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Applications

Before you can download any information into SMARTI, you must first create
applications. Applications can be thought of as filing cabinets, in which all like
reports are stored. Applications usually are used to segregate information
pertaining to an area’s function (for example Accounts Payable, Accounts
Receivable, Sales, General Ledger, Marketing, Payroll etc.). You can establish
as many applications as your company needs. You can also restrict users’
access to any applications, drawers, folders or documents using the software’s
security functions.

What You Need to Know Before You Beqin

Before you begin to create applications, each area of the company should
discuss and document their report requirements and needs. Each department or
area should specify the report information they must access most often. These
generally should be set up as Page Level Indices.

About Page Level Indices

Only five Page Level Indices can be established for each Application. All the
reports in an Application should have related index information. You would not
want to set up indices that cannot be used by most reports in the Application.
Each report in the Application should have at least one Page Level Index defined
for it.

Page Level Index fields must consistently appear in the same area of each report
page, and for reports that page break when there is a change in the Index
information. Examples of this type of report are Invoices (where one invoice is
specific to a certain client), patient billing statements, bank statements, sales
reports by sales manager number, purchase orders, accounts payable reports by
vendor. Page Level Indices are not the best to use for reports that have variable
fields or columnar information, such as General Ledgers, Vendor Listings, and
Cash Receipt Summaries.

Sometimes certain report formats are not set up properly to capture any Page
Level Indices. For this reason, SMARTI allows you to set up Column Level
Indices. Column Level Indices are Text Fields that are written to the
Database. An unlimited amount Column Level Indices can be created.

One word of caution, however, as more and more information is written to
the Database, and as it gets larger and larger, the longer it may take to
retrieve information.



Creating a New Application

Once the needs of the user areas have been defined, you are now ready to
establish an Application for their use.

1. Click on the Open Application button on the toolbar, or select File,
Applications. The Select Application Window will open.

-:"' Select Application [ x|
Applications
[a]3
I test application
Cancel
31.2.40 =]
31241 Help
farm family ]
fto: tesst app Editt...
phil's application N
test application L
7 I I 5 Delete
Comments Creste Date ; 7/8/59 14:01:39
This app iz mostly just for documentstion screen captures. ;I
=

The Select Application Window

2. Click on the New button. The Create Application window will appear.

-:"' Create Application | x|
Application | "J,?l Crestion Date l?n 999 11:38:21 — |
ommants ":}’ Dizposition IENnneJ vl
¥
Help |
[ wiew for Basic Query I~ Security Guery Required
Title | Type Text Ao
Dravver Ering 5rawer
Fuolder Jetring Folcer Delete |
Document Ftring pocumerrt Insert

Form Title...

F L




3. Click on the blank field next to Application and type in the name of the

new application. Click on the Spell Check button to check for spelling
errors.

4. Click on the Comments field and type in any comments associated with
the new Application.

# Create Application

Application | Finance ":?l Creation Dste |1993_1 0-02 13:25: — |
e Thiz application cortains sl ":}l Disposition I(None) j
financial reports
Help |
I~ wiew for Basic Query [T Security Guery Reouite
| Title | Type Text o
Drawver ting —
Folder 'String Folder [Elete
Document 'String pocument [eert

Form Title...

'

5. If you need to rename the Drawer, Folder and Document to names that

are more appropriate for your company, you can click in the Text area
and type in the new name.

-:"' Create Application

Application | Finance ":?l Creation Date |1993_1 0-02 1325, — |
Cammeis Thiz application containz al ":}l Digposition I(None) j
financial reports
Help |
I~ wiew for Basic Query ™ | Security Euery Reguired
| Title | Type Text ol
Diravrer Ering Repart Typel —
Folder IString Folder Welete
Document 'String ocument [eert

i

Form Title...

6. Click on the Add button to add in blank Page Level Index fields.



-:"' Create Application

Application [ Finance “\‘B?lCreatinnDate |1998-1D-D213:25: — |

Cancel |

CommEris This application cortsing al "j}’l Disposition I(NUHE) j
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Form Title. ..

7. Click and highlight the Text box next to Index 1 and type in the correct
name.

8. Click on the ADD button to call in additional Page Level Index boxes.
Type in the appropriate names. You can Delete or Insert additional
Indices by clicking on the appropriate button.

-:"' Create Application x|
Application | Finance ":,9’| Crestion Date |1993.1 0-02 1325 . |
CammEnis This spplication containg al "j}’l Disposition I(NDI'IE) j
financial reports Cancel |
Help |
™ “iew for Basic Guery [© | Security Guety Reguited
Tile | Type Text
Drarever Ering Fepnr‘t Type = 2
Folder I!String Fepnrt Mame Delete |
Document  [atring Date M |
Inclex 1 |String |.L‘».ccount Mame -
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Form Title... |

Your page level indices are now ready to be defined in your reports.



9. Click on the Save Button to save your hierarchy information. The Create
Application Dialog Box will appear and prompt you to continue.

Create application E

@ Creating application <billing:. Cantinue?

10. Click Yes to save your information, or No to exit the function. Your new
application will now be listed in the Select Application Window.

.:“' Select Application E
Applications
ik
| billing
Cancel
31.238
3.1.2.40 Help
3 1241 .
|:|I||II'||1 Eclt...
farm family
itc test app b2
‘ | I _I—I Delete
Comments Creste Date 959 11:.41:63
-
[~

Customizing Form Titles

SMARTI allows you to customize the title bar that appears on open Hit List
pages. The Form Titles are Application specific, and allow you to create a
title that displays Drawer, Folder, Document, Page Level Indices, Page
Number and Free Text.

To customize your titles:

1. With the Create or Edit Application window open, click on the Form
Title button. The Form Title Customization Window appears.



#*Form Title Customization

Hierarchy Mame

Cir@ver 4'
Folder

Documernt Cancel |
Page

Incles 1

Il 2 Help

Inclesx 3

Inclex 4

Incex 5 |
Filename _I Clear

Custom Title for Forms

The Form Title Customization Window

2. To add Hierarchy Name information to your Title, double click on the
Name. The name will appear in the Custom Title for Forms entry
screen. Double click on any additional items to add to your Custom Title.

-:"' Form Title Customization

Hierarchy Mame

Drawver s 4'
Folcler

Document Cancel |
Page

Incles 1 |
Inclex 2 Help

Incles 3

Inclex 4

Incex 5
Fileraime: ﬂ i |

Custom Title for Forms

Filename+_+Page+_+Document+_

3. To clear any mistakes and start again, click on the Clear button to clear
the Custom Title for Forms entry field.



To select a Free Text title for your Hit List pages:

1. With the Form Title Customization Window open, click on the blank
Custom Title for Forms entry screen. Type in the text you wish to
appear on the Hit List and Open Pages. You can also add in any
combination of free text and hierarchy information to your title.

:*"' Form Title Customization

Hierarchy Mame

EDravver P ok
Falder _
Document
Page
Index 1
Index 2 Help
Index 3
Inclex 4

Index 5 .
Filename ;I e

Custom Title for Farms

Cancel

Accounts Receivable+index 1+_+Ilndex 4+_

2. Click on the OK button to save your information.

Editing Existing Application Information

You can edit Application Information at any time, however, certain
precautions must be taken. If Indexed Reports exist in the Application, and
you are changing any of the hierarchy information fields or Page Level Index
fields, you must re-index each report using the new Application settings. If
the reports are not re-indexed, you will not be able to access them using the
new, saved Application settings in any query.

To Edit an existing application:

1. Click on the Open Application button on the toolbar, or select File, Open
Application. The Select Application Window will appear.



J # Select Application E

Applications
2k
|55I|ES e

Accounts Payable

Mococounts Receivable

Fayrall Eot...
[y
_Ill Delete
4 I I » e
Comments Creste Date 951988 11:10:24

The Select Application Window

2. Click and highlight the application you wish to Edit, and click on the Edit
button. The Edit Application Window opens.

#"Edit Application =
Application | Finance 1551 Crestion Date |1998-1 0-02 13:25; Save |
comments [ oplication contains al :‘;' Disposition I[Nonej ﬂ

financial reports

Cancel |
Help |

[ Wiew for Basic Query = | Security Gy Reqiired
Title | Type Text

Drawwer ﬁring Fepon Type

Folder [tring Fepart Mame Delete |
Documert rSlring pate Insert
Inclex 1 'String [Index 1 4|

Form Title... |

3. Make your changes to the information and press the Save button. Your
changes will be saved.



Deleting Applications

You can delete any unwanted applications in SMARTI. Please note that if an
application is deleted, all indices associated with the application will no
longer exist and are no longer available for retrieval.

To delete an unwanted Application:

1. Click on the Open Application button, or select File, Open Application.
The Select Application Window will appear.

2. Click and highlight the application you wish to delete. Click the Delete
button. A dialog box will prompt you to continue.

Delete

3. Click Yes to continue, or No to escape back to the Select Application
Window. If Yes is selected, the Delete Application Window will open.

Delete Application

Application | Delete
Tablc | =
Fitename | " wr

4. Click Delete to delete the application, or Close to exit out of the screen.
If Delete is selected. SMARTI will delete all information in the application.
When the processing is complete, a message will appear in the
Application field of the window:

Delete Application

Application Payrall - Application has heen deleted!

Fienome

5. Click on the Close button. Your application is deleted, and no longer
appears in the Select Application Window.



Defining COLD Reports

Each report that is produced by your company’s systems must be imported and
defined separately in SMARTI. As new reports are created and as old reports
are restructured or modified, the Database or System Administrator for your
company must perform the necessary changes in SMARTI, or the report
information displayed in SMARTI may be inaccurate.

Before the Report Definition process can begin, you must determine several
criteria:

Is this a new report or a modification of a previous report?
Is sample information available to make a template in SMARTI?

Have all text field requirements been addressed and documented by the
report users?

Has the hierarchy structure and filing system for this report been
determined?

Can the report use an existing report form overlay, or will a new form have
to be created?

Obtaining the answer to these questions before you begin can expedite the
COLD report process.

Creating Sample Reports

In order to perform this procedure, SMARTI requires that a template of each
report be created to use as a processing guide for all future report runs. This
template is called a sample report. Only users that have been authorized
by the company’s system administrator will be able to have access to this
function.

What You Need to Know Before You Beqin

In order to complete this process, you will need several things:

1. A copy of the report in print file format. The mainframe or system that

produces your reports creates the Print File. This file is then sent to a
printer to be printed as hardcopy.

Information as to which print format the report is in (i.e. ASCII, AS400,
ASA, PCIBAX etc.)

The application where the report will be stored (filing cabinet).



4. The filing convention to be used (drawer, folder and report names).

5. The information fields to be captured from the report as page level or
column level indices.

6. Whether duplicate copies of the reports will be allowed.
7. The name of the form overlay to be used with the report upon retrieval.

8. A hard copy of the form, with the data fields identified, to use as a
reference guide for form field entry.

You now have all the tools necessary to create and complete a sample
report.

