be verified by a Capture operator.

Autoindexing The configuration of this field on the server has no 
effect on Capture automatic indexing. 

Default Value (CS 
only)

If a default value is configured on the CS server, it 
will be used by Capture. 
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Overrides to Document Class - IS Systems, Only

Note The following applies only to IS (Image Services) systems.

Some IS document class configuration options overlap with Capture 
Assembly and Commit component configuration options. Capture can 
use the values as they are specified in the document class, or the val-
ues can be changed when configuring a settings collection or batch. 

When a Capture batch with overridden values is committed, the IS 
software accepts the documents and uses the values set by Capture. 
There is no conflict because the IS software does not check values. 

Capture can use or override the IS configuration options shown in the 
next table. The table shows the equivalent settings for each option. 

Capture Component Capture Configuration Options IS Document Class Options

Assembly Force Document To Contain The 
Number Of Pages radio button 

Pages Per Document field

Pages/Document: F (Fixed)

Untitled field to hold number of pages

Each Document Contains A Variable 
Number Of Pages radio button

Pages/Document: V (Variable)

Commit Commit With Migration radio button 
(checked, enables Delay By field)

Migrate To O.D.: YES

Commit Without Migration radio but-
ton

Migrate To O.D.: NO

Delay By field: number of minutes to 
delay

Migration Delay: YES

Hours: number of hours to delay

Days: number of days to delay

Delay By field: grayed (Commit With 
Migration NOT checked)

Migration Delay: NO
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The Capture and document class values used may be:

• Changed in Capture for a settings collection. (Changed values will 
be used for all batches with the settings collection.)

• Changed in Capture for a specific batch. (Changed values will be 
used for the single batch only.)

For more information about document class overrides, see “Settings 
Collection Overrides to Document Class” on page 70. 

For more information about assembly and commit, see “Assembly” on 
page 145, and “Committing Documents” on page 260. 

Special Document Classes 
When you are using an Image Services (IS) library or a Content Ser-
vices (CS) library, templates and capture paths use the “Indexless” doc 
class when the batch (template or capture path) is created. When you 
are using a Content Engine (CE) library templates and capture paths 
use the “Document” doc class. 

For both the “Indexless” and the “Document” doc class, the security 
must be set so that a user creating a template or capture path can ac-
cess it.

A default document class of “Indexless” is used to create a template on 
IS and CS libraries. A default document class of “Document” is used 
create a template on CE libraries.

Note When Capture is installed for the first time, the System Administrator 
for the associated library may need to add either the Indexless or Doc-
ument doc class before Capture can be used. 
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Updating Doc Class Definitions Through Capture Manager
Periodically you may need to update the doc class definitions on a 
workstation. This ensures that the doc class definitions on the Capture 
repository on the workstation match the definitions on the library. 
(Updating doc class definitions is particularly important if you are using 
an offline repository type, such as an Offline Image Services 
repository.)

Note Use the Update Doc Class Definitions function (from within Capture 
Manager) only when workstations are idle and no processing is taking 
place. If users are attempting to Index while the doc classes are being 
updated, errors may occur.

You can update the doc class definitions for your repository in different 
ways, as follows:

• After you add a new repository through Capture Manager, ensure 
that the Update Doc Class Definitions Now check box is checked, 
then click OK. 

• To update for a repository that has already been added, edit the re-
pository through Capture Manager, make sure the Update Doc 
Class Definitions Now check box is checked, then click OK. (Don’t 
click Cancel, even if the option was already selected.)

• If you are using the BkgCommit application to perform the Phase 2 
committal, use the -m command line option to update the doc class 
definitions when the connection to the remote repository is made.

• If you perform Phase 2 committal by running BkgCommit interac-
tively, the doc class definitions are always updated automatically. 
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The Update Doc Class Definitions Now option is located on the Add 
Repository dialog box in Capture Manager, as shown below.

You must be logged in as an Administrator on the local machine to run 
Capture Manager. See “Updating Doc Class Definitions” on page 283 
for more information on automatically updating during committal. 
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5
1Batches

Overview of Batches
A batch is an object that holds documents and pages. Pages are cre-
ated by scan, file import, or inbound fax processing. Documents are 
created by assembly processing. The contents of a batch are pro-
cessed by Capture as a group, and must use the same settings collec-
tion. After Capture commits the batch, the batch no longer exists. 

In general, you create batches of similar items such as insurance claim 
forms, employment applications, or credit reports. 

All documents in a batch must have the following characteristics in 
common:

• They belong to the same document class

• They have the same indexing requirements

• They will be committed and migrated to storage on the FileNet sys-
tem as a group

To create a batch, you must select a template. The template deter-
mines the capture path, if one has been created, and the list of avail-
able settings collections. 

Once you have created the batch, select the batch and use the Scan, 
File Import or an inbound fax component to fill it with pages. Use the 
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Assembly component to assemble the pages into documents, the In-
dex component to add the information that will allow you to search for 
each document once it has been stored, and the Commit component 
to send the documents to the server. Or, if you have a capture path, 
start the capture path and it will automatically start the next step as 
each step is completed.

You can change the settings for the batch by selecting the batch and 
configuring the component you want to change. These changes will 
apply only to the batch you selected, and not to the settings collection 
assigned to the batch. 

You do not have to scan all documents in a batch at the same time. You 
can scan documents belonging to the same batch during different scan 
sessions, even at different Capture stations.

Batch Size

You should limit the size of a batch to less than 50 pages of similar 
documents, to ensure the batch is manageable for both the operator 
and the system. If necessary, however, you can use larger batches.

The maximum number of pages per batch is 5000. The maximum 
number of pages per document is 1000. You can distribute them in dif-
ferent ways, for example, you could have 5000 documents with 1 page 
per document, or 5 documents with 1000 pages per document. 

Batch Names

Batch names must be unique within an Image Services repository, an 
Offline repository, and on a Shared Offline repository. For other reposi-
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tories (Local, Content Services, and Content Engine) batch names 
must be unique within a parent folder. 

Tip If you use unique names at all times, you will avoid name collisions 
when objects are copied from one repository to another.

Refer to “Naming Guidelines for Different Repositories” on page 53 for 
more information. 

If you use autonaming when you create new batches, batch names will 
be assigned a unique number, prefaced with the letter “b.” Each num-
ber will be higher than the number used for previous batches. However, 
because of the way batch names are generated and the fact that other 
users may also be autonaming batches, the numbers used on a spe-
cific workstation may or may not be contiguous. Some numbers in the 
sequence may be skipped. 
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6
1Settings Collections

Overview of Settings Collections 
Capture components can be configured by the Capture operators as 
they use the system, or they can be configured by the system adminis-
trator and saved in a settings collection. 

You can create as many settings collections as required by the different 
documents you process. For example, you may need one settings col-
lection to process medical forms that are submitted on colored paper, 
and another, with different scan settings, to process dental forms on 
white paper. If you have different models of scanners, you may want to 
configure a different settings collection for each scanner so that you 
can individually configure the features that are unique to each scanner. 
Multiple users can use the same settings collection. Settings collec-
tions are stored with capture paths and templates in the Config folder 
of a repository.

Settings collections are associated with a document class, which is a 
profile used to group similar documents. (See Chapter 4, “Document 
Classes,” on page 55.) Some Capture components receive default 
configuration values from the document class, or from values in the 
settings collection. A document class in Capture may have several set-
tings collections associated with it.

You can automate the document capture process by creating a capture 
path listing the Capture components you use in the order that you use 
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them. (See Chapter 7, “Capture Paths,” on page 103.) A capture path 
can be used with different settings collections. For example, if your 
medical and dental forms are processed using the same procedure, 
you can use the same capture path, but use a different settings collec-
tion optimized for each type of form. 

Capture uses templates to associate a capture path with the appropri-
ate settings collections. (See Chapter 11, “Templates,” on 
page 243.)The template for your forms would list the capture path and 
all the settings collections that can be used with it.

Settings Collections in the Local Repository 

Settings collections stored on the remote (Image Services, Content 
Services, or Content Engine) repository can be copied and used in the 
local repository, along with the contents of the other configuration fold-
ers. 

Settings Collection Wizard

The Settings Wizard is a Capture function that guides you through cre-
ating a settings collection. You can use the Settings Wizard to create a 
new settings collection, on its own or by copying and changing an ex-
isting settings collection. You can also use the Wizard to edit an exist-
ing settings collection. 
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Settings Collections and Document Class 
Document classes are designed and created on the Image Services, 
Content Services, or Content Engine server. In Capture, each batch is 
assigned a document class through the settings collection selected 
when the batch is created. The document class defines the indexing 
requirements, among other things. 

For more information about document classes, see “Document 
Classes” on page 55. 

Settings Collection Overrides to Document Class 

Some document class configuration options overlap with the Capture 
Assembly and Commit component configuration. Capture can use the 
values in the document class, or the values can be changed when con-
figuring a settings collection or batch. 

When a Capture batch with overridden values is committed, the server 
software accepts the documents and uses the values set by Capture. 
There is no conflict, because the changes do not affect the server. 
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Capture can use or override the server configuration options shown in 
the next table. The table shows the equivalent settings for each option. 

Configuring Components in a Settings Collection
You can configure most, but not all, components in a settings collection 
with the Settings Wizard. You cannot configure the Index, Index Verify 
or Event Activator components through the wizard; use the non wizard 
procedure under “Editing a Settings Collection — Non-wizard Method” 
on page 101. 

The list of components displayed in the Settings Wizard is controlled 
by the components shown in the Capture Manager component list. For 
more information about Capture Manager, see “Capture Manager” on 
page 546. 

Capture Component Capture Options Server Options

Assembly Force Document To Contain The 
Number Of Pages radio button 

Pages Per Document field

Pages/Document: F (Fixed)

Untitled field to hold number of pages

Each Document Contains A Variable 
Number Of Pages radio button

Pages/Document: V (Variable)

Commit

(Image Services
servers, only)

Commit With Migration radio button 
(checked, enables Delay By field)

Migrate To O.D.: YES

Commit Without Migration radio but-
ton

Migrate To O.D.: NO

Delay By field: number of minutes to 
delay

Migration Delay: YES

Hours: number of hours to delay

Days: number of days to delay

Delay By field: grayed (Commit With 
Migration NOT checked)

Migration Delay: NO
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Component List 

Settings collections define the configuration of the following Capture 
components: 

Component Chapter / Section

Key 
Components

Scan “Scan” on page 140

Assembly “Assembly” on page 145

Index 
(not in wizard list) 

“Index” on page 161

Commit “Committing Documents” on 
page 260

Scan
Alternatives

File Import “File Import” on page 299

Third-party fax compo-
nent and Fax Entry

“Fax Entry” on page 554

Image 
Enhancement

DocProcessing “Image Enhancement” on 
page 426

Verification Image Verify “Image Verify” on page 321

Index Verify 
(not in wizard list) 

“Index Verify” on page 323

Automation Event Activator 
(not in wizard list) 

“Event Activator” on page 441

Other Blank Page Detection “Blank Page Detection” on 
page 512

PrintFax “PrintFax” on page 617

Viewer “The Viewer” on page 416

Zonal OCR “Zonal and Full Text OCR” on 
page 334Full-Text OCR

Record Activator “Record Activator” on page 335
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You can change the component settings for a settings collection or a 
batch. 

Settings Collection 
When you change the component settings of a settings collection 
in the Config/Settings folder of the repository, all new batches using 
that settings collection will be processed with the changed settings. 

Batch 
When you change the component settings of a batch in the reposi-
tory, only that batch will be processed with the changed settings. 

Note If you select a batch and select Edit/Settings from the main menu bar, 
you will change the settings collection. To change settings for a batch 
only, select the batch and select Tools/Configure/ and the Capture 
component you wish to change.

Operators can change Capture component settings on their individual 
workstations and apply these changes to a specific batch. The 
changed settings travel with the batch. The changes do not apply to 
the settings collection that the operator originally opened. Operators 
with system administrator rights cannot change settings collections. 
Only the Capture administrator can edit the settings collection in the 
repository. All batches subsequently made from the edited settings col-
lection will reflect the changes.

Sample Pages 

A sample page contains examples of object properties used to config-
ure a settings collection. Often, the properties desired from a sample 
page are bar code types or values. You can include a sample page in a 
settings collection by scanning, importing a file, or receiving a fax. 
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Sample pages are stored in a settings collection folder. A settings col-
lection can contain more than one sample page. 

You can use sample pages to provide properties for the following com-
ponents: 

Index 

Event Activator 

Blank Page Detection 

Forms ID

Records Activator

Once the settings collection has registered the properties, the sample 
pages are no longer required. You may want to keep the sample pages 
with the settings collection to make changing the settings collection 
easier. If the sample pages are removed, you must scan or import a 
new sample page and run Event Activator, if required, to obtain the 
properties for the changes to the settings collection. 
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Procedures

Creating a Settings Collection 

To configure a new settings collection, you need to know the informa-
tion in the following worksheet: 

For a blank copy of this worksheet, see “Settings Collection Worksheet 
1” on page 684. For configuration worksheets for the individual compo-
nents, see Chapter 40, “Worksheets,” on page 682.

For more information about the components in the list, see “Configur-
ing Components in a Settings Collection” on page 71 and “Component 
List” on page 72. 

Configuration Item Example Value

Repository Name Taos

Create New Settings Collection / 
Edit Existing Settings Collection

Create New selected 

Name of New Settings Collection / 
Name of Existing Settings Collection 

Med_Claim_st

Based on Existing Settings Collection not used in this example 

Document Class Name Med_Claim

Components to Configure list the components you 
must configure

Sample Page not used in this example 
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1 Select File, New, Settings from the main menu bar.

This starts the Settings Wizard. This first screen in the wizard explains 
the function of the wizard. 

2 Click the Next button to display the next screen. 

Click Next
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3 Select the repository where you want to save the settings collection 
and click Next. For more information, see Chapter 3, “Repositories,” on 
page 41. 

Select the repository 
from the list box

Click Next
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4 Select the Define a New Settings Collection option. 

5 Type a name for the settings collection in the Define New Settings Col-
lection Name field and click the Next button. (See “Capture Naming 
Conventions” on page 38 for more information.)

Select this option

Type the Settings 
Collection name

Click Next
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6 Select a document class to use with this settings collection and click 
the Next button. For more information, see Chapter 4, “Document 
Classes,” on page 55.

Select or type the 
Document Class 
name

Click Next
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7 Select a component to configure, click the Configure button, and con-
figure the component. Continue this process for all the required com-
ponents. Click the Next button when you are done.

See the individual component chapters for more information on config-
uring the components. (The actual list of components displayed de-
pends on which components are installed for the workstation. Your list 
may vary from the one shown.)

Select a component

Click the Configure 
button

When you’re done, 
click Next.
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8 When the final screen appears, click the Finish button.

Click Finish
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Creating a Settings Collection From an Existing One 

To configure a new settings collection based on an existing one, you 
need to know the information in the following worksheets: 

For a blank copy of this worksheet, see “Settings Collection Worksheet 
1” on page 684. For configuration worksheets for the individual compo-
nents, see Chapter 40, “Worksheets,” on page 682.

For more information about the components in the list, see “Configur-
ing Components in a Settings Collection” on page 71 and “Component 
List” on page 72. 

Configuration Item Example Value

Repository Name Taos

Create New Settings Collection / 
Edit Existing Settings Collection

Create New selected 

Name of New Settings Collection / 
Name of Existing Settings Collection 

Med_Claim_st

Based on Existing Settings Collection Den_Claim_st 

Document Class Name Med_Claim

Components to Configure list the components you 
must configure

Sample Page not used in this example 
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1 Select File, New, Settings from the main menu bar.

This starts the Settings Wizard. This first screen in the wizard explains 
the function of the wizard. 

2 Click the Next button to display the next screen. 

Click Next
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3 Select the repository where you want to save the settings collection 
and click Next. For more information, see Chapter 3, “Repositories,” on 
page 41. 

Select the repository 
from the list box

Click Next
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4 Select the Define a New Settings Collection option. 

5 Type a name for the settings collection in the Define New Settings Col-
lection Name field. (See “Capture Naming Conventions” on page 38 for 
more information.)

6 Select a settings collection to use as a base for this settings collection 
in the Based On Existing Settings Collection field and click the Next 
button. 

Select this option

Type the Settings 
Collection name

Click Next

Select the name of the 
Settings Collection to 
use as a base
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7 Select a document class to use with this settings collection and click 
the Next button. For more information, see Chapter 4, “Document 
Classes,” on page 55.

Select or type the 
Document Class 
name

Click Next
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8 Select a component to configure, click the Configure button, and con-
figure the component. Continue this process for all the required com-
ponents. Click the Next button when you are done.

See the individual component chapters for more information on config-
uring the components. (The actual list of components displayed de-
pends on which components are installed for the workstation. Your list 
may vary from the one shown.)

Select a component

Click the Configure 
button

When you’re done, 
click Next.
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9 When the final screen appears, click the Finish button.

Click Finish



Settings Collections

Procedures

August 2005 Capture Administrator's Guide 89

Editing a Settings Collection — Wizard Method 1 

To edit an existing settings collection using the Settings Wizard, you 
need to know the information in the following worksheets: 

For a blank copy of this worksheet, see “Settings Collection Worksheet 
1” on page 684. For configuration worksheets for the individual compo-
nents, see Chapter 40, “Worksheets,” on page 682.

For more information about the components in the list, see “Configur-
ing Components in a Settings Collection” on page 71 and “Component 
List” on page 72. 

Configuration Item Example Value

Repository Name Taos

Create New Settings Collection / 
Edit Existing Settings Collection

Edit Existing selected 

Name of New Settings Collection / 
Name of Existing Settings Collection 

Med_Claim_st

Based on Existing Settings Collection not used in this example 

Document Class Name Med_Claim

Components to Configure list the components you 
must configure

Sample Page not used in this example 
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1 Select File, New, Settings from the main menu bar.

This starts the Settings Wizard. This first screen in the wizard explains 
the function of the wizard. 

2 Click the Next button to display the next screen. 

Click Next
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3 Select the repository containing the settings collection and click the 
Next button. 

Select the repository 
from the list box

Click Next
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4 Select the Edit an Existing Settings Collection option. 

5 Type or select the name of the settings collection in the Edit Existing 
Settings Collection Name field and click the Next button. 

Select this option

Type or select the 
Settings Collection 
name

Click Next
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6 Change the document class, if necessary, and click the Next button. 

Select or type the 
Document Class 
name

Click Next
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7 Select a component that you want to change, click the Configure but-
ton, and configure the component. Continue this process for all the re-
quired components. Click the Next button when you are done.

See the individual component chapters for more information on config-
uring the components. (The actual list of components displayed de-
pends on which components are installed for the workstation. Your list 
may vary from the one shown.)

Select a component

Click the Configure 
button

When you’re done, 
click Next.
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8 When the final screen appears, click the Finish button.

From this point forward, all batches created from this settings collection 
use the component settings you just configured. 

Click Finish



Settings Collections

Procedures

August 2005 Capture Administrator's Guide 96

Editing a Settings Collection — Wizard Method 2 

You can also edit a settings collection by selecting the settings collec-
tion and selecting Edit/Settings from the main menu bar. You need to 
know the information on the following worksheets: 

For a blank copy of this worksheet, see “Settings Collection Worksheet 
1” on page 684. For configuration worksheets for the individual compo-
nents, see Chapter 40, “Worksheets,” on page 682.

Configuration Item Example Value

Repository Name Taos

Create New Settings Collection / 
Edit Existing Settings Collection

Edit Existing selected 

Name of New Settings Collection / 
Name of Existing Settings Collection 

Med_Claim_st

Based on Existing Settings Collection not used in this example 

Document Class Name Med_Claim

Components to Configure list the components you 
must configure

Sample Page not used in this example 
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1 Select the settings collection to edit in the Config/Settings folder using 
the Capture Tree View.

2 Select Edit, Settings from the main menu bar.

This starts the Settings Wizard. 

Select the settings 
collection in the 
Capture Tree View 
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3 Change the document class to use with this settings collection, if nec-
essary, and click the Next button. 

Select or type the 
Document Class 
name

Click Next
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4 Select a component you want to change, click the Configure button, 
and configure the component. Continue this process for all the re-
quired components. Click the Next button when you are done.

See the individual component chapters for more information on config-
uring the components. (The actual list of components displayed de-
pends on which components are installed for the workstation. Your list 
may vary from the one shown.)

Select a component

Click the Configure 
button

When you’re done, 
click Next.
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5 When the final screen appears, click the Finish button.

From this point forward, all batches created from this settings collection 
use the component settings you just configured. 

Click Finish
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Editing a Settings Collection — Non-wizard Method 

You must use this method to configure Index, Index Verify and Event 
Activator. The other components can be configured using the Settings 
Wizard. 

To edit a settings collection without using the Settings Wizard, you 
need to know the following information: 

For a blank copy of this worksheet, see “Settings Collection Worksheet 
1” on page 684. For configuration worksheets for the individual compo-
nents, see Chapter 40, “Worksheets,” on page 682.

Configuration Item Example Value

Repository Name Taos

Create New Settings Collection / 
Edit Existing Settings Collection

not used in this example

Name of New Settings Collection / 
Name of Existing Settings Collection 

Med_Claim_st 

Based on Existing Settings Collection not used in this example

IS Document Class Name not used in this example 

Components to Change list the components you 
must configure

Sample Page not used in this example 
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1 Select the settings collection to edit in the Config/Settings folder using 
the Capture Tree View, for example, select Med_Claim_st.

Select Tools, Configure, and the first component you want to configure 
from the main menu bar. For example, select Assembly. This action 
starts the component settings dialog boxes for the component you se-
lected. 

See the individual component chapters for more information on config-
uring the components.

2 Configure the component settings as needed and click the OK button 
when done. 

3 Repeat steps 2 and 3 for the components you want to configure. From 
this point forward, all batches created from this settings collection use 
the component settings you just configured. 

Select the settings 
collection in the 
Capture Tree View 
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7
1Capture Paths

Overview of Capture Paths 
You automate the document capture process by creating a capture 
path, listing the Capture components you use in the order that you use 
them. The capture path specifies the processes, and the order in which 
they are performed. For example, a capture path might instruct the sys-
tem to first scan the pages, then display them for image verification, 
then assemble them for subsequent indexing. The specifics of each 
step, such as the scan resolution and which pages to display for image 
verification, are controlled by the settings collection. (See “Settings 
Collections” on page 68 for more information.)

Capture runs the capture path and passes a batch of work automati-
cally to the appropriate components for processing as defined in the 
capture path. All your Capture operators have to do is respond to 
prompts from the capture path.

You will probably require several capture paths for the different docu-
ments you process. For example, you can create a capture path for the 
documents you scan, and another for the documents you import. Multi-
ple users can use the same capture path, so if you scan only one type 
of document you need define only one capture path. Capture paths are 
stored with settings collections and templates in the Config folder of a 
repository.
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Capture paths run on operators’ workstations. All Capture components 
used in a capture path must be installed on the operator’s workstation.

Capture Paths in the Local Repository 

Capture paths stored on the remote repository can be copied and used 
from the local repository, along with the contents of the other configura-
tion folders. Because the local repository cannot support indexing or 
committal, capture paths run on the local repository cannot include in-
dex, index verify, or commit components. 

Capture Path Wizard 

The Capture Path Wizard guides you through creating a capture path. 
Use the Capture Path Wizard to create new capture paths and edit ex-
isting capture paths. 

Configuring Components for a Capture Path
You can include only Capture components in the capture path. You 
cannot specify single options within Capture components. For exam-
ple, to deskew scanned images as part of your capture path, you can-
not specify Deskew as a component. You must specify the parent 
Capture component, which is Scan or DocProcessing, and configure 
that component to enable Deskew. You can include a single Capture 
component multiple times within a capture path. 

The following table lists the components that can be used in a capture 
path as well as any special considerations for each component.
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Component Notes
Scan The continuous scanning feature cannot be used in 

a capture path.

The Rescan feature cannot be used in a capture 
path.

Use Scan Ahead only when the step in the capture 
path after scanning is also an automated process, 
such as DocProcessing or automated Assembly. 
Disable Scan Ahead when the step in the capture 
path is a manual process, such as Image Verify. 
For more information, see “Allow Scan Ahead” 
on page 141. 

You can configure the Scan component to scan 
one page at a time, then wait for the operator to ac-
cept, reject, or mark the scanned image for rescan 
before scanning the next page. See the Capture 
Professional Online Help for complete instructions.

File Import

Blank Page Detection

Doc Processing Includes the following post-scan functions: 

Bar Code: Performs bar code detection and recog-
nition tasks. 

Patch Code: Performs patch code detection and 
recognition tasks. 

Forms ID: Matches pages against predefined sam-
ple forms to quickly identify form document types.

Image Enhancement: Provides enhancement fea-
tures like despeckle, deskew, and streak removal. 
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Image Verify When you use Image Verify, consider the following: 

• If an operator marks a page as Reject, Image 
Verify turns the scanner on, flushing the scan-
ner’s buffer of any pages it may contain. This 
can cause problems if you have the Scan 
Ahead feature in the Scan component enabled 
to maximize throughput. 

• You can configure the Scan component to scan 
one page at a time, then wait for the operator to 
accept, reject, or mark the scanned image for 
rescan before scanning the next page. See the 
Capture Professional online help for complete 
instructions.

• Image verification may be performed either at 
the scanning station, or at another station that 
can access the same repository. To use Image 
Verify on a separate workstation, you must 
have the Scan component installed and a scan-
ner attached to the station to rescan pages at 
that workstation. 

• In distributed processing, when a batch com-
pletes image verification with all pages ac-
cepted, the other stations polling for batches in 
the next phase will see the batch. If one or more 
pages in a batch are rejected or marked for res-
can, the batch will be marked as In Error. A su-
pervisor or rescan station can see the batch by 
polling for batches with a Next Phase of Index, 
Commit, or Rescan and a Status of Error.

For more information about Image Verify, see “Im-
age Verify” on page 321. 

Component Notes
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Event Activator If you use the Event Activator to switch to a different 
settings collection, note that all the settings collec-
tions you switch to within one capture path after the 
batch is created must use the same document 
class. Note also that the change in settings collec-
tions does not affect any component in the capture 
path that comes before the Event Activator.

For more information about Event Activator, see 
“Event Activator” on page 441.

Assembly Assembly differs from the other Capture compo-
nents in that it doesn’t pass pages on as it receives 
them, but holds them until it can assemble them 
into documents and batches. Until it assembles and 
releases these pages, it produces an Empty output 
that must be looped back to the Scan or Import 
component to send the next page to Assembly. 

If the capture path does not loop back to the Scan 
for another page, Scan will drop any pages it has 
buffered when the capture path terminates, result-
ing in a one-page batch. Remember to include this 
loop in your capture paths.

Index

Index Verify The Index Verify component is not available for CS 
or CE repositories.

Merge You must assemble the documents before you can 
use the Merge component.

Full Text OCR You must assemble the documents before you can 
use the Full Text OCR component.

Zonal OCR

Record Activator The Record Activator component is available for CE 
repositories only.

Component Notes
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Sample Capture Paths 
Capture comes with sample capture paths. You can use these capture 
paths if they fit your processing requirements, or you can copy them 
and edit them for your environment. 

The sample capture paths have no settings collections or templates 
associated with them, so you must create the settings collections, then 
configure the templates that associate the capture paths and settings 
collections.

These capture paths are installed automatically in the local repository. 
They reside in the Config/CapturePaths folder. Remember that the lo-
cal repository cannot support indexing or committal, so if you want to 
use sample capture paths that include index, index verify, or commit 
components, you must copy them to an IS, CS, CE or offline repository. 
Save the associated settings collections you create in the Config/Set-
tings folder and the associated templates in the Config/Templates 
folder. For more information, see “Capture Paths in the Local Reposi-
tory” on page 104. 

Work Flow Examples 

This section provides two examples of mapping components to tasks 
in your work flow to plan a capture path.

Viewer The viewer is rarely used in a capture path. 

Commit

Component Notes
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Work Flow Example 1 

The following example demonstrates a work flow in which the scan op-
erator scans, verifies images, and performs image enhancement and 
document assembly. An index operator indexes and commits batches.

The table lists the tasks that are performed manually at the facility, and 
shows the Capture components that can be used to automate the pro-
cess. Note that while most operations can be automated with Capture, 
some of the preparation must still be performed manually.

Task Performed By: Component

Open incoming mail mail clerks N/A

Sort mail into batches, 
Place patch codes on 
document and batch 
separators

mail clerks N/A

Scan batches scan operator Scan

Patch code detection software 
(automatic)

Scan

Verify images/rescan if 
necessary

scan operator Image Verify

Scan

Correct/Enhance images scan operator DocProcessing

Assemble pages into 
documents and batches

scan operator Event Activator

Assembly

Index batches index operator Index

Verify indexing index operator Index Verify

Commit to IS index operator Commit
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Work Flow Example 2 

This example involves more workers performing more specialized 
tasks. In this example, the image enhancement and rescanning might 
be performed on specialized workstations. 

Task Performed By: Component

Open incoming mail mail clerks N/A

Sort mail into batches, 
Place patch codes on 
document and batch 
separators

mail clerks N/A

Scan batches scan operator Scan

Patch code detection software Scan or DocProcessing

Assemble images into 
documents and 
batches

scan operator Event Activator

Assembly

Verify images, mark 
bad images for rescan

verify operator Image Verify

Rescan images verify operator Scan

Correct/Enhance im-
ages

enhancement operator DocProcessing

Index batches index operator Index

Verify indexing index operator Index Verify

Commit to IS system administrator Commit
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Capture Path Guidelines 
Plan the work flow of a capture path before you create it in the system. 
You must have a clear idea of all the processing steps the capture path 
will include before you start the Capture Path Wizard. 

Note Do not edit a capture path containing components that are not installed 
on your system.

Capture paths should contain more than one component

Capture paths describe a sequence of processing steps that a batch 
will undergo. If you need only one component, it is easier to start that 
component manually from the native interface than to use a capture 
path.

The sequence of events must be logical

Capture paths process a batch in the order in which the components 
are linked together. This order must make logical sense. The Wizard 
checks for proper syntax of a capture path to insure that the outputs 
are connected to inputs. It does not check the logical order of the com-
ponents. 

Review the individual chapters for each component to determine 
whether there are any dependencies. For example, if you are using the 
Full Text OCR component in a capture path, you must use the Assem-
bly component first to assemble the documents before you can run Full 
Text OCR.
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The Event Activator is an integral part of the Assembly process 

To use the Assembly component to automatically assemble pages into 
documents, batches, and folders using bar codes or patch codes, you 
must formulate rules in the Event Activator. These rules direct Assem-
bly to separate, identify and assemble the stream of pages. Event Acti-
vator rules define the criteria for deciding where documents, batches, 
and folders begin and end within the page stream. The Event Activator 
must precede Assembly in the capture path in those cases. 

Scan and File Import have special requirements

Scan and File Import bring images into the document capture environ-
ment. When they run outside of a capture path, they handle groups of 
images together as a batch. For example, in ad hoc mode Scan scans 
all the pages in the hopper and places them in a batch. 

When Scan or File Import run as part of a capture path, they handle 
each image individually. Scan, for example, scans a piece of paper, 
places the resulting image in a batch, then makes that image available 
for processing by the next component. The image is processed by the 
other components in the capture path until it reaches Assembly. As-
sembly processes the image, based on information provided by the 
Event Activator, then holds the image, since it doesn’t have a complete 
document yet. The capture path loops back to Scan, and gets another 
image for processing. If the capture path does not loop back to Scan 
for another image, Scan will drop any images it has buffered when the 
capture path terminates, resulting in a one-image batch.

File Import also passes one image at a time to the next component in a 
capture path. 

Because of this image-based interdependency, Scan or File Import 
must run on the same machine as the Event Activator and Assembly. 



Capture Paths

Using the Capture Path Layout Interface

August 2005 Capture Administrator's Guide 113

Your scan operator must perform assembly before work can pass to a 
different station for more processing. 

Using the Capture Path Layout Interface
You compose a capture path on two screens in the Capture Path Wiz-
ard. The first screen, shown below, lists the Capture components in-
stalled on your workstation. Use it to select the components you want 
to add to the capture path. (If a component does not appear in the 
Available Components list, you must install it on your system.)

Select a component

Click the Add button
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When you select a component in the Available Components list box, 
the description of the component appears in the Component function 
field. Click Add to add the component to the capture path you are cre-
ating. The name of the component will appear in the Selected for 
<capture path name> list box.

You can select all the required components for your capture path from 
this dialog box, or you can select them from the graphical layout dialog 
box that follows. If you select all the components from this dialog box, 
select them in the order you want them to appear in the capture path. 
(Components will appear in the flow diagram on the following screen in 
the order you select them.) You can select a component more than 
once.

You can delete a component from the selected list by selecting the 
component and clicking Delete. To remove all the components from 
the selected list, click Clear Path. 

If you find it easier to create a capture path from the graphical layout di-
alog box, select the first component to appear in your capture path and 
click Next. You must select at least one component. The system dis-
plays the following dialog box.
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The Capture Path layout field contains Begin, End and Error icons, 
plus icons that represent Capture components you added in the previ-
ous dialog box. Each component has an entry point and an exit point. 
You must link each exit point to an entry point on another component. 

Links between components are represented as green lines. Each com-
ponent is automatically linked to the Error icon by red lines. You do not 
have to edit these error links. The red square is used to mark exits that 

Component list

Capture path layout

Click Maximize

Click Next
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are not yet connected to something. These are error conditions. When 
you hook up an unconnected output, the red square goes away.

Some components have more than one exit point, as there can be 
more than one result. Secondary exit points are marked with a green 
triangle, just like primary exit points. 

For example, Image Verify has an Accept exit point (labeled OK) and a 
Reject exit point. If a page is accepted, the capture path routes it to the 
next step in the capture path. However, you must determine what to do 
if the page is rejected. You may want to link the Reject exit point back 
to the Scan component’s entry point.

Similarly, Assembly has an OK exit point and an Empty exit point. The 
Empty exit point must be linked back to the Scan component, or the 
capture path will terminate processing with a one-image batch.

Add Button 

Select the component from the list on the left, then click the Add but-
ton. The component appears in the graphical composition area. 

Save/Continue and Save/Stop Buttons

Use the Save/Continue and Save/Stop buttons to push work back to 
the repository. The Save/Stop control stops capture path execution and 
returns the batch to the repository so it can be picked up by another 
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station. The Save/Continue control returns work to the repository, then 
loops back to a Capture component defined earlier in the capture path. 
Note that the Save/Continue transaction requires that you link the 
Empty output to the Capture component with which you want to re-
sume processing. The initial batch will be used again for processing. 

Empty Batch Button

The Empty Batch button places a component in the capture path that 
removes all the contents from a batch and sets the next phase to Be-
gin. It is used for error recovery.

Clear Path Button 

The Clear Path button clears the graphic composition area of all icons 
except Begin, End, and Error.

Out of Order Components

If components are not in the correct order, you must reorder them and 
manually link their entry and exit points. Similarly, if a component has a 
secondary exit point, you must manually link the secondary point to an 
appropriate component’s entry point. Note that simply reordering com-
ponents does not determine their execution sequence. Links from each 
component’s entry and exit points determine execution sequence.

To reorder components

Click on the component you want to move. Hold down the mouse but-
ton and drag the component to a new location within the lineup. 



Capture Paths

Using the Capture Path Layout Interface

August 2005 Capture Administrator's Guide 118

To manually link components

Move the cursor over a component’s exit point until the cursor changes 
to a double ended arrow. Press and hold the mouse button, then drag 
the double ended arrow cursor to the entry point of the next compo-
nent. Release the mouse button to complete the connection. To test 
that the link was successful, drag the component out of the lineup and 
check that the green line links the correct entry and exit points. 

Note The component list and component layout screens in the Wizard can 
show different components in their lists. Remember that you cannot 
add a component to a capture path unless it is installed on the work-
station.

Component List 
The component list screen shows the components actually installed on 
the workstation. 

Component Layout 
The component layout screen lists all the components available in 
Capture. 
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Procedures

Creating a Capture Path 

To configure a new capture path, you need to know the information in 
the following worksheets: 

For a blank copy of this worksheet, see “Capture Path Worksheet 1” on 
page 711. 

For a blank copy of this worksheet, see “Capture Path Worksheet 2” on 
page 712. 

Configuration Item Example Value

IS Repository Name ntDallas
Create a New Capture Path / 
Edit Existing Capture Path

Create New selected 

Name of New Capture Path / 
Name of Existing Capture Path 

Med_Claim_cp

Based on Existing Capture Path not used in this example 
Components to Include fill in list of components 

Order Component

1 Scan

2 DocProcessing

3 ImageVerify

4 Assembly

5 Index 

6 Commit
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1 Select File, New, Capture Path in the main menu bar. 

2 The first screen in the Wizard explains its function. Click the Next but-
ton to move to the next screen.

Click Next
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3 Select the repository where you want to save the capture path and 
click Next. For more information, see “Repositories” on page 41. 

Select the repository 

Click Next
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4 Click on the Define New Capture Path option.

5 Type a name for the capture path in the Define New Capture Path 
Name field, and click the Next button. 

Select this option

Type the capture path 
name

Click Next
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6 Select a Capture component and click the Add button. Repeat this 
step for all the components you want to use. Select the components in 
the order they will be used in the capture path. You must select at least 
one Capture component. Click the Next button when done. 

Tip Add one component to the list and click the Next button so you can 
compose the capture path graphically in the next dialog box. 

Select a component

Click the Add button

Click Next
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7 By clicking and dragging, order and link the components. You can also 
add any components you missed in the previous dialog box. Click the 
Next button when done. 

Tip Click the Maximize button to enlarge the capture path map. 

The Wizard evaluates the capture path. 

Component list

Capture path layout

Click Next
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If every exit point in the capture path connects to an entry point, the 
Wizard approves the capture path and the final screen displays. 

If the message “The capture path is incomplete or contains errors....” 
displays, see “To manually link components” on page 118. 

8 Click the Finish button.

Click Finish
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Creating a Capture Path From an Existing One 

To configure a new capture path based on an existing one, you need to 
know the information in the following worksheets: 

For a blank copy of this worksheet, see “Capture Path Worksheet 1” on 
page 711.

For a blank copy of this worksheet, see “Capture Path Worksheet 2” on 
page 712. 

Configuration Item Example Value

IS Repository Name ntDallas
Create a New Capture Path / 
Edit Existing Capture Path

Create New selected 

Name of New Capture Path / 
Name of Existing Capture Path 

Med_Claim_cp

Based on Existing Capture Path Den_Claim_cp
Components to Include fill in list of components 

Order Component

1 Scan

2 DocProcessing

3 ImageVerify

4 Assembly

5 Index 

6 Commit
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1 Select File, New, Capture Path in the menu bar.

2 The Capture Path Wizard opening screen displays.

Click Next
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3 Select the repository where you want to save the capture path and 
click Next. For more information, see “Repositories” on page 41. 

Select the repository 

Click Next
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4 Select the Define a New Capture Path option.

5 Type a name for the capture path in the Define New Capture Path 
Name field. 

6 Select a capture path to use as a base for this capture path in the 
Based On Existing Definition field, and click the Next button.

Select this option

Type the capture path 
name

Select the capture 
path to use as 
a base.

Click Next
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7 Edit the capture path. You can Add a component, Delete a component 
and Clear all components in the capture path. Click the Next button 
when done. 

Tip Click the Next button so you can compose the capture path graphically 
in the next dialog box. 

Select a component

Click the Add, Delete, 
or Clear Path button

Click Next
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8 By clicking and dragging, order and link the components. You can also 
add or delete any components as required. Click the Next button when 
done. 

Tip Click the Maximize button to enlarge the capture path map. 

The Wizard evaluates the capture path. 

Component list

Capture path layout

Click Next
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If every exit point in the capture path connects to an entry point, the 
Wizard approves the capture path and the final screen displays. 

If the message “The capture path is incomplete or contains errors....” 
displays, see “To manually link components” on page 118. 

9 Click the Finish button.

Click Finish
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Edit an Existing Capture Path 

To change a capture path, you need to know the information in the fol-
lowing worksheets: 

For a blank copy of this worksheet, see “Capture Path Worksheet 1” on 
page 711.

For a blank copy of this worksheet, see “Capture Path Worksheet 2” on 
page 712. 

Configuration Item Example Value

IS Repository Name ntDallas
Create a New Capture Path / 
Edit Existing Capture Path

Edit Existing selected 

Name of New Capture Path / 
Name of Existing Capture Path 

Med_Claim_cp

Based on Existing Capture Path not used in this example 
Components to Include fill in list of components 

Order Component

1 Scan

2 DocProcessing

3 ImageVerify

4 Assembly

5 Index 

6 Commit
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1 Select the capture path to edit in the Config/CapturePaths folder using 
the Capture Tree View, for example, select Med_Claim_cp.

Select the capture 
path in the Capture 
Tree View 
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2 Select Edit, Capture Path in the main menu bar to open the Edit menu. 
Edit the capture path. You can Add a component, Delete a component 
and Clear all components in the capture path. Click the Next button 
when done. 

Tip Click the Next button so you can compose the capture path graphically 
in the next dialog box. 

Select a component

Click the Add, Delete, 
or Clear Path button

Click Next
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3 By clicking and dragging, reorder and relink the components. Add or 
delete components as needed. Click the Next button when done. 

Tip Click the Maximize button to enlarge the capture path map. 

Component list

Capture path layout

Click Next
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The Wizard evaluates the capture path. 

If every exit point in the capture path connects to an entry point, the 
Wizard approves the capture path and the final screen displays. 

If the message “The capture path is incomplete or contains errors...” 
displays, see “To manually link components” on page 118. 

4 Click the Finish button.

Click Finish



Capture Paths

Procedures

August 2005 Capture Administrator's Guide 138

Correcting an Invalid Capture Path 

If any entry and exit points in a capture path are unlinked, you will see 
the following message:

The capture path is incomplete or contains errors. Please be sure 
that every output connector (green arrow) is connected to an input 
connector (blue arrow) on a subsequent component. Output con-
nectors that are not hooked up are marked with a red flag. Please 
be sure that every input connector (blue arrow) is connected to an 
output connector (green arrow) on a previous component.

To correct this problem, verify that all exit points are connected to entry 
points. 

After you correct the capture path, click the Next button to have the 
Wizard re-evaluate it. 

Running a Capture Path

Users start a capture path from the Tools menu by selecting Start, then 
selecting the Capture Path command. Once a capture path has been 
started, the user may use the Abort Capture Patch command from the 
Tools menu to cancel the operation. The Finish Capture Path com-
mand continues execution of the capture path. 
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Part II - Capture Components
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8
1Scan

Overview of Scanning 
Scanning is the process of passing a paper page through an optical 
scanner and digitizing the resulting image. Capture can receive images 
from a variety of flat bed and automatic-feed scanners and can store 
the images in several different formats, including black-and-white only 
or color. Using the various image enhancement options of Capture, 
you can modify the images so that the image will be clearer or text on it 
more readable when it is later retrieved. 

Scanning is one of the methods by which information is entered into 
the Capture system. The others are by importing files and receiving 
faxes. 

Note The options and features available to you depend on the type of scan-
ner installed, and the interface board being used. This chapter pro-
vides only a general discussion of some of the features available. See 
the Capture Professional online help for more detailed information 
about scanning options. 
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Scanning Options
The following sections provide information on some of the scanning 
options provided by Capture. 

Allow Scan Ahead 

The Scan Ahead option uses a buffer to store pages as they are 
scanned and before they are transferred to the Capture repository. 
When Scan Ahead is enabled, scanner page throughput can be im-
proved because the scanner can scan pages faster than the pages can 
be transferred to the repository. When this feature is disabled, there is 
more control over the scanning process. 

Depending upon the scanner’s capabilities, this feature can be: always 
enabled, always disabled, or enabled and disabled. The appearance of 
the Allow Scan Ahead option on the Scan Properties dialog box indi-
cates the status of this feature.

The scan ahead buffer is a software buffer created on the hard drive of 
the workstation. Some scanners use a hardware buffer to store pages 
for a similar purpose. For example, some Kodak scanners have buffers 
in the scanner, and some Kofax boards buffer pages in a device cache. 

Scan Ahead Feature Appearance of Scan Ahead Option

Always enabled 
(buffer is always used)

Grayed and checkbox is selected

Always disabled 
(buffer cannot be used)

Grayed and checkbox is cleared

Can be enabled or disabled 
(buffer can be used or not used)

Active and checkbox can be selected or 
cleared
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The number of pages that can be stored in the Kofax buffer is config-
ured through the Device Cache option in the Kofax software. 

Use Scan Ahead only when the step in the work flow after scanning is 
also an automated process. For example, enable Scan Ahead when 
the process after Scan is DocProcessing or automated Assembly. In 
such a work flow, running DocProcessing or Assembly on a separate 
workstation can significantly speed throughput. 

Disable Scan Ahead when the step in the work flow after scanning is a 
manual process. For example, disable Scan Ahead when the process 
after Scan is Image Verify, and you want to verify every page and res-
can bad pages. 

Retain Buffered Pages When Performing Abort 

Use this feature to control the retention or deletion of pages in the scan 
ahead buffer when Scan processing is stopped by the operator. This 
feature is used with Allow Scan Ahead and can only be configured 
when Allow Scan Ahead is enabled. 

Select this option to keep any pages that might be in the scan ahead 
buffer when the operator stops scanning. Pages remaining in the buffer 
will be sent to the repository. 

Clear this option to delete the pages in the scan ahead buffer. No 
pages from the buffer will be sent to the repository. 

Recovering from an error or other stoppage is the same with either op-
tion. The operator checks the last page shown in the Capture Tree 
View or List View, checks that the correct batch is selected, loads the 
scanner feeder with the remainder of the batch starting with the first 
unscanned page, and resumes scanning. 
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For very high speed scanners with large buffers, having the operator 
count back in the batch to the last unscanned page is not practical. 
There can be far too many pages. In such a case, have the operator 
delete the existing pages from the batch, restack the batch to its origi-
nal form, and scan the batch again from the beginning. 

For more information about Allow Scan Ahead, see “Allow Scan 
Ahead” on page 141. 

Event Notification 

Use event notification to cause a beep or other sound when Capture 
detects a patch code or bar code at scan time. Operators can know by 
the sound that the software detected a patch code or a bar code. 

Tip Use different sounds for bar codes and patch codes so operators can 
know the type of optical code detected. 

These options are also helpful when configuring a settings collection or 
troubleshooting. Some Capture administrators disable the Beep option 
when done creating the settings collection. 

This feature is most appropriate for low- and mid-volume scanners that 
don’t use the Capture scan ahead buffer. Using event notification is not 
recommended for high-volume scanners, and when the scan ahead 
buffer is enabled. In these cases, confusion can result because the 
beep and the reading of the code are not synchronized. The beep can 
occur several seconds after the page is scanned. Using a hardware 
notification beep feature, if your scanner has such a feature, is pre-
ferred to the Capture software notification beep feature.
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Patch Code Notification 

Select the Beep option and a sound from the list to cause the PC 
speaker to beep when the software detects a patch code. 

Select None to disable patch code beep. 

Bar Code Notification 

Select the Beep option and a sound from the list to cause the PC 
speaker to beep when the software detects a bar code. 

Select None to disable bar code beep. 

Kofax and Long Pages 

The number of features you can configure to run at scan time is limited 
by the amount of memory on the Kofax board as well as the typical 
page size. Factors that may affect the amount of memory needed in-
clude page size, scan mode (simplex or duplex), DPI, color depth, bar 
code recognition, patch code recognition, rotation and deskew.

Kofax board memory limitations are most often noticed when the Kofax 
tool kit is configured for a large or long page size (11 x 17 inches or 
larger) and bar code, patch code, or deskew is enabled. Using these 
features together can cause Scan to fail to run and return several dif-
ferent Kofax error messages. 

For troubleshooting information, see “Errors Scanning Long Pages” on 
page 669. 
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1Assembly

Overview of Assembly 
Document Assembly is the process of sorting, organizing, and group-
ing pages into documents for subsequent indexing and committal. 
Pages can be scanned images, imported files, or inbound fax docu-
ments. Pages can be assembled into documents in several ways:

• Cutting and pasting or dragging and dropping pages to form a doc-
ument. This is called manual assembly, and is usually done by a 
Capture operator. For more information about manual assembly, 
see “Manual Assembly” on page 152. 

• Selecting a single batch and configuring the Assembly component, 
and then running the Assembly component to assemble the pages 
into documents. The configuration applies to only the selected 
batch. This is called ad hoc assembly of a single batch. 

• Selecting a settings collection in the Config folder and configuring 
the Assembly component. This is usually done by the Capture ad-
ministrator. Later, a Capture operator runs the Assembly compo-
nent to assembly the pages into documents. The configuration 
applies to all batches created using that settings collection. This is 
called ad hoc assembly. 

• Selecting a settings collection that uses a capture path. This is sim-
ilar to ad hoc assembly just above, with the addition that the Cap-
ture administrator specifies the processing work flow using a 
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capture path. For more information about capture paths, see “Cap-
ture Paths” on page 103.

The focus of this chapter is configuring the Assembly component of a 
settings collection. 

Usually, a batch is assembled only once, and assembled in only one 
way: manually, ad hoc, or capture path. Sometimes a batch may need 
to be assembled again. For more information, see “Reassembly” on 
page 153. 

Assembly Component Options 

You can configure the Assembly component to assemble pages by the 
following methods:

Fixed Page Count 
Assemble the pages into documents containing a specific number 
of pages. This is also called forced page count assembly. For more 
information, see “Fixed Page Count Assembly” on page 148. 

Variable Page Count 
Assemble the pages into documents containing a variable number 
of pages using separators. This method requires configuration of 
the Event Activator. For more information, see “Variable Page 
Count Assembly” on page 149. 

Specified Page Count with Verification 
Assemble the pages into documents containing a specified number 
of pages using separators, and verify that each document contains 
the specified number of pages. This method requires configuration 
of the Event Activator. For more information, see “Specified Page 
Count Assembly with Verification” on page 150. 
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Choose the assembly method based on the type of documents in the 
batch and the structure and requirements of your repository. The batch 
and document structure created by the Assembly component can be 
changed by an operator manually reassembling the batch. For more in-
formation about how to prevent manual assembly, see “Controlling 
Manual Assembly” on page 153. 

Batch Size 

In general, you should configure the Assembly component to create 
batches of less than 50 pages. Creating batches of fewer than 50 
pages makes the batches easier to manage for both the operator and 
the system. If necessary, however, you can use larger batches.

The maximum number of pages per batch is 5000. The maximum 
number of pages per document is 1000. You can distribute them in dif-
ferent ways, for example, you could have 5000 documents with 1 page 
per document, or 5 documents with 1000 pages per document. 

How Assembly Fits in the Capture Work Flow 

Assembly is done after pages have been scanned, imported or faxed 
in, and before the documents are indexed. The Index component can-
not process batches that have not been assembled into documents. 
Committal is done after the documents have been indexed. 

Complete all assembly processing before beginning index processing. 
Although, manual assembly can be done after documents have been 

Object Maximum Pages

Batch 5000

Document 1000
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indexed, index values can be lost if the assembly is not done properly. 
For more information, see “Manual Assembly” on page 152 and “Reas-
sembly” on page 153. 

Fixed Page Count Assembly 

Use fixed page count assembly when the assembled documents will 
always contain the same number of pages. The maximum number of 
pages per document is 1000. 

Example A batch contains two-sided medical claim forms. In configuring the As-
sembly component, you select the Force Document to Contain the 
Number of Pages option, and set the value in the Pages per Document 
field to 2. 

The Assembly component organizes the pages into 2-page documents 
that represent the front and back of the form. 

The value in the Pages per Document field is automatically filled when 
defaults for images and documents are defined for the document class 
on the server.

In fixed page count assembly:

• Any pages remaining at the end of the batch are assembled into a 
document that may have fewer pages than the other documents.

• The pages are assembled into documents in the order they appear 
in the batch. 

The batch and document structure created by the Assembly compo-
nent can be changed by an operator manually reassembling the batch. 
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To prevent manual assembly, see “Controlling Manual Assembly” on 
page 153. 

Variable Page Count Assembly 

Use variable page count assembly when the assembled documents 
will contain differing numbers of page. The maximum number of pages 
per document is 1000. 

Example A batch contains several accident claim form packages that vary from 
5 to 9 pages. Each package is separated by a page containing only a 
patch code 1. In configuring the Assembly component, you select the 
Each Document Contains a Variable Number of Pages option, and 
configure the Event Activator to create a new document when it en-
counters a patch code 1. 

The Assembly component organizes the pages into documents of 
varying page counts, starting a new document each time it encounters 
a patch code 1. The pages representing the separator sheets can be 
kept or discarded based on an option in the Event Activator 
configuration. 

Patch codes are often used as separators. However, any property 
available to the Event Activator can be used as the trigger for separa-
tion. For more information about separators, see “Separators” on 
page 151. 

The batch and document structure created by the Assembly compo-
nent can be changed by an operator manually reassembling the batch. 
To prevent manual assembly, see “Controlling Manual Assembly” on 
page 153. 
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Specified Page Count Assembly with Verification 

Use specified page count assembly with page count verification when 
the assembled documents will contain the same number of pages, and 
you want to verify that each document contains the correct number of 
pages. The maximum number of pages per document is 1000. 

Example A batch contains several accident claim form packages of 10 pages 
each. Each package is separated by a page containing only a patch 
code 1. In configuring the Assembly component, you select the “Verify 
Document Contains the Expected Number of Pages” option, set the 
value in the Pages Per Document field to 10, and configure the Event 
Activator to create a new document when it encounters a patch code 1. 

The Assembly component organizes the pages into 10-page docu-
ments. The assembly process checks each document and displays an 
error message when it encounters any document that contains more or 
fewer pages than 10. 

The value in the Pages per Document field is automatically filled when 
defaults for images and documents are defined for the document class 
on the server.

Patch codes are often used as separators. However, any property 
available to the Event Activator can be used as the trigger for separa-
tion. For more information about separators, see “Separators” on 
page 151.

The batch and document structure created by the Assembly compo-
nent can be changed by an operator manually reassembling the batch. 
For more information about how to prevent manual assembly, see 
“Controlling Manual Assembly” on page 153. 
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Separators 

Any property available to the Event Activator can be used as a trigger 
for separation. Each type of separator has its advantages. The items 
used most often for separating objects are:

Patch Codes

Patch codes are often used to separate objects. Since they are large 
and simple optical devices, patch codes have the advantage of being 
easier to read if the code is not a perfect reproduction or is skewed or 
dirty. 

Bar Codes

Bar codes are also frequently used to separate objects. Because they 
are smaller and more complex than patch codes, bar codes are slightly 
less reliable than patch codes. Prepare the bar codes properly (clean 
codes, no skew, proper placement) to ensure similar reliability to patch 
codes. Also, a bar code’s primary purpose in the Capture context is to 
contain information for automatic indexing. 

Some items used less often to separate objects are blank pages and 
the Kodak image address. 

It does not matter what separator is used, if the batch does not contain 
separators (or the separators are not detected correctly) all of the 
pages in the batch will be assembled into one document.

While documents are the most common objects to separate, you can 
also separate pages into folders and batches. 

For more information about automatically separating objects, see 
“Event Activator” on page 441. 
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Manual Assembly 

When necessary, operators can manually assemble documents by 
dragging and dropping, or cutting and pasting objects within the Tree 
View or List View. Objects are pages, batches, and folders. Manual as-
sembly is also called drag-and-drop assembly. 

Manual assembly does not check for a fixed page separation specified 
by the settings collection or other separation methods. 

Manual assembly is not allowed when the workstation is in Polling 
mode or while the workstation is running a component or capture path.

Manual assembly can be disabled. For more information about control-
ling manual assembly, see “Controlling Manual Assembly” on 
page 153.

Usually, a batch is assembled only once, and assembled in only one 
way: manually, ad hoc, capture path. Sometimes a batch may need to 
be assembled again. For more information, see “Reassembly” on 
page 153. 

Caution When moving indexed documents from one batch to another, make 
sure that both batches use the same settings collection. Also, check 
that the component settings of both batches are the same. Index val-
ues can be lost when the settings collections or component settings 
are not both the same. Index values are lost when moving documents 
between repositories. The lost values cannot be recovered. The batch 
must be reindexed to fill the index fields again. Batches containing 
empty required fields should not be committed. 

For detailed information about manual assembly, see the Capture Pro-
fessional online help. 



Assembly

Overview of Assembly

August 2005 Capture Administrator's Guide 153

Controlling Manual Assembly 

You can enable or disable manual document assembly in the Tree 
View and/or List View. By default, operators can perform drag-and-
drop document assembly in the Tree View and List View. 

Disabling manual document assembly in the Tree View or List View tab 
has no effect on the Assembly component. Even though manual docu-
ment assembly is disabled, the Assembly component can still assem-
ble documents. For more information, see “Allow Cut/Copy/Paste/
Delete/Drag/Drop” on page 388. 

Reassembly 

You can reassemble documents using manual assembly or the Assem-
bly component. No matter which method you choose, reassembly 
overwrites previous document separations. Each time you run the As-
sembly component on a batch, it ignores the previous document sepa-
rations and assembles the pages in the batch according to the current 
configuration settings.

When you reassemble a document or batch using document separa-
tors generated either through Image Verification attributes, or using the 
Event Activator, the previous assembly separations are likely to be lost. 
This is because assembly based on document separation attributes 
will override the assembly separations.

Caution Do not run the Assembly component on batches or documents after in-
dexing has been done. Running Assembly removes the index values 
from the documents. The lost values cannot be recovered. The batch 
must be reindexed to fill the index fields again. Batches containing 
empty required fields should not be committed. 
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Assembly is usually run at the batch level. For example, an operator 
selects a batch and runs assembly on that batch, and documents are 
created within that batch. A folder object should not be selected when 
you run assembly.

If you manually reassemble a batch with a page rejected during image 
verification, Capture deletes the rejected page at assembly.

The batch and document structure created by the Assembly compo-
nent can be changed by an operator manually reassembling the batch. 
For more information about how to prevent manual override of assem-
bly, see “Controlling Manual Assembly” on page 153. 

Assembly Overrides to IS Document Class 

Some IS document class options overlap with Commit component con-
figuration options. Capture can use the values specified in the docu-
ment class, or the values can be changed for a settings collection or 
batch. Capture can use or override the IS configuration options shown 
in the next table. 

For more information about overrides, see “Settings Collection Over-
rides to Document Class” on page 70. 

Capture Options IS Options

Force Document To Contain The 
Number Of Pages radio button 

Pages/Document: F (Fixed)

Pages Per Document field Untitled field to hold number of pages

Each Document Contains A Variable 
Number Of Pages radio button

Pages/Document: V (Variable)
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Configure Fixed Page Count Assembly 
To configure Assembly for fixed page document assembly, you need to 
know the following information: 

For a blank copy of this worksheet, see “Assembly Worksheet” on 
page 687.

1 Select the repository.

2 Select the settings collection you want to configure in the Config \ Set-
tings folder using the Capture Tree View or List View.

3 Click Tools, Configure, Assembly in the main menu bar to display the 
Assembly Properties dialog box.

Configuration Item Example Value

Repository Name Taos

Settings Collection Name Med_Claim

Assembly Method Force document to contain 
the number of pages
selected

Pages per Document 2
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4 Select the Force Document To Contain The Number Of Pages option.

5 Type the number of pages each document must contain in the Pages 
Per Document field. The range is 1 to 1000. The maximum number of 
pages per document is 1000. 

6 Click the OK button to save the changes and close the Assembly Prop-
erties dialog box.
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Configure Variable Page Count Assembly 
To configure Assembly for variable page document assembly, you 
need to know the following information: 

For a blank copy of this worksheet, see “Assembly Worksheet” on 
page 687.

Also, you must configure the Event Activator to create a new object, 
usually a document, when a separator is encountered. For more infor-
mation about creating objects automatically, see “Event Activator” on 
page 441. 

1 Select the repository.

2 Select the settings collection you want to configure in the Config \ Set-
tings folder using the Capture Tree View or List View.

3 Click Tools, Configure, Assembly in the main menu bar to display the 
Assembly Properties dialog box.

4 Select the Each Document Contains A Variable Number Of Pages op-
tion.

Configuration Item Example Value

Repository Name Taos

Settings Collection Name Acc_Claim

Assembly Method Each document contains a 
variable number of pages
selected

Pages per Document not used in this example
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5 Click the OK button to save the changes and close the Assembly Prop-
erties dialog box.
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Configure Specified Page Count Assembly with Verification 
To configure Assembly for variable page document assembly with 
page count verification, you need to know the following information: 

For a blank copy of this worksheet, see “Assembly Worksheet” on 
page 687.

Also, you must configure the Event Activator to create a new object, 
usually a document, when a separator is encountered. For more infor-
mation about creating objects automatically, see “Event Activator” on 
page 441.

1 Select the repository.

2 Select the settings collection you want to configure in the Config \ Set-
tings folder using the Capture Tree View or List View.

3 Click Tools, Configure, Assembly in the main menu bar to display the 
Assembly Properties dialog box.

4 Select the Verify Document Contains The Expected Number Of Pages 
option.

Configuration Item Example Value

Repository Name Taos

Settings Collection Name Acc_Claim

Assembly Method Verify document contains 
the expected number of 
pages
selected

Pages per Document 10
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5 Type the number of pages each document must contain in the Pages 
Per Document field. The range is 1 to 1000. The maximum number of 
pages per document is 1000. 

6 Click the OK button to save the changes and close the Assembly Prop-
erties dialog box.
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Overview of Indexing 
Indexing is the process of adding properties to a document so that it is 
easier to locate and retrieve after it is committed. Examples of index 
values include account numbers, names, and social security numbers. 
Index values can be added to documents in several ways:

• Index values can be entered manually by an index operator. 

• Index values may be automatically added from bar codes or index 
files (see “Auto Indexing” on page 207). 

A settings collection can be configured to receive index values manu-
ally, automatically, or both. 

The index fields available for a document are determined by the docu-
ment class. A document must be assigned to a document class that 
has index fields to be indexed in Capture. After indexing, the index val-
ues can be viewed, printed, or saved to a file (see “Batch Index Values 
Tab” on page 437). 

Note Some options are only available if you are using a specific library type 
(Images Services, Content Services, or Content Engine). These are 
identified in the following sections.
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How Index Fits in the Capture Work Flow 

Index is generally used between the assembly step, and before merge 
(if merge is required) and committal.

