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Introduction
Document Flow

Document flow describes the path documents talaigfirout a company. For
the cases described in this document, it showsahpurchase order is processed
and the steps that follow, ending with the delivefyhe ordered items.

About This Document

This manual describes the steps in a demonstrdtizement flow for a purchase
order. To start, a purchase example is givenfiamd it, a description of the
document flow is shown. Then, the steps of theatetration of a product order
are described in detail. Finally, it discusses hlogvdemonstration uses Form
Properties, Form Linking, Tag Doc, and barcodes.

Terms & Definitions

Tag Doc: Reform feature that allows the addition of barcamegocuments,
store the document contents as text, scan the dodsmn as an
image file (TIF) and retrieve the document detiilseal-time.

Form Linking: Allows multiple overlays to be used on the same fiexx Also
allows document routing to multiple locations.

Form Overlay: Overlays are created using the Reform Designer.

SavetoFile: A Reform script which copies the curiféa to a specified
directory.

OCR Overlay: Overlays text recognized by the OCRtigal Character
Recognition) engine onto a PDF to allow searchoaneed
documents.

For other information regarding Reform, Tag Docifgou have any questions or
comments, please feel free to contact us via obsike http://www.fabsoft.com
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Example of a Purchase

Let’s imagine you work for a furniture company. cAstomer places an order for
2 leather chairs, a table, and a desk. This dta@tdocumentation flow through
your company. First, someone must enter the onfl@mation into the computer
system. Then, a Pick Ticket is sent to the warsbotlihe pick ticket tells the
workers what items are in the order, so that ttershtable, and desk can be
prepared for shipment. Once they are ready, tble Hcket is signed and saved
for company records. Next, an invoice is printad enailed to the customer. At
the same time, a Bill of Lading is sent with thdéi\dery to the shipping address.
As the delivery is completed, the customer sigediiti, keeping one copy, while
a second copy is saved for company records.

Document Flow for a Purchase

wnN

A purchase order is received by the company framashomer. This starts the
document flow for this order.

This order is then entered into the company’s cdermystem.

When the order is printed, a Cover Page and aRaket are created by Reform

a. The Cover Page contains the Date, Customer Nameh&se Order #,
and Order Information.

b. The Pick Ticket contains all of the order infornoati It is sent to the
warehouse so that the ordered items can be callecie prepared for
shipping.

The Cover Page is saved with the original Purciiasler for company records.
The Pick Ticket form is completed by the warehomsmager. It is then dated
and signed after all the items are ready for dejive

The a customer’s copy of Bill of Lading, an intdroapy of the Bill of Lading for
records, and an Invoice are now made.

a. The Invoice is faxed or mailed to the customer.

b. Both Bills of Lading are taken with the order t@ ttustomer, and are
signed by the customer upon delivery of order.

The internal copy of the Bill of Lading is saved tmmpany records.
This order is now complete.
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Document Flow Chart
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Tag Doc Document Automation

FabSoft's Tag Doc is a complete document managesoértton for file indexing,
distribution, search and retrieval. Distributionawf important document to multiple
destinations or to different company departmengsdemmon occurrence within an
organization’s workflow. Hand-filing and manuallgaching for documents are
cumbersome and time consuming processes that aredhmack and organize. These are
processes that most organizations would like toiakte. FabSoft's Tag Doc eradicates
frustrating problems associated with unwieldy pajek operations. Tag Doc efficiently
automates the archival of document sets by comfpinancode tagging with the scanning
utility of any MFP or scanner. When bar-coded doents are printed, Tag Doc stores
the text information and assigns a barcode to toaiahent. When the document is
scanned back into the system, Tag Doc will readbdreode and use the associated
stored information to automatically route to pristdax, email or archive - ensuring
delivery and resulting in an extensive archivengportant document information.

Tag Doc is 100% accurate and replaces OCR or Z06& type processes, which have
limitations to their accuracy. Tag Doc removeshbgential of errors due to manually
filing documents and enables file content to bé/fséarchable, which frees up time and
allows business productivity levels to rise.