About the Define COLD Report Toolbar

When the Define COLD Report function is accessed, a new toolbar will

appear.
RN EEEES EIEH

The Define COLD Report Toolbar

You will be able to perform most functions by using the Toolbar buttons.

Opens the folder where your report print files are stored. The
default directory settings may be changed by clicking on
Preferences.

Creates a sample page using the current report and translation
settings.

Allows the user to define the report details (i.e. report name,
form name, disposition, etc.)

Allows the user to assign report indices.

© E B |




Allows the user to establish and define report text fields,
including Column Level Indices.

Runs the sample report using the Report Detail and Index
criteria.

Exits out of the Define Cold Report function and returns to the
Main Menu.

ﬁ Prints a copy of the report for review.
iy

Opening a Report for Processing

1. Click on COLD at the main SMARTiI menu. A drop down menu will
appear:

SMARTi Il SUPERYIS0R [documentation test app]

File Edit |FM Eeu:u:urds Gueny Yiew  Adminiztration  wWindow  Help
n Define COLD Report Chl+Shift+C
| - Oy =

‘lp.l %l | %l Ewvent Groups k

Scheduled Events

|ndewxing Hiztore Log — Crl+H

Preferences Chrl+v*

2. Select Define COLD Report from the menu. The Report Formats
window will appear.



# Report Formats

Applications
dij test =] oK
documentation test app
ite pel Cancel
us trust
= Help
Fepaorts
geddil My
Copy
Delete
Details

Mame |Detaiil !
Form Mame ||:fets'.l'.fbs'.f.f |

Allowy Dups |.E'ep.l's'ce |
Trans Takle (75400 |

Comments |usmg detall wat

The Report Formats Selection Window

3. Select the proper Application for the report by clicking on the name to
highlight it. To create a new report, click on the New button. To edit a
previously created report, click to highlight the report name within the
Reports box. Click OK.

4. If you have chosen to create a new COLD report, a blank Report Format
window will appear. If you have selected a previously created report to
edit, the report’s sample data will appear within this window.



#” Report Format M= E

4] | 2
The Report Format Window

-:"'Sample report <G:%vsm312\5 amples\DX00296_smp> M=] E3
SMYTHE, BERTHA a8 01 96 1
SMYTHE, EERTHA
2Z1 STONECREET DR
ERISTOL, CT 0&010 1452321 07 Z2 96 07 ZZ 26
710 NO CARD
710 NO CARD

*+**ELECTROCARDIOGRAM
07-ZZ ELECTROCARDIOGRAM £300010 1 31.10
21.10
K| 2

Report Format Window for an existing Sample Report

If you have selected an existing report for editing, you can make your
changes and save them. Please note that you may have to re-create your
sample index page and database information.

5. For all new reports, click on the Open Report File button on the toolbar,
or select File, Open Report File. The Select Report File window
appears.



Select Report File |

ki [t SEEEE

I:IErrEI43EI Agedhil3 rpk Cellapr.rpt Celldayd.rp
1 EniS11 Agedbild.rpt Cellaug.rpt Celiul.ipt
9a_wc.pt Agedhbila.rpt Cellaugz. rpt Celijurn.rpt
Activity rpt Angedhbils.rpt Cellday.rpt Cellmay.rpl
Agedbil rpt Agedbil?.rpt Cellday2 rpt Cellsmp.rpl
Agedbil2.rpt Cazhrec.rpt Celday3.rpt Colummn i
. | i
File narme; I Open I
Files of type:  [User Defined [~ RPT) = Concel |

6. Select the report to use by clicking on it to highlight it. Change the
directory if necessary. Click on OK. The report will be called into
SMARTI, and will be displayed in the window. A status window will

appear, with the number of bytes read into SMARTI displayed in the form
of a bar graph.

Note: If your file is a large one, you may click on the cancel button at
any time to halt the reading process, and shorten the sample file length.

# Reading File

T =

| 196590 bytes read.

=] E3

The Processing Status Window
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The Report Window

You have now called your report into SMARTI for processing.

Creating a Sample Page

Once your report has been called into SMARTI, you can create a Sample

Page for the Report.

what information to capture and write to the database.

With the Report Window open:

1.

Window appears.

# Select Report Parameters
—Conversion Tables

DJDE
Metacode

[ | Eciit | Dl

Showy Report Uzage

—Report Cvetrides
Mumbet of Rows

It is from this sample page that you will tell SMARTI

Click on the Create Sample Report button, or chose File, Create

Sample Report from the menu. The Select Report Parameters

Mumber of Columns |1 32

Record Size

—sample Overrides
Start Page (1
Mumber of Pages |4

M=l
|EE Ok
cancel
I—
Hel
I—
I Create Sample

The Select Report Parameters Window



From the Select Report Parameters window you will select a conversion
table to correctly format your report within SMARTI. (You will need to know
what system produced the report print files in order to format it properly.)

If your report uses a standard conversion code, you may select it by clicking
on a table name to use it. If your report requires a non-standard code,
please refer to the section entitled “Creating and Editing Conversion
Tables”.

Please notice that this window will display the default overrides for the
currently selected table, in the Report Overrides section.

The default Sample Overrides settings are for 10 report pages. If you need
to create a sample that is larger than 10 pages, you can change the number
of pages by clicking on the Number of Pages field and typing in the desired
number of pages.

Note: Certain reports may require more than 10 pages in order to obtain a
complete set of data field coordinates for report forms, or overlays. Not all
report pages will display information in each of the available data fields for
the report.

2. Once you have selected your translation table and, if necessary,
modified the Override values, click on the Create Sample button in the
Parameters window, or chose File, Create Sample Report. A status
window (Reading Sample File) will appear, detailing the progress of the
report processing. Once processing is complete, click on OK to close
the Select Report Parameters window and view the sample report.

Reviewing the Sample Page for Propriety

Once you have created a sample page for your report, you should take
some time to review it, and make sure that it was processed correctly.
Unless the report is parsed correctly, and is the proper number of rows
and columns, the sample index file that is written to the database will be
incorrect.

Within the sample report, you can click on any part of the page. At the
lower left part of the main SMARTi window, a series of numbers is
displayed in a status bar.
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The status bar details the page number, line number, column number
and length of the currently selected field where the cursor is located.
You can refer to this status bar to check that your report has the proper

page breaks, page length and width.

If your report was not translated correctly, you must either edit the
translation table, or create a new one. Then you must re-create the
sample page. Please refer to the section entitled “Creating and Editing

Conversion Tables”.



Editing COLD Report Details

After you have verified that the sample report is correct, you must name your
report. With your sample page open:

1. Click on the Edit COLD Report Details button, or select Edit, Report
Details. The Edit Report Detail Window appears.

S Edit Report Detail

o -
Comments:

Cancel
Help
¥ Index Pages [~ Store Intermally
Allowy Duplicates: m
Dizpostion |Mone) j
—Farmz

& Single " Muttiple

Default Form: Idefault j

The Edit Report Detail Window

2. Type the name of the report in the Name field by clicking and typing in the
space. You can spell check your entry for correctness, using the spell-
check buttons located next to the Name and Comments fields.

< E dit Report Detail
e [Giro el (]
Billing E oK
Comments: | drayvwn from agedbil rpt vyl
Cancel
Help
[ Index Pages Word Not Found In Dictionary
Allowy Duplicates: |Replace 'I
Disposition | (Mone) Suggestions | Mot Found: IHEDUHt

MG ———— Suggestlonsl Feplace With:
& Single eplace Wwith: |&2 unr
Ignare I Igriore All | Options... |

Detault Form: Igreenbar FReplace | Fieplace Al | Prompt Replace |
Add Ta Custom | Help |
I = I Cancel |

3. Type any comments in the Comments section. You may want to
document the actual name of the report print file in this section for future
reference.



4. Choose your selection for the Allow Duplicates field by clicking on the
down arrow. Your choices are:

NO Do not allow duplicates of the same report

YES Allow duplicates of the same report

REPLACE Replace the existing indexed report with the new one
APPEND Append any new indices to the end of the indexed report

5. Select a form type, either single or multi-page, by clicking on the
appropriate radio button.

6. Select a form to associate with the report. If your report does not have a
specific overlay associated with it, you can either chose default or
greenbar for a form type. If your report has a unique form overlay, you
must follow the instructions in the section entitled “Assigning Report
Text Fields”.

7. Click OK to save your settings. You are now ready to assign your report
indices.

Assigning Report Indices

To define your report indices:

1. Click on the Assign Report Indices button, or select Edit, Page Indices.
The Edit Report Indices window appears.

#* Edit report indices (AgedBill)
Hierarchy I Literal Page Row | Col engthrim Pattern I If Invalid
Drawer lll lll 0 0[]
Folder n| n| 0 0[]
Document n| n| 0 0[]
Ok Cancel Help Delete |

The Edit Report Indices Entry Window



It is in this window that you will assign the filing hierarchy and indices to your
report. Keep in mind that page level indices are assigned and applied on
an Application level. Column Level indices are created as text fields, and
can be unique to the individual report.

2. The first column of entry fields will determine where the report will be
filed. The Report Type, Report Name and Date are the Drawer, Folder
and Report File, respectively.

You have the choice of either typing in a literal name for the Drawer, Folder
and Date, or you can capture information off of the report to use for the index
criteria.

How to Add a Literal Name

To change the Literal name for the Report Type, click on the blank field
and type in the Report Type. For example, if the report that you are
creating is a cash receipts report, you could name the Drawer Cash
Receipts.

You can rename the Report Name by clicking on the blank Literal field
and typing in the desired name.

:‘“'Edil report indices [(AgedBill)

Hierarchy | Literal _|Page|Row//Col [Length[Trim| Pattern [ Mfinwalid |
Drawer Finance
Folder jAged Billing Report
Document [a] 212 8 [ Moy fbort
[ Indexd [ o] o 0 [
ok Cancel | Help | Aol Delete

How to Use Field Coordinates

Next to the Literal fields, there are entry fields for the Page, Row,
Column and Length coordinates. To capture information off of the report
to use as your hierarchy names:

1. Click on the sample report page, so that the blinking cursor is at the
beginning of the field you want to capture.




2. Click and hold down the left mouse button and drag the cursor to
highlight a field, until it is the length that you want. (Similarly, you can
click where the field should begin, and press <Shift> and the right
arrow to highlight.) The status display at the bottom left of the
SMARTI screen can be helpful in verifying that a field is at the correct
location within the page, and is the correct length.

3. Double click on the Page, Row, Column or Length field for the
Report Name. The Coordinates will be entered into the fields.
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The Date Field

When a hierarchy level is specified as “Date”, it is usually designated as
an Index rather than a literal name, as it is most efficient to segregate
reports by run date or processing date. The date coordinates are drawn
from the actual report.

1. Click on the ADD button to call the first Index into the report. Find the
corresponding information in the report. Highlight it and double
click on the corresponding index field coordinate entry fields. The
information will be entered into the fields. Repeat the process to call



in each of the additional indices for the Application that this report is
associated with.

2. If there are no more indices for the report, a message box will appear:

Add index

@ t ax indices reached!