Before you can index documents, you must scan, import or fax the 
pages into Capture, then assemble the pages into documents. After in-
dexing, you may need to merge the documents, depending on the type 
of library you are using. (The Merge component combines files of the 
same file type into a single, multiple-page file, and is used primarily for 
CS or CE systems.) Then the documents are ready to be committed to 
the IS, CS, or CE library. 

Caution Do not run the Assembly component on batches or documents after in-
dexing has been done. Running Assembly removes the index values 
from the documents. The batch must be reindexed before it can be 
committed. 

Example Procedures
This chapter provides a number of example procedures that you can 
use to configure various aspects of the Index component. Step-by-
Step procedures include how to do the following:

• Configure the Display Order of Index Fields

• Configure General Options and Display Preferences

• Configure General Properties of an Index Field

• Configure an Input Mask

• Configure an Index Field for Autoindexing
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• Configure Range Validation

• Configure Menu Validation

• Configure a Currency Field

• Configure Automatic Indexing from Bar Codes or Index Files

Index Component Configuration 
As a Capture Administrator, you must configure the Index component 
so that the index fields from the library are displayed properly to index-
ing operators, and the fields accept the correct type of input. 

Refer to the following sections for specific information on each of the 
dialog boxes used to configure the Index component: 

“Index Control Properties: General Tab Options” on page 165

“Index Control Properties: Field Tab Options” on page 168

“Index Control Properties: Display Preferences Tab Options” on 
page 183

“Index Control Properties: Index Shortcuts Options” on page 188

Suggestions for Operator Usability
There are a number of ways to configure document display for index-
ing. Configuration options for enhancing usability are described in the 
following sections:
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• To customize the way the indexing user interface is displayed to the 
indexing operator, see “Index Control Properties: Display Prefer-
ences Tab Options” on page 183.

• To configure keyboard shortcuts for the operator, see “Index Con-
trol Properties: Index Shortcuts Options” on page 188.

• To specify how an indexing operator will scroll through pages of a 
document during indexing, see “Displaying Pages While Indexing” 
on page 210.

• To learn how to automatically obtain index values from bar codes or 
other attributes of a document, see “Auto Indexing” on page 207.

• Suggestions for customizing the way operators specify the century 
when they enter two-digit years in dates are provided in “Date Field 
Data Entry Considerations” on page 203.

Relationship Between Index Fields and Input Masks
Input masks can be configured in Capture to control how an operator 
enters index values. They are often used to set a specific format for a 
field (such as a date) or to limit the values allowed. In addition, they 
should be configured to match any output or display masks that might 
exist on workstations used for retrieval and display. For information on 
input masks and how they are related to various field types, see “Index 
Field Types and Input Masks” on page 192.
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Index Control Properties: General Tab Options 
Options on the General tab apply to the settings collection and how it, 
and all the index fields in it, are processed by the Index component. By 
contrast, most index configuration options apply to a single index field. 

Field Initialization Options

The Field Initialization options specify the source of the values to fill the 
index fields the first time a batch is indexed. The options are: Set Fields 
By Priority, Default, Autoindex, and Stored. 
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Set Fields By Priority 

Fill the index field with values by the selected priority. Priority applies to 
all index fields in the settings collection. When you select a priority, the 
first item in the list is used first, the second item is used when there is 
no first item, and the third item is used only when the first two are not 
present. 

For example, if you select “Stored, Autoindex, Default,” stored values 
are used to fill the index fields, if stored values exist. If there are no 
stored values, autoindex values are used to fill the index fields. When 
there are no stored or autoindex values, default values are used.

Default, Auto Index, or Stored Values

You can specify a type of value to be used for the initial value of each 
field. The options are described in the following table:

Default Use default values to fill a document's index fields the first time the 
document is indexed. You specify a Default value on the Default Field 
Value field on the Field Properties dialog.

Auto Index Use Auto Index values to fill the document's index fields the first time 
the document is indexed. The Auto Index Value comes from the values 
collected during autoindex processing.

Stored Use stored values to fill a document's index fields the first time the 
document is indexed. Typically, when the Stored Values option is se-
lected, the index fields are blank the first time a document is opened 
for indexing. The Stored Values option shows the values input during 
the first index session when the batch is being reindexed. Values are 
stored when index processing completes successfully. The Stored 
value comes from the repository. 
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Process Documents Using Initial Values Above (i.e., Without User Input) 

Use this option to process the documents in the batch using the values 
that are already in the index fields. Usually, the initial values come from 
bar codes or index files. This option is used when all fields in a docu-
ment will be automatically indexed. 

When this option is selected, the index operator cannot change any in-
dex values in the fields. The Index component runs and automatically 
indexes all fields configured for automatic indexing. 

Enable Browsing of Document in the Viewer 

Use Enable Browsing of Document in the Viewer to allow the index op-
erator to browse forward and backward through all pages of the docu-
ment being indexed. 
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Index Control Properties: Field Tab Options
The Field tab displays a list of the index fields configured on the docu-
ment class for the batch or setting that you are configuring. This tab al-
lows you to configure options for each available index field, and to set 
the order in which the index fields will be displayed to the indexing op-
erator.

Field Order 

When an operator indexes a document, the index fields will display in 
the same order as they appear in the Index Field Name list. Use the 
Move Up and Move Down buttons to change a field’s position in the list. 
Reset the field names to the original position with the Reset Order but-
ton. 
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To configure the options for an index field, select an index field from the 
list of names, then click the Configure button to display the options. 
The available options are described below.

Field Properties - General Tab Options

Display Name 

The name you want to display to the index operator when indexing. For 
example, if an index field has a title of NAME_LAST you may want to 
change the name to a more meaningful title such as Client Last Name. 
If the name from the document class is acceptable, you don't need to 
change it. 
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Page 

The page to display to an index operator when indexing the selected 
index field. Entries can include: 1, 2, 3, and so on, BATSEP, DOCSEP. 
The Page field is used with Show Page In Viewer, and is only active 
when Show Page in Viewer is selected, and a sample page is in the 
settings collection. For more information about sample pages, see 
“Procedures” on page 75. 

Show Page In Viewer 

Select Show Page in Viewer to display the page specified by the Page 
option in the viewer. When Show Page In Viewer is cleared, the first 
page of the batch or document is displayed until indexing is done. A 
sample page must be in the settings collection for this field to be active. 
For more information about sample pages, see “Procedures” on 
page 75. 

Field Properties - Input Masks Tab Options 

An index mask defines the acceptable formats for the index values en-
tered during manual or automatic indexing. 
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For information about the relationship between input masks and the 
various index field types (string, numeric, and so on), see “Index Fields 
and Input Masks” on page 192. 

Default Field Value 

The default value you want to use for a field (that is, the value that ap-
pears in the index field when the index operator starts indexing the 
document). An operator can change this value during indexing, if nec-
essary. 

Disable Manual Entry Into This Field 

If you do not want the index operator to be able to enter index values in 
the field, select this box. The index field will show the text contained in 
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the field, but will not accept input. This option is often used for fields 
that are configured for automatic indexing. 

Note that this field is not available in Index Verify.

Enable Length Validation 

Use Enable Length Validation to enable length checking for the index 
field. When this option is selected, the values entered by the index op-
erator must match the length specified in the input mask. For example, 
a numeric mask of ###-##-#### has 12 characters, so the index opera-
tor must type 12 characters before the operator can move to the next 
index field. 

Input Mask Name 

The Input Mask Name shows a short description of the input mask 
available for use with the Input Field Name. 

Select the mask from the Input Mask Name list. The format of the input 
mask displays in the Input Mask field. 

Selecting a special numeric mask activates the Special button. Special 
numeric masks are only available on Image Services and Content En-
gine libraries. See also “Special Masks (IS and CE only)”.

Input Mask 

The Input Mask field shows the input mask associated with the Input 
Mask Name selected. 



Index

Index Control Properties: Field Tab Options

August 2005 Capture Administrator's Guide 173

Special Masks (IS and CE only)

The Special button displays the Special Numeric Properties dialog box. 
See also “Special Numeric Options (IS and CE Only)” on page 200. 

Note The Special button is active when a special numeric mask is selected 
for a numeric or string field. 

Century (IS and CE Only)

The options for Century are Current or Specify. 

• Select Current to use the current century prefix based on the sys-
tem date of the workstation. 

• Use Specify to configure the century prefix that will display to an in-
dex operator. The range of values is 1600 to 2200. 

You can use a four-digit year format or a two-digit year format: 

• When you are using a four-digit format, the Century section is 
grayed out and not functional. 

• When you are using a two-digit format, Century provides century 
prefixes for two-digit year date masks only. 

For more information about Century, see “Date Fields” on page 201. 

Note Content Services systems support only 4-digit year formats, so century 
specification options are not applicable.
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Input Mask Currency Options (IS Only)

Use the Special button to access the following options for Currency 
masks.

Note See also the sections titled “Numeric Field Input Masks” on page 198 
and “Special Numeric Options (IS and CE Only)” on page 200 for addi-
tional information on input mask configuration.

Monetary Symbol Enter the monetary symbol used with the selected index field. 

Thousands Delimiter Enter the thousands delimiter used with the selected index field. 

Separator Character Enter the character used to separate dollars from cents.

Leading Pad Character Enter the characters to use to left pad numbers that require padding.

Enable Leading Zero 
Before Separator 

Select this option to use leading zeros before the separator. 

Enable Separator Line 
During Input 

Select this option to use a separator line during input. 

Sign Format - Positive 
Number 

Select the format for positive numbers for this index field. 

Format - Negative Number The format for negative numbers for this index field. 

Max Digits - Before 
Separator 

Select the maximum number of digits before the separator for this index 
field using the arrow buttons.

Max Digits - After 
Separator 

The maximum number of digits after the separator for this index field. 
Click the up arrow to increase the value. Click the down arrow to de-
crease the value. 

Accept Zero Value When 
Field is Required 

Select this option to allow the index operator to enter a zero value in the 
selected index field, even though the field is required. 
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Field Properties - Autoindex Tab Options 

The options on this tab control how Capture can obtain index values 
from a document automatically. The options are described below. See 
also “Auto Indexing” on page 207 for examples.

Page 

Use Page to select the page number to search for the automatic index-
ing values. Bar codes are often used for automatically adding index 
values. 

Select a page number or name from the list. Possible entries include: 
1, 2, 3, and so on, BATSEP, DOCSEP. (Note that you must also run 
Event Activator to enable separator pages, such as BATSEP and 
DOCSEP.) Page works together with the following: Source Group, 
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Source Name, Substring, Substring Length and Autoindex String 
(through the Append Autoindex String button). 

A sample page must be present in the settings collection for this field to 
be active. For more information about sample pages, see “Procedures” 
on page 75. 

Source Group 

Use Source Group to select group properties for building the Autoindex 
String. Group is the leftmost column under Properties on a given 
page's Attribute tab. 

A sample page must be present in the settings collection for this field to 
be active. For more information about sample pages, “Procedures” on 
page 75. 

Source Name 

Use Name Group to select name properties for building the Autoindex 
String. Name is the middle column under Properties on a given page's 
Attribute tab. 

A sample page must be present in the settings collection for this field to 
be active. For more information about sample pages, see “Procedures” 
on page 75. 

Substring 

Use Substring to specify the starting character of the substring to use 
for automatic indexing. For example, a bar code you want to automati-
cally index has the text string SSN#379-78-3244. You want automatic 
indexing to ignore the first 4 characters, SSN#, and autoindex only the 
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number itself. You would set the Substring Start field to 5, which is the 
start of the number you want to automatically put into the index field. 
This field is used with Substring Length below. Substring Start uses a 
starting offset of 1, not zero. 

A sample page must be present in the settings collection for this field to 
be active. For more information about sample pages, see “Procedures” 
on page 75. 

Substring Length 

Use Substring Length to specify the length of the substring to use for 
automatic indexing. The maximum length of an index substring is 239 
characters. For example, a bar code you want to automatically index 
has the text string SSN#379-78-3244. As specified in Substring Start, 
the automatic index function starts with the fifth character in the string, 
which is the number 3, the first character of the Social Security Num-
ber that you want to autoindex. Substring Length indicates how many 
characters autoindex should collect. In this example you would set 
Substring Length to 11. That is because 11 is the total number of char-
acters in the string, the 9 digits of the Social Security Number plus the 
2 hyphens used as separators. This field is used with Substring Start 
above. Substring Start using a starting offset of 1, not zero. 

A sample page must be present in the settings collection for this field to 
be active. For more information about sample pages, see “Procedures” 
on page 75. 

Autoindex String 

Use this field with Page, Source Group, Source Name and the Append 
Autoindex String button to build autoindex strings. You can edit the 
strings you create in this field. 
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Click the Append Autoindex String button to copy the page, highlighted 
attributes from the Source Attribute Group and Source Attribute Name 
fields to the Autoindex String field, and build autoindex strings. For ex-
ample, when you select a page, a name or group property, and click 
Append Autoindex String, the group or name you highlighted is copied 
to the Autoindex String field. Continue selecting page, group and name 
properties, and clicking the Append Autoindex String button until you 
have built the desired autoindex string.

To remove an attribute or property from the Autoindex String field, se-
lect the item you want to remove and press the Delete key.

Field Properties - Validation Tab Options 
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Enable 

Select Enable to activate the Range Validation and Menu Validation 
(IS and CE Only) options. When Enable is selected, you can select and 
configure Range Validation or Menu Validation, and this validation fea-
ture will be active during indexing. 

When Enable is cleared, you cannot configure range or menu valida-
tion, and neither of these features will be available during indexing. 

Range Validation 

Select Range Validation to check that a given property entry be:

• At least a minimum value

• At most a maximum value

• Within minimum and maximum values

You must select Enable to configure the Range Validation options. 
Only one type of validation can be performed for a given index field. 
When you select Range Validation, the minimum and maximum op-
tions are available, and the Menu Range list and options are disabled. 
Selecting a value option opens its text entry field for input. 

Note For Content Engine (CE) libraries, if the range of values is completely 
defined on the library (both a minimum and maximum are configured) 
then Menu Validation is always disabled within Capture.

Minimum Value 
To specify a minimum value for a property field, select Minimum Value 
and type the minimum value in the text entry field.
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Maximum Value 
To specify a maximum value for a property field, select Maximum Value 
and type the maximum value in the text entry field.

Range of Values 
To specify a range of values for a property field, select Minimum Value 
and Maximum Value, then type the minimum and maximum values in 
the respective text entry fields. 

When the index operator clicks either the Apply or OK button, and the 
index field is configured for range validation, Capture checks the data 
entered based on field type: 

• For numeric fields, the value entered is checked to see if it is a valid 
numeric value. 

• For string fields, the value is checked to see if it matches the mask 
specified in the Input Masks tab. 

• For date fields, the date is checked to see if it matches the mask 
specified in Input Masks tab.

When the index operator types a value that is greater than or less than 
the range specified, an error message appears, and the value must be 
re-entered. 

Menu Validation (IS and CE Only)

Use menu validation to define a list of values for an index field. When 
an index field on Capture is configured for menu validation, the index 
operator must select the values for that field from the provided list. You 
define menus using Menu Validation on the Validation tab.

Select Enable to configure Menu Validation. 
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When you specify menu validation for an index field, unlike a menu 
field type, Capture does not indicate a menu field type in the Type field 
on the General tab of the Field Properties dialog box. A field defined for 
menu validation shows the actual type of the field. For example, a 
string field displays the value STRING in the Type field. 

To verify that an index field will use a menu created using the Menu 
Validation options, check that Enable is selected, and Menu Validation 
is selected and configured on the Index Field Properties Validation tab. 

Only one type of validation can be performed for a given property field. 
When you select Menu Validation, Range Validation options are dis-
abled. 

The columns in the Menu Range list are Display Value and Stored 
Value. The displayed value shows in the menu. The stored value is 
stored in the index database. 

To build a list of entries, use the Add, Modify, or Delete buttons. 

When indexing a field, the index operator can select from the list or 
type an entry from the list. The function is similar to a menu field. The 
index operator can type the display value. The software checks the dis-
played values to make sure there are no duplicates, and that the val-
ues are not longer than the maximum field length. Also, if the field is 
defined as all uppercase, the values are made uppercase.

Capture supports menu validation on IS and CE libraries, which has 
similar function and effect to menu type fields. The key difference is 
that menu validation is configured using the Capture settings collec-
tion. No library configuration changes are required to use Capture 
menu validation. 
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Notes • If a specific property field is associated with a choice list on the 
Content Engine library, Menu Validation is disabled and the Valida-
tion tab is grayed out. If the property field is not associated with a 
choice list, Menu Validation is available.

• If the menus for the specific property field are set up on an Image 
Services library, Menu Validation can still be set on Capture to 
override the IS library settings. 

Display Value 

Select an entry in this field. Once you select an entry, you can insert, 
modify, or delete the entry. The entries in the Display Value column are 
shown to the index operator. 

Stored Value 

The entries in the Stored Value column are stored in the index data-
base. 
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Index Control Properties: Display Preferences Tab Options

Capture displays the index viewer and index fields of a workstation in 
one of four ways, as shown in the following illustrations:

• “Viewer and Input Field Embedded” on page 184

• “Viewer in Separate Window” on page 185

• “Input Field in Separate Window” on page 186

• “Viewer and Input Field in Separate Windows” on page 187

See also “Index-Only Station” on page 411 for more information about 
configuring the display options for an index-only workstation. 
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Viewer and Input Field Embedded 

Viewer Index Fields
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Viewer in Separate Window 

Index
Fields

Viewer
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Input Field in Separate Window 

Viewer

Index Fields
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Viewer and Input Field in Separate Windows 

Viewer

Index
Fields
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Index Control Properties: Index Shortcuts Options 
Capture provides keyboard shortcuts to speed up indexing for opera-
tors. You can customize the shortcuts assigned to each task. 

Available commands appear in the Commands list in alphabetical or-
der. When you select a command from the list, the shortcut key or keys 
that activate the command appear in the Current shortcut keys field, 
and a brief description of what the command does appears in the De-
scription field.

You can add new shortcuts, remove shortcuts, and reset all shortcuts 
back to the defaults. 
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• To remove a shortcut, select the command from the list then click 
the Remove button to remove the shortcut assignment.

• To add a new shortcut, select the command from the list, then click 
the New Shortcut button to display the Assign New Shortcut dialog 
box. Press the keys you want to assign to the command, and then 
click the OK button.

Storage of Index Shortcut Options 

Index shortcuts are saved on the workstation in the Windows registry, 
and by Windows logon name. Changes to index shortcuts must be 
configured for each Windows logon name on a workstation. 

Enter new 
keystrokes that 
activate the 
command

Command 
selected
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Default Index Shortcuts 

The following shortcuts are defaults in Capture.

Function Command Shortcut

Clear all field values ClearAllFields Shift + F2

Clear current field value ClearField F2

Move to first index field MoveToFirstField Ctrl + Home

Move to last index field MoveToLastField Ctrl + End

Move to next index field MoveToNextField Down or Tab

Move to next index field but process document 
on the last field

MoveToNextFieldEx Enter

Move to previous index field MoveToPreviousField Shift + Tab or Up

Move to the next document in the list view NextDocument F3

Move to the next document in the list view that 
has not been indexed

NextDocumentEx Ctrl + F3

Move to the previous document in the list view PreviousDocument Shift + F3

Move to the previous document in the list view 
that has not been indexed

PreviousDocumentEx Ctrl + Shift + F3

Process the document using the current index 
values

ProcessDocument Shift + Enter

Set all date fields to today’s date SetAllDateFieldsToCurrent Ctrl + Shift + D

Set all fields by priority (that is, “stored,” “auto-
index,” or “default”)

SetAllFieldsByPriority Shift + F10

Set all fields to autoindex values SetAllFieldsToAutoindex Shift + F8

Set all fields to their default values SetAllFieldsToDefaults Shift + F7

Set all fields to their initial values SetAllFieldsToInitial Shift + F6

Set all fields to their previous validated values SetAllFieldsToPrevious Shift + F4
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Set all fields to the same values entered on the 
last processed document

SetAllFieldsToSameAsLast Shift + F5

Set all fields to values stored in the Repository SetAllFieldsToStored Shift + F9

Set current century SetCurrentCentury Ctrl + Shift + C

Set current field by priority (that is, “stored,” “au-
toindex,” or “default”)

SetFieldByPriority F10 

Set current field to the autoindex value SetFieldToAutoindex F8

Set current field to today’s date SetFieldToCurrentDate Ctrl + D

Set current field to the default value SetFieldToDefault F7

Set current field to the initial value SetFieldToInitial F6

Set current field to the previous validated value SetFieldToPrevious F4

Set current field to the same value entered on 
the last processed document

SetFieldToSameAsLast F5

Set field to the value stored in the Repository SetFieldToStored F9

Function Command Shortcut



Index

Index Fields and Input Masks

August 2005 Capture Administrator's Guide 192

Index Fields and Input Masks
The library (IS, CS, or CE) provides index fields to Capture. The index 
fields are created and defined on the library when the library adminis-
trator creates the document class. The table below shows the available 
field types. 

Index Field Types and Input Masks 

Input masks, which are configured in Capture, can make the job of typ-
ing index values easier by defining the required format for the entry. In-
dex field types and input mask options are closely related. The 
available input masks are determined by the type of index field. 

String and numeric fields can use a number of common masks as well 
as special numeric options or custom masks. Date fields can use only 

Field Type Description For more information, see

String String type fields store identify-
ing names, or numbers or num-
ber and letter sequences. 
String values also store any in-
dex entries that do not fit into 
any other category. 

“String Fields” on page 195

Numeric Numeric type fields store num-
bers or monetary amounts. 

“Numeric Fields” on 
page 197

Date Date type fields store date in-
formation only. 

“Date Fields” on page 201

Menu Menu type fields contain a list 
of possible entries. 

“Menu Fields” on page 205

Boolean
(CE only)

A field type that can be only 
True or False. A field is defined 
as Boolean on the CE library. 

“Boolean Fields (CE Only)” 
on page 206
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date input masks. Menu fields from the library do not use masks. In 
Capture, menu fields can be defined using the Menu Validation op-
tions.

The next table shows the relationship between the field type and avail-
able Capture input masks. 

Capture input masks should be configured to match the output masks 
that are defined on the library. The User Index report contains informa-
tion about the output masks defined on the library. For more informa-
tion, see “User Indexes Report” on page 58. 

Field Type Capture 
Input Mask

For Input Mask Information, See

String String “String Field Input Masks” on 
page 196

Special Numeric “Special Numeric Options (IS and 
CE Only)” on page 200

Custom “Custom Input Masks” on page 205

Numeric Numeric “String Field Input Masks” on 
page 196

Special Numeric “Special Numeric Options (IS and 
CE Only)” on page 200

Custom “Custom Input Masks” on page 205

Date Date “Date Field Input Masks” on 
page 201

Menu N/A “Menu Fields” on page 205
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Also, it is helpful to know how the output masks on viewing or retrieval 
stations will be configured so you can coordinate library output masks 
with Capture input masks. 

Maximum Length of an Input Mask 

The maximum length of an input mask is determined by the index Max-
imum Size field on the library. A Capture input mask can be the same 
number or fewer characters than the maximum defined on the library. 

For most input masks, the Capture Input Mask field is disabled, how-
ever the following can be edited: 

• Uppercase Alphanumeric 

• Uppercase ASCII 

• Custom 

Only certain characters can be used in input masks that can be edited. 
For more information, see “Input Mask Syntax” on page 205. 

The next table shows the relationship between the library’s Maximum 
Size field and an editable Capture input mask.The table shows the 
mask for the input mask named Uppercase ASCII. 

Library 
Maximum Size

Capture Input 
Mask

Mask
Size

Comment

10 uuuuuu 6 OK. Library size is greater than the 
mask size. 
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Note If an output mask is defined in the document class, the Capture input 
mask must match the output mask. 

Before configuring index fields in Capture, make sure that the index 
mask on the library allows you to apply the desired index mask in Cap-
ture. In most cases you cannot change index settings on the library 
once they have been configured. 

Note If you limit your masks to uppercase within the IS, you will not see low-
ercase masks within Capture. When configuring the masks on the li-
brary, ensure compatibility with your Capture requirements. For 
example, if the index properties for an index created by Xapex (on the 
IS) has “Convert to Upper Case Letters” set to “YES,” then only the two 
upper-case character index masks will be available within the Capture 
Index component. If it is set to “NO,” all input masks will be available. 
For further information, refer to the Xapex documentation.

String Fields 

String fields store identifying letters or letter and number sequences 
(such as names and account numbers). They can also store other val-
ues that do not fit cleanly into the other field type categories, such as 

10 uuuuuuuuuu 10 OK. Library size and mask size are 
equal. 

6 uuuuuuuuuu 10 Error. Library size is less than the 
mask size. Configuration of the in-
dex field cannot be saved.

Library 
Maximum Size

Capture Input 
Mask

Mask
Size

Comment
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part numbers. Generally, the values in a string field cannot be used in 
calculations. 

Suggestion Use the string type index field for any value that will not be used in sub-
sequent calculations. Use a numeric type index field only if you need to 
store the value as a specific number for later calculations. For example, 
use the string type index field for phone number fields, social security 
numbers, or other identifying numbers.

There is more flexibility and less processing overhead associated with 
string fields than with numeric fields. 

A string type field can contain from 1 to 239 characters. 

You cannot run batch totals on a string even if all of the characters in 
the string are numerals.

String Field Input Masks 

String input masks are often used for customer names, city names, 
state abbreviations, social security numbers, telephone numbers, time, 
and zip codes.

You can apply a Capture input mask only to an index field that was al-
ready defined as a String type index field on the library. The Input Mask 
field is a display only field, and the mask cannot be changed here. 
String input masks cannot be used for calculations. 
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Input Mask Name and Input Mask (Strings)

Numeric Fields 

Numeric field types store numbers, such as a count of items or mone-
tary amounts. Numeric field types are often defined with special nu-
meric properties. Numeric properties can be used in many types of 
calculations. 

Input Mask Name Input Mask Display Example

Upper-case (any alphanumeric 
input only)

freeform letters and/or numbers 
(numbers and letters only)

3565 HARBOR BOULEVARD

Upper-case (any ASCII input) freeform ASCII characters (in-
cludes numbers, letters, and 
special characters)

CAPTURE@FILENET.COM

Age ### 59

Default STRING Input Mask &&&&&&&&&& Costa Mesa

Phone Number ###-#### 966-3400

Phone Number 2 (w/ Area 
Code)

###-###-#### 714-966-3400

Phone Number 3 (w/ Area 
Code)

(###)###-#### (714)966-3400

Social Security Number ###-##-#### 579-46-2134

State (Abbr.) UU CA

Time (12 hour clock) ##:## 10:42 AM

Time (24 hour clock) ##:## 22:57

Zip Code ##### 92626

Zip Code + 4 #####-#### 92626-4739
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Note We recommend you use string index fields for any value that will not be 
used in subsequent calculations. Use a numeric type index field if you 
need to store the value as a specific number for later calculations. For 
example, use a string index field for phone numbers, social security 
numbers or other identifying numbers.

A numeric index value can, when input, have a maximum of 30 charac-
ters. On output, it can also contain commas, a plus or minus sign, and 
a dollar sign, depending upon the output mask of the displaying work-
station and program. At input, a plus or minus sign can be used only at 
the beginning of a number. 

Values entered in a numeric field will be available for use in calcula-
tions. You can run batch totals only on a numeric field. 

Numeric Field Input Masks 

Numeric fields can be configured with the numeric input masks in the 
input mask list. 

You can apply a Capture numeric input mask only to an index field that 
was already defined as a Numeric type index field on the library. For 
the provided input masks, the Input Mask field is a display only field, 
and the mask cannot be changed here. Numeric input masks can be 
used for calculations. 
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Input Mask Name and Input Mask (Numeric)

Input Mask Name Input Mask Display Example

Age ### 59

Default NUMERIC ######### 123456789

Default Input Mask FFFFFFFFFFFFFFFFFFFFFFF

Phone Number ###-#### 966-3400

Phone Number 2 (w/ Area 
Code)

###-###-#### 714-966-3400

Phone Number 3 (w/ Area 
Code)

(###)###-#### (714)966-3400

Social Security Number ###-##-#### 579-46-2134

State (Abbr.) UU CA

Time (12 hour clock) ##:## 10:42 AM

Time (24 hour clock) ##:## 22:57

Zip Code ##### 92626

Zip Code + 4 #####-#### 92626-4739
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Special Numeric Options (IS and CE Only)

Special numeric masks are most often defined for fields that contain 
monetary values. These options are usually used with numeric fields. 
They can also be applied to string fields but this is not recommended. 
Special numeric options are only available with certain index masks, 
including Special Numeric and Currency. The use of most of the num-
ber and monetary symbols are workstation and locale dependent. All 
configurations apply to the index field selected. 

Option Description Selection Example

Monetary Symbol The monetary symbol to use. $ (dollar sign) $ 100

Thousands Delimiter The thousands delimiter to use. , (comma) $ 1,000 

Separator Character The character to separate dollars from cents. . (period) $ 100.00

Leading Pad 
Character

The characters to use when left padding 
numbers.

(blanks) (blanks)

Enable Leading Zero 
Before Separator

Use leading zeros before the separator. selected $ 00123

Enable Separator Line 
During Input

Use a separator line during input. selected

Positive Number The format for positive numbers. $ 1 $ 400

Negative Number The format for negative numbers. ($1) ($400)

Before Separator The maximum number of digits before the 
separator.

5 $ 12,345

After Separator The maximum number of digits after the 
separator. 

2 $ 100.12

Accept Zero Value 
When Field Is Re-
quired

When selected, the index operator can type a 
zero value in the selected field, even though the 
field is required.

selected $ 0
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Date Fields 

Date field types can only be used for certain kinds of calculations. 

Note Content Services libraries support only 4-digit year formats. Two-digit 
years are converted to a 4-digit format.

Date Field Input Masks 

Date input masks include common American and European date for-
mats; all the formats supported by the Windows operating system. In 
addition, a Julian date format is available. 

You can apply a Capture date input mask only to an index field that 
was already defined as a Date type index field on the library. For the 
provided input masks, the Input Mask field is a display only field, and 
the mask cannot be changed here. Date input masks can only be used 
for certain kinds of calculations. 

The dates in the list on a given computer are operating system and lo-
cale dependent. Some common formats are shown below.
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Input Mask Name and Input Mask 

Current Century (IS and CE Only)

The Current Century field provides century prefixes for 2-digit year 
dates. The Current Century field is required for 2-digit year date masks 
and disabled for 4-digit year date masks.

Use the Current Century (IS and CE Only)
To use the current century, select Current Century. When selected, a 2-
digit date mask uses the current century prefix based on the system 
date of the workstation. For example, between the years 1900 and 
1999, the century prefix is 19. From the year 2000 to the year 2099, the 
prefix is 20. The current century automatically changes from 1900 to 
2000 when the system date changes to 1 January 2000. When 
checked, the current century is always used, and Capture ignores any 
values in the specified century field. 

Specify a Century (IS and CE Only)
To use a specific century, clear Current Century and select a century 
from the list. When Current Century is cleared and a century value se-
lected in the specified century field, Capture uses the specified century 
prefix. For dates between 1900 and 1999, configure this field with the 

Input Mask Name Input Mask Example

dd-MMM-yy ##-ULL-## 11-Oct-98

MM/dd/yy ##/##/## 10/11/98

MM/dd/yyyy ##/##/#### 10/11/1998

yy/MM/dd ##/##/## 98/10/11

yyddd ##### 98284

yyyy/MM/dd ####/##/## 1998/10/11
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4-digit century 1900. The Capture Index component displays and uses 
the 2-digit century prefix 19 in the input mask. For dates between 2000 
and 2099, configure this field with the 4-digit century 2000. The Cap-
ture Index component displays and uses the 2-digit century prefix 20 in 
the input mask.

Change Century When Indexing (IS and CE Only)
At index run time, to change a previously defined century in an index 
entry field, place the cursor in the date field and press Ctrl - Shift + C to 
open the Change Century dialog box. Select the desired 4-digit cen-
tury (1900, 2000) from the list and click OK. The Capture Index compo-
nent displays and uses the 2-digit century prefix (19, 20) in the input 
mask. 

Date Field Data Entry Considerations 

Date Fields and Century Compliance (IS and CE Only)

For date masks with two-digit year fields, the Index component prefixes 
the century to the date mask. The index operator can see the century 
in the index entry field at index time. For example, the Capture admin-
istrator specifies the date mask as mm/dd/yy, and the Current Century 
field as 1900. The index field uses the date mask mm/dd/19yy at index 
run time. The index operator types the two-digit month, day, and year. 
As the index operator types, the Index component enters the digits for 
month, day, skips over the century digits, and enters the year. The in-
dex operator cannot backspace to edit the century portion of the year. 

If the index operator wants to use a different century than is specified, 
the index operator can press a keyboard shortcut (Ctrl - Shift + C). This 
action opens the Change Century dialog box where the index operator 
can select the desired century. 
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The Ctrl - Shift + C shortcut and Change Century dialog box are avail-
able only on a date field where a valid date has been entered. The 
Change Century dialog box is not available for any other kind of field. 
Neither is it available if a date has not been entered, since there is no 
date to change. In the Change Century dialog box, the focus is placed 
initially on the list box, so the index operator does not need to use the 
mouse.

Date Index Fields in the Same Century (IS and CE Only)

For date index fields that will always be in a given century, you can use 
a two-digit year mask (YY). You must configure the appropriate cen-
tury. The mask displays the appropriate century in the input mask. For 
example, mm/dd/19yy.

Date Index Fields in Different Centuries (IS and CE Only)

For date index fields that may be in different centuries, such as birth 
dates, you should use a four-digit year mask (YYYY). The ISO stan-
dard four-digit year mask, yyyy/mm/dd, will always be available regard-
less of locale. 

If you prefer to use a two-digit year mask to speed data entry, then the 
index operator will need to use the Change Century dialog box when-
ever the desired century is different from the displayed century. The 
Change Century dialog box is opened with the Ctrl - Shift + C keyboard 
shortcut.

Date Index Fields and Reindexing (IS and CE Only)

When the index operator is re-indexing a document that has an al-
ready-indexed Date field with a value, such as 1999, then that century 
(1900) is retained even with a two-digit year mask and a current cen-
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tury of 2000. For example, a normal century mask of mm/dd/20yy will 
display as 12/25/1999 if that is the already-indexed date value. The in-
dex operator cannot backspace to edit the century portion of the year. 
However, the index operator can press the Ctrl - Shift + C keyboard 
shortcut to change the century. 

Menu Fields 

Input Masks are not supported for Menu type index fields. In Capture, 
you cannot make changes to the menu items. Changes must be made 
on the library.

For more information, see “Menu Validation (IS and CE Only)” on 
page 180. 

Custom Input Masks

Use custom input masks when none of the provided input masks 
match the format of the index value you want to enter. 

Custom input masks can be used with String and Numeric type fields. 
When Custom is selected, the Input Mask field is active, and you can 
type the mask characters you want. 

Input Mask Syntax 

Char. Function Comment

# Digit placeholder Field accepts 0 to 9

& Character placeholder Field accepts any ASCII charac-
ter

A Alphanumeric placeholder Field accepts a to Z and 0 to 9
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Note Literal characters are stripped when a document is committed to the li-
brary.

Boolean Fields (CE Only)

Boolean field types store only True or False. You can apply a Capture 
Boolean input mask only to an index field that is defined as a Boolean 
type field on the Content Engine (CE) library. 

An input mask is not required for a Boolean field, but you can configure 
a default value.

? Alphabetic placeholder Field accepts a to Z

U Forces upper-case letter Field accepts only A to Z input

L Forces lower-case letter Field accepts only a to z input

u Forces upper-case letter Field accepts any ASCII input, in-
cluding some special characters

l Forces lower-case letter Field accepts any ASCII input, in-
cluding some special characters

F Floating point placeholder +, -, 0 to 9, '.'

\ Use next character as a 
literal 

Used to insert one of the above 
as a literal character. Use \\ to in-
sert a literal backslash

literal A character that displays as is in 
the input mask. Any character 
except the special characters 
listed above.

The special characters above are 
not literals and will not display as 
is.

Char. Function Comment
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Auto Indexing 
Auto indexing is the process of acquiring index information directly dur-
ing the capture process and placing it in the index database, eliminat-
ing manual index entry. You may not be able to automatically collect 
values for every index field of every document class you wish to store 
in the index database. 

Any property available to the Index component can be used in auto-
matic indexing. Bar codes, Zonal OCR data, or external index files 
(FNA files) are the primary sources of text string values for automati-
cally adding index values. The key properties obtained from the sam-
ple pages are: 

Kodak image address properties are another source for automatic in-
dexing values. 

If you can put a value into the object properties of a document, that 
value can be automatically indexed. 

Index Field Order and Index Value Order 

The order of the bar codes on the page or lines in the index file is taken 
directly from the order in the source page or file. Design the source 
pages or files to contain the values in the same order as the document 
class index field order. Employing the same order in the source as in 

Source Property

Bar code Barcode.Text[0-63].value

FNA file UserDefined.Value1-32.value

Zonal OCR UserDefined.OCRValue[n].value
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the document class helps eliminate mismatches between the entry 
field and the values. 

The relationship of bar codes on a paper page to the index fields in a 
document class might be:

Or, the relationship of text lines in an index file to index fields in a docu-
ment class might be:

When the fields are aligned as in the examples above, the value from 
the source can be automatically entered into each index field in its 
proper turn. The next example shows values and index fields properly 
matched.

Bar Code Order Index Field Order

Bar Code 1 Index Entry Field A

Bar Code 2 Index Entry Field B

Bar Code 3 Index Entry Field C

Line Order Index Field Order

Line 1 Index Entry Field A

Line 2 Index Entry Field B

Line 3 Index Entry Field C

Bar Code / Line Value Index Field Name Index Field Value
Smith Last Name Smith
Lawn First Name Lawn
1234567 Account number 1234567
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However, if a bar code or other attribute value is missing from the 
source page or file, subsequent values will be put into the wrong field. 
The next example shows what happens when the second bar code is 
missing. 

Mixing Automatic and Manual Indexing Methods 

You can mix automatic and manual index methods in the configuration 
of a settings collection. You may want to group automatic and manual 
index fields together to simplify keyboard input. 

Dates and Automatic Indexing 

Date fields obtained from bar codes or index files are stored as strings. 
When bar codes or index files are used for automatic indexing, the 
date mask format of the bar code or index file must be the same as the 
format in the date field. So, when preparing bar codes or index files for 
automatic indexing, use bar code or index file date formats that are 
supported by Capture and use a four-digit year format.

If a two-digit year format is used in a bar code or index file, the century 
selected for the date field applies to the date. This is true whether the 
century is the default current century or a specified century. 

For more information about date fields and the century fields, see 
“Date Fields” on page 201 and “Century (IS and CE Only)” on 
page 173. 

Bar Code Value Index Field Name Index Field Value
Smith Last Name Smith
1234567 First Name 1234567

Account number
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Displaying Pages While Indexing 
There are several ways you can configure pages to display in the 
viewer when an operator is indexing. 

Browsing Only 

Use Enable Browsing of Document in the Viewer when you do not 
know which page contains the data to be indexed. This option (on the 
General tab) enables browsing of the document in the viewer when in-
dexing. The index operator can browse through the pages of a docu-
ment to find the data to put in an index entry field. 

Specified Page Only 

When you know which page contains the index data, use the Page and 
Show Page In Viewer options. This method eliminates the need to load 
the whole document into the viewer. As the index operator tabs to the 
index field, the specified page displays in the viewer. When the page is 
displayed, the user cannot browse to another page using the viewer 
controls. 

Browsing and Specified Page 

When both Enable Browsing of Document in the Viewer and Show 
Page In Viewer are used, the first page of the document is loaded and 
displayed in the viewer. The operator can also browse the document. 
You can configure a specific page to display for a particular index entry 
field so that when the operator tabs to the field, the specified page dis-
plays in the viewer.
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Configure the Display Order of Index Fields 
To configure the display order of the index fields, it helps to know the 
following information: 

For a blank copy of this worksheet, see “Index Name Display Order 
Worksheet” on page 688. 

1 Select the repository and settings collection you want to configure from 
the Config \ Settings folder.

2 Click Tools, Configure, Index, Field, in the main menu bar to display the 
Index Control Properties dialog box. 

Configuration Item Value

Repository Name Taos

Settings Collection Name Med_Claim_st

Index Field Order vendorno

ponum

invdate
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3 Select an action: 

• To move the index name up one line in the list, select an index field, 
and then click the Move Up button. Click the button as many times 
as needed to place the index name in the desired position. 

• To move the index name down one line in the list, select an index 
field, and then click the Move Down button. Click the button as 
many times as needed to place the index name in the desired posi-
tion. 

• To return the index names to this session's original positions, click 
the Reset Order button.

4 Click OK. 

Select a field

Select an action

Click OK
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Configure General Options and Display Preferences 
To configure the Index component General and Display Preference 
tabs, you need to know: 

For a blank copy of this worksheet, see “Index General Options and 
Display Preferences Worksheet” on page 689. 

Configuration Item Example Value

Repository Name Taos

Settings Collection Name Med_Claim_st

Field Initialization Set Fields By Priority 
selected 

Process Documents Using Initial Val-
ues Above (I.E., Without User Input)

cleared 

Enable Browsing Of The Document In 
The Viewer

selected 

Display Preference Option Viewer And Input Field 
Embedded selected 
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1 Select the repository and settings collection you want to configure from 
the Config \ Settings folder.

2 Click Tools, Configure, Index in the main menu bar to display the Index 
Properties, General dialog box.

3 Select a Field Initialization option. For more information, see “Set 
Fields By Priority” on page 166, and “Default, Auto Index, or Stored 
Values” on page 166. 

4 If you are doing fully automated indexing, select Process Documents 
Using Initial Values Above. For more information, see “Process Docu-
ments Using Initial Values Above (i.e., Without User Input)” on 
page 167. 

Select a Field 
Initialization option

Select only for fully 
automated indexing

Select this option to 
enable browsing
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5 Select Enable Browsing Of Document In The Viewer. For more infor-
mation, see “Enable Browsing of Document in the Viewer” on 
page 167. 

6 Select the Display Preferences tab, select a display preference, and 
click OK. For more information, see “Index Control Properties: Display 
Preferences Tab Options” on page 183. 

Select a display option

Click OK
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Configure General Properties of an Index Field
To configure the Index component Field Properties, General tab, you 
need to know: 

For a blank copy of this worksheet, see “General Index Field Work-
sheet” on page 690. 

1 Select the repository and settings collection you want to configure from 
the Config \ Settings folder.

2 Click Tools, Configure, Index, Field, in the main menu bar to display the 
Index Control Properties dialog box. 

Configuration Item Example Value

Repository Name Taos

Settings Collection Name Med_Claim_st

Index Field Type String

Index Field Name Name_Last

Display Name Client Last Name 

Page 1

Show Page In Viewer selected 
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3 Select the field you want to configure and click the Configure button to 
display the Field Properties, General tab. 

Select a field

Click Configure
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4 If you want the title of the index field to display a name different from 
the document class index name, type a display name. For more infor-
mation, see “Display Name” on page 169. 

5 Select Show Page In Viewer to display a page when indexing. Used 
with the Page field. For more information, see “Show Page In Viewer” 
on page 170. 

6 Select the page containing the index value in the Page field. Used with 
the previous field. For more information, see “Page” on page 170. 

7 Click OK. 

Type a display 
name, if desired

Select the page to 
display

Select this option to 
display a page when 
indexing

Click OK
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Configure an Input Mask
To configure the Index component Field Properties, Input Masks tab, 
you need to know: 

For a blank copy of this worksheet, see “Input Mask Worksheet” on 
page 691. 

1 Select the repository and settings collection you want to configure from 
the Config \ Settings folder.

2 Click Tools, Configure, Index, Field, in the main menu bar to display the 
Index Control Properties dialog box. 

Configuration Item Example Value

Repository Name Taos

Settings Collection Name Med_Claim_st

Index Field Type String

Index Field Name Name_Last

Default Field Value not used in this example 

Disable Manual Entry into this Field cleared 

Enable Length Validation not used in this example 

Input Mask Name Upper-case (any ASCII 
input)

Input Mask uuuuuuuuuu
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3 Select the field you want to configure and click the Configure button to 
display the Field Properties, then select the Input Masks tab.

Select a field

Click Configure
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4 Type a default value in the Default Field Value field, if you wish. See 
also “Default Field Value” on page 171. 

5 If you do not want an index operator to change the autoindexed value, 
select Disable Manual Entry Into This Field. See also “Disable Manual 
Entry Into This Field” on page 171. 

6 To check the length of the value that was input by the index operator, 
select Enable Length Validation. See also “Enable Length Validation” 
on page 172. 

7 Select the input mask from the Input Mask Name field. The choices 
vary based on type of index field. See also “Input Mask Name” on 
page 172. Click OK. 

Type the default 
field value, if desired

Select the mask

Select only if 
automatically 
indexing the field

Select to enable 
length validation

Click OK
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Configure Range Validation 
To configure the Index component for range validation, you need to 
know: 

For a blank copy of this worksheet, see “Range Validation Worksheet” 
on page 693. 

1 Select the repository and settings collection you want to configure from 
the Config \ Settings folder.

2 Click Tools, Configure, Index, Field, in the main menu bar to display the 
Index Control Properties dialog box. 

Configuration Item Example Value

Repository Name Taos

Settings Collection Name Med_Claim_st

Index Field Type Numeric

Index Field Name Amount

Enable selected 

Range Validation selected 

Minimum Value 100

Maximum Value 500

Menu Validation not used in this example 

Menu Validation Values not used in this example 
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Select a field

Click Configure
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3 Select the field you want to configure and click the Configure button to 
display the Field Properties, General tab. 
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4 Select the Validation tab.

5 Select Enable. See also “Enable” on page 179. 

6 Select Range Validation. See also “Range Validation” on page 179. 

7 Select Minimum Value and type the minimum value in the field. 

8 Select Maximum Value and type the maximum value in the field. 

9 Click OK. 

Select Range 
Validation

Select Minimum 
Value and type the 
minimum value

Select Maximum 
Value and type the 
maximum value

Click OK

Select Enable
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Configure Menu Validation 
To configure the Index component for menu validation, you need to 
know the information in the following worksheets: 

For a blank copy of this worksheet, see “Menu Validation Worksheet 1” 
on page 694.

Configuration Item Example Value

Repository Name Taos

Settings Collection Name Med_Claim_st

Index Field Type String

Index Field Name State

Enable selected 

Range Validation not used in this example 

Minimum Value not used in this example 

Maximum Value not used in this example 

Menu Validation selected 

Menu Validation Values Fill in worksheet 
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For a blank copy of this worksheet, see “Menu Validation Worksheet 2” 
on page 695. 

1 Select the repository and settings collection you want to configure from 
the Config \ Settings folder.

2 Click Tools, Configure, Index, Field, in the main menu bar to display the 
Index Control Properties dialog box. 

Display Value Example Stored Value Example 

Alaska AK

California CA

Hawaii HI

Nevada NV

Oregon OR

Washington WA
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3 Select the field you want to configure and click the Configure button to 
display the Field Properties, General tab. 

Select a field

Click Configure
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4 Select the Validation tab.

5 Select Enable. See also “Enable” on page 179. 

6 Select Menu Validation. 

7 Click the Add button to display the Add Menu Item dialog box. See also 
“Menu Validation (IS and CE Only)” on page 180. 

Select Enable

Select Menu 
Validation

Click Add

Click OK
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8 Click OK to return to the Validation tab. 

9 Click OK to exit the Index Field Properties dialog box. 

Configure a Currency Field 
To configure a numeric index field for currency or other special numeric 
options, for each index field you need to know: 

Type Display Value 
and Stored Value

Configuration Item Example Value

Repository Name Taos

Settings Collection Name Med_Claim_st

Index Field Name Amount

Type Numeric

Display Name Amount

Input Mask Name Currency

Monetary Symbol $
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For a blank copy of this worksheet, see “Currency Index Field Work-
sheet” on page 696. 

1 Select the repository and settings collection you want to configure from 
the Config \ Settings folder.

2 Click Tools, Configure, Index, Field, in the main menu bar to display the 
Index Control Properties dialog box. 

Thousands Delimiter ,

Separator Character .

Leading Pad Character blank

Enable Leading Zero Before Separator selected

Enable Separator Line During Input selected

Sign Format — Positive Number $1

Sign Format — Negative Number ($1)

Max Digits — Before Separator 12

Max Digits — After Separator 2

Configuration Item Example Value
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Select a numeric 
field

Click Configure
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3 Select the field you want to configure and click the Configure button to 
display the Field Properties, General tab. 

Type is Numeric
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4 Select the Input Masks tab.

5 Select the Currency input mask from the Input Mask Name field, and 
click Special to display the Special Numeric Properties dialog box. For 
more information, see “Input Mask Name” on page 172. 

Select Currency

Click Special
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6 Configure the fields for the desired type of currency. For more informa-
tion, see “Input Mask Currency Options (IS Only)” on page 174. 

Reset Defaults 
Click this button to return to the values that were present when you be-
gan the session.

7 Click OK. 
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Configure an Index Field for Autoindexing 
To configure the Index component Field Properties, Autoindex tab, you 
need to know: 

For a blank copy of this worksheet, see “Automatic Index Worksheet” 
on page 692. 

1 Select the repository and settings collection you want to configure from 
the Config \ Settings folder.

Configuration Item Example Value

Repository Name Taos

Settings Collection Name Med_Claim_st

Index Field Type String

Index Field Name Name_Last

Page 1

Source Group Barcode

Source Name Text[0]

Substring not used in this example 

Substring Length not used in this example 

Autoindex String <1.Barcode.Text[0]>
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2 Click Tools, Configure, Index, in the main menu bar to display the Index 
Control Properties dialog box.

3 Select the Field tab.

Select only for fully 
automated indexing - 
otherwise leave this 
option unselected.

Select this option to 
enable browsing
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Select a field

Click Configure
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4 Select the field you want to configure and click the Configure button to 
display the Field Properties, General tab. 
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5 Select the Autoindex tab.

6 Select the page number in the Page field. See also “Page” on 
page 175. 

7 Select the source of the index information in the Source Group field. 
For example, Barcode or UserDefined. See also “Source Group” on 
page 176. 

8 Select the source of the index information in the Source Name field. 
For example, Text[0] or Value1. See also “Source Name” on page 176. 

9 Click the Append Autoindex String to put the index information into the 
Autoindex String field. For example, <1.Barcode.Text[0]>. See also 
“Autoindex String” on page 177. Click OK. 

Select the page

Click Append 
Autoindex String

Select the Source 
Group

Select the Source 
Name

Click OK
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Configure Automatic Indexing from Bar Codes or Index 
Files 

1 Select the repository and settings collection you want to configure from 
the Config \ Settings folder. The settings collection must contain at 
least one sample page with an example of the bar code(s) you will be 
using. 

2 Obtain document properties for automatic indexing. For more informa-
tion, see “Obtaining Properties for Automatic Indexing” on page 439. 

3 Configure the Scan or File Import component, as needed for your ap-
plication. Refer to the Capture Professional online help for scan infor-
mation. See “File Import” on page 299, “External Index Files” on 
page 306 and the next few sections on this topic, and “Configure File 
Import to Import Files with Index Files” on page 316 for information on 
using the File Import component. 

4 Configure the Indexing component for automatic indexing. For more in-
formation, see “Auto Indexing” on page 207, “Field Properties - Autoin-
dex Tab Options” on page 175, and “Configure an Index Field for 
Autoindexing” on page 236. 

Scanning a Sample Page for Index Values 
To scan or import a sample page into a settings collection and detect 
the values using the DocProcessing component, you need to know the 
following information:
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For a blank copy of this worksheet, see “Scanning a Sample Page for 
Index Values — DocProcessing” on page 685. 

1 Select the settings collection to receive the sample page in the 
Config\Settings folder using the Capture Tree View. 

2 Scan or import the sample pages containing bar codes similar to the 
ones you will use for the production documents. 

3 Configure Capture DocProcessing to detect the desired bar codes on 
the sample page. For example, you might configure DocProcessing to 
enable detection for bar code type 3 of 9 in a horizontal search direc-
tion. For more information using DocProcessing to read bar codes, see 
“Bar Codes” on page 497. 

4 Select Tools, Start, DocProcessing to start DocProcessing. For more 
information about using DocProcessing to read bar codes, see “Bar 
Codes” on page 497. 

Configuration Item Example Value

Paper Sample Page gather 1 or more
Repository Name Taos
Settings Collection Name Med_Claim_st
Enable Detection selected 
Bar Code Type 3 of 9
Search Direction Horizontal
Quality Good
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11
1Templates

Overview of Templates 
You can automate the document capture process by creating a capture 
path listing the Capture components you use in the order that you use 
them. (See Chapter 7, “Capture Paths,” on page 103.) A capture path 
can be used with different settings collections. Capture uses templates 
to associate a capture path with the appropriate settings collections. 

When a batch is created, the operator must choose the template to 
use. The template determines the available settings collections. If the 
work flow is automated, the template also determines the capture path. 

You can create as many templates as required by the different capture 
paths you use. Operators doing ad hoc processing also use templates 
when they create batches, so you must also create generic templates 
for ad hoc use. Such templates need not specify a capture path. Tem-
plates are stored with settings collections and capture paths in the 
Config folder of a repository. 

Templates in the Local Repository 

Templates stored on the remote repository can be copied and used 
from the local repository, along with the contents of the other configura-
tion folders. 
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Template Wizard 

The Template Wizard is a Capture function that guides you through 
creating a template. You can use the Template Wizard to create a new 
template, on its own or by copying and changing an existing template. 
You can also use the Wizard edit an existing template.You must have a 
clear idea of what capture paths and settings collections you want to 
combine into templates before you start the wizard. Templates for ad 
hoc processing contain only settings collections.

Creating a New Template 
To create a new template, you need to know the following information: 

For a blank copy of this worksheet, see “Template Worksheet” on 
page 686. 

Configuration Item Example Value

IS Repository Name Taos
Create New Template / 
Edit Existing Template

Create New selected 

Name of New Template / 
Name of Existing Template 

Med_Claim_tp

Based on Existing Template not used in this example 
Settings Collection Name Med_Claim_st 
Default Settings Collection Name not used in this example 
Capture Path Name not used in this example 
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1 Select File, New, Template to start the Template Wizard.

2 The first screen on the wizard explains its function. Click the Next but-
ton to move to the next screen.

Click Next
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3 Select the repository where you want to save the template, and click 
the Next button. 

The name of a default repository displays on the screen. You can se-
lect a different repository from the list. If there is only one repository in 
your environment, you will not see this screen.

Select the repository 

Click Next
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4 Select the Define A New Template option. 

5 Type a name for the template in the Define New Template Name field, 
and click the Next button.

Select this option 

Type the Template 
name

Click Next
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6 Select the settings collections from the list in the Settings Collections 
field. 

7 If you use a capture path with the template, you can multi-select to in-
clude more than one settings collection. When you select more than 
one settings collection, you must also select a settings collection in the 
Default Settings Collection field. 

8 Click the Next button to move to the next screen.

Select the settings 
collections

Select a default 
settings collection

Click Next
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9 If you are using a capture path, select the capture path you want to as-
sociate with this template, and click the Next button. 

You do not need to select a capture path if you are creating a template 
for ad hoc processing.

Select a capture path

Click Next
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10 The final screen displays. Click the Finish button.

Click Finish



Templates

Create a New Template from an Existing Template

August 2005 Capture Administrator's Guide 251

Create a New Template from an Existing Template 
To create a new template by copying and changing an existing tem-
plate, you need to know the following information: 

For a blank copy of this worksheet, see “Template Worksheet” on 
page 686. 

Configuration Item Example Value

IS Repository Name Taos
Create New Template / 
Edit Existing Template

Create New selected 

Name of New Template / 
Name of Existing Template 

Med_Claim_tp

Based on Existing Template Den_Claim_tp 
Settings Collection Name Med_Claim_st 
Default Settings Collection Name not used in this example 
Capture Path Name not used in this example 
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1 Select File, New, Template in the main menu bar to start the Template 
Wizard.

2 The first screen on the wizard explains its function. Click the Next but-
ton to move to the next screen.

Click Next
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3 Select the repository where you want to save the template, and click 
the Next button. 

The name of a default repository displays on the screen. You can se-
lect a different repository from the list. If there is only one repository in 
your environment, you will not see this screen.

Select the repository 

Click Next
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4 Select the Define A New Template option.

5 Type a name for the template in the Define New Template Name field.

6 Select the template on which to base the new template from the Based 
On Existing Template Name field, and click the Next button.

Select this option 

Type the new 
Template name

Click Next

Select the Template to 
use as a base



Templates

Create a New Template from an Existing Template

August 2005 Capture Administrator's Guide 255

7 Select the settings collections from the list in the Settings Collections 
field. 

8 If you will use a capture path with the template, you can use 
multi-select to include more than one settings collection. When you se-
lect more than one settings collection, you must also select a settings 
collection in the Default Settings Collection field. 

9 Click the Next button to move to the next screen.

Select settings 
collections

Select a default 
settings collection

Click Next
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10 Select the capture path you want to associate with this template, and 
click the Next button. 

You do not need to select a capture path if you are creating a template 
for ad hoc processing.

Select a capture path

Click Next
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11 The final screen displays. Click the Finish button. 

Click Finish
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Edit a Template 
To edit an existing template without the Template Wizard, follow these 
steps:

1 Select the template to edit in the Config/Templates folder using the 
Capture Tree View, for example, select Med_Claim_tp.

2 Select Edit, Template from the menu bar. This starts the wizard in edit 
mode. The screen that lets you select settings collections displays.

3 Select the settings collection you want to associate with the template. 
Settings collections that are included in the template are highlighted. 
You can select more than one settings collection for the template by 
using multi-select. The current default settings collection appears in 
the Default Settings Collection field.

4 Select the settings collection you want to use as the default from the 
Default Settings Collection field. You must designate one settings 
collection as the default collection to use when the capture path starts. 

Select the template 
in the Capture Tree 
View 
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5 Click the Next button to move to the next screen.

6 If you use a capture path with the template, select the capture path you 
want to use in this template, and click the Next button.

You don’t have to select a capture path if the template is for ad hoc pro-
cessing.

7 The final screen displays. Click the Finish button.
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12
1Committing Documents

Overview of Commit 
Commit is the process of entering the captured batches into the server 
or library for storage. This is the point where Capture interacts directly 
with the server or library. As a result, the options and features available 
for configuration depend on the type of server or library that you are 
using. 

• If you are using Capture with an Image Services server, see “Com-
mitting Documents to an Image Services Server” on page 261 for 
more information.

• If you are using an offline repository, see “Using Commit with an 
Offline or Shared Offline Image Services Repository” on page 281 
for more information.

• If you are using Capture with a Content Services library, see “Com-
mitting Documents to a Content Services Library” on page 292 for 
more information.

• If you are using Capture with a Content Engine library (object 
store), see “Committing Documents to a Content Engine Library” 
on page 296 for more information.
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How Commit Fits in the Capture Work Flow 

Commit is the last step done on the Capture station. After commit pro-
cessing the batch is beyond the control of Capture, unless the batch 
has an error and is returned. 

Batches cannot be committed unless all required fields are properly in-
dexed. If there are no required index fields, you can commit the docu-
ments without first indexing them, however, users will have difficulty 
finding and retrieving documents that have no index keywords to use 
for retrieval.

Committing Documents to an Image Services Server
Committal is the process of moving documents from batch cache to 
page cache. Batch cache is temporary working storage where Capture 
processes batches. IDM Desktop retrieves documents from page 
cache for viewing and processing. Migration is the process of copying 
documents to a storage library, which is often an optical media server. 
Not all systems have a storage library. 

Commit Component Options for Image Services Servers

You can configure the Commit component to commit documents using 
the following commit and migration options: 

Commit With Migration
Move documents from batch cache to page cache. Then, move the 
documents to a storage library. For more information, see “Commit 
With Migration” on page 266. 

Commit With Migration and Delay
Move documents from batch cache to page cache. Then, after a 
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specified number of minutes pass, move the documents to a stor-
age library. For more information, see “Commit With Migration and 
Delay” on page 266. 

Commit Without Migration
Move documents from batch cache to page cache. Do not move 
the documents to a storage library. For more information, see 
“Commit Without Migration” on page 268. 

Additionally, commit options must be used with a committal type. The 
committal types are:

Asynchronous
Place documents in a committal queue and release the workstation 
for other tasks. The documents are migrated whenever the IS is 
configured to clear the committal queue. For more information, see 
“Asynchronous Commit” on page 269. 

Synchronous
Place documents in an in-progress queue and dedicate the work-
station to this task. The workstation cannot be used for other pro-
cessing until the documents are committed. For more information, 
see “Synchronous Commit” on page 270. 

Optionally, you can commit documents to an additional page cache:

Alternate Page Cache
Migrate the documents to the default page cache and one addi-
tional page cache. For more information, see “Commit to Alternate 
Page Cache” on page 270. 
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Commit Processing Order 

The processing order of commit and migration are:

1 The Capture station starts Commit processing. 

2 The BES (batch cache) sends the documents to a processing queue. 
A batch configured for asynchronous committal goes to the committal 
queue. A batch configured for synchronous committal goes to the in-
progress queue. 

3 Batch services moves the documents from the batch cache to the 
page cache. Batch services also deletes the batch, which was the tem-
porary container for processing the group of documents. From the 
page cache, documents can be retrieved for viewing and processing 
on IDM Desktop. 

4 OSAR services migrates the documents from the page cache to the 
storage library. Not all systems have a storage library. 

This flow is shown in the next examples. 

There are other methods of configuring Commit on the IS server. For 
example, fast batch committal can also change the flow described 
above. 

For more information about IS Commit configuration options, see the 
IS System Administrator’s Handbook. 

The next example shows a typical committal processing flow. 
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The next example shows the migration processing flow. 
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Commit Overrides to the IS Document Class 

There are some IS document class configuration options that overlap 
with Commit component configuration options. Capture can use the 
values as they are specified in the document class, or the values can 
be changed when you configure a settings collection or batch. Capture 
can use or override the IS configuration options shown in the next ta-
ble. The table shows the equivalent settings for each option. 