The Distinguishing Benefits of Tag Doc

Tag Doc stores the actual content of your documaiae/ing you to have
accurate, reliable search results and quick, easyrdent retrieval. Many
document imaging solutions rely solely on scanringd unreliable
o OCR (Optical Character Recognition); which has madisgdvantages:
OCR is not guaranteed to accurately recognize ctersa
o Document appearance is vital to OCR, and errorklamasily be caused
due to issues such as an unrecognized or coloréddiowhen the image
is faint or misaligned due to inaccurate scanning.
o When inaccuracies occur, they must be thoroughdyremed and altered,
which takes up large amounts of time.
Original and processed documents are automatistdhed together in one file,
allowing information to be referenced effortlessly.
Elimination of manual filing and search leads tdueed departmental workload
and operational costs.
Tag Doc provides you with the ability to share yonportant document
information with ease. Digital files are easily assible through any network
terminal or remote computer, and can be sent talamice in the department or
company; such as e-mail systems, fax systems etc.
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Demonstration Overview
The Product Order

First, to create a sample purchase order, run@hedte sample purchase order”
shortcut by clicking on:

Start > Programs > Reform > Tag Doc > Order Entrydeess > Create sample purchase order

A window will appear with the default values. Ornthe sample information is ready,
Click Print. (This will be our sample order thabwd normally be sent from a
customer.)

Order Entry

Once the Purchase Order is received, the order Ineushtered into the computer
system. To do this, run “Order Entry” by clicking:

Start > Programs > Reform > Tag Doc > Order Entrydeess > Order Entry

A window will appear with the default sample valu@sce the order information is
correct, click Print.

Cover Page and Pick Ticket

When you print the order entry, it will print a GanPage, as well as a Pick Ticket.
The Cover Page is archived with the original Producer for company records.
This Pick Ticket is sent to the printer locatedhat warehouse, so that the items can
be collected and prepared for shipping. The waredomanager will then fill out the
“Picked” section, date, and sign the Pick Ticket.

Invoice and Bills of Lading

The Invoice is then made. To create a sample aevdick on

Start > Programs > Reform > Tag Doc > Order Entrydeess > Invoice Screen

Enter the sample purchase order number, and dekt:” You will now see the
Invoice screen with sample data as shown belowe@me order information is
completed click “Print.” Now that the invoice hlasen printed, it can be mailed or
faxed to the customer. At the same time, two billlading are printed. There is a
customer and an internal copy. When the ordeeliseted, the customer signs for
the items, and keeps his copy of the bill. Thernm&l copy is archived for company
records.
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Detailed Demonstration Information

The Product Order

1. First, to create a sample purchase order run tihegt€ sample purchase order”
shortcut by clicking on:

Start > Programs > Reform > Tag Doc > Order Entrydeess > Create sample purchase orde

2. A window will appear with the default sample val@ssshown below.

Order Entry System El
Order Entry System 1of1
[Purchase Order No:  |Tyz37 Date:  |oz/02/2006 ]

Shipping Information:

Company Mame: |\Furniture Stores Inc.

Shipping Contact: || arry Johnson

Address: (1111 Main St

City: |Pompton Plains State: |y | ZipCode: 07034

Shipping Method:  |Federal Express Terms: (Mgt 30 FOB: |Destination

Order Information:

Item 1 72415 Description:  |\couch - Red Quantity: |{ Unit Cost:  |{509.9g |Total: |i500.099
Item 2! |cgza7  |Descriphion:  |office Deck - Ogk | Quantity: |5 Unit Cost:  |a595.0g9 |Total: 170005
Iterm 31 | pygdies  |Descriphion:  Desk chair - Black | Quantity: |5 Unit Cost: |go.0g Total: |349.05

Approved By |Luke Wilson Purchase Order Total: |3749.40

( Print Cancel

3. Once the sample information is ready, Click Prifithis will be our sample order
that would normally be sent from a customer.)
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Order Entry

4. Once the Purchase Order is received, the order Ineushtered into the computer
system. To do this, run “Order Entry” by clicking:

Start > Programs > Reform > Tag Doc > Order Entrydeess > Order Entry

5. A window will appear with the default sample val@ssshown below.
Order, Entry System E|

Order Entry System 1ofl

[Purchase order No:  |Tyvz37 Date:  |02/02/2006 ]

Shipping Information:

Company Name: | Furniture Stares Inc,

Shipping Comtact:  |Larry Johnson

Address: 11111 Main St

City: |Pompton Plains State: |1 | Zip Code: 7034

Shipping Method:  |Federal Express Terms: |Met 30 FOB! |Destination

Drder Information:

Item 1. |7245 | Description:  |couch - Fed Quantity: |1 Unit Cost:  |{509.0g |Total: |1500,09
Item 2. |cEzar | Description: | Office Desk - Cgk | Quantity: |5 Unit Cost: 359,99 |Total: 179905
Item 30 |ayydez | DeESCription:  |Desl: Chair - Black | Quantity: |5 Unit Cost: |go,00 Total: 349,05

Approved By | uke Wilson Purchase Order Total: |2740,50

Print Cancel

6. Once the order information is correct, click PriRReform will then create a file
in theReform\SpooleDirectory. (Ex. Filename :
“OrderEntrylnformation.U3442EZO0TMVZW")
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Cover Page and Pick Ticket

7. The Reform Spooler detects the file, and attengfst a form to match. Since
there is no form with the same file name prefidodks in the file for a FormKey
to decide which form should be used.
“Demo_OrderProcess_PurchaseOrderCoverPage’s found and Reform
matches the file with the corresponding form.