Click OK.

3. You are now ready to run your report indices. Click on the OK button
to close the Edit Report Indices window.

Assigning Report Text Fields

This feature is used to search "areas" of a page where information can
appear in various places rather than one specific, consistent place (index). It
is used when creating a new report or adding additional text fields to an
existing report.

1. Select COLD, Define COLD Report. Select the Application that you wish
to use and click OK.

2. Click Edit, Report Text Fields. The Edit Text Fields window is
displayed.
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3. Use the Add button to generate new text fields for the report. Clicking
within the “Field” cell for a text field row will allow access to a drop-down
menu, which displays the names of text fields that have previously been



defined for other reports. Any of these names may be selected for use in
the report that is currently being defined.

If another report, using the same format and the same text fields that the
current report requires, already exists on the system, those fields may
simply be copied over to the current form. Click the View button to open
the View Text Fields window. From the list of available reports, highlight
the report that contains the appropriate text fields (the fields can be
viewed in the bottom pane of the View Text Fields window, when the
report is selected), and click the Copy button.

4. To define a new text field, specify coordinates by highlighting and
dragging left to right with the mouse pointer/cursor to highlight the section
on the sample report that you would like to use for the text field
coordinates.

5. Double click the left mouse button on the Start Row field cell, within the
Edit Text Fields window. The selected coordinates will be entered.

6. Click the OK button when all text fields have been defined.

Column Indices

Column indices should be defined if the report being indexed contains
columns of data (i.e., client names or account numbers in a greenbar
report) which will be accessed frequently by the end-users. There is no
limit to the number of column indices. However, since each row of data
in the column is indexed to the database, excessive use may result in
performance degradation. Consequently, only key data fields should be
indexed using this feature. Data accessed less frequently should be
defined as text fields, and searched using that query option.

Please refer to the previous sections for Defining COLD Reports and
follow the steps for opening a new report and creating a sample page.
Once you have created a sample page and defined the report details,
follow the steps below:

1. Select Edit, Report Text Fields. The Edit Text Fields window will be
displayed.

2. Click the add button to create an empty field cell for the report.. An
empty field cell will be displayed. Click within the “Field Name” cell of
the empty text field to display a drop-down list of defined field names.
Scroll through this list to select the desired field name.

3. To specify the coordinates for the column index, click on the top of
the dialog box and drag it to the side of the screen, to better display



the report. Using the mouse, click and drag to highlight the columnar
area(s) to be searched within the Sample Report window.

. For example, if the area to be searched contains eight alphanumeric
character values beginning in row 8 at column 40, and ending in row
60 at column 47, you would move the mouse over that length (eight
characters) in row 8 to highlight it.

. Once the area is highlighted for the correct length, move the mouse
to the Start Row cell and double-click. The coordinates will be
displayed, for only the row that contained the selected values.

. Click within the End Row cell, and type in the value for the last row of
the column to be indexed. (For the example above, you would click
in the End Row cell and type the value 60.)

. Click within the Text Search, Export and Index fields to change their
value to “Yes”, as needed.

. Click the OK button when done.



Creating the Sample Index

Once the report indices and text fields have been specified, a sample index
must be generated. This will verify that the chosen indices and fields are
correct and, if so, will allow the indices to be saved to the database.

1. Click File, Create Sample Index from the menu (or click the Create
Sample Index toolbar icon). The “Devices” window will be displayed.

# Devices

Iame Available Space Total Space Path

right click for space  right click for space  WMSDEWVOTWOLTWA_DEPT\gawoly

= Devolume right click for space  right click for space  WDevelopment™olumet

= Qdora2 right click for space  right click for space  WPMSDEWO1 W OL1 W24 _DEPTwawvole

= caaralFi right click for space  right click for space  WRSDEWVOTWOL1 A _DEPT\avah

= Mevy Device right click for space  right click for space  WMSDEVOTWOLWGA_DEPT\avohs

| J 2
Ok Help | Close |

2. Positioning the cursor over the name of a device (or anywhere in the row
for that particular device) and clicking the right mouse button will display
the total amount of space in that device, as well as the amount of space
that is currently available for use. Select the device where the report is to
be saved by left-clicking on it, and then click the OK button.

3. The Index Sample window will be displayed at the top of the report,
detailing the processing status as a bar graph. Once processing is
complete, the Sample Index Table window will appear, showing the
indices that have been defined for the report. These indices can be
reviewed by using the scroll bars in the window to traverse the screen
left/right and up/down.



4.

[} sample Index Table (AgedBill) = &3

Save I Help | 6 Stop

Drawer Folder Document Page # Index 1 ;I
finance aged billing report O07/Z7/96 1 abbate ,arlene J
£ amblers ,karl
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E barns ,blake
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7 bernard ,panmy

2 bibrienzae

2 bhouchard ,damien
10 bragan ,maura

1l browmn ,chester
lz buras ,ronald v

13 cabrala ,raul -
14 | 3

If the information appears to be correct within the sample, the indices
may be saved to the database by clicking the Save button in the upper
left of the window. A dialog box will appear, asking for confirmation of
the save. Click Yes to continue, adding the indices and the report to the
database.

Save Indices |

@ Add indices to database, continue [Wn] #

When the processing is complete, SMARTi will have assigned the page
level indices to each page of the report, filed it with the appropriate
hierarchy structure, and compressed the report files for retrieval.

Click on the Exit button on the Define COLD Report toolbar to exit back
to the main SMARTiI menu. The information within the report can be
double-checked by performing a query, and opening up a report page for
viewing.



Creating Report Text Fields

Once you have entered your filing hierarchy and page level index
information, you are now ready to create and define any text fields for your
report. There are two types of Text Fields in SMARTI: report text fields that
are not written to the database, and report text fields that are written to the
database. Any text fields that are written to the database are called Column
Level Indices and will be available for searching in a Smart Query just like a
Page Level Index. You can create an unlimited amount of Column Level
Indices, but only that information which is considered critical from a retrieval
standpoint should be established as Column Level information. As your
database grows in size, query response time will increase, as SMARTI has to
search through more and more records to find your information.

All text fields and column level indices are established on an Application
basis, and are defined on a Report basis. Before you begin to add new text
fields to your applications, you should review the available text field types to
determine whether the field name already exists. Because the text field
definition (i.e. coordinates) is defined on a Report by Report basis, you can
use the same text field name for multiple reports.

You can establish text fields at any time in SMARTI.

Adding Text Fields to the Application

Before you can define a text field or Column Level Index in your report,
the text field must be added to the application. To add a new text field:

1. With your Cold report open and translated, select Edit, Text Fields.
The Define Text Field window will open.

2. Click the Add button. A new entry cell will appear in the window.

# Define Text Fields P 3
Field Hame Field Type || Format Comments oK
||Taxld IString vI |Added form bank_statement
Cancel
—Il,ﬁinline IString vI |Added form phone_page1
Hel|
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Cell |ﬂ\ |string vI |Added form detailbill Add
|| [ [~ | - Delete
Text Field Report Name Form Name ;I
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Aged Outpatient Biling Exception Repor greenbar_legal
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Field Hame Field Type | Format Comments folls
I'I'axld IString vI |Added form bank_staterment
Cancel
rextline |String vI IAdded form phone_page1
Help
I'I'ransaction Description IString vI I
|units |string vI |Added form detailbill Add
lHours [string_[=] | = .
Text Field Report Name Form Name ;I
0-30
Aged Outpatient Billing tion Repor greenbar_legal

3. Click on the blank Field Name cell. Enter the name of the new text
field.

4. Click on the down arrow next to the Field Type cell. Select a field
type by clicking on the name. If you have selected Date as the field
type, enter the date format you wish to use (YMD, MDY, DMY etc.)

5. Type in any comments in the Comments cell. Click OK. The text
field has been added to the application, and is now available to use in
your reports.

-:"'Deﬁne Text Fields M= B3
Field Hame Field Type | Format Comments ok
I'I'axld IString vI |Added form bank_staterment
Cancel
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Help
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=
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About the Define Text Field Window

You can review and print out text field information from SMARTI. To see
reports that use a specific text field or form, click on the By Field radio
button in the Specific Text Field area in the window. A listing of all
reports by text field will appear in the window.

\ﬁ =l
Specific Text Fields

IV @ By Field By Report Prinit




To review all text fields associated with a specific report, click on the By

Report radio button. The window will now display all text fields
established within your reports.

-:"'Deﬁne Text Fields M= B3
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Cancel
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Help
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To print out a listing of all reports and their text fields, click on the print
button.

The Delete button should be used with extreme caution. This button will
delete the text field from the application. SMARTi will not allow you to
delete a text field that is in use by a valid report. To delete a text field
from the application, you must go into each report that uses the field and
delete it from the Edit Text Field window (see below). Once the field
has been deleted from all reports, you may delete it from the application

by selecting the field and clicking on the delete button from the Define
Text Field Window.



Assigning Text Fields to Reports

Once you have established any new text fields, you can start to assign
text fields to your report.

1. With the report's sample page open, click on Edit, Report Text
Fields, or click on the Setup Report Text Field icon on the toolbar.
The Edit Text Fields window will appear.

#" Edit Text Fields (TECH)

i | s | o :
= en

2. Click on the Add button to call in a blank entry cell. Click on the
down arrow located in the Field Entry Cell. Click on the text field
name you wish to use.

A Edit Text Fields (TECH) T[]

Acd | Delete | Wigwy | Ok I Cancel | Help | Prior I et I

< |

3. Click and highlight the field in your sample report by clicking on the
first character, holding the left mouse button and dragging the mouse
to encompass the information. You will notice that the field
coordinates will be listed in the lower left-hand corner of the sample
page screen. Double click on the Start/End Row field cells in the
Edit Text Field window. The coordinates for the field will
automatically fill the cells.



#Edit Text Fields [TECH) 2=

add | Dekte | wiew. |[ ok | concel | e | prior | hext |

Make sure that you capture the entire character length of the field.
For example, if you are selecting a Name field as a text field, make sure
that you highlight a field that is 35 characters in length (or whatever your
report field length default is). If your sample report field lists the name
SMITH and you only highlight the name, then you will truncate any text
information that appears after the 5" character. Likewise, if you were
setting up a field for a dollar value, you must make sure that you click on
the last digit of the field and drag the mouse from the right, to the left to
capture the proper number of digits.

You must also edit the field coordinate for End Row to capture an entire
column of information as the text field. The End Row in our example
above will only search for information contained on a single line. To edit
the End Row, locate the last row of information on the sample page and
enter the row coordinate in the End Field cell.

#” Edit Test Fields (TECH) =]

The End Row /

entry cell

4. Select your field options for Text Search and Export. A Yes entry will
make these fields available for the Text Search and Export
Functions. A No entry will not allow you to perform these functions
for the field.

5. Click Add to call in more text field cells for entry, or OK to save your
text field information.



About the Edit Text Field Window

The Add button will call in a blank text field cell for entry.
The Delete button will delete any unwanted text field cells.