For more information about overrides, see “Settings Collection Over-
rides to Document Class” on page 70. 

Commit Options for Image Services Servers

The commit options are:

• Commit With Migration. For more information, see “Commit With 
Migration” on page 266. 

Capture Options IS Options

Commit With Migration option 
(enables Delay By field when 
selected)

Migrate To Optical Disk (O.D.): YES

Commit Without Migration option Migrate To Optical Disk (O.D.): NO

Delay By field: number of minutes to 
delay

Migration Delay: YES

Hours: number of hours to delay

Days: number of days to delay

Delay By field: grayed (Commit With 
Migration NOT selected)

Migration Delay: NO
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• Commit With Migration and Delay. For more information, see 
“Commit With Migration and Delay” on page 266. 

• Commit Without Migration. For more information, see “Commit 
Without Migration” on page 268. 

Commit With Migration 

Use Commit With Migration when you want to move documents from 
batch cache to page cache, then immediately move the documents to 
a storage library. 

For systems with storage libraries, Commit With Migration is the pre-
ferred option. 

Example You work for a financial institution that has a FileNet system with an op-
tical disk storage library. 

You want to store documents on optical disk. You select the following 
options on the Commit Properties dialog box:

Commit Options: Commit With Migration
Committal Type: Asynchronous

For more information about Commit and Migration options, see the 
IS System Administrator’s Handbook. 

Commit With Migration and Delay 

Use Commit With Migration and specify a time in the Delay By field 
when you want to: 

• Move documents from batch cache to page cache.
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• And then, move the documents to a storage library after a specified 
number of minutes pass. 

For systems with storage libraries, Commit With Migration and delay 
can improve retrieval performance. By delaying the time that docu-
ments are written to optical disk, only retrievals are done during the 
business day. Retrieval is made faster by reducing disk swaps. 

Retrieving documents from optical disk takes precedence over writing 
documents to optical disk. Usually, all writing to optical disk is done on 
a single disk. Retrieval, by contrast, could be from any optical disk in 
the storage library. 

Example Your company has a FileNet system with an optical disk storage library. 
During the normal business hours there are a high number of retrieval 
requests for documents on optical disk. You want to speed the docu-
ment retrieval time during peak hours. 

Select the following options on the Commit Properties dialog box:

Commit Options: Commit With Migration
Delay By: 480 (8 hours)
Committal Type: Asynchronous

The delay time is the number of minutes to wait before you move docu-
ments from page cache to a storage library. The maximum delay is 
259200 minutes (180 days). 

The delay does not affect how quickly the documents are available for 
retrieval. As soon as the documents are committed to the page cache, 
they can be retrieved by IDM Desktop. You cannot move or copy docu-
ments to storage media earlier than the time specified. If you change 
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the delay, that change does not affect documents already written to 
page cache with a different delay time. 

For more information about Commit and Migration options, see the 
IS System Administrator’s Handbook. 

Commit Without Migration 

Use Commit Without Migration when you want to move documents 
from batch cache to page cache but not move the documents to a stor-
age library. This option is most often used when testing IS and Capture 
processing flow. Moving temporary test documents to optical disk 
would waste space meant for production documents. Only in rare 
cases would Capture administrator use the Commit Without Migration 
option. 

Example Your company has a FileNet system with an optical disk storage library. 
You want to test a new processing flow by committing some temporary 
documents, but do not want to waste optical disk space. 

Select the following options on the Commit Properties dialog box:

Commit Option: Commit Without Migration
Committal Type: Asynchronous

For more information about Commit and Migration options, see the 
IS System Administrator’s Handbook. 

Commit Types for Image Services Servers

The commit types are:
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• Asynchronous commit. For more information, see “Asynchronous 
Commit” on page 269. 

• Synchronous commit. For more information, see “Synchronous 
Commit” on page 270. 

Asynchronous Commit 

Use Asynchronous committal when you want to place documents in a 
committal queue and release the workstation for other tasks. The doc-
uments are committed whenever the IS is configured to clear the com-
mittal queue. 

In contrast, Synchronous committal places the documents into an in-
progress queue, which has the effect of immediately committing the 
documents. The workstation is dedicated to committal until the task 
completes and cannot be used for other processing.

Example Your company wants to keep operator throughput at a high level. An 
operator is to begin work on the next batch as soon as the operator 
commits a batch. 

Select the following options on the Commit Properties dialog box:

Commit Option: Commit With Migration
Committal Type: Asynchronous

Asynchronous Commit is appropriate in nearly all cases. Synchronous 
Commit is appropriate in some specific business cases. For informa-
tion about Synchronous Commit, see “Synchronous Commit” on 
page 270. 
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Synchronous Commit 

Use Synchronous committal when you want to place documents in an 
in-progress queue, which has the effect of immediately committing the 
documents. The workstation is dedicated to committal until the task 
completes and cannot be used for other processing. Synchronous 
committal is not often used because of this limitation. Use Synchro-
nous committal when there is pressing need to have sure and immedi-
ate knowledge that a document has been committed to the page 
cache. 

Example Your company wants operators to know with certainty whether a batch 
has committed successfully or failed to commit. High throughput is not 
an issue. The business case calls for operators to wait for the batch to 
complete committal so they know immediately if a batch fails commit-
tal. This means that they will have no need of a secondary process to 
find failed batches. 

You select the following options on the Commit Properties dialog box:

Commit Option: Commit With Migration
Committal Type: Synchronous

Asynchronous Commit is appropriate in nearly all cases. For informa-
tion about Asynchronous Commit, see “Asynchronous Commit” on 
page 269. 

Commit to Alternate Page Cache 

Use an alternate page cache when you want to quickly retrieve docu-
ments from the page cache of a local server. Configuring an alternate 
page cache can improve retrieval performance by making a document 
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available in a nearby page cache, instead of retrieving it from a distant 
page cache or storage library. 

Example Your company has a main office and main IS server in Los Angeles. A 
branch office is in San Francisco. Both servers are in the same do-
main. You want operators in San Francisco to retrieve documents from 
the local page cache in San Francisco as soon as the documents are 
committed in Los Angeles. 

Configure the Commit component with the options: 

Commit Options: Commit With Migration 
Committal Type: Asynchronous Committal 
Alternate Page Cache: page_cache2:ntBlue:FileNet

When an alternate cache is specified and commit processing com-
pletes, documents are moved to and can be retrieved from both the de-
fault page cache and one additional page cache. Only one alternate 
page cache can be defined. When the Alternate Page Cache field is 
left blank, Capture only commits documents to the default page cache. 

Do not use the default cache name in the Alternate Page Cache field. 
The default page cache is often page_cache1, so in the example 
above you would not define page_cache1:ntBlue:FileNet as the alter-
nate page cache. The default cache name is usually defined during the 
installation of Capture. The cache name must include the domain 
name and organization name. The next table shows the relationship 
between cache names and servers in the example. 
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The next example shows this concept graphically. 

Cache Name Page Cache Type
Location / 

(Office Type)

page_cache1:ntBlue:FileNet Default Los Angeles
(Main Office)

page_cache2:ntBlue:FileNet Alternate San Francisco
(Branch Office)
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Configuring Commit With Migration 

To configure for commit with migration, you need to know the following 
information: 

For a blank copy of this worksheet, see “Commit Worksheet” on 
page 697.

1 Select the repository session name from the Tree View.

2 Select the settings collection you want to configure in the Config \ Set-
tings folder using Capture Tree View or List View.

3 Click Tools, Configure, Commit in the main menu bar to display the 
Commit Properties dialog box.

4 Select Commit With Migration. For more information, see “Commit Op-
tions for Image Services Servers” on page 265. 

5 Select a Committal Type. For more information, see “Commit Types for 
Image Services Servers” on page 268. 

Configuration Item Example Value

IS Repository Name Taos

Settings Collection Name Med_Claim_st

Commit Options Commit With Migration
selected

Delay By (time in minutes) 0

Committal Type Asynchronous

Alternate Page Cache not used in this example
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6 Click the OK button to save the changes and close the Commit Proper-
ties dialog box.
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Configuring Commit With Migration and Delay 

To configure for commit with migration and delay, you need to know the 
following information: 

For a blank copy of this worksheet, see “Commit Worksheet” on 
page 697.

1 Select the repository session name from the Tree View.

2 Select the settings collection you want to configure in the Config \ Set-
tings folder using Capture Tree View or List View.

3 Click Tools, Configure, Commit in the main menu bar to display the 
Commit Properties dialog box.

4 Select Commit With Migration. For more information, see “Commit Op-
tions for Image Services Servers” on page 265. 

5 Specify a Delay By time in minutes. For more information, see “Commit 
With Migration and Delay” on page 266. 

Configuration Item Example Value

IS Repository Name Taos

Settings Collection Name Med_Claim_st

Commit Options Commit With Migration
selected

Delay By (time in minutes) 480 (8 hours)

Committal Type Asynchronous

Alternate Page Cache not used in this example
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6 Select a Committal Type. For more information, see “Commit Types for 
Image Services Servers” on page 268. 

7 Click the OK button to save the changes and close the Commit Proper-
ties dialog box.
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Configuring Commit Without Migration 

To configure for commit without migration, you need to know the follow-
ing information: 

For a blank copy of this worksheet, see “Commit Worksheet” on 
page 697.

1 Select the repository session name from the Tree View.

2 Select the settings collection you want to configure in the Config \ Set-
tings folder using Capture Tree View or List View.

3 Click Tools, Configure, Commit in the main menu bar to display the 
Commit Properties dialog box.

4 Select Commit Without Migration. For more information, see “Commit 
Options for Image Services Servers” on page 265. 

5 Select a Committal Type. For more information, see “Commit Types for 
Image Services Servers” on page 268. 

Configuration Item Example Value

IS Repository Name Taos

Settings Collection Name Med_Claim_st

Commit Options Commit Without Migration
selected

Delay By (time in minutes) 0

Committal Type Asynchronous

Alternate Page Cache not used in this example
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6 Click the OK button to save the changes and close the Commit Proper-
ties dialog box.
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Configuring Commit to Alternate Page Cache 

To configure for commit to an alternate page cache, you need to know 
the following information: 

For a blank copy of this worksheet, see “Commit Worksheet” on 
page 697.

1 Select the repository session name from the Tree View.

2 Select the settings collection you want to configure in the Config \ Set-
tings folder using Capture Tree View or List View.

3 Click Tools, Configure, Commit in the main menu bar to display the 
Commit Properties dialog box.

4 Select Commit With Migration. For more information, see “Commit Op-
tions for Image Services Servers” on page 265. 

5 Select a Committal Type. For more information, see “Commit Types for 
Image Services Servers” on page 268. 

Configuration Item Example Value

IS Repository Name ntBlue

Settings Collection Name Med_Claim_st

Commit Option Commit With Migration
selected

Delay By (time in minutes) 0

Committal Type Asynchronous

Alternate Page Cache page_cache2:nt-
Blue:FileNet
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6 Type the name of the page cache you want to use for committal in the 
Alternate Page Cache field. For more information, see “Commit to Al-
ternate Page Cache” on page 270. 

7 Click the OK button to save the changes and close the Commit Proper-
ties dialog box. 
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Using Commit with an Offline or Shared Offline 
Image Services Repository

Note This section assumes that the Offline Image Services repository (or 
Shared Offline Image Services repository) has been configured prop-
erly and associated with an appropriate Image Services server. For in-
formation on how to configure your Offline Image Services repository, 
refer to the online help for Capture Manager.

An Offline Image Services repository allows users who are geographi-
cally distant from the actual IS server to use Capture as if it were ac-
tively connected to the IS server. With an Offline Image Services 
repository, Capture operators can scan, assemble, process and index 
batches just as they would if they were connected to an Image Ser-
vices repository. The documents are queued for final committal to the 
remote IS at a later time.

When you use an Offline Image Services repository, the Capture work-
station does not need to be logged in to the remote Image Services re-
pository except when the final (Phase 2) committal actually takes 
place.

For more information on Offline Image Services repositories, see “Of-
fline Image Services Repositories” on page 47. For more information 
on Shared Offline Image Services repositories, see “Shared Offline Im-
age Services Repositories” on page 49.

The Committal Process

The committal process for an Offline Image Services repository takes 
place in two phases, described below.
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Phase 1 Committal

Phase 1 occurs when you run the Capture Commit component on one 
or more batches. Capture performs a commit-ready validation check 
and any batch that fails this validation is marked with an error. Batches 
that are ready for committal are placed into a special folder (“Commit-
Queue”) that exists in the Offline Image Services Repository. This 
folder is hidden for all users except those belonging to the Windows 
Administrator group.

Phase 2 Committal

Phase 2 committal is when the actual committal of the batches con-
tained in the CommitQueue folder occurs. All eligible batches are vali-
dated once again during Phase 2 committal. Phase 2 committal can be 
performed using either of two ways: 

• You can use a Capture VB application, BkgCommit, to perform the 
actual committal of all batches contained in the CommitQueue 
folder. You can either use BkgCommit manually, or you can use the 
Windows scheduling tools to invoke it at a predetermined time. See 
“The BkgCommit Application” on page 286 for more information.

• You can use the Remote Commit command from the Edit menu to 
commit either all of the batches in the CommitQueue, or to commit 
a single batch. (This option is only available to administrators.) See 
“Manually Starting and Monitoring the Phase 2 Commit Process” 
on page 289 for more information.

Any batches that fail to commit during Phase 2 are returned to their 
original location within the Offline Repository and marked with an error 
status.



Committing Documents

Using Commit with an Offline or Shared Offline Image Services Repository

August 2005 Capture Administrator's Guide 283

Note that when you commit from an Offline Image Services repository, 
Capture uses fast batch committal to optimize network/WAN usage. 
Fast batch committal does not support clustering on the Image Ser-
vices server. (Optical disk families are supported.) Refer to your Image 
Services System Administrator’s Handbook (search for “fast batch”) for 
more information on the implications of using fast batch committal. 

Updating Doc Class Definitions

In order for batches from an Offline Image Services repository to be 
successfully committed to a remote Image Services server, the doc 
class definitions for the server and the repository must match at the 
time of the Phase 2 committal. See “Updating Doc Class Definitions 
Through Capture Manager” on page 63 for more information on updat-
ing doc class definitions.

Doc class definitions are automatically updated during Phase 2 com-
mittal as follows:

• If you are using the BkgCommit application to perform the Phase 2 
committal, use the -m command line option to update the doc class 
definitions when the connection to the remote repository is made.

• If you perform Phase 2 committal by running BkgCommit interac-
tively, the doc class definitions are always updated automatically. 

Setup Considerations for Offline Image Services Repositories

You add and configure Offline Image Services repositories through 
Capture Manager, using the same methods you use for other reposi-
tory types.
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Associating the Offline Image Services Repository with an IS Server

When you establish an Offline Image Services repository, you must as-
sociate it with an Image Services server. (The remote Image Services 
server may or may not be configured as an active Image Services re-
pository on the workstation. Generally it is not active.)

When you add the Offline Image Services repository, Capture Man-
ager will attempt to make the connection with the remote server and 
load or update the doc class definitions. If you do not want to update 
the doc class definitions at the time you add the repository, you can 
clear the check box for the Update Doc Class Definitions option. Note 
that you must update the doc class definitions before the Offline Image 
Services repository is useful. 

Note In the case of a Shared Offline Image Services repository, the doc 
class definitions are not updated by default. This allows the Capture 
Administrator to choose the best time to perform the update rather than 
performing an update each time a new workstation is added to the 
shared repository. Enable the check box to update the doc class defini-
tions as appropriate for your repository, server, and workstation config-
uration.

Below is an example of the Capture Manager configuration screen for 
adding an Offline Image Services repository.
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By default, Capture will use the repository session name for the data 
source name if you are using a non-shared offline repository. (The data 
source name is used for the ODBC database.) The Advanced button 
allows you to change the data source name, and enter a user name 
and password for the database where the offline repository is stored.
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If you are adding a Shared Offline Image Services repository, you need 
to specify the Data Source parameters for the shared database. This 
database must be configured through ODBC Admin, and must be 
present before you add the Shared Offline repository in Capture Man-
ager. 

Administrator Procedures

You can execute the BkgCommit application or customize how you 
work with an Offline Image Services repository through Capture APIs. 
For information on customizing Capture, see the online help provided 
with the Capture Developer’s Toolkit. 

The BkgCommit Application

A Capture administrator can run the BkgCommit application to perform 
the Phase 2 committal of the batches in the CommitQueue. This appli-
cation, BkgCommit, is located in the following folder:

[Default Drive]:\...\Program Files\FileNet\Capture\Programs



Committing Documents

Using Commit with an Offline or Shared Offline Image Services Repository

August 2005 Capture Administrator's Guide 287

The BkgCommit application is designed to be used interactively or to 
be called by a Windows scheduler program such as the Windows “at” 
command. This allows BkgCommit to be started at a specific time of 
day in order to perform the Phase 2 background committals when 
WAN access is more readily available. See “Scheduling the Commit 
Process” for more information.

The command line specification for BkgCommit is:

BkgCommit.exe [-noui] [-l<logfile>] [-m] [<name1> 
<name2> … <nameN>]

where:

-noui(optional) Specifies that no UI be displayed during back-
ground committal. This command line parame-
ter is typically used when running BkgCommit 
using a scheduler. When /noui is not specified, 
a dialog is displayed (see below).

-l<logfile>(optional) Specifies the path to text file to append logging 
info to.

-m(optional) Download DocClass metadata from the Remote 
IS into the Offline Image Services repository. 
This download process will take place even if 
no Phase 2 committal occurs.

<nameX>(optional) These are names of one or more Offline Image 
Services repositories to be processed. If no 
names are specified, BkgCommit will process 
each active Offline Image Services repository 
that is currently configured in Capture Manager 
and attempt to commit all batches in the Com-
mitQueue folder of each.
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When you use the -noui option, no user interface appears, and you will 
not see any error messages if the committal process is not successful. 

When run interactively (i.e., “-noui” is not used), the BkgCommit appli-
cation displays this dialog:

The available Offline Image Services repositories are displayed in the 
left-hand list box. Select the repositories to process by clicking the ap-
propriate checkboxes. If “Show log window” is selected, then the Of-
flineRIL background committal screen displays the status of the 
committal. 

• Use Save log to file to specify or browse for a destination logging 
file. 

• Use Append to log file to append entries to an existing log file 
(rather than overwriting it). 

The log file contains the same information as you would see in the dis-
play, such as when the connection to the remote repository was estab-
lished, commit activity, and when the connection was terminated.
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Scheduling the Commit Process

The BkgCommit application can be called by a Windows scheduler 
program such as the Windows “at” command. This allows BkgCommit 
to be started at a specific time of day in order to perform the Phase 2 
background committals when network traffic is lighter. It can also be 
started from a Windows command prompt or via a desktop shortcut. 

An example of using BkgCommit with the Windows “at” command:

at 22:30 /every:M,W,F BkgCommit.exe -noui -l"C:\tmp\bkg.log"

This command starts the BkgCommit application at 10:30 pm every 
Monday, Wednesday and Friday. For each configured Offline Image 
Services repository in turn, a logon connection will be established to 
the associated remote IS server. Any batches residing in the Offline 
Image Services repository's CommitQueue folder will be transferred to 
the default Page Cache of the remote IS and committed. The logon 
credentials used are those previously configured in Capture Manager. 
Any failed batches will be returned to their original location in the Of-
fline Image Services repository and marked with an error. The logging 
information will be appended to the “C:\tmp\bkg.log” file.

Manually Starting and Monitoring the Phase 2 Commit Process

A Capture system administrator can manually start and monitor the 
progress of the Phase 2 or background committal for each offline re-
pository. To do this, you must be logged on to Windows as an adminis-
trator, or have administrative group privileges. To start a Phase 2 
committal for all batches in the CommitQueue, do the following:

1 Select the Offline Repository or the CommitQueue folder from Tree 
View.
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2 Select the Remote Commit command from the Edit menu. This dis-
plays the Background Commit dialog box for your offline repository. 

3 Click the Start button to start the Phase 2 committal. Once the process 
has begun, you can close the window at any time. 

To start a Phase 2 committal for a single batch, do the following:

1 Select the batch from the CommitQueue folder in the repository.

2 Select the Remote Commit command from the Edit menu. 

3 Click the Start button to start the Phase 2 committal. Once the process 
has begun, you can close the window at any time. 

Phase 2 Committal on a Shared Offline Image Services Repository

Phase 2 committal validates all eligible batches once again. 
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User Procedures

In general, users do not need to do anything differently if they are using 
an Offline Image Services repository for committal. Users can create 
batches, scan and process documents just as they would for an online 
repository. When they run the Commit component (either from a cap-
ture path or in as hoc mode) documents will appear to commit as if 
they were connected to the repository directly. The Phase 2 commit 
operation is transparent to most users.

Error Handling and Checking During Commit

During Phase 1, the Commit component checks to see if the batches 
have been assembled and indexed successfully. When Phase 2 be-
gins, Capture checks for several error conditions, including whether: 

• The batch contains unassembled pages

• A document needing index verification has not been index verified

• A document is missing required index values

• An image marked for rescan has not been rescanned

• The batch totals do not match

If any of these error conditions exists (except unassembled pages in 
the batch and missing required index fields), a user with proper over-
ride privileges will be prompted to override the error and commit. If the 
user does not override the error, or does not have override privileges, 
the batch is marked with an error, and the batch is then set to the ap-
propriate phase. 
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Committing Documents to a Content Services Library

Note Some products, such as IDM Desktop, use terminology such as “add-
ing documents to a library” to refer to the Capture process known as 
committal. 

Commit Component Options for Content Services

The commit configuration options for Content Services are described 
below.
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File in Root or File in Folder

Use File in Root to add documents to the root directory of the CS li-
brary, or use File in Folder to add them to a specific folder.

Note If you select File in Root, you will not be able to browse for your 
document in the library. Use the IDM Find tool to retrieve the 
document. 

If you select File in Folder, the path field and Browse button become 
active. You can specify a path to the folder by entering the path in the 
Folder field. If the folder does not exist on the CS library, the system 
creates it. 

You can also use the Browse button to the right of the path field to dis-
play the Select Destination Folder dialog box and navigate to the folder 
you want.
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Performing Full Text indexing

This option is used with files that contain textual data (as opposed to 
image data). This option is only valid if your CS library also has the 
Content Search Manager installed. (Consult the Content Services sys-
tem administrator, if needed.)

With the full-text indexing feature, you can index the entire text of PDF 
files or text documents. A user can then perform a search on any word 
in the documents. Full text indexing is available for libraries with a Con-
tent Search Manager installed. Although your Content Services library 
may be set to index every document, you must still select the Full Text 
Indexing check box within Capture to index your Capture documents.
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Security Settings

The security settings allow you to determine how security is applied to 
documents as they are committed to the Content Services library. 

Use Server default security for all documents sets the security for 
each document to whatever the default settings are for the CS Library.

Set same security for all documents prompts the operator to set the 
security as the commit phase begins. The same security settings are 
used for all of the documents in the batch. 

Set security for each individual document allows the operator to 
specify the security for each individual document as it is committed. 
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Committing Documents to a Content Engine Library

Commit Component Options for Content Engine

The commit configuration options for a Content Engine library are de-
scribed below.

File in Folder

Use File in Folder to add your documents to a specific CE Object Store 
folder.
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When you select File in Folder, the path field and Browse button be-
come active. 

You can use the Browse button to the right of the path field to display 
the Select Destination Folder dialog box and navigate to the folder you 
want.

If you clear the File in Folder option, your documents will not be filed in 
any folder.
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Note If you do not select File In Folder, you will not be able to browse for 
your document in the Content Engine library. To retrieve the document, 
you will need to use the Workplace search function or look in the Un-
filed Documents folder in the Enterprise Manager. (See your Content 
Engine documentation for details.)

Security Settings

The security settings allow you to determine how security is applied to 
documents as they are committed to the Content Services library. 

Use Server default security for all documents sets the security for 
each document to whatever the default settings are for the CE Library.

Set same security for all documents prompts the operator to set the 
security as the commit phase begins. The same security settings are 
used for all of the documents in the batch. 

Set security for each individual document allows the operator to 
specify the security for each individual document as it is committed. 
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13
1File Import

Overview of File Import 
File Import is used to bring various types of files into the FileNet sys-
tem for processing and committal. Like Scan, File Import is a way to 
initially acquire a file for processing with Capture. 

Note The File Import component does not import files that are marked with 
either the system or hidden attribute in Windows. 

File Import Component Options 
You can configure the File Import component to import files using the 
following options: 

File Options 

File Specification 
Define the files you want to import. The File Specification field is used 
with the Path field. For more information, see “File Import Source 
Folder and File Names” on page 301. 

Path 
Define the path to the folder that contains the files you want to im-
port.The Path field is used with the File Specification. For more infor-
mation, see “File Import Source Folder and File Names” on page 301. 
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Index File Extension 
Import files and index values from an index file. For more information, 
see “External Index Files” on page 306. 

Automation Options 

Delete After Importing 
Delete imported files from the source folder. For more information, see 
“Automatically Deleting Files After Importing” on page 304. 

Polling Interval 
Check the source file on a specified interval. For more information, see 
“Automatically Polling for Files to Import” on page 304. 

Conversion Options 

Convert Multipage TIFF To Single Pages 
Convert multipage TIFF files to multiple, single page TIFF files. For 
more information, see “Automatically Converting TIFF Files to Single 
Pages” on page 305. 

Note Capture supports color TIFF images.

File Import Configuration Examples 
The following are examples of common File Import component config-
urations: 

Import Files and Delete Source Files 
Import files matching the specified name format from the defined 
source folder and delete imported files from the source folder. For 
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more information, see “Configure File Import with File Deletion” on 
page 313. 

Import Files with Index Values 
Import files and insert index values from an index file into the object 
properties of the file for automatic indexing. For more information, see 
“Configure File Import to Import Files with Index Files” on page 316. 

Convert Multipage TIFF to Single Pages 
Import files and convert any TIFF images that contain multiple pages 
into multiple, single page TIFF files. For more information, see “Config-
ure File Import with Conversion to Single Pages” on page 318. 

File Import Source Folder and File Names 

Use the Path field and File Specification fields, on the File tab of the 
File Import Properties dialog box, to define the location and select the 
files to import. These fields are used together and are the foundation 
for the other configuration options. As a minimum, you must define 
these fields regardless of the other options you choose to use. 

Source Folder 

Use the Path field to specify the path to the folder that contains the files 
you want to import. Type the path information in the Path field or use 
the Browse button to open the folder. 

Tip Map a drive letter to the import source folder, for example, 
S:\Import\Source. Mapping the source folder to a drive letter makes it 
easier to select the desired folder using the Browse button. 

The source folder can be any folder you can access from your worksta-
tion. You can import files from a server folder, a local file, a floppy disk, 
or a CD-ROM. 
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Source File Names and Formats 

Use the File Specification field to define the files you want to import. 

Type one or more file names. Use a blank to separate multiple file 
names. 

When browsing in the source folder, you can multiselect files. 

Index file names are not defined in the File Specification field, but in 
the Index File Extension field. For more information about index files, 
see “External Index Files” on page 306. 

Wild Cards in File Names 

Use the wild card character (asterisk — *) in a file name to import a 
range of files. For example, enter *.doc in the File Specification field to 
import all available document files; img*.tif to import TIFF files with a 
prefix of img; or *.* to import all files in the folder. 

File Formats Supported 

The File Import component can import any type of file. The File Import 
component does not convert files to a different format. However, install-
ing on the importing workstation the application that creates a given 
type of file ensures that documents can be edited when retrieved by 
IDM Desktop. 

The mime type of the file you are importing must be defined on your 
workstation in order for Capture to store the file with the proper exten-
sion.

Capture uses the Windows mime (content type) to store imported files 
with the correct extension. Some mime types are automatically defined 
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in Windows such as *.doc for MS Word files and *.xls for MS Excel 
files.

To be sure that your import files will be stored on your Repository with 
the proper mime type, install the application that creates the given type 
of file. For example, you would need to install Adobe Acrobat if you 
were importing a PDF file that had an extension of *.pdf.

Caution Before importing and committing production documents, test that im-
ported documents can be retrieved and edited by their creating pro-
grams from within IDM Desktop or other retrieval method. 

Microsoft Windows uses the file extension to identify files to the pro-
grams that create or can process them. When Capture commits a doc-
ument, the file extension is removed and the information 
communicated by the extension is incorporated into the properties of 
the document. 

File Name Sorting and File System Type 

The file system of the source workstation determines the sort order of 
files. If the source workstation for file import uses the NTFS file system, 
files are sorted alphanumerically. If the source workstation for file im-
port uses another file system (such as FAT), you can not directly con-
trol the sort order of the imported files. Consult Microsoft for 
information on sorting orders used in other file systems.
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Automatically Deleting Files After Importing 

Use the Delete File After Importing option, on the Automation tab of 
the File Import Properties dialog box, to delete the files from the source 
folder once the files have been imported to the Capture repository. Au-
tomatically deleting the files has several advantages: 

• Prevents repeated imports of the same files. 

• Keeps the source folder from becoming too large because files are 
added but never removed. 

Tip When testing configuration of the File Import component, don’t delete 
the files after the import. By leaving the files in the source folder you 
can test without refilling the source folder with test files every time you 
run File Import.

Automatically Polling for Files to Import 

Use the Polling Interval option, on the Automation tab of the File Import 
Properties dialog box, when you want to check the source folder for 
files to import on a specified interval. The interval range is from 0 to 60 
minutes. Selecting 0 (zero) disables file import polling. 

When a polling interval is specified and the File Import component is 
started, Capture checks the source folder specified in the Path field for 
files that match the file name or names defined in the File Specification 
field once per polling interval (for example, once every 5 minutes). For 
more information about these fields, see “File Import Source Folder 
and File Names” on page 301. 
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The Polling Interval option is often used with the Delete File After Im-
porting option. For more information, see “Automatically Deleting Files 
After Importing” on page 304. 

When you use polling and delete files from the source folder, other ap-
plications can be configured to create files and route them to the 
source folder to be automatically imported into the Capture system. 

Note To activate File Import polling, you must start the File Import compo-
nent. When File Import polling is running, Capture is dedicated to File 
Import processing and cannot be used for other processing until the 
File Import process is stopped. File Import polling is not often used be-
cause of this limitation. Use File Import with polling only when a work-
station is dedicated to File Import processing and will not be used for 
any other purpose. 

Automatically Converting TIFF Files to Single Pages 

Use the Convert Multipage TIFF To Single Pages option, on the Con-
version tab of the File Import Properties dialog box, when you import 
TIFF files that contain more than a single page. Multipage TIFF files 
must be converted into single pages. Some software products may 
lose the information on the second and subsequent pages. Capture 
supports color TIFF images.

Image Services only supports single page TIFF files. 

Caution File Import ignores private tags when it converts multipage TIFF files. 
Using this option will remove all private tags from the files. To keep the 
private tags, you must use a different method of dividing the multipage 
TIFF files. 



File Import

File Import Configuration Examples

August 2005 Capture Administrator's Guide 306

External Index Files 

An external index file is an ASCII text file that accompanies a data or 
image file that is to be imported. The primary purpose of index files is 
to provide values for use in automatically indexing imported files. Index 
files are the functional equivalent of bar codes used to hold index infor-
mation for scanned documents. 

Use the Index File Extension field, on the File tab of the File Import 
Properties dialog box, when you want to automatically include index 
values for the files being imported. Type the file extension in the Index 
File Extension field. Commonly used extensions include: fna, inx, idx, 
txt.

When the data file is imported, the values in the index file are added to 
the object properties of the data file. The data on each line of the index 
file corresponds to one of the Capture properties UserDefined Value1 
through UserDefined Vaue32. These properties are used by the Index 
component to assign values to the index fields. The list of index fields 
is obtained from the IS document class. 

Automatic indexing from index files requires the configuration of a set-
tings collection for this purpose, including the configuration of certain 
automatic indexing features of the Index component. For more infor-
mation about indexing, see “Index” on page 161. 

External index files are typically prepared when the data or image files 
are prepared. Both file types, data and index, are placed together in 
the source folder for importing. File naming conventions and organiza-
tion in the source folder can be used to coordinate the index informa-
tion with the files to be imported. For more information, see “Common 
File Organization Methods” on page 311.
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Structure of an Index File 

The values are placed in the index file in the order that the values will 
be used to fill the index fields of the document class. The list of index 
fields and order of the fields is obtained from the IS document class. 
The index fields are defined when the document class is created. 

An index file can contain a maximum of 32 lines, which can fill a maxi-
mum of 32 index fields. Index values and index fields must match on a 
one-to-one basis. For example, if the document class of the imported 
files have 4 index fields, the index files must contain 4 lines. A field that 
has no value must be filled by a blank line. The format of the values 
used in the index file must match the format used in the Capture input 
mask and the IS index field length must be as long or longer than the 
Capture input mask. 

An index file might contain the following text:

Bainbridge
Kenneth
1234567
07/16/2000
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Index Entry Fields and Index Files 

The index fields display in the order defined in the document class. The 
order of the values in the index file must match the order of the index 
fields as defined in the document class. 

For example, when the document class has the following index fields:

Then the index file might contain:

Field Order Field Name

1 Name_Last

2 Name_First

3 Account_Number

4 Date_mmddyyyy

Line Number Line Value

1 Bainbridge

2 Kenneth

3 1234567

4 07/16/2000
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The table below correlates the order and names of the index fields, the 
line numbers and values in the external index file, and the index values 
in that file correlate as in the table below.

When the index component is properly configured and run, the result 
is: 

Field 
Order

Field Name Line
Number

Value

1 Name_Last 1 Bainbridge

2 Name_First 2 Kenneth

3 Account_Number 3 1234567

4 Date_mmddyyyy 4 07/16/2000
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Names and Organization of Data Files and Index Files 

The data file and the index file must have the same base name, only 
the extension is different. The system associates the data file and the 
index file with each other using the file name. The system inserts the 
index information from the index file into the object properties of the 
data file that has a matching base name. 

For example, at import time a TIFF file named imgAAA.tif would be ac-
companied by a file named imgAAA.fna. The FNA file would contain 
the indexing information for that TIFF because the TIFF has no way to 
store indexing information inside itself. 

The next example shows an image file and the accompanying index 
file.

Note Capture supports color TIFF images.

Bainbridge
Kenneth
1234567
07/16/2000

imgAAA.tif imgAAA.fna
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Common File Organization Methods 

The next example shows an organization method using letters to give 
each file a unique name and to pair the data and index files. 

The next example shows an organization method using numbers to 
give each file a unique name and to pair the data and index files. For 
proper sorting, always zero-fill the numbers.

File Name File Type

imgAAA.fna Index

imgAAA.tif Data

imgAAB.fna Index

imgAAB.tif Data

imgAAC.fna Index

imgAAC.tif Data

and so on…

File Name File Type

img001.fna Index

img001.tif Data

img002.fna Index

img002.tif Data

img003.fna Index

img003.tif Data

and so on…



File Import

File Import Configuration Examples

August 2005 Capture Administrator's Guide 312

The next example shows an organization method for multiple data files 
that will be assembled in to a single document, and only the first page 
of the document will be indexed. In this organization method there are 
more data files than there are index files. 

For example, an index file contains the name, account number and 
date for an insurance claim, while the image files are several JPG files 
showing various views of accident damage to an automobile. In the ex-
ample below, only img001.jpg and img005.jpg have index files. 

This method requires the manual rearrangement of the files into appro-
priate documents, or the configuration of Event Activator to automati-
cally put the files into appropriate documents. 

For more information about working with batches, see the Capture on-
line help. For more information about Event Activator, see “Event Acti-
vator” on page 441.

File Name File Type

img001.fna Index

img001.jpg Data

img002.jpg Data

img003.jpg Data

img004.jpg Data

img005.fna Index

img005.jpg Data

and so on…
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Configure File Import with File Deletion 
To configure File Import for importing files and deleting the imported 
files from the source folder, you need to know the following information:

For a blank copy of this worksheet, see “File Import Worksheet” on 
page 698.

1 Select the repository from the Tree View.

2 Select the settings collection you want to configure in the Config \ Set-
tings folder using the Capture Tree View or List View.

Configuration Item Example Value

Repository Name Taos

Settings Collection Name Med_Claim_st

File Specification *.*

Path S:\Import\Source

Index File Extension not used in this example

Delete File After Importing selected

Polling Interval not used in this example

Convert Multipage TIFF to Single 
Pages

not used in this example
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3 Click Tools, Configure, File Import in the main menu bar to display the 
Import Properties dialog box.

.

4 Type the name of the file or files you want to import in the File Specifi-
cation field. See also “Source File Names and Formats” on page 302. 

5 Type the path to the source folder in the Path field. You can use the 
Browse button to navigate to the folder. See also “File Import Source 
Folder and File Names” on page 301. 
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6 Click on the Automation tab so it has the focus. 

7 Select the Delete File After Importing option. See also “Automatically 
Deleting Files After Importing” on page 304. 

8 Click the OK button to save the changes and close the File Import 
Properties dialog box. 

This completes the configuration process. To begin importing files, 
click Tools, Start, File Import in the main menu bar. 
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Configure File Import to Import Files with Index Files 
To configure File Import for importing files and index values, you need 
to know the following information: 

For a blank copy of this worksheet, see “File Import Worksheet” on 
page 698.

1 Select the repository session name from the Tree View.

2 Select the settings collection you want to configure in the Config \ Set-
tings folder using the Capture Tree View or List View.

3 Click Tools, Configure, File Import in the main menu bar to display the 
File Import Properties dialog box.

Configuration Item Example Value

Repository Name Taos

Settings Collection Name Med_Claim_st

File Specification *.*

Path S:\Import\Source

Index File Extension fna

Delete File After Importing not used in this example

Polling Interval not used in this example

Convert Multipage TIFF to Single 
Pages

not used in this example
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.

4 Type the name of the file or files you want to import in the File Specifi-
cation field. See also “Source File Names and Formats” on page 302. 

5 Type the path to the source folder in the Path field. You can use the 
Browse button to navigate to the folder. See also “File Import Source 
Folder and File Names” on page 301. 

6 Type the file extension of the index file or files in the Index File Exten-
sion field. See also “External Index Files” on page 306. 

7 Click the OK button to save the changes and close the File Import 
Properties dialog box. To begin importing files, click Tools, Start, File 
Import in the main menu bar. 
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Configure File Import with Conversion to Single Pages 
To configure File Import for importing files and converting multipage 
TIFF files to single page files, you need to know the following informa-
tion:

For a blank copy of this worksheet, see “File Import Worksheet” on 
page 698.

1 Select the repository session name from the Tree View.

2 Select the settings collection you want to configure in the Config \ Set-
tings folder using the Capture Tree View or List View.

3 Click Tools, Configure, File Import in the main menu bar to display the 
File Import Properties dialog box.

Configuration Item Example Value

Repository Name Taos

Settings Collection Name Med_Claim_st

File Specification *.*

Path S:\Import\Source

Index File Extension not used in this example

Delete File After Importing not used in this example

Polling Interval not used in this example

Convert Multipage TIFF to Single 
Pages

selected
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4 Type the name of the file or files you want to import in the File Specifi-
cation field. See also “Source File Names and Formats” on page 302. 

5 Type the path to the source folder in the Path field. You can use the 
Browse button to navigate to the folder. See also “File Import Source 
Folder and File Names” on page 301. 
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6 Click on the Conversion tab so it has the focus. 

7 Select the Convert Multipage TIFF To Single Pages option to convert 
multipage TIFF files into single pages. See also “Automatically Con-
verting TIFF Files to Single Pages” on page 305. 

8 Click the OK button to save the changes and close the File Import 
Properties dialog box.

This completes the configuration process. To begin importing files, 
click Tools, Start, File Import in the main menu bar. 



August 2005 Capture Administrator's Guide 321

14
1Image Verify

Overview of Image Verify 
The Image Verify component is used to display pages for an operator 
to verify. This is generally done before the assembly process, but may 
also be used to check assembled documents before they are commit-
ted. The operator can accept pages, reject them, or mark them for later 
rescan. 

Image verification is used to display captured images for visual evalua-
tion of image quality and page organization. Usually this verification is 
done before the assembly process, but can also be done before as-
sembled documents are committed. As an operator views the pages 
the operator can manually reject pages (such as blank pages or sepa-
rator sheets) and mark other pages for later rescan. 

Image verification is often done at a station other than the scanning 
station. If you use the scanning station for high-volume scanning, you 
can increase throughput of documents by verifying images at a differ-
ent workstation. An advantage of verifying images at the scanning sta-
tion is that an operator can immediately rescan any poor quality 
images. In either case, the image verification process is the same. 

You can use image verification to review each of the pages in the 
batch, or to perform a spot check on specific pages or types of pages 
in the batch. For example, you can choose to verify only document or 
batch separator sheets, or to only look for pages marked as blank. For 
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large batches, you can verify that all of the document separator sheets 
have been detected properly without having to view each page individ-
ually. 

An operator can restart verification for a batch that was only partially 
verified. When reverifying, the process starts at the first unverified 
page. Should an operator try to reverify a batch for which image verifi-
cation is complete, a message displays. At this point, the operator can 
choose to reverify the batch or not. 

For more information about Image Verify, see the Capture Professional 
online help. 

Image Verification Status 
You can configure Capture to display image verification status to an 
operator when Image Verify is running. The status of the object being 
verified displays in the title bar of the viewer. An object’s verification 
status can be: Not Verified, Accepted, Rejected, or Rescan Later. Im-
age verification status only shows in the viewer title bar when Image 
Verify is running. The Viewer option Show Title Bar must be enabled 
for image verification status to display. 

For more information, see “Show Title Bar” on page 418, “The Viewer” 
on page 416, and the Capture Professional online help. 
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15
1Index Verify

Note The Index Verify component is only available when you are using Cap-
ture and an Image Services (IS) server. It is not supported for Content 
Services or Content Engine servers.

Overview of Index Verify 
Index Verify is a way to double-check selected index entries before a 
document is committed. The Index Verify and Index components use 
the same list of fields from the IS document class. The IS document 
class specifies the index fields to be index verified. The IS document 
class is often configured so that index fields that are required to be in-
dexed are also required to be index verified. 

Normally, you would use Index Verify any time after a document has 
been indexed, but before it has been committed. However, you are not 
required to index the documents in an assembled batch before begin-
ning index verification. 

When Index Verify is run, the fields contain any values entered during 
the index process. Fields that must be index verified are blank and ac-
tive for operator input. The operator can change the values but cannot 
see the previously entered values. Fields that do not need to be index 
verified display the values entered and cannot be changed. 

The Index Verify icon identifies that the field beside it must be verified. 
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This icon mark is next to the active fields. The icon is the image of an 
index card and rubber stamp. 

Since index verification is done at the document level, you cannot 
check that partial index verification of a batch has been done. 

General Options 

Enable Browsing of Document in the Viewer 

Select Enable Browsing of Document in the Viewer to allow the index 
verification operator to browse forward and backward through all pages 
of the document being verified. The operator can only change values in 
the index fields configured for index verification in the IS document 
class.

This option does not control browsing at configuration time, only when 
the index verification operator is running index verification. Clear the 
option to disable browsing. 

Field Options 
The position of an index field name can be moved up or down. Also, af-
ter the positions of the fields have been changed, they can be reset to 
their original positions. 

Tip To aid keyboard entry at index verification run time, put the fields to be 
verified at the top, and the fields that are not required for verification at 
the bottom. When the last field is typed and the index verification oper-
ator presses the Enter key, the page completes and the next page 
needing index verification displays.
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The Index Field Name shows all index field names defined in the 
IS document class. It is in this field that you use the buttons below to 
configure the index field order for index verification: 

Reset Order 
Click the Reset Order button to return the index names to this ses-
sion's original positions.

Move Up 
Click the Move Up button to move the highlighted index name up 
one line in the list. You can click the button as many times as is 
needed to place the index name in the desired position.

Move Down 
Click the Move Down button to move the highlighted index name 
down one line in the list. You can click the button as many times as 
is needed to place the index name in the desired position.

The index field name of the selected field as it will display to an index 
verification operator is shown in the Display Name field. 
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Display Preferences Options 
You can configure Capture to display the index verification viewer and 
index verification fields in one of the ways shown in the next table. The 
links in the next table jump to the viewer layout for index display prefer-
ences. The layout is essentially the same between index and index ver-
ification, aside from differences in field highlighting. 

Index Shortcuts Options 
Capture provides keyboard shortcuts for operators to speed up index-
ing and index verification. The default shortcuts address many tasks 
operators frequently perform. If the defaults don’t meet your operators’ 
needs, you or an operator can change them. The same shortcuts apply 
for both the Index and index Verify components. 

For more information about index shortcuts, see “Index Control Proper-
ties: Index Shortcuts Options” on page 188. 

Option Description Example

Viewer and Input Field 
Embedded 

The viewer and index verification fields 
appear in the workspace view. 

“Viewer and Input Field Embed-
ded” on page 184

Viewer in Separate 
Window 

The viewer is a separate window from 
the application, while the index verifica-
tion fields remain in the workspace 
view. 

“Viewer in Separate Window” 
on page 185

Input Field in Separate 
Window 

The index verification fields appear in a 
separate window from the application, 
while the viewer remains in the work-
space view. 

“Input Field in Separate Win-
dow” on page 186

Viewer and Input Field 
in Separate Windows 

The viewer and index verification fields 
appear in separate windows from the 
application. 

“Viewer and Input Field in Sepa-
rate Windows” on page 187
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Configure Index Verify 
To configure Index Verify, you need to know the following information: 

For a blank copy of this worksheet, see “Index Verify Worksheet” on 
page 699.

Configuration Item Example Value

Repository Name Taos

Settings Collection Name Med_Claim_st

Enable Browsing of Document in the 
Viewer

selected

Index Field Order 1. vendorno

2. ponum

3. invdate

Display Preference Viewer And Input Field 
Embedded selected 
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1 Select the repository from the Tree View.

2 Select the settings collection you want to configure in the Config \ Set-
tings folder using the Capture Tree View or List View.

3 Select Tools, Configure, Index Verify from the menu bar. The Capture 
Index Verify Control Properties dialog displays. 

4 Select Enable Browsing Of Document In The Viewer. See also “Enable 
Browsing of Document in the Viewer” on page 324. 

Select this option
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5 Configure the order of the index field names for index verification. See 
also “Field Options” on page 324. 

Configure the field 
order using these 
buttons



Index Verify

Configure Index Verify

August 2005 Capture Administrator's Guide 330

6 Configure the display preferences for index verify. See also “Display 
Preferences Options” on page 326. 

7 Click OK when done. 

Select a display 
preference

Click OK when 
done
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16
1Merge

Overview of the Merge Component 
In Capture, each scanned or imported page is, by default, a single file. 
The Merge component combines multiple individual image files of the 
same or compatible type into a single, multi-page file. Merge is used in 
Content Services and Content Engine environments since each docu-
ment can contain only one file. The Merge component combines multi-
ple files into a single file to satisfy this requirement for CS and CE 
systems. 

If a document is made up of multiple files of the same file type, the 
Merge component combines all of the files in the document into a sin-
gle file. The resulting file is of the same type (TIFF, JPEG, or PDF) as 
the original files. (See “Merging JPEG Files”, below.)

The following guidelines apply when using the Merge component:

• You can use the Merge component in either ad hoc mode, or within 
a capture path. 

• You must assemble a batch before you can run the Merge compo-
nent on that batch. 

• You can only merge the files within a document if the files are of the 
same file type, as follows: 

- All files are single-page PDFs,
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- All files are single-page TIFFs,

- All files are JPEG format, or 

- All files are either JPEGs or single-page TIFFs (see “Merg-
ing JPEG Files”)

• When you merge files into a single file, Capture uses the name of 
the first file for the new merged file. 

Merging JPEG Files

Because there is no multi-page JPEG format, JPEG files are embed-
ded into a multi-page TIFF file by the Merge component. Because 
JPEG files are actually saved into TIFF files, you can merge a combi-
nation of JPEG and TIFF files into a single document.

Note Capture supports color TIFF images.

Configuring the Merge Component

There are no configuration options for the Merge component. If you at-
tempt to run Merge on an invalid set of files, an error will be returned.

Using the Merge Component in Ad Hoc Mode

1 Scan or import the pages into a batch. Make sure that the pages are of 
the same type as described earlier in this chapter.

2 Assemble the batch (see Chapter 9, “Assembly,” on page 145).
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3 Select an assembled batch, open the Tools menu, and select Run. 
Then click the Merge option.

Using the Merge Component in a Capture Path

You can use the Merge component within a capture path. The only re-
quirement is that each batch must be assembled before it can be 
merged.

Viewing Multi-Page TIFF Files

When you display a Multi-page TIFF file in the viewer, only the first 
page appears. To scroll through the individual pages, use the naviga-
tion buttons on the far right of the viewer toolbar, or use the Multi-Page 
TIFF display commands in the Image menu from the main toolbar.
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17
1Zonal and Full Text OCR

Overview of the OCR Components 
Capture supports two components that provide optical character rec-
ognition (OCR) functionality. 

Zonal OCR is a standard feature for all Capture packages, and is de-
signed to extract textual data from specific zones on an image. The text 
is stored as an attribute which you can then use to populate autoindex 
fields, or as you would any other Capture attribute.

Full Text OCR is an optional feature that can be used to extract all of 
the text data from an image. If you are using a Content Services library 
or Content Engine object store with Content Search Manager enabled, 
you can process your documents with the Full Text OCR component. 
This will allow you to use the full-text indexing feature when the docu-
ments are added to the library. 

Zonal OCR
Zonal OCR can be performed on pages before or after they have been 
assembled. You can define the same zones for all pages in a docu-
ment, or define unique zones for each page of a document. You can 
configure up to 200 OCR zones per document.
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Note Assembled batches will perform OCR for the specified pages relative 
to each document within the batch. Unassembled batches will behave 
as if the batch were one document.

After you process your document using Zonal OCR, the text from each 
OCR zone displays as a UserDefined page attribute called OCR-
Value<##>. You can use a textual identifier in place of OCRValue<##>.

To specify a zone for OCR, you can either enter the coordinates (in pix-
els) or draw the rectangular region using the mouse. Zones are shown 
dynamically on the view of the page as you enter them.

Zonal OCR Results

The text obtained from each zone is stored as an attribute on the im-
age. Each zone corresponds to one attribute. These attributes appear 
in the UserDefined group, and are named OCRValue01, OCRValue02, 
etc. Therefore, the text obtained from the zone identified as Zone:01 
will be displayed as the attribute for OCRValue01, Zone:02 corre-
sponds to OCRValue02, and so on. Alternatively, you can give each 
zone a meaningful textual name. For example, Zone:01 can appear as 
“Name”, Zone:02 as “SSN”, etc.

If no text is extracted for a given zone, the corresponding attribute is 
not displayed in the attribute list. In this case, the Zone IDs and value 
relationships for all zones are maintained. 

To display the attributes for an image, select the image from the Tree 
View or List View, then use the Properties command from the File 
menu to display the properties of the image. Select the Attributes tab, 
then scroll through the list of attributes until the UserDefined group dis-
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plays. The text in each zone is shown as the value for each of the 
Value attributes.

Full Text OCR
The options available for Full Text OCR are described in detail in the 
Capture online help. Refer to the online help for details on the configu-
ration options available.

Note You can run the Full Text OCR component on assembled documents 
only. 

The following sections provide information on how to optimize use of 
the Full Text OCR component. 

Graphic Zones

You can specify up to 32 zones on a page that are treated as graphics 
and ignored by OCR processing. This feature is particularly useful if 
your pages contain graphics such as company logos in a letterhead, or 
signature areas that cannot be easily interpreted by the OCR software.

You can specify a graphic zone by either outlining the zone on a page 
in the viewer window, or by manually entering the coordinates.

Note Graphic zones apply to all pages of a batch or document.

You can speed up processing by specifying as many non-text areas as 
possible. In addition to actual graphics, such as photos or illustrations, 
the following should be designated as graphics:

• bar codes
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• patch codes

• company logos and letterheads

• signature areas

Confidence Level and Verification

When the Full Text OCR component processes a word, it also deter-
mines how much confidence it has in the recognition of that word. This 
is referred to as the OCR confidence level. 

The OCR confidence level is used in conjunction with OCR Verifica-
tion. When an element is recognized with a confidence level above the 
OCR Confidence Threshold, Capture accepts the recognized text. If 
the element is recognized with a confidence level below the OCR Con-
fidence Threshold and verification is enabled, the element is displayed 
for verification or correction by the operator. 

You can adjust the OCR Confidence Threshold to meet your specific 
needs. A higher threshold will cause more elements to be displayed for 
verification, but may result in more accurate text. A lower threshold will 
speed up processing as more words will be automatically accepted, 
but may result in more inaccuracies. You will probably need to experi-
ment with a number of typical documents and settings to get optimal 
results for the documents you process.
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PDF File Output Options

When you process a document through Full Text OCR, the output file is 
a PDF file. When the document is committed, the original source file is 
discarded. You can store the resulting PDF output using one of the fol-
lowing options:

• Normal creates a searchable (text-based) PDF file. Any graphics 
that appeared in user-defined graphics zones are also preserved. 
Normal creates the smallest file size of all the options available to 
you. 

• Image Only saves only an image of the document, contained 
within a PDF wrapper. Because the image is not converted to text, 
you cannot automatically index the document based on the content 
or do a full text search.

• Image + Text creates a file that stores both the original image and 
the text data extracted from the document. The image is main-
tained and used for display of the document, and the text can be 
searched and automatically indexed. The Image + Text option cre-
ates the largest file size of all the options available. 

Suggestions for Maximizing Recognition
Successful recognition depends on the quality of the images that you 
are processing. If you can adjust or control how the documents you are 
scanning and processing are produced, you can increase the speed 
and accuracy of the OCR process. 
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Use Clean, Good Resolution Images

If your scanned images are clean, well resolved, and free of extrane-
ous specks, your OCR processing will be more successful. You may 
find that using the various image enhancement options available 
through the Doc Processing component (despeckle, deskew, etc.) im-
prove recognition and accuracy.

Black text on a white background will yield better results than colored 
text and/or colored backgrounds. 

Use a Standard Font at a Moderate Size

OCR processing is most successful on scanned text that was originally 
created with a standard, easily readable font, such as Helvetica, Arial, 
Times or Courier. A font size of approximately 10 to 14 points generally 
yields the best results.

Suggested Image Formats 

You can perform OCR on TIFF, color TIFF, JPEG, and BMP images. 

If you are using JPEG images, they should be created using high-qual-
ity mode. Compression may cause problems for OCR recognition.

For best results, scan at 200 dpi, using 24-bit color mode or 8-bit gray 
scale mode. TIFF images scanned at 300 dpi and in black and white 
mode also work well. You should experiment with typical images and 
different settings to determine the best settings for your facility.

Using Zonal OCR With Forms

For best results, allow some white space around the OCR zone to re-
duce errors. Do not include vertical lines from boxes on forms in the 
OCR zone, as this may cause errors. 
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2Record Activator

Overview
Records Manager (RM) is an add-on component of the FileNet P8 
suite of products. Records management is responsible for the efficient 
and systematic control of the creation, receipt, maintenance, use and 
disposition of records. An effective records management program 
allows companies to achieve critical legal and compliance obligations. 

Record Activator is available with Capture Professional and declares 
records for FileNet P8 Records Manager. In order for Record Activator 
to work, your Capture Workstation must be logged into the Windows 
domain of the FileNet P8 Content Engine server.

Records Management

Records management helps organizations comply with a growing body 
of regulations set up to assure corporate accountability. Companies 
across all industries must demonstrate compliance, defend internal 
policies, and bear discovery costs during audits or legal inquiries. They 
must also fulfill these obligations in the face of overwhelming numbers 
of electronic documents and e-mail being generated. 

In the absence of a Records Management system, it might become dif-
ficult to locate, interpret, and comply with the record keeping laws and 
regulations. This can result in severe fines, penalties, and other legal 
consequences. You may also encounter risks associated with litigation, 
confidentiality, and safety of critical and vital information if you do not 
maintain and manage records properly.
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To ensure that the organizational information is accurate, complete, 
and easily accessible, you need to set up a reliable records manage-
ment system. Otherwise, you may invest a significant amount of time in 
non-productive activities, such as manually locating information or 
searching for missing or misfiled records.Within the Capture environ-
ment, Record Activator translates the FileNet P8 record definition into 
metadata and attribute information, which is stored internally in a 
record profile. The record profile information is attached to each docu-
ment. After the document is committed in Capture, a record is declared 
in the FileNet P8 system with the appropriate record information. 

Use Record Activator to create record profiles, map record profiles to 
FileNet P8 document classes and define the rules that determine 
which record profile to apply to your documents.
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Record Activator Interface to FileNet P8

Capture FileNet P8 

Batch

FileNet P8 

Document

Record 
information

Document
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definitions

Content Engine
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FileNet P8 
Application Engine
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Manager
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Setting Up Capture Record Activator
Perform the following tasks to set up and configure Record Activator on 
your FileNet P8 system. 

• Verify that Records Manager is installed with your FileNet P8 
system.

• Configure Record Activator. The following tasks are described in 
more detail in subsequent sections.

- Create a record profile for each of the FileNet P8 record defini-
tions.

- Define the criterion that describes when a record profile will be 
applied to a document.

- For each settings collection, select the rules to apply and the 
order in which to apply them.

- Configure user interaction preferences for Record Activator at 
runtime.

- Configure logging preferences for the Record Activator.

• Add the Record Activator component to your capture paths as nec-
essary. The Record Activator must be run after the Assembly and 
Index components, and before Merge and Commit. 

- File Import/Scan

- Assembly

- Index

- Record Activator

- Merge

- Commit
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Creating a Record Profile
The set of characteristics that define a FileNet P8 record are:

• record class

• record type

• record classification

These are grouped together into a record profile. These entities are 
defined by the Record Management File Plan established within the 
FileNet P8 system. The File Plan is designed to meet the specific busi-
ness rules and requirements of the customer.

File Plan

FileNet P8 
Content Engine

Record Profile

Record
Class

Record
Type

Record
Classification

Properties

Capture
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Metadata is stored in the record class as record properties. Examples 
of properties are subject, description and creator. 

The record profile also contains the record type and record classifica-
tion. The record type describes the record disposition. The record clas-
sification describes the record storage location within the Records 
Manager organization hierarchy.

To create a record profile, start by selecting a batch or settings collec-
tion in the Tree View.

Note Record profile definitions are global to a repository and are available to 
all settings collections. 
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1 Select Tools > Configure > Record Activator. The FileNet Capture 
Record Activator Properties dialog box displays. Select the Rules tab.
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2 Click Manage Profiles. The Manage Record Profiles dialog box dis-
plays. 

3 To create a new record profile, click New. 
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The New Record Profile dialog box displays. 

4 In the Profile Description area, specify a Name and Description for the 
Record Profile.

5 In the Record Definition area, select a Record Class and Record Type.

The Transfer matching Document properties to new Record option 
defaults to unchecked. This instructs Record Activator to transfer prop-
erty values from the document’s record only if they share the exact 
names. 
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Selecting a Record Class

Conceptually, record classes are similar to document classes. Record 
classes are defined within the FileNet P8 Records Manager File Plan 
and provide a mechanism for classifying the record. Some examples 
are Electronic Record, Marker Record and Invoice Record. Record 
classes cannot be created or modified from within Capture. 

1 In the New Record Profile dialog box, click Browse to display the Select 
Record Class dialog box containing a list of predefined record classes. 

The FileNet P8 File Plan describes a comprehensive Records Man-
agement plan and may include categories of records or nodes that you 
cannot select. One example of an ineligible node is physical docu-
ments stored in a cabinet. The icons of these non-selectable catego-
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ries are marked with a red x. There may, however, be subnodes that 
you can select beneath the ineligible categories. In this example, under 
the FilePlanObjectStore you cannot select Record or Marker, but you 
can select Scanned Record.

2 Select an eligible record class and click OK. The New Record Profile 
dialog box reappears with the Record Type and Record Classifica-
tion(s) fields enabled.

Selecting a Record Type and Classification(s)

A record class is associated with a record type and one or more record 
classifications. After you select a Record Class and click OK, the New 
Record Profile dialog box appears with the Record Type and Record 
Classification fields enabled. The list of record types is determined by 
the record class you selected.

A record classification is the full path of a record’s storage location 
within the Records Manager organization hierarchy. To select a record 
classification, click the Add button on the New Record Profile dialog 
box. The Select Record Classification dialog box displays. The list of 
record classifications is determined by the record class you selected.
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Note You can select more than one record classification.
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Configuring Record Activator Rules
A Record Activator rule defines when a record profile is applied to a 
document. Matching a document class to a record profile presents the 
simplest way to process documents. If all of your documents created 
with the same document class can use the same record profile, you 
may be able to meet your Records Manager requirements using the 
DocClass rule only. In some circumstances you may need to create a 
custom rule to match a document class to a record profile.

For example, if you have an invoice document class and all or most of 
your invoices can use the same record profile, you can map the invoice 
document class to the invoice record profile. If your international 
invoices must use a different record profile, you can create a custom 
rule to apply a different record profile to the international invoices only.

You can create two types of Record Activator rules. 

• You can create DocClass rules. This maps a document class to a 
record profile. See “Configuring Document Class Rules” on 
page 352. 

• You can also create custom rules which provide more flexibility for 
specifying which profile to apply to a particular document. See 
“Creating Custom Record Activator Rules” on page 354.

Configuring Document Class Rules

Using Capture, you can map document class properties to a specific 
record profile. 

Note The document classes are defined on the FileNet P8 Content Engine 
and the record profiles are defined within Record Activator.
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1 Select Tools > Configure > Record Activator. The FileNet Capture 
Record Activator Properties dialog box displays. Select the Rules tab. 

2 Select the DocClass Rule and click Edit.

The Edit DocClass Rule dialog box displays. This list maps document 
classes to record profiles. A specific document class can be listed only 
once, but the same record profile can be associated with multiple doc-
ument classes. The list is sorted in ascending order based upon the 
DocClass column.

3 To create a new document class mapping, click New. The New Doc-
Class Mapping dialog box displays. 
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The Select an available DocClass drop down list contains document 
classes that have not already been assigned a record profile mapping.