8. The cover page form contains some of the ordernmé¢ion as well as a Tag Doc
Barcode. (Printout is shown below).

Furniture Makers of America

Company Name Fumiluie Stares ke

Purchaze Order No. TYZRF
Order Information

Item Description Quantity

2415 Couch - Red 1
CE2F Cifice Desk - Oak 3
BNAKT Desk Chair- Black g

SROOOOOOOTL

9. The Tag Doc script that is included with this focomnects to the SQL database
and retrieves the next possible ID number. Thedsi uses “SR” and the ID
padded with O’s to create a unique bar. The in&iom in the Order Entry as
well as the Barcode is then added to the database.
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10.The order entry is then sent to the printer with ¢bver page overlay applied.
This form will be scanned into the system with dhiginal Purchase Order to be
digitally archived. (For more information on scaiqhdocuments, please see
“Scanning Forms and Barcodes” on page 16)
a. The scanned pages use the OCRImage page procgss $bis script
creates the OCR text and lets Reform overlay ib @®DF. This allows
the PDF to be searched for words that were recedniz

Page-Process Script

C:\Program Files\Reform! ScriptshOCRImage. fbs = ,..’ Edit. ..

11.The Cover Page form is also Linked to the Pick &idlorm

Link Form Mame

Demo_orderProcess_PickTicket, FOmM = ,,a’ Edit...

12.The pick ticket form contains all of the order infation as well as the next
available ID in the database for the Tag Doc bagc¢8ample shown below)

Furniture Makers of America

% Pick Ticket
3 I_Tr’ 311 Charles St
2 4 Eattimore, MD 87925
Ship Ta Homes Shipping Methad
Furniture Stores Inc. Feders| Express
Larry Jehnsen Payment Tenms
1111 Main St =
Fosmptea Plains 18T 07034 LY
F.0.B.
Liastination
ftam Desciption f"e':';: Flekad

24L5 Cruch - Bed 1
CEE3T Office Desk - Oak 5
AWAE2 Duesle Char - Black 5

Ordar Completed by
When order is compleled send lo accounis ecemable

SE000000073

Date Cormplated

13.This Pick Ticket is sent to the printer locatedhat warehouse, so that the items
can be collected and prepared for shipping.
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14.The warehouse manager will then fill out the “Patkeection, date, and sign the
Pick Ticket. It is then scanned back into theeaysand digitally archived. (For
more information on scanning documents, pleaséS@mning Forms and
Barcodes” on page 16)
a. The scanned pages use the OCRImage page procgss $bis script
creates the OCR text and lets Reform overlay ib @®DF. This allows
the PDF to be searched for words that were recedniz

Page-Process Script

Ci\Program Files\Refarm’ ScripksyOCRImage. Fbs = ,,! Edit. ..

Invoice and Bills of Lading

15.The Invoice is then made. To create a sample aevdick on
Start > Programs > Reform > Tag Doc > Order Entrydeess > Invoice Screen

16. Enter the sample purchase order number, and diekt.” You will now see the
Invoice screen with sample data as shown belowe@me order information is
completed click “Print.”

Invoice Entry System @

Invoice Entry System Cont, 2of2
Invoice No: g5z Date: |pz/02/2006
Billing Information: Shipping Information:
Compary MName: | Furniture Stares Inc. Company Mame: | Furniture Stores Inc.
Billing Contact:  |Gary Martin Shipping Contact:  |Larry Johnson
Address: 1111 Main St Address:  |157 Robertson Way
City!  |Lincoln Park | State:  |w1 | Zip Code:  |n7oa4 City:  |Pompton Plaing | State: |n3 | Zip Code:  |o7oss

Order Information:
Item 1: |zoqs | Ordered: |1 | Picked: |1 | UnitCost: 159909 | Ta: |so.g7 | Subtotal:  [1gaz.86
Description:  |couck - Red
Item2: |cgpa7 | Ordered: |5 | Picked: |4 | UnitCostt |9s000 | T (7250 | Subtotalh  1g72 54
Description: | Office Desk - Oak
Item3:  (awargz | Ordered: |5 | Picked: |3 | UnitCostt  [sgog Tax: |17,1z | Subtotal  2s7.07

Description:  |Desk Chair - Black Shipping Cost: 00,54

Additional Information: Tatal: 3902.47

Shipping Method:  |Federal Express | Terms:  |Net30 | FOB:  |Destination
Print u Cancel

17.When the Invoice is printed, Reform takes the imfation and creates a file in the
Reform\Spooledirectory. (Ex. Filename: InvoiceEntry.U344DEJS%4)
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18.The Reform Spooler detects the file, and attengpfmt a form to match. Since
there is no form with the same file name prefidodks in the file for a FormKey
to decide which form should be useiiemo_OrderProcess_invoice”is found
and Reform matches the file with the corresponéomgn.