The View button will allow the user to view all established reports and
their corresponding text fields. This feature is particularly useful if
your company has a number of similar reports that use the same
text fields and have the same text field coordinates. You can
click on a report and copy the text fields into your current report.

The Prior button will scroll up to the previous text field cell.
The Next button will scroll down to the next text field cell.

Deleting Unwanted Text Fields

Before you delete any text fields from your reports, you should make
sure that they are truly unnecessary. To delete unwanted or obsolete
text fields from your report:

1. With the report sample page open, click Edit, Report Text Fields at

the menu, or click on the Report Text Fields icon on the toolbar.
The Edit Text Field window will open.

2. Click on the text field cell you wish to delete. Click on the Delete

button. The cell will be deleted.

Creating Column Level Indices

A column level index is simply a text field that is written to the database. As
was stated before, any piece of information that is written to the database will
be accessed much more quickly than one that is not. However, as more and
more fields are written and stored in the database, query response time can
slow down. Therefore, it is important to only set up Column Indices for report
fields that are truly critical.



To establish a Column Index:

1.

With your sample page open, click on Edit, Report Text Fields. The
Edit Text Fields window will open.

Click on the Add button to call in a blank entry cell. Select the text field
from the drop down menu.

Highlight the field on your sample report and double click on the
Start/End Row cell. The field coordinates will automatically fill the cells.
Edit the End Row field if necessary, and make sure that you have
captured the proper field length for your information.

Select a Text Search and Export option by clicking on the appropriate
choice from the drop down menu.

Select Yes as the option for the Index field. Click on the Left Trim box to
trim any blank cells from the index field. Leave the cell blank if you do not
wish to trim the field. Click OK to save your entries.

#Edit Text Fields (TECH) [ [

You must now create a sample index. If you have already created a
sample index for this report you must re-run it in order to capture and
write the column index information to the database.

Click on File, Create Sample Index, or click on the Create Sample
Index icon on the toolbar. Refer to the section entitled Creating a
Sample Index under Defining COLD Reports for instructions on
creating a sample index.

If you are setting up a new Column Index for a report that has been
previously indexed, you must rerun all previously indexed reports
using the new sample page to capture the new fields. Any report that
has not been reindexed will not have these fields available for querying.



7. Your Column Indices are now available for selection in the Smart Query

Screen.
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Intelligent File Management

Overview

The Intelligent File Management module enables users to manage data at
the report level and eliminates the need for a separate hierarchical storage
management application. For example, users can keep a monthly report on
line while purging outdated daily reports.

Defining Dispositions

A disposition is the set of rules that define when and where SMARTI data is
migrated. (Note: Dispositions were referred to as Flows in previous versions
of IFM.)

To create a new Disposition:

1.
2.
3.

Select IFM, Dispositions from the SMARTI main menu.
Click the New button.

Within the Code field, enter an identifier for the Disposition. This can be
a word, string of characters or numbers, etc. The Code given to a new
Disposition must be unique, or the disposition will not be saved.

Within the Title field, enter a title (typically a more descriptive identifier
than the Code, to explain what the disposition’s purpose is) for the
Disposition.

Comments regarding the disposition may be entered into the Description
field, if the user wishes to do so.

The user may now add and define Stages for the new Disposition.

Note: Once a Disposition has been created, it cannot be deleted.



Modifying Dispositions

To modify a Disposition definition:

1.
2.

Select IFM, Dispositions from the SMARTiI main menu.

Click to highlight the Disposition that you would like to modify from the top
left window, and click the Edit button.

Click the tab for the Stage that you would like to modify, and the
properties for that Stage will be displayed. Modify any of the stage
criteria as desired. (Note: Adding, inserting and deleting Stages are not
options at this point. These actions may only be performed when initially
creating a Disposition.)

Click OK to save your changes and return to the Disposition Codes
window.

Copying Dispositions

To copy a Disposition definition:

1.
2.

Select IFM, Dispositions from the SMARTiI main menu.

Click to highlight the Disposition that you would like to copy from the
Disposition window.

Click the Copy button to copy the existing disposition to a new one.

Enter a name for the new disposition within the Code field of the New
Disposition window.

Click OK. The Disposition has now been copied.

Primary Device

Each disposition stage can contain a primary and secondary device. The
primary device is the first device to which the disposition stage will attempt to
migrate data. If for any reason this device is unavailable, then a secondary
device will be used. If neither device is available, an error will be generated
in the Server Event Viewer and the data will not be migrated.

To define a primary device:

1.
2.

Select IFM, Dispositions from the SMARTI main menu.

Click to highlight the Disposition for which you wish to assign a Primary
Device, and click Edit.



3. Select the tab for the appropriate Stage where a Primary Device will be
defined. Click to select the “Moved to Device” option, if it has not already
been chosen. This will activate the Primary and Secondary Device drop-
down fields.

4. Use the drop-down button beside the (1) field to select a Device from the
list of available devices. The chosen Device, which will then appear in
the (1) field, will serve as the Disposition’s Primary Device.

Secondary Device

Each disposition stage can contain a primary and secondary device. The
secondary device is the backup device to which the disposition stage will
attempt to migrate data if for any reason the primary device is unavailable. If
neither device is available, an error will be generated for the user and the
data will not be migrated.

To define a secondary device:
1. Select IFM, Dispositions from the SMARTI main menu.

2. Click to highlight the Disposition for which you wish to assign a
Secondary Device, and click Edit.

3. The “Moved to Device” radio button should be selected, and a Primary
Device should already have been assigned. If this has not been done,
please refer to the previous section to assign a Primary Device to the
selected Disposition.

4. Use the drop-down button beside the (2) field to select a Device from the
list of available devices. The chosen Device, which will then appear in
the (2) field, will serve as the Disposition’s Secondary Device.

Stage Properties

When defining a disposition stage, there are multiple types of migration
criteria that the user can define for the disposition stage. To access stage
properties, simply click on the tab for the desired stage.




Migration Method

Cutoff at End of

A calendar time period, at the end of which a migration will occur. For
example, the end of each week, or the end of each month.

Held For

How long the file should be kept on the system. For example, 1 day, 10
days, or 30 days.

Held while space allows

Migration should occur based only on the defined watermarks for the
device.

Disposition Stages

Disposition stages are rules for each stage of a disposition. The stage
determines when and where migration occurs.

You may only modify Stages for a newly created Disposition. To modify the
details of a specific stage, simply click on the tab for that particular stage.
Refer to the above information regarding Migrations when modifying the
criteria for each stage.

The Add Stage button will append a new Stage at the end of the
currently existing Stages.

The Insert Stage button will add a new Stage before the directly
before the currently selected Stage.

The Delete Stage button will delete the currently selected Stage.

Indexing COLD Report Assigned to Disposition

When a COLD Report has been assigned to a Disposition Definition, any
report files indexed against the COLD report definition will automatically
be indexed to the first stage in the disposition and whatever device is
assigned to that first stage.




Watermark

A watermark indicates how much memory may be used within a particular
device. The user can specify both the high and low watermark for a device.

High Watermark

The maximum available space that can be used.

Low Watermark

The amount of available space that should be left on the device. When
using a device in a disposition for which there is a watermark defined,
the low watermark indicates when to stop moving files off of the device
(once the high watermark has been reached, activating movement off the
device).

Watermark: Specifying Values

High and low watermarks can be specified in either Total Bytes or
Percentages. To specify a watermark in bytes, enter a whole number
(i.e., 100000000). To specify a watermark in percentages, enter a
decimal number (i.e., .80 = 80%).

When migrating data in a disposition based on a watermark, there are two
options as to which files will be moved off the device first: (a) Oldest File; or
(b) Largest File.

Date Criteria

A migration step can be setup based on dates. The date criteria to use can
be based on either the (1) Calendar time period, or (2) Time spent within the
current Stage.

Calendar time: When this option is chosen, migrations will be trigged by
the end of a standard period of time (i.e., week, month, fiscal year). All
files in a disposition using this criteria will be migrated to the next Stage of
the Disposition at the designated cutoff time, regardless of when they
entered the Stage. (For example, if migration is scheduled to occur at the
end of each week, all files that entered that Stage during the week will be
migrated, regardless of whether they entered the Stage at the beginning,
middle or end of the week.)



Time spent within the current Stage: When this option is chosen,
migrations will be triggered by the length of time that each file has spent
within that Stage, regardless of whether it entered as it was created, or
was migrated to that Stage from a previous Stage in the Disposition. In
this situation, migrations occur on a case-by-case basis — occurring each
time a file meets the migration criteria, and only occurring for that
individual file (whereas migrations based on calendar time periods
typically occur for groups of files).

New Device Defaults

Device defaults are the settings to use automatically when working in device
manager. Available preference options include:

Subfolder Default Name
This is the name to be used when creating device subdirectories.

Subfolder Structure

Number of Subdirectories per Device. This is the default number of
folders to use when creating a device with a set number of
subdirectories. This is only a default value. The user can override the
number when creating a particular device.

Default Watermarks

The user can indicate the default watermarks to use for on-line, near-line
and off-line devices. You can specify both the default low and high
watermark to use. Whole numbers (i.e., 100000000) refer to the
watermark in bytes while decimal numbers (i.e., .80) refer to the
watermark as a percentage.




Defining Devices

Devices are the location where SMARTI files reside (i.e., *.CLD and *.TIF).
(Devices were referred to as volumes in earlier releases of the product.)

To create a new device:

1.

From within Media Management, select File, New. The new device will
be added to the Disabled Devices branch in the left pane of the window.
Verify that this new device is selected and that the Properties window is
displayed.

Enter the name for this device in the Name field.

3. Double-click within the Location field to modify the physical path of the

device. You can enter the path using mapped drive letters, but once you
move past the field the Location will be changed to an UNC name.
(Example: g:\devicel to \\ifmO1\voll\devicell ). A local drive will not be
converted to a UNC name.

Enter the name to be used for subdirectories in the Subdir Name field.
NOTE: This is an optional field. If it is not defined, then no subdirectories
will be created within the device.

Enter the number of files per subdirectory or the total number of
subdirectories in the #Subdir field. The method being used to create
subdirectories is set under Options, New Device Defaults. NOTE: If no
subdirectory is specified in the Subdir Name field, this field will not be
available.

Select the type of device your are defining from the drop down list in the
Device Type field. (Valid options are: Hard Drive, Optical Drive,
JukeBox.)

Check the device Stage Option by selecting one of the checkboxes for
On-Line, Near-Line, Off-Line.

Enter a high and low watermark value under the WaterMark section. The
defaults are defined under Options, New Device Defaults. This is an
optional field. If this field is set to zero, no watermark migration will occur
for this device.

For the device to be enabled, the Active checkbox at the top left of the
device definition screen must be checked, and the device must be saved.
The device will be listed under the appropriate device type (i.e., on-line,
near-line, off-line).



Modifying Devices

To modify an existing device:

1.

If you are not already within Media Management, select that option from
the Administration menu.

Expand the branch that contains the device you want to modify by clicking
on the plus box to the left of the device stage (i.e., Online Devices).