4 Create the mapping by selecting a document class and a record profile 
and click OK.

Creating Custom Record Activator Rules

This feature provides a high degree of flexibility in defining very specific 
criteria for matching a record profile to a document. Rules can be 
based on a batch, document or page property or value. Rules defined 
this way are associated with a settings collections and apply only to the 
settings collection in which they are configured. In addition, the rules 
require sample pages or a sample document to provide an example of 
the criteria for the rule to be invoked. For more information on sample 
pages see “Sample Pages” on page 73.

1 In the \Config\Settings folder, select the settings collection you want to 
configure.
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2 Start by scanning or importing your sample pages and selecting them 
in the Tree View.

3 Select Tools > Configure > Record Activator. The FileNet Capture 
Record Activator Properties dialog box displays. Select the Rules tab. 

4 To create a new rule, click New. A wizard steps you through the Create 
Record Activator rule process. 
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Enter the required name and an optional description.

5 Click Next to display the Rule Characteristic dialog box.

The Rule Characteristic dialog box defines the characteristics that 
Record Activator uses to determine which record profile is assigned to 
a document.
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Defining the Characteristic to Trigger the Rule

In the Characteristic Definition section, identify the characteristic that 
invokes the rule.

1 For Source Object Type, click the appropriate radio button to select the 
object to which the characteristic belongs: Batch, Document or Page. 

If you select Page, select the number of the page within the document 
on which the characteristic appears.

2 In the Characteristic Category field, select the kind of characteristic 
(Properties, Attributes, or Indices) from the drop-down list. The values 
available differ according to the Source Object type selected, as shown 
in the table below.

3 The Characteristic instances from sample field displays all the exam-
ples of the chosen category that appear on the sample source object. 
Select the one you want to use as the characteristic.

4 If necessary, use the Extractor Definition section to define a subset of 
the characteristic to use. 

• For a textual data type, you can specify a substring. To define the 
substring position, enter a Start position other than 0 and specify a 
Length. The length includes the start position.

• Selecting a date type from the Extractor list enables the Append 
button. By selecting the Append button, the particular Extractor 

Source Object Characteristic Category Options

Batch Properties, Attributes

Document Properties, Attributes, Indices

Page Properties, Attributes
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value is appended to the contents of the read-only Extractor Defini-
tion text box.

The Sample Result text box is read-only and displays the result of 
applying the Extractor Definition to the sample characteristic. It is 
updated whenever the sample or any extractor definition item is modi-
fied.

5 Click Next on the Rule Characteristic dialog box to open the Rule Map-
ping dialog box. The rule characteristic you defined appears in the 
Rule Characteristic field.



18 Record Activator

Configuring Record Activator Rules

August 2005 Capture Administrator’s Guide 359

Defining the Characteristic Condition

1 In the Define A New Mapping section, specify the condition of the char-
acteristic and the record profile to be assigned when the condition is 
met. In this example, when the Rule Characteristic = “42Abc”, the 
record profile “Invoices” is applied to the document.
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2 In the Operator field, select the condition that must apply to the charac-
teristic. The list of operators is dependent on the data type of the char-
acteristic. The <default> operator does not require any specific 
condition, just the presence of the characteristic.

3 The fields that appear in the Define a New Mapping section are depen-
dent on the data type of the characteristic and the choice of operator.

Note  If you choose the Between operator, you must enter the beginning and 
end of the range in two fields. This applies only to dates and numerics.

4 In the Record Profile field, select the record profile to assign to docu-
ments that meet the conditions you specified.

5 Click Add in the Define a New Mapping area to add the condition to the 
Current Mappings list. 

6 Repeat these steps to create as many conditions as you need for a 
given characteristic. 
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Configuring Record Activator Rules for a Settings 
Collection

The Record Activator Rules dialog displays all the rules that have been 
created and are global to the repository. When Record Activator pro-
cesses documents, it applies only rules that have been selected. In 
addition, rules are applied in the order they appear on the list. To con-
figure the Rules tab to apply rules correctly, follow these steps:

1 In the \Config\Settings folder, select the settings collection you want to 
configure.

2 Select Tools > Configure > Record Activator. The FileNet Capture 
Record Activator Properties dialog box displays.

3 Click on the Rules tab.

• To apply a rule, select the check box next to the rule name.

• To change the order in which rules are applied, highlight a rule and 
click the up or down arrows to move the rule up or down in the list. 

4 Click OK to save any changes and close the Record Activator Proper-
ties dialog box.
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Specifying User Interface Preferences
On the Record Activator Properties dialog box, you can select user 
interface preferences.

1 Select Tools > Configure > Record Activator. The FileNet Capture 
Record Activator Properties dialog box displays.

Use the General tab to specify Record Activator usage and viewing 
characteristics.

2 The Record declaration required for every document check box con-
trols the behavior of the Record Activator at execute time. If checked, 
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this feature requires that a record profile be chosen for each document 
within a batch.

3 Select the appropriate radio button in the User Interaction area to 
specify the nature of the Record Activator user interface:

• None allowed - Disables user interaction. This option is not avail-
able if the Record declaration required for every document 
checkbox is selected.

• Only if no rule match occurs - Permits user interaction only for doc-
uments for which no record profile was automatically assigned.

• Always allowed - The user must review and accept or change auto-
matic record profile assignments.

4 Select the appropriate radio button in the Page Viewer area to control 
the appearance of the Page Viewer, which displays the first page of 
each document for review during processing.

• Not displayed - The Page Viewer is not displayed.

• Embedded - The Record Activator is embedded within the main 
window.

• Separate window - The Record Activator displays in its own 
window.

Configuring Record Activator Logging
You can specify what Record Activator-related activity to log and when 
to log it. 

1 Select Tools > Configure > Record Activator. The FileNet Capture 
Record Activator Properties dialog box displays.
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2 Select the Logging tab. 

3 Select the appropriate radio button in the Record Profile Assignment 
area to specify the kind of activity to log during the Record Activator 
execute assignment process. Select from the following: 

• No logging - No logging is performed.

• Log failures only - Only assignment failures are logged.

• Log all Assignments - Both assignment successes and failures are 
logged.
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4 Select the appropriate radio button in the Record Declaration area to 
specify the kind of activity to log during the record declaration process 
(i.e., document committal). Select from the following:

• No logging - No logging is performed.

• Log failures only - Only declaration failures are logged.

• Log all Declarations - Both declaration successes and failures are 
logged.

5 Select the appropriate radio button in the Log Destination area to 
specify the logging output destination:

• IDM Logging - Log entries are passed to the FileNet IDM Trace 
facility already in use by Capture.

• Daily log files - Log entries are appended to files whose names are 
based on the current date as follows: “YYYYMMDD.txt”. You can 
select the log file destination folder by clicking Browse.

Configuring Trace for Record Activator

Capture can be configured to record processing activity in a log file, 
usually to troubleshoot software problems. You can use the FileNet 
IDM Trace facility to log system activity. The Trace facility must be con-
figured before you can use it.

To configure the Trace Facility, follow the procedure in “Trouble-
shooting Using the Trace Utility” on page 680. At Step c on 
page 681, select RMUtils.dll. Do not select RecordActivator.ocx.
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Running Capture Record Activator
Record Activator can be executed on a selected batch or as part of a 
capture path. Run Record Activator after Assembly and Indexing but 
before using the Merge component. The Record Activator may permit 
user interaction for no documents, for all documents it processes, or for 
only those documents for which no record profile was automatically 
assigned as specified in the Records Activator General tab. For more 
information see “Configuring Record Activator Logging” on 
page 363.

1 Run the Record Activator by selecting Tools > Start > Record Activator. 
A window similar to the following example displays:

The Current Document field is read-only and displays the name of the 
current Capture document being processed by Record Activator.
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2 When user interaction is permitted, you can select an alternate Record 
Profile for the current document. The Select a Record Profile list pro-
vides access to all available record profile definitions. When a docu-
ment is first processed and a rule match occurs, the corresponding 
record profile is highlighted in this list.

3 To process the current document again, click Apply Rules. If any rule 
match occurs, the corresponding record profile is selected.

• To accept the currently selected profile and process the previous 
document, click Prev Doc.

• To accept the currently selected profile and display the next docu-
ment, click Next Doc. If you are processing the last document in the 
batch, this button processes the first document in the next batch. If 
there are no more batches, the button changes to Finish.
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19
1Capture Components

Overview of Capture Components 
Component settings, which are grouped in settings collections, are one 
of the configuration elements that control how Capture processes 
batches.

All the components used in Capture processing are separate ActiveX 
(OCX) controls rather than parts of a single application. For example, 
scanning, assembly, image verification, and indexing are each a sepa-
rate component rather than being part of a single scan application. 

The component settings can be configured by the Capture administra-
tor when creating and defining a settings collection. The Capture ad-
ministrator can configure the components within a settings collection 
by running the Settings Wizard or by selecting the settings collection in 
the Config/Settings folder and selecting Tools, Configure, and then se-
lecting the component to configure. All batches created after settings 
are configured in this way will be processed using the new settings. 

While you can configure most features in Capture using the Settings 
Wizard, several components or features cannot be configured using 
this wizard: the Event Activator, Index, Index Verify, Filter Options. 

The component settings can also be modified when processing an in-
dividual batch. Component setting changes made to an individual 
batch affect only that batch. 
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For example, a scan operator may want to change the configuration of 
the Scan component to create a more readable image for a special 
document. If the operator has proper security permissions, the opera-
tor can open the Scan component configuration and change its set-
tings. The changes are temporary; operators cannot save changes 
they make to components. This prevents an operator from accidentally 
altering configurations that a Capture administrator has set up for gen-
eral use. For more information about how operators can change com-
ponent settings, see the Capture Professional online help.

Polling and Filtering options are not configured in a settings collection. 
For more information about Polling and Filter options, see “Filtering 
Options” on page 521. 

For more information about settings collections, see “Settings Collec-
tions” on page 68. 

Scan 

Performs scanning operations. Includes General, Stamper, Patch 
Code, and Advanced options.Other processing options are available 
through the Kofax or Pixel Translations tool kits. For more information, 
see “Scan” on page 140. 

File Import 

Imports external files into the document capture system. You can im-
port any type of file. For more information, see “File Import” on 
page 299. 

DocProcessing 

Provides the post-scan functionality listed below. 
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Bar Code: Performs bar code detection and recognition tasks. For 
more information, see “Bar Codes” on page 497. 

Patch Code: Performs patch code detection and recognition tasks. For 
more information, see “Patch Codes” on page 488. 

Forms ID: Matches images against predefined master forms to quickly 
identify form document types. For more information, see the Capture 
Professional online help. 

Image Enhancement: Provides enhancement features like despeckle, 
deskew, and streak removal. For more information, see “Image En-
hancement” on page 426. 

Blank Page Detection 

Automatically detects and marks blank pages for later deletion during 
assembly. Blank page detection is often used with Image Verification. 
For more information, see “Blank Page Detection” on page 512. 

Image Verify 

Displays images for an operator to verify. The operator can accept im-
ages, reject them, or mark them for later rescan. The operator can also 
use the Image Verify Attributes feature to view the attributes each im-
age carries and to change them if necessary. For more information, 
see “Image Verify” on page 321. 

Event Activator 

Automates events or actions within a capture path based on rules that 
you formulate. For example, you can configure Event Activator to de-
tect a bar code on a page, start a new batch, and put subsequent doc-
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uments into that new batch. For more information, see “Event 
Activator” on page 441. 

Assembly 

Sorts, organizes, and groups individual scanned or imported objects 
into documents for permanent storage. Depending on how you config-
ure Capture, an operator can manually assemble documents by drag-
ging, dropping, cutting, and pasting pages and batches within the Tree 
View, or you can configure this component to automatically assemble 
pages into documents, based on assembly criteria you specify. Assem-
bly is a required process. For more information, see “Assembly” on 
page 145. 

Index 

Indexes documents before committal. The operator can manually index 
documents by typing index entries into index fields. You can configure 
this component to automatically enter certain information, often ob-
tained from a bar code, into the appropriate index field. You can config-
ure the Index component to use a mix of manual and automatic 
indexing. Batches must be assembled before they can be indexed.
Index is a required process. For more information, see “Index” on 
page 161. 

Index Verify 

Verifies previously-entered index data. If a discrepancy is found, the 
operator can make a correction before documents are committed. For 
more information, see “Index Verify” on page 323. 
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Record Activator 

Record Activator translates the FileNet P8 record definition into meta-
data and attribute information, which is stored internally in a record 
profile. The record profile information is attached to each document. 
After the document is committed in Capture, a record is declared in the 
FileNet P8 system with the appropriate record information. For more 
information, see “Record Activator” on page 340.

Commit 

Commits batches to a server for permanent storage. Commit is the last 
component used in Capture processing. When the Commit component 
finishes processing a batch, the batch is committed to page cache (for 
Image Services systems) or the Library (for Content Services and 
Content Engine systems). Commit is a required process. For more in-
formation, see “Committing Documents” on page 260. 

Full Text OCR

Converts scanned pages (or areas of scanned pages) into editable text 
using Optical Character Recognition technology. The textual data is 
saved as PDF and retains the formatting and layout of the original doc-
ument. For more information, see “Full Text OCR” on page 336.

Zonal OCR

Performs Optical Character Recognition on the data in one or more 
“zones” on a page. You designate one or more zones for OCR pro-
cessing. The Zonal OCR component then extracts the text from each 
of these zones and stores it as an attribute for the image. For more in-
formation, see “Zonal OCR” on page 334.
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Merge

Combines multiple individual image files of the same or compatible 
type into a single, multi-page file. Merge is used in Content Services 
and Content Engine environments since each document in a CS or CE 
library can contain only one file. For more information, see “Merge” on 
page 331.

Viewer 

Displays pages in the Workspace view. While a page appears in the 
Viewer, you can zoom the Viewer in or out, rotate the page, invert its 
colors, and adjust the brightness and gray scale settings. Viewer is not 
a processing component, like those above. For more information, see 
“The User Interface” on page 380. 

PrintFax 

Prints or faxes an uncommitted document from within the Capture Tree 
View. Capture cannot view committed documents. For more informa-
tion, see “PrintFax” on page 617. 

Creating Custom Components 
Capture is a collection of OCXs that are bound together by a capture 
application. The application program interface (API) is fully exposed via 
OLE automation, so you can write your own OCX controls with Visual 
C++, Visual Basic, and other tools and plug them into the Capture ap-
plication. You can also create a custom container for the Capture and 
your proprietary controls. 
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Custom and third-party components can be used within a capture 
path, and if properly installed and registered via Capture Manager, 
they will appear in the Capture Path Wizard. 

Custom components may add attributes to objects that can be used for 
subsequent processing. 

For more information on creating custom controls see the Program-
ming Reference online help. Also refer to the documentation provided 
with any third-party component for more information.
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Part III - Capture Features
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20
1Batch Totals

Note Batch Totals is a feature that is only available for Capture Professional 
workstations attached to an Image Services server. The configuration 
of batch totals must be coordinated between the IS and the Capture 
station.

Overview of Batch Totals 
The Batch Totals feature can be used to keep a running total of the val-
ues entered for a specified field for every document in a batch. For ex-
ample, if Sales Tax is configured as a batch totals index field, the 
system adds up the sales tax entered during indexing for each docu-
ment in the batch. After the batch is indexed, the total value for that nu-
meric index is compared to the predefined batch total. The batch total 
values can be viewed, printed, or saved to a file. 

The index operator may or may not know that a numeric index field is 
configured to accumulate Batch Totals. The index operator simply in-
dexes these numeric values the same way as any other index field. 
The IS accumulates the Actual Totals and compares them with the Ex-
pected Totals. If Expected and Actual Totals are not equal, Capture dis-
plays a warning to the index operator.

The following sections describe the steps required to set up and use 
batch totals. 
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Set Up Index and Document Class for Batch Totals on the IS Server 

The IS system administrator must enable batch total verification when 
the index fields are configured for the document class. To do this, mark 
one or more numeric index fields for Batch Totals accumulation when 
defining the index fields for the document class. 

Capture then adds up the values of these fields as they are indexed in 
each document of the given batch. This results in the Actual Total. 

Set Up Capture Indexing For Batch Totals 

The Capture administrator sets up indexing on the Capture station, to 
use the numeric field(s) set up on the IS to run batch totals.

When running Capture, the index operator indexes the numeric field 
values as any other field. The server accumulates the totals and com-
pares the actual total with the expected total. 

Define Expected Totals During Batch Creation 

When batch totals are enabled for a doc class, a dialog box displays 
just after batch creation. The supervisor or operator creating batches 
enters the Expected Totals for each index field marked for Batch Totals.

Select an item from the Index Name column, edit the Expected Total, 
then click Set. Click OK to store the Expected Totals on the IS server. 
The Actual Totals will be calculated on the server as the batch is in-
dexed.



Batch Totals

Overview of Batch Totals

August 2005 Capture Administrator's Guide 378

Define Expected Totals After Batch Creation 

To Define Expected Totals on a batch that already exists, do the follow-
ing:

1 Select a Batch.

2 Select File, Properties. 

3 Select Batch Totals property page.

4 Set or modify Expected Totals.

View Expected Totals and Actual Totals 

To View Expected Totals and Actual Totals on a batch that has been in-
dexed do the following:

1 Select a Batch.

2 Select File, Properties. 

3 Select Batch Totals property page.

4 View Expected and Actual totals.

Tip You can also print the batch total values or save them to a file. For 
more information, see “The Batch Totals Tab” on page 436. 
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Committing Documents with Batch Totals Verification

The scenarios below happen only if the document class is marked for 
Batch Total verification:

• If the Expected total matches the Actual total, the commit proceeds 
normally.

• If the Expected total doesn't match the Actual total, Capture dis-
plays a warning.

• If the user continues past the warning, the commit proceeds. Note 
that some users may not have the security privileges needed to 
override a Batch Totals error. If the user does not continue past the 
warning, the batch is not committed. 
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21
1The User Interface

Overview of the User Interface 
The Capture native user interface is a collection of elements that you 
can configure. You can create a custom interface at each Capture sta-
tion so your operators see only the controls and functions they need to 
do their jobs. The operators can also customize configuration settings 
at their own workstation. 

The basic user interface contains the following parts:

• Toolbars

• Tree View

• List View

• Workspace View

• Viewer Component

• Status Bar

These parts are shown in the next example. 
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These parts are described below. 

Toolbars 
The Capture interface contains a number of toolbars. You can custom-
ize many of the toolbars and selectively display or hide them. There 
are several other toolbars. See also “Toolbars and Tooltips” on 
page 399. 

Tooltips 
A tool tip is a popup window that provides a description of a button. If 
you hold the cursor over a toolbar button, a popup window will open 
and display the name of the selected button. See also “Toolbars and 
Tooltips” on page 399. 

Tree View 
Displays the various repositories you can access from your worksta-
tion, along with the folders, batches, and documents they contain. See 
also “Tree View Options” on page 386. 

List View 
Displays the items contained in the object (folder, batch, or document) 
currently selected in the Tree View. See also “List View Options” on 
page 391 and “List View Columns Options” on page 396. 

Workspace View 
A multipurpose view used by any active task on the workstation. 

For example, when you scan a page or select a page from the List 
View, the Viewer component uses the Workspace view to display the 
page. When a page is displayed, the status bar at the top of the Work-
space view lists the page’s path and file name. When you are indexing 
a batch, the indexing component interface appears in the Workspace 
view. 
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Viewer Component 
Displays scanned pages in the Workspace view. If you are using Image 
Verification to inspect captured pages, they will be displayed in the 
Viewer. 

If you are not using Image Verification, you can select pages individu-
ally from the Tree or List View, and they will be displayed by the Viewer. 
This allows you to perform spot checks on the captured pages.

The Viewer has its own toolbar, which you can turn on or off. It also has 
a page navigator feature you can use to browse through all the pages 
in a batch. You can split the Viewer into four sections to see four ver-
sions of the same page simultaneously, and you can scroll each sec-
tion independently. 

The Viewer component is covered in detail in another chapter. For 
more information about the Viewer, see “The Viewer” on page 416. 

Status Bar 
A status bar displays at the bottom of the Capture window. 

Information messages, such as prompts or brief explanations, display 
on the far left side of the status bar. The information may apply only to 
the selected menu or tool, or it may apply to the Capture system in 
general.

The status boxes on the right side of the status bar identify the Win-
dows user name logged onto the workstation (not the FileNet logon 
name), whether the workstation is in Capture Path or Ad-Hoc mode, 
and the keyboard Caps Lock and Num Lock status.
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Saving User Interface Options 

User interface options can be configured by the Capture administrator, 
or an operator with proper access authority. User interface configura-
tion options include: 

• Showing or hiding the List View, Tree View, Workspace View, or 
status bar 

• The appearance and behavior of the List View and Tree View 

• The choice and configuration of toolbars 

Each workstation stores the user interface options in its Windows reg-
istry. The user interface options are stored by the Windows logon 
name. User interface options can be configured for each Windows 
logon name on a workstation. 

Controlling View Panes 
The Capture administrator or operator can open and close the views 
and can control the types of access an operator has to the views. 

Hiding or Showing Views 

The Tree, List, and Workspace Views are typically open when you start 
Capture. 

Use the options in the View menu to hide or show each individual view. 
Each view appears in the View menu. Click on a View to toggle it on or 
off. A view will show if a check mark appears next to it.

Use the Restore Defaults command in the Window menu to restore the 
arrangement of the panes and views to the default appearance.
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Repository Options 
The Capture administrator or an operator can configure the size of List 
View thumbnails, save thumbnails to the repository, and save thumb-
nails to a temporary image cache. The Capture administrator or an op-
erator can choose to have Capture generate a checksum when an 
image is first scanned. 

Note An operator can override the Capture administrator’s settings.

The use of thumbnail options can slow performance.

Thumbnail Height and Thumbnail Width 

You can configure the size of thumbnail (large icon) image renditions 
that are saved to repositories. You set their width and height in pixels in 
the Repository tab of the Control Properties dialog box. The settings 
you make apply to all repositories the operator can access. The larger 
the thumbnail size, the more disk space required to store it.

Save Thumbnails to Repositories 

Capture can display a Large Icon (thumbnail) style in the List View. By 
default, the software does not use stored thumbnails. 

Render Thumbnail When Storing Pages 

You have the option of creating thumbnail renditions as new images 
are created. These pre-rendered thumbnails are temporarily saved in 
an image cache on the workstation. Their existence in the image cache 
reduces the chance that thumbnails must be rendered when the List 
View is set to Large Icon style. 
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You must enable the Save Thumbnails to Repository option to save the 
pre-rendered thumbnails to the repository.

Checksum Pages Written 

Capture can generate a checksum on each image after an image is 
scanned, after post-scan image enhancement, and after a rescan. This 
checksum is verified before an image is committed, to ensure that it 
has not been corrupted during processing. If the checksum can’t be 
verified, the image is not committed. The checksum is not stored with 
the image. 

Shortcuts Options 
A shortcut provides a name to a folder located on the repository. You 
may need to add custom shortcuts if a third-party or custom applica-
tion you are using does not set the shortcut information automatically. 
If so, you must know the shortcut name the application looks for as well 
as the location of the folder on the repository, because the name you 
use must match the name the application uses. You must enter the 
shortcut information separately for each workstation that uses the ap-
plication.

You can add, edit and delete shortcuts. The syntax of a shortcut is 
<folder>/<folder>. You cannot edit or delete the predefined shortcut 
names in the LocalSettings, Capture Paths, Settings, or Templates 
shortcuts. The Capture software looks for these names explicitly.

Tree View Options 
The system administrator or an operator can configure the hierarchy 
style used in the Tree View. The dimensional appearance of the panes, 
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the line and border styles used on the panes, and the style and align-
ment of the Tree View are also configurable. Other Tree View options 
include enabling drag and drop and multiple selection of objects, defin-
ing the kinds of objects that can be selected, and how object are 
shown when selected. 

Note An operator can override the Capture administrator’s settings.

The Tree View and List View share several of the same configuration 
options. 

Enabled 

The Enabled option enables or disables access to the Tree View. En-
abling or disabling access is done independently for the Tree View and 
List View. The List View tab also has the Enabled option. 

Enabled selected
An operator can expand or collapse objects in the hierarchy. 

Enabled cleared
An operator cannot do anything to the objects in the Tree View. An op-
erator cannot even expand or collapse objects in the hierarchy. 

Style 

The Style option configures the appearance of the hierarchy that dis-
plays in the Tree View. 

The hierarchy can display a text description of each component and an 
icon that represents each type of component. Lines can link compo-
nent together to visually indicate their relationship to each other. If a 
component such as a folder or batch is collapsed, a plus sign can dis-
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play to indicate that you can expand the component and view the items 
it contains. If a component is fully expanded, a minus sign can display 
to indicate that no further expansion is possible.

Border Style 

The Border Style option controls the type of border that encloses the 
Tree View. The Tree View can have a thin line or be borderless. The 
List View also has this option. Often, the views are configured to have 
no border.

Line Style 

The relationships between repositories, folders, batches, documents 
and pages are illustrated with lines in the Tree View. 

If you selected a master style in the Style field that uses lines, you can 
choose one of two line styles. The Root Lines style shows the relation-
ships between repositories as well as folders, batches, documents and 
pages within a repository. The Tree Lines style shows only the relation-
ships between folders, batches, documents, and pages within a repos-
itory. Relationships between repositories are not delineated.

Appearance 

The Appearance option configures how the Tree View looks. The Tree 
View can have a flat appearance or appear as if were in three dimen-
sions. 

Allow Cut/Copy/Paste/Delete/Drag/Drop 

You can enable or disable the ability to cut/copy/paste/delete/drag/drop 
for the Tree View. Enabling or disabling the Allow Cut/Copy/Paste/De-
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lete/Drag/Drop feature is done independently for Tree View and List 
View. The List View tab has this same option. 

Allow Cut/Copy/Paste/Delete/Drag/Drop selected
Enables an operator to reorder items within the Tree View by cutting, 
pasting, dragging or dropping pages, documents, batches, or folders.

Allow Cut/Copy/Paste/Delete/Drag/Drop cleared
Prevents an operator from reordering items within the Tree View by 
cutting, pasting, dragging or dropping pages, documents, batches, or 
folders. When Allow Cut/Copy/Paste/Delete/Drag/Drop is disabled, op-
erators cannot use the Tree View to assemble documents.

Allow Multiple Selection 

The Allow Multiple Selection option controls whether operators can se-
lect multiple objects within the Tree View. When multiple selection is 
enabled, operators can hold down the Shift key and select several ob-
jects. Operators can only select multiple objects at the same hierarchi-
cal level. For example, if an operator first selects a batch, the operator 
can only select more batches.

Allow Multiple Selection selected
An operator can use the Shift key to select multiple objects in the Tree 
View. 

Allow Multiple Selection cleared
An operator cannot select multiple objects in the Tree View. 

Always Show Selection 

The Always Show Selection option controls highlighting of a selected 
object in the Tree View. 



The User Interface

Tree View Options

August 2005 Capture Administrator's Guide 390

Always Show Selection selected
A selected object will remain highlighted even when the focus moves to 
another view. 

Always Show Selection cleared
A selected object will lose the highlight when the Tree View no longer 
has the focus.

Navigational Depth 

The Navigational Depth option controls the level to which the Tree View 
can be expanded for viewing. For example, if you set the Navigational 
Depth field to the batch level, you cannot navigate to the documents in 
the batch or the pages in those documents. 

The hierarchy expands and collapses at each level. A fully expanded 
level is marked with a minus (-), while an unexpanded level is marked 
with a plus (+). To expand or collapse a level, double click on the object 
name, or click the plus or minus symbol. Once you set the Navigational 
Depth field, you cannot navigate below that level in the TreeView. 

Note A + sign appear for all levels in the Tree View, whether or not there are 
contents in that level. If there are no contents in that level, as soon as 
you click the + sign, the + sign disappears and no expansion occurs.

Restricting the depth can improve performance. Capture uses less 
memory when fewer objects are loaded in the Tree View. For example, 
you may notice a performance improvement when you use a value of 
Batch instead of Document. However, when using a value of Batch, op-
erators cannot expand the hierarchy to objects smaller than a batch. 
They cannot see documents or pages. 
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You can set the navigational depth to one of the following: Repository, 
Folder, Batch, Document, or Page

List View Options 
The system administrator or an operator can configure the hierarchy 
used in the List View. The dimensional appearance of the panes, the 
line and border styles used on the panes, and the style and alignment 
of the List View are also configurable.

Note An operator can override the Capture administrator’s settings.

Enabled 

The Enabled option enables or disables access to the List View. En-
abling or disabling access is done independently for the Tree View and 
List View. The Tree View tab also has the Enabled option. 

Enabled selected
An operator can expand or collapse objects in the List View hierarchy. 

Enabled cleared
An operator cannot do anything to the objects in the List View. An oper-
ator cannot even expand or collapse objects in the hierarchy. 

View 

The View option controls how objects appear in the List View. You can 
choose one of the following styles.
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Large Icons 

This option displays a thumbnail rendition of the page with a label be-
low the thumbnail. (When batches and documents are displayed with 
this view option, the first page of the batch or document is displayed.)

Using this option has performance implications. 

Small Icons 

This option displays a small icon for each page, document, or batch.

List 

Typically, objects are configured to appear in the List View in a List for-
mat, which displays a small icon that represents the object type, fol-
lowed by the object’s name. 

Details 

This option displays information about the object in a report format. 
The format can include up to seven columns of information. The col-
umns can contain the object’s name, the object’s order (page 1, page 
2, etc.), the name of the operator who created the object, the date the 
object was created, the processing phase the object is currently under-
going, the next processing phase it will undergo, and its current status.

The number of columns and type of data you see with this view is con-
trolled by the settings in the List View Columns tab. See also “List View 
Columns Options” on page 396. 
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Border Style 

The Border Style option controls the type of border that encloses the 
List View. The List View can have a thin line or be borderless. The Tree 
View also has this option. 

Arrange 

The Arrange option controls the alignment of objects in the List View. 
Within the List View, objects can align along the top edge (Auto Ar-
range Top), or along the left edge (Auto Arrange Left). 

Appearance 

The Appearance option configures how the List View looks. The List 
View can have a flat appearance or appear as if were in three dimen-
sions. 

Allow Cut/Copy/Paste/Delete/Drag/Drop 

You can enable or disable the ability to cut/copy/paste/delete/drag/drop 
for the List View. Enabling or disabling the Allow Cut/Copy/Paste/De-
lete/Drag/Drop feature is done independently for Tree View and List 
View. The Tree View tab has this same option. 

Allow Cut/Copy/Paste/Delete/Drag/Drop selected
Enables an operator to reorder items within the List View by cutting, 
pasting, dragging or dropping pages, documents, batches, or folders.

Allow Cut/Copy/Paste/Delete/Drag/Drop cleared
Prevents an operator from reordering items within the List View by cut-
ting, pasting, dragging or dropping pages, documents, batches, or fold-
ers. When Allow Cut/Copy/Paste/Delete/Drag/Drop is disabled, 
operators cannot use the List View to assemble documents.
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Allow Multiple Selection 

The Allow Multiple Selection option controls whether operators can se-
lect multiple objects within the List View. When multiple selection is en-
abled, operators can hold down the Shift key and select several 
objects. Operators can only select multiple objects at the same hierar-
chical level. For example, if an operator first selects a batch, the opera-
tor can only select more batches.

Allow Multiple Selection selected
An operator can use the Shift key to select multiple objects in the List 
View. 

Allow Multiple Selection cleared
An operator cannot select multiple objects in the List View. 

Always Show Selection 

The Always Show Selection option controls highlighting of a selected 
object in the List View. 

Always Show Selection selected
A selected object will remain highlighted even when the focus moves to 
another view. 

Always Show Selection cleared
A selected object will lose the highlight when the List View no longer 
has the focus.

Hide Column Headers 

The Hide Column Headers option controls whether column heads in 
the List View are shown or hidden. 
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Hide Column Headers selected
Hides column headers when the Details option is selected for the List 
View. 

Hide Column Headers cleared
Shows column headers. 

Wrap Labels 

The Wrap option controls whether object names in the List View are 
wrapped or displayed on a single line.

Wrap Labels selected
Wraps or truncates object names when the Details option is selected 
for the List View. 

Wrap Labels cleared
Shows long object names on a single line.

Sort Delay 

In the Details style of the List View, Capture automatically sorts the list 
according the column header criteria as each image is added during 
scanning. This can degrade performance for high-speed scanners. To 
delay sorting until an entire batch has been scanned, set the Sort De-
lay field higher than your page acquisition rate. 

For example, if your scanner captures a page every 2 seconds, set the 
Sort Delay field to 5. Capture won’t sort the images until 5 seconds 
have passed after the last image was scanned.

The range of this option is 0 to 30 seconds. 



The User Interface

List View Columns Options

August 2005 Capture Administrator's Guide 396

List View Columns Options 
The List View Columns options are used with the Details view option 
for the List View. When the Details option is selected in the View option 
on the List View tab, you can customize the information that displays 
using the List View Columns options below. See also “List View Op-
tions” on page 391. 

Number of Columns 

The number of columns option controls how may columns display in 
the List View when the Details option is selected. See also “Details” on 
page 392. 

Column 1 through 7 

The Column 1 through 7 options control the column heading and the 
type of information that displays in the columns. The choices include: 
Name, Order, Creator, Create Date, Current Phase, Next Phase, and 
Status.

Auto Resize 

The Auto Resize option controls whether the List View is to automati-
cally resize to display all the columns, or require the operator to use 
the horizontal scroll bar to see columns beyond the size of the view 
window. 

Routing Agent Options 
The routing agent options control how Capture executes a capture 
path and how it handles batches that are busy or already processed. 
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For more information about capture paths, see “Capture Paths” on 
page 103. 

Execute Capture Path a Single Step at a Time 

This option controls whether to run the capture path in sequence, or 
stop after each component is run. 

Execute Capture Path a Single Step at a Time selected 
The capture path pauses after each component has run, and displays 
a dialog box requesting user approval to run the next component.
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Execute Capture Path a Single Step at a Time cleared 
The capture path runs each component in sequence, without interrup-
tion. 

Show Capture Path Execution Progress 

This option controls whether or not to run the capture path with a sepa-
rate window showing a graphic representation of the capture path as it 
runs. 

Show Capture Path Execution Progress selected 
Capture displays a graphic representation of the capture path layout in 
a separate window, with the active component highlighted as the cap-
ture path runs.

Show Capture Path Execution Progress cleared 
Capture runs the capture path without graphic representation of the 
capture path’s progress. 

Skip Batch If Busy Or Already Processed 

This option controls whether to select the first available batch, or 
present a message to the operator giving the choice to process the 
batch or not. Selecting this option can speed throughput in a distrib-
uted processing environment that employs filtering so operators can 
share work. 

Skip Batch If Busy or Already Processed selected 
Capture automatically skips batches that are busy or have already 
been processed and selects the first batch available for processing. 
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Skip Batch If Busy or Already Processed cleared 
Capture attempts to process a batch even if the batch is busy or has al-
ready been processed. When it detects that the batch is busy or al-
ready processed, it displays a message to the operator giving the 
option to reprocess the batch or not.   

For more information, see “Filtering Options” on page 521, “Distributed 
Processing” on page 618 and “Capture Paths” on page 103. 

Toolbars and Tooltips 
Capture provides a set of toolbars and the Capture administrator or op-
erator can create custom toolbars as needed. The Capture administra-
tor or operator can: 

• Select which toolbars are on or off, specify which control buttons a 
toolbar displays, and rearrange the order of the displayed buttons. 
Not all toolbars remain off after a restart. 

• Configure the toolbars to use either large or small buttons. Small 
buttons are used most often. 

• Configure toolbars to display tooltips when the cursor is held over a 
toolbar button for a few seconds. A tool tip is a small a pop-up win-
dow that displays the name of the selected element. 

For more information about toolbars and tooltips, see the Capture Pro-
fessional online help. For an example procedure for configuring tool-
bars see “Configure Toolbars” on page 414.

Toolbars Available 

The toolbars available can include:
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Standard Toolbar 
The Standard toolbar contains Cut, Copy, and Paste. 

List (Navigator) Toolbar 
The List toolbar selects how the information in the List View displays. 
The view options include large Icons, Small Icons, List and Details.

VCR Buttons Toolbar 
Use the VCR Buttons toolbar to scroll through the objects in the List 
View. Click these buttons to jump to the beginning or end of a list, and 
to change levels within a list.

Tools Palette Toolbar 
The Tools Palette toolbar icons launch individual components for the 
Viewer, Assembly, the Event Activator, Blank Page Detection, Image 
Import, Image Verification, Indexing, Index Verification, Scanning, and 
Committal.

This toolbar also provides icons used to Stop, Pause, or Abort a com-
ponent or Capture Path.

This toolbar cannot be turned off permanently. It displays each time 
Capture starts. Buttons for the components actually installed on the 
workstation display in the toolbar. If a component is not installed, no 
button for it displays in the Tools Palette.

Blank Page Toolbar 
The Blank Page toolbar buttons control the Blank Page statistical func-
tions. Use these buttons to show or clear the Blank Page Statistics.

This toolbar displays only if the Blank Page component is installed on 
the workstation. If it is present, it cannot be turned off permanently. It 
displays each time Capture starts.
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Scan Toolbar 
The Scan toolbar buttons control scanning-related functions including 
bar code recognition, patch code recognition, image enhancement, 
and forms identification. 

This toolbar displays only if the Scan component is installed on the 
workstation. If it is present, it cannot be turned off permanently. It dis-
plays each time Capture starts.

DocProcessing Toolbar 
The DocProcessing toolbar buttons control document processing func-
tions such as Bar Code detection and Image Enhancement options. 

This toolbar displays only if the post-scan Doc Processing component 
is installed on the workstation.

Image Verify Toolbar 
The Image Verification toolbar icons allow the operator to mark the sta-
tus of images during the verification process. The operator clicks one 
of the toolbar buttons to flag an image as “accepted,” “rejected,” or 
“rescan.”

Viewer Toolbar 
The Viewer toolbar buttons change the appearance of the image in the 
Workspace Views, and step through pages in the batch.
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Examples of Specific Use Stations 
Examples of several specific use stations appear in this section, along 
with a description of the component group that must be installed for 
each type of station, and the way the Tree View and List View, and the 
toolbars should be configured to match the look of the examples. The 
specific use stations covered here are:

• Scan-only

• Scan and verify

• Image verify and assembly

• Index-only

Scan-Only Station 

For a scan only station, you may want the user interface to look like the 
sample below. All toolbars that won’t be used are turned off.

Components

A Scan-only station should include all of the components installed for a 
Capture scanning package. (The actual scan package you select will 
depend on your scanning volume and type of scanner you are using.)

Views

In the sample interface, the Tree View and List View and are on, while 
the Workspace pane is turned off. Since the operator at a scan-only 
station is not verifying or assembling pages, there is nothing the scan 
operator needs to see in the Workspace pane. All toolbars that won’t 
be used are turned off.
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Toolbars

The Standard toolbar is turned off. The Standard toolbar contains but-
tons for Copy, Cut, Paste, Print, and Help. A scan-only operator proba-
bly does not need access to these functions. 

The List View toolbar is turned off. The operator has no need to see 
this toolbar because the List View has been set to display objects in a 
List format. 

The VCR Buttons toolbar is turned off. Eliminating the VCR buttons 
helps to simplify the user interface. This toolbar provides controls that 
let an operator scroll through objects in the List View. The VCR Buttons 
toolbar also contains the Stop button, which stops the Scan compo-
nent. There is also a Stop commend on the Tools menu. At some sites, 
you may want to leave the VCR Buttons toolbar enabled.

The Tools Palette toolbar is turned on. On a scan-only station, you 
would install only the Scan component and perhaps the Event Activa-
tor component, if it is needed by the operator’s capture path. The Tools 
Palette toolbar shows buttons for components that are actually in-
stalled on the workstation, so no extraneous buttons appear to the op-
erator.

The Blank Page toolbar does not show since the Blank Page compo-
nent is not installed on this scan-only station. In this scenario, blank 
page detection would take place on an Assembly workstation.
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Scan and Verify Station 

For a scan and image verify station, you may want the user interface to 
look like the sample below. Note in the example, because the image 
verify component is running, most toolbars and the buttons on them 
are grayed and inactive. All toolbars that won’t be used are turned off.

Components

A scan and image verify station should include all of the components 
installed for a Capture scanning package. (The actual scan package 
you select will depend on your scanning volume and type of scanner 
you are using.)

Views

In the sample interface, the List and Tree Views are on, and the work-
space pane is open to accommodate the Viewer. The List View is con-
figured to display objects in a thumbnail format.

Toolbars

The Standard toolbar is turned off. The operator will seldom need to 
cut, copy or paste.

The List toolbar is turned off to simplify the interface.

The VCR Buttons toolbar is turned on so the user can use them to 
scroll through images. 

The Blank Page toolbar is on. 

The Tools Palette is turned on. It has buttons that start the components 
installed on the workstation. In the sample user interface, there are 
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buttons for the Viewer, Assembly, Image Verify, Event Activator, Scan, 
and Blank Page Detection.

The Viewer shows its standard toolbar. This can be turned off by con-
figuring the Viewer component.The Image Verification toolbar appears 
in the Viewer when the Image Verify component starts.
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Image Verify and Assembly Station 

For an image verify and assembly station, you may want the user inter-
face to look like the sample below. Note in the example, because the 
image verify component is running, most toolbars and the buttons on 
them are grayed and inactive. The stop button is active. All toolbars 
that won’t be used are turned off.

Components

An image verification and assembly station should include all of the 
components installed for a Capture Doc Entry package. (This assumes 
that scanning is not required for the workstation.)

Views

In the sample interface, the Tree View and List View are on, and the 
workspace pane is open to accommodate the Viewer.

Toolbars

The Standard toolbar is turned on to give the operator access to the 
copy, cut and paste tools. 

The List View toolbar is turned on and is configured to display objects 
in thumbnail view.

The VCR Button toolbar is turned on so the operator can use the but-
tons to scroll through the images.

The Viewer and Image Verify toolbar come on when these components 
are active. The buttons for the Image Verify toolbar are: accept, delete, 
rescan, and image verify attributes.
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The Tools Palette shows icons for all components installed on the sys-
tem. In the sample user interface there are buttons for the viewer, as-
sembly image verify, and event activator. 

Note that the Scan component is not installed on this workstation, so 
there is no Scan toolbar.
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Index-Only Station 

For an index only station, you may want the user interface to look like 
the sample below. Note in the example, because the index component 
is running, most toolbars and the buttons on them are grayed and inac-
tive. The stop button is active. All toolbars that won’t be used are 
turned off. 

Index display preferences, the way the viewer and index input fields are 
displayed, is configured using the Index Control Properties dialog box, 
Display Preferences tab. For more information see, “Index Control 
Properties: Display Preferences Tab Options” on page 183. 

Components

An indexing station should include all of the components installed for a 
Capture Doc Entry package. (This assumes that scanning is not re-
quired for the workstation.)

Views

In the sample interface, the List and Tree Views are on, and the work-
space pane is open to accommodate the Viewer, which also displays 
the index fields.

Toolbars

The Standard toolbar is turned on to give the operator access to the 
copy, cut and paste tools. 

The List View toolbar is turned on. 

The VCR Buttons are on so the operator can use them to scroll 
through the images.
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The Tools Palette is turned on. In the sample user interface there are 
buttons for the Viewer, Assembly, Image Verify, Event Activator, and In-
dex components.

Note that the Scan component is not installed on this workstation, so 
there is no Scan toolbar.
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Configure Toolbars 
The following procedure provides an example of how to configure tool-
bars within Capture.

1 Select View, Toolbars, Toolbars. 

2 Select the desired toolbars. See also “Toolbars Available” on 
page 399. 

3 Select Show Tooltips. See also “Toolbars and Tooltips” on page 399. 

Select Show Tooltips

Select the desired 
toolbars

Click New 
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4 Click the New button and type the name of the new toolbar (for exam-
ple, Custom) and click OK. Capture adds the toolbar to the list of tool-
bars. 

5 Locate the new toolbar and move it to a convenient location on the 
desktop. The new toolbar is a small dockable window on the desktop, 
often above and to the left of the Customize dialog box. 

6 Click the Commands tab and select the Tools Palette option from the 
Categories list. From the Buttons group, drag and drop the desired but-
tons to the new toolbar. 

Tip Drag and drop the buttons into the toolbar in the order that the operator 
will use them. 

The new toolbar should resemble the one in the illustration below.

7 Drag and drop the new toolbar to the desired location. You can drag it 
in with the other Capture toolbars, or drag it to a convenient location on 
the Windows desktop. 

8 Click the Close button to exit the Customize dialog box. 

Type the toolbar name

Click OK
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22
1The Viewer

Overview of the Viewer 
The Viewer component displays pages in the Workspace view. While a 
page displays in the Viewer, an operator can zoom the view in or out, 
rotate the page, invert its colors, and adjust the brightness and gray 
scale settings. Changes to the display of an image in the Viewer com-
ponent do not affect the arrangement of pixels in the image. 

The Capture administrator can configure the Viewer component within 
a settings collection to cause all pages using that settings collection to 
be viewed in the same way. The configuration example below shows 
this method using default values. See, “Configure Viewer” on 
page 423. 

Often, the operator configures the Viewer component on the individual 
workstation. For more information about this method, see the Capture 
Professional online help. 
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Viewer Component Options 
You can configure the Viewer component to display pages using the 
following options in the Viewer Properties dialog box: 

General Options 

Show Toolbar 

Select this option to include the Viewer toolbar in the Viewer. The tool-
bar includes controls an operator can use to:

• Save the TIFF display orientation 

• Zoom in or out on the image 

• Resize or rotate the image 

• Open or close a navigator window 

• Open or close a magnifier window 

• Rotate the current image, or all the pages in the batch

• Lighten or darken the image 

• Display the image in shades of gray (gray scale) 

• Invert the image colors 

• Page through the images in a batch, or through multi-page TIFFs

• Print the image

Not all of options available in the toolbar are configurable through the 
Viewer component. For more information about the Viewer toolbar, see 
the Capture Professional online help. 
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Show Title Bar 

Select this option to include a title bar in the Viewer. The title bar dis-
plays the repository name, folder name, batch name, and file name of 
the page displayed in the Viewer. 

When Image Verify is run, the title bar also displays the verification sta-
tus of the displayed object. An object’s verification status can be: Not 
Verified, Accepted, Reject, or Rescan Later. Image verification status 
only shows in the viewer title bar when Image Verify is running. 

Display Page and Document 

Select this option to display the page and document number in the title 
bar for the document displayed in the Viewer. This information replaces 
the repository, folder, batch, and file names. You can only configure this 
option when you first select Show Title Bar. 

Scroll Bars 

This option controls the use of scroll bars in the Viewer. The scroll bar 
options let you hide the scroll bars, show only the vertical scroll bar, 
show only the horizontal scroll bar, or show both vertical and horizontal 
scroll bars. 

Show Splitters 

Pane splitters on the scroll bars let the operator split the Viewer into 
two panes, allowing the operator to see two versions of the page simul-
taneously. The splitter controls are small rectangles next to the top of 
the vertical scroll bar and to the left of the horizontal scroll bar. 
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Show Page Navigator 

The Page Navigator buttons (on the Viewer toolbar) let the operator 
scroll forward and backward through the pages in the batch.

Viewer Settings 

This option determines whether or not the viewer options (zoom, rota-
tion, and brightness) will be reset when a new image from a different 
batch is displayed. 

When you select Change viewer settings for each batch, the viewer 
will reset the viewer options each time an image from a new batch is 
displayed. Viewer options are reset to the options determined by the 
settings configured on the batch. (The viewer settings for a batch are 
determined by either the settings collection used when the batch is 
created, or by viewer configuration changes made on the batch itself.) 
If you adjust the viewer settings, the new settings are used for display 
of other images from the same batch, but will not persist if an image 
from another batch is displayed.

When you select Maintain viewer settings until Doc Class changes, 
the viewer uses the same settings to display each new image so long 
as the document class associated with the original batch remains the 
same. If you manually adjust the viewer settings, the new settings will 
persist until an image from a batch with a different document class is 
displayed.

For either setting, if you load a new image from the same batch that is 
already displayed in the viewer, the display options will not change. 

Two examples follow to illustrate the difference between these options:
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Example 1 Select Change viewer settings for each batch:

You load an image from Batch1, DocClass1 into the viewer. You 
change the zoom from 100% (the default for Batch1) to 200%. 

If you load another image from Batch1 into the viewer, the zoom will re-
main at 200%.

Next, you load an image from Batch2, (also DocClass1) into the 
viewer. The viewer magnification reverts to 100%.

Example 2 Select Maintain viewer settings until Doc Class changes:

You load an image from Batch1, DocClass1 into the viewer. You 
change the zoom from 100% (the default for Batch1) to 200%. 

If you load another image from Batch1 into the viewer, the zoom will re-
main at 200%.

Next, you load an image from Batch 2, (also DocClass1) into the 
viewer. The viewer magnification remains at 200% because the docu-
ment class has not changed.

If you load an image from Batch3, based on DocClass2 (assuming 
Batch3 has a default zoom setting of 50%) the zoom magnification 
changes to 50%. 
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Scale or Zoom Options 

Zoom By 

Select this option to specify a magnification value. The image is scaled 
both horizontally and vertically by the value you select. For example, if 
you want the operators to see all images at 50% of their scanned size, 
set the Zoom By option to 50. 

Stretch 

Select this option to configure the Viewer to display images in a custom 
size. When you configure this option, you set horizontal and vertical 
stretch values. The image is resized according to the values you set. 
For example, to display an image which is 25% wider than its original 
scanned size, set the Horizontal Stretch value to 25. 

Note The image will not retain its original proportions if the horizontal and 
vertical values are not identical. 

Full Page 

Fills the entire workspace view with the image. This is the most com-
mon display mode.

Page Width 

Fills the entire width of the workspace view with the image.

Page Length 

Fills the entire length of the workspace view with the image.
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No Scaling 

Turns off custom scaling and display images at the original size. 

Image Options 

Rotation 

Controls the number of degrees to rotate an image when the operator 
displays it. You can choose to rotate the image 0, 90, 180, or 270 de-
grees. Note that the viewer cannot rotate some image formats, such as 
PDF.

Brightness 

Control brightness using one of the selections below:

Normal 
Displays the image as scanned, neither lightening nor darkening it.

Darker 
Increases the contrast to optimize display of scanned black and white 
documents.

Lighter 
Lightens the image and displays it with less contrast.

Enhance 
Uses shades of grey when scaling an image (instead of black and 
white) to produce a more readable image.

Image 

Reverses the black and white pixels in an image. 
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Configure Viewer 
To configure the Viewer component, do the following: 

1 Select the repository session name from the Tree View, then select a a 
settings collection in the Config \ Settings folder. 

2 Select Tools, Configure, Viewer in the main menu bar to display the 
Viewer Properties dialog box, General tab.

.

3 Select Show Title Bar to include the title bar in the Viewer. See also 
“Show Title Bar” on page 418. 

4 Select Show Toolbar to include the toolbar in the Viewer. See also 
“Show Toolbar” on page 417. 

Select Show Title Bar

Select Show Toolbar

Select Show Splitters

Select Show Page 
Navigator

Select Show Both Scroll 
Bars
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5 Select Show Splitters to include the pane splitters in the Viewer. See 
also “Show Splitters” on page 418. 

6 Select Show Page Navigator to include the navigator in the Viewer. 
See also “Show Page Navigator” on page 419. 

7 Select Show Both Scroll Bars to include both the horizontal and verti-
cal scroll bars in the Viewer. See also “Scroll Bars” on page 418. 

8 Select the Viewer Persistence option that you want to use. See also 
“Viewer Settings” on page 419.

9 Click the Scale or Zoom tab to display the Viewer Properties dialog 
box, Scale or Zoom tab.

Select Zoom By and 
select a percentage
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10 Select the Zoom By option and select a zoom percentage to display 
the page at that percentage in the Viewer. See also “Zoom By” on 
page 421. 

11 Click the Image tab to display Image options. 

12 Select a Rotation option. These options control the degrees of rotation 
used to display a page in the Viewer. See also “Rotation” on page 422. 

13 Select a Brightness option. These options control the brightness used 
to display a page in the Viewer. See also “Brightness” on page 422. 

14 Click the OK button to save the changes and close the Viewer Proper-
ties dialog box. 

Select a Rotation option

Select a Brightness 
option

Click OK
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1Image Enhancement

Overview of Image Enhancement 
You can use image enhancement to improve the quality of your im-
ages. Image enhancement features include: 

• Image Deskewing to correct for misfed originals

• Black Border Removal to correct for borders that appear when the 
original image is off-center or smaller than the scanning area

• Image Despeckling to remove “noise” or other specks

• Line and Streak Removal to correct for scratches on the scanner 
glass or other streaks on the scanned images

• Image Deshading to compensate for over or under-exposed scan-
ning

The default settings for the image enhancement features are for typical 
images and should work without adjustment in most cases. If you 
make an adjustment, you should always process test images to deter-
mine the best settings.

For more information about image enhancement, see the Capture Pro-
fessional online help. 
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Using Image Enhancement Features in a Capture Path

You can use the Doc Processing component within a capture path to 
apply the same image enhancement settings to all pages in a batch. 
When you do this, you configure the image enhancement features you 
want to use through the Doc Processing component. 

For example, to deskew all images in a batch using a capture path, do 
the following:

1 Select the settings collection you want to configure in the Config \ Set-
tings folder using the Capture Tree View or List View.

2 Click Tools, Configure, DocProcessing, then select Deskew. The 
Deskew Properties dialog box appears. 

3 Configure the Deskew options, then continue with any other configura-
tion setting changes.

4 Edit or create a capture path, and place the Doc Processing compo-
nent in your capture path at the point where you wish to perform the 
Deskew operation.

This allows you to perform more than one image enhancement opera-
tion (deskew plus despeckle, for example) at the same point in a cap-
ture path, using only one instance of the Doc Processing component.

Using Image Enhancement Features in Ad Hoc Mode

When you want to perform an image enhancement operation in ad hoc 
mode, you can use either of two general methods:
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• You can perform individual operations by selecting the feature from 
the run menu. (For example, you could configure Deskew, then se-
lect Run, Deskew from the menu.)

• You can configure the Doc Processing component for multiple op-
erations, then run the Doc Processing component on the image to 
apply all of the configured operations.
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1Object Properties

Overview of Object Properties 
Each object repository, folder, batch, document, or page has a set of 
properties associated with it. When a component processes an object 
in Capture, a record of what was done is added to the properties of 
that object. The information collected in the properties of an object can 
be read and used. It is useful to view these properties when you are 
creating capture paths, event activator rules, or filtering options rules. 
Properties can also be used when programming Capture or trouble-
shooting Capture processes. 

Properties appear in the Properties dialog, which can contain the fol-
lowing tabs: Object, Attributes, Batch Totals, and Batch Index Values. 
The properties shown in these tabs can be printed or saved to a file by 
clicking the Print or Save As buttons. Also, you can copy selected text 
to the clipboard using the Ctrl + C keyboard command. 
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Attributes and Properties 
When Capture creates an object or a Capture component processes 
an object, a record of what was done is kept in the attributes or proper-
ties of that object. An object can be a page, document, batch, or folder. 
The information collected in the attributes or properties of an object 
can be read and used.

The difference between attributes and properties is as follows: 

• The properties of a object are something that every object has. For 
example, name, create date, modify date, owner, session, and so 
on. The attributes of an object vary depending on the object type 
and how the object is processed. For example, batches have a 
CurrentSettings attribute, but documents and folders don't.

• Attributes are values associated with settings such as dpi, paper 
size, and so on, or triggers such as bar codes or patch codes that 
can be used to trigger events or can be autoindexed. Attributes are 
associated at the page level rather than the higher levels of docu-
ment, batch or folder. 

Attributes are values which are specific to an object. Attributes can ex-
ist on folders, batches, documents and pages. For example, batches 
typically have a CurrentSettings attribute which references the settings 
object from which the a component will load its values. Scanned pages 
typically have attributes that include the type of scanner used, the pa-
per size selected, the image format, and many other attributes about 
the scanned page.

Properties are values associated with an object type such as a folder, 
batch, document, or page. Properties are based on system-generated 
information, not information generated during scanning, by doc pro-
cessing, or other components.
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Attributes and Properties can be used in many different functions of 
Capture. For example:

• Image Verify uses attributes to filter pages to view. For example, 
show only pages with a blank page object property, or show only 
pages that contain a start of document object property.

• Event Activator processes the attributes on pages to add new at-
tributes that will be used for assembly.

• Index uses attributes to automatically fill index fields.

Attributes and Properties can be viewed by selecting a page, batch or 
other object and then selecting menu bar item File, Properties. (You 
can also right-click on an object then select Properties from the context 
menu.) 

The Object Tab 
Below is a sample Object tab for a batch. Object tabs for other types of 
objects (folders, documents, and pages) have a similar appearance, al-
though the actual fields differ slightly. 

All the object’s properties (the contents of all the tabs) can be printed 
or saved to a file by clicking the Print or Save As buttons when the Ob-
ject tab is selected. Also, you can copy text from this tab to the clip-
board by selecting text and pressing Ctrl + C. 
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The Object tab provides the following information about an object:

Session Name The name used to identify the repository session. Use 
Capture Manager to add, change, and remove session 
names.

Service Name The name of the repository service that this session is cur-
rently connected to and the logon user name used for this 
service. For an IS server, it is the standard three-part 
name. 

Type The type of object you selected. The object can be a re-
pository, a folder, a batch, a document, or a page.

Created The date and time the object was created, along with the 
name of the user who created the object.
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Class

(batch or docu-
ment objects)

The name of the document class associated with the ob-
ject you selected. This field does not display on the Object 
tab for a folder. 

ID The unique internal identifier associated with the object.

Folders

(repository
objects)

The number of folders contained in the selected reposi-
tory.

Batches 

(folder objects)

The number of batches contained in the selected folder. If 
the folder is empty, this field is not displayed.

Documents

(batch objects)

The number of documents contained in the selected 
batch. If the batch is empty, this field is not displayed.

Pages

(document 
objects)

The number of pages contained in the selected docu-
ment. If the document is empty, this field is not displayed.

Components in 
Error

A list of components where an error occurred for the se-
lected object, if the object is flagged with an error. Use this 
field for troubleshooting.

Last Error A description of the last error to occur. 
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The Attributes Tab 
The Attributes tab provides a list of all the attributes associated with 
the object you selected in the Tree or List View. The attributes are 
grouped by Capture function.

The contents of this tab can be printed or saved to a file by clicking the 
Print or Save As buttons. Also, you can copy text from this tab to the 
clipboard by selecting text and pressing Ctrl + C. 
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The list contains the following fields:

Note Releases prior to Capture 4.0 provided an attribute group called 
“Scan.” Attributes created from scanners attached to Kofax boards are 
now placed in the Kofax group instead of the Scan group. Attributes 
created from an ISIS driver (or TWAIN device) are still placed in the 
“Scan” group. 

See also “Attributes and Properties” on page 430.

Group Name of the Capture function to which the attribute belongs. For 
a scanned page, you see listings for the group named Kofax or 
Scan. Imported files have listings for the Image group. 

Name The attribute’s name. This field does not list all the attributes of a 
function. It lists only those attributes that the object actually pos-
sesses. For example, the Scan component contains a patch 
code attribute. If a patch code was not detected on the object, the 
patch code attribute does not appear in the list.

Value The current value of the attribute. For example, the Rotation at-

tribute indicates the degree of rotation as none, 90o, 180o, 270o.
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The Batch Totals Tab 
The Batch Totals page provides the Expected and Actual totals for the 
batch. Batch Total verification must be enabled by the Capture admin-
istrator through configuration of the Index component and during cre-
ation of the document class on the IS. See also “Batch Totals” on 
page 376.

This tab only displays when the selected object is a batch. If Batch To-
tal verification was not configured for the object, then no data is dis-
played. If indexing has not been done for the batch, the tab displays 
with Actual Total values of zero (0).

The contents of this tab can be printed or saved to a file by clicking the 
Print or Save As buttons. Also, you can copy text from this tab to the 
clipboard by selecting text and pressing Ctrl + C. 

Dollar_Amt 1234.56 1234.56
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Batch Index Values Tab 
The Batch Index Values page provides the document names, index 
field names and index values of the batch. This tab only displays when 
the selected object is a batch. If indexing has not been done for the 
batch, the tab displays without the index value properties. Batch Index 
Values can be used to facilitate manual index verification. See also 
“Index” on page 161. 

The contents of this tab can be printed or saved to a file by clicking the 
Print or Save As buttons. Also, you can copy text from this tab to the 
clipboard by selecting text and pressing Ctrl + C. 



Object Properties

Viewing an Object’s Properties

August 2005 Capture Administrator's Guide 438

Viewing an Object’s Properties 
To view an object’s properties:

1 Click on the object in the Tree or List View.

2 Click the right mouse button to invoke a context menu.

3 Click the Properties option in the context menu. This opens the Proper-
ties dialog box.
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Obtaining Properties for Automatic Indexing 
You will need to know the Group and Name assigned to a value to con-
figure the index component for automatic indexing.

To Obtain Document Properties for Automatic indexing

1 Select the first sample page in the settings collection using Tree View 
or List View. The first page is the one at the top of the list of documents 
in the settings collection.

2 Select File, Properties. 

For scanned pages, the property sheet that displays is titled:

Page <page number> Properties 

For imported files, the property sheet that displays is titled: 

<file name> Properties 

3 Click the Attributes tab. The attributes of the document are shown in 
columns with the headings Group, Name, Value.

4 Scroll toward the bottom of the Group list. Entries such as those in the 
next examples mean that the bar codes or index files were processed.

For scanned pages, the properties should resemble those in the next 
example: 

Group Name Value

Barcode Text[0] Baldwin

Barcode Text[1] Marjorie

Barcode Text[2] 1234567
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The Barcode Text[0] through Text[2] properties indicate the order of the 
bar code on the page and the value the bar code contained. For exam-
ple, the first bar code on the page, Text[0], contained the value Bald-
win. The range is Text[0] through Text[63]. 

For imported files, the properties should resemble those in the next ex-
ample: 

The UserDefined Value1 through Value3 properties indicate the order 
of the text lines in the index file (FNA file) and the value the text line 
contained. For example, the first text line in the text file, Value1, con-
tained the value Baldwin. The range is Value1 through Value32. 

