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Welcome to ImageQuest!

The ImageQuegiroduct line is a complete enterprise content management system consisting of document/file
management, forms processing and workflow componeitsageQuest is designed to facilitate access to and
the distribution of documenbriented information withinyour organization.By putting documents at your
fingertips and leveraging the related data, ImageQuest will improve efficiency while helping you deliver better
service.

Informa Software has a strong commitment to customer service and product qukiityu have questions,
please contact an Informa Client Services Representative immedidtenkyou for using ImageQuest and
please share your ideas on how we can make ImageQuest better for everyone.

Please contact us below for technical support and/outrleshooting:

Toll Free:(877)4757778

Outside US: (407) 24891

Email: support@informasoftware.com
Website: http://www.informasoftware.com
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ImageQuest integrates with many different models of Hewlett Packard MFP devices by publishing a button on

the front panel of the device which allows users to easily scan documents into Image@hese documents

aresentA Y12 | dzaSNDA& LYRSEAY3I vdzSdzS 4 KS NSBe thidh&eQuésNBE (1 K S
I RYA Y A a i NYofiazondplate liBtddsuported devicasd for instructions on how to configure this

feature.

To scan withmageQues{OXPd), seleche IQmfpbutton on the front panel of the device

K2} HP LaserJet M3035 MFP | Ready Black Copies: [ | ]

ImageQuest | |
Send to RightFax. |

Scans to Imageltuest

Make copies from an original send a document to one or maore —

docurnent fax nurmbers | v |

Metwork Address ]

User:

abaker

la | More Options
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Select another user by touching thex where you see the name:

® abaker

&
Adrinistrator l
v,

jsmmith

kthormas

Cancel

C2NJ SEFYLX S AT alol1SNE Aad y2i GKS dzaSNI e2dz 6l yis

abaker:

Administrator

(@] jsmith

kthornas
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The screen should then changertdlect the newusemame

Ia| More Options

. 2dz Oy |ftaz2 asStSOoG @I NR2dza 2 LJiA 2y &hexdgfaultioiti®ns éra 2 NS  h L
shown here:

Content Orientation

Portrait

Original Size
Letter 3.5"%11"

Page 2
P Job Build
o

b2GAO0S (KIFG GKS aWw2o ThizledtRetallodd ydukia?syan muditipl@bgtchéstandR S F I dzf
combine them into one bah.
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After pressingX G I NJi, thd f@lowjhg screen will appear:

Scanning Job Build Segment...

Press "Cancel Job" to cancel entire job.

Once the scan is complete, the screen will prompt you for further actions:

Flace ariginals on glass or in document feeder, Touch "Scan” to scan each job segment.
After last segment has been scanned, touch "Finish" to process entire job.

Finish ' Seamn Cancel Job

You carpressdFinistt to send the batch to 1Q aiScam to scan more pages.



LYIF3SvdzSaid 12a SNDa

) 1AAOEOI b

IQdesktopr installed as a Windows applicatioris the primarylmageQuestomponent used to store and
retrieve documents.|Qdesktopprovidesall of the features necessary for document indexing and retrieval
includingadvanced featuresuch aslocument routng, document revisioncomplete document historgeview,
adding and viewingf notes and the ability to export documents to folders.

In additionto basic searchindrull-Text Searchis available inQdesktop MostcommonWindowsfile types such
as.txt, .doc, .pdf, and .xls documerdse compatible with FulText search after they have been indexed.

Launching 1Qdesktop

Once theuserhas scanned documenisto ImageQuestthe user maylaunchlQdesktopas showrbelow. Go to
Start > All Programsinforma Software > ImageQuest and cligklesktop.