Click to highlight the Device that you would like to modify and verify that
View, Device, Properties is selected.

4. Click on the field you wish to change and enter the updated information.

Select File, Save to save your changes.

Deleting Devices

To delete an existing device:

1.

If you are not already within Media Management, select that option from
the Administration menu.

Expand the branch that contains the device you want to delete by clicking
on the plus box to the left of the device stage (i.e., Online Devices).

Click to highlight the Device that you would like to delete.

4. Select Edit, Delete. The system will prompt you with, “Are you sure you

want to delete <device name> device”.

5. Click Yes to continue with the device deletion.

6. If the Device is not mounted, you will be prompted with an additional

warning message, “The device <device name> is not mounted delete
anyway?” Click Yes to proceed with the Delete.

Note:

If a device has been defined as part of an IFM disposition, it cannot be
deleted. First, you will need to remove the device from any IFM disposition
definitions.

If SMARTI files are residing on the device, you must first delete the individual
files before deleting the overall device.



Device Type

When creating a new device, you can specify the type of device that you are
defining. The device type indicated is strictly for graphical representation of
the device, throughout the IFM module. Valid selection options are hard
drive, optical drive, jukebox and tape drive.

Device Stage: On-Line

An on-line device stage would be assigned to the most accessible devices
(such as a hard drive device). Data to be stored on-line would be your most
recent or critical data that is being frequently accessed by end-users. On-
line devices would give users the fastest response when retrieving files
during an activity such as Text Search.

Device Stage: Near-Line

A near-line device stage would be assigned to devices which, although still
accessible, may take a little longer to access (such as an optical drive). Data
that is moved near-line may be information over 60 days, which, although still
occasionally accessed by the end-user, is not as critical as more recent data.

Device Stage: Off-Line

An off-line device stage would be assigned to devices that are no longer
directly accessible (such as optical). Data that needs to be maintained for
archival purposes but is no longer being accessed by the users would be
stored off-line. If a user tries to access data that is off-line, they will be
prompted to see their system administrator. The system administrator can
then setup the tape device so that the user may access the data.

Device Stage: Disabled

A disabled device stage would refer to any devices that are not currently
accessible. A valid reason that a device may be disabled is that the high
watermark has been reached and the device cannot be used until files have
been moved (either automatically through IFM dispositions or manually).

When defining a new device, it may be created as disabled depending on the
device properties. For example, if the high watermark specified has already
been achieved, the device cannot be successfully activated and will appear
as disabled.



Destroyed

Destroying data removes the marked information from the database. A
“Destroyed” stage can be defined as a valid (and final) stage in an IFM
disposition. Under this condition, data will be automatically removed from the
database once the information hits the “Destroyed” disposition stage.

A user can also perform an on-demand purge through database manager in
SMARTI. All purge requests are sent to the server and queued for execution.

Recycle Bin

Once data is marked for deletion, but before the final destruction, it is stored
in the recycle bin. Any information that is in the recycle bin can be
recovered. Once a destruction has been run, the data is completely removed
from the system and can no longer be recovered.

The recycle bin can be defined with high and lower watermarks. Once the
high watermark is reached, files are automatically purged from the recycle
bin.

Device Subdirectories

Default Number of Subdirectories

If this option is indicated, the number of subdirectories specified by the
user, when defining the device, will automatically be created. These
subdirectories will remain constant regardless of the number of files
indexed to each one.

Creating Device Subdirectories
To specify which method to use for creating device subdirectories:

1. Within Media Management, click to select the device that you wish to
modify.

2. Select View, Device, Preferences. The Preferences window for the
selected device will be displayed.

3. In the # of Subdirs field, enter the number of subdirectories that you
would like to be created within the device.

A default number of folders can also be entered at the “Number of
Subdirectories per device” field within the New Device Defaults window
(click Options, New Device Defaults). This default value can be
overwritten when defining specific devices.



Whatever preference is defined will be the default used for all devices
created subsequently on the system.

View External Files

To view external files:

1. If you are not already within Media Management, select that option from
the Administration menu.

2. Click to highlight the device for which you would like to see files.

3. Select View, Device, Files. All SMARTi files (i.e. *.CLD, *.TIF, *.BMP)
associated with the highlighted device will be displayed.

You can also view all files on the device, even non-SMARTI files, by
selecting the View, Device, All Files option. This will list all files found within
the selected device.

View Properties

To view the properties of a device:

1. If you are not already within Media Management, select that option from
the Administration menu.

2. Click to highlight the device for which you would like to view properties.

3. Select View, Device, Properties. The property information for the
selected device will be displayed.

See Defining Devices for information on the property fields.

SMARTI Application Configuration

When defining an application from within SMARTI, you can automatically
associate that application with an IFM Disposition Definition. Any reports
created or indexed under this application will automatically use the defined
disposition criteria.

To setup an application to use a specific Disposition Definition:
1. Login to SMARTI.

2. Select File-Open. This will open the Select Application window.
3. Click on New to create a new application.



4. Enter application configuration as you would normally. (Please see
SMARTI.HIp for more detailed information.)

5. Select the Disposition Definition you would like to associate with the
application from the IFM Disposition drop down field.

6. Click Save to save the application.

Any reports or image classes created under this application will use the
Disposition Definition defined.

NOTE: You can override the Disposition Definition when you create an
individual report or document class by choosing a different Disposition or
migration criteria at that time.

Server: Process Monitor

The Process Monitor, which is found on the server, displays the disposition
currently being migrated (or last disposition migrated) along with the source
and destination devices.

Information that is found in the Process Monitor includes:
1. Files Being Migrated

File Creation Date

File Size

Next Migration Date

a s b

Migration Status



History Log

The history log can be viewed from the Client or the Server. The history log
provides useful information as to what migrations have occurred on the
system. Information that is found in the History Log includes:

1. File Path
2. Sequence of File Migration

e Current = Current File Location

e 1 = Original Location

e Highest Sequence # = Previous Location
3. Device Path (where file resided)
4. Date File was Migrated (or next migration date)
5. Status (if it exists, or why it does or doesn’t exist)

e Exists
e Deleted
e Copied

e Delete Failure
6. Device Name



Server: Event Viewer

The Event Viewer, located on the server, lists IFM server events.

Information that is found in the Event Viewer includes:

1. Event Type:

@ Informational

Message

& Warning Message
Q Error Message

Event Date
IFM Service Module
Error # (if any)

a bk~ DN

Message



Orphan File Finder

OFF is a utility with two major functions. First, it provides a means for
administrators to scan existing smarti devices for files that may no longer be
associated to the smarti database and then delete them thus freeing up space..
Secondly it will scan the smarti database table for any extraneous external file
entries and remove them thus providing some measure of clean up for the
external file table.

The main OFF screen is displayed below:

+ Orphan File Finder X
i i i i Files
Functions Devices Sub Directories

[~ Celete External File Entries For &Il File Types
[T Delete Orphaned Files For Selected File Typels)
[~ Generste Report of Orphaned Files & External Erntries

Files
’7|' COLD [T IMAGE/OLE [~ PCL

[ DJDE [~ METACCDE [ &FP
Process Cloze HElR
Progress

Total Mumber of External File Entries to Be Checked  Total Mumber of Directaries to Be Checked — Total Mumber of Files Currently Checked

Mumber of External File Mumber of Directories Mumber of Orphan File
Entries Checked Currently Checked Found

The Functions area displays the available options that exist in OFF. The three
options are mutually exclusive by which if you select one the other two will be
disabled. Unselecting the current choice will reenable all options. The functions
are;

1. Delete external file entries for all file types

This option scans the external file table of the database currently being
accessed. It will verify each entry in the table and delete all entries that
are no longer associated to existing reports. This occurs when the
administrator elects to purge entries from the database and not delete the
associated files. The progress area below will detail the total number of
entries to be checked along with how many have been checked as the
process is operation. When completed the log file will be displayed
showing the results of the process.

2. Delete orphan files for selected file types(s)



This option allows the administrator to scan an actively mounted smarti
device for orphaned files. When this option is selected the administrator
must also select which of the available file types to search for.

The number of options available will depend on what modules the client
has purchased so it is possible that the AFP, PCL or Metacode options
may not be present for all users.

If the administrator selects image/OLE a drop down list box will appear
with the commonly used images formats. They must select one of these
options to enable this choice. Currently the system permits only one
image type to be selected so a client wishing to search for both TIFF and
BMP will need to run OFF twice. The list is not editable and as more file
types become widely used they will be added to the list.

After the file type(s) has been selected the administrator must select the
device to be searched. The devices window will display all the currently
active and mounted devices. Devices that have been dismounted or
marked inactive will not appear in this window. The administrator should
click on the desired device to highlight and select it. Given that devices
can contain a considerable number of files the software permits only one
device at a time to be selected

3. generate report of orphaned files and external entries

The last option will is for report generation purposed only. It will generate
a list of external entries that can be deleted and any orphaned files based
on the file type(s) chosen. Its purpose is to give the administrator an
overview of how much cleanup is possible without actually performing any
of the actual process. As with option 2 above the administrator must
select the device and file types to be scanned.

Once the options are selected the administrator clicks on the process button to
begin. Because OFF can not be stopped once it has started it is essential that it
be used with care and forethought. OFF should never be run while indexing is
occurring or any database maintenance such as backups is being performed.

While the process is running the various entries in the progress area will update
themselves depending on the options selected. This will allow the administrator
to monitor the process as it is occurring.

When the process is completed the log window will appear displaying the results
of the operation. This log is always appended to so it should periodically be
printed and or deleted to keep it manageable. The administrator can also view
the log from the media manager view pull down menu.



Creating a HEX Dump

Sometimes reports are not translated correctly, resulting in truncated information,
incorrect formatting and page breaks. You can create a HEX file to review and
determine the proper values to enter into the translation table, or create an
entirely new translation table for your reports. The HEX report will display the
codes for page, line, record and form feed delimiters. These codes must be
entered into the translation table in order to create a proper sample report.

To create a HEX dump:

1. With the Report open in the Define Cold Reports menu, click on File, Create
Hex Dump. The Hex Dump dialog box will appear.

2. Make sure that the Input Report File name is correct. The Output file will
automatically fill with the default file location. If your file is small, you can
select the Entire File radio button, otherwise, you can click on the Specify
Bytes radio button and type in an override if your report is very large.

#" Hex Dump
|nput Repor‘t File FZ\SMARTi'\ATTUDD14iX‘t |

Qutput HEX File F:WNDOWS\TEMPdemp.hx |
% Entire File £ Specify Bytes 7081
Ok I Cancel | Help |

3. Click OK. Your HEX file has been created and appears in the SMARTiI HEX
Dump window. This report can also be viewed using a notepad or wordpad
editor.
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00000122 20 20 20 Z0 20 20 20 20 Z0 20 20 Z0 20 20 Z0 20
00000208  Z0 Z0 Z0 Z0 Z0 FZ0 F0 FOQ Z0 Z0 Z0 Z0 Z0 Z0 Z0 Z0

00000224 20 20 20 20 20 20 20 20 50 2E 4F 2E 20 42 6F 78 P.0. Box |
00000240 20 37 35 30 37 33 20 20 20 20 20 20 20 20 20 20 75073

00000Z56  Z0 Z0 Z0 Z0 Zo Z0 ZO0 FO Z0 Z0 37 38 31 3F 33 38 81298

00000272 20 20 20 20 20 20 20 20 20 20 30 33 2F 31 3§ 2F 0 09/15/ Characters
00000288 3% 38 20 20 20 31 20 20 20 20 20 20 20 20 98 1.