Tip Complete the worksheet containing the Group, Name, and Value prop-
erties. Such a table will help you when you configure the index compo-
nent. For a blank copy of the worksheets above, see “Property 
Worksheet — Attributes” on page 700.

5 Click OK to close the Properties dialog box. 

Group Name Value

UserDefined Value1 Baldwin

UserDefined Value2 Marjorie

UserDefined Value3 1234567
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Overview of Event Activator 
Event Activator is used to prepare documents for automated assembly. 
You configure Event Activator to look for a characteristic on a page, 
such as a patch code. This is called a “condition” or “trigger.” Then you 
specify what you want to happen when the condition is detected. This 
is called the “action.” An action can be starting a new folder, batch or 
document, naming a new batch or folder, or assigning a different set-
tings collection to a newly created batch. 

Event Activator sets attributes on the pages to designate things such 
as the start of document. Then, when the Assembly component pro-
cesses the batch, it uses this attribute to start a new document.

For example, you could configure Event Activator to look for pages that 
contain a patch code 1 (condition) and then mark those pages as the 
start of a new document (action). Then, during assembly, a new docu-
ment is started after each patch code 1. 

The condition and action are combined in an Event Activator “rule.” 
You use the Event Activator Rule Properties dialog box to configure 
rules. Event Activator rules are stored in settings collections. You can 
have an unlimited number rules for each settings collection. Event Acti-
vator processes rules in the order they appear in the list in the Rules 
tab. 
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For conditions other than patch codes, the settings collection must in-
clude a sample page with an example of what you are trying to detect 
(bar code, etc.) Without such a sample page, patch codes will be the 
only conditions you can use in Event Activator. When configuring, you 
select the sample page to show the triggering elements for the condi-
tion in the Rule Properties dialog box. 

Note Event Activator does not clear any previously written Event Activator 
rules from the properties of an object. Running Event Activator more 
than once on the same batch may produce unexpected results when 
the Assembly component is run.

How Event Activator Fits in the Capture Work Flow 
The flow of work steps on a Capture workstation using Event Activator 
might include: 

• Acquire pages using Scan or File Import for example 

• Read patch codes using DocProcessing

• Mark pages for assembly using Event Activator

• Assemble pages into documents

• Index documents

• Commit documents

In this example, you use Event Activator after patch codes have been 
read, and before running Assembly. 
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Building an Event Activator Rule 
The general steps to configure the Event Activator are: 

Step 1 – Scan or Import Sample Pages. If you are using a condition 
or trigger other than a patch code, check that the settings collection 
has the sample page you want. If there is no sample page, or it does 
not contain the trigger, scan or import a sample page into the settings 
collection. For more information, see “Sample Pages” on page 445. 

Step 2 – Configure the Event Activator. Clicking Tools, Configure, 
Event Activator opens the Rules tab. Here you can add, edit, or remove 
rules from the list of rules shown on the Rules tab. Clicking the Add or 
Edit buttons opens the Rule Properties dialog box where you define 
the rules. For more information, see “Event Activator Rules” on 
page 447. 

Step 3 – Define the Rule Conditions. You define the Rule Condition 
using the Group, Name, Relationship, and Value fields of the Rule 
Properties dialog box. Examples of values that might fill these fields 
are, respectively: BarCode, PatchCodeDetected, Is Equal To, and 
Patch2. When Event Activator is run and encounters this condition, it 
marks the page for the action defined in the next step. For more infor-
mation, see “Rule Condition (Trigger) Options” on page 450.

Step 4 – Define the Rule Action. The action consists of an Operation, 
such as separating or naming objects, and an Object, (folder, batch, or 
document) to separate or name. You can only assign a different set-
tings collection to a batch. For more information, see “Rule Action Op-
erations” on page 452. 

You can define multiple conditions for a rule. When you have multiple 
conditions for a rule, all of the conditions must be met before the event 
action is triggered. 
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If you want more than one rule in the settings collection, repeat steps 2 
through 5 for each rule you need to create. 

Several common Event Activator configurations are shown in detailed 
procedures at the end of this chapter: 

“Configure Event Activator — Start New Document” on page 457 

“Configure Event Activator — Start a New Batch, and Start a New Doc-
ument” on page 462 

“Configure Event Activator — Create a Batch, Name the Batch, and 
Assign Settings Collection” on page 469 

Trigger Types 
Any property available to the Event Activator can be used to trigger an 
action. For triggers other than patch codes, the settings collection must 
include a sample page with the desired trigger. Each type of trigger 
has its advantages. The items used most often are:

Patch Codes
Patch codes are often used as triggers. Since they are large and sim-
ple optical devices, patch codes have the advantage of being easier to 
read if the code is not a perfect reproduction or is skewed or dirty. In 
Capture, a patch code’s primary purpose is to separate objects. 

Bar Codes
Bar codes are also frequently used as triggers. Because they are 
smaller and more complex than patch codes, bar codes are slightly 
less reliable than patch codes. Prepare the bar codes properly (clean 
codes, no skew, proper placement) to ensure similar reliability to patch 
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codes. Also, a bar code’s primary purpose in the capture context is to 
contain information for automatic indexing. 

Some items used less often as triggers are blank pages and the Kodak 
image address. 

Tip Avoid using the same trigger or condition for separation and automatic 
indexing. This guideline can be important when the trigger element is 
on a separator sheet that will be deleted during assembly. For exam-
ple, use a patch code as a separator and a bar code to hold index infor-
mation. 

Sample Pages 
When using anything other than a patch code as a trigger, you need to 
use a settings collection that has at least one sample page. The sam-
ple page must have the properties that you want to use in configuring 
Event Activator. 

Properties of the sample page are used to configure the conditions in 
Event Activator. The types of triggers available from a sample page 
vary based on how the page was prepared and processed. 

For more information about object properties, see “Object Properties” 
on page 429. 

Scan or Import Sample Pages for Event Activator

Gather sample pages, files or faxes that represent the documents you 
will be using. If you are using bar codes, get sample pages that have 
the bar codes on them. If you’re using pages with information on both 
sides, get a two-sided sample page.
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Remember that to create a rule you must select object properties that 
result from scanning a page, importing a file, or receiving a fax. If the 
object properties don’t exist on the sample, you won’t be able to select 
them from the Event Activator dialog box. If you are using bar codes, 
you must enable and run bar code detection either through the Doc 
Processing component or through your scanner to ensure that the bar 
code information is detected.

Note Sample pages are not required for rules using patch codes. The Event 
Activator has embedded patch code information.

1 Select the settings collection to receive the sample page in the Con-
fig\Settings folder using the Capture Tree View. 

2 Scan or import the sample pages.



Event Activator

Event Activator Rules

August 2005 Capture Administrator's Guide 447

Event Activator Rules 
Depending upon how you want to process batches, you might config-
ure the settings collection with a single Event Activator rule or multiple 
rules. A single rule can also consist of multiple conditions. The exam-
ples below use a patch code to trigger the action. 

The following example uses a patch code to separate pages into docu-
ments. 

Example A batch holds several pages separated by a patch code 2. Each docu-
ment can vary from 5 to 9 pages. You want to automatically create a 
new document for each page containing a patch code 2. You configure 
the following Event Activator rule: 

Start of Document=>
Barcode.PatchCodeDetected equals Patch2

When you run Event Activator, it marks each page containing a patch 
code 2 as the start of a document. If Assembly is configured for vari-
able page assembly, Assembly will detect the start of document prop-
erty and start a new document for each page with a patch 2. 
Subsequent pages are included in this document until the Assembly 
component encounters the next start of document property. 

For a procedure to configure the rules in the last example, see “Config-
ure Event Activator — Start New Document” on page 457. 

Several rules may be used together. In the next example, two different 
patch codes are used to separate pages into batches and documents. 
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Example Your scanning work uses patch 1 to separate batches and patch 2 to 
separate documents. Batches and documents vary in size. You config-
ure the following Event Activator rules: 

Start of Batch=>
Barcode.PatchCodeDetected equals Patch1
Start of Document=>
Barcode.PatchCodeDetected equals Patch2

When you run Event Activator, it marks each page containing a patch 
code 1 as the start of the batch, and marks each page containing a 
patch code 2 as the start of a document. Assembly then processes 
these properties starting a new batch or document accordingly. 

For a procedure to configure the rules in the last example, see “Config-
ure Event Activator — Start a New Batch, and Start a New Document” 
on page 462. 
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In the next example, a patch code is used to create a batch, name the 
batch, and assign a settings collection to the batch. 

Example Your office processes dental, and medical insurance claims. You use 
patch codes to separate the types of claims. You want to automatically 
create a new batch to hold the different types of claims, give the batch 
a unique name that reflects the claim type, and change the settings 
collection and base document class to the one appropriate to the claim 
type. 

The following Event Activator rules use a single patch code at the be-
ginning of each batch: 

Start of Batch=>
Barcode.PatchCodeDetected equals Patch1
Sets Batch Name to Den_Claims_<number>=>
Barcode.PatchCodeDetected equals Patch1
Sets the Setting Den_Claims_st=>
Barcode.PatchCodeDetected equals Patch1
Start of Batch=>
Barcode.PatchCodeDetected equals Patch2
Sets Batch Name to Med_Claims_<number>=>
Barcode.PatchCodeDetected equals Patch2
Sets the Setting Med_Claims_st=>
Barcode.PatchCodeDetected equals Patch2

The following Event Activator rules use two patch codes at the begin-
ning of each batch, but fewer rules overall: 

Start of Batch=>
Barcode.PatchCodeDetected equals PatchT
Sets Batch Name to Den_Claims_<number>=>
Barcode.PatchCodeDetected equals Patch1
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Sets the Setting Den_Claims_st=>
Barcode.PatchCodeDetected equals Patch1
Sets Batch Name to Med_Claims_<number>=>
Barcode.PatchCodeDetected equals Patch2
Sets the Setting Med_Claims_st=>
Barcode.PatchCodeDetected equals Patch2

These examples produce the same results. 

For a procedure to configure the rules in the last example, see “Config-
ure Event Activator — Create a Batch, Name the Batch, and Assign 
Settings Collection” on page 469. 

Event Activator Rule Options

Rule Condition (Trigger) Options

You define the Rule Condition using the Group, Name, Relationship, 
and Value fields. 

Group 

The Group defines the type of trigger element. After you select the 
Group, you define the condition in more detail with the other attributes. 
Use the Barcode Group for both bar codes and patch codes. 

Name 

The Name defines the condition in more detail. For example, the 
Group option named Barcode has a Name option of PatchCodeDe-
tected. The options available for Name depend on the Group selected. 
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Relationship 

Relationship defines the condition that will trigger the event. It is used 
with Value to define when the condition has been met. You can choose 
one of the following items from the Relationship field: 

Contains Any Value 

Use this to perform an action whenever the condition or trigger element 
defined by Group and Name is detected, regardless of the value. For 
example, you would use this to trigger an action when any patch code 
is detected. 

Is Equal To 

Use this to perform an action when the condition or trigger defined by 
Group and Name is detected and equals the value. For example, you 
use this to trigger an action when Patch1 is detected. 

Is Like 

Use this to perform an action whenever the trigger or condition defined 
by Group and Name matches a string pattern defined in the Value 
field. For example, you use this to trigger an action when a bar code 
starting with the letters “Med” is detected. 

See “Valid Regular Expressions” on page 487 for more information 
about defining these string patterns. 

Changes Value 

Use this to perform an action whenever the trigger or condition defined 
by Group and Name changes value. For example, you use this to trig-
ger an action when fax channel 1 changes to fax channel 2. 
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Changes From Empty 

Use this to perform an action whenever the trigger or condition defined 
by Group and Name receives a value for the first time. For example, 
you use this to trigger an action when the first bar code in a batch is 
detected. 

Value 

Value is used with the Group, Name and Relationship to specify when 
the action takes place. Use Value to specify the condition for triggering 
the action. Note that Value is not available for some Relationships. 

Rule Action Operations 

Rule Action options define what you want to happen when the condi-
tion is met. Event Activator marks the object (pages) in the batch ac-
cording to the selected action. Another component — usually 
Assembly — then actually performs the action. 

The following sections describe the different operations that you can 
perform when a rule condition is met.

Separating Objects

Use Separates Objects to start a new object (folder, batch, or docu-
ment) when the condition is met. (Specify folder, batch or document 
with the Object options.)

When you select Separates Objects as the action, you specify the Ob-
ject that you want to separate, the separation point, and whether or not 
to delete the separator pages. These options are described below.



Event Activator

Event Activator Rule Options

August 2005 Capture Administrator's Guide 453

Object 

Objects defines what you want to separate. You can choose one of the 
following objects: Folder, Batch, or Document.

Separation Point-Start, End or Separator

Indicate how to make the separation by selecting one of the radio but-
tons. Use Start to mark the first page of the new object, or use End to 
mark the last page of each object. Use separator to mark the trigger 
page as a separator sheet. (Separator sheets are automatically 
marked for deletion.) You can choose one of the following: Start, End, 
or Separator. 

Naming Objects in Capture

Use Sets the Name to assign a name to an object (folder, batch, or 
document) when the trigger is detected. (Specify folder, batch or docu-
ment with the Object options.)

Note If you are using a rule to set the name of a batch or folder, you must 
precede the naming rule by another rule to create a new batch or new 
folder. That is, at least two rules are required to set the name of a batch 
or folder.

You specify the name that you want to assign using the Name field and 
the Field button, as described below. Object names in Capture are lim-
ited to a specific number of characters. See “Capture Naming Conven-
tions” on page 38 for more information. If a name is longer, it will be 
truncated from the right. You may lose the unique name and will re-
ceive duplicate name messages. Consider using shorter names or put-
ting the unique identifying information in the first part of the name. 
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Object 

Objects defines what you want to name. You can choose one of the fol-
lowing objects: Folder, Batch, or Document.

Name Field and Field Button

Use the Name field to define the name of an object — document, 
batch, folder or a settings collection. You can enter a string of charac-
ters to use for the name, however this can only be used for one object 
since most object names must be unique. You can also leave the 
Name field blank to name the object automatically using the standard 
Capture naming conventions (bnnn or Batch1, for example).

You can also use the Name field and Field button together to create a 
unique name for each batch. The Name option defines the constant 
part of the name, for example, you might type Med_Claim_ in the 
Name field. The Field option lets you select from several unique vari-
ables to use with the value in the Name field. Variables can go before, 
after, or between constants. 

Field Variables for Names: Clicking the Field button displays a list of 
variables for use in the Name field. These variables include: 12 Hour 
Time, 24 Hour Time, Date, Username, Unique Number, Trigger At-
tribute Value, and Attribute.

If the name creates a duplicate of an already existing batch name, 
Capture appends a number to the file name. 

For more information about how Name and Field might be used, see 
the following example:
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Example You want to create a unique name for each batch of medical claims. 
Configure one rule to create new batches based on a trigger, such as 
detection of a patch code. Then create a second rule to name the new 
batch. Configure the Rule Action fields as follows to set the unique 
name of each new batch: 

Set Operation to Sets The Name 
Set Object to Batch 
In Name type “Med_Claim_” 
Select Unique Number from the Field list 

The result will be the following text in the Name field: 

Med_Claim_<number>

As each new batch is created, the batches display in the Tree View as:

Med_Claim_123456
Med_Claim_123457
Med_Claim_123458
and so on...

Assigning a Settings Collection to a Batch 

Use Sets a Setting operation to assign a settings collection to the new 
batch when the specified rule condition is met. You specify the settings 
collection in the Name field. The settings collection name must exactly 
match the settings collection name on the repository. 
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Sets a Setting can only be used at the start of a batch. Because the 
Sets a Setting operation only applies to a new batch, you cannot spec-
ify a separation point. 

Keep in mind the following when you are creating your match strings: 

• You can use any ASCII character in your search string, except the 
valid regular expression characters.

• The search string will match any ASCII character, except the valid 
regular expression characters.

• You can combine the valid regular expressions. For example, f.* will 
match any string beginning with f. 

Deleting Separator Pages

Depending on the selections made for the Rule Action, Separation 
Point (Start, End or Separator) and Object, you may be able to delete 
the separator pages automatically. 

Delete Page Afterwards 

To delete the object (usually a page), select Delete Afterwards. If you 
selected Separator as the separation point, then the deletion option is 
automatically selected. 

Delete Back Page

If you are scanning in duplex mode and selected Delete Page After-
wards, check Delete Back Page check box to ensure that the back 
page of the separator is also deleted.
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Configure Event Activator — Start New Document 
To configure the Event Activator component to mark a page as the 
start of a new document, you need to know the following information:

For a blank copy of this worksheet, see “Event Activator Worksheet” on 
page 701.

Rule: Start a New Document

Configuration Item Example Value 

Repository Taos

Settings Collection Med_Claim_st

Sample Page Name not used in this example 

Group Barcode

Name PatchCodeDetected

Relationship Is Equal To

Value Patch2 

Operation Separates Object

Separation Point Start

Delete Afterwards not used in this example 

Object Document 

Name not used in this example 

Field not used in this example 

Name and Field String not used in this example 
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1 Select the repository session name from the Tree View.

2 Select the settings collection you want to configure in the Config \ Set-
tings folder using the Capture Tree View or List View.

3 Click Tools, Configure, Event Activator in the main menu bar to display 
the Event Activator Properties dialog box. 
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4 Click the Add button to display the Rule Properties dialog box. 

5 Select Barcode in the Group field. See “Group” on page 450. 

6 Select PatchCodeDetected in the Name field. See “Name” on 
page 450. 

7 Select Is Equal To in the Relationship field. See “Relationship” on 
page 451. 

8 Select Patch2 in the Value field. See “Value” on page 452. 

9 Select Separates Objects in the Operation field. See “Rule Action Op-
erations” on page 452 and “Separating Objects” on page 452. 
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10 Select Start. See “Separation Point-Start, End or Separator” on 
page 453. 

11 Select Document in the Object field. See “Object” on page 453. 

12 Select Delete Page Afterward if you want to remove separator sheets 
from the batch before committal. Select Delete Back Page if you are 
using a duplex scanner. See “Deleting Separator Pages” on page 456.

13 Click OK to display the new rule. Click OK to save the rule to the set-
tings collection.
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Configure Event Activator — Start a New Batch, and Start a 
New Document 

To configure the Event Activator component to mark a page as the 
start of a new batch when a patch code 1 is detected and mark a page 
as the start of a new document when a patch code 2 is detected, you 
need to know the following information:

Rule: 1. Create a Batch

Configuration Item Example Value 

Repository Taos

Settings Collection Med_Claim_st

Sample Page Name not used in this example 

Group Barcode

Name PatchCodeDetected

Relationship Is Equal To

Value Patch1 

Operation Separates Object

Separation Point Start

Delete Afterwards not used in this example 

Object Batch 

Name not used in this example 

Field not used in this example 

Name and Field String not used in this example 
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For a blank copy of these worksheets, see “Event Activator Worksheet” 
on page 701.

Rule: 2. Start a Document 

Configuration Item Example Value 

Repository Taos

Settings Collection Med_Claim_st

Sample Page Name not used in this example 

Group Barcode

Name PatchCodeDetected

Relationship Is Equal To

Value Patch2 

Operation Separates Object

Separation Point Start

Delete Afterwards not used in this example 

Object Document 

Name not used in this example 

Field not used in this example 

Name and Field String not used in this example 
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1 Select the repository session name from the Tree View.

2 Select the settings collection you want to configure in the Config \ Set-
tings folder using the Capture Tree View or List View.

3 Click Tools, Configure, Event Activator in the main menu bar to display 
the Event Activator Properties dialog box. 

4 Click the Add button to display the Rule Properties dialog box. 
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5 Select Barcode in the Group field. See “Group” on page 450. 

6 Select PatchCodeDetected in the Name field. See “Name” on 
page 450. 

7 Select Is Equal To in the Relationship field. See “Relationship” on 
page 451. 

8 Select Patch1 in the Value field. See “Value” on page 452. 

9 Select Separates Objects in the Operation field. See “Rule Action Op-
erations” on page 452 and “Separating Objects” on page 452. 
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10 Select Start. See “Separation Point-Start, End or Separator” on 
page 453. 

11 Select Batch in the Object field. See “Object” on page 453. 

12 Click the OK button. The Rules tab displays the new rule. 
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13 Build a second rule using the same values, except for the following: 

- in Value select Patch2

- in Object select Document. 

14 Click the OK button to create the second rule. The Rules tab displays 
both rules. 
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15 Click the OK button. Capture saves the changes to the settings collec-
tion, and updates the properties in the current session.
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Configure Event Activator — Create a Batch, Name the 
Batch, and Assign Settings Collection 

To configure the Event Activator component to mark a page as the 
start a new batch, rename the batch, and assign the batch to a new 
settings collection, you need to know the following information:

Rule: 1. Create a Batch

Configuration Item Example Value 

Repository Taos

Settings Collection Den_Claim_st

Sample Page Name not used in this example 

Group Barcode

Name PatchCodeDetected

Relationship Is Equal To

Value Patch1 

Operation Separates Object

Separation Point Start

Delete Afterwards not used in this example 

Object Batch 

Name not used in this example 

Field not used in this example 

Name and Field String not used in this example 
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Rule: 2. Name the Batch

Configuration Item Example Value 

Repository Taos

Settings Collection Den_Claim_st

Sample Page Name not used in this example 

Group Barcode

Name PatchCodeDetected

Relationship Is Equal To

Value Patch1 

Operation Sets the Name 

Separation Point not used in this example 

Delete Afterwards not used in this example 

Object Batch 

Name Den_Claim_ 

Field Unique Number 

Name and Field String Den_Claim_<number> 
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Rule: 3. Assign a Settings Collections to the Batch

Configuration Item Example Value 

Repository Taos

Settings Collection Den_Claim_st

Sample Page Name not used in this example 

Group Barcode

Name PatchCodeDetected

Relationship Is Equal To

Value Patch1 

Operation Sets a Setting 

Separation Point not used in this example 

Delete Afterwards not used in this example 

Object not used in this example 

Name Den_Claim_st 

Field not used in this example 

Name and Field String not used in this example 
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Rule: 4. Create a Batch

Configuration Item Example Value 

Repository Taos

Settings Collection Den_Claim_st

Sample Page Name not used in this example 

Group Barcode

Name PatchCodeDetected

Relationship Is Equal To

Value Patch2 

Operation Separates Object

Separation Point Start

Delete Afterwards not used in this example 

Object Batch 

Name not used in this example 

Field not used in this example 

Name and Field String not used in this example 
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Rule: 5. Name the Batch

Configuration Item Example Value 

Repository Taos

Settings Collection Den_Claim_st

Sample Page Name not used in this example 

Group Barcode

Name PatchCodeDetected

Relationship Is Equal To

Value Patch2 

Operation Sets the Name 

Separation Point not used in this example 

Delete Afterwards not used in this example 

Object Batch 

Name Med_Claim_ 

Field Unique Number 

Name and Field String Med_Claim_<number> 
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For a blank copy of these worksheets, see “Event Activator Worksheet” 
on page 701.

Rule: 6. Assign a Settings Collections to the Batch

Configuration Item Example Value 

Repository Taos

Settings Collection Den_Claim_st

Sample Page Name not used in this example 

Group Barcode

Name PatchCodeDetected

Relationship Is Equal To

Value Patch2 

Operation Sets a Setting 

Separation Point not used in this example 

Delete Afterwards not used in this example 

Object not used in this example 

Name Med_Claim_st 

Field not used in this example 

Name and Field String not used in this example 
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1 Select the repository session name from the Tree View.

2 Select the settings collection you want to configure in the Config \ Set-
tings folder using the Capture Tree View or List View.

3 Click Tools, Configure, Event Activator in the main menu bar to display 
the Event Activator Properties dialog box. 

4 Click the Add button to display the Rule Properties dialog box. 
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5 Select Barcode in the Group field. See “Group” on page 450. 

6 Select PatchCodeDetected in the Name field. See “Name” on 
page 450. 

7 Select Is Equal To in the Relationship field. See “Relationship” on 
page 451. 

8 Select Patch1 in the Value field. See “Value” on page 452. 

9 Select Separates Objects in the Operation Field. See “Rule Action Op-
erations” on page 452 and “Separating Objects” on page 452. 
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10 Select Start. See “Separation Point-Start, End or Separator” on 
page 453. 

11 Select Batch in the Object field. See “Object” on page 453. 

12 Click the OK button to create the first rule. The Rules tab displays the 
new rule. 
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13 Repeat steps 4 through 12 to build the second rule using the same val-
ues as the first rule, except for the following:

- Select Sets the Name for the Operation

- Type “Den_Claim_” in the Name field

- Click the Field button and select Unique Number from the 
list of options
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14 Repeat steps 4 through 12 to build the third rule using the same values 
as the first rule, except for the following:

- Select Sets a Setting for the Operation

- Type “Den_Claim_st” (the name of the settings collection) 
in the Name field
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When you have finished building the rules for processing dental claims, 
the Rules tab should resemble the next example. 

In the following steps you will build the rules for processing medical 
claims. 
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15 Repeat steps 4 through 12 to build the fourth rule using the same val-
ues as the first rule, except for the following:

- Select Patch 2 for the Value 
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16 Repeat steps 4 through 12 to build the fifth rule using the same values 
as the first rule, except for the following:

- Select Patch 2 for the Value

- Select Sets the Name for the Operation

- Type “Med_Claim_” in the Name field

- Click the Field button and select Unique Number from the 
list
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17 Repeat steps 4 through 12 to build the sixth rule using the same values 
as the first rule, except for the following: 

- Select Patch 2 for the Value

- Select Sets a Setting for the Operation

- Type “Med_Claim_st” (the name of the settings collection) 
in the Name field
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When you have finished building the 6 rules, 3 rules for processing 
dental claims and 3 rules for processing medical claims, the Rules tab 
should resemble the next example. 

18 Click the OK button. Capture saves the changes to the settings collec-
tion, and updates the properties in the current session.
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Scan or Import Sample Pages for Event Activator
Gather sample pages, files or faxes that represent the real documents 
you will be using. If you are using bar codes, get sample pages that 
have the bar codes on them. If you’re using pages with information on 
both sides, get a two-sided sample page.

Remember that to create a rule you are going to select object proper-
ties that result from your scanning a page, importing a file, receiving a 
fax. If the object properties don’t exist on the sample, you won’t be able 
to select them while in the Event Activator dialog box.

Note Sample pages are not needed for a rule using a patch code. The Event 
Activator has embedded patch code information.

For more information about sample pages, see “Procedures” on 
page 75.

1 Select the settings collection to receive the sample page in the 
Config\Settings folder using the Capture Tree View. 

2 Scan or import the sample pages.

3 Use the Bar Code Detection option (through either Doc Processing or 
your scanner) to detect the bar codes on the sample pages.

4 Select the sample page in the settings collection using the Capture 
Tree View. 

Note If you select the settings collection, the desired page properties won’t 
be available for configuring Event Activator. It is the page that contains 
the needed properties. 
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5 You can now begin to configure Event Activator. 

When configuring Event activator, the only Group, Name, and Value 
properties available are those in the sample page you select from the 
Tree View. 

If the properties you want to use are not available, click Cancel and se-
lect a different sample page. You may need to create a new sample 
page by scanning or importing a file to obtain the desired properties. 
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Valid Regular Expressions 
The table below lists valid regular expressions for use with the Is Like 
condition. The expressions are used in matching attribute values. The 
matching strings are typed into the Value field, which is to the right of 
the Relationship field in the Rule Properties dialog. 

Expression Character Purpose Usage Matches

. Period Match any single character. auto. autos, auto3, 
auto_

^ Caret Match the beginning of a line. ^fire firefly, fire fighter,
fire in the sky

$ Dollar sign Match the end of a line. fire$ skyfire, hot fire,
don’t play with fire

+ Plus sign Match one or more occurrences of 
the preceding character or expres-
sion. 

f2+0 f20, f220, f2220

* Asterisk Match zero or more occurrences of 
the preceding character or expres-
sion. 

f2*0 f0, f20, f220,
f2220

\{n\} Backslash 
and braces

Match n occurrences of the preced-
ing character or expression. Whole 
numbers only. 

f2\{3\}0 f2220

[] Square 
braces

Match any one of the characters 
contained in the braces.

f[12]0 f10, f20

Square 
braces and 
hyphen

Match any characters in the range 
separated by a hyphen (-) and con-
tained in the braces. 

f[1-4]0 f10, f20, f30,
f40

Square 
braces and 
caret

Match any characters except those 
contained in the braces when the 
first character is a caret (^). Note 
that both caret and hyphen are 
used in the example.

f[^2-9]0 f10, f00, fe0,
f_0
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26
1Patch Codes

Overview of Patch Codes 
A patch code is a simple pattern of four horizontal bars that appear on 
a page and can be detected either at scan time by the Capture soft-
ware. Patch codes can be placed on a document as a sticker, they can 
be pre-printed on documents or separate sheets, or can be included in 
an imported file. 

Patch codes are normally used to separate documents, folders, or 
batches, or to trigger events in conjunction with the Capture Event Acti-
vator component. Capture can be configured to start a new folder, 
batch, or document when it detects a specific patch code. For example, 
you could configure Capture to mark any page with a PATCH1 as Start 
of Batch, and any page with a PATCH2 as Start of Document. 

Capture can use the six common patch codes: Patch Type 1, 2, 3, 4, 6, 
and T. (There is no Patch Type 5.)

Types of Patch Code Recognition 
You can use the optional Doc Processing software with Capture to de-
tect patch codes. If you do not have the Doc Processing software in-
stalled, patch code recognition must be supported by either your 
scanner or scanner controller card. 

The different methods available in Capture for patch code recognition 
are summarized below.
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Patch Code Detection at Scan Time

Scan-time patch code recognition is configured through the Scan com-
ponent. Once you have specified your scanner, use the Patch Code 
Detection option on the list of Extended Options to enable and config-
ure patch code detection for your scanner. 



Patch Codes

Types of Patch Code Recognition

August 2005 Capture Administrator's Guide 490

Click the Configure button to display the options for your equipment. 
For example, if you are using a scanner with an ISIS driver, you may 
see a screen similar to the following:

Specific options depend on the scanner and driver capabilities, and 
may vary for your equipment. 

Post-Scan Detection through the DocProcessing Component

Patch code detection can also be enabled from within the DocProcess-
ing component, assuming you have installed this option. Post-scan 
patch code detection is often used for imported images, or images that 
were scanned at another workstation. Post-scan patch code detection 
is configured through the DocProcessing component, and the images 
will be processed when you run the DocProcessing component. 
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Note that you must install the Advanced Doc Processing hardware key 
to enable some of the advanced features, such as the ability to detect 
patch codes on color or greyscale images. 

Scanner Hardware (Including Kodak Scanners)

Some high-end Kodak scanners have an optional patch code reader. 
Patch codes detected by these readers are not directly passed to Cap-
ture, but instead change or increment the image address levels as 
specified by the Kodak mode setup program. The image address levels 
are passed into Capture, and can be used for indexing and/or to trigger 
events.

Other scanners have an optional hardware device that can be used to 
detect patch codes. If your scanner has the optional hardware device, 
you do not need to configure the Capture software for patch code de-
tection. Refer to the documentation that came with your scanner for 
more information on hardware patch code readers.

Patch Code Characteristics 
A patch code consists of four parallel black lines, two thick and two 
thin. The thick black lines are 0.20 inches tall. The thin black lines are 
0.08 inches tall. The white spaces separating the lines are 0.08 inches 
tall. The patch code must be surrounded by 0.20 inches of white space 
on all sides.

When using hardware detection of patch codes, additional restrictions 
may apply. Consult the hardware documentation for additional details.

Patch codes are designed to be used primarily as triggers to cause 
specific actions to take place. Unlike bar codes, patch codes do not 
contain encoded information. 
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Patch Code Event Notification 
You can configure Capture to beep when a patch code is detected at 
scan time. See also “Event Notification” on page 143. 

Patch Codes and Rotation 
For a patch code to be detected, the patch code orientation on the 
page and the read direction of the scanner must be compatible. When 
the orientation of the patch code on the scanned page is not parallel to 
the leading edge of the paper, the image can be rotated to make it par-
allel.

Rotation can be done by the scanner or board hardware at scan time 
or by the DocProcessing component after scan time. Rotation done by 
hardware or DocProcessing is an actual permanent change to the 
stored image. Display rotation takes place in the viewer and does not 
change the stored image in any way.

For more information about rotation see the Rotation Overview topic in 
the Capture Professional online help.

The following table provides more details about how rotation and patch 
code orientation interact.
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Rotation 
Type

Comments Visual Example
(Arrow represents scanner read direction.)

No rotation If you do not rotate images, 
the patch code must be ori-
ented parallel to the leading 
edge of the paper and to the 
page image. 

Scan time 
hardware 
rotation 
or 
post scan 
DocPro-
cessing rota-
tion

If you rotate the image at 
scan time, or after scan time 
using DocProcessing, the 
patch code must be oriented 
so that it is parallel after it is 
rotated. This example shows 
the orientation for 90 degree 
rotation. (This type of patch 
code orientation and rotation 
is not used for Kodak scan-
ners.)

Display 
rotation

If you rotate the image at 
display, the patch code must 
be oriented so that it is paral-
lel to the leading edge of the 
paper. You can ignore the 
orientation of the image as it 
will be rotated when dis-
played.

To start an on-line
scan session, you 
must first log on to
the FileNet system
If you try to start an
application before
logging on, you will 
see an error message.
The Logon application
attempts to connect

To Start an on-line scan session, you
must first log on to the FileNet system.
If you try to start an application before
logging on, you will see an error
message. The Logon application 
attempts to connect the application 
to the FileNet system.
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Patch Code Tips 
Refer to “Appendix B – Patch Code Specifications” on page 735 for im-
portant specifications for each supported patch code type.

Patch Code Placement

Patch codes can appear on documents or on blank pages. The patch 
code should be placed near the top of the page. Normally, the patch 
code is placed so the lines, or bars, in the patch code are parallel to the 
leading edge of the paper to be scanned, and perpendicular to the 
scan direction. The correct orientation of the patch code depends upon 
your use of rotation, and the paper feed direction for your scanner.

Patch codes should be placed as follows:

• Parallel to the leading edge of the image.

• At least 0.20 inches from the leading edge of the image.

• Extend less than 3.75 inches from the leading edge of an image.

Use Full Width Patch Codes

Patch code detection software is often configured to search for patch 
code in a limited area of the page being scanned. If the patch code on 
the page is on the left side and only two inches long, and the reader or 
software is configured to search for patch codes at the right side of the 
page, the patch code will not be detected by the reader.

To increase the likelihood of patch code detection, use full page width 
patch codes whenever possible. A full page width patch code (also 
called an “edge-to-edge” patch code) is printed from the right edge of 
the paper to the left edge across the full width of the page. 
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Print Patch Codes on Top and Bottom of Separator Sheets 

When printing edge-to-edge patch codes on separator sheets that will 
be reused, consider printing the patch codes on both the top and bot-
tom of the page. That way, the patch codes are never upside down. 
The patch code closest to the paper's leading edge will be properly de-
tected.

Print Sequential Numbers on Separator Sheets 

Depending on how you do the batching of the physical pages, you 
might also consider including sequential numbers on the separator 
sheets. For example, if your site always uses batches of 50 docu-
ments, you might have sets of separators printed with the numbers 1 
through 50. Then each set of separators is equal to a batch. This re-
duces the effort of preparing the documents since the preparer doesn't 
have to count out the number of documents in the batch.

Print Text Identifying the Separator Level on Separator Sheets 

Words in large letters such as BATCH SEPARATOR can be printed in 
the middle of the page to identify the level of the separator sheet. Oth-
ers sheets might be printed with DOCUMENT SEPARATOR and 
FOLDER SEPARATOR. 

Use Longer Paper for Separator Sheets 

Another way to make physical batching easier is to combine the sug-
gestions above with printing the separator sheets on longer paper so 
the separator sheets can be easily removed after the pages have been 
scanned. For example, batches of 8.5" x 11" paper, use separators 
printed on 8.5" x 14" paper. After scanning, the longer sheets are eas-
ily seen and can be removed from the batch for reuse.
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Use Colored Stock for Separator Sheets 

Using colored paper for separator sheets can help scan operators 
identify the separator sheets. After the batch has been scanned, the 
sheets can be pulled from the paper batch for later reuse. 

However, you should use only light colored paper stock for patch code 
separator sheets. 

Reproducing Patch Codes 

Start with high-quality patch code graphics and have them reproduced 
exactly, using black ink on white or very light paper. This will help as-
sure software recognition of the patch codes. Avoid copying the patch 
codes, if possible. Some copy machines enlarge or reduce images or 
move them relative to the edges of the page. If you must use copies, 
always generate the copies from the original. 

Patch Codes and Long Pages 

Patch code detection is a relatively resource-intensive process. In 
some cases, attempting to read patch codes on large or long pages 
can cause the system to return various error messages if it runs out of 
resources. (This can also happen with bar code detection and/or 
deskew on large images.) This is particularly true when using some 
Kofax hardware processing boards with insufficient memory. 
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27
1Bar Codes

Overview of Bar Codes 
Bar codes are used on a variety of different types of documents to en-
code information in a machine-readable form. Unlike patch codes, 
which are typically used to signal an event, such as the beginning or 
end of a document or folder, bar codes contain data such as account 
numbers, serial numbers, dates, or other information. 

When Capture detects a bar code, the information contained in the bar 
code is read and decoded. The decoded information is then stored as 
an attribute of the image. This attribute is used by other Capture com-
ponents for subsequent processes, such as indexing. 

Example Assume that the documents you process are encoded with a bar 
codes containing the customer name and number. If bar code detec-
tion is enabled, Capture reads the bar codes and extracts the name 
and number as each document is processed. The Index component 
(see Chapter 10, “Index,” on page 161) uses the information contained 
in the attributes to automatically set index values for the customer 
name and number. This saves time for the index operator, and may im-
prove accuracy. 

The Capture Tech Note titled Bar Code Usage and Tips provides sug-
gestions on how you can optimize a Capture system for detection of 
bar codes. This Tech Note also provides examples of the types of bar 
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codes supported by Capture, and important considerations for using 
them in a Capture system.

Types of Bar Code Recognition 
Bar codes can be detected either at scan time, if you are using a scan-
ner or controller card that supports bar code recognition, or as a post-
scan processing step with the optional Doc Processing software. You 
enable and configure bar code detection in different ways depending 
on the type of scanner, scanner controller, and software options you 
have installed. The various methods for bar code usage in Capture are 
described below.

DocProcessing Component

You can use the Doc Processing component to detect bar codes if you 
have installed the optional DocProcessing package. DocProcessing 
bar code recognition is configured through the Bar Code tab of the 
DocProcessing component. Bar code recognition using DocProcess-
ing is done as a separate step after scanning. For more information 
about the options and limits of this type of recognition, see the balance 
of this chapter, specifically “Detecting Bar Codes with the DocProcess-
ing Component” on page 502. 

The optional Advanced DocProcessing package provides the same 
features and support as the standard DocProcessing package, and is 
configured in the same way. Advanced DocProcessing also provides 
support for additional bar code types, including two-dimensional bar 
codes, and supports detection of bar codes on color and grey-scale 
images. 



Bar Codes

Special Considerations when Using Bar Code Detection

August 2005 Capture Administrator's Guide 499

Kofax Hardware

Kofax hardware bar code recognition is configured as an extended op-
tion in the Scan component. Bar code recognition using the Kofax 
board is done at scan time. Note that the limits and options available 
for configuration depend on your interface board’s capabilities. For 
more information, see the Kofax documentation provided with your 
scanner interface board. 

Kodak Scanner Hardware

This method typically requires an optional Kodak hardware device and 
configuration of the scanner firmware by a Kodak representative. Once 
these items are installed and configured, Kodak hardware bar code 
recognition is configured through the scanner’s control panel or Kodak 
Mode Set Up software. Bar code recognition using Kodak hardware 
bar code reader is done at scan time. For more information about the 
options and limits of this type of recognition, see the Kodak documen-
tation for your scanner. 

Special Considerations when Using Bar Code Detection

Bar Code Detection and Long Pages 

Enabling bar code detection when Capture is configured to scan long 
pages can cause Scan to fail and return several different Kofax error 
messages. Using patch code detection or deskew with bar code detec-
tion can give a similar result. This problem happens more frequently if 
there is insufficient memory on the Kofax controller board. If you en-
counter this type of error, you may need to upgrade your controller 
board, or consider performing bar code detection on a different work-
station, using the DocProcessing component. 
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Using Bar Codes that Include Special Characters

Some bar code formats allow the use of special or extended charac-
ters, including control characters, special symbols, and international 
characters. These characters may not be supported by all Capture 
components. In addition, some formatting characters, such as the line 
feed character, may be either ignored or translated to a different char-
acter when the data is displayed. 

To ensure compatibility and readability of all data, use only the print-
able subset of ASCII characters in your bar codes. For example, the In-
dex component can only handle printable ASCII characters. If an 
unprintable character is included in a string obtained from a bar code, 
the Index component will use only the characters in the string that pre-
cede the unprintable character, and will ignore the remaining charac-
ters.

If you are using the data contained within the bar code in subsequent 
Capture processing operations, you should ensure that all phases sup-
port all of the characters you are likely to encounter in a satisfactory 
manner.

Using Bar Codes that Contain Large Amounts of Data

Some bar code formats (especially two-dimensional bar codes) can 
accommodate large amounts of data. When you view the data ex-
tracted from the bar code and contained in an attribute, you may not be 
able to display all of the data easily. Use either the Save or Print button 
on the Attributes property page to extract the data for review. 

If you are using the bar code data for subsequent automatic indexing, 
keep in mind that the length of the index field may be limited on the 
server. 
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Bar Code Dates 

Bar code dates are always initially handled as strings. You can use 
string selection in the Index component of Capture to change a string 
date collected from a bar code into an actual date (that is, a date field 
against which computations can be performed).

To obtain dates from bar codes smoothly, do the following when you 
create bar codes:

• Match the date formats of the bar codes to the formats supported 
in Capture. 

• Use a four-digit year format in the bar code to ensure that Capture 
picks up the correct century. 

Bar Code Count Attribute 

Under certain circumstances, you might want to configure Event Acti-
vator based on the number of bar codes found on a page. A bar code 
count attribute can be used for this purpose. When present, it is avail-
able in the Properties dialog and is set for an image after it has been 
scanned in with bar code detection enabled. For more information 
about attributes, see “Object Properties” on page 429. 

Bar Code Event Notification 

Capture can be configured to beep when a bar code is detected at 
scan time. The DocProcessing feature, Bar Code Beep, is similar. See 
also “Event Notification” on page 143 and “Beep” on page 504. 
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Bar Code Configuration Options 

Detecting Bar Codes via Kofax Hardware

If you are using hardware bar code detection (that is, on a scanner or 
scanner interface card such as a Kofax Adrenaline 850 or 1700), the 
Scan component provides a Bar Code Properties option as one of the 
Extended Options. Select the Bar Code Properties option from Gen-
eral tab of the Scan component to display the configuration options for 
your specific board. 

See also “General Information on Bar Code Options”, below. Note that 
the properties available may differ, depending on the type of scanner 
or interface board. Refer also to your Kofax documentation.

Detecting Bar Codes with a Kodak Scanner

If you are using a Kodak scanner that provides integrated bar code de-
tection, refer to your Kodak documentation for specific information on 
configuration and options.

Detecting Bar Codes with the DocProcessing Component

If you are using software bar code detection (via the optional Doc Pro-
cessing component) the DocProcessing component contains the Bar 
Code tab, where bar code recognition is defined. 

See also “General Information on Bar Code Options”, below. 
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General Information on Bar Code Options

Enable Detection 

Select the Enable Detection option to activate bar code detection. 
When the Enable Detection option is selected, you can select and con-
figure the DocProcessing bar code options. 

When the Enable option is cleared, you cannot configure DocProcess-
ing bar code options, and bar codes will not be detected. 

Verify Checksum 

Select the Verify Checksum option to cause Capture to verify the 
checksum character of bar codes it detects. Not every bar code type 
can make use of this option. A given bar code type may have an op-
tional checksum, a mandatory checksum, or no checksum. 

Optional Checksum

Bar codes like Code 3 of 9, Interleaved 2 of 5, or Linear 2 of 5 have op-
tional checksums. Select the Verify Checksum option when using one 
of these bar code types, and you want Capture to use the checksum 
character to validate the bar code. Selecting or clearing the Verify 
Checksum option only effects bar codes that use optional checksums. 

Mandatory Checksum 

Some bar codes, like Code 128 or EAN, have mandatory checksums. 
If this is the case, the bar code software always uses the checksum 
character to determine the validity of the bar code. Check summing is 
done automatically. 
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No Checksum

Not all bar codes have a checksum character. For example, neither 
Codabar nor Code 93 uses checksums. The Verify Checksum option 
has no effect.

Tip Using Verify Checksum may add to the processing overhead of read-
ing bar codes with optional checksums. When accuracy of the bar 
code data is more important, select this option. When speed is more 
important, clear this option. 

Beep 

Select the Beep option to cause the PC speaker to beep when the soft-
ware detects a bar code. This option is a helpful confirmation when 
configuring a settings collection or troubleshooting. 

Clear the Beep option to disable it. 

Ratio 2:1 

Some bar code types support an optional ratio between the narrowest 
bar and the largest bar in the bar code. For these bar code types, the 
widths of the larger bars are multiples of the width of the narrowest bar. 
The ratio feature makes it easier to determine if an element on an im-
age is a bar code or not. 

2:1 ratio 
The width of the largest element is 2 times larger than the narrow-
est element.



Bar Codes

Bar Code Configuration Options

August 2005 Capture Administrator's Guide 505

3:1 ratio 
The width of the largest element is 3 times larger than the narrow-
est element.

For example, if the width of the narrowest bar is 0.020 inch, the width 
of the largest bars will be 0.040 inch (2:1 ratio) or 0.060 inch (3:1 ratio). 

Note The 3:1 ratio option is not shown for some controller or software config-
uration dialogs. If this is the case for your system, select the 2:1 option 
to use a 2:1 ratio, or clear it to use the 3:1 ratio.

The 3:1 ratio produces optimal results and is the default for most 
cases. Bars can lose a pixel during the scan process, which makes the 
smaller 2:1 ratio harder to detect.

The Ratio 2:1 option and the Width option are used together. If you are 
using the Ratio 2:1 option, you must configure the Width parameter.

When you are using one of the following bar code types, you can 
choose between a 2:1 ratio or a 3:1 ratio.

Codabar
3 of 9
Code 93
2 of 5
Linear 2 of 5

Select the Ratio 2:1 option to use a 2:1 ratio. Clear the Ratio 2:1 option 
to use a 3:1 ratio. 
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Height 

The value in the Height field and the Quality option are used together 
to determine how intensely to examine an area on an image. 

The height of a bar code is the distance between the top of the bars 
and the bottom of the bars. Height is measured in hundredths of an 
inch. The minimum height is 0.15 inch and the maximum is 1.25 
inches. The default value is 0.5 inch.

Width 

The value in the Width field and the Ratio 2:1 option are used together 
to calculate the width of the largest bar code element. If the Ratio 2:1 
option is cleared, you don't need to type a value in the bar code width 
field. 

The width of a bar code is the physical thickness of the narrowest ele-
ment in a bar code. It is measured in thousandths of an inch. The mini-
mum width is 0.010 inch, and the maximum is 0.050 inch. 

Most bar code widths fall within the following ranges:

0.010 to 0.013 inch at 200 DPI

0.014 to 0.018 inch at 300 DPI

Minimum Characters Per Bar Code 

The value in the Minimum Characters Per Bar Code field defines the 
minimum number of characters that the scan software must find in a 
bar code before the bar code is considered valid. You can specify any 
length from a range of 0 to 64 characters. The default is 1. 
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If you use more than one type of bar code on your documents, type the 
minimum number of characters for the bar code that has the least num-
ber of characters. For example, if one bar code type has a minimum of 
6 characters while another has a minimum of 10 characters, use a 
value of 6. 

Maximum Bar Codes Per Page 

The value in this field defines the maximum number of bar codes to 
process on a page. Once the defined number of bar codes is detected, 
Capture begins processing the next page. You can set this option for 1 
to 64 bar codes per page. 

If there are more than the specified maximum number of bar codes on 
a page, the additional bar codes will not be processed. For example, 
you configure the Maximum Bar Codes Per Page field as 5, but a page 
contains 10 bar codes, only the first 5 bar codes will be processed. 

Tip Use the lowest possible value to improve processing speed. The 
greater the value, the longer the search. 

Maximum Bar Codes Per Line 

The value in the Maximum Bar Codes Per Line field defines the maxi-
mum number of bar codes that appear on the same line. For example, 
if you define this parameter as 3, and four bar codes are on the same 
line, only the first three bar codes are detected and decoded. Capture 
station software can process between 1 and 64 bar codes per line.

If bar codes are skewed, Capture cannot read more than one bar code 
per line. If you set the Deskew parameter to a value other than None, 
the scanner detects only one bar code per line.
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Tip Use only one bar code per line to improve processing speed. The 
greater the value, the longer the search. 

Bar Code Type 

The Bar Code Type option defines the type of bar code to detect. You 
can select more that one type, but you should only select the types you 
actually use. 

The bar code types available are displayed on the drop-down list. 

Note Some two-dimensional bar code types are only available if you have 
purchased an advanced bar code support option. If you are using soft-
ware bar code detection, support for these advanced bar codes is 
available through the optional Advanced Doc Processing package. 

Some bar code types are mutually incompatible. You cannot use the 
following combinations:

• 2 of 5 and Linear 2 of 5 

• UPC- A and UPC-EAN

• UPC-A and UPC-C 

• Postnet and any other type

For more information about the individual bar code types, see the Tech 
Note titled Bar Code Usage and Tips. 

Tip Use only one bar code type to improve processing speed. The more 
bar code types you select, the longer the search. 
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Search Direction 

The Search Direction option defines the direction to search for bar 
codes on a page. Select the direction that matches the way bar codes 
are placed on the pages you scan. For example, bar codes are often 
placed on the page to be read horizontally, or left-to-right as a person 
would read text on a page. Horizontal is the option you would use in 
this instance. 

For Kodak scanners, the bars in a bar code must be perpendicular to 
the leading edge of a page during scanning. If you have a landscape-
oriented bar code, you must scan the page in a landscape orientation.

For other scanners, you can search for bar codes in more than one di-
rection. The search directions are: 

Horizontal: Read from left to right.

Vertical: Rotated 90 degrees clockwise from horizontal, read top to 
bottom.

Reverse Horizontal: Rotated 180 degrees clockwise from horizon-
tal (upside down horizontal), read right to left.

Reverse Vertical: Rotated 270 degrees clockwise from horizontal, 
read bottom to top. (In other words, read top to bottom.)
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Tip Use only one search direction to improve processing speed. The more 
search directions you select, the longer the search. 

Quality 

The Quality option indicates the condition of the bar code elements on 
an image. Some times the elements are crisp and well-defined, the 
black bars are clearly delineated, and the image has little noise (speck-
les or stains for instance). At other times, the elements are blurry, with 
bars that are too light or dark, or with significant noise around the bar 
code's elements. Poor quality bar codes can affect the accuracy of bar 
code detection and decoding. 

You can specify the quality of bar codes being read. This setting is 
used with the Height parameter to determine how carefully to search 
an area on an image for a bar code. 
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Good: Use this option for bar codes that have smooth edges and 
little or no noise.

Normal or Poor: Use these options for bar codes that have jagged 
edges or are otherwise unclear. 

Tip Use the Good option whenever possible to improve processing speed. 
The Normal or Poor setting can cause the software to search inten-
sively for elements that might be bar codes, which can adversely affect 
performance.

Scanner Adjustments 
Adjusting your scanner can improve the detection of bar codes. Check 
your scanner manual for tips to improve quality. Changing the scanning 
resolution to a higher DPI may improve quality, but it will also increase 
the image size. Slight adjustments can make a significant difference.



August 2005 Capture Administrator's Guide 512

28
1Blank Page Detection

Overview of Blank Page Detection 
You can configure Capture to automatically detect and remove blank 
pages from a batch. (Unnecessary blank pages can take up storage 
space when committed, and waste paper when printed.) 

Capture provides the Blank Page Detection component to detect and 
flag blank pages within a batch. Pages that have been flagged as blank 
are deleted during assembly. You configure the component to identify 
blank images. 

As an option, you can use Image Verify in conjunction with Blank Page 
Detection to display each page after it is scanned, and monitor whether 
it has been flagged correctly as blank or not. If a page is incorrectly 
marked, you can change the blank page attribute. 

If you run Blank Page Detection on a batch you have already marked 
with Image Verify, Blank Page Detection will supercede the Image Ver-
ification flags.

Blank Page Characteristics 
There is usually a significant difference between the amount of data 
detected from a blank page and a page which contains an image. Cap-
ture’s Blank Page Detection component uses this difference to estab-
lish a threshold for blank pages.
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When you scan a blank page, the resulting file is usually smaller than a 
normal image file. The file also compresses at a much greater ratio 
than an actual image. A blank page might have a 30 to 1 compression 
ratio while an image page might have a 10 to 1 compression ratio.

You can use these differences in size or compression ratio to configure 
Capture to mark any images that fall below a specific size or ratio 
threshold as blank. Ratio is more useful for batches of mixed paper 
sizes. 

With Capture you can detect blank pages based on the size of the im-
age file (size option) or the compression ratio of the image (ratio op-
tion). You may need to experiment with typical batches to determine 
which option offers the best performance for your images. 

Using the Default Thresholds
Capture provides default threshold values for detection based on both 
the file size or the compression ratio. You can use these default values 
for many typical image types. 

To use the default values, you only need to enable the Blank Page De-
tection component, then run the component on your batches after they 
are acquired. 

If, however, you find that the defaults are not working well enough for 
the images that you process, you can adjust the thresholds based on 
your own samples. To do this, see “Blank Page Detection Procedures” 
on page 515.
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Viewing the Blank Page Detection Flag
After you scan a batch of blank pages and run the Blank Page Detec-
tion component, you can view each image through the Image Verifica-
tion component to see which images were flagged as blanks and which 
were not. Use the following procedure to do this:

1 Select a batch and then start the Image Verification component. 

2 Open the Verify menu from the menu bar, and select Attributes to dis-
play the Image Verify Attributes dialog box. This dialog box shows 
which flags are enabled for each page or image in the batch.

3 For each image in the batch, examine whether or not the Blank check 
box is checked. If it is checked, that indicates that it was detected as a 
blank. Click the Accept button in Image Verification to advance through 
the images in the batch.

Viewing Blank Page Statistics
The software displays the average file size or compression ratio of 
blank pages in a statistics table. You can use the information from the 
statistics table as a guideline for adjusting or setting your own Blank 
Page threshold numbers. You can scan or import sample pages, run 
the Blank Page Detection component on the batch, then review the val-
ues in the statistics table to determine typical size or ratio values for 
the pages you used. 

To display the statistics in the Blank Image Dropout Statistics table, se-
lect Tools, Start, Blank Page Detection, and select ShowStat from the 
submenu. You can clear the statistics by selecting Clear Stats from the 
same submenu. 
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Blank Page Detection Procedures 
Perform these steps to define the blank page thresholds and use the 
Blank Page Detection component to flag blank pages in your batches.

Note If you want to use the default values for the blank page thresholds, you 
may skip this procedure. However, we highly recommend testing some 
typical batches to determine whether the default values will work for 
your images. 

Step 1: Collect a Set of Sample Blank Pages 

The sample batch should contain 5 to 10 blank pages. Include a sam-
ple of every type of blank page that a scan operator is likely to process. 
Include “dirty” blank pages, pages with streaks, pages on colored pa-
per, etc., if these are common in your batches. 

The number of sample blanks you need depends on the types of im-
ages that you use, so you may need to experiment or adjust the values 
over time for best results.

Step 2: Create a Calibration Batch 

1 Create a new batch on the repository.

2 Select the batch and then click Tools, Configure, Scan, and configure 
the Scan component for an ad hoc scanning session.

3 Adjust the scanner controls as necessary. Keep in mind that scanner 
settings such as brightness will have an effect on the size of the 
scanned image. You should also use the same scanner and settings 
that you will use for subsequent batches as many scanner settings 
may effect the size and compression ratio of the scanned pages. 
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4 Place the sheets in the scanner and start the Scan component.

Step 3: Configure and Run the Blank Page Detection Component

1 Select the new sample batch then click Tools, Configure, Blank Page 
Detection. Select Ratio if you are using the compression ratio or select 
Size if you are using size as the determining factor. Click OK.

2 Select Tools, Start, Blank Page Detection to start Blank Page Detec-
tion on the batch. 

Step 4: Reviewing the Blank Page Dropout Statistics

1 Select Tools, Start, Blank Page Detection, Show Stat to display the 
Blank Image Dropout Statistics dialog box.

2 Examine the data in the table to see if your system detected the correct 
number of blank pages from your batch. The value in the # Blank Im-
ages column should be the same as the number of images you had in 
the batch. If all of the pages were correctly detected as blanks, then 
you can skip the next step and continue with calibration using data 
pages.

Step 5: Adjust the Thresholds, if Necessary

1 If some of the pages in the blank batch were not detected as blanks, 
you will need to adjust your threshold. 

a If you are using image size as a threshold, review the average 
blank size and last image size values shown on the table. Use a 
value slightly higher than the higher of those two values as a 
guideline for the next iteration.
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b If you are using compression ratio as a threshold, review the 
average blank ratio and last ratio values shown on the table. 
Use a value slightly lower than the lower of those two values as 
a guideline for the next iteration. 

2 Clear the Blank Page Detection statistics by selection Tools, Start, 
Blank Page Detection, Clear Stats from the menu. 

3 While still selecting the same batch, re-configure the Blank Page De-
tection component, as described in Step 3, above. Use the guideline 
value from the statistics table as a new value for the threshold.

4 Re-run the Blank Page Detection component on the batch of blank 
sample pages. 

5 Review the results using the Blank Image Dropout Statistics table, as 
described in Step 4, above. Repeat the process until all of the blanks 
are detected correctly.

6 When you have successfully calibrated the batch for blank pages, clear 
the statistics (select Tools, Start, Blank Page Detection, and Clear 
Stats) and continue with the next step. 

Step 6: Collect and Scan a Set of Sample Data Pages

1 Collect a set of pages that are typical for the batches that you process. 
You should include a number of pages with very little data on them, as 
well as a few with an average amount of data. The pages with little data 
are used to ensure that image pages are not being accidentally de-
tected as blanks.

2 Scan these pages into the sample batch that you calibrated above for 
blank pages. 
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Step 7: Run the Blank Page Detection Component and Review the Results

1 Select Tools, Start, Blank Page Detection, then select Blank Page De-
tection.

2 When the component completes, display the Blank Image Dropout 
Statistics table (Tools, Start, Blank Page Detection, ShowStat) and ex-
amine the results. You should see that all of the blank pages from the 
previous steps were detected correctly, and each or your data pages 
should be counted as a non-blank page.

3 Refine the threshold values again, as needed. For example, if you are 
using image size for the threshold, and some of your data pages are 
being flagged as blanks, you will need to lower the size value. 

Step 8: Make a Note of your Threshold Values

Make a note of the values that you determined with the above proce-
dure, and use these values whenever you configure the Blank Page 
Detection component. 

Note that you may have to adjust the values over time due to changes 
in the scanner or other factors. If you are using Blank Page Detection 
in an automated environment, periodically monitor the images to en-
sure that blank pages are being flagged correctly.

Configuring the Blank Page Detection Capture Component 
within a Settings Collection

Once you have determined the best threshold values for your images, 
make a note of the settings. You can then use these values to config-
ure the Blank Page Detection component within the Settings wizard for 
all of your settings collections. 
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Use the following procedure to transfer the information you gathered to 
the Blank Page Detection component, and save the component’s con-
figuration in a settings collection. 

To open the Blank Page Detection component and insert the blank 
page threshold data:

1 Select File, New, Settings from the main menu bar.

This starts the Settings Wizard. This first screen in the wizard explains 
the function of the wizard. 

2 Select the repository where you want to save the settings collection 
and click the Next button. 

3 Enter the necessary information to specify the name of the settings 
collection you want to create or edit. Click the Next button.

4 Select the Blank Page Detection component from the list of compo-
nents that displays. Click the Configure button.

5 Enter your custom threshold values into the appropriate fields of the 
Blank Page Detection Properties dialog box. Then click the OK button 
in the dialog box. 

6 Click the Next button in the Settings Wizard to bring up the completion 
screen.

7 Click the Finish button to save the changes you made to the settings 
collection and close the Settings Wizard.
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Using Blank Page Detection for Duplex Images
When you scan in duplex (two-sided) mode, you do not need to do any 
special configuration if you can use the same threshold settings for all 
images, whether they are the front or the back side of a physical page. 

However, in some instances it may be necessary to keep a specific 
side (usually the front) of a scanned page, even if it contains very little 
data. In these cases, you configure the Blank Page Detection compo-
nent to look for blanks only on one side of the page. 

Use the following guidelines to configure Blank Page Detection sepa-
rately for front and back pages:

• To remove only blank back sides (that is, you always want to keep 
the front image of a duplex page), select only the Back option.

• To remove only blank front sides (that is, you always want to keep 
the back image of a duplex page), select only the Front option. 

• To check for and remove blanks regardless of whether they are on 
the front or the back of a duplex image, select the Both option.



August 2005 Capture Administrator's Guide 521

29
1Filtering Options

Overview of Filtering Options 
Filtering is used to selectively retrieve a limited number of batches for 
processing by an operator or the system. You specify the filtering rules 
for selecting batches by configuring selection criteria in the Filter Op-
tions dialog box. When you run filtering, software on the workstation 
examines all batches available on a repository and retrieves only the 
batches that meet the filtering rules. The examination and batch selec-
tion is determined by one of two configuration options: Repository Fil-
ter or Polling.

Repository Filter 

The Repository Filter is primarily used for manual processing of 
batches. See also “Filtering With the Repository Filter” on page 524. 

Polling Filters

Polling filters retrieve batches from multiple repositories, check for new 
batches at a specified interval, and can be configured to start automat-
ically when Capture starts. The primary purpose of Polling is auto-
mated processing of batches. See also “Filtering for Polling” on 
page 525. 

Filtering can be done on all repository types. Note, however, that differ-
ent repositories support different database types, therefore the filtering 
capabilities may be different. For example, you can filter based on doc-
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ument class on an Image Services repository, but not on a Content 
Services repository.