19.The invoice information is sent to the printer wiitie correct overlay applied.
This is then mailed or faxed to the customer.

20.The invoice form is linked to the Bill of Ladingro.

Link Form Mame

Cemo_orderProcess_BillofLading. FOM =

21.This form contains the overlay to create a Cliepycof the Bill of Lading and is
sent to the printer. The BillofLading form is lie# to a second Bill of Lading
form. (BillofLading2)

Link Form Mame

Demo_OrderProcess_RilloFLadingz , FOM =

22.The BillofLading2 form creates the Internal Copytloé Bill of Lading. This
form also has a Tag Doc barcode with the next abbalID from the database. It
is sent to the printer. This form has a link te thvoice2 form.
Link Form Name

Demo_OrderProcess_Invoice?, FOM =

23.The Invoice2 form takes advantage of the Savetd€ilpt. By setting the
directories and filename, this form saves a digitgdy of the invoice in the
specified folder. (Ex: Filename = 18502, Diregter
Reform\Data\Orders\TYZ37 .)

%rchi'ue File Hame

Bsoz g
ETFFaldar

L

Orders
ETFFDHEI‘E

E‘f =7

L4

I__IL_I__IL_I

24.Both, the customer and internal copies, of the &ilLading are sent with the
shipped items. The customer signs for the itendstla@ internal copy returns to
the company and is scanned into the system anthidijgarchived.
a. The scanned pages use the OCRImage page prodgss $tis script
creates the OCR text and lets Reform overlay ib @®DF. This allows
the PDF to be searched for words that were recedniz

Page-Process Script

C:\Program Files\Reform! ScriptshOCRImage. fbs =

For more information on scanning documents, please'Scanning Forms and
Barcodes” at the end of this document. For mdi@mation on how OCR
Overlay works, please see “OCR Overlay” at the @nithis document.
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Form Properties

Form Properties E|

Description Form Description

|OrderF‘ru:u:ess_EiIIu:uFLau:Iing |

== (Link Form Mame

- ]
— | |[Demo_CrderProcess_Invoices ,FOM = I ,_? Edit. ..

el Link Mo !Nu:urmal b | | *—E‘ Yisual Forrn Link. .. |
— Duplex Form Mame
| = | 2 ...
Form Password Confirm Password
[ ]Password on Printing
Page-Process Scripk ) /
i \Program Files\ReformScripts| TagDioZ, fbs = ,.? Edit... 4

Background Image

| 3 |

Show Image

Character-Translator Map File

| =] .2
Language | [Defaulk - |

v  OK | | X Cancel

The Form Properties window allows you to accessrsdsettings. The sections
used in this demonstration are the “Link Form Narmed “Page-Process Script.”
The “Link Form Name” enables you to have one ogetdry to print several
different forms such as Invoices or Bills of Ladinig also allows you to send the
output to different locations such as printersefor email. The “Page-Process
Script” is used in the demonstration in combinatioth Tag Doc barcodes. The
TagDoc.fbs script MUST be selected here to usd #geDoc barcodes with the
SQL database. The Edit button here allows yowstomize and edit the selected
Page-Process Script.
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Form Linking

Form Linking enables you to have one form poiranother, allowing
several forms to be applied to the same text fllkis is useful because
each form can only have one destination, and cinh@ve one overlay.
By linking forms, it allows sending the output t@@anter, fax, email, the
hard drive, or database depending on the situaticaiso allows you to
create multiple overlays for the same text file.lBking forms, it enables
you to have unlimited possibilities with documemititing.

To help understand Form Linking, imagine some form
“CustomerForm” uses “InternalForm” as its “Link FoName” in
the Form Properties window for the following. “GomerForm” is
now linked to “InternalForm.”

Now, imagine we print a Bill of Lading, and we wantopy for the
customer, as well as a copy for company recordssufe that when
we print the bill, Reform will find that it needs tise CustomerForm
Once it is done working with “CustomerForm,” it glend it to the
printer. Now, Reform follows the “Link Form Nameption and
loads the file we selected. This file we previgustt to
“InternalForm.” Reform will now use the same laifl before, but
apply the new form to it. Once Reform is dones fage will be sent
to the printer.