. Games
. Informa Software
J ImageQuest
E_i ImageQuest Assistant
'l_% IQadministrator
J IQprinter
. Maintenance
. Microsoft Silverlight
. Microsoft 5QL Server 2008
. Microsoft SQL Server 2008 R2
. Micresoft Team Foundation Server 2012
. Micresoft Visual Studio 2008
. Micresoft Visual Studio 2012

| Back

| |5£:r:r'1 programs and files

Note: IfanlQ user has Single Sigdn enabledand is logged into the P&hey will be automatically logged into
IQdesktop. Otherwisethey will need to provide a username and password in order to accksageQuest

10
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The screenshdbelow shows the defaulview of the Home ribbon, which contaiascess td. v R S & indic® LJQ &
featuresh Y G KS a{ SINDKE&SI &G22N)] Cft26¢3 4bSs 520dzySyidé Ity

@ & G ImageQuest H - o n
A
& = B = 1N
2 = B =5 oS 5= 3
Quick - B Indexing Work Queue Watch  Work Queue Scan to Import  Refresh
Search r‘i lew Search Tab ueue List Search ImageQuest
T

View

Cabinet: ImageQuest  User: demo  Server: example-server.informa.local
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Indexing Queue

Indexing Queués thedza SNN&a @G22t G2 Of | &a Aafcannédydich any éxSoE¢liraged dzY Sy
and ther index values to the Cabinet;dtsoallows users to reassign document batches to otleersor roles

To view the Document Indexing scredny” @ KS & locat¥USK W/oikiloneXibbon groupand click
4 LYy RSE A ybattorvadhllaghéedbelow.

I'E-J & G ImageQuest

m [, Advanced Search F 'Té F =0 | ™
= = 2 =S =
E Saved Search - - — ik e — A
Quick ) B Indexing |Work Queue Watch  Work Queue Scan to Import | Refresh
Search fﬁ ew Searcn Tab Queus List Search ImageQuest
Search Workflow Mew Document View

NoteY ¢t KS 4&! RR 5 ddisiz¥ofisédité alldwSideds fo adil & document for indexing. See the
ImageQuest RY A Y A & (i N KahayB@serDairhk Fdidsr more information on this feature

Thelndexing Queushows all available document batches for tieerlogged intolQdesktopas illustrated
below. Document batches may be indexeatkletedor reassigned t@notheruser orrole.

@ & G ImageQuest
Home Indexing
EE All !E| iﬁi @ Find Panel 2% Clear Grouping %
- I:|n Inverse Té Auto Filter Row [ Expand all Groups
|index| |Reassion| [Delete] Print ~ BestFit Customize ~ Preview
None Grid  Columns Group By Box  [] Collapse All Groups  Columns Pane
Batch Select Grid Preview
Indexing Queue # X
Create Dat... |Page Co... = Document... |Indexing R... |Status Locked Mfp Input ... |Mfp Address |Mfp Host M... |Mfp Serial Mfp Display...
S5/15/2014 ... 1 MFP Scan Indexer v
5/15/2014 ... 3 MFP Scan Indexer L 4
5/15/2014 ... 3 MFP Scan Indexer L 4
5/15/2014 ... 3 MFP Scan Indexer LY
5/15/2014 ... 41 MFP Scan Indexer LY
5/15/2014 ... 74 MFP Scan Indexer LY 4

12
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Haome Indexing -
% EE All H:E_l — @ Find Panel 2X Clear Grouping %
gg Inverse I(- -)l Auto Filter Row [ Expand All Groups -
Index Reassign Delete oo Print Best Fit Customize Preview
oo None Grid  Columns [ Collapse Al Groups  Columns Pane
Batch Select Preview |
Indexing Queue # X -
Create Dat... |Page Co... & |Document ... |Indexing R... |Status Locked Mfp Input ... |Mfp Address |MfpHostN...
5/14/2014 ... 4 MFP Scan Indexer v
5/14/2014 ... 4 MFP Scan Indexer LY 4
< >

Cabinet: ImageQuest  User: demo

13
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Thelndexfeature allows usergo save documents imageQuestand establishheir attributes so that they can
be efficiently searched for within ImageQue3io index a batch, highlight the batch aclatk the hdexbutton
fromthed . I (rikb&régroup doubleclick the bach, or right-clickthe batch and seledndex

To reassign a batch to anotheser orrole, highlight the batch andlickthe Reassigmutton from the éBatcte
ribbon group or rightclickthe batchand selecReassign To reassign albatches, pres€trl+Ato select allnd
then selectReassign TheCtrlkey can also be used to select multiple batches.