For more information about the filtering options supported on each re-
pository type, see “Property List” on page 534 and “And / Or Options” 
on page 538. 

Note When any form of filtering is used, only batches are returned to the 
workstation. The workstation operator will not be able to see any folder 
hierarchy that may be present on the repository. In addition, if a subse-
quent step creates new batches during polling or filtering, these new 
batches can only be created in the root of the repository. The operator 
must manually move the batch to a folder, if desired.

Comparison of Repository Filter and Polling 

Repository Filter and Polling perform essentially the same function, by 
reducing the number of batches returned to the workstation for pro-
cessing. The primary difference is that the Repository Filter returns 
batches for manual processing and Polling returns batches and auto-
matically begins processing. 

Use the Repository Filter when an operator selects repositories one at 
a time, manually refreshes for batches, and manually starts capture 
paths. Use Polling to automatically start capture paths and check one 
or more repositories at an interval specified by the Timer setting. You 
can use Repository Filter to manually test that rules retrieve the de-
sired batches before configuring Polling to automate the process on 
multiple repositories. The next table compares the key features of the 
Repository Filter and Polling.
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See also “Filter Options and Multiple Repositories” on page 526. 

Note When you enable a Repository Filter or Polling on a repository, the 
folder structure disappears from the Tree View and List View. Only 
batches are displayed to the operator. 

Repository Filter Polling

The operator manually starts the 
capture path for a batch. 

The system automatically starts the 
capture path for a batch. 

The operator manually selects a 
single repository to filter. All config-
ured repositories are eligible for fil-
tering, but only one at a time can be 
selected for filtering. 

The system automatically filters 
one or more repositories at a time. 
All configured repositories are eligi-
ble for filtering. 

The operator manually refreshes 
the view to see new batches. 

The system automatically checks 
repositories for new batches at the 
specified polling interval and re-
freshes the view.

Operator enables and disables fil-
tering manually.

Polling begins automatically when 
Capture starts, if configured to do 
so.
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Filtering With the Repository Filter 

The main use of the Repository Filter is to filter batches for manual 
processing by an operator. Another use is to manually test that rules 
retrieve the desired batches before automating the process using Poll-
ing. 

Example You want an index operator to see only those batches that are ready to 
be indexed. To further limit the batches displayed, you also specify that 
the next phase is Index verify (assuming this is the next phase in the 
capture path) and you only want to see batches without errors. Select 
the repository and configure the Repository Filter rules below in the Fil-
ter Options dialog box:

Current Phase Is Equal to Index
AND Next Phase Is Equal To Index Verify
AND Status Is Equal To OK

Your Filter Options will look like this:

Property Operator Value

Current Phase Is Equal To Index AND

Next Phase Is Equal To Index Verify AND

Status Is Equal To OK
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Filtering for Polling 

The main use of Polling is to filter batches for automated processing in 
a distributed processing environment. Because fewer batches are re-
trieved by the workstation, polling can improve overall system perfor-
mance. See also “Tune Application Usage and Design” on page 656. 

Example You want an image verification operator to see only those batches 
ready for image verification on several repositories. Assume the cap-
ture path process after image verification is assembly. 

Select the repository and set the Timer field in the Configure Polling di-
alog box to poll at 5 minute intervals. Configure the Polling Filter rules 
below in the Filter Options dialog box:

Current Phase Is Equal to ImageVerify
AND Next Phase Is Equal To Assembly
AND Status Is Equal To OK

Your Filter Options will look like this:

Property Operator Value

Current Phase Is Equal To Image Verify AND

Next Phase Is Equal To Assembly AND

Status Is Equal To OK
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Note While polling (or running a capture path) you cannot rescan. Rescan is 
only available in ad hoc mode. 

Repository Filter and Polling Together 

You can configure a workstation to use both the Repository Filter and 
Polling. Note that only one, either Repository Filter or Polling, can be 
run or configured at a time. On a workstation configured for both meth-
ods of filtering, while Polling is running: 

• Filter Options rules configured for the Repository Filter are inactive

• Filter Options rules configured for Polling control the batches 
shown

When Polling is stopped: 

• The Filter Options rules configured for the Repository Filter control 
the batches shown 

See also “Filter Options and Multiple Repositories”. 

Filter Options and Multiple Repositories 

Using Capture Manager, you can configure Capture to connect to more 
than one repository. You must configure the Polling or Filtering rules in-
dividually for each repository. 

When using the Repository Filter with multiple repositories, the opera-
tor must select and refresh each repository individually to see new 
batches. 
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Storage of Filter Options Rules 

Each workstation stores the Repository Filter and Polling filter rules in 
the Windows registry. The filter rules are stored by the Windows logon 
name. 

Rules must be created for each user name that uses filtering on a 
workstation. Rules can be created by the Capture administrator or an 
operator with proper access authority. See also “Filter Options and 
Multiple Repositories” on page 526. 

Renaming and Deleting Batches 

When filtering options are running, operators cannot delete or rename 
batches. Deleting or renaming batches while filtering can cause the 
Folder and Batch tables to become unsynchronized. 

Only administrators belonging to SysAdminG or CapAdminG security 
groups can rename or delete batches when filtering is running. Mem-
bers of these groups are allowed to make such changes to correct the 
rare cases when batches are somehow removed or renamed in the IS 
server’s Folder table but not in the Batch table. This capability in Cap-
ture provides an alternative to using the IS MKF_tools for Image Ser-
vices repositories. 

Skipping Busy Batches in a Capture Path 

When running Polling filtering options in a distributed processing envi-
ronment with capture paths, use the capture path option Skip Batch If 
Busy Or Already Processed. Using this option can speed throughput 
because operators are not shown batches that they cannot process. 
See also “Skip Batch If Busy Or Already Processed” on page 398. 
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Filtering and Processing Phases 

The current phase and next phase properties for many components 
are set to the task currently being performed. That is, the next phase 
for the Scan component is Scan, the next phase for File Import is File 
Import, and so on. This may produce inaccurate results in a Filter Op-
tions rule selecting batches by next phase. The only components that 
have a different next phase are Assembly (next phase = Index), Index 
(next phase = Commit or Index Verify) and Index Verify (next phase = 
Commit). The next table shows this concept. 

The Batch Define phase value indicates that a batch has been created, 
but it does not yet contain any pages or documents. For all other 
phases, the value is a component name and indicates the component 
that corresponds to the current or next phase. 

In a capture path, the next phase is set to the next step in the capture 
path. 

Use several rules to limit the selections when defining Filter Options 
rules. The more rules you use the more likely you are to see only the 
desired batches. 

Current Phase Next Phase Property Next Processing Phase

Scan Scan Assembly

DocProcessing DocProcessing Assembly

Assembly Index Index

Index Index Verify Index Verify

Index Verify Commit Commit
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Example You want an index operator to see only those batches that are ready to 
be indexed. Assume the next process in the capture path after indexing 
is commit. You do not want the operator to see batches that have er-
rors. You configure the rules below in the Filter Options dialog box: 

Current Phase Is Equal to Index
AND Next Phase Is Equal To Commit
AND Status Is Equal To OK
Your Filter Options will look like this:

Property Operator Value

Current Phase Is Equal To Index AND

Next Phase Is Equal To Commit AND

Status Is Equal To OK
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Filtering and IS Server Queues 

Queues organize types of processing on the IS server. IS server pro-
cess queues are listed as Value options of the Queue property. 

Available values for Queues are summarized in the following table:

Value Description

All The batches in all queues: all batches in server 
process queues and all batches not in any 
queue. Not recommended for use in filter rules. 

Committed The batches in the Committed queue: those 
batches that have completed Capture asyn-
chronous committal processing. This value can 
be useful in troubleshooting and correcting er-
rors. 

In Progress The batches in the In Progress queue: those 
batches currently being processed by the 
server. Deleted and busy batches are held in 
this queue. This value can be useful in trouble-
shooting and correcting errors. 

None The batches not in any server process queue: 
usually, those batches available for processing 
in Capture. This value is recommended for use 
in Capture operator rules. 

OCR The OCR queue is not used in Capture. The 
OCR queue is included for compatibility with 
earlier products. Do not select this option. 

Uncommitted The batches in the Uncommitted queue: usu-
ally, those batches that have failed committal 
processing. 
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None 

Capture operators usually want to filter for batches that are ready for 
processing in Capture. Batches in the server process queues are not 
ready for processing by Capture operators. Including the None value 
(the batch is not in any server queue) will filter for batches that are 
ready for processing in Capture. 

Example You want a Capture operator to see only those batches that are ready 
for processing in Capture. Select the repository, then configure the Re-
pository Filter rule below in the Filter Options dialog box: 

Queue Is Equal To None

Your Filter Options will look like this:

Property Operator Value

Queue Is Equal To None
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Committed, In Progress, Uncommitted 

Occasionally, the Capture administrator may want to filter for batches 
in the Committed, In Progress, or Uncommitted queues to troubleshoot 
problems and correct errors. 

Example The Capture administrator wants to see only those batches that have 
failed committal in order to correct the errors that caused the failure. 
Select the repository and configure the Repository Filter to include the 
rule below: 

Queue Is Equal To Committed

Your Filter Options will look like this:

OCR 

OCR is included only for compatibility with earlier FileNet products and 
is not used by Capture. 

All 

Filtering based on All queues is not recommended as it typically re-
turns extra batches and incurs unnecessary processing overhead to 
do so. 

Property Operator Value

Queue Is Equal To Committed
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Filter Options Rules 

You create Filter Options rules on each station individually. When you 
create rules, you configure:

Property 
The Property defines the key item for the search. A property can be a 
creation date, the name of the person who created the batch, the 
batch’s status, the batch’s current phase or next phase property. See 
also “Property List” on page 534. 

Operator 
The Operator defines the condition by which the rule is evaluated. Op-
erators include Is Equal To, Is Not Equal To, and Is Greater Than. Op-
erator is not available for all properties. See also “Operator List” on 
page 535. 

Value 
The Value defines a subcategory of the Property option. The list of val-
ues includes all the Capture components (scan, assembly, index, com-
mit, and so on). The Current Phase and Next Phase properties are 
often used with the Capture component values. See also “Value List” 
on page 535. 

Sort By (IS Repositories, only)
Sort By defines how the batches are organized in the Tree View or List 
View. Batches can be sorted by name or creation date and time. See 
also “Sort By List (for IS Repositories only)” on page 538. 

And / Or (Local, CS and CE Repositories, only)
The AND / OR option defines the relationship between filtering rules. 
See also “And / Or Options” on page 538. 
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Property List 

The Property option is the key filtering item. The type of repository se-
lected determines the available property options you can select. The 
next table shows the Property options. 

Property Description Repository Type

Create Date Date the batch was created. See “Create Date 
Values” on page 538. 

CS, CE and Local 
repositories only 

Current Phase The phase a batch is ready for, in progress or 
most recently marked complete. See “Current 
Phase and Next Phase Values” on page 535. 

CS, CE, IS, and 
Local repositories

Next Phase The next phase in the batch’s processing. See 
“Current Phase and Next Phase Values” on 
page 535. 

CS, CE, IS, and
Local repositories

Status The batch’s status. See “Status Values” on 
page 536. 

CS, CE, IS, and
Local repositories

Name Name of the batch. See “Name Values” on 
page 536. 

CS, CE, IS, and
Local repositories

Document Class The document class to which the batch be-
longs. See “Document Class Values” on 
page 536. 

IS repositories only

Creator Name of the operator who created the batch. 
See “Creator Values” on page 537. 

CS, CE, IS, and
Local repositories

Queue The queue type in which the batch resides. See 
“Queue Values” on page 537. 

IS repositories only

Max Objects 
Returned

The maximum number of batches to be re-
turned for a specified filtering rule. See “Max 
Objects Returned Values” on page 537. 

IS repositories only
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Operator List 

The Operator option defines the condition by which the rule is evalu-
ated. Operator options are determined by the type of repository se-
lected. Operator options can include those shown in the next table. 

Value List 

The Value option defines a subcategory of the Property option. See 
also “Property List” on page 534. 

Current Phase and Next Phase Values 

For Current Phase and Next Phase property options, Value options in-
clude the names of specific components, and the Batch Define value. 
See also “Filtering and Processing Phases” on page 528.

is equal to

is not equal to

is greater than

is less than

is greater than or equal to

is less than or equal to
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Status Values 

For the Status property, Value options can include the options shown in 
the next table.

Name Values 

For the Name property, select an Operator in the Operator field and en-
ter a batch name in the Value field. 

• The name must match the batch name exactly. 

• Wild card characters cannot be used. 

Enclose names with embedded spaces in quotes (e.g., “Med Claim”).

Document Class Values 

For the Document Class property, select a document class from the 
list. The list shows the document classes available on the repository 
currently selected. The Document Class property uses the following 
operators: Is Equal To, Is Not Equal To. 

Value Description

Busy The batch is in use by some other process. May 
also occur while the batch is being committed.

Error Some error has occurred, usually as the result of a 
failed repository, server, or component operation.

Locked The batch is locked because it is in use by another 
user or process.

OK The batch is OK.
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Creator Values 

For the Creator property, enter the name of the operator who created 
the batch. The name must match exactly the operator’s logon name. 
You cannot use wild card characters. Enclose names with embedded 
spaces in double quotes (for example, “B Smith”). The Creator prop-
erty uses the following operators: Is Equal To, Is Not Equal To. 

The Creator values are determined by the repository selected: 

• For an IS, CS or CE repository, the Creator name value is the oper-
ator’s logon name.

• For the Local repository, the Creator name value is the operator’s 
Windows logon name.

Queue Values 

For the Queue property, Value options include the IS server process 
queues. For more information about queues and the use of Queue val-
ues, see “Filtering and IS Server Queues” on page 530. 

Max Objects Returned Values 

For the Max Objects Returned property, enter the maximum number of 
batches you want to be returned for a specified filtering rule (values are 
1 to 9999). 

Repository Filter 
Use a value of 1 when using Repository Filter (ad hoc), because an 
operator can only work on a single batch at a time. 

Polling 
The value should provide a balance between the system overhead to 



Filtering Options

Overview of Filtering Options

August 2005 Capture Administrator's Guide 538

retrieve batches, the number of batches to retrieve (Max Objects Re-
turned), the polling interval (set in the Timer field), and the number of 
batches that an operator might be able to process within that interval. 
Test various values to achieve such a balance. 

Tip A low value in the Max Objects Returned value field can improve per-
formance on slow WANs as fewer batches at a time are returned to the 
Capture workstation. 

Create Date Values 

For the Create Date property, use the date you want to track. You can 
use a dash (-), slash (/), or blank space as a delimiter. 

Note The Create Date property value is only available on the Local, Content 
Services (CS), and Content Engine (CE) repositories.

Sort By List (for IS Repositories only)

The Sort By option defines the organization of the returned batches in 
the Tree View or List View. Sort By is available for IS repositories, only. 
Sort By values can include those shown in the next table. 

And / Or Options 

The AND / OR option defines the relationship between rules. 

Value Description

Name Sorts returned batches in alphanumeric order. 

Create Date Sorts returned batches by creation date. 
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IS Repositories

An IS repository can use only AND statements between rules. When 
you insert multiple rules for an IS repository, the second and subse-
quent rules automatically are given an AND statement. The worksta-
tion retrieves only the batches that meet all of the rules. 

Local, CS and CE Repositories

Local, Content Services (CS), and Content Engine (CE) repositories 
can use both AND and OR statements. You can create rules with com-
pound conditions using the AND and OR radio buttons. You can spec-
ify two or more conditions that must be met with the AND button before 
a workstation accepts a batch for processing, or you can specify a 
range of conditions with the OR button.

Offline and Shared Offline Repositories

Offline and Shared Offline repositories can use only AND statements 
between rules. When you insert multiple rules, the second and subse-
quent rules automatically are given an AND statement. The worksta-
tion retrieves only the batches that meet all of the rules. 
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Configuring a Repository Filter to Poll for Batches
Use the following steps to configure a repository filter on one or more 
repositories. 

1 Select a repository from the Tree View.

2 Select Edit from the main menu, then select Repository Filter from the 
list of options to display the Filter Options dialog box. 

3 Configure the filtering criteria using the method explained in “Configur-
ing Polling Filters to Poll for Batches” on page 541. 

Stopping the Repository Filter Process 
To stop the Repository Filter option:

1 Select Repository Filter from the Edit menu to display the Filter Op-
tions dialog box.

2 Clear the Enable Filter check box to stop the repository filter process.

Note The filter rules are still present even though you disabled the filter. To 
re-activate the filter rules, select the Enable Filter check box again and 
the filter rules will be active.
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Configuring Polling Filters to Poll for Batches
To configure the rules to be used for the polling filter, you need to know 
the following information: 

For a blank copy of these worksheets, see “Repository Filter Work-
sheets” on page 702.

1 Open the Tools menu, select Start then select Polling to display the 
Configure Polling dialog box.

2 Select the check box for the first repository for which you want to con-
figure polling. 

3 Click Polling Filter to display the Filter Options dialog box. 

4 Select the Enable Filter checkbox.

You can stop the filtering process, even when there are rules present, 
by clearing the Enable Filter check box. If you select the Enable Filter 
check box again, the rules are re-activated.

Configuration Item Example Value

Repository Name ntTaos

Sort By (IS repository only) Name (default)

Property Examples
Operator 
Examples Value Examples

And / Or 
(Local or CS/CE 

Repository)

Current Phase Is Equal To Assembly

Next Phase Is Equal To Index AND

Status Is Equal To OK AND
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5 If using an Image Services repository, you can select the Sort By op-
tion in the Sort By field to control how batches are organized in the 
Tree View or List View. See also “Sort By List (for IS Repositories 
only)” on page 538.

6 Select the property you want to trigger your filtering rule from the drop-
down list under Property. See also “Property List” on page 534.

7 Select an operator from the drop-down list under Operator. Your 
choices are determined by the property you selected. See also “Oper-
ator List” on page 535.

8 Select the value that defines the property of your rule from the drop-
down list under Value. For some properties you must enter the appro-
priate value in an edit box. See also “Value List” on page 535.

9 If you are formulating a compound rule in a Local, CS or CE repository, 
select And or Or from the last list box on the rule line. You can make 
your selection only after formulating your next rule. 

10 When all of your rules are formulated, click the OK button. The soft-
ware checks the rules for syntax errors then closes the Filter Options 
dialog box. 

Note The software does not check the rules for errors in logic. Thus, it is 
possible to construct illogical rules. Be certain to check the logic of 
your rules yourself.

Use the same process to configure rules for additional repositories, if 
necessary. You must configure the rules for each repository individu-
ally.
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Starting Polling 
1 Click Tools in the main menu bar, then select Start.

2 Click the Polling option in the Start menu to display the Configure Poll-
ing dialog box.

3 Use the repository sessions to select repositories. 

4 Check the Timer field and adjust the number of minutes between polls. 
(Note that the timer value cannot be zero.)

5 To start polling automatically when the Capture application starts, se-
lect Start Polling Automatically when Capture Starts. 

6 Click the OK button. Capture starts Polling for batches based on the 
rules in the Polling Filter Options dialog box. For more information 
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about defining the filter options for polling, see “Configuring Polling Fil-
ters to Poll for Batches” on page 541. 

Stopping Polling 
There are different ways to disable or stop polling.

Method 1 

Open the File menu and select Return to Ad Hoc Mode. This is the 
only option in the File menu when Polling is activated.

Method 2

Click the desired icon in the toolbar.

Note In earlier releases it was possible to temporarily suspend polling by en-
tering zero for the timer value. This option is no longer supported.

Icon Purpose Description

Finish Polling Select this option to finish capture path process-
ing and then stop polling.

Abort Polling Select this option to stop polling immediately, 
without completing the capture path process-
ing.

Pause Polling Select this option to temporarily stop capture 
path processing and polling. When polling is 
paused and message box appears. The mes-
sage box informs you that polling is paused and 
contains a Resume Polling button. Click the Re-
sume Polling button to continue capture path 
processing and resume polling.
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Editing a Filter Options Rule 
1 Access the Filter Options dialog box from Repository Filter or Polling. 

The way you access the Filter Options dialog box determines the filter-
ing rules that will be affected. 

Polling
Select Tools, select Start, select Start Polling, select a repository, se-
lect Polling Filter. The Filter Options dialog box displays. For detailed 
instructions, see “Configuring Polling Filters to Poll for Batches” on 
page 541. 

Repository Filter
Select a repository, select Edit, select Repository Filter. The Filter Op-
tions dialog box displays. For detailed instructions, see “Configuring a 
Repository Filter to Poll for Batches” on page 540. 

2 Select the rule you want to edit from the list.

3 Change the entries in the Property, Operator, Value, Sort By, and And / 
Or options as appropriate.

4 Click the Update button.

5 Click the OK button.
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30
1Capture Manager

Overview of Capture Manager 
Use Capture Manager to configure the following items for the worksta-
tion:

• Enable and disable collection of statistics in the Capture worksta-
tion statistics database. (See “Enabling or Disabling Statistics” on 
page 548.)

• Update doc class definitions for an offline repository. (See “Updat-
ing Doc Class Definitions Through Capture Manager” on page 63.)

• Add and configure repositories. (See “Adding and Configuring Re-
positories” on page 550.)

• Add or remove access to individual Capture components. (See 
“Disabling Components in the Components Group” on page 549.)

• Add your own custom Capture components and optional compo-
nents from third-party developers. (See “Adding a Custom Capture 
Component” on page 553.)

Note You must be logged in as an Administrator on the local machine to run 
Capture Manager. Close any other instances of Capture Professional 
or Capture Desktop before you open Capture Manager.
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Capture Manager Window

The Capture Manager window is shown below. The following sections 
describe how to perform various tasks using Capture Manager. For ad-
ditional information on specific procedures, display the Capture Man-
ager help by clicking the Help button.
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Enabling or Disabling Statistics

By default, Capture collects statistics on the batches processed by the 
workstation. You can turn this feature off, if you wish. You enable or dis-
able collection of statistics as follows:

1 Click the Statistics button.

2 Clear the Enable Statistics Collection checkbox to disable statistics 
collection or check the option to collect statistics. Select All Compo-

nents to collect statistics on all the components. To select specific 
components, click Select Components and select those components 
on the right.
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Disabling statistics often improves performance and reduces con-
sumption of hard disk space on the workstation. 

Note You can obtain additional statistics from the IS library quick logs. 

When statistics are collected, the statistics database must be man-
aged on each workstation individually (unless you have configured a 
shared statistics database). The statistics database can grow very 
large if the database is not properly and regularly managed. 

If you are collecting statistics for multiple workstations in a shared sta-
tistics database, you can selectively enable and disable the reporting 
from each workstation. In the case of a shared statistics database, the 
database must be maintained and managed on the server where the 
database resides.

For more information, see your database documentation. 

Disabling Components in the Components Group 

The Components group lists the Capture components currently in-
stalled and active on the workstation. Components installed through 
the setup program may be disabled through this dialog box.

To disable a component, select the component from the list then click 
the Remove button. The component is not deleted from the worksta-
tion, just removed from the component list. It will not display in the 
Capture application drop down component lists and cannot be used in 
Capture processing. 



Capture Manager

Overview of Capture Manager

August 2005 Capture Administrator's Guide 550

To restore access to a component that was removed, click the Add but-
ton on this dialog box, then select the component from the displayed 
list of available OCX files. 

Adding and Configuring Repositories

The Repositories group lists the repository sessions defined for the 
workstation. (A repository session is one specific instance of an opera-
tor logging in to a repository.) Repository sessions can be temporarily 
disabled by clearing the check box to the left of the repository name in 
the list. 

For information about naming conventions for repository session 
names, see “Repository Sessions” on page 44. For general information 
on repositories, see Chapter 3, “Repositories,” on page 41.

To Add access to a repository, click the Add button to display the Add 
Repository dialog box. Enter a Repository Session Name and select 
the type of repository. The configuration options available will depend 
on the type of repository selected. 



Capture Manager

Overview of Capture Manager

August 2005 Capture Administrator's Guide 551

Click the Help button on the Add Repository dialog box for specific in-
formation.

To edit the settings for an existing repository, select the repository from 
the Capture Manager screen, then click the Edit button. This displays 
the Edit Repository dialog box. Note that the options displayed will dif-
fer depending on the type of repository you are editing.
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Click the Help button on the Edit Repository dialog box for specific in-
formation.

Once you have configured your repository, use the Test Connection 
button to make sure that the workstation can communicate with the li-
brary. 
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Adding a Custom Capture Component

Use the following procedure to add a custom Capture component to 
the workstation. 

Note The component (.ocx) must be installed on the workstation through the 
installation process for it to be available. If you are installing a third-
party component, refer to the component’s documentation for installa-
tion instructions.

1 Click the Add button in the Components area of the Capture Manager 
dialog box.

2 Select the OCX file that corresponds to the Capture component from 
the list and click the Open button.
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31
1Fax Entry

Overview of Fax Entry 
Fax Entry processes the following types of data: 

• Inbound faxes

• Imported files 

• Journal logs

Each of these can be saved to a local or remote repository, backed up 
to a specified folder, or both saved and backed up. 

A brief overview of processing follows:

Inbound Fax 
Fax Entry accepts faxes from a remote location through a component 
or connector supplied by a third-party fax software vendor. Fax Entry 
can save the files to a local or remote repository or back them up to a 
local or network drive, or both save and back up. 

File Import 
Fax Entry processes all files it finds in a specified folder. Fax Entry can 
save the files to a local or remote repository or back them up to a local 
or network drive, or both save and back up. 
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Journal Log 
Fax Entry creates a journal log, recording events that occur as inbound 
faxes/files are processed. The journal log can be converted to an 
ASCII text file, along with the binary log file, can be both saved and 
backed up. Fax Entry can save the files to a local or remote repository 
or back them up to a local or network drive, or both save and back up. 

Activity Trace 
You can activate an optional Activity Trace function within Fax Entry. 
The activity trace window shows the progress of Fax Entry transac-
tions. Activity trace information displays in a window and is saved to a 
file. The default path and file name is \FaxEntry\Journal\FETrace.log.

Overview of Using the Fax Entry Window 

Once you have configured Fax Entry to process faxes, files, or journal 
logs, you can use the Fax Entry window to view the status of these pro-
cesses. The journal window displays entries in the journal log, and the 
activity trace window lists all activity in the Fax Entry system. The Fax 
Entry window can be configured to display only the information you 
want to review. 

You can also use the Fax Entry window to manually process journal log 
entries (according to the settings on the Journal Log tab of the Options 
dialog box). 

Use the Fax Entry window to:

• View inbound document status

• View and change the Fax Entry configuration options 

• Trace inbound fax activities 
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Fax Entry Configuration Options 
You can configure the Fax Entry application using the following op-
tions: 

Inbound Fax Options 

Enable Inbound Fax Processing 
Enables / disables inbound fax processing. See also “Enable Inbound 
Fax Processing” on page 564. 

Batch Folder 
Specifies the path to the inbound fax folder. See also “Batch Folder” on 
page 564. 

Batch Template 
Specifies the template to use for inbound fax batches. See also “Batch 
Template” on page 564. 

Batch Settings 
Specifies the settings collection to use for inbound faxes. See also 
“Batch Settings” on page 565. 

Configure 
Opens the settings collection so changes can be made to certain com-
ponents for fax processing. See also “Configure” on page 565. 

Batch Prefix 
Specifies the prefix to use for inbound fax batches. See also “Batch 
Prefix” on page 566. 

Processing Options 
Opens the Processing Options dialog box to configure additional pro-
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cessing options for inbound fax batches. See also “Processing Op-
tions” on page 566. 

File Import Options 

Enable File Import Processing 
Enables / disables file import processing. See also “Enable File Import 
Processing” on page 567.

Batch Folder 
Specifies the path to the file import folder. See also “Batch Folder” on 
page 567. 

Batch Template 
Specifies the template to use for file import batches. See also “Batch 
Template” on page 567. 

Batch Settings 
Specifies the settings collection to use for imported files. See also 
“Batch Settings” on page 568. 

Configure 
Opens the settings collection so changes can be made to certain com-
ponents for file import processing. See also “Configure” on page 568. 

Batch Prefix 
Specifies the prefix to use for file import batches. See also “Batch Pre-
fix” on page 569. 

Files per Request 
Specifies the number of files to retrieve per each file import request. 
See also “Files Per Request” on page 569. 
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Processing Options 
Opens the Processing Options dialog box to configure additional pro-
cessing options for file import batches. See also “Processing Options” 
on page 569. 

Journal Log Options 

Enable Journal Log Processing 
Enables or disables journal log processing. See also “Enable Journal 
Log Processing” on page 570. 

Batch Folder 
Specifies the path to the journal log folder. See also “Batch Folder” on 
page 570. 

Batch Template 
Specifies the template to use for journal log batches. See also “Batch 
Template” on page 571. 

Batch Settings 
Specifies the settings collection to use for journal logs. See also “Batch 
Settings” on page 571. 

Configure 
Opens the settings collection so changes can be made to certain com-
ponents for journal log processing. See also “Configure” on page 571. 

Batch Prefix 
Specifies the prefix to use for journal log batches. See also “Batch Pre-
fix” on page 572. 

Process Interval 
Specifies the length of time that must elapse before Fax Entry checks 
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for additional files. The interval begins after all journal log files have 
been processed. See also “Process Interval” on page 572. 

Lines per Page 
Specifies the number of lines to include on each page of the journal 
file. See also “Lines Per Page” on page 573. 

Processing Options 
Opens the Processing Options dialog box to configure additional pro-
cessing options for file import batches. See also “Processing Options” 
on page 573

File Name 
Specifies the path and file name of the most recent journal log file. See 
also “Journal File — File Name” on page 573. 

Maximum Count 
Specifies the number of journal records that can accumulate in the 
journal log file. See also “Maximum Count” on page 574. 

Backup Options 

Backup Directory 
Specifies the path and file name to hold the Fax Entry backup file. See 
also “Backup Directory” on page 574. 

Enable Automatic Backup Removal 
Enables and disables automatic deletion of backup files after a speci-
fied number of days. See also “Enable Automatic Backup Removal” on 
page 575. 
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Remove After 
Specifies the number of days to retain backup files before deleting 
them. See also “Remove After” on page 575. 

System Configuration Options 

House Cleaning Interval 
Specifies the interval for automatic backup removal. See also “House 
Cleaning Interval” on page 575. 

Temporary Directory 
Specifies the path and file name of the Fax Entry temporary file. See 
also “Temporary Directory” on page 575. 

Log Important Messages 
Enables / disables logging of important messages. See also “Log Im-
portant Messages” on page 576. 

File 
Specifies that event messages be sent to a file. See also “File” on 
page 576. 

File Name 
Specifies the path and file name to hold event messages. See also 
“File Name” on page 576

Windows NT Event Log 
Specifies that event messages be sent to the Windows NT Event Log. 
See also “Windows Event Log” on page 576. 

Run Unattended (suppress messages) 
Specifies that no messages be generated that halt processing and re-
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quire operator intervention. See also “Run Unattended (Suppress Mes-
sages)” on page 577. 

Idle Time 
Specifies hours of the day when Fax Entry is idle. This allows IS 
backup without shutting down Fax Entry. See also “Idle Time” on 
page 577. 

From 
Specifies when idle time begins. See also “From” on page 577. 

To 
Specifies when idle time ends. See also “To” on page 577. 

Activity Trace Options 

Trace Detail Level 
Specifies the Activity Trace detail level: Low, Medium, High. See also 
“Trace Detail Level” on page 578. 

Trace Window Max Entries 
Specifies the maximum number of entries for the trace window. See 
also “Trace Window Max Entries” on page 578. 

Write Entries To File 
Specifies that trace entries be sent to a file. See also “Write Entries To 
File” on page 578. 

Trace File Name 
Specifies the path and file name to hold trace entries. See also “Trace 
File Name” on page 579
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Processing Options 

Processing Destination 
Specifies the destination of processed batches: repository folder, 
backup folder, or both repository and backup folders. See also “Pro-
cessing Destination” on page 579. 

Before Event Activator 
Specifies that DocProcessing be run before event activator. See also 
“Before Event Activator” on page 581. 

After Assembly 
Specifies that DocProcessing be run on the batch after assembly. See 
also “After Assembly” on page 581. 

Batch Disposition — Leave Unassembled 
Specifies that a batch will be left to be assembled at a later time either 
manually by an operator or by another process. See also “Batch Dispo-
sition — Leave Unassembled” on page 582. 

Batch Disposition — Leave Unindexed 
Specifies that a batch receive neither index or commit processing. See 
also “Batch Disposition — Leave Unindexed” on page 582. 

Batch Disposition — Index, But Don’t Commit 
Specifies that a batch receive only index processing. See also “Batch 
Disposition — Index, But Don’t Commit” on page 583. 

Batch Disposition — Index And Commit 
Specifies that a batch receive both index and commit processing. See 
also “Batch Disposition — Index And Commit” on page 583. 
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Processing Steps 
Displays the steps configured by the above options. See also “Pro-
cessing Steps” on page 583. 

Fax Entry Configuration Examples 
The following are examples of common Fax Entry application configu-
rations: 

Configure Inbound Fax 
See also “Configure Inbound Fax” on page 597. 

Configure File Import 
See also “Configure File Import” on page 600. 

Configure Journal Log 
See also “Configure Journal Log” on page 603. 

Configure Backup 
See also “Configure Backup” on page 606. 

Configure System Configuration 
See also “Configure System Configuration” on page 608. 

Configure Activity Trace 
See also “Configure Activity Trace” on page 611. 

Configure Processing Options 
See also “Configure Processing Options” on page 614. 

Configure Capture Components 
See also “Configure Capture Components” on page 616. 
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Inbound Fax Options 
Use the Inbound Fax options to enable inbound fax processing, and to 
specify the destination folder and associated settings.

Enable Inbound Fax Processing 

Select this option to enable automatic processing of inbound faxes and 
activate the remaining fields on this tab. 

Batch Folder 

Type the name of the repository and folder in which inbound fax 
batches are created and stored. In the following example, 
Costa16:FileNet is the repository and Batches is the folder.

Costa16:FileNet/Batches

You can also click the Browse button to select a folder. The Select 
Folder dialog box opens. Select the repository and folder from the list 
box; then click OK. 

To create a new folder, click New Folder. The system displays the New 
Folder dialog box. Type the name of the new folder and click OK. You 
can also right click on a folder to display a context menu for creating, 
renaming, or deleting a folder. 

See also “Repositories” on page 41. 

Batch Template 

Use this field to specify the Capture template to use for inbound fax 
processing. The template determines the available settings collections. 
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The template must have previously been created in Capture Profes-
sional. 

Click the arrow next to the field to display the list of templates residing 
in the repository specified in the Batch Folder field. Select the appropri-
ate template. 

See also “Templates” on page 243. 

Batch Settings 

This field specifies the Capture settings collection to use for inbound 
fax processing. The settings collection contains the configuration set-
tings for the Capture components used to process faxes. It must have 
previously been created in Capture Professional. 

Click the arrow next to the field to display the list of settings collections 
in the template specified in the Batch Template field. Select the appro-
priate settings collection. 

See also “Settings Collections” on page 68. 

Configure 

Use the Configure button to open a dialog box where you can select 
certain Capture Professional components to change. The changes are 
applied to the settings collection shown in the Batch Settings field. 

If you do not have the authority required to change the settings, the 
Configure button will be grayed out. The system displays the Inbound 
Fax Settings screen listing the Capture components in the selected 
settings collection.

See also “Capture Components” on page 368. 
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Batch Prefix 

Use this field to specify a prefix that Fax Entry assigns to each batch of 
inbound fax files. The default prefix is FEI (Fax Entry Inbound). Fax En-
try adds a unique number to the prefix. The resulting batch name fol-
lows the form <prefix><number>, for example, FEI123. The batch 
prefix helps you find inbound fax batches quickly in lists generated by 
the IS.

You can use a prefix value of up to 8 characters, but using fewer char-
acters is preferable because it leaves more characters for the number. 

Processing Options 

You can configure additional processing options in the Inbound Fax 
Processing Options dialog box. Click the Processing Options button to 
open the Inbound Processing Options dialog box. The options include:

• Processing Destination

• Inclusion of the DocProcessing Step

• Batch Disposition

• Display of Processing Steps selected 

See also “Processing Options” on page 579. 

File Import Options 
Use the File Import options to configure Fax Entry to automatically pro-
cess any files that reside in the local or network folder specified in the 
File Import component of Capture Professional.
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Enable File Import Processing 

Select this option to enable the automatic processing of imported files 
and activate the remaining fields on this tab.

Batch Folder 

Type the name of the repository and folder in which imported file 
batches are created and stored. In the following example, 
Costa16:FileNet is the repository and Import is the folder.

Costa16:FileNet/Import

You can also click the Browse button to select a folder. The Select 
Folder dialog box opens. Select the repository and folder from the list 
box; then click OK. 

To create a new folder, click New Folder. The system displays the New 
Folder dialog box. Type the name of the new folder and click OK. You 
can also right click on a folder to display a context menu for creating, 
renaming, or deleting a folder.

See also “Repositories” on page 41. 

Batch Template 

Use this field to specify the Capture template to use for processing im-
ported files. The template determines the available settings collections. 
The template must have previously been created in Capture Profes-
sional. 

Click the arrow next to the field to display the list of templates residing 
in the repository specified in the Batch Folder field. Select the appropri-
ate template.
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See also “Templates” on page 243. 

Batch Settings 

Use this field to specify the Capture settings collection to use for pro-
cessing imported files. The settings collection contains the configura-
tion settings for the Capture components used to process imported 
files. It must have previously been created in Capture Professional. 

Click the arrow next to the field to display the list of settings collections 
in the template specified in the Batch Template field. Select the appro-
priate settings collection. 

Note In the Automation tab of the Capture File Import component, the De-
lete File After Importing option should be selected, or Fax Entry will im-
port the same files repeatedly. You may want to use the File Import 
Settings box to review this component.

See also “Settings Collections” on page 68. 

Configure 

Use the Configure button to open a dialog box where you can select 
certain Capture Professional components to change. The changes are 
applied to the settings collection shown in the Batch Settings field. 

If you do not have the authority required to change the settings, the 
Configure button will be grayed out. The system displays the File Im-
port Settings screen listing the Capture components in the selected 
settings collection.

See also “Capture Components” on page 368. 
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Batch Prefix 

Use this field to specify a prefix that Fax Entry assigns to each batch of 
imported files. The default prefix is FEF (Fax Entry File). Fax Entry 
adds a unique number to the prefix. The resulting batch name follows 
the form <prefix><number>, for example, FEF123. The batch prefix 
helps you find imported file batches quickly in lists generated by the IS.

You can use a prefix value of up to 8 characters, but using fewer char-
acters is preferable because it leaves more characters for the number. 

Files Per Request 

Fax Entry imports files in groups. Select the number of files to process 
during each polling interval. The default value is 10. The range is 1 
through 1000 requests. Polling interval is specified in the File Import 
component of Capture Professional.

If you have additional configuration requirements, click the Processing 
Options button to display the File Import Processing Options dialog 
box.

Processing Options 

You can configure additional processing options in the File Import Pro-
cessing Options dialog box. Click the Processing Options button to 
open the File Import Processing Options dialog box. The options in-
clude:

• Processing Destination

• Inclusion of the DocProcessing Step

• Batch Disposition
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• Display of Processing Steps selected 

See also “Processing Options” on page 579. 

Journal Log Options 
Use the Journal Log options to configure Fax Entry to automatically 
process the Fax Entry journal log file. The Journal log file contains the 
disposition of incoming data and collects one entry for each piece of 
data output.

Enable Journal Log Processing 

Select this option to enable automatic processing of the Fax Entry jour-
nal log file and activate the remaining fields on this tab.

Batch Folder 

Use this field to specify the repository and folder to hold the Fax Entry 
journal log files. Type the name of the repository and folder in which 
journal log files are created and stored. In the following example, 
Costa16:FileNet is the repository and Journal is the folder.

Costa16:FileNet/Journal

You can also click the Browse button to select a folder. The Select 
Folder dialog box opens. Select the repository and folder from the list 
box; then click OK. 

To create a new folder, click New Folder. The system displays the New 
Folder dialog box. Type the name of the new folder and click OK. You 
can also right click on a folder to display a context menu for creating, 
renaming, or deleting a folder.
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See also “Repositories” on page 41. 

Batch Template 

Use this field to specify the Capture template to use for journal log pro-
cessing. The template determines the available settings collections. 
The template must have previously been created in Capture Profes-
sional. 

Click the arrow next to the field to display the list of templates residing 
in the repository specified in the Batch Folder field. Select the appropri-
ate template. 

See also “Templates” on page 243. 

Batch Settings 

Use this field to specify the Capture settings collection to use for jour-
nal log processing. The settings collection contains the configuration 
settings for the Capture components used to process journal logs. It 
must have previously been created in Capture Professional. 

Click the arrow next to the field to display the list of settings collections 
in the template specified in the Batch Template field. Select the appro-
priate settings collection. 

See also “Settings Collections” on page 68. 

Configure 

Use the Configure button to open a dialog box where you can select 
certain Capture Professional components to change. The changes are 
applied to the settings collection shown in the Batch Settings field. 
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If you do not have the authority required to change the settings, the 
Configure button will be grayed out. The system displays the Journal 
Log Settings screen listing the Capture components in the selected 
settings collection.

See also “Capture Components” on page 368. 

Batch Prefix 

Use this field to specify a prefix that Fax Entry assigns to each batch of 
journal log files. The default prefix is FEJ (Fax Entry Journal). Fax En-
try adds a unique number to the prefix. The resulting batch name fol-
lows the form <prefix><number>, for example, FEJ123. The batch 
prefix helps you find journal log file batches quickly in lists generated 
by the IS.

You can use a prefix value of up to 8 characters, but using fewer char-
acters is preferable because it leaves more characters for the number. 

Process Interval 

Use this field to specify the length of time that must elapse before Fax 
Entry checks for additional journal log files. The interval begins after all 
journal log files have been processed. The default value is 10 minutes. 
To change the default, type a new value. The range is 10 - 3600 min-
utes (10 minutes to 60 hours).

Note If Fax Entry reaches the maximum number of records specified in the 
Maximum Count field before the processing interval has expired, it au-
tomatically processes the journal log so that no information is lost.
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Lines Per Page 

Use this field to specify the number of lines to include on each page of 
the journal file. The default is 40 lines. To change the default, enter a 
new value. The range is 10 through 200 lines. Note that this option is 
not available if you are using a Content Services, Shared Content Ser-
vices, or Content Engine repository.

Processing Options 

You can configure additional processing options in the Journal Log 
Processing Options dialog box. Click the Processing Options button to 
open the Journal Log Processing Options dialog box. The options in-
clude:

• Processing Destination

• Batch Disposition

• Display of Processing Steps selected 

See also “Processing Options” on page 579. 

Journal File — File Name 

This field specifies the path and file name of the most recent journal 
log file. The default is FaxEntry\Journal\FEJrn.log. To change the de-
fault, type a new file name and/or path. Or, you can browse to the de-
sired file. 

Note If you type or select an existing file name, the system displays a mes-
sage box asking for confirmation that you wish to delete the existing 
file. 
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Maximum Count 

Use this field to specify the number of journal records that can accu-
mulate in the journal log file. When this number is reached, the oldest 
entry will be deleted when the newest entry is added. If you have en-
abled journal log processing, however, the file will be processed when 
the count reaches this number. The Fax Entry window is cleared and 
ribbon counters are reset to zero.

The default is 500 entries. To change the default, enter a new limit. The 
range is 100 to 5000 entries.

Note If journal log processing is not enabled, and you reduce the Maximum 
Count number, you may lose the oldest journal entries.

Backup Options 
Use this tab to configure backup options for Fax Entry. If you have con-
figured Fax Entry to back up files (i.e., if you set the Processing Desti-
nation field to Backup or Save to Repository and Backup for inbound 
faxes, imported files or journal logs), use this tab to set backup desti-
nation and maintenance options. If you have not configured Fax Entry 
to back up files, this tab will be inactive.

Backup Directory 

Use this field to specify the path and folder name of the Fax Entry 
backup folder. The default folder is \FaxEntry\Backup. If you wish to 
change the default, type a new folder name and/or path. Or, you can 
browse to the folder. 
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Enable Automatic Backup Removal 

Select this option to automatically delete backup files after the number 
of days specified in the Remove After field. 

Remove After 

The Remove After option specifies the number of days to retain backup 
files before deleting them. The default is 1 day. To change the default, 
type or select a different number. The range is 1-30 days.

System Configuration Options 
Use this tab to configure general system options for Fax Entry.

House Cleaning Interval 

Use this field to specify the interval for automatic backup removal (de-
letion). Type or select the frequency that Fax Entry will query the re-
positories and perform automatic backup removal as specified on the 
Backup tab. The default value is 60 minutes. The range is 1 through 60 
minutes. 

Temporary Directory 

Use this field to specify the path and folder name of the Fax Entry tem-
porary folder. This folder stores temporary files needed by Fax Entry. 
The default is FaxEntry\Temp.

If you cannot use the default, select the Browse button to choose an-
other folder. The Select Directory dialog box opens. Select the drive 
and folder from the list boxes and click OK. 
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To create a new folder, type the path and folder name in the Directory 
field and click Create. The system adds the folder to the Tree view. 
Click OK to select the new folder.

Log Important Messages 

Select this option to record important messages from the Activity Trace 
Window, and then select a destination (File or Event Log).

File 

Select this button to send the messages to a specified file. 

File Name 

Use this field to specify the path and file name to hold event messages. 
The default is C:\FaxEntry\Journal\FEMsg.Log. To change the default, 
type a new file name and/or path. 

You can also click the Browse button to choose or create a different 
file. The Select File dialog box opens. Select a file from the list box or 
type a file name in the File field. If you need to select a different folder, 
select the drive and folder from the list box and the Tree view. 

To create a new folder, click the Create Dir button then enter the path 
and folder name in the Directory field and click Create. The system 
adds the folder to the Tree view. Click OK to select the new folder.

Windows Event Log 

Select this option to send messages to the Windows Event Log.
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Run Unattended (Suppress Messages) 

Use this option to specify that no popup messages be generated. 
Popup messages halt Fax Entry processing and require operator inter-
vention for processing to continue. This option must be selected for un-
attended fax processing. When running unattended fax processing, an 
error folder should be defined for the fax component you are using to 
store faxes that have encountered errors during processing. 

Idle Time 

Use this option to back up the IS without shutting down Fax Entry. Fax 
Entry becomes inactive between the time you specify in the From and 
To fields. After the specified time period, Fax Entry becomes active and 
again processes inbound faxes and files. The user can back up the IS 
during the time Fax Entry is idle, without shutting down the Fax Entry 
application. Idle Time is expressed in 24 hour, hh:mm format. 

From 

The hour of the current day when idle time begins, expressed in 24 
hour, hh:mm format.

To 

The hour of the following day when idle time ends, expressed in 24 
hour, hh:mm format.

Activity Trace Options 
The Activity Trace options configure an automatic trace of Fax Entry 
activities. Activity trace data is recorded in a specified file. You can de-
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termine what type of activity to trace, as well as how much detail to 
record. 

Note The entries in this tab are retained only until the system is shut down.

Trace Detail Level 

Select one of the following levels to specify the amount of trace detail 
recorded in the file. The default is Medium.

Low 
Records error messages only.

Medium 
Records error messages and information.

High 
Records error messages and journal entry information, with additional 
steps and the status of each.

Trace Window Max Entries 

This field specifies the maximum number of entries that can accumu-
late in the Activity Trace window. When the maximum is reached, the 
oldest entries are overwritten by new entries. This does not affect activ-
ity trace entries written to an activity trace file. 

The default is 200 entries. The range is 100 through 999 entries.

Write Entries To File 

Select this option to save data to the file specified in the Trace File 
Name field. 
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Note that trace data will continue to accumulate in this file until you dis-
able this function. If you enable this function, you should periodically 
delete the file or archive it to prevent it from becoming too large. 

Trace File Name 

This field specifies the file to which you want to write trace data. The 
default is \FaxEntry\Journal\FETrace.log. To change the default, enter 
a new file name and/or path. 

You can also click the Browse button to choose or create a different 
file. The Select File dialog box opens. Select a file from the list box or 
type a file name in the File field. If you need to select a different folder, 
select the drive and folder from the list box and the Tree view. 

To create a new folder, click the Create Dir button. The Select Directory 
dialog box opens. Type the path and folder name in the Directory field 
and click Create. The system adds the folder to the Tree view. Click OK 
to select the new folder.

Processing Options 
Use this dialog box to configure the destination and processing steps 
for inbound faxes, imported files, and journal logs.

Processing Destination 

The Processing Destinations can be used for inbound faxes, imported 
files, and journal logs, and include:

• Save to Repository

• Backup
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• Save to Repository and Backup

The basic process is the same, however, journal logs are converted 
from binary to ASCII before being saved to the repository or being 
backed up. 

Note Journal log files are deleted from the Fax Entry workstation after pro-
cessing.

Save to Repository 

Use this option to save files (fax files, imported files, journal log files) to 
the designated repository and folder. The files are not backed up on a 
local or network drive. Fax Entry converts journal log files from binary 
to ASCII text before the files are saved. 

When this option is selected, the fields on the Backup tab are disabled.

Backup 

Use this option to back up files (fax files, imported files, journal log 
files) to the designated local or network drive. Fax Entry converts jour-
nal log files from binary to ASCII text before they are backed up. Both 
binary and ASCII files are backed up. 

When the Backup option is selected, the Include DocProcessing Step 
and Batch Disposition fields are disabled.

Save to Repository and Backup 

Use this option to both save and back up files (fax files, imported files, 
journal log files). Files are saved to the designated repository and 
folder, and are backed up to the designated local or network drive. Fax 
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Entry converts journal log files from binary to ASCII text before they 
are saved. Both binary and ASCII files are backed up. 

Include DocProcessing Step 

If DocProcessing is installed on your Capture system, you can include 
it in the processing for inbound faxes in either or both of the following 
places:

• Run DocProcessing Before Event Activator
• Run DocProcessing After Assembly

These options are enabled only if DocProcessing is installed. If it is not 
installed, the options are disabled. If DocProcessing is installed, nei-
ther, either, or both of the options can be checked.

Before Event Activator 

Select this option to run DocProcessing before the Event Activator 
starts. Use this option to clean up images or for bar/patch code detec-
tion. DocProcessing can set attributes that are used by the Event Acti-
vator to decide where to make batch and document divisions. 

For example, DocProcessing may detect a patch code on a page that 
indicates a certain document type. It would then set an attribute, indi-
cating that the patch code was found. The Event Activator would note 
the patch code and, based on its rules, mark the page as start-of-
batch. Assembly would then move the page(s) into a new batch.

After Assembly 

Select this option to run DocProcessing after Assembly, even if Index-
ing and Committal will not be run. Use this option if the required pro-
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cessing is applied only to a certain document type, such as when 
Assembly separates document types into different batches and as-
signs a settings collection to each.

For example, Assembly (with the help of the Event Activator and possi-
bly DocProcessing) may move a particular document type into a sepa-
rate batch. Assembly can assign a new settings collection to the batch. 

Batch Disposition 

Select one of the following options for the final state of batches created 
during processing. This field is active only if you have specified Save to 
Repository or Save to Repository and Backup in the Processing Desti-
nation field. The choices for batch disposition are:

• Leave Unassembled
• Leave Unindexed
• Index, But Don’t Commit
• Index And Commit

Batch Disposition — Leave Unassembled

Pages within the batch are left unassembled. Select this option to allow 
the user or operator to split the incoming fax batch into multiple docu-
ments and discard any unwanted pages or cover sheets.

Batch Disposition — Leave Unindexed 

Pages within the batch will be assembled according to the settings col-
lection specified in the Batch Settings field. The batch will be sent 
through DocProcessing (if installed), Event Activator, and Assembly, 
but will not be indexed or committed. The Next Phase for the batch will 
be set to Index.
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Batch Disposition — Index, But Don’t Commit 

Pages within the batch will be assembled according to the settings col-
lection specified in the Batch Settings field and automatically indexed, 
if settings collection is configured for autoindexing. The batch will be 
sent through the Event Activator, Assembly, and Index, but will not be 
committed. The Next Phase for the batch will be set to Commit.

Batch Disposition — Index And Commit 

Pages within the batch will be assembled according to the settings col-
lection specified in the Batch Settings field; automatically indexed, if 
the settings collection is configured for autoindexing; and committed. 
The batch will be sent through the Event Activator, Assembly, Index, 
and Commit.

Processing Steps 

This box lists the processing steps for inbound faxes, reflecting the se-
lections you made in the Processing Destination, Include DocProcess-
ing Step, and Batch Disposition fields. This list is provided for reference 
only.
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Fax Entry Window 
The Fax Entry window has several component, which are shown in the 
next illustration. 

Note In this screen, all processing ribbons are displayed. You can toggle 
each ribbon on or off using the View menu. The ribbons display when 
enabled in the Configuration menu and do not display when disabled.
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Fax Entry Window Components 

For more information about each of the window components shown in 
the previous example, see:

“Menu Bar” on page 585

“Processing Ribbons” on page 588

“Activity Trace Window” on page 589

“Journal Window” on page 590

“Clock” on page 593

“Status Bar” on page 593

Menu Bar 
The menu bar contains commands for performing various Fax Entry 
tasks. The next table shows the menus and commands.

Menu Command Description

File Save Journal Log Manually saves the journal log file to the repos-
itory. Overrides the Processing Interval config-
ured under Journal Log in the Configure menu.

Convert Journal to Text 
File 

Converts the journal log from a binary file to an 
ASCII text file.

Exit Exits the Fax Entry application.
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View Journal Window Displays or hides the journal window.

Activity Trace Displays or hides the activity trace window.

Statistics Shows Statistics options. 

Inbound Fax Displays or hides the inbound fax processing 
status ribbon, if Inbound Fax Processing is en-
abled under Inbound Fax in the Configure 
menu. 

File Import Displays or hides the imported file processing 
status ribbon, if File Import Processing is en-
abled under File Import in the Configure menu.

Journal Log Displays or hides the journal log processing sta-
tus ribbon, if Journal Log Processing is enabled 
under Journal Log in the Configure menu.

Journal Show Entries Displays all processed inbound, file, and other 
fax entries in the Journal Window.

All Displays all processed fax, file and journal en-
tries in the journal window.

Inbound Fax Displays only processed inbound faxes in the 
journal window.

File Import Displays only processed imported files in the 
journal window.

Journal Log Displays only processed journal log files in the 
journal window.

Delete All Entries Clears all entries from the journal window.

Refresh Screen Updates the screen with the latest contents of 
the journal file.

Menu Command Description
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Configure Inbound Fax Displays the Inbound Fax tab of the Options di-
alog box.

File Import Displays the File Import tab of the Options dia-
log box.

Journal Log Displays the Journal Log tab of the Options dia-
log box.

System Displays the System Configuration tab of the 
Options dialog box. 

Trace Displays the Activity Trace tab of the Options di-
alog box. 

Backups Displays the Backup tab of the Options dialog 
box. 

Windows Cascade Resizes and layers the journal and activity trace 
windows so that the title bar of each window is 
visible.

Tile Horizontally Resizes and arranges the journal and activity 
trace windows so they are side-by-side.

Tile Vertically Resizes and arranges the journal and activity 
trace windows so they are stacked vertically.

Arrange Icons Arranges the minimized journal and trace win-
dow icons.

Help Displays online help. 

Menu Command Description
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Processing Ribbons 
A processing status ribbon displays for each option enabled in the 
Configure menu and set to display in the View menu. Fax Entry dis-
plays up to three status ribbons.

Inbound Faxes Processed 
Displays the total number of inbound faxes processed, the number un-
committed, and the number committed. If journal log processing is en-
abled, the count reflects the number since the journal log was last 
processed. If journal log processing is not enabled, the count repre-
sents the number since the last time you opened Fax Entry.

Imported Files Processed 
Displays the total number of imported files processed, the number un-
committed, and the number committed. If journal log processing is en-
abled, the count reflects the number since the journal log was last 
processed. If journal log processing is not enabled, the count repre-
sents the number since the last time you opened Fax Entry.

Journal Logs Processed 
Displays the total number of journal log files processed, the number 
not committed, and the number committed since the last time you 
opened Fax Entry.

You will find the documents that were not processed successfully (er-
rors) in the error folder.
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Activity Trace Window 
Use the activity trace window to trace the progress of Fax Entry trans-
actions. This window is configured through Activity Trace in the Config-
ure menu and must be configured every time you start Fax Entry. 

Entries appear in the following format:

mm-dd-yyyy hh:mm:ss <status message>

You can determine how much detail to record. The options are: 

Low: Records significant errors. 

Medium: Records significant errors and related information. 

High: Records significant errors, journal entry information, with ad-
ditional steps and the status of each.

Status MessageDate Time
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Journal Window 
By default, the Journal Window automatically displays in the Fax Entry 
window. The Journal Window monitors all processed inbound faxes, 
files imported, and other fax entries. 

Journal logs are circular in nature. According to the maximum number 
of entries set, the oldest entry will be deleted when capacity is reached 
and the newest entry is added. You can specify the maximum number 
of entries by setting the Max Journal Record Count option in the Jour-
nal Log Configuration dialog box. The entries are sequentially and 
chronologically ordered. The default is 500 entries. To change the de-
fault, enter a new limit. The range is 100 to 5000 entries. The next ex-
ample shows a typical Journal Window.

FileNet Capture Fax Entry
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Journal Window Entries 

The journal window displays entries in the journal log with the following 
column headers:

Type 
The icon and label for the kind of entry:

Date & Time 
The date and time that the entry was processed.

CSID 
The Customer Subscriber Identification number; i.e., the telephone 
number of the sending device.

Channel 
The fax device port number that the call came in on.

DID/DTMF/ANI 
If your equipment supports Dual Tone Multiple Frequency, the caller 
can enter a configurable number of digits (usually a four-digit exten-
sion). The Network Fax Server will use the data to route the fax to its 

Icon Text Description
RECV Inbound fax

FILE Imported file

LOG Journal log file
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destination, route it to a document class, or use the data for indexing 
information.

Page 
The number of pages in the request.

Doc/Batch ID 
The IS-assigned document or batch identification number. If the entry 
was committed, the field displays a document ID. If it was not commit-
ted, the field displays the batch name.

Job ID 
The Job ID of the batch. 

Status 
The processing status of the batch. The entries can be COMMIT, 
INDEX, ASSEMBLE, or ERROR. 

COMMIT 
The batch was successfully committed.

INDEX 
The batch was indexed, but not yet committed.

ASSEMBLE 
The batch is not yet indexed or committed.

ERROR 
An error occurred during processing.

The journal window displays not more than the number of entries spec-
ified in the Maximum Count field. This field is under Journal Log in the 
Configure menu. When the maximum number is reached, the oldest 
entry is deleted by each new entry. 
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Clock 
The cycling clock in the lower left corner of the Fax Entry window indi-
cates that Fax Entry is processing. You can click on the clock to manu-
ally pause processing. The clock changes to a pause button. 

When you manually pause processing by clicking the clock button, pro-
cessing will remain paused until you resume by: 

• Clicking the pause button. 

• Clicking the Yes button on the Fax Entry “Processing Is Currently 
Paused. Would You Like to Resume?” message. 

When you configure Fax Entry, processing is automatically paused. 
When you complete configuration, Fax Entry prompts you to resume 
processing with the “Processing Is Currently Paused. Would You Like 
to Resume?” message. 

The next example shows the buttons. 

Status Bar 
The status bar at the bottom of the Fax Entry shows actions currently 
being performed.

Button Status Description
Processing Cycling clock

Processing Paused Pause button
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Start / Exit Fax Entry 
When you install Fax Entry software, you can move the Fax Entry icon 
located in the FileNet Capture program group to the Startup program 
group.

Start Fax Entry

Select Start, Programs, FileNet Capture Professional, Fax Entry to 
start Fax Entry. 

Exit Fax Entry 

Select the Exit option from the File menu to exit Fax Entry.

Display or Hide a Processing Status Ribbon 
1 Select Statistics from the View menu. The menu lists the processing 

ribbons, with a check in front of the ones displayed.

2 Click the ribbon you want to display or hide.

Note Processing must be enabled in the Configure menu before the pro-
cessing status ribbon can be displayed.
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Display Journal Window Entries 
Use the options in the Journal menu to choose the type of journal data 
you want to view in the window. Select Show Entries from the Journal 
menu and choose one of the following options:

All 
Displays all processed fax, file, and journal entries in the journal win-
dow.

Inbound Fax 
Displays only processed inbound faxes in the journal window.

File Import 
Displays only processed imported files in the journal window.

Journal Log 
Displays only processed journal log files in the journal window.

You can also select Delete All Entries from the Journal menu to clear 
all entries from the journal window, or Refresh Screen to update the 
screen with the latest contents of the journal file.

Display or Hide the Journal Window 
Select Journal Window from the View menu. A check appears in front 
of the menu item and the window is displayed. Select the menu item 
again to clear the check and hide the window.

Display or Hide the Activity Trace Window 
Select Activity Trace from the View menu. A check appears in front of 
the menu item and the window is displayed. Select the menu item 
again to clear the check and hide the window.
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Convert the Journal to an ASCII File 
The journal log file is automatically converted from a binary file to an 
ASCII text file before it is processed according to the options on the 
Journal Log tab of the Configure menu.

To create an ASCII file of the current, unprocessed journal log entries, 
select Convert Journal Log to Text File under the File menu. Fax Entry 
creates a text file with the date and time, and stores it in a file. The de-
fault file name is \FaxEntry\Temp.

Manually Process the Journal Log 
To manually process journal log entries, select the Save Journal Log to 
Repository option in the File menu. Fax Entry saves the journal entries 
from the Journal Log file to the repository and folder designated in 
Journal Log under the Configure menu, and/or backs up files to a 
specified backup folder. 

Manual processing overrides automatic journal log processing options 
you configured in Journal Log under the Configure menu.
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Configure Inbound Fax 
To configure the Fax Entry Inbound Fax, you need to know the follow-
ing information: 

For a blank copy of this worksheet, see “Fax Entry Inbound Fax Work-
sheet” on page 704.

Configuration Item Example Value

IS Repository Name Taos 
Enable Inbound Fax Processing selected 
Batch Folder Taos/Fax_Claims 
Batch Template Fax_Claims_tp 
Batch Settings Fax_Claims_st 
Batch Prefix FEI 
Processing Options not used in this example 
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1 Select Configure, Inbound Fax from the menu bar. The Inbound Fax 
tab displays. 