00000304 70 Z0 70 Z0 Z0 Z0 Z0 70 Z0 Z0 20 Z0 Z0 Z0 Z0 Z0 < denote record
00000220 20 20 20 20 20 20 20 20 20 20 20 20 20 20 20 20 .
00000336 20 20 20 20 20 20 20 20 43 68 63 63 61 67 6F 2C Chicaas. delimiter.

00000352 20 49 4C 70 36 30 36 37 35 0D OA 20 20 20 Z0 Z0 IL 60675
00000268 Z0 Z0 Z0 Z0 Z0 ZO0 Z0 Z0 Z0 Z0 20 Z0 20 20 Z0 20

00000384 20 20 Z0 20 Z0 Z0 20 20 20 Z0 20 20 20 20 Z0 20
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00000415 20 20 20 Z0 20 20 20 20 Z0 20 20 20 20 20 Z0 20
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00000448 d4F Z0 42 45 4C 4F E7 EZ0 Z0 52 45 EZ G EZD 23 25 E BELOW SERV-0E
00000464 36 31 32 Z0 Z0 4E 4F 0D OA 0D OA& Z0 20 Z0 Z0 20 &1Z NO....
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00000496 EZ0 E0 Z0 Z0 Z0 ZO0 E0 E0 Z0 Z0 20 E0 E0 EZ0 Z0 Z0

00000512 20 20 20 Z0 20 20 20 20 Z0 20 20 Z0 20 20 Z0 20

00000583 Z0 Z0 20 20 20 Z0 Z0 Z0 Z0 Z0 Z0 Z0 Z0 Z0 Z0 Z0

00000544 Z0 Z0 Z0 Z0 Z0 Z0 Z0 Z0 Z0 Z0 20 Z0 20 20 Z0 20

00000550 20 20 Z0 20 Z0 Z0 20 Z0 20 Z0 20 30 38 ZF 31 35 05/15
00000576 ZF 39 38 0D 0L 20 Z0 70 Z0 Z0 20 20 20 Z0 Z0 Z0 /98

00000E2E 42 41 E0 B4 45 E3 E4 Z0 4D 45 4D 4F EZ 49 41 4C BAPTIST MEMORIAL
00000603 Z0 43 4F 53 50 Z0 20 Z0 20 Z0 20 Z0 20 20 Z0 20 HOSP

000006Z4 20 20 Z0 Z0 Z0 47 41 &0 54 49 53 54 70 45 41 53 BAPTIST EAS
00000640  E4 OD DA Z0 Z0 Z0 Z0 Z0 Z0 Z0 20 Z0 20 20 Z0 20 T..

00000656 Z0 20 Z0 20 Z0 Z0 20 20 20 Z0 20 20 20 20 Z0 20

Q0000e7z  Z0 ZO Z0 ZO0 Z0 E0 E0 Z0 Z0 Z0O zZ0 z0 Z0 Z0 ZO0 Z0

00000688 20 20 20 Z0 20 20 20 20 Z0 Z0 20 Z0 20 20 Z0 20

00000704 20 20 Z0 20 Z0 Z0 20 20 20 Z0 20 20 20 20 Z0 20 -
| Kl | 4|
|Ready [ I

i Start | &¥ DE5S531 | Iﬂ SMARTI Il supervisor... | .. \cald030.bmp &/ 10:22 M

4. You can now review the file for the proper Form Feed, Page Delimiter, Line
Feed and Record Delimiter codes. Once you have determined these codes,
you can update an existing Translation Table, or create a new one.

Editing and Creating Translation Tables

After you have determined the proper translation delimiters and print file
format, you can edit or create a new translation table.

1. Select COLD, Define Cold Report at the main SMARTiI menu. The
Reports Format Window appears.

2. Click on the report name you need to retranslate, or select New to call in
a new report for formatting. Click OK.

3. Select File, Create Sample Report or click the create sample report icon
on the toolbar. The Select Report Parameters window appears.

f"' Select Report Parameters =]
—Caonversion Tables ———— —Report Overrides ——————————
Mutnbier of Rows I Ok |
hetacoce
Tort Mumber of Columns I Cancel |
Record Size I
Help |
—Sample Cverrides
B Eciit Del
e | - | == | Start Page |1
Show Repart Usage | Mumber of Pages |1D Create Sample I




4. Click New to create a new Translation Table, or click on the table name
that you wish to edit and click Edit. The Translation Tables entry
window opens.

Il n |

Translation {ponType 1B ASA |v [T Use Format Information For Nesxt Row Channel Codes

Table Name pcord Length[ variasie ¥ Skip First Page 1 g

F|e|d " Fixed [T Use International Character Set 2 0

€ Defined in Header [ Skip Row 1 Page 1 3 y

Character Set[ ascl € escoic | 4@

Rows 66 &+ fsc { Dec [ Hex Formfeedh g :

Cals 132 ||[CT8se £ Bes & Hex| Pagedelim 8 E

Position Of Format “alue 0 [ &sc{ Dec & Hex| Linefeed ; :

Start Position Of Text 1 mm Rac Dalim - . m

End Position of Text 0

File Start Offset 0 10 -

Header Record Length 0 " )

12 0

| Save I Save LS | Cancel | Help | Print |

5. Click on the Translation Table Name field and enter a name for your
table.

6. Select a report type from the Report Type drop down menu. If your
report type does not exist, type the name in the entry field. Some
examples of Report Types are: ASCII, Text, ASA, AS400, Unisys etc.

7. Choose a record length selection by clicking on the appropriate radio
button. The Variable radio button should be used for reports that can
vary in length, or where blank lines are truncated in the print file. The
Fixed ration button should be selected for those reports that have
records that are a set fixed length. These reports generally do not
remove any blank or unused lines from the print file. The Defined in
Header button should be selected for those reports that display all
formatting information in the header line.

8. Select the proper Character Set format (either ASCIl or EBCDIC) by
clicking on the appropriate ratio button.

9. Define the Row, Column, Text position, and Format Values by typing
the appropriate information into the entry cells.

10. Select the proper page formatting by clicking on the boxes. A check
mark denotes that the selection is active.

11. Click on the proper radio buttons for your report type (DEC, HEX, ASC)
and enter the delimiters in the proper field. This information can be
determined by performing a HEX dump and reviewing the HEX codes.

12. Enter any Channel Codes, if necessary.



13.

14.

15.

16.
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Click the Save button to save your entries. If you are using a previously
established Translation Table as a template, you can select the Save As
button to create a new translation table. You can now use the new
translation table to create the sample report.

Select the new translation table by clicking on it in the Select Report
Parameters window.

# Select Report Parameters [_ =] =]
—Caonversion Tables —Report Overrides —————————————
A5400 01 Mumber of Rows Iaa Ok | I
Mumber of Columns | 132
Metacoce I Cancel I
Text Record Size I
Help |
—Sample Overrides
I | Edlit | Del |
= = = Start Page |1
Showy Repart Usage | Mumber of Pages |_1 0 Creste Sample I

You can change the report overrides by clicking on the field and typing in
new values. If your report is only 50 rows in length, you can override the
default number by typing “50” in the Number of Rows field. Likewise, if
you need to create a sample that has more than 10 pages you can enter
the desired number in the Number of Pages field. (Note: Some reports
will not display information in every field. In order to define your text
fields or Form fields properly, you will need to review many pages to find
the coordinates for all the different field types.)

Click on the Create Sample button. Your Sample report will be created
using the new translation table. Review the new sample carefully to
ensure that the formatting is correct before indexing the report. If the
translation was still not correct, alter the translation table again and re-
create the sample page.



Forms

If your company regularly uses specialized invoices or forms for printed reports,
you can create a “system” form that looks exactly like the printed copy. To do
this, you must have Powerbuilder 5.0 or InfoMaker 5.0 to create the form
template. Once the forms have been created, you can call the form into SMARTI
and attach it to a report for viewing and printing.

Each form will have its own unique fields defined for it. These fields must be
called into and defined by SMARTI in order to place the proper information in the
correct form field.

Adding a New Form Overlay to SMARTI

Before you can assign a new form to a report, you must add the new form
overlay, and its associated data fields, to SMARTi. To add a new form
overlay to SMARTI:

1. Click on COLD, Define COLD Report. The Reports Format Window
opens.

2. Select the report that will use the new form overlay by clicking on it to
highlight it. The report details will be displayed in the Reports Format
window. In the example below, the Form Name for the Industrial Invoice
report is currently set to the “Default” form.
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3. Click OK. The Sample Report for your selection will appear.

4. Select Forms, Add. The Add Library Form selection window will
appear.



Add Library Form

Name Date Comment

domestic_sba 1212298 21:02:43

foreign_sba 12i22/98 21:16:01

greenbar 21497 09:05:38

greenbar_legal 10/9/96 12:15:37 greenbar legal $x14 landscape
greenbar_wide 2M4/97 09:08:55 greenbar wide §x11 landscape
interplant_190 121596 19:56:12

jewelry_invoice 4795 16:46:23

phone_page1 43196 11:08:45

phone_pagex 43196 11:07:21

townsman 1172387 15:39:58

The Add Library Form Window

5. Use the scroll bar to find the Form Name. Click on it to highlight it and
click the ADD button.

Add Library Form

Name Date Comment

domestic_sba 12122196 21:02:43

foreign_sba 12122198 21:16:01

greenbar 21497 09:05:38

greenbar_legal 101996 12:15:37 greenbar legal x14 landscape
greenbar_wide 2M4/97 09:08:55 greenbar wide 8x11 landscape

interplant_190 1215/98 19:56:12
jewelry_invoice 417195 16:46:23
phone_page1 473196 11:08:45
phone_pagex 4/3/96 11:07:21
townsman 11723197 15:39:58

6. A progress window will appear detailing a processing status as the form
data fields are called into SMARTI.

Progress

Adding h220

When the processing is complete, a message window will appear:

Progress




7. Click OK. The new form is now available for selection in SMARTiI.
Please refer to the section entitled Assigning Forms to Reports.

Updating an Existing Form in SMARTI

Sometimes it is necessary to make changes to a form overlay. The changes
may either be in the form artwork, or the addition or deletion of form data
fields within the form itself. When this occurs, the Form Fields and attributes
must be updated in SMARTi. The changes to the form will not become
effective until this process is completed.

To update a form:

1. Select COLD, Define COLD Reports at the main SMARTI menu. The
Reports Format window appears.

2. Select a report that uses the form overlay by clicking on it to highlight it.
Click OK. The sample report window will appear.

