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• Capture Capabilities

• Document Retrieval Capabilities

• Data Entry Capabilities

G l Sh t t• General Shortcuts



CaptureCaptureCaptureCapture



Methods of CaptureMethods of CaptureMethods of CaptureMethods of Capture

• Scan

• Import

• Fax-In

P i T MAG• Print-To-MAG

• Fortis Office

• Virtual Scanner*



Capture DestinationsCapture DestinationsCapture DestinationsCapture Destinations

• In Basket

• Database



ScanScanScanScan

• Utilizes an external scanner to capture documents

• Supported Scanner Drivers:
– ISIS (Image and Scanner Interface Specifications)ISIS (Image and Scanner Interface Specifications)
– TWAIN

• Scan to In Basket or Database• Scan to In Basket or Database

• Can be scripted



Scan OptionsScan OptionsScan OptionsScan Options

• Blank page separation  (w/ threshold setting)

• Preview/ auto accept

• Read bar codes

– Document separator
– Populate index fields
– Trigger Script Managergge Sc pt a age

• Image Enhancements- improve appearance and character 
recognition

l d k h d l h l/ l l l– Includes De-Skew, Dot shading removal, horizontal/vertical line removal, 
inverse text, horizontal/ vertical registration, sand & fill smoothing…



ImportImportImportImport

• Capturing electronic files

• Import single or multiple files

• Import to In Basket or Database

C b i d d i ll h d l d• Can be scripted and optionally scheduled

• Can import documents or data & documents



FaxFax--InInFaxFax InIn

• Pulls fax images into Fortis

• Works with a fax server or fax software

• Can optionally store backups of faxes

C ll i I B k D b• Can pull images to In Basket or Database

• Can be scripted and optionally scheduled



PrintPrint--ToTo--MAGMAGPrintPrint ToTo MAGMAG

• Fortis Document printer created during Workstation SetupFortis Document printer created during Workstation Setup

• Can be used by any software that uses Windows’ printer 

driversdrivers

• Prints to a Windows directory or In Basket as a MAG file



Fortis OfficeFortis OfficeFortis OfficeFortis Office
• Allows files to be pushed into Fortis

• Can include Microsoft Office Properties- over 70 possible 
fields

• Push from Word, Excel, Outlook, and PowerPoint

• Sends to Fortis in native format

• Drag-and-Drop any file type to a desktop icon
– Desktop icons can be customized with log-on information, 

destination information, and/or index data

• Send to an In Basket or Database



Send ToSend To Dialog BoxDialog Boxgg



Fortis Virtual ScannerFortis Virtual ScannerFortis Virtual ScannerFortis Virtual Scanner

• Fortis Virtual Scanner allows users to turn the MFPs they y
already own into an invisible scanner on every user’s desktop!



Fortis Virtual ScannerFortis Virtual ScannerFortis Virtual ScannerFortis Virtual Scanner

• Fortis Virtual Scanner acts like a physical scanner

• Extends Fortis Scan Station functionality to MFPs and 
remote usersremote users
• Page separation
• Image enhancements
• OCR

• Replaces desktop scanners• Replaces desktop scanners

• Monitors network folderMonitors network folder