2 Select the Enable Inbound Fax Processing option. See also “Enable 
Inbound Fax Processing” on page 564. 

3 Type the batch folder name, or browse to the batch folder. See also 
“Batch Folder” on page 564. 

Type a batch prefix, 
if desired

Click OK

Select Enable 

Type or browse to 
the folder

Select the template 
name

Select the settings 
collection name



Fax Entry

Configure Inbound Fax

August 2005 Capture Administrator's Guide 599

4 Select the template name. See also “Batch Template” on page 564. 

5 Select the settings collection name. See also “Batch Settings” on 
page 565. 

6 If you are using a different batch prefix, type the new prefix in the Batch 
Prefix field. See also “Batch Prefix” on page 566. 

7 If you are using processing options, click the Processing Options but-
ton. See also “Processing Options” on page 579 and “Configure Pro-
cessing Options” on page 614. 

8 Click OK. 
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Configure File Import 
To configure the Fax Entry File Import, you need to know the following 
information: 

For a blank copy of this worksheet, see “Fax Entry File Import Work-
sheet” on page 705.

Configuration Item Example Value

IS Repository Name Taos 
Enable File Import Processing selected 
Batch Folder Taos/Fax_Claims 
Batch Template Fax_Claims_tp 
Batch Settings Fax_Claims_st 
Batch Prefix FEF 
Files/Request 10 
Processing Options not used in this example 
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1 Select Configure, File Import from the menu bar. The File Import tab 
displays. 

2 Select the Enable File Import Processing option. See also “Enable File 
Import Processing” on page 567. 

3 Type the batch folder name, or browse to the batch folder. See also 
“Batch Folder” on page 567. 

Select the settings 
collection name

Click OK

Select Enable 

Type or browse to 
the folder

Select the template 
name

Type a batch prefix, 
if desired

Select or type the 
files per request, if 
desired
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4 Select the template name. See also “Batch Template” on page 567. 

5 Select the settings collection name. See also “Batch Settings” on 
page 568. 

6 If you are using a different batch prefix, type the new prefix in the Batch 
Prefix field. See also “Batch Prefix” on page 566. 

7 If you are using a different files per request value, select or type the 
new value in the Files/Request field. See also “Files Per Request” on 
page 569. 

8 If you are using processing options, click the Processing Options but-
ton. See also “Processing Options” on page 579 and “Configure Pro-
cessing Options” on page 614. 

9 Click OK. 



Fax Entry

Configure Journal Log

August 2005 Capture Administrator's Guide 603

Configure Journal Log 
To configure the Fax Entry Journal Log, you need to know the following 
information: 

For a blank copy of this worksheet, see “Fax Entry Journal Log Work-
sheet” on page 706.

Configuration Item Example Value

IS Repository Name Taos 
Enable Journal Log Processing selected 
Batch Folder Taos/Fax_Claims 
Batch Template Journal_Log_tp 
Batch Settings Journal_Log_st 
Batch Prefix FEJ 
Processing Interval 300 
Lines/Page 40 
Processing Options not used in this example 
Journal File — File Name C:\FaxEntry\Journal\

FEJrn.log
Journal File — Maximum Count 500 
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1 Select Configure, Journal Log from the menu bar. The Journal Log tab 
displays. 

2 Select the Enable Journal Log Processing option. See also “Enable 
Journal Log Processing” on page 570. 

3 Type the batch folder name, or browse to the folder. See also “Batch 
Folder” on page 570. 

Select the settings 
collection name

Click OK

Select Enable 

Type or browse to 
the folder

Select the template 
name

Type a batch prefix

Type a process 
interval

Type a lines per 
page value

Type or browse to 
the file

Type a maximum 
count
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4 Select the template name. See also “Batch Template” on page 571. 

5 Select the settings collection name. See also “Batch Settings” on 
page 571. 

6 Type a batch prefix in the Batch Prefix field. See also “Batch Prefix” on 
page 566. 

7 Type a value in the Process Interval field. See also “Process Interval” 
on page 572. 

8 Type a value in the Lines/Page field. See also “Lines Per Page” on 
page 573. 

9 Type a file path and name in the File Name field. See also “Journal File 
— File Name” on page 573. 

10 Type a value in the Maximum Count field. See also “Maximum Count” 
on page 574. 

11 If you are using processing options, click the Processing Options but-
ton. See also “Processing Options” on page 579 and “Configure Pro-
cessing Options” on page 614. 

12 Click OK. 
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Configure Backup 
To configure the Fax Entry Backup, you need to know the following in-
formation: 

For a blank copy of this worksheet, see “Fax Entry Backup Worksheet” 
on page 707.

1 Select Configure, Backups from the menu bar. The Backup tab dis-
plays. 

Configuration Item Example Value

IS Repository Name Taos 
Processing Options: Backup / 
Save to Repository and Backup

selected 

Backup Directory C:\FaxEntry\backup
Enable Automatic Backup Removal selected 
Remove After n Days 1 
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2 Type the backup folder name, or browse to the folder. See also 
“Backup Directory” on page 574. 

3 Select the automatic backup removal option. See also “Enable Auto-
matic Backup Removal” on page 575. 

4 Type or select a remove after value. See also “Remove After” on 
page 575. Click OK. 

Click OK

Type or browse to 
the folder

Select the automatic 
backup removal 
option

Select or type the 
remove after value
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Configure System Configuration 
To configure the Fax Entry System Configuration, you need to know 
the following information: 

For a blank copy of this worksheet, see “Fax Entry System Configura-
tion Worksheet” on page 708.

Configuration Item Example Value

IS Repository Name Taos 
House Cleaning Interval n Minutes 60 
Temporary Directory C:\FaxEntry\Temp 
Log Important Messages To selected 
File selected 
File Name C:\FaxEntry\Journal\ 

FEMsg.Log 
Windows Event Log not used in this example 
Run Unattended selected 
Idle Time selected 
From hh:mm Of Current Day 23:00 
To hh:mm Of Following Day 05:00 



Fax Entry

Configure System Configuration

August 2005 Capture Administrator's Guide 609

1 Select Configure, System Configuration from the menu bar. The Sys-
tem Configuration tab displays. 

2 Select or type a house cleaning interval. See also “House Cleaning In-
terval” on page 575. 

3 Type or browse to the temporary file folder. See also “Temporary Direc-
tory” on page 575. 

Select File 

Click OK

Select or type a 
house cleaning 
interval

Type or browse to 
the folder

Select Log 
Important 
Messages To

Type or browse to 
the folder

Select Run 
Unattended 

Select Idle Time

Select a From time

Select a To time
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4 Select the Log Important Messages To option. See also “Log Important 
Messages” on page 576. 

5 Select the File option. See also “File” on page 576. 

6 Type or browse to the message file. See also “File Name” on 
page 576. 

7 Select the Run Unattended option. See also “Run Unattended (Sup-
press Messages)” on page 577. 

8 Select the Idle Time option. See also “Idle Time” on page 577. 

9 Select or type a from time. See also “From” on page 577. 

10 Select or type a to time. See also “To” on page 577. 

11 Click OK. 
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Configure Activity Trace 
To configure the Fax Entry Activity Trace, you need to know the follow-
ing information: 

For a blank copy of this worksheet, see “Fax Entry Activity Trace Work-
sheet” on page 709.

Configuration Item Example Value

IS Repository Name Taos 
Trace Detail Level Medium selected 
Trace Window Max Entries 200 
Write Entries To File selected 
Trace File Name C:\FaxEntry\Journal\

FETrace.log
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1 Select Configure, Activity Trace from the menu bar. The Activity Trace 
tab displays. 

2 Select a trace detail level. See also “Trace Detail Level” on page 578. 

3 Type a maximum entries value. See also “Trace Window Max Entries” 
on page 578. 

Click OK

Select a detail level

Type a maximum 
entries value

Select Write Entries 
To File

Type or browse to 
the trace file
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4 Select the Write Entries To File option. See also “Write Entries To File” 
on page 578. 

5 Type the name or browse to the trace file. See also “Trace File Name” 
on page 579. 

6 Click OK. 
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Configure Processing Options 
To configure the Fax Entry Processing Options, you need to know the 
following information: 

For a blank copy of this worksheet, see “Fax Entry Processing Options 
Worksheet” on page 710.

Configuration Item Example Value

IS Repository Name Taos 
Processing Type Inbound Fax 
Processing Destination Save To Repository 
DocProcessing Before Event Activator selected 
DocProcessing After Assembly cleared 
Batch Disposition Leave Unindexed selected 
Processing Steps Fax 

DocProcessing 
Event Activator 
Assembly 
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1 Click the Processing Options button. This button is available on the In-
bound Fax, File Import, and Journal Log tabs. The processing option 
for the tab selected displays. 

2 Select a processing destination. See also “Processing Destination” on 
page 579. 

3 Select where to include DocProcessing. See also “Include DocPro-
cessing Step” on page 581. 

Click OK

Select a processing 
destination

Select a 
DocProcessing step

Select a batch 
disposition 



Fax Entry

Configure Capture Components

August 2005 Capture Administrator's Guide 616

4 Select a Batch Disposition option. See also “Batch Disposition” on 
page 582. 

5 Click OK. 

Configure Capture Components 
1 Click the Configure button. The Components box opens. 

2 Select the component you want to change and click the Configure but-
ton. The Properties dialog box for the selected component opens.

3 Change the component. 

4 Repeat steps 2 and 3 for the components you want to change. 

5 When you have configured all the components that require changes, 
click the Close button to return to the previous screen.
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1PrintFax

Note The PrintFax component is only available when you are using Capture 
and an Image Services (IS) repository. It is not supported for Content 
Services, Content Engine, Offline Image Services, Shared Offline Im-
age Services or Shared Content Services repositories.

Overview of PrintFax 
The PrintFax component is used to print or fax pages from the remote 
repository. By using IS Print services, Capture PrintFax can print to a 
FileNet printer or send pages to a fax machine. All the pages in a batch 
or document can be printed by selecting the desired object and select-
ing the print or fax option. PrintFax can print or fax TIFF and JPEG im-
ages. 

IS Print services must be configured for printing or faxing. When there 
is a sufficient volume of print or fax jobs, each of these services is often 
configured on its own dedicated server. 

For more information about PrintFax, see the Capture Professional on-
line help. 
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Overview of Distributed Processing 
You can design your FileNet system so that different types of batch 
processing occurs on multiple workstations. You can configure Capture 
to perform distributed processing and to automatically route the 
batches between the workstations. 

Routing 

The Capture Routing Agent provides the basic service of sequencing a 
batch through all of the processing stages within Capture, and can dis-
tribute the processing across several workstations. You can also use a 
custom application to route batches between processes. 

The Routing Agent moves batches from one processing stage to an-
other according to the steps defined in the capture path. It is the Rout-
ing Agent component that provides the actual routing functions for a 
capture path. The capture path just provides the list and sequence of 
Capture processes. The Routing Agent moves a batch through Cap-
ture components in a single machine. 

The Routing Agent also provides a method for distributing the process-
ing between several workstations. It uses a polling mechanism to route 
the batches through a capture path for processing on several different 
workstations, where each workstation is typically dedicated to a per-
forming a specific kind of processing. 
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If you set a workstation to poll for batches, the Routing Agent checks 
the specified repositories for batches in the processing phase that the 
workstation is configured to perform. When a batch meets the criteria 
for that workstation, the system locks the batch, transfers a copy of the 
batch to itself, and processes the batch according to the capture path 
until it either reaches a Save/Stop or Save/Continue or it reaches a 
function it can’t perform. The workstation then sends the processed 
batch back to the repository. The step(s) the workstation performed are 
marked as completed and the batch is unlocked so the next step in its 
capture path can be performed.

Using the Capture Routing Agent 

Capture has a Routing Agent that lets you perform different types of 
processing on batches from different workstations. For example, you 
can configure some stations as scan-only stations, while other stations 
perform image verification and assembly tasks. You may have some 
stations that are index-only stations, and other stations from which a 
supervisor verifies batches, then commits them to storage media. 

Filtering Options 

You can filter the batches operators see. This makes it easier for oper-
ators to find batches that they are supposed to process. With filtering 
or polling configured on each workstation, each operator can be pre-
sented with only the next batch requiring the processing that they can 
perform. 

Each component in the capture path has a Next Phase property that 
can be used as a filtering criteria. When you use distributed process-
ing, you configure the Repository Filter on each workstation to display 
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the type of batches to be processed on that workstation, then you set 
the workstation to poll the repositories for work. 

For example, assume you have index operators who only need to see 
batches that are ready for indexing. You configure the filtering utility to 
look for batches with a Next Phase property of indexing, and turn on 
polling. When Capture finds a batch, it displays the batch in the index 
operator’s Tree View, where the index operator can select it and type 
entries into the index fields. If there is more than one indexing station, 
the batch appears on all workstations with filtering set to the same cri-
teria. The first index operator to select the batch locks it, so it cannot 
be accessed by another index operator.

See also “Filtering Options” on page 521. 

Skipping Busy Batches 

When running polling filtering options in a distributed processing envi-
ronment with capture paths, use the option Skip Batch If Busy Or Al-
ready Processed. Using this option can speed throughput because 
operators are presented with the first batch available for processing. 

See also “Skip Batch If Busy Or Already Processed” on page 398. 
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Determining the Next Phase 

When you are using capture path, a component’s next phase is deter-
mined by the next component in the capture path. For example, as-
sume your capture path specifies a work flow of Scan, Assembly, 
Index, and Commit. In this case the next phase of the Scan component 
is Assembly. The next phase of the Assembly component is Index.

Components that are run in ad hoc mode (that is, outside of a capture 
path) have their Next Phase and Current Phase properties set to the 
same task they are currently performing. That is, the Next Phase prop-
erty for the component for Scan is Scan, and the next phase for File 
Import is File Import. This may produce inaccurate results in a filtering 
rule searching for batches by their Next Phase property. The only com-
ponents that have a next phase other than their own function in ad hoc 
mode are Assembly (next phase = Index), Index (next phase = Commit 
or Index Verify) and Index Verify (next phase = Commit). 

Other Filtering Options 

There are other filtering rules you can configure if you don’t want to fil-
ter on a batch’s next phase. For a complete list of filter properties, refer 
to “Property List” on page 534. See also “Filtering Options” on 
page 521 and “Repositories” on page 41. 

Distributed Processing and Repositories 

When a scan operator selects or creates a batch and starts a capture 
path, the capture path runs until it reaches a Save/Stop or Save/Con-
tinue control or encounters a component that is not available on the 
workstation. When all of the processing at that workstation is complete, 
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the batch, along with its capture path and settings collection, returns to 
the repository on which the batch originated. 

If another subsequent operator picks up the batch for processing, infor-
mation about its capture path and status travel with the batch. The op-
erator does additional processing on the batch based on what the 
workstation is configured to do. When processing is done at this sec-
ond station, the batch, along with its capture path and newly updated 
status, returns to its repository. This process continues until the batch 
is committed. 

Within a capture path you can force a batch back to a repository by us-
ing a Routing Agent control command within your capture path. The 
two control commands are described below.

Save/Stop 

The Save/Stop control stops execution of the capture path and returns 
the batch to the repository for other stations to find and complete.

For example, on an indexing station configured to filter for batches 
ready for indexing, an operator could select a batch from the Tree View 
and start the capture path. The capture path might have two steps in it 
— Index, and Save/Stop. Once indexing is finished, the Save/Stop 
command sends the indexed batch back to its repository, then stops 
the capture path. 

Save/Continue 

This control returns the batch to the repository, then loops back to a 
capture component defined earlier in the capture path.
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For example, on a scan station, you might create a capture path that 
creates a new batch, performs scanning, image verification, and as-
sembly, then sends the batch back to its repository and loops back to 
the batch creation step. 

See also “Capture Paths” on page 103. 

Planning the Work Flow 
The following examples illustrate possible workstation and operator 
configurations for a distributed processing environment.

Example 1: Separate Scanning and Indexing Workstations

The example below illustrates how you might distribute processing be-
tween two workstations. The first workstation, the image acquisition 
workstation, is used for scanning, verification, and assembly. The as-
sembled documents are then returned to the repository to be picked up 
by the second workstation, an indexing station. 

The table below illustrates the components that would be installed and 
used on each workstation.

Workstation #/
Operator Name

Workstation
Function

Components
Needed

Workstation1
Phyllis Schwartz

Scan Station Scan
Image Verification
Event Activator
Assembly

Workstation 2
Anne de Beaumont

Index Station Index
Index Verify
Commit
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Example 2: Each Process on a Separate Workstation

In the example below, each step of the process is performed on a sep-
arate workstation. This is a distribution that might be used in a very 
large document processing operation.

The table below illustrates the components that would be installed and 
used on each workstation.  

Workstation #/
Operator Name

Workstation
Function

Components
Needed

Workstation1
Thomas Bordeaux

Scan Station Scan
Event Activator
Assembly

Workstation 2
Gwenna Llewellyn

Image Verification Sta-
tion

Image Verify
Scan

Workstation 3
Medb Renata

DocProcessing Station DocProcessing

Workstation 4
Ian Gilchrest

Index Station Index
Index Verify

Workstation 5
David Morgan

Commit Station Commit
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1Security

Capture security differs depending on the type of repository you are 
using. 

• See “Overview of Security for IS Server Stations” if you are using 
an Image Services repository. 

• See “Security Options on Content Services Stations” on page 638 
if you are using a Content Services library. 

• See “Security Options on Content Engine Stations” on page 639 if 
you are using a Content Engine library.

Overview of Security for IS Server Stations
When you are working with an IS server, Capture security is derived di-
rectly from the IS. If you are not familiar with the way security is config-
ured for your IS, consult with your IS administrator or refer to the 
Security chapter in the IS System Administrator’s Handbook. 

In particular, see the topics on document security and security groups 
in the IS System Administrator’s Handbook. Document security defines 
access to a particular document class based on permissions given to 
users and groups. Security groups define the access authority of the 
members in the group. 
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• Security for Capture is controlled by security definitions on the IS 
server. 

• Capture provides no features for controlling security. 

• FileNet security is different from the operating system security. 

• Security for ODBC repositories is managed by the database man-
ager. 

The IS-based document security and security groups control the items 
that Capture users can see, change, create, delete or run. 

Each Capture page or document is based on a specific document 
class. The document class derives its security configuration from the 
IS. The IS security characteristics are applied to all objects based on 
that document class. 

The IS document class security levels are:

APPEND/EXECUTE 
Groups and users granted this level of security for a document 
class can delete pages, documents or folders and process or de-
lete batches.

WRITE 
Groups and users granted this level of security for a document 
class can change page, document, and batch attributes. 

READ 
Groups and users granted this level of security for a document 
class can retrieve, display and print pages, documents, and 
batches.
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The IS administrator can configure the document class to use these 
permissions singly or in combination. For example, you could configure 
permissions as read only, write only, read and write, or read and write 
and append/execute. 

Note The “Indexless” doc class should have the following group security: 
Anyone:Anyone:Anyone. If you choose to give the “Indexless” doc 
class more restrictive security, make sure that the users that are creat-
ing batches are members of the same security group as the “Index-
less” doc class. 

Because Capture uses the Indexless doc class internally, you should 
not change the security settings for the Indexless doc class from the 
defaults. 

Comparison of IS Security Groups for Capture Users

The IS security groups of interest to the Capture administrator are de-
scribed in the following sections.

SysAdminG Group

The SysAdminG group is for users who administer the IS server. This 
group has control over Capture, as well, and can perform the same ad-
ministrative duties as the CaptureAdminG group. 

Members of this group can read, write, and append/execute all folders, 
batches, documents and pages on both the IS and the Capture sys-
tems. Refer to “Actions Permitted for Capture Security Groups” on 
page 630 for details.
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AuditG Group

The AuditG group is for users who monitor the system functions but 
who do not change configuration functions. 

Note If you add AuditG to a user or group, the permissions of that user or 
group are reduced to the permissions of AuditG and that user or group 
cannot modify or create settings, templates, capture paths or batches. 

Members of this group can read, but not write or append/execute, all 
folders, batches, documents and pages on the system. Refer to “Ac-
tions Permitted for Capture Security Groups” on page 630 for details.

CaptureAdminG Group

The CaptureAdminG group is for users who perform Capture adminis-
trative duties, and who are responsible for maintaining settings collec-
tions, templates and capture paths. 

Note Members of the CaptureAdminG group have full access to all Capture 
functions. They do not, however, have any special privileges on the IS. 

Members of this group can view, create, and modify the settings collec-
tions, capture paths, and templates in the Config folder, override locked 
and busy batches, and modify batches that have errors. Refer to “Ac-
tions Permitted for Capture Security Groups” on page 630 for details.

DE_ErrorOverrideG Group

The DE_ErrorOverrideG group is for users who override and correct 
batches that have errors at committal. Typically, supervisors are made 
members of this group so that they can remedy situations such as a 
batch totals discrepancy or other error that is preventing the batch from 
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being committed. Members of this group can override locked or busy 
batches and modify batches that have errors. Refer to “Actions Permit-
ted for Capture Security Groups” on page 630 for details.

DE_BUSYOVERRIDEG Group

The DE_BUSYOVERRIDEG group is used for users who need to un-
lock batches that are locked or busy. Typically, supervisors are made 
members or this group. Refer to “Actions Permitted for Capture Secu-
rity Groups” on page 630 for details.

CaptureNoDeleteG Group

The CaptureNoDeleteG group is for users who can delete individual 
pages and documents, but who cannot delete an entire batch. 

Members of this group can view and modify the contents of batches, 
but they cannot delete the batch itself. This allows users access to the 
contents of a batch, but prevents them from accidentally deleting a 
batch that must remain available on the system. For example, if you 
have batches that are shared by other users, you can use this group to 
prevent users from deleting them without restricting their ability to mod-
ify the actual contents. Refer to “Actions Permitted for Capture Security 
Groups” on page 630 for details.

Creating and Assigning Security Groups

The SysAdminG and AuditG groups are automatically created when 
the IS server is installed. The other security groups used by Capture 
must be created and defined on the IS server by the IS administrator. 

The IS system administrator adds specific users to these groups using 
the IS Application Executive. For details on how to add users to one of 
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these groups using the IS Application Executive, see the IS System 
Administrator’s Handbook. For more information about IS security, see 
the Security chapter of the IS System Administrator’s Handbook. 

Actions Permitted for Capture Security Groups 

The next table shows the actions available to members of the different 
security groups used by Capture.

Object Permission Security Group
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Settings 
Templates 
Capture paths

View Yes Yes Yes No No No

Create or 
modify 

Yes No DC No No No

Folders View Yes Yes Yes Yes Yes Yes

Create or 
modify 

Yes Yes Yes Yes Yes Yes
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Document class and group security work together to control access to 
the settings collections, locked or busy batches, or batches with errors. 
Consider configuring your system’s security permissions so that only 
supervisors have control of Capture exception cases. 

Only users belonging to SysAdminG or CaptureAdminG groups are 
able to create or modify settings collections, templates or capture 
paths. Members of the SysAdminG group always have permission to 
create or modify these objects. Members of CaptureAdminG can only 
modify these objects if they have document class permissions. 

Batches View Yes Yes DC DC DC DC

Create or 
modify 

Yes No DC DC DC DC

Override error Yes No DC DC DC No

Override busy Yes No DC DC DC No

Delete Batch Yes No Yes Yes Yes No

DC = Depends on doc class security settings. You must have sufficient doc class access rights 
(READ) to see the batch. You will also need WRITE and APPEND/EXECUTE to create or to modify 
a batch. 

* If you add AUDITG to a user or group the user or group cannot modify or create settings, templates, 
capture paths or batches. 
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Members of the CaptureNoDeleteG group can delete pages and docu-
ments, but cannot delete an entire batch. Note that a member of this 
group should not be a member of either SysAdminG or CaptureAd-
minG, as these groups allow batch deletions.

Folders in Capture have no security controls.
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Typical Capture Roles and the Security Groups 

The next table lists the Capture security groups and the Capture users 
typically associated with each group. 

Each security group is discussed in the following sections.

Security Group Job Title and Duties 

SysAdminG IS System Administrator
Administers the IS system, including: setting up 
security, creating groups and adding users to 
groups, creating document classes, and in-
dexes. 

AuditG External Auditor
Views all parts of the Capture system, but can-
not change or modify any objects. 

CaptureAdminG Capture Administrator
Administers the Capture system, including: cre-
ating and modifying settings collections, tem-
plates, and capture paths; overriding and 
correcting batches in error; overriding busy 
batches.

DE_ErrorOverrideG Department Supervisor 
Job duties include: overriding and correcting 
batches in error; overriding busy batches.

DE_BUSYOVERRIDEG Department Supervisor 
Job duties include: overriding and correcting 
batches in error; overriding busy batches.

CaptureNoDeleteG Capture Scan Operator
Operates a Capture workstation using existing 
capture paths, templates, etc. May delete indi-
vidual documents, but cannot delete batches. 
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Locked and Busy Batch Override Privileges 

When an operator processes a batch, the software locks the batch to 
prevent another user from opening it and making changes. This en-
sures that only one user at a time can access and modify a batch. 

There may be times when a batch is locked or busy and the person 
who initiated the action to lock it is not available to complete the pro-
cessing required to unlock the batch. In these circumstances, it may be 
necessary to override the locked batch so the batch can be deleted or 
processed further. 

Depending upon IS administrative security permissions, users who are 
members of the following IS groups can override locked batches: 

SysAdminG 

CaptureAdminG 

DE_ErrorOverrideG 

DE_BUSYOVERRIDEG 

Users can only override locked or busy batches if they belong to the 
SysAdminG, CaptureAdminG or DE_BUSYOVERRIDEG groups. 

Changes to IS Security Profiles 

When the IS administrator makes a change to a user's security setting, 
the change does not take effect until the user logs out and logs back in 
again. An example of such a change might be moving a user from one 
security group to another. 

At some sites, multiple users share a single user ID. In this case, all us-
ers sharing the same ID must exit before the change can take effect.
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Changes to Document Security 

Complete all processing steps for all batches in the repository before 
making changes to the security configuration of a document class. The 
batches should be committed to the repository and no new batches 
should be added to the repository. All polling and automated features 
should be turned off while the changes are being made. Polling and 
automated features can be turned on once the changes have been 
completed and verified. 

Making changes to document classes with batches in process on the 
repository can cause problems in processing or committing the docu-
ments. The document class of the batches in process and the docu-
ment class on the repository will be out of synch. 

Settings collections that use the changed document class must be re-
built using the new document class. See also “Procedures” on 
page 75. 

Password Expiration 

When a user logs on to Capture, the Capture BESRIL checks the sta-
tus of the user's password. With the password grace period and expira-
tion correctly configured on the IS server, a user ID and password can 
be in one of several conditions: 

Normal 
The password is current (not in the warning period, at expiration or ex-
pired), and the logon proceeds. 

In the Warning Period 
The password is N-days away from expiring. (The IS name for this pe-
riod is grace period.) When the user logs onto the IS, the system dis-
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plays a message that shows the server name, date and time of 
expiration, and gives the user an opportunity to change the password. 
The date and time are formatted according to the client's locale. The 
message that displays is: 

Your password expires on <date> at <time>. Do you wish to 
change it now? 

The choices are Yes or No. Selecting Yes opens the Change Password 
dialog box. See “Change Password” on page 637. 

At Expiration 
This state exists when the user logs on for the first time after the end of 
the warning period. The user can logon successfully using the old 
password this ONE time. The following warning message is displayed: 

Your password has expired. Please change your password or sub-
sequent logon attempts will fail. 

The choices are Yes or No. Selecting Yes opens the Change Password 
dialog box. See “Change Password” on page 637. 

If the user selects No, chooses not to change the password, then all 
subsequent logons will fail since the account will have expired. 

Expired 
This state is the result of not changing the password when prompted to 
do so at expiration. When the password is in this state and the user 
tries to log on, the system displays the message: 

The account has expired and is no longer valid. 

At this point, the user must contact the IS system administrator and re-
quest that the user account be reinstated. 
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Change Password 

The Change Password dialog has the following fields: Old password, 
New Password, and Confirm New Password. When the fields are filled 
and OK is clicked, the system checks for the following: 

• The new password differs from the old password. 

• The new password and confirmation password match. 

• The new password meets any minimum character count restriction 
specified by the IS. 

For steps to change the password, see “Logon” on page 678. 

Security Considerations for Offline Repositories

There is no Doc Class security enforcement during offline work. All us-
ers of an Offline Repository can work with batches from any DocClass 
defined on the associated Remote IS. DocClass security is enforced 
only during the Phase 2 commit process. 
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Security Options on Content Services Stations
For a Content Services repository, you control the security settings for 
committed CS documents from within the Commit component. Secu-
rity options appear near the bottom of the Commit property page. 

Select one of the following security settings:

Use Server default security for all documents sets the security for 
each document to whatever the default settings are for the CS Library.

Set same security for all documents prompts the operator to set the 
security as the commit phase begins. The same security settings are 
used for all of the documents in the batch. 



Security

Security Options on Content Engine Stations

August 2005 Capture Administrator's Guide 639

Set security for each individual document allows the operator to 
specify the security for each individual document as it is committed. 

Security Options on Content Engine Stations
Before you commit documents from within Capture to a Content En-
gine library, you should make sure that the library security is configured 
properly. Refer to the online help provided with your Content Engine 
server software, including the topics titled “Getting Started with FileNet 
P8 Platform Security” (in the ECM help) and “Security Policies” (In the 
Administration help) for important guidelines on setting up the security 
for the system.

For a Content Engine library, you control the security settings for com-
mitted CE documents from within the Commit component. Security op-
tions appear near the bottom of the Commit property page. 
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Select one of the following security settings:

Use Server default security for all documents sets the security for 
each document to whatever the default settings are for the CE Library.

Set same security for all documents prompts the operator to set the 
security as the commit phase begins. The same security settings are 
used for all of the documents in the batch. 

Set security for each individual document allows the operator to 
specify the security for each individual document as it is committed. 
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35
1Reports and Statistics

Overview of Reports and Statistics 
Capture provides you with pre-defined reports that measure productiv-
ity or track the location and status of batches, documents, and pro-
cesses. 

You can view a report in a report window, print it to a local printer, or 
save it to disk. If you save the report to disk, you can specify a file for-
mat. Capture supports a wide range of formats so you can easily inte-
grate information into your database, spreadsheet, or text editor.

Generating Reports 
Options on the File menu let you set up and generate reports.

If you display the report in the Report Viewer, you will see the report in 
a subwindow. You can export the report to a file in the format of your 
choice, or you can print the report from the Report Viewer.

Option Description

Report Setup Use this option to select the report you want to see and to 
control the report’s destination, appearance, and format.

Report Use this option to generate the report you have configured. 
The report will either display in the Report viewer, print on a 
printer, or be saved to a file, depending on the destination 
option you selected. 
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Report Types 

Capture provides the following reports:

Report Name Description

Batch Tracking - Com-
ponents Completed 
Successfully 

Report on all batches listing capture components 
that have completed successfully.

Batch Tracking - Com-
ponents Pending Suc-
cessful Completion 

Report on all batches listing capture components 
that have not yet completed.

Batch Information Report on general batch information.

Committed Docu-
ments 

Report on documents that have been committed.

Running Counts Report on running counts of document/page at-
tributes: total pages, documents, batches, blank 
pages, scanned/rescanned pages.

Batch Cumulative 
Processing Time

Report on total processing time for each batch.
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Configuring Report Generation 
Perform these steps to generate a report:

Set Up the General Options 

1 Click File, Report Setup in the menu bar. The Report Properties dialog 
box displays.

2 Select the report you want to generate from the Report View drop-
down list box. 

3 Some reports are available in either a detail or a summary format. The 
summary report is the default. If you want a detailed report instead, 
click on the Detailed radio button.

If the report you selected is not available in both formats, the radio but-
tons is grayed out.

4 Select the report destination in the Destination section. To view the re-
port in a window, click on the To Window radio button. To send the re-
port to your local printer, click the To Printer radio button. To export the 
report to a file, click on the To File radio button.

5 To refresh the information every time you generate a report, select the 
Update check box. If you clear the Update check box, the report infor-
mation will remain static from the first time you configure the report.
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Select Report Dates and Document Class   

1 Click the Selection tab.

2 Choose one of the following options from the Report Dates (not avail-
able on the Committed Documents Report) list box:

All Dates
Month to Date
Year to Date
Last 7 days
Last Month
Last Year YTD
Custom Dates

If you select Custom Dates, enter a date range in the From and To 
fields.

3 If you are generating the Committed Documents report, select the doc-
ument class(es) you want to include in the report. By default, the report 
includes all document classes. If you want to report activity for a single 
document class, click the Selected Document Class radio button, 
then type the document class name in the unlabeled field immediately 
below.

If the report is not available by document class, this option will not ap-
pear on the Selection tab.
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Set Up the Layout 

1 Click on the Layout tab and enter a title for your report in the Report 
Title field. If you don’t specify a title, the name of the report is used. For 
example, when you generate a Batch Information Report, the report ti-
tle will read Batch Information Report unless you specify an alternate 
title in this field.

2 Select the field you want to sort the report by in the Sort By drop down 
list box. Most report types have two or more sort fields. 

3 Specify a sort order. By default, reports are sorted by the specified sort 
field in ascending order (first record to last). If you want to sort the re-
port in descending order (last record to first) click the Descending ra-
dio button.

Note The data will always be sorted by batch, first. Only information about 
the batch (operator, component, and start time, for example) may be 
selected as sorting options.

Print or Export the Report 

Print the Report 

1 Click on the Printer tab and specify the number of copies to print in the 
Printer Copies field. 

2 Use the fields in the Margins section to format the report’s top, bottom, 
left, and right margins. The units of measurement is twips. There are 
1440 twips to one inch. For example, if you want your right and left 
margins to each be 2 inches wide, set the right and left margin fields to 
2880 each.
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3 If you are printing multiple copies, specify whether you want the copies 
collated or uncollated. By default, copies are collated. If you want them 
printed uncollated, click the Uncollated radio button. The Default Col-
lation button uses the collation configuration for the printer.

Export the Report 

1 Click on the Print to File tab and specify the file name in the Print File 
Name field. The report is saved under this name in the \FileNET\CAP-
TURE\REPORTS folder. You can also click on the Ellipsis button next 
to the field to open the Choose Output File dialog box and select a des-
tination file.

2 Select the format in which you want the file exported from the Print 
File Type list box. Note that in some cases, using the Text option may 
cause some of the entries to be truncated.

3 If you are exporting the file in the Character Separated format, specify 
the character(s) you want inserted between values in the Print File 
Char Sep Separator field. You can enter up to 16 characters. 

The Print File Char Sep Separator field can only be used when the 
Print File Type is specified as Character Separated.

4 Specify the number of lines to print on a single page in the Print File 
Lines per Page field. By default, 60 lines are printed before a page 
break. 

Print File Lines Per Page can only be used when Print File Type is 
specified as Paginated Text.
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Generate the Report 

1 When you have all parameters configured as described in the sections 
above, click the OK button. This closes the Report Properties dialog 
box and saves the values you configured. The values are saved until 
you re-start the Capture application.

2 Click on the Report option in the File menu to generate the report. The 
report is handled according to the setting you made in the Destination 
field in the General tab. It either appears in a window, is printed, or is 
exported to a file.
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Part IV - Capture Maintenance and
Troubleshooting
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36
1Backup and Restore Procedures

When you perform a maintenance procedure such as installing a new 
release of the software on your workstation or on your server, or per-
form a procedure on the IS server that modifies the transient database 
(such as bes_clean), you may want to back up the data stored in one 
or both of the repositories. The data you decide to back up depends on 
what you use each repository for, and how you want to use that data in 
the future. The following sections provide instructions for making a 
backup of the database that corresponds to each type of repository.

Backup Procedures for Capture Professional 

Backing Up the Config Folder 

Note for IS
Server Users

Some operations and maintenance procedures that can be performed 
on the transient database of the IS server (such as bes_clean and init-
trans) will delete everything in the Config folder. To preserve your con-
figuration, back up your IS repository’s Config folder to your local 
repository before executing the procedure or running the utility. 

Coordinate with your IS server system administrator to make sure the 
Capture system administrator is aware of any server maintenance pro-
cedures that may impact the Capture data in the Config folder.
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The following procedure preserves the settings collections, templates 
and capture paths data in the Config folder for an Image Services, 
Content Services or Content Engine repository. 

Use this procedure whenever you are performing an upgrade or main-
tenance procedure on the server. 

1 Back up the settings collections from the Config\Settings folder to your 
local repository.

a Select the Tools pull-down menu and choose Options and Tree 
View.

b Check the checkbox of the first option: Allow cut, copy, paste, de-
lete, drag, drop.

c On the local repository, create a new folder for the copy of the re-
pository. (Use an appropriate folder name such as [Reposito-
ryName]\backup or similar so that you can identify it easily.)

d In the Tree View panel, select the Config folder from the repository. 
Choose the Edit pull-down menu and select Copy.

e In the Tree View panel of the Local repository, select the backup 
folder you just created. Choose the Edit pull-down menu and select 
Paste.

2 Execute the maintenance or upgrade procedure (such as bes_clean 
for Image Services) on the server at this time, if appropriate. 

3 Restore the original Config folder by copying Config from the backup 
folder in your local repository back to the root folder on the repository, 
as follows: 



Backup and Restore Procedures

Backup Procedures for Capture Professional

August 2005 Capture Administrator's Guide 651

a In the Tree View panel of the Local repository, select the Config 
folder from the backup folder. Choose the Edit pull-down menu and 
select Copy. 

b In the Tree View panel of your Image Services, Content Services or 
Content Engine repository, select the Config folder then press the 
Delete key to remove it.

c In the Tree View panel of the Image Services, Content Services or 
Content Engine repository, select the root folder (the repository 
name). Choose the Edit pull-down menu and select Paste.

The Config folder will be restored with the exception of indexing infor-
mation in the settings collections which cannot be copied from one re-
pository to another. 

Backing Up the Local Repository 

To make a backup copy of your Local repository’s Config folder you can 
make a copy of the database file associated with the Local repository. 
Then, copy the archive copy to an appropriate backup location. 

By default, the database file associated with the Local repository is 
named:

Local RIL.mdb

and located in \ProgramFiles\FileNET\Capture\Repository. 

To restore, rename this file to the original name of Local RIL.mdb.
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Backup Procedures for Capture Desktop 
Your in-process batches and custom folders are stored in a database 
file located on your workstation. This database file also contains a link 
to the library on the CS server where customized settings are stored. 

There is one database file for each library (repository) that you config-
ured using IDM Configure. If you have any custom folders or pending 
batches that you want to back up, make a copy of the database file as-
sociated with each library. 

By default, the database file associated with a CS library is named:

[LibraryName]CS.mdb

and the database file associated with a CE library is named:

[LibraryName].mdb

where [LibraryName] is the name of the library. The file is located in 
\ProgramFiles\FileNET\Capture\Repository folder on the workstation. 

Note To verify the name of the database file, you can check the Data Source 
Name for each configured library through Capture Manager. For non-
shared repositories, the database file name will be the same as the 
Data Source Name plus an extension of “.mdb.”

To restore, rename the file to the original name.

When you restart the Capture Desktop application after installing a 
new version, you will be asked whether or not you want to use the pre-
vious repository (library) file. (You will get a separate prompt for each 
repository that you had configured for the previous installation.)
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• If you choose Yes to use the existing repository, all of your custom 
folders, batches, and settings files should be retained.

• If you choose not to use the previous version, all customized fold-
ers, batches and settings files will be overwritten by a blank data-
base file. 
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37
1Performance

Overview of Performance 
You can enhance performance on both the Capture workstation and 
the server by tailoring the types and levels of features used. Using the 
performance tips below can help you to use Capture more efficiently, 
and improve performance.

You should also refer to the document titled “Capture Performance 
Recommendations,” available on the FileNet web site 
(www.filenet.com), for additional information.

Install the Newest Fixes 
Verify that you have all of the latest Capture fixes as well as all of the 
dependency fixes in WAL, the server and IDM Desktop. Check the 
CS&S pages on the FileNet web site (www.css.filenet.com) for the 
newest available downloads. 

Note You can display the software release version and patch level from the 
About box. To display the About box, select the Help option from the 
main menu, then click About. 
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Tune the IS Server 
If you are using an IS server, you should have it tuned after system has 
been in use. Tuning is an iterative process. Production system usage 
generally turns out to be different than original estimates. Transient da-
tabase activity with Capture is typically much higher than with Work-
Force Desktop. Therefore, make sure to pay special attention to the 
transient database (buffer configuration, partition layout, RAID, etc.). 

Here are some basic tuning guidelines specifically related to Capture 
usage: 

• Put the transient_db on a separate magnetic disk / controller than 
the transient_rl 

• Put cache on a separate magnetic disk / controller than the tran-
sient databases. 

• Configure the Transient Buffer Pool Size on each applicable server 
to from 10,000 to 25,000. 

• Configure the Document Buffer Count on each applicable server 
to: 1 per optical drive + 1 per scanner + 16 

• Configure the Document Buffer Size to a value that is at least as 
large as 99% of your individual image sizes. 

• Configure no more than 2 bes_commit processes on each BES 
server used for Capture. 
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Tune Application Usage and Design 
Here are some application usage and design tuning suggestions: 

• Minimize the number of folder and repository refreshes. 

• Refresh at the batch level. Avoid refreshing at the folder or reposi-
tory level. Refreshing at the batch level reduces the number of 
records you are reading from the IS server. 

• Use Filtering to minimize the number of remote procedure calls 
(RPCs) to the server. 

• Use the “Name Is Equal To” filter whenever possible. It is the fast-
est filter and is the most efficient filter for reducing the number of 
RPCs to the IS server. 

• If you can't use the “Name Is Equal To” filter, use the “Is Equal To” 
operator with one or more of the following batch properties: 

Status - OK, Locked, Busy, Error
Current Phase - Assembly, Index, Batch, Commit, etc.
Next Phase - Assembly, Index, Batch, Commit, etc. 

• Restrict the number of batches per folder to a minimum. You should 
try to keep the number of batches per folder to less than 100. 

• Try to keep the number of pages per batch between 100 and 200 if 
possible. 

• Avoid clicking on multiple folders. Each time you click on a folder, 
all of the batch information within that folder is loaded into memory 
and not released until you exit Capture. This means that if you click 
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on 5 folders with 500 batches in each folder, you've essentially 
loaded the information of 2500 batches in memory. 

• Process your batches as soon as you create them. This will keep 
the number of batches to a minimum and reduce the overall work 
load on the IS and the workstation. 

• Avoid using thumbnails in the List View. Each thumbnail uses addi-
tional memory on your workstation and can create additional traffic 
to the IS server. 

• Avoid using the List View. Hiding the List View can improve perfor-
mance by eliminating the need to update the objects it contains. 

• Design your application without using the Tree View control. This 
option prevents users from clicking on unnecessary folders. If you 
use the Tree View, design your application to prevent users from 
clicking on folders they do not need. Clicking on the folder uses ad-
ditional memory on your workstation and creates additional traffic 
to the server. 

• Optimize the use of your scanner by performing software Doc Pro-
cessing on a PC other than your scan station. If you perform soft-
ware doc processing and scanning on the same station, more than 
half your time on the scan station will be spent in doc processing. 

• Do not use Doc Processing options that you do not need. Each op-
tion adds additional steps to the processing of your documents. For 
example, if you are scanning documents with 3 of 9 horizontal bar 
codes you should select 3 of 9 horizontal bar code options and not 
every bar code option available through Capture. 
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• To make more effective use of your high-speed scanner, you 
should take advantage of the continuous scanning feature or scan 
large batches with document separators. Both of these options will 
increase your document scanning throughput by reducing the need 
to stop and restart scanning continually.

• Keep in mind that committing multi-page tiff files may reduce re-
trieval performance of committed documents since the entire file 
must be retrieved before a page can be displayed.

Check Hardware 
Here are some basic hardware guidelines: 

• Refer to the Capture Installation Guide for workstation hardware re-
quirements. For best performance, install at least the recom-
mended amount of memory, rather than the minimum requirement. 

• Use multiple BES Application servers to handle very high volume 
document capture applications. Do not configure a single BES Ap-
plication server to handle more than 15,000 image scans per hour. 
User-created Capture applications that make inefficient use of 
Batch Entry Services, such as those not following the Application 
Usage/Design guidelines given in this document, may need to de-
ploy additional BES Application servers at lower page scan vol-
umes. 
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1Other Maintenance Procedures

Updating Settings After Changing a Document Class

Caution In general, it is better to make a new document class than to change 
an existing one. When an existing document class is changed, prob-
lems can result with retrieval of previously committed documents, or 
when a capture path or template uses the modified doc class to pro-
cess new documents. 

If a document class is changed and it is not feasible to create a new 
settings collection to use with the modified document class, use the fol-
lowing procedure to update the associated settings collections. Before 
you begin you should determine which index fields were modified by 
the Server Administrator when the document class was modified. 

From a Capture Workstation, perform the following steps:

1 Select the setting that uses the document class from the Config/Set-
tings folder on the repository.

2 Click on Edit from the main menu, then click on Setting to display the 
Settings Wizard.

3 Click on Next to step through the Wizard and then click Finish to exit. 
Do not change any entries.
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If a new field was added to the document class and no existing fields 
were changed, then the settings update is complete. However, if an ex-
isting field was changed (for example, the size was increased) you 
need to reconfigure the index for the changed field, as follows:

1 With the setting still selected, click on Tools from the main menu. Se-
lect Configure, and then click on Index.

2 Click on the Field tab.

3 Select the field that was modified.

4 Click on the Configure button.

5 Click on the Input Masks tab; verify the mask length; then click on OK.

6 Repeat this procedure for each modified field.
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39
1Troubleshooting

Overview of Troubleshooting 
This chapter covers the following:

• Possible causes of errors on objects. 

• Errors that are related to specific components. 

• General errors. 

• Troubleshooting using the trace utility.

Note You can display the software release version and patch level from the 
About box. To display the About box, select the Help option from the 
main menu, then click About. 

Object Errors 

Batch Contains Errors 

If a batch is in error, a red exclamation mark ( ! ) appears next to it in 
the Tree View. (If a page or document within a batch is in error, the en-
tire batch is flagged with an error. Clearing the error on the page or 
document should clear the batch error in most cases.)
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To determine the source of the error do the following:

1 Select the page, document or batch from the Tree View.

2 Right-click on the selection to display the context menu for the object. 

3 Select the Properties command from the context menu.

The Object tab displays the last error encountered for the object, and 
the Phase (or component) which is in error. 

Overriding Batches with Errors 

Error checking on batches occurs only at commit time, and only a Cap-
ture administrator can override the errors. 

When you commit a batch, the BES checks to see if:

• Index Verify has been run on a batch that has Index Verify marked 
on the doc class. If an index error is detected, and the Capture ad-
ministrator does not override the error, Index Verify phase is 
flagged with an error. The user will have to run Index Verify to fix 
the errors.

• The batch totals match on a batch that has batch totals. If the Cap-
ture administrator overrides the message, the Index phase is 
marked with an error. The user will have to run Index to fix the er-
rors.

• A page is marked for rescan or has errors caused by running Im-
age Verify. If the Capture administrator does not override the error, 
the Image Verify phase is flagged with an error. The user will have 
to either rescan the pages or run Image Verify again to remove the 
errors. 
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If none of the above occur, the batch is checked to see if it has any 
other errors. If errors are found, a message displays. The Capture ad-
ministrator can override these errors.

Cannot Delete Batch from Repository 

You may be unable to delete a batch for the following reasons:

• You do not have the necessary privileges to delete batches. See 
also “Security” on page 625. 

• The batch was not created with Capture. If a batch was created 
with another product, it may appear in the List View under certain 
filtering conditions. Such batches cannot be processed with Cap-
ture.

Batch Shows an Unexpected Next Phase 

Batches being processed in ad hoc mode (that is, processed outside of 
a capture path) may display unexpected values for the Next Phase col-
umn. This is because in an ad hoc environment, Capture does not 
know what the operator intends to do next, since an operator could 
elect to use any available component.

Batch Does Not Reflect Component Settings Changes 

When you select a batch and change the components settings, the 
changes apply only to the batch. The settings collection used to create 
the batch is not affected by such a change. 
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When you select a settings collection, the changes to the component 
settings apply to all batches created from that settings collection after 
the changes are saved. 

When you have uncommitted batches in the repository and make 
changes to a settings collection, the batches created from the settings 
collection before the change will not show the recent changes. 

When you make changes to a document class, you must update all 
settings collections that use that document class. If you do not update 
the settings collections, batches created from the settings collections 
that were built from the document class will likely be incorrect. 

See also “Document Classes” on page 55 and “Settings Collections” 
on page 68. 

Objects in a Batch Contain No Object Properties 

Capture only writes the object properties when the batch is saved in-
ternally. If an error occurs before Capture saves the batch, such as an 
error that occurs before scanning is complete, no object properties are 
written to the object. This means that subsequent processes that rely 
on object properties will not work.

Document or Page Contains Errors 

If a document or page is in error, a red exclamation mark ( ! ) appears 
next to it in the Tree View. (If a page within a document is in error, the 
entire document is flagged with an error. Clearing the error on the page 
should clear the document error in most cases.)
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To determine the source of the error do the following:

1 Select the page, or document from the Tree View.

2 Right-click on the selection to display the context menu for the object. 

3 Select the Properties command from the context menu.

The Object tab displays the last error encountered for the object, and 
the Phase (or component) which is in error. 

Cannot Run a Process that Ran on Another Workstation 
Problem 
A process was running on one Capture workstation without incident, 
but when you try to run it on a different workstation, it does not run 
properly. 

Probable Cause 
The component that is not working is not installed on the workstation. 

Corrective Action 
Check that desired Components are installed and install any missing 
components. 

A quick way to check that a component is installed on a workstation is 
to click Tools, Configure. Then, look for the component in the list of 
components displayed.

Another way to check that a component is installed on a workstation is 
to click the Windows Start button, Programs, FileNet Capture, FileNet 
Capture Manager. Then, look in the component Name column for the 
component. 
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If the component is not present, add it using Capture Manager. See 
also “Capture Manager” on page 546. 

Scan 

Capture Page Size Setting Has No Effect On Page Size Scanned 

Problem 
Capture scanner settings have no effect on the page size setting. For 
example, the Capture scan component is configured for legal sized pa-
per, but the scanner properly scans only letter-sized paper. 

Probable Cause 
The paper size configuration of the scanner hardware is different from 
the Capture software configuration. 

Corrective Action 
Check the setting for the page size on the scanner. Set both the scan-
ner and Capture settings to the same value. Continue to check both 
scanner and Capture software when changes are made to either. 

Error Message: A scanner has not been selected 

This message appears when no scanner has been configured for this 
operation. 

Select and Configure the Scanner 

1 Select Tools, Configure, Scan, General from the menu bar. 

2 Click the Select Scanner field to display the list and select the correct 
scanner from the list, and click the OK button. 
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(If you are not sure which scanner to select, consult your supervisor or 
Capture administrator.)

Paper Jam in Scanner 

Refer to your scanner's Operating Manual for instructions on clearing 
paper jams.

To resume scanning, use one of the following procedures:

• Resume Batch scanning, starting with the jammed document 

• Resume Batch scanning, starting with next document in sequence 

• Clear the Batch and start over 

Resume Batch, Starting with Jammed Document 

To resume scanning, starting with the page that jammed:

1 Replace the document in the scanner's feeder. Replace and reorder 
other documents in the batch, as needed.

2 Make sure the correct batch and repository are selected.

3 If a page for the jammed page appears in the batch, delete it before 
you resume scanning to avoid duplication. 

4 Click the Scan button on the toolbar.

Tip Use the thumbnail view of the captured document to determine 
whether or not the captured page is acceptable.
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Resume Batch, Starting with Next Document 

To resume scanning, starting with the page after the page that 
jammed:

1 Place the remaining documents from the batch in the scanner's feeder. 

2 Make sure the correct batch and repository are selected.

3 Click the Scan button on the toolbar.

Tip Use the thumbnail view of the page to determine whether or not the 
captured page is acceptable.

Clear the Batch and Start Over 

To rescan the entire batch, starting at the beginning:

1 Reassemble the documents from the entire batch and place them in 
the scanner's feeder tray.

2 Select the Batch from the Tree view.

3 Open the Edit menu. 

4 Click the Clear command from the Edit menu to clear the contents of 
the batch. Make sure the batch is still selected.

5 Click the Scan icon.

Tip Use the thumbnail view of the page to determine whether or not the 
captured page is acceptable.
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Errors Scanning Long Pages 

When trying to scan large or long pages (11 x 17 inches or larger), 
scan processing fails and returns various Kofax error messages. 
These error messages can include: 

20226 KGERR_BADROTATIONLONGSCANCOMBO 
20227 KGERR_BADIMAGEPROCLONGSCANCOMBO

Probable Cause 
The Kofax board does not have sufficient memory to process the fea-
tures enabled. 

Corrective Action 
Add memory to the board, if possible, or reduce the memory usage 
and/or the number of features enabled. 

See also “Allow Scan Ahead” on page 141. 

Feature / Option Method to Reduce Memory Use

Page size Use a smaller page size

Scan mode Use simplex

DPI Use a lower DPI

Color depth Use a lower color depth 

Bar code recognition Disable bar code recognition

Patch code recognition Disable patch code recognition

Rotation Disable rotation

Deskew Disable deskew
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File Import 

Sort Order After File Import is Not Alphabetized 

Microsoft operating systems govern the manner in which imported files 
are stored in your computer and displayed in the Capture Tree View. In 
Windows 2000 and Windows NT, you have the option of using NTFS 
(Microsoft’s Windows NT File System) or the FAT (File Allocation Ta-
ble) system. Each of these systems uses different rules in organizing 
files on your hard drive. Consequently, files are imported to your hard 
drive and displayed differently depending on which operating system 
the source computer for file import uses.

If you are importing files from a FAT (File Allocation Table) system 
workstation to Capture, they are imported in the order that they appear 
in the FAT. Consequently, you can not directly control the sort order of 
the imported files. Frequently the files imported from FAT are not in al-
phanumeric order. When using an NTFS workstation, imported files 
are in alphanumeric order. If the sort order of your imported files is crit-
ical to you, you should use the NTFS used in the Windows NT operat-
ing system.

Image Verify 

Image Verify Buttons Disappear While Verifying Images 

This can happen after you double-click on a page in the workspace 
viewer, or select a page in the Tree View or List View. 

Corrective Action 
Right mouse click in the workspace (where the viewer resides) and se-
lect the Image Verify menu option from the list. This action reactivates 
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the Image Verify control in the workspace. This method can be used 
with any control that has a user interface, such as Index or Index Verify. 

Index 

Index Fields Disappear While Indexing 

This can happen after you double-click on a page in the workspace 
viewer, or select a page in the Tree View or List View. 

Corrective Action 
Right mouse click in the workspace (where the viewer resides) and se-
lect the Index control menu option from the list. This action reactivates 
the Index control in the workspace. This method can be used with any 
control that has a user interface, such as Image Verify or Index Verify. 

Index Values Not Available After File Import 

The index values from an index file may not be available from an im-
ported file if the index files were not correctly specified in the File Spec-
ification and imported with the content files. 

Corrective Action 
Define the data files in the File Specification field and define the index 
file extension in the Index File Extension field. Save the corrected con-
figuration and run File Import again. 



Troubleshooting

Index Verify

August 2005 Capture Administrator's Guide 672

Index Verify 

Index Verify Fields Disappear While Verifying Index Values 

This can happen after you double-click on a page in the workspace 
viewer, or select a page in the Tree View or List View. 

Corrective Action 
Right mouse click in the workspace (where the viewer resides) and se-
lect the Index Verify Control menu option from the list. This action reac-
tivates the Index Verify Control in the workspace. This method can be 
used with any control that has a user interface, such as Image Verify or 
Index. 

Capture Path 

Capture Path Created on A Different Station Won't Run 

You can create capture paths on one station, then use them on other 
stations. To do this, however, you must ensure that all of the compo-
nents used in the capture path are installed on the station. 

Ad Hoc Functions 

Cannot Perform Ad Hoc Functions 

If you cannot perform any ad hoc functions, it may be because the 
workstation is operating in capture path mode. When a capture path is 
running, most of the other functions available from the user interface 
are disabled. 
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When the workstation is in capture path mode, the words Capture Path 
appear in the status bar. 

To Stop a capture path which is currently running, click the Stop button. 
(Note that this may cause serious errors on the batch if the Capture 
Path does not end gracefully.)

Templates 

Template Properties Show Unexpected Values 

You can use the Properties command from the context menu to display 
information about a template. 

The Class shown for a template may not reflect the actual document 
class of the settings collection associated with the template. A default 
document class of Indexless (for IS and CS systems) or Document (for 
CE systems) is used for a template. 

When you create a batch based on a template, you select one of the 
available settings collections which in turn sets the default document 
class for the batch.

User Interface 

Toolbars or Buttons Do Not Appear 

If a toolbar or icon button does not appear as expected on the Capture 
window, it is probably because the toolbar or button has been disabled 
by the system administrator. Refer to Turning Toolbars On or Off and 
related topics for more information.
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DocProcessing 

DocProcessing Does Not Run 

A common reason that DocProcessing does not run on a batch is be-
cause a post-scan engine was not configured for the settings collec-
tion. 

To correct this problem: 

1 Select the settings collection you were trying to use. 

2 Click Tools, Configure, DocProcessing. 

3 Select the desired post-scan engine and click OK. 

4 Create a new batch using the changed settings collection. 

5 Run DocProcessing. 

Running the component this time should have the desired effect. 

For information about configuring DocProcessing options, see the 
Capture Professional online help. 

DocProcessing Functions Have No Effect on Some Pages 

Two possible causes of this are:

One or more pages is marked for Rescan or Reject 

Post-scan DocProcessing functions will have no effect on pages 
marked with a Rescan or Reject attribute. To process a page marked 
with a Rescan or Reject flag, you must first remove the flag (using the 
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Image Verify Attributes Dialog Box) before you can proceed with 
DocProcessing.

One or more pages is in a format not supported by the Doc Processing software 

In general, Doc Processing functions can only be performed on bi-
tonal and color TIFF images. Doc Processing of JPEG and grayscale 
images is not supported by many of the standard Doc Processing func-
tions.

If you are using certain Kofax controller boards or have installed the 
Advanced Doc Processing option, you may be able to detect bar codes 
and patch codes from JPEG and grayscale images. Refer to the docu-
mentation for your controller or Doc Processing option for specific sup-
port information.

Commit 

Batch Fails to Commit 

A batch can fail to commit for a variety of reasons. However, the most 
important piece of information when recovering and trying to commit 
the batch again is where the failure occurred. The commit can fail at 
the Capture station, or at the IS server. 

You can check to see on which component the error occurred. For in-
stance, if you did not index verify a batch that needed verification, the 
batch would be marked with an error on the index verify phase. This al-
lows you to check the property on the batch to determine where the er-
ror occurred and which phase you need to run.
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Commit Failed at the Capture Workstation 

This type of failure is usually caused by missing required index fields in 
the batch you are trying to commit. This type of error causes a red ex-
clamation mark to display next to the batch in the Tree View. The batch 
is not passed to the IS server. 

Commit Failed at the IS Server 

With this type of failure, the Capture station software finds no problems 
with the batch and sends the batch to the IS for committal. Once the 
batch is passed to the IS server it is beyond the control of the Capture 
station software and the batch object is removed from the Tree View. 
When the IS server cannot commit the batch, the IS server notifies the 
Capture station software of the error and the batch is flagged as Failed 
Committal. The time it takes for the scan station to be notified that a 
batch failed to commit varies. The time variance depends upon how 
the Capture station and the IS server are set up and networked.

Besides waiting for the IS server to notify the Capture station, you can 
also poll for batches that failed committal. 

Committing the Batch Again

When the effort to commit a batch fails, an error message typically no-
tifies you of the reason for the failure. 

To Recommit a Batch that Failed Committal at the Capture Workstation

1 Select a batch to recommit. 

2 Correct the reason that the batch failed to commit. For example, if the 
commit failed because of missing information, index the document 
again. 



Troubleshooting

Commit

August 2005 Capture Administrator's Guide 677

3 Select Tools.

4 Select Start.

5 Select Commit. 

To Recommit a Batch that Failed Committal at the IS Server

1 Select the parent object (Folder, Repository, or other object) indicated 
by the Failed Committal message. 

2 Select Edit.

3 Select Refresh. The failed batch should now show in the Tree View. 

4 Correct the reason that the batch failed to commit. 

5 Select Tools.

6 Select Start.

7 Select Commit. 

8 Repeat steps 1 through 7, waiting or polling to find that the batch failed 
again, until the Commit succeeds.
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Logon 

Message — Logon Error: Your password expires on <server> at 
<date&time>. Do you wish to change it now?

Cause 
IS security has detected that the IS password of the user ID receiving 
this message is nearing the expiration date. 

Action 
Change the IS password before the stated expiration. 

To change the password: 

1 Click Yes. The Change Password dialog box displays. 

2 Type the old password in the Old Password field. 

3 Type the new password in the New Password field. 

4 Type the new password again in the Confirm New Password field. 

5 Click OK to save the new password. 

If the user fails to change the password before the end of the warning 
period (grace period), they will be unable to logon and will receive the 
message: The account has expired and is no longer valid. See also 
“Message — Logon Error: The account has expired and is no longer 
valid” on page 679 and “Password Expiration” on page 635. 
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Message — Logon Error: The account has expired and is no longer valid 

Cause 
The IS password for the user ID has expired. 

Action 
Change the password now. The first time this message displays, the 
user can use the old password one last time. 

To change the password: 

1 Click Yes. The Change Password dialog box displays. 

2 Type the old password in the Old Password field. 

3 Type the new password in the New Password field. 

4 Type the new password again in the Confirm New Password field. 

5 Click OK to save the new password. 

Should the user fail to change their password, they will be unable to 
logon. The user must contact the IS System Administrator and request 
that the account be reinstated. See also “Password Expiration” on 
page 635. 
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Troubleshooting Using the Trace Utility
Capture provides a trace troubleshooting tool to log system activity for 
analysis. Use this tool to help find software defects. Developers can 
define customized categories of programs or modules for tracing, in-
cluding OCXs, DLLs, and EXEs in the FileNet software, as well as 
those created using the Capture programmatic interface. Trace might 
also be used by FileNet Technical Support to help track down reported 
problems.