3. Select Forms, Update Fields. The Forms Configuration window
appears.

Forms Configuration

Available Forms

haverill_gazette
jeweelry_invoice
mglobe_page2
monthlyglobe_page2

The Forms Configuration Window

4. Select the Form to update by clicking on it to highlight it. Click OK.
SMARTI will begin to process the updates. A window will appear detailing
the progress of the update.

=i
{ I

Adding h220




5. When the processing is complete, click OK. The changes have been
updated in SMARTI and are now available for use.

If new fields have been added to the data form, or old fields have been
deleted, you must go into each report that uses the form and make the
necessary changes to the text fields. If the text fields are not changed
on a report by report basis, the form will not be available for viewing,
printing or faxing in SMARTI.

Assighing Forms to COLD Reports

To assign a specific form overlay to a report:

1. Select COLD, Define COLD Reports at the main SMARTi menu. The
Reports Format window appears.

2. Select the report whose form needs to be changed by clicking on it to
highlight it. Click OK. The sample report window will appear.

3. Click on the Edit Report Details icon on the toolbar. The Edit Report
Detail window appears. Click the down arrow located next to the Forms
Selection Field. A listing of available forms will be displayed.
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4. Click on the Form name to assign to your report. The form fields have
now been added to your report. The form fields have been added as Text



Fields, and must be defined using the Setup Report Text Fields
function.

5. Click on the Setup Report Text Fields icon on the toolbar. The Edit
Text Fields entry window will appear. You must now enter the
coordinates for each data field for the form to display properly. Please
refer to the section entitled Creating Report Text Fields for instructions
on entering text field information.
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One word of caution, once you have selected your form and defined
your report text fields in SMARTI, do not change the default form name
in the Report Details window. Any change in form name will delete and
overwrite all previously established text field information for the COLD
report. You will have to re-enter all text field information if this
happens. For this reason, it is a good idea to keep a master copy of
each report and its associated form fields on file. You can print out this
information by selecting the Print option.




Record Classes

Creating a Record Class

On the SMARTIi main menu, click Records.

From the drop-down menu, choose Record Classes. The Record
Class Selection window will open.

#" Record Class =10] x|
Applications
Sample Financial Close

Sample Hospital

Sample Invaicing HElR

Record Classes

Sample Hozpital Images M

Demo Document Class

Within the top field of this window, all currently existing Applications will be
listed. An Application may be selected by clicking on it; it will then appear
highlighted. When an Application is selected, its associated Record Classes
will be displayed within the lower white field.

Click to select the Application to which the new Record Class will be
assigned.

Clicking on one of the listed Record Classes will select it. Any comments
that have been associated with that Record Class will be displayed at the
bottom of the Record Class Selection window. (The comment for the Record
Class that is selected in the above picture is, “Demo Document Class”.)



Click the New button to create the new Record Class. The Record
Class Definition window will appear.

Defining a Record Class

The Class tab
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Within the Name field, enter the name to be assigned to the Record
Class. When the Record Class has been defined and saved, this
name is the identifier that will appear will appear within the Record
Class Selection window.

If desired, information may be entered within the Comments field. This
is typically used to provide a more detailed explanation of the purpose
for the Record Class, i.e., the type of documents (scanned images,
PCL reports, etc.) that are to be assigned to it.

(Note that both the Name and Comments for the Record Class may be

checked for spelling errors, by use of the spell-check button located to the
right of each of these fields.)

Within the Basename field, letters may be entered to serve as an
identifier for each file that is indexed to this Record Class. When a
document is indexed, it will be saved with a filename that begins with
these letters and ends with a sequence of numbers, to a limit of 8
characters. (For example, the first few images indexed into the
Record Class pictured above would be saved as “hospO001.TIF”,



“hosp0002.TIF”, “hosp0003.TIF”, etc.) A basename is not necessary,
however, it will help to differentiate between files that are in the same
directory, but are assigned to different Record Classes. The filename
can only be 8 characters, thus the basename should be kept short if it
is known that a significant number of documents will be indexed to a
particular Class.

The Disposition field contains a drop-down listing of all available
Dispositions that have been defined within IFM (Intelligent File
Management). If the Record Class is to be assigned to an IFM
Disposition, click to select it from this list. If no Disposition is to be
used, the field may be left blank. See the section on Intelligent File
Management for information regarding Dispositions.

The Primary Device is the location where all files that are indexed into
this Record Class will be saved. This device must be selected from
the drop-down listing (accessed by clicking within the Primary Device
field) of all devices that are currently defined within SMARTI.

The Secondary Device is a backup location where files may be saved,
in the event that the Primary Device is full, offline, or otherwise
inaccessible.

When the Index Pages checkbox is enabled, indices will be drawn
from each individual page of a multi-page document when it is
imported into SMARTI; every page can be returned on a query Hit List.
If Index Pages is left unchecked, the indices will be applied to the
document as a whole — on a query Hit List, the document would
appear as just one item on the Hit List, with its multiple pages being
visible to the user once that document is opened.



The Display Tab
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The Background Color opens up a dialog box, from which a color for
the background of displayed documents may be chosen. When the
color has been chosen (by clicking on the square of the desired color),
the dialog box will disappear, and the selected color will be displayed
within the white field to the right of the Background Color button.

The Default Rotation is the amount, in degrees, that an image will be
turned when it is displayed by SMARTI. If batches of pages or images
that are facing sideways are imported into SMARTI, then the rotation
may be changed so that all pages would appear to be aligned
properly.

The Default Scale radio buttons control the size of a page when it is
displayed by SMARTI (for example, when it is opened from a Hit List).
This allows for groups of pages to be consistently presented at a scale

which is optimal for viewing, so that users need not adjust the view
scale each time they open one of the pages.

The Toolbar Display checkboxes determine which buttons will appear
on the toolbar that is displayed when a user is viewing each of the
documents within this Record Class. Each button corresponds with a
view scale percentage; a checkmark within an option’s box means that
option will be visible on the toolbar.

The Default Image Print Dialogue Box Settings controls the settings
which appear in the Print Dialogue box which is displayed when a user
chooses to Print any of the pages within this Record Class. These




settings are only defaults — they may still be changed manually when
the dialogue box appears.

Inch for Inch — This option means that image, when printed, will be
the exact same physical size as it appears when it is displayed at
100% size on the computer screen.

Pixel for Pixel — This option means that the computer will read the
dimensions of the image in pixels, and will print an image using the
exact same number of pixels. Thus, an image generated by a
printer with a higher resolution (1200 DPI, for example) will appear
smaller (since the pixels are more numerous and are spaced closer
together) than it would if it were generated by a printer with a lower
resolution (i.e., 300 DPI).

Fit to Page — This option means that the size of the image that is
generated by the printer will be adjusted accordingly to fit the
physical dimensions of the paper that it is being printed upon.

The Scan Tab

If this Record Class is being defined for scanned documents, the checkbox at
the top of the Scan tab (“This is a Scan class”) must be enabled. All options
will be grayed-out until the Record Class is designated as a Scan class.

Attributes
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File Type — Select the appropriate radio button for the image file
format that the scanned document will be saved as.

Rotate — This denotes the degree of rotation that will be applied to the
image after it has been scanned. This is a useful tool for correcting
situations where batches of images have been scanned in sideways
or upside-down.

Orientation — In “Portrait” mode, a page is fed into the scanner by the
shorter edge; in “Landscape” mode, the page is fed into the scanner
by the longer edge. Scanning in Landscape mode can sometimes
improve scanning time, as the length of the area to be scanned is
shorter. The “Panel” option signifies that the orientation will be
according to what is set on the front panel of the scanner at the time of
scanning.

Duplex — Select “Double” if both sides of a page will be scanned at the
same time (not all scanners support this capability). If the scanner
can only scan one side of a page at a time, or only one side of the
page must be scanned, select the “Single” option.

Document — If only one page is to be scanned, the appropriate option
would be “Single Page”. If there is more than one page to be
scanned, click the radio button for “Multi-Page”.

Paper Source — Click the appropriate radio button for the source of the
paper that is fed into the scanner: the scanners auto-feeder (“ADF”)
or “Flatbed” if the source is one page placed inside the flatbed
scanner. “Panel” will set this option according to the settings on the
scanner’s front panel at the time of scanning. “Manual”’ will allow this
setting to be done manually.

Paper Destination — For those scanners that have two separate
destination bins for the pages that have been processed through the
scanner’s auto-feeder, either bin may be chosen as the output location
for all pages. |If the scanner does not have separate bins, the
appropriate selection would be “Bin 1”.

Resolution (DPI) — This is the resolution that the scanner will use
when scanning each page. A higher resolution will result in a better
quality image, but the file will take up more space than a lower
resolution image. Higher resolutions are a better choice for complex
images such as photographs, while simple images such as text and
black and white line art can be easily captured using a lower
resolution.

Paper Size — Select the radio button that denotes the physical size of
the page(s) to be scanned. For exact details on paper sizes, please
refer to the Paper Size tables at the end of this section.

Color Mode — These selections determine how many colors (or
shades of gray) will be translated by the scanner. Using a mode with



more colors or shades of gray may improve the quality of an image
(particularly with complex images such as photographs), but the
additional hues will result in a larger file size.

Scan Mode — “Panel” will establish this setting as that which is set on
the front panel of the scanner, at the time of scanning. “Line” is the
appropriate mode for Line Art or plain text, while “Picture” is best for
photographs and complex, highly detailed images. The “Mixed” option
will provide a median between the Line and Picture settings.

Contrast — The “Pre-Defined” option will allow a preset contrast level
to be selected. Levels are numbered from 1 to 8, with level 1
specifying the least amount of contrast, and level 8 specifying the
maximum. For finer control over the amount of Contrast in an image,
select the “Percent” option and specify the desired value. “Auto” will
allow the scanner to automatically adjust the contrast as it seems
necessary, while “Panel” utilizes the setting on the front panel of the
scanner at the time of scanning.

Brightness — These options allow for adjustment of the balance
between light and dark shades within an image. As with contrast,
there are 8 “Pre-Defined” levels which may be selected, or a “Percent”
may be specified for finer control over brightness. “Auto” will allow the
scanner to adjust the brightness as it seems necessary; “Panel” uses
the Brightness setting on the front panel of the scanner at the time of
scanning.

Dithering — This is the process by which groups of black dots are
arranged on an image to represent a shade of gray. Using a dither
pattern to produce a shade of gray (rather than using grayscale) could
reduce the file size of an image. The “Pre-Defined” setting allows a
dither pattern (1 to 4) to be set; each pattern will have a different effect
on the way the image is dithered, and thus may differently affect the
end result. “Panel” uses the setting on the scanner’s front panel at the
time of scanning.

Long Scan — This checkbox should be enabled only if a continuous-
sheet scan is to be processed (not all scanners support this feature).
The length of the scan will differ depending upon the resolution that is
selected; using a lower resolution will allow for a longer scan.