a &S

ImageQuest m - o ES
e[t .
25 Al iy = [@ FindPanel 2 Clear Grouping %
B ~4 = |« |
; Al ; 05 Inverse = I | Auto Filter Row [ Expand All Groups
Index [Reasson | Delete Print  BestFit Customize  Preview
Mone Grid  Columns GroupByBox  [] Collapse All Groups  Columns Pane
/‘ Batch Select Grid Preview
Indexing Quete & X -
Preview
CreateDat... Page Co... 4 Document... |IndexingR... |Status Locked MfpInput ... |Mfp Address |MfpHostN... |MfpSerial  |Mfp Display... Page: 1 0w o
5/14/2014 ... 4/MFPScan  Indexer v =
SN2 B -
B Index Ctrl+|

[E§ Reassign  Ctri+Alt+R

L

5 Delete Ctrl+Alt+D

14



LYIF3SvdzSaid 12a SNDa

Ly GKS da. F G§0K wdeldvade He/dvopdodnimeni ko\sdie2t theser orRole to reassign the
selectedd 1 OK (2 I a RSY2y AlfeMatield, Bhe deagdgnni@ht buign méytbey setl under
(KS &.FG0KE NROO2Y 3INER dzLId

= Batch Reassignment
Reassign to: (| Role
|.ﬁ.dministrator -

Batches that are lodker
reassigned.

Reassign to: [ ) Fole (@) User

Administrator

Administrator
bijones
demo
dogden
tjones

Reassign to: () Role (@) User

|§tjnnes | W |

Batches that are locked by a user will not be

reassigned.

QK Cancel

By reassigninthe batchto arole, every member in that rolbas access to the document batch in theidexing
Queue By reassigning to a user, only that specifienthas access to the document batedncea user opens a
batch, it will ke locked for &clusive use for thirtyninutes. If the indexing process takes longer tttas, the
lock will beexpired and the batch will once again become available for indexing to other users in thaDrale
a batch is indexed by a user, it is no longerlabé for indexing by anyser.

15
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To delete a batch frorthe Indexing Queugight-click on the highlighted batch and sel&xlete, or highlight
the gpplicable batch(es) and seldotletefrom the Batch ribbon groupsillustratedbelow. The user will be

prompted with a confirmation window

a & 'S ImageCiuest
- [
Ez i ag A % |=| FR Find Panel 2 Clear Grouping D
3 « 3 =
B2 Irverse Y& Auto Filter Row [ Expand Al Groups: d
Index Resssign Delets Brnt  BestFit Custormize  Preview
| None Gid  Coumns [ GroupByBox  [C] Colspse Al Groups  Cokimns Pane
Selact Grid Prevven
Create Dat... |Page Co... « |Document ... |IndexingR... |Status Locked Mifp Enput ... |MiD Address | Mip HostN... |Mifp Serial Mip Display. ..
5/15/2014... L MFPScan  Indexer o
5/15/2014 ... I MFPSman  Indexer o
5/15/2014 ... 3 MFPSman  Indexer w
S/15/20H ... 3 MFPScan  Indexer v |
5/15/2014 ... 41 MFPScan Indexer v |0 Index Cul+|
5/15/2014 ... 74 MFP Scan Ingexer v (3 PReswign CtleAl+R
|IR pelete “ci-AR-D ]
L33

You have chosen to delete these batches.
Are you sure you wish to continue?

Note: Theds St S (i S pernlis§iddi& réquired to delete a batclirom the Indexing Queue

16
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ALSOATAO GAYS (KSe 45
To index one of the batches, highlight the batch and sétegxT N2 Y G KS d. | G OKé<libkh 66 2 Y
the batch, or rightclick the batch and selethdex
= & G ImageQuest
- o @ Find Panel 2 Clear Grouping T
-J |(- -)l Auto Filter Row  [=] Expand All Groups %
Reassign Print  BestFit — Customize Preview
Grid  Columns Group By Box [ Collapse Al Groups  Columns Pane
Select Grid Preview
Indexing Queue & X
Create Dat... |Page Co... 4 Document... |IndexingR... |Status Locked Mfp Input ... |Mfp Address |Mfp HostN... |Mfp Serial Mfp Display...
i5/15/2014 . AACD e Emedesene 4
] g 5 Index Ctrlel v
5/15/2014 ... a Reassign  Ctrl+Alt+R ¥4
5/15/2014 ... El Delete Cirl+Alt+D v
5/15/2014 ... v
5/15/2014 ... 74 MFP Scan Indexer iV

Note: Multiple batch selectioris NOT availablevhen indexing only one batch can bandexedat a time.