You must manually enable the Trace tool to record Trace data. 

Enabling and Configuring Trace 

You must enable and configure Trace if you want to use the data it can 
provide. 

1 From the Windows Start menu, select Programs/FileNet Capture Pro-
fessional/Trace to display the IDM Trace Configuration dialog box. 

2 Select Enable Tracing to start logging data.

3 Select Write to System Debugger to write the trace records to the Sys-
tem Debugger, if necessary.

4 In the Program/Module categories to trace list box, select the function 
for which you need to trace activity. If the function does not appear on 
the list, click Add to display the Add dialog box.

a Enter the name of the function in the Category Name field.

b Enter a description of the function in the Description field.
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c Click Add to browse to the module associated with the function. 
Navigate to Program Files/FileNET/Capture/Programs and select 
the correct module. 

d Click Open to return to the Add dialog box and add the module to 
the Modules list box. 

e Click OK to return to the IDM Trace Configuration dialog box and 
add the module to the Program/Module categories to trace list. 

5 The Event types to trace list box defaults to trace all types of events. 
Clear the associated check box for any events you do not need to 
trace. 

6 Click OK to save your configuration.

Viewing Trace Data 

The tool you use to view Trace data depends upon where you decided 
to store log data.

Use the Log Viewer utility to view data stored in a database. To start 
the Log Viewer utility, use the Windows Explorer to open the FN-
LOGVWR file. This file is located in the Program Files/FileNET/Cap-
ture/Programs directory. 

Use the Microsoft-supplied program EVENTVWR.EXE to view data 
stored data in the Windows Event log.

Use the LogSpy utility to view trace and audit data in real time, such as 
report data that is not stored. To start LogSpy, use the Windows Ex-
plorer to open the FNLOGSPY file. It is located in the Program Files/
FileNET/Capture/Programs directory.
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40
1Worksheets

Overview of Worksheets 
The blank worksheets provided in this chapter are for your use. You 
can print them out and fill in the information for your site and configura-
tion. The worksheets are generally presented in the order they appear 
in the book and in the order that they are needed during the proce-
dures. Depending on how you plan to configure your site, you may 
need to complete several copies of a given worksheet. 

Reviewing the worksheets before starting a configuration procedure 
can familiarize you with the information you will need.
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Work Flow Analysis Worksheet 

For a completed example of this worksheet, see “Work Flow Analysis 
Worksheet” on page 37. 

Task Performed By Component
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Settings Collection Worksheet 1 

For a completed example of this worksheet, see “Procedures” on 
page 75. 

Configuration Item Value

IS Repository Name

Create New Settings Collection / 
Edit Existing Settings Collection

Name of New Settings Collection / 
Name of Existing Settings Collection 

Based on Existing Settings Collection 

Document Class Name

Components to Configure 

Sample Page
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Scanning a Sample Page for Index Values — DocProcess-
ing 

For a completed example of this worksheet, see “Scanning a Sample 
Page for Index Values” on page 241. 

Configuration Item Value

Paper Sample Page gather 1 or more

IS Repository Name

Settings Collection Name

Enable Detection selected 

Bar Code Type

Search Direction

Quality
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Template Worksheet 

For a completed example of this worksheet, see “Creating a New Tem-
plate” on page 244. 

Configuration Item Value

IS Repository Name

Create New Template / 
Edit Existing Template

Name of New Template / 
Name of Existing Template 

Based on Existing Template 

Settings Collection Name

Default Settings Collection Name

Capture Path Name
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Assembly Worksheet 

For a completed example of this worksheet, see “Configure Fixed 
Page Count Assembly” on page 155. 

Configuration Item Value

IS Repository Name

Settings Collection Name

Assembly Method

Pages per Document



Worksheets

Index Name Display Order Worksheet

August 2005 Capture Administrator's Guide 688

Index Name Display Order Worksheet 

For a completed example of this worksheet, see “Configure the Display 
Order of Index Fields” on page 211. 

Configuration Item Value

IS Repository Name

Settings Collection Name

Index Field Order 
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Index General Options and Display Preferences Worksheet 

For a completed example of this worksheet, see “Configure General 
Options and Display Preferences” on page 213. 

Configuration Item Value

IS Repository Name

Settings Collection Name

Field Initialization

Process Documents Using Initial Val-
ues Above (i.e., Without User Input)

Enable Browsing Of The Document In 
The Viewer

Display Preference Option
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General Index Field Worksheet 

For a completed example of this worksheet, see “Configure General 
Properties of an Index Field” on page 216. 

Configuration Item Value

IS Repository Name

Settings Collection Name

IS Index Field Type

Index Field Name

Display Name

Page

Show Page In Viewer 
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Input Mask Worksheet 

For a completed example of this worksheet, see “Configure an Input 
Mask” on page 219. 

Configuration Item Value

IS Repository Name

Settings Collection Name

IS Index Field Type 

Index Field Name

Default Field Value 

Disable Manual Entry into this Field

Enable Length Validation

Input Mask Name

Input Mask
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Automatic Index Worksheet 

For a completed example of this worksheet, see “Configure an Index 
Field for Autoindexing” on page 236. 

Configuration Item Value

IS Repository Name

Settings Collection Name

IS Index Field Type 

Index Field Name

Page 

Source Group

Source Name

Substring

Substring Length

Autoindex String
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Range Validation Worksheet 

For a completed example of this worksheet, see “Configure Range Val-
idation” on page 222. 

Configuration Item Value

IS Repository Name

Settings Collection Name

IS Index Field Type 

Index Field Name

Enable selected 

Range Validation selected 

Minimum Value

Maximum Value

Menu Validation

Menu Validation Values 
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Menu Validation Worksheet 1 

For a completed example of this worksheet, see “Configure Menu Vali-
dation” on page 226. 

Configuration Item Value

IS Repository Name

Settings Collection Name

IS Index Field Type

Index Field Name

Enable selected 

Range Validation

Minimum Value

Maximum Value

Menu Validation selected 

Menu Validation Values Fill in worksheet 
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Menu Validation Worksheet 2 

For a completed example of this worksheet, see “Configure Menu Vali-
dation” on page 226. 

Display Value Stored Value
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Currency Index Field Worksheet 

For a completed example of this worksheet, see “Configure a Currency 
Field” on page 230. 

Configuration Item Value

IS Repository Name

Settings Collection Name

Index Field Name

Type

Display Name

Input Mask Name

Monetary Symbol

Thousands Delimiter

Separator Character 

Leading Pad Character 

Enable Leading Zero Before Separator

Enable Separator Line During Input

Sign Format — Positive Number

Sign Format — Negative Number

Max Digits — Before Separator

Max Digits — After Separator
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Commit Worksheet 

For a completed example of this worksheet, see “Configuring Commit 
With Migration” on page 273. 

Configuration Item Value

IS Repository Name

Settings Collection Name

Commit Options

Delay By (time in minutes)

Committal Type

Alternate Page Cache
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File Import Worksheet 

For a completed example of this worksheet, see “Configure File Import 
with File Deletion” on page 313. 

Configuration Item Value

IS Repository Name

Settings Collection Name

File Specification

Path

Index File Extension

Delete File After Importing

Polling Interval

Convert Multipage TIFF to Single 
Pages
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Index Verify Worksheet 

For a completed example of this worksheet, see “Configure Index Ver-
ify” on page 327. 

Configuration Item Value

IS Repository Name

Settings Collection Name

Enable Browsing of Document in the 
Viewer

Index Field Order 

Display Preference
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Property Worksheet — Attributes 

For a completed example of this worksheet, see “Obtaining Properties 
for Automatic Indexing” on page 439. 

Group Name Value
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Event Activator Worksheet 

For a completed example of this worksheet, see “Configure Event Acti-
vator — Start New Document” on page 457. 

Rule: 

Configuration Item Value 

Repository

Settings Collection

Sample Page Name

Group

Name

Relationship

Value

Action

Separation Point

Delete Afterwards

Object

Name

Field

Name and Field String 
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Repository Filter Worksheets 

For Local, CS and CE Repositories:

For a completed copy of these worksheets, see “Configuring Polling 
Filters to Poll for Batches” on page 541.

Configuration Item Value

Repository Name

Property Operator Value And / Or 
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For IS Repositories:

For completed examples of these worksheets, see “Configuring Polling 
Filters to Poll for Batches” on page 541. 

Configuration Item Example Value

Repository Name

Sort By (IS repository only)

Property Operator Value



Worksheets

Fax Entry Inbound Fax Worksheet

August 2005 Capture Administrator's Guide 704

Fax Entry Inbound Fax Worksheet 

For a completed example of this worksheet, see “Configure Inbound 
Fax” on page 597. 

Configuration Item Value

IS Repository Name

Enable Inbound Fax Processing selected 

Batch Folder 

Batch Template 

Batch Settings 

Batch Prefix 

Processing Options 
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Fax Entry File Import Worksheet 

For a completed example of this worksheet, see “Configure File Im-
port” on page 600. 

Configuration Item Value

IS Repository Name

Enable File Import Processing selected 

Batch Folder 

Batch Template 

Batch Settings 

Batch Prefix 

Files/Request 

Processing Options 
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Fax Entry Journal Log Worksheet 

For a completed example of this worksheet, see “Configure Journal 
Log” on page 603. 

Configuration Item Value

IS Repository Name

Enable Journal Log Processing selected 

Batch Folder 

Batch Template 

Batch Settings 

Batch Prefix 

Processing Interval 

Lines/Page

Processing Options 

Journal File — File Name 

Journal File — Maximum Count 
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Fax Entry Backup Worksheet 

For a completed example of this worksheet, see “Configure Backup” 
on page 606. 

Configuration Item Value

IS Repository Name

Processing Options: Backup / 
Save to Repository and Backup

selected 

Backup Directory 

Enable Automatic Backup Removal 

Remove After n Days 



Worksheets

Fax Entry System Configuration Worksheet

August 2005 Capture Administrator's Guide 708

Fax Entry System Configuration Worksheet 

For a completed example of this worksheet, see “Configure System 
Configuration” on page 608. 

Configuration Item Value

IS Repository Name

House Cleaning Interval n Minutes

Temporary Directory 

Log Important Messages To 

File 

File Name 

Windows Event Log 

Idle Time 

From hh:mm Of Current Day

To hh:mm Of Following Day
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Fax Entry Activity Trace Worksheet 

For a completed example of this worksheet, see “Configure Activity 
Trace” on page 611. 

Configuration Item Value

IS Repository Name

Trace Detail Level 

Trace Window Max Entries 

Write Entries To File 

Trace File Name 



Worksheets

Fax Entry Processing Options Worksheet

August 2005 Capture Administrator's Guide 710

Fax Entry Processing Options Worksheet 

For a completed example of this worksheet, see “Configure Processing 
Options” on page 614. 

Configuration Item Value

IS Repository Name

Processing Type 

Processing Destination 

DocProcessing Before Event Activator 

DocProcessing After Assembly

Batch Disposition 

Processing Steps 
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Capture Path Worksheet 1 

For a completed example of this worksheet, see “Using the Capture 
Path Layout Interface” on page 113. 

Configuration Item Value

IS Repository Name

Create a New Capture Path / 
Edit Existing Capture Path

Name of New Capture Path / 
Name of Existing Capture Path 

Based on Existing Capture Path 

Components to Include 
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Capture Path Worksheet 2 

For a completed example of this worksheet, see “Using the Capture 
Path Layout Interface” on page 113. 

Order Component
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Glossary

ageable storage
Document storage that maintains contents by “age,” the length of time a 
document is kept. The IS page cache is ageable storage. The time a doc-
ument can spend in the page cache is specified by the IS administrator. 
See also “page cache” on page 725. 

assembly
The process of sorting, organizing, and grouping pages into folders, 
batches, and documents for subsequent indexing and committal. Pages 
can be scanned images, imported files, or inbound fax documents. Suc-
cessful assembly is a prerequisite for indexing. Assembly can be done 
manually by an assembly operator, or automated by configuring the as-
sembly component and the event activator component. 

attribute
A unit of information that describes an object. In native Capture, object 
properties and object attributes are nearly synonymous. They are both 
used to describe a given object. For custom programmatic efforts in Cap-
ture however, there is a significant difference in how attributes or proper-
ties can be used. See also “property” on page 726.

automatic indexing
The automatic addition of index values to the properties of a document. 
When indexing is automated, bar codes can contain values for scanned 
documents, and external index files can contain values for imported docu-
ment. See also “index” on page 721. 

bar code
An optical code containing information encoded in widths of printed bars 
and spaces. The computer interprets the bars and spaces as alphanu-
meric or numeric data. 
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In Capture, bar codes are used with automatic indexing to optically acquire 
such information as account number, or date received, used for indexing. 
See also “automatic indexing” on page 713 and “index” on page 721.

batch
A set of one or more documents belonging to the same document class 
that are scanned, indexed, and committed together. A batch can be con-
tained in a folder. The subordination is: Repository, Folder, Batch, Docu-
ment, and Page. See also “folder” on page 720. 

batch cache
Temporary working storage where Capture processes batches. See 
“cache” on page 714. 

batch name
A string of characters (no spaces) identifying a batch in the Capture sys-
tem. See “Naming Guidelines for Different Repositories” on page 53 
for specific information on name restrictions. 

batch totals
The total values of certain index fields in a batch. Batch totals can be cal-
culated to check that the expected totals and actual totals match for the in-
dex fields in a batch. Batch totals are typically used for numeric or 
monetary fields. Expected totals are typed by the creator of the batch. Ac-
tual totals are entered by the index operator. This feature is configured by 
the Batch Totals definition on the IS. 

cache
A temporary storage location for documents on their way to and from per-
manent storage. Cache is magnetic disk space. The IS administrator allo-
cates portions of the cache storage to different cache types (referred to as 
logical caches). Capture does most of its processing in batch cache. Once 
a document is committed it moves to page cache. See, “batch cache” on 
page 714 and “page cache” on page 725. 
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Capture Manager
An administrative application that configures and controls the collection of 
statistics, Capture’s connection to repositories, Capture repository session 
names, the registered components on the workstation. This program is 
used when the Capture application is started to determine the components 
to load and the repositories sessions to begin.

capture path map
A graphical presentation of the sequence of steps in a capture process. 

capture path
An automated series of steps that is executed to move a batch through the 
selected Capture components.

capture path wizard
An automated process to select and connect the Capture components into 
a work flow. The capture path wizard creates the capture path, which is a 
VB script.

cataloging
Writing index information to the index database during committal. 

client
Software running on a station in the system that invokes a service. The 
service runs on a server, which can be on another station or on the same 
station as the client.

committal
The process of moving a document from batch cache to page cache and 
making the document available for retrieval. Committal is the stage at 
which scanned pages, imported files, or faxes become documents. Com-
mittal is the last step in entering a document into the FileNet system. The 
index values are written to the index database and the storage media ad-
dresses to the permanent database. 
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component
A module, such as scan, index, verify, and so on, that performs a clearly 
defined operation leading to the completion of the overall job of document 
capture.

Capture application 
The image, file, and inbound fax acquisition tool of the FileNet system. The 
Capture application is an OLE container written in C++ incorporating sev-
eral OLE controls. An OLE container can be written in a variety of program-
ming languages, including C++ and Visual 
Basic.

data object
Folders, batches, documents, or pages. 

database
A collection of logically related records or files. The FileNet IS system uses 
two types of databases: a third-party relational database management 
subsystem (RDBMS) for index data and multi-keyed file (MKF) databases 
for document addresses and work in progress. The Capture local reposi-
tory is an ODBC database. 

Database Maintenance
The FileNet application used by the IS administrator to create and maintain 
indexes, among other server functions. Database Maintenance also pro-
vides reports on indexes, document classes, and media families.

date field
The field type that stores date information only. 

declare
Term used by the Records Manager product to describe the process of 
creating a new record and associating it with some type of information 
(e.g., electronic document, email, external document, etc.).
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dialog box
A popup window containing fields that require input from the user.

disposition schedule
Controls the retention and disposal of records.

distributed processing
A coordinated configuration of the Capture system on multiple worksta-
tions, each dedicated to a targeted business purpose. 

document assembly
See “assembly” on page 713. 

dockable
The capability for windows and toolbars to be moved and placed in differ-
ent locations within the application user interface using drag and drop 
techniques. The placement can persist over the course of a single session 
or over multiple sessions.

DocProcessing
A component providing image enhancement, bar code and patch code 
recognition, and other features, for post-scan processing.

DocType
For IS only, the page type of a document. Values include 
IMAGE, FORM, TEXT, MIXED, or OTHER. 

document
A set of image pages or other electronic files stored in a repository (library) 
and associated with a document ID and a set of properties. A document 
can be contained in a batch. The subordination is: Repository, Folder, 
Batch, Document, and Page. See also “batch” on page 714. 
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document class
Profiles stored on IS servers that provide index fields, access rights, com-
mittal information, and optical disk families. The document class forms the 
foundation of the settings collection. See also “settings collection” on 
page 730. 

document ID
A unique number assigned to a document; specifically a GUID on the local 
repository. See also “GUID” on page 720. 

document services
FileNet IS software that stores and retrieves documents on the storage li-
brary.

domain name
The second part of the NCH resource name. The domain name is the sys-
tem name, which is determined by you and set up by your FileNet support 
representative at FileNet system configuration. The NCH resource is in the 
format object:domain:organization. In the example Mary1:Taos:FileNet, 
the domain name is Taos. See “NCH” on page 723. 

Event Activator
A component used to read properties from objects and write properties to 
objects. Event activator is used before assembly processing. In event ac-
tivator, one or more rules can be defined for the reading and writing of 
properties (attributes). One common use of event activator is to read a 
patch code property from a page object, and insert (write) to that page a 
start of document property. When the assembly component is run, assem-
bly makes that page the start of a document. 

event logs
Daily logs containing error messages and entries for activities occurring in 
the system. Use the Task Manager to review event logs for FileNet soft-
ware.
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external item
An object with properties that is not itself stored in the repository or storage 
library, typically a physical object such as a magnetic tape or a CD. 

external index file
An ASCII text file that provides the index information for an imported file. 
When the file is imported the values in the index file are added to the im-
ported file’s object properties. The index file is not imported to the reposi-
tory. The file being imported and the index file must have the same base 
name, only the extension is different, for example, img0003.tif and 
img0003.fna. FNA is a common index file extension. 

File Import 
A Capture process used to bring various types of files into the FileNet sys-
tem for processing and committal. Like scan, file import is a way to initially 
acquire a file for processing with Capture.

File Plan
A specific organization of records based upon a hierarchy of record cate-
gories and record folders. Often specified by industry and governmental 
specifications and company business/functional organizational units.

field
In windows and dialog boxes, fields are unprotected areas where you can 
enter data.

filter (repository filter)
A process to selectively retrieve a limited number of batches to an opera-
tor. The Repository filter selects batches from only one repository at a time. 
You specify the filtering rules for selecting batches by configuring several 
selection criteria in the Filter Options dialog box. See also “polling” on 
page 726.
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folder
A container most often used to hold one or more related batches. The sub-
ordination is: Repository, Folder, Batch, Document, and Page. 

folder name
Any valid Windows folder name is allowed. Capture folder names should 
not exceed the following maximums: 

• IS Repositories: 60 characters 

• Local Repositories: 64 characters

• CS or CE Repositories: 64 characters

For any repository (library), a folder path and name cannot exceed 152 
characters in all. 

group
A group of one or more users. The system administrator creates user and 
group accounts. A user can belong to any number of groups. Membership 
in groups determines a user's access rights.

For IS users, a user's access rights determine what the user can do with 
folders, batches and documents.

group property (attribute)
The category to which a property (attribute) belongs. Typically, the group 
is the name of the component that owns the property, for example, Ima-
geVerify or Index.

GUID
Globally Unique Identifier. A GUID is a unique number used to identify 
classes and interface types exposed by each component. 
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IS
FileNet’s IDM Image Services, a set of servers and services providing a 
single document image database. The database includes a single index 
database, a single document locator database, and a collection of docu-
ment images on storage media.

image
One side of a physical piece of paper. 

image enhancement
Methods of improving image appearance after scanning. Capture image 
enhancement features including image deskewing, black border removal, 
image despeckling, line and streak removal, and image deshading. These 
features provide cleaner images and help reduce file sizes.

Image Verification 
A process that displays captured images for evaluation. This is generally 
done before assembly, but may also be used to check assembled docu-
ments before they are committed. As an operator views the images they 
can manually reject images (such as blank pages or separator sheets) and 
mark unacceptable images for later rescan. 

import
See “File Import” on page 719. 

index
To add values to the object properties of a document. These values are 
used to find and retrieve the document after it is committed. Examples of 
index values include: an account number, a person’s name, or a social se-
curity number. Index values are usually typed in manually by an index op-
erator. Only a document belonging to a document class that has index 
fields can be indexed in Capture. See also “automatic indexing” on 
page 713. 
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index verification
A process to double-check selected index entries before a document is 
committed. The fields that are used for Index Verify are set up on the IS 
server at the same time that indexing for the document class is set up. Nor-
mally, index verification is done any time after a document has been in-
dexed or autoindexed, but before it has been committed. 

index database
An RDBMS database (Oracle or Microsoft SQL Server) that contains doc-
ument and folder information.

indexing
A step in the Capture processes. See “index” on page 721. 

input mask
A template that displays elements such as dates and numbers in a partic-
ular format. For example, mm/dd/yyyy is a mask that tells the system to ac-
cept input of a date in the following format: 10/31/2000. Input masks are 
used with indexing to control the format of index values. 

library
An IS, IDMDS or other integrated document management system.

List View
An OLE control used to display the contents of objects in the repository.

local repository
A repository that is based upon an ODBC compliant database, which may 
reside on a local workstation. 

locked objects
Images not yet written to storage media are “locked” in cache and cannot 
be deleted.
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mask
See “input mask” on page 722. 

master document
See “sample document” on page 729. 

magnetic disk
Usually an internal hard disk on your server system where the 
IS software, cache, databases, and so on are stored.

menu field
A field containing a list of possible entries. A menu field is one of four data 
types that can be defined in Database Maintenance on the 
IS. It contains a list of valid string values for an index field and is repre-
sented in the Index component as a drop down list box. 

migration
The process of copying documents from page cache to a storage library, 
which is often an optical media server. Not all systems have a storage li-
brary. 

MKF
Multi-Keyed File databases that include the transient data-base, the per-
manent database, the NCH database, and the security database.

name property (attribute) 
The name of the property (attribute). An example name is Resolution or 
Image Height.

NCH
The network clearinghouse is an MKF database that keeps track of re-
sources and their addresses. A resource (such as a user ID or a printer) is 
identified by a three-part name stored in the NCH database in the format 
object:domain:organization, for example, Mary1:Taos:FileNet. See also, 
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“object name” on page 724, “domain name” on page 718, “organi-
zation name” on page 724. 

NIL
The path that an operation takes in the event that the component con-
sumes all of the incoming work and puts nothing out. This connector is only 
used for certain components. For example, the NIL path is used for assem-
bly, which consumes page after page, sending nothing out until it has a 
complete batch. Used in the capture path wizard. See, “capture path wiz-
ard” on page 715. 

numeric field
A field type that stores numbers or monetary amounts. 

object name
The first part of the FileNet system NCH resource name. Some objects 
have names predefined by the system. For example, DefaultIMS is the 
name used to access the index database. Your support representative 
configures names for your printers and tape drives. The NCH resource is 
in the format object:domain:organization. In the example 
Mary1:Taos:FileNet, the object is Mary1. See “NCH” on page 723. 

organization name
The third part of the NCH resource name (the default name is FileNET or 
FileNet). Xerox Corporation registers and distributes organization names. 
The NCH resource is in the format object:domain:organization. In the ex-
ample Mary1:Taos:FileNet, the organization is FileNet. See “NCH” on 
page 723. 

ODBC 
Open Data Base Connectivity. A Microsoft standard for interfacing to a va-
riety of database products. Capture uses the ODBC interface in two areas: 
as a storage model for the local repository when processing off-line and, 
for the metrics/statistics database.



August 2005 Capture Administrator's Guide 725

OSAR
Acronym for FileNet’s proprietary Optical Storage and Retrieval unit. See 
also “storage library server” on page 730. 

page
A file containing the image of a single side of a scanned paper page. In file 
import, a single file containing all the pages in the electronic document. In 
fax documents, each file typically contains a single fax page. The page ob-
ject contains the properties of the file. The subordination is: Repository, 
Folder, Batch, Document, and Page. 

page cache
Ageable storage where the IS system stores committed documents. IDM 
Desktop retrieves documents from page cache for viewing and processing. 
Page cache can act as permanent storage when you do not use optical 
storage media.

password
A combination of characters known only to a user and entered along with 
a user ID to gain access to the FileNet system. IS passwords can range in 
length from 6 to 16 characters, but only the first eight characters are 
checked. Your IS administrator can assign a password of eight characters 
maximum for logging on to an IS repository. In addition, all passwords are 
case-sensitive. If you do not have a password, leave the password field 
blank. 

patch code
A simple pattern of four horizontal bars that can be applied to a page and 
detected by the Capture software. Patch codes can be placed on a docu-
ment as a sticker, or they can be pre-printed on documents or separate 
sheets. Unlike bar codes, patch codes do not contain encoded information. 

In Capture, patch codes are most often used to trigger the separation of 
pages into folders, batches, and documents. For example, you might con-
figure the Capture software to mark a page containing a PATCH1 as Start 
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of Batch, and a page containing PATCH2 as Start of Document. See also 
“bar code” on page 713 and “Event Activator” on page 718. 

permanent database
A database that stores the media location of each document entered into 
the system and contains tables for media surfaces, media families, and 
notes. See “database” on page 716.

phase
A name for a batch processing step. A processing phase may in turn use 
one or more Capture components on a single workstation.

polling
A method to selectively retrieve a limited number of batches for automated 
processing. Polling filters batches from multiple repositories, checks for 
new batches at a specified interval, and automatically starts capture paths. 
You specify the filtering rules for selecting batches by configuring several 
selection criteria in the Filter Options dialog box. 

property database/repository
Storage location for document and folder properties. 

property
A unit of information pertaining to an object. 

In native Capture, object properties and object attributes are nearly synon-
ymous. They are both used to describe a given object. For custom pro-
grammatic efforts in Capture however, there is a significant difference in 
how attributes or properties can be used. 

Properties usually convey parameters that a component uses to specify 
how a unit of work will be processed. Most Properties can be examined 
and changed by pulling up the property sheet of the component. 

Some attributes are component processing parameters and will be loaded 
into the properties of a component. Other attributes are used to convey in-
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formation about an object, such as “this is the start of the batch.” Attributes 
can also be used to dynamically attach to the object additional information 
derived from the Capture process, for example, bar code or patch code in-
formation. 

See also “attribute” on page 713.

RDBMS
Relational DataBase Management System. The RDBMS manages the in-
dex database and queue database. See also “database” on page 716. 

Records Manager (RM)
The P8 Records Manager add-on product.

Record Activator
A step in the Capture process. See “Record Activator” on page 340.

record category
A container within a file plan that can contain records, sub-record catego-
ries or child record folders. A record category cannot contain both a sub 
category and a sub folder.

record class
The classification of a Records Manager record object.  Analogous to a 
document class for document objects. Examples include “Electronic 
Record” and “Marker Record”.

record classification
The full path of a record’s storage location within the Records Manager or-
ganization hierarchy. It can include file plan, record category and record 
folder where applicable. A record can exists in more than one record clas-
sification.
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record folder
A container within a file plan that can contain records. A record folder can-
not contain either a sub record category nor a sub record folder.

record profile
Defines the complete set of characteristics needed to declare a specific 
record. These characteristics include record class, (optional) record type 
and record classification(s).

record type
Assigning a record type to a record assigns a disposition schedule to the 
record. This overrides any disposition schedule that the record inherited 
from its containing parent.

repository
A permanent storage location. The subordination shown in the Tree View 
is: Repository, Folder, Batch, Document, and Page. 

repository filter
A process to selectively retrieve a limited number of batches to an opera-
tor. The Repository filter selects batches from only one repository at a time. 
You specify the filtering rules for selecting batches by configuring several 
selection criteria in the Filter Options dialog box. See also “polling” on 
page 726.

repository object
Any item contained within a repository used by Capture. For example, 
folder, batch, document, page, template, capture path, or settings. Repos-
itory object is often more informally called an object. 

repository session
An alias for a repository name. Using a repository session name that is dif-
ferent from the repository name gives greater flexibility in organizing the 
Capture system. The repository session name is often used to identify the 
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location of the BES, for example, Los_Angeles. Use Capture Manager to 
add, change, and remove session names.

routing agent
A program which accepts a capture path and executes it. The routing 
agent, an OLE control, provides the functionality of accessing repository 
objects and feeding the objects to the program, and updating the contents 
of repository objects upon completion of the components processes. The 
program is a Microsoft Visual Basic for Applications (VBA) engine.

RPC
Remote procedure call, a process on one computer to make a request for 
service on another computer. RPC is the standard throughout the FileNet 
software for interstation communication.

sample document
One or more files stored under a settings collection in the Config folder that 
is used as a basis for determining the settings for individual components. 
For example, identifying a bar code or a patch code.

save continue
This function is used when the component is required to continue process-
ing after completion of a batch. Normally, the component stops after com-
pletion of a batch. For example, a capture path including scanning and 
save continue would never terminate. Batches are continuously passed 
back to the repository so other workstations can retrieve work. Save con-
tinue is typically used when processing a seed batch that creates new 
batches. The save continue function makes the new batches available for 
other workstations while you continue to work on the seed batch. Save 
continue is used in the capture path wizard. 

save stop
This function is used when a capture path is not completed on a single 
workstation. Save stop is used to move the batch back to the repository so 
other workstations can retrieve the work. Save stop is used in the capture 
path wizard. 
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services
IS server software components. 

settings collection
A group of Capture component configurations tied together by a document 
class. Different settings collections with different component settings can 
be created. 

settings wizard
An automated process that steps the user through creating or editing a 
group of settings called a settings collection.

settings
Adjustments to a Capture component, for example, scan resolution, and 
image enhancement value. 

storage library
The location where documents are permanently stored. The storage li-
brary is often a storage media jukebox, a unit that has a number of slots 
for containing storage media and a robotic arm that moves the media be-
tween slots, drives, and the input/output slot. Not all systems have a stor-
age library. 

storage library server
In a system with two IS servers, the server that manages the storage librar-
ies and includes cache storage as well as the related databases. A storage 
library server is sometimes referred to as an OSAR server. A system can 
have multiple storage library servers, each of which can manage up to 
eight libraries. In a system with multiple storage library servers, one serves 
as the document locator server that keeps track of the contents of all stor-
age libraries.
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string field
Field type that stores identifying names, or numbers or number and letter 
sequences. String values also store any index entries that do not fit into 
any other category. 

Task Manager
An application that provides a graphical user interface for controlling and 
monitoring the FileNet software and other software.

template
An object that associates one or more settings collections and a capture 
path to be used for processing a given type of document. Note that the pro-
vision of multiple settings collections allows for the use of multiple docu-
ment classes with a template.

template wizard
An automated process that steps the user through creating or editing a 
template.

tree
An OLE control used to display objects and their relationships in the repos-
itory. 

user name
User identification to the FileNet system. An IS user name can contain a 
maximum of 19 characters. This name is assigned by the IS administrator, 
the person who controls access rights to the FileNet library. The IS user 
name is case sensitive. The Windows user name is used for some types 
of processing in Capture. 

value
The actual value of the property identified by the group property and name 
property. For example, the value might be 200 for Group=Scan and 
Name=Resolution.
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WorkSpace View
An OLE component server that displays selected objects contained within 
the repository.
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Appendix A – Software License Agreement

FileNet Notice to End User - A Software License is 
Required Prior to Use.
BEFORE COMPLETING INSTALLATION OR USING THIS SOFT-
WARE, CAREFULLY READ THIS NOTICE. 

THIS SOFTWARE IS THE PROPRIETARY INTELLECTUAL PROP-
ERTY OF FILENET CORPORATION AND USE OF ANY PORTION 
OF THE SOFTWARE IS ONLY PERMITTED IF YOU HAVE A VALID 
WRITTEN LICENSE AGREEMENT WITH FILENET. 

You may have a valid FileNet software license agreement if:

1. Your EMPLOYER and FileNet have entered into a written license 
agreement; or

2. Your EMPLOYER and an authorized FileNet partner have en-
tered into a written license agreement. 

If you do not have a valid license agreement to use the software, then 
terminate the installation of this software, promptly delete any FileNet 
software files from your computer, and return the software media and 
all other related items to: FileNet Corporation, 3565 Harbor Blvd., 
Costa Mesa, CA 92626-1420, USA. 

FileNet only licenses use of Software to end user. Nothing in this No-
tice or any written license agreement constitutes a sale of the software. 
FileNet reserves all rights. 
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Notice to U.S. Government of Restricted Rights. 

The software and documentation are "Commercial Items," as 
that term is defined at 48 C.F.R. §2.101 (October 1995), con-
sisting of "Commercial Computer Software" and "Commercial 
Computer Software Documentation," as such terms are used in 
48 C.F.R. §12.212 (September 1995) or 48 C.F.R. §227.7202-1 
through 7202–4(June 1995) as applicable. 

Consistent with 48 C.F.R. §12.212 or 48 C.F.R. §§227.7202-1 
through 7202-4, as applicable, the Commercial Computer Soft-
ware and Commercial Computer Software Documentation are 
being licensed to U.S. Government end users (a) only as Com-
mercial Items, and (b) with only those rights as are granted to 
all other end users pursuant to the terms and conditions of the 
applicable software license agreement. 

Contractor/manufacturer is: FileNet Corporation, 3565 Harbor 
Blvd., Costa Mesa, California 92626-1420, USA.

Unpublished-rights reserved under the copyright laws of the United 
States. 
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AAppendix B – Patch Code Specifications

This section provides exact measurements for use in laying out patch 
codes. A patch that is laid out in accordance with these measurements 
will be recognizable by the software patch code detection option. Some 
of the patches are also suitable for use with the hardware patch code 
reader optionally available on Kodak Imagelink scanners.

When generating patch codes, adhere to these specifications. Other-
wise the software may not be able to detect the patch codes. 

Patch Type 1

Suitable for use only with software patch code detection.

Patch Type 2

Suitable for use with both software and hardware patch code detection. 
The Kodak hardware interprets this patch as an instruction to assign 
image level 2 to the current image.
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Patch Type 3

Suitable for use with both software and hardware patch code detection. 
The Kodak hardware interprets this patch as an instruction to assign 
image level 3 to the current image.

Patch Type 4

Suitable for use only with software patch code detection.

Patch Type 6

Patch type 6 is suitable for use only with software patch code 
detection.
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Patch Type T

Patch type T is suitable for use with both software and hardware patch 
code detection. The Kodak hardware interprets this patch as an in-
struction to assign a mode-configured image level to the next image to 
be scanned.
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manual assembly 152
override document class values 61, 70, 154
overview 145
reassembly 153
separator use in 151

specified page count with verification 150, 
159

variable page count 149, 157
worksheet, blank 687

assembly and image verify station 408
assign settings collection automatically 469
Asynchronous option, commit 269
attribute worksheet, blank 700
attributes tab 434
auto arrange, in list view 393
auto index string 177
automatic index 207

date fields 209
obtaining properties 439
options 175
worksheet, blank 692

automation options, file import 300
autoresize, list view 396

B
back up and save to repository, fax entry 580
backup 649

Config folder (remote BES) 650
backup directory, fax entry 574
backup options, fax entry 574
backup processing, fax entry 580
bar code 497

bar code count attribute 501
bar code type 508
beep 504
configure automatic indexing 241
dates 501
enable detection 503

Index
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height 506
long pages 499
maximum bar codes per line 507
maximum bar codes per page 507
minimum characters per bar code 506
notification beep 144
overview 497
quality 510
quality adjustments 511
ratio 2

1 504
search direction 509
types of recognition 498
verify checksum 503
width 506

bar codes
color images 498
grey-scale images 498

batch
contains errors, troubleshooting 661
delete when filtering 527
disposition, fax entry 582
does not show component settings 

changes 663
fails to commit, troubleshooting 675
in a repository 43
locked, override privileges 634
maximum size 147
rename when filtering 527
shows unexpected next phase, 

troubleshooting 663
Batch Entry Service 44
batch folder

file import 567
inbound fax 564
journal log 570

batch prefix

file import 569
inbound fax 566
journal log 572

batch settings
file import 568
inbound fax 565
journal log 571

batch template
file import 567
inbound fax 564
journal log 571

batch totals 376
configure index 377
define expected totals after batch 

creation 378
define expected totals at batch creation 377
define expected totals during batch 

creation 377
document class 377
overview 376
use scenarios 379
view expected totals and actual totals 378

batch totals tab 436
beep

at scan time 143
beep, bar code 504
before event activator, fax entry 581
BES 41, 44
bes_clean 649
BkgCommit application 63, 283, 286, 287, 289
blank page detection 512

blank page characteristics 512
characteristics of blank page 512
component 370
manual detection, procedures 515
manual detection, thresholds 514
statistics toolbar 400
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border style, user interface 388, 393
brightness in viewer 422
browsing in index 167
browsing in index verify 324
building a rule in event activator 443
buttons do not appear, troubleshooting 673

C
cannot delete batch from repository 663
cannot perform ad hoc functions 672
cannot run a process 665
Capture Manager 547

components group 549
remove button 549
repositories group 550

capture manager 546
add capture component 553
dialog box illustration 547
overview 546
statistics button 548

capture overview 29
capture path

and distributed processing 111
components used in 104
copied to local repository 104
correcting invalid capture path 138
create new 113
creating a capture path 119
creating a capture path from existing 

one 126
does not run, troubleshooting 672
edit capture path 133
overview 103
rules 111
sample capture paths 108, 113
samples 108
save/continue 622
save/stop 622

troubleshooting 672
wizard 104
work flow example 1 109
work flow example 2 110
work flow examples 108
worksheet 1, blank 711
worksheet 2, blank 712

capture path wizard
add a component 116
link components manually 118
reorder components 117

capture paths
create, planning 40

century
current 202
field 173

change
change century when indexing 203

changes from empty, event activator 452
changes value, event activator 451
channel, fax entry 591
characteristics of blank pages 512
class, document 55
clock, fax entry 593
column headings in list view, show or hide 394
columns, list view 396
commit 260

alternate page cache 270
asynchronous commit 269
commit process diagram 263
commit with migration 266
commit with migration and delay 266
commit without migration 268
component 372
component options 261
configure commit to alternate page 

cache 279
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configure commit with migration 273
configure commit with migration and 

delay 275
configure commit without migration 277
Content services libraries 292, 296
in Capture work flow 261
migration process diagram 264
Offline Image Services repository 281
override document class values 61, 70, 265
overview 260
phase 1 282
Phase 2 289
phase 2 282
processing order 263
synchronous commit 270
troubleshooting 675
worksheet, blank 697

commit error handling and checking 291
Commit With Migration and Delay By options, 

commit 266
Commit With Migration option, commit 266
Commit Without Migration option, commit 268
common file organization methods, file 

import 311
component options

assembly 146
commit 261
file import 299
index 163

components 368
assembly 371
blank page detection 370
commit 372
docprocessing 369
event activator 370
file import 369
group in Capture Manager 549

image verify 370
index 371
index verify 371
of capture 29, 55
overview 368
printfax 373
scan 369
settings collection 71
used in capture paths 104
viewer 373

Config folder 650
configuration examples

file import 300
configure

activity trace in fax entry 611
automatic indexing 241
backup in fax entry 606
capture components in fax entry 616
commit to alternate page cache 279
commit with migration 273
commit with migration and delay 275
commit without migration 277
event activator 457, 462, 469
file import files with index files 316
file import in fax entry 600
file import with conversion to single 

pages 318
file import with file deletion 313
inbound fax 597
index and document class for batch totals on 

IS Server 377
index verify 327
journal log 603
processing options in fax entry 614
report generation 643
system configuration in fax entry 608
toolbars 414
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viewer 423
configure button

inbound fax 565
journal log 571

configure index field
autoindex 236
currency 230
for batch totals 377
general 216
input masks 219
menu validation 226
range validation 222

contains any value, event activator 451
Content Services repository 42
control

access to tree or list view 387, 391
manual assembly 153
multiselect 389, 394
selection highlighting 389, 394
view panes 384

conventions
naming 38

conversion options, file import 300
convert journal to ASCII file, fax entry 596
Convert Multipage TIFF To Single Pages option, 

file import 305
coordinate configuration with system 

administrator 34
correcting invalid capture path 138
count of bar codes 501
create

capture path 119
capture path from existing one 126
custom controls 373
new capture path 113
settings collections from existing one, 

procedure 82

settings collections, procedure 75
template, from existing one 251
template, new 244

create a batch automatically 469
create a new batch automatically 462
create a new document automatically 457
creating custom record activator rules 354
csid, fax entry 591
currency index field worksheet, blank 696
currency, input mask options 174
current century 202

and dates 202
custom controls, creating 373
custom input mask, index 205
cut/copy, allow 388, 393

D
date

in bar codes 501
date and time, fax entry 591
date field

automatic indexing 209
century compliance 203
data entry considerations 203
in the same century 204
index 201
input masks 201

default value
index field 171

define
expected totals after batch creation, batch 

totals 378
define expected totals at batch creation, batch 

totals 377
Delay By option, commit 266
delete after, file import 304
delete afterwards

event activator 456
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delete batch from repository, cannot 663
delete batch when filtering 527
delete buffered pages when performing 

abort 142
Delete File After Importing option, file 

import 304
delete/drag/drop, allow 388, 393
detection, blank page 512
DID, fax entry 591
dimensional appearance, user interface 388, 

393
disable

disable manual entry into this field 171
display name, index 169
display order of index fields 211
display page and document, viewer 418
display preferences

index 183
index verify 326

display rotation
of patch codes 493

display scan, viewer 421
display value, index 182
distributed processing 618

and repositories 621
capture path 620
designing a capture path 111
filtering options 619

determining the next phase 621
other filtering options 621
overview 618
planning the work flow 623
routing options 618
save/continue 622
save/stop 622
using the Capture routing agent 619

doc class definitions 48

updating for commit 63, 284
doc/batch ID, fax entry 592
DocClass rule edit 353
docprocessing

component 369
does not run, troubleshooting 674
functions have no effect, 

troubleshooting 674
performance 656
toolbar 401
troubleshooting 674

docprocessing component
bar code detection 498

document class 55
and batch totals 377
and settings collections 70
override values 61, 70
override values for assembly 154
report 57
reports 56
reports, obtaining 59
security changed 635

document contains errors, troubleshooting 664
document size, maximum 147
documentation

Image Services 26
printer 27
related 26
Windows 2000 26

documents, master 73
DTMF, fax entry 591

E
Each Document Contains a Variable Number of 

Pages option, assembly 149
edit

capture path 133
settings collection 89, 96, 101
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template 258
edit DocClass rule 353
Education (for FileNet products) 27
enable

automatic backup removal, fax entry 575
browsing in index 167
browsing in index verify 324
inbound fax processing 564
journal log processing 570
leading zero before separator, field 174
length validation 172
separator line during input, field 174

enable detection, bar code 503
error handling and checking during commit 291
event activator 441

bar codes 444
building a rule, general procedure 443
changes from empty 452
changes value 451
component 370
configure

create a batch, start a new document 462
create, name, and assign settings collec-

tion to a batch 469
start a new document 457

contains any value 451
delete afterwards 456
field 454
group 450
in Capture work flow 442
is equal to 451
is like 451
name property 450
objects 453, 454
overview 441
patch codes 444
properties 444

relationship 451
rule examples 447
sample pages 445
separation point 453
trigger types 444
valid regular expressions 487
value 452

event notification 143
execute capture path a single step at a time 397
execute, security 626
exit fax entry 594
expiration of password 635
export report 646

F
fast batch committal 283
fax entry 554

activity trace 555
activity trace options 561, 577
activity trace window 589
activity trace worksheet, blank 709
backup directory 574
backup options 559, 574
backup processing 580
backup worksheet, blank 707
batch disposition 582
batch folder

file import 567
inbound fax 564
journal log 570

batch prefix
file import 569
inbound fax 566
journal log 572

batch settings
file import 568
inbound fax 565
journal log 571
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batch template
file import 567
inbound fax 564
journal log 571

channel 591
clock 593
configuration examples 563
configuration options 556
configure activity trace 611
configure backup 606
configure button

file import 568
inbound fax 565
journal log 571

configure capture components 616
configure file import 600
configure inbound fax 597
configure journal log 603
configure processing option 614
configure system configuration 608
convert journal to ASCII file 596
csid 591
date and time 591
DID, DTMF, ANI 591
display activity trace window 595
display journal window 595
display journal windows entries 595
display status ribbon 594
doc/batch ID 592
docprocessing

after assembly 581
before event activator 581

enable automatic backup removal 575
enable file import processing 567
enable inbound fax processing 564
enable journal log processing 570
exit 594

file import 554
file import options 557, 566
file import worksheet, blank 705
file name, system configuration 576
file, system configuration 576
files per request, file import 569
from, idle time 577
hide activity trace window 595
hide journal window 595
hide status ribbon 594
house cleaning interval 575
idle time 577
inbound fax 554
inbound fax options 556, 564
inbound fax worksheet, blank 704
include docprocessing step 581
index and commit 583
index but don’t commit 583
job ID 592
journal log 555
journal log file name 573
journal log options 558, 570
journal log worksheet, blank 706
journal window 590
journal window entries 591
leave unindexed 582
lines per page 573
log important messages 576
manually process journal log 596
maximum count 574
menu bar 585
overview 554
page 592
process interval, journal log 572
processing destination 579
processing options 562, 579

file import 569
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inbound fax 566
journal log 573

processing options worksheet, blank 710
processing ribbons 588
processing steps 583
remove after 575
run unattended 577
save to repository 580
save to repository and backup 580
start 594
status 592
status bar 593
system configuration options 560, 575
system configuration worksheet, blank 708
temporary directory, system 

configuration 575
trace detail level 578
trace file name 579
trace window max entries 578
type 591
window components 585
window example 584
windows NT event log 576
write entries to file 578

field initialization 165
field order

index 168
index verify 324

field, in event activator 454
file formats supported, file import 302
file import 299

automation options 300
common file organization methods 311
component 369
component options 299
configuration examples 300
configure file import with file deletion 313

configure to import files with index files 316
configure with conversion to single 

pages 318
conversion options 300
convert tiff files to single pages 305
delete after importing 304
external index files 306
file options 299
file specification field 302
folder and file names 301
index file structure 307
matching entry fields to index values 308
names and organization of files 310
overview 299
path field 301
polling interval 304
sorting of file names 303
source folder 301
supported file formats 302
troubleshooting 670
wild cards 302
worksheet, blank 698

file name, system configuration, fax entry 576
file options, file import 299
File Specification field, file import 302
file, system configuration, fax entry 576
FileNet

Education Department 27
files per request, file import 569
filter by

compared to polling 522
worksheet, blank 702

filtering options 521
all queues 532
and / or 533
and / or options 538
capture path 527
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committed queue 532
configuring filter options and starting filter 

by 540, 541
create date values 538
creator values 537
current and next phase values 535
deleting batches 527
document class values 536
editing a filter options rule 545
filter by 521
filter by and polling compared 522
filter by and polling together 526
filtering for filter by 524
filtering for polling 525
for multiple repositories 526
in progress queue 532
max objects returned values 537
name values 536
next phase in distributed processing 621
none, queue 531
OCR queue 532
operator 533
operator option 535
other options in distributed processing 621
overview 521
polling 521
polling and filter by compared 522
polling and filter by together 526
processing phases 528
property 533
property option 534
queue values 537
renaming batches 527
routing agent 527
rules 533
server queues 530
sort by 533, 538

starting polling 543
status values 536
stopping polling 544
storage of rules 527
to improve performance 656
uncommitted queue 532
use in distributed processing 619
value 533
value option 535

fixed page count assembly 148, 155
fixes and performance 654
FNA files in file import 306
folder

in a repository 43
folder name, file import 301
Force Document to Contain the Number of Pages 

option, assembly 148
from, idle time, fax entry 577
full page in viewer 421
full-text indexing 294

G
general index field

worksheet, blank 690
general index options and display preferences, 

procedure 213
generate report 647
generating reports 641
Global Learning Services 27
group, event activator 450

H
hardware and performance 658
Hardware Compatibility List 26
height, bar code 506
hide column headings in list view 394
hide views 384
hierarchical style, user interface 387
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house cleaning interval, fax entry 575

I
idle time, fax entry 577
image enhancement 426

overview 426
image option in viewer 422
Image Services documentation 26
Image Services repository 41
image tab, viewer 422
image verify 321

component 370
configure for manual blank page 

detection 516, 517, 518
overview 321
status 322
troubleshooting 670

image verify and assembly station 408
image verify buttons disappear, 

troubleshooting 670
image verify toolbar 401
import 299

component 369
inbound fax options 564
include docprocessing step, fax entry 581
index 161

accept zero value when field is 
required 174

auto index string 177
automatic index options 175
automatic indexing 207
batch totals, define expected totals after 

batch creation 378
batch totals, define expected totals during 

batch creation 377
batch totals, view expected totals and actual 

totals 378
century, field 173

change century when indexing 203
component 371
component options 163
configure automatic indexing 241
configure index and document class for batch 

totals on IS Server 377
configure index field, autoindex 236
configure index field, currency 230
configure index field, general 216
configure index field, input masks 219
configure index field, menu validation 226
configure index field, range validation 222
current century 202
custom input mask 205
date field data entry considerations 203
date field input masks 201
date fields 201
date fields and century compliance 203
date index fields in the same century 204
dates fields and automatic index 209
default field value 171
disable manual entry into this field 171
display name 169
display order of index fields 211
display preferences 183
display value 182
enable browsing of document in the 

viewer 167
enable leading zero before separator, 

field 174
enable length validation 172
enable separator line during input 174
external index files 306
field initialization 165
field order 168
general options 165
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general options and display 
preferences 213

general options and display preferences 
worksheet, blank 689

in Capture work flow 162
index entry fields and index files, file 

import 308
index field order and index value order 207
index field types and input masks 192
index shortcuts 188
index shortcuts in index verify 326
index shortcuts, default 190
input field in separate window, example 186
input mask 172
input mask name 172
input mask options 170
input mask options for currency 174
leading pad character 174
max digits, after separator 174
max digits, before separator 174
menu fields 205
menu validation 180
mixing automatic and manual indexing 209
monetary symbol, field 174
names and organization of data and index 

files, file import 310
numeric field input masks 198
numeric fields 197
overview 161
page 170, 175
process document using initial values 

above 167
process documents using initial values above 

(i.e. without user input) 167
range validation 179
separator character 174
set fields by priority 166

show page in viewer 170
sign format, negative number 174
sign format, positive number 174
source group 176
source name 176
special numeric options, table 200
specify a century 202
storage of index shortcut options 189
stored value 182
string field input masks 196
string fields 195
substring 176
substring length 177
thousands delimiter 174
troubleshooting 671
use current century 202
validation method, none 179
validation options 178
viewer and input field embedded

example, index 184
viewer and input field in separate windows

example, index 187
viewer in separate window

example, index 185
index and commit, fax entry 583
index but don’t commit, fax entry 583
index entry fields and index files 308
index field order and index value order 207
index fields disappear, troubleshooting 671
Index File Extension field, file import 306
index file structure, file import 307
index file, configure automatic indexing 241
index maximum length of input mask 194
index name display order worksheet, blank 688
index values not available, troubleshooting 671
index verify 323, 331

component 371
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configure 327
display preferences 326
enable browsing 324
field options 324
general options 324, 332, 338
index shortcuts 326
move down 325
move up 325
overview 323, 331, 334
reset order 325
troubleshooting 672
worksheet, blank 699

index verify fields disappear, 
troubleshooting 672

index-only station 411
input field in separate window

example, index 186
option, index verify 326

input mask
and index field type 192
field 172
maximum length 194
name 172
options 170
options for currency 174
worksheet, blank 691

IS
document class security changed 635
performance tuning 655
repositories 44

is equal to, event activator 451
is like, event activator 451
IS security profile changed 634

J
job ID, fax entry 592
journal log 574

file name 573

manually process in fax entry 596
journal window 590

entries 591

K
keyboard shortcuts

index 188
index verify 326

L
latest fixes and performance 654
leading pad character, field 174
leave unindexed, fax entry 582
light-colored paper, use of for separator 

sheets 496
line style, user interface 388
lines per page, journal log 573
link components manually using capture path 

wizard 118
list view 382

alignment 393
appearance 391
autoresize 396
columns 396
control access to 387, 391
control selection highlighting 389, 394
details style 396
number of columns 396
sort delay 395
style 391
toolbar 400
wrap or truncate object names in 395

Local repository 42
local repository

capture path copied to 104
move batches to remote 52

Local RIL.mdb 651
locked batch override privileges 634
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log important messages, fax entry 576
logging

for record activator 363
logon

troubleshooting 678
long pages

bar codes 499
errors when scanning 669
patch codes 496
scanning 144

M
maintenance 649
manual assembly 152
manual blank page detection

collect a set of sample pages 515
configure image verify 516, 517, 518

manually process journal log, fax entry 596
master documents 73
max digits, after separator 174
max digits, before separator 174
maximum

batch size 147
document size 147
input mask length 194

maximum bar codes per line 507
maximum bar codes per page 507
maximum count, journal log 574
menu bar, fax entry 585
menu fields 205
menu validation worksheet 1, blank 694
menu validation worksheet 2, blank 695
menu validation, index 180
Microsoft documentation 26
minimum characters per bar code 506
mixed automatic and manual index 

methods 209
monetary symbol, field 174

move down, index verify 325
move up, index verify 325
multiselect, controlling 389, 394

N
name a batch automatically 469
name property

event activator 450
naming 53
naming conventions 38
navigational depth, user interface 390
next phase, determining 621
no rotation of patch code 493
no scaling in viewer 422
number of columns, list view 396
numbers, sequential numbers on separator 

sheet 495
numeric field

index 197
input masks 198

O
object

tab 431
view properties, procedure 438

object errors, troubleshooting 661
object names, wrap or truncate in list view 395
object properties 429
object properties overview 429
object status during image verify 322
object tab 431
objects have no object properties, 

troubleshooting 664
objects, event activator 453, 454
obtaining document class reports 59
OCX controls, list of 368
ODBC repository 42, 45
Offline Image Services Repository 284
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Offline Image Services repository 42, 281, 283
Operator option, filtering options 535
options 396
Or option, filtering options 538
override

document class values 61, 70
locked batch 634

overriding batches with errors, 
troubleshooting 662

overview
assembly 145
bar code 497
batch totals 376
Capture 29, 55
capture 29
capture manager 546
capture paths 103
commit 260
components 368
distributed processing 618
document classes 55
event activator 441
fax entry 554
file import 299
filtering options 521
image enhancement 426
image verify 321
index 161
index verify 323, 331, 334
object properties 429
patch codes 488
performance 654
planning a Capture system 34
PrintFax 617
reports and statistics 641
repositories 41
scan 140

security 625
settings collections 68
template 243
troubleshooting 661
user interface 380
viewer 416
worksheets 682

P
page

index 170
index, automatic indexing 175

page contains errors, troubleshooting 664
page length in viewer 421
page size setting has no effect 666
page width in viewer 421
page, fax entry 592
page, sample 73
paper jam, troubleshooting 667
password, expiration 635
paste, allow 388, 393
pastel paper, use of for separator sheets 496
patch code 496

display rotation 493
DocProcessing rotation 493
edge-to-edge 494
full width 494
general characteristics 491
long pages 496
no rotation 493
notification beep 144
overview 488
placement of 494
post scan rotation 493
printed on top and bottom 495
reproducing patch codes 496
rotation 492
scan time rotation 493
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specifications 735
text on separator sheets 495
tips 494
type 1 735
type 2 735
type 3 736
type 4 736
type 6 736
type T 737
types of recognition 488
use of light colored stock for separator 

sheets 496
use of longer paper for separator 

sheets 495
patch codes 488
Path field, file import 301
performance 654

application usage 656
filtering 656
fixes 654
hardware guidelines 658
IS server 655
overview 654
refreshes 656

phase 1 committal 282
phase 2 committal 282
physical batching, using longer paper for separa-

tor sheets 495
placement of patch codes 494
planning

analyze scanning requirements 35
analyze work flow 36
configure components 39
coordinate with system administrator 34
create capture paths 40
create settings collection 39
create templates 39

design capture paths 39
design distributed processing 39
design settings collections 38
design templates 38
test automation 40
test settings collections 39

planning a Capture system 34
polling

compared to filter by 522
Polling Interval option, file import 304
print report 645
printer documentation 26, 27
printfax 617

component 373
PrintFax component

overview 617
process documents using initial values 

above 167
process documents using initial values above (i.e. 

without user input) 167
process interval, journal log 572
processing destination, fax entry 579
processing options

file import 569
inbound fax 566
journal log 573

processing options, fax entry 579
processing order in commit 263
processing phases and filtering options 528
processing ribbons, fax entry 588
processing steps, fax entry 583
properties 429

attributes and properties 430
attributes tab 434
batch totals tab 436
object tab 431
obtaining for automatic indexing 439
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used in event activator 444
view object properties, procedure 438

properties overview 429
Property option, filtering options 534
property worksheet, blank 700

Q
quality, bar code 510
queues and filtering 530

R
range validation 179

worksheet, blank 693
ratio 2

1, bar code 504
read, security 626
reassembly 153
record activator 340

configuring document class rules 352
configuring rules for a settings 

collection 361
creating custom rules 354
interface to FileNet P8 342
running 366
setting up 343
specifying interface preferences 362

record activator logging
configuring 363

record class 344, 349
record classification 344, 350
record profile

creating 344, 348
managing 347

record type 344, 350
records management 340
refresh and performance 656
related documents 26
relationship, event activator 451

release notes 26
remote repository 41

move batches from local 52
remove after, backup, fax entry 575
rename batch when filtering 527
reorder components using capture path 

wizard 117
report 641

configure report generation 643
document class 57
export report 646
generate 647
generating 641
overview 641
print report 645
type 642
user indexes 58

reports and statistics 641
reports, document class 56
Repositories 53
repositories 41

and distributed processing 621
batch 43
BES 41
folder 43
local 42, 45
moving from local to remote 52
ODBC 42, 45
overview 41
remote 41, 44
repository session 44
structure 43

repositories group of Capture Manager 550
repository 41

adding 550
Content Services 42, 46, 50
Image Services 41, 44
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Local 42, 45
Offline Image Services 42, 47
Shared Content Services 42, 49, 51
Shared Offline Image Services 42, 49

repository session 44
reproducing patch codes 496
reset order, index verify 325
retain buffered pages when performing 

abort 142
reuse of batch separator sheets, tip 495
roles of security group members, typical 633
rotation in viewer 422
rotation of patch codes 492
routing agent 396, 398

execute capture path a single step at a 
time 397

show capture path execution progress 398
using 619

routing, distributed processing 618
rule characteristic 356
rules in capture paths 111
run a process, cannot 665
run unattended, fax entry 577
running record activator 366

S
sample capture paths 108, 113
sample documents 73
sample pages 73

collect for manual blank page detection 515
event activator 445
scan 241
settings collection 73

save to repository and backup, fax entry 580
save to repository, fax entry 580
save/continue 622
Save/Stop 622
scan 140

allow scan ahead 141
bar code notification beep 144
component 369
delete buffered images when performing 

abort 142
event notification beep 143
long pages 144
overview 140
patch code notification beep 144
retain buffered pages when performing 

abort 142
troubleshooting 666

scan and verify station, user interface 405
scan sample pages 241
scan toolbar 401
scanner has not been selected, error 

message 666
scanner paper jam, troubleshooting 667
scanning a sample page for index values -- 

docprocessing worksheet, blank 685
scan-only station 402
scroll bars, viewer 418
search direction, bar code 509
security 625

append / execute 626
changes to IS document security 635
changes to IS profile 634
objects, permissions, groups table 630
override privileges 634
overview 625
password expiration 635
read 626
roles of group members, typical 633
write 626

security settings
Content Services 295, 298

separation point, event activator 453
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separator character, index 174
separator sheets

identifying text printed on 495
patch code tips 494
print patch codes on top and bottom 495
use of light colored stock for 496
use of longer paper for 495
use of sequential numbers on 495

separators in assembly 151
session, repository 44
set fields by priority for index 166
settings collection 68

and document classes 70
component list 72
components 71
configuring record activator rules for 361
copied to local repository 69
create new 75
create new from existing one 82
design, planning 38
edit 89, 96, 101
index options from document class 60
overview 68
scan sample pages 241
test, planning 39
worksheet 1, blank 684

Shared Content Services repository 42
Shared Offline Image Services repository 42
shared statistics database 549
shortcuts

index verification 326
indexing 188

show
column headings in list view 394
page and document 418
page navigator, viewer 419
pane splitters, viewer 418

title bar, viewer 418
tool bar, viewer 417

show capture path execution progress 398
show page in viewer, indexing 170
show views 384
sign format, negative number 174
sign number, positive number 174
skip batch if busy or already processed 398
Software License Agreement 733
Sort By option, filtering options 538
sort delay, list view 395
sort order is not alphabetized, 

troubleshooting 670
sorting in file import 303
source folder, file import 301
source group, index 176
source name, index 176
special numeric options, table 200
specific use stations, user interface 402
specifications of patch codes 735
specified page count assembly with 

verification 150, 159
specify a century, index 202
specify next phase 621
standard toolbar 400
start a new batch automatically 462
start a new document automatically 457, 462
start fax entry 594
statistics 548, 549, 641

shared database 549
statistics database 549
status bar 383, 399

fax entry 593
status during image verify 322
status, fax entry 592
stored value, index 182
stretch in viewer 421



Index

August 2005 Capture Administrator's Guide 757

string field
index 195
input masks 196

structure of repositories 43
substring 176
substring length 177
suppress messages, fax entry 577
Synchronous option, commit 270
system configuration options, fax entry 575

T
tab, object 431
template 243

copied to local repository 243
create from existing one 251
create new 244
design, planning 38
edit 258
overview 243
properties show unexpected values, 

troubleshooting 673
template wizard 244
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