Timeout — This value sets the amount of time (seconds) that will
elapse without any input before the scanner determines that the
scanning session has ended. Setting a longer timeout value can allow
enough time for pages to be manually fed into a scanner, and thus
have all pages saved as part of one whole scan file. If the timeout
value is set to O (zero), no timeout will occur.



Black Border

On occasion, a scanned image will be found to have a black border around it.
This may be due to the actual appearance of the page, or it may be the result
of being scanned on a scanner that uses a black drum or belt. Through the
Black Border section of the Scan class tab, this border may be cleaned from
the image.
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To access the border cropping function, the “Enabled” checkbox must be
checked.

When the “Crop” checkbox is enabled, all documents that are scanned into
this Scan Class will be checked for a black border. If a border is found, it will
be edited out of the image, starting at the very outside edge and working
inward, one row of pixels at a time.

White Noise — instances of white pixels randomly appearing — can
sometimes be found within a black border. Since the black border cropping
will halt when it reaches a row with a white pixel in it, a white noise Gap can
be set (increased and decreased using the up/down arrows). This sets a
maximum total for the number of consecutive white pixels that will be
considered white noise. If a cluster of white pixels is less wide than this
value, it will be removed as part of the border. When a group of white pixels
is found that exceeds this value, it is determined that the end of the border
has been reached, and the border cropping function ceases.



Deshade

When enabled, this feature will remove shaded areas, which are made up of
patterns of black pixels (speckles), from an image.

To enable detection of shaded areas on an image, check the “Detection”
option. If shade removal is desired, click to enable the “Removal” checkbox.

Minimum Width of Area — This value is the width of the entire area that
is to be deshaded on the image.

Minimum Height of Area — This value is the height of the entire area
that is to be deshaded on the image.

Maximum Speckle Width — The greatest width for any individual
speckles that comprise the shaded area.

Maximum_Speckle Height — The greatest height for any individual
speckles that comprise the shaded area.

Speckle Width Compensation — A horizontal adjustment value for the
width of any speckles that are to be removed during the deshade
process. This allows for a slight margin of error, when attempting to
estimate the width of speckles to be removed. This results in a
greater chance of thoroughly cleaning the entire shaded area, and not
leaving any stray speckles on the image.

Speckle Height Compensation — A vertical adjustment value for the
height of any speckles that are to be removed during the deshade




process. This allows for a slight margin of error, when attempting to
estimate the width of speckles to be removed. This results in a
greater chance of thoroughly cleaning the entire shaded area, and not
leaving any stray speckles on the image.

Deskew

When enabled, this process will correct documents that have inadvertently
been scanned at a somewhat crooked angle. Such misalignment can be
corrected up to an angle of 12 degrees. Correction of this skew can improve
readability, as well as improving other computer functions (such as OCR).

To enable detection of skew in a document, click to check the “Detection”
option.

To correct misalignment of a document, enable the “Correction” checkbox.

Minimum_Angle — This is the slightest amount of skew that will be
corrected by the Deskew feature. If the image is skewed less than the
specified minimum amount, then the misalignment will be ignored.

Maximum Angle — This is the greatest amount of skew that will be
corrected by the Deskew feature. If the image is skewed more than
the specified amount, then the misalignment will be ignored. Note that




the highest degree of skew correction is 12 degrees. If a page is
skewed more than that, it may be advisable to rescan the document.

Despeckle

This feature will remove unwanted, randomly occurring pixels from an image.

Enable the despeckling feature by checking the “Enabled” option.

Height — Select the maximum height, in pixels, of any speckle which is
to be removed during the despeckle process.

Width — Select the maximum width, in pixels, of any speckle which is
to be removed during the despeckle process.

Any speckles with a height and width equal to or less than the specified
values will be removed from the image.



Line Removal

Horizontal Line Removal
Enabled -- Check this box to activate horizontal line removal.

Minimum Length — Specify the length of the shortest horizontal line
that is to be removed.

Maximum Height — Specify the height (thickness) of a horizontal line
that is to be removed.

Maximum Break — Specify a value to use for determining if a white
speckle that is detected within a black line is simply an unintentional
gap in the line or is the end of the line.

Edge Clean Factor — Specify the pixel value for speckles that appear
at the edges of a line, so that such “noise” along a line may be
removed along with the line.

Vertical Line Removal
Enabled — Check this box to activate vertical line removal.

Minimum Height — Specify the height of the shortest vertical line that is
to be removed.

Maximum Width — Specify the width (thickness) of a vertical line that is
to be removed.



Maximum Break — Specify a value to use for determining if a white
speckle that is detected within a black line is simply an unintentional
gap in the line or is the end of the line.

Edge Clean Factor — Specify the pixel value for speckles that appear
at the edges of a line, so that such “noise” along a line may be
removed along with the line.

Character Reconstruction

Horizontal Character Reconstruction

This feature can be used to repair text that is damaged during the horizontal
line removal process.

Enable — Check this box to activate horizontal character
reconstruction.

Minimum Repair Height — Specify the minimum height of any
characters to be repaired during character reconstruction after a
horizontal line removal.

Maximum Repair Width — Specify the maximum width of any
characters to be repaired during character reconstruction after a
horizontal line removal.

Vertical Character Reconstruction

This feature can be used to repair text that is damaged during the vertical
line removal process.

Enable — Check this box to activate vertical character reconstruction.

Minimum Repair Height — Specify the minimum height of any
characters to be repaired during character reconstruction after a
vertical line removal.

Maximum Repair Width — Specify the maximum width of any
characters to be repaired during character reconstruction after a
vertical line removal.



Streak Removal

This feature will detect and remove runs of black pixels (streaks) that appear
on a scanned image.

Enable — Check this box to activate the streak removal process.

Width — Specify the width, in pixels, of the streaks that are to be
removed. Any vertical lines of a width less than or equal to the
specified value will be removed.



The Auto-Import Tab

All options on the Auto-Import tab will be inactive (grayed-out) until the
checkbox at the top of the window, which designates the Record Class as an
auto-import class, is enabled.

Source File — This is the file from which the data will be imported.
Viable auto-import sources are ASCII files that contain delimited data.

Import Directory — This is the location on the local hard drive or
network where the Source File is located.

Delimiter — The character that will be found in between each item of
data in the Source File, serving as a separator for these items.

Delete Source Files — If this box is checked, the Source File will be
deleted once the import has been completed, and all data has been
committed to the database.

Preserve Filenames — When a file is imported, SMARTi typically
assigns a new filename to the file after it has been processed. If this
checkbox is enabled, an attempt will be made to maintain the original
filename, rather than assigning a new name. (Please note that this is
only an attempt — if the first save with the original flename cannot be
completed due to an identical filename already existing within
SMARTI, then a new filename will be assigned to the file that is being
imported.)




When an Import Directory and a Source File have been specified, information
from that file will be read into SMARTi. This data will then be displayed
within the columns in the middle of the Auto Import tab.

Within the fields located below where this data is displayed, the user must
specify, for each hierarchy level, page level index, and other information that
is associated with the document, the column in which that information is
contained. (Use the displayed data as a reference for this.) Column
numbers are entered into the smaller field to the left of the up/down arrows,
and may be typed in manually (by clicking and typing within the field) or may
be changed incrementally using the up/down arrows. If the index is to be
specified as a literal, type the literal name into the field to the right of the
up/down arrows.

Literal
Column number /

(Please note that a column number and a literal cannot be used at the same
time. When an entry is made within either field, the other field will become
grayed-out.)

In Case of Duplicate Documents — If the “New” radio button is selected
and an identical document already exists within SMARTI, the current
imported information will be saved to a new filename. If the “Replace”
radio button is selected, the currently imported information will
overwrite the information within the older existing file.

Commit Level — This value, adjustable by means of the up/down
arrows adjacent to this field, indicates the number of rows of data that
will be imported into SMARTI before the information is committed to
the database.




Index Tabs

There is a tab within the record class window for each individual hierarchy
level and index that was specified when the associated Application was
defined. These tabs are denoted by a blue background on the name of each
tab.

The base content of each of these tabs is identical, allowing the same
statistics to be defined differently for each of the hierarchy levels. The first
three hierarchy levels (Drawer, Folder, Document) must be defined before
Indexing can occur. Defining the specifications for the remaining Indices is
optional.

Literal — If this checkbox is enabled, then this Index will have a literal
value, rather than a variable that is retrieved from a location on a



page. When checked, the Value field will become active; the text to
be used as the Literal must be typed within this field.

Edit Field — When this checkbox is enabled, this signifies that users
may edit this Index when documents entering the Record Class are
being processed.

Mask — If the information used for this index must conform to
a specific format, then a mask may be entered within this
field. Data that does not match this mask will not be
accepted as a valid Index entry. (For example, if a given
Index was always going to be a social security number, the
mask nnn-nn-nnnn would be applied.)

Default — Data that is entered into this field will appear by
default as the value for that Index, for all documents that are
indexed to this Record Class. This saves users from having
to enter the exact same value repeatedly for each page or
document that is indexed, if it is known that certain
information (for example, Hierarchy levels) will always be the
same for those pages.

Validation Table — If this checkbox is enabled, then the value that a
user enters for this Index will be compared against a database table
(external to SMARTI) to ensure that the value is valid. Only a valid
entry will be accepted as an Index value.

Table — The name and location of the validation table must
be specified within this field.

Column — This field must contain the column within the
external validation table where the proper data for the Index
values is located.

Sort — Click on the appropriate radio button to select the
preferred sort order, Ascending (A to Z) or Descending (Z to
A) for the data within the validation table.

Allow New Values — If this checkbox is enabled, SMARTi will allow
values that are not defined within the validation table to be used as
Index values. Please note that since the validation table is
external to SMARTI, new values may be used as SMARTI indices
but they will NOT be saved within the validation table itself.




ISO Standard Paper Size Codes and Dimensions

Approx. Dimensions (W x L) Width in Bytes
Paper Size Code Inches Millimeters 200 DPI 300 DPI 400 DPI
A0 33.12 x 46.84 841 x 1189 828 1242 1656
Al 23.4x33.12 594 x 841 585 878 1170
A2 16.56 x 23.4 420 x 594 414 621 827
A3 11.72 x 16.56 297 x 420 293 439 585
A4 8.28 x11.72 210 x 297 207 311 414
A5 5.76 x 8.28 148 x 210 144 216 288
B 11x17 279 x 431 275 413 550
BO 39.4 x 55.68 1000 x 1414 985 1477 1969
B1 27.84x39.4 707 x 1000 696 1044 1392
B2 19.72 x 27.84 500 x 707 493 739 985
B3 13.92 x 19.72 353 x 500 348 522 695
B4 9.88 x 13.92 250 x 353 247 370 493
B5 6.96 x 9.88 176 x 250 174 261 347
B6 4.92 x 6.96 125 x 176 124 186 247
Business Check 8.5x4 215x 101 213 319 425
Coupon 1x4 25x101 25 38 50
Legal 8.5x 14 215 x 355 213 319 425
Letter 85x11 215 x 279 213 219 425
Personal Check 5x3 127 x 76 125 188 250