17
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The Indexer screen allows a user to view the individual pages of the batch and designate pages as the beginning
of documents for indexingSeebelowd 2 £ 2 OPafed and tKeBDodument Wndowé to 6Zoomé, dRotatet,
G t NJrySmbotre the document image.

a &S ImageQuest = - o EH

e B ~

El m 4 pan [E¥ copy from previous document
Select

E3 Apply to existing documents

Delete  Commit Cancel -
[E§ Training Mode  [55, Apply to all new documents

Batch Indexer

Indexing Queve  # X -

ages Document Type Zoom: Entire Page = Rotate 90° Print | Smooth Image

Select Document Type [¥]

(O

-

. —
informa

oftware

INVOICE

REMIT TO: INVOIKE NUMBER: 26583
nforma Software INVOICE DATE: s/12ym07

BT P T0.

oGt B Graphics
5.0, i 102332 345 ok Parkway.
Morman, OK 75432 Stibuater, D 75621

Oescripbion ity Unithrie ol

10 B30 00
10 w0 2000
20 07 15000
0 o 15000

Cabinet: ImageQuest Lk

¢ K $agét paneallows theuserto click each page number téaew each scanned page

ThedSmooth Imagé button is onby default for better image qualityout may be disabled inrder to increase
performance

To make themagelarger or smallem the document windowclick and select a size from ttioone drop
down menuas displayean the following page

18
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¢ K®artd FSI (dzNB X | lgideshi Ksrdhg abiitptd @avigate an image when the zoom function is
used andbnly part of the image can be viewed. When enabled fromrihieon, the user can use the cursor to
move across the document to find the information they are looking for.

a & S
Home Indexing
E a |§=,"’ Copy from previous document
Select E=$ Apply to existing documents

Delete  Commit  Cancel _
E"g Training Mode E‘q, Apply to all new documents

Batch Indexer

Indexing Queue & X

ImageQuest

+ Rotate 90° Print | Smooth Image

Pages Document Type Zoom: 100%
é 1 Select Document Type w

2

3

4

19

REMIT TO:
Informa Software
123 Baker Street
Orlando, FL 32810

BILL TO:
GB Graphics
P.0). B 1002337

INVOICE

INV
INV

SHIP TO:
GB Graphic:
345 Nak Par
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Click theRotate 90 button to rotate the imageas displagd on the following pageThis rotation will persist
when the page is saved imageQuest

a &S ImageQuest @ - o ES

File Haome Indexing -

El a <" Pan B Copy from previous document
Select

E% Apply to existing documents

Delete | Commit Cancel -
g Training Mode  [E) Apply to all new documents

Batch Indexer

Indexing Queve & X -

Pages Document Type

Select Document Type [+]

- [Rotate 207 ] print [ smooth Image

bW e

3N LNNOWY
ZOTNId

00TNd

o6

zosor

OI§ZE 14 ‘opuepsQ
WINS J3Neg €T
‘BuEMyOS BT
‘0L LAY

Ma—uad
A8 uad
sauden go
‘aLme

FEVSL HO 'uemuon
TEETOT ¥08 '0'd

w931 “LHM - sadeg Adoy
U1 'IHM — sadeg Ada)

948 o
iz 53
2LF 58
FE AR
g gz
L] J—
k4 o3
Route To: g ;0
g8 =5
I, 1 58 o3
8 2
Message: ~ TJQ }

Cancel

Cabinet: ImageQuest User:

Note: If FultText OCR is enabled, it is possible for a manually rotated page torlentated so that the text is
readable by the OCR engine.