One text file, created from printing the bill, Has Reform print 2
different copies of the Bill of Lading. One is fitre customer to
keep, and one for our company’s recc
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Tag Doc

Tag Doc is a tool used with Reform to create ailtzetbarcodes. To use
a barcode with this script, the barcode’s ObjeanEanust be set to “ID.”
Also, the Page-Process Script must be set to tgPdafbs script file.

The Tag Doc script connects to the database.eift ¢fets the NextID,
which is the next unused number for our barcodextNt increments the
database’s NextID by one. It sets ID = SR + N2ptadded by 0’s to
create the unique barcode. The script then inflgettD, FormName,
Content, and ProcessDate into the database arekdlus connection.

ID is the Barcode number for the current form.
FormName describes the page that is being printed.
Content s all the information from the text file.
ProcessDat is the Date the order \s processe

LTI
SR00000007

The Tag Doc barcode

Sometimes typical barcodes can be unrecognizal@éadpoor quality
scans or because document print has faded. Th®dagarcode was
designed specifically for accurate barcode recagnino matter what the
conditions may be, so documents are always relidislyibuted.

Scanning Forms and Barcodes

If MOST is installed, and available, the FFS talbhe FormFiller +
collection can be used to scan any of the pages.

By using Tag Doc barcodes on forms, it enables iiRefo sort scanned
documents into their associated directories. Tthdy the scanner must
save the file as a TIFF image into the Reform\S¢aedibryl. (Default is
ScanDirectoryl, but it can be ScanDirectory2, Sceediory3 ...). Once
the file is created, the Reform spooler detec@ndl if it is a multi page
image, it will separate it into several single péfdiles. Once separated,
Reform executes BarcodeEntry.exe which finds thiedske, and saves the
number into a text file. This number is used tivh the tiff images of
the scanned pages to be added into the archivensysthe image below
describes the process in detail

For more information on Tag Doc barcodes, pleasdls®= Tag Doc manual at our
webpagehttp://www.fabsoft.com
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Scanning Forms with Tag Doc Barcodes

User with
signediupdated

doctments

-
MEF ar Scanmer

Computer rur;;u'ng Réi_‘gfm )

.ll . ImageProcess script Y

T ——————

%

Legend:
Icon | Description

)

The user scans the documents {which have been signed or written on) using @ MFP
ar scanner. Once scanned, the document pages will be saved as one TIF file. The
TIF file is dropped into & specified ScanDirectory. For instance, if location 1 is set for
ScanDirectoryl, all scanned images from location 1 will be saved in the
ScanDirectoryl folder,

O

In the ImageProcess script, ScanToReform.exe will pick up and split the large TIF file
into two parts: TIF and BAR files. The BAR files will contain the barcode data from
the corresponding TIF file. There will be one TIF and one BAR for each page in the
large TIF file. The TIF and BAR files will be placed into the ScanImages directory.

ImageProcess picks up the BAR file and extracts the document barcode data. The
barcode data is the ID of the document (in a string format). Using the ID,
ImageProcess will guery the database and retrieve the ASCII or text contents of the
report page. Once the content has besn retrieved, ImageProcess will mark the
record as "Processed” to indicate that the document has been returned to the
system.

ImageProcess will retrieve the directory path of the TIF file associated with the page
contents obtained in part C. The TIF file path and page contents are then matched
and stored into 2 Spooler file.

The ImageProcess script will repeat G and ? until all BAR and TIF files are
processed and appended to the Spocler file, The completed Spooler file is saved
into the Spooler directory.
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OCR Overlay (Optical Character Recognition)

An OCR engine attempts to scan an image file terdehe the letters that
are printed on it. In our case, we are usingéiéread by the OCR
engine to be used to search through a PDF filetlt®demonstration, we
use a Page-Process script to use OCR each page $skcahned. This
Page-Process script tells the OCR executable thgdrfile name, output
directory for the OCR text, and arguments for tetomize the output.
This script requires an image in the Reform forrbéanamed
“OCRImage” and a design label to be named with “O@/d contain the
text “ON”

For Example: FabsoftOCR.exe “C:\input\test.tif:\@uptut\” —c
In the “C:\output\” folder, there will then be ae'4t.tif.ocr” and a “test.txt”
file.

The .txt file contains all the text that the OCR)ime recognized.
The .ocr file contains the positions of the texttivas recognized.

When Reform finds these .txt and .ocr files in$hene directory as an
image that has Overlay OCR Text selected, it vatbanatically use these
files to create searchable text in a PDF (If tHedded output is a PDF).
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