20



LYIF3SvdzSaid 12a SNDa

Thed { S ff&Oréis a tool of thedQ Smart Inderr processand will be explained later in this document

To close the window and return to the Indexing Queue, E3:2 NJ LINBaa GKS &/ yOSt ¢ o d:
the attribute window To close the Inderg tabaltogether, cliclon theright of itstab asshown on the following

page Any changes made to the current batch will be lost once the Indexer is closed.

a k'S ImageQuest B -

Home Indexing

E m o pan [E¥ Copy from previous document.
Select ES Apply to existing documents
Delete Commit | Cancel

[E§ Training Mode [} Apply to all new documents
Batch \ Indexer

Pages E Document Type

Zoom: |Entire Page |v| Rotate 90° Print | Smooth Image
1 / Select Document Type
2 /
3 . ]: —
4 inrorma
INVOICE soliware
REMITTO: WVOKENUMBER 26583
lorma Seltware: WVOKEDATE 511272007
223 s Sreet
rend L 32810
BiLLTo: e To.
oK GBGraphies
.0, b 102332 545 Cal Pashusy
Horman, DX 75432 Stlbaate, 0K 75622
hem ¥ Descripton Quarity Uitz Totat
w8 Copy Faper —WHT TR 1 50 50
o o Popr ~WHT LEGAL 1 o w0
PN Pem-OLK 0 o7 15000
PN Fen-BlU m ars 15000

To begin indexing the documents in the batch, designatditeepage of the first document bselecting itusing

the <SPACEBARYhe E iconwill appear to the left of thgpage number indicating that the page is the
beginning of the documenthe sermay also designate the first page by riglitking on the document page
and selectindeginning of Documenias shown below.

Ry e ImageQuest

Home Indexing

E m 4 pan [E¥ Copy from previous document
Select

E=$ Apply to existing documents

Delete  Commit Cancel _
[} Training Mode [} Apply to all new documents

Indexer
Indexing Queue & X
Document Type Zoom: EntirePage - Rotate30° Print [ Smooth Image
1 ] leoen T I
2 2] Beginning of Document.
3 M Excludethis page.
4 Clear Selection inf(
Move Page Up Ctrl+U
INVOICE sol
s MovePage Down Cirl+D
REMITTO: INVOICE NUMBER;
Informa Software INVOICE DATE:
123 Baker Street
Orlando, FL 32810
BILL TO: SHIP TO:
68 Graphics GBGraphics
P.0. Box 102332 345 Oak Parkway
Norman, OK 75432 Stillwater, OK 75622
Item # Description Cuantity Unit Pr
76802 Copy Paper —WHT, LTR 10 25,50
76902 Copy Paper —WHT, LEGAL 10 28.00
PEN10D Pen - BLK 200 0.75
PEN102 Pen - BLU 200 0.75

21
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Inthed 5 2 O dzY S ydibp-downlLd®riy selectthe document type to designate the first page of the
document For exmple,in the screeshotbelow, thefirst pageof the document is arnnvoice.

Note: Ifthere are no document choices inthe 5 2 O dzY' S Y see thedsedfod b a | Y | Dauyhéht 5
¢eLISAaé 2 NI (efeyi Admbitrater2 dzN {

ImageQuest

[E¥ Copy from previc

ious document
[ES Apply to exis
ingMode [} Apply to all new documents

lexing Queve
Pages ocument Type Zoom| EntirePage + RotateO0° Print | Smooth Image
a1 E =
2
3
4 . f ~
INVOICE software
REMITTO: INVOICE NUMBER: 26543
Informa Softuare INVOICE DATE: 5/12/2007
123 Baker Strect
Orlando, FL 32810
BILLTO; SHIP TO:
B Graphics GBGraphics
P.0. fax 102332 315 0ak Parkuay
Horman, OK 75432 Stlwater, OK 75622
tem Description Quantity UnitPrice  Total
76801 Copy Paper = WHT, LTR 10 2550 25500
76900 Copy Paper - WHT, LEGAL 10 2800 28000
PENIOD  Pen-BIK 00 075 15000
PENIO2  Pen-BLU a0 07 15000

When a documentytpe is selected, the indexing fields for thiaicument type become accessibés showron

the next page The usermay<TAB>through the irdex fields that appear for thdocument ype; these fields are
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Indexing

@ Pan

[bl] Select

|§=,"" Copy from previous document
E=$ Apply to existing documents

Delete  Commit Cancel _
’-_'u Training Mode IE;J Apply to all new documents
Batch Indexer
Indexing Queue +& X
Pages Document Type Zoorn: Entire Page - Rotate 907
é 1 - Invoice
2
: DocumentGroup

|[None)

InvaiceMumber

Vendor

Date of Invoice

| [v[]
Amount
| [5]
|| Paid
Route To:
[v[]
Message:
Cancel | | Commit |

Cabinet: ImageQuest

6RouteToé¢ A a

User or Role to route the document tdn the screensho y
F 2 NJ { K Bthikbatehkver&dnihiited Rowa igud@adge@®ide would be

G w2 d2ieS feA ad
routed to tjione @Vork Queué ®
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Server: example

lattriBuge aviaibigfor everyDocumentTypethat allowsthe userthe option to select a
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Celete  Commit Cancel _
Eg Training Mode 5 Apply to all new documen
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Indexing
@ Fan |§=,‘|" Copy from previous docu
Select E=$ Apply to existing docume

Batch Indexer
Indexing Queue
Pages Document Type Zoom: E
=] 1 - Invoice |Imrniu:e | v |
j DocumentGroup
. |(None) [v[®]

InvoiceMumber

| 9]
Vendor
| 9]
Date of Invoice
| [v]9]
Amount
| 9]
Paid
Route To:
vlo|
E!jmin L;lier,u".ﬁ.dmini r {(User) ~ W B oute To:
jones {(Use )

Demo User/demo (User) |tm"-'IES (User) | ¥ | “ |
dogden (User) Message:
Hones (Lser)
user name User (User) Please approve for payment
GLProcessor (Role) W

| ——— |

Optionally, an email notifida A 2y Ol y 0 S &8¢ lrduiusers (if kobteddova Rols) t6 letdthem
1y26 | R20dzyYSyid KIFra 0SSy NRdAziSR (2 G(KSYdmageGé&t (G KS
| RYAYA&GNF G2ND& DAZARS T2NJ Y2NB AyTF2NNIGA2Yy ®
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oDocumentGroug is alsoa sysem attribute, but will only be available to users that are assigned to at least one
Document Group in IQadministratoDocument Groups allow users to organize documents and further restrict
access to Users or Roles in addition to the permissions shedddcument Type level. Once a Document Group

is created and Users or Roles are added, only Users or Roles in that group can assign documents to the group or
search and view documents assignedtothegroulSS dal y I 38 52 Odz¥nigeQue® NP dzLJ&a ¢ A
' RYAYAAUNFr G2NDa DdAdzZARS T2NJ Y2NB AYyF2NXYIFGA2Y 2y YIyl 3

In the example below, #indexinguserisamember® G KNBS 52 0dzySy i DNRdzLJaA > da&! (f
&t K 2¢SBadhigroup represents a regional location amel$ales Managstfor eachlocation are assigned to

their respective Document Group. The first invdgéor Orlando ansteedt (2 0SS FaaA 3¢ SR G2
group. To do this, thindexingdzd S NJ & A Y LJ & ¢a SHNROvi ali kaSh N&E 2 G/dR2S y (0 D NP dzLJ f )
process Once the document is committed, only the Sales Manadetsti | NB | 8 & A 3¥ SR NRAzLI K ¢
will be able to search and view this Invoice.

As additional documents are indexed, separate DocumentGassfgnments can be made as needed. If a

particular document does not need to be assigned to a Document Group, the user does not make a selection

and the default assignment is (None). dacument is nofassignedo a DocumeniGroup,any user or role thia

KFa LISNXAdaAzy (2 GKS 520dzvrSyid ¢@L)ls gAftf 6S o6ftS (2

If a list attribute is beingssignedand a new item must be added to the tisé.g., a newCompanymust be
added thenthe newitemmaybe RRSR Rdz2NAYy 3 AYRSEAY3I AT GKS dzaSNJ KI :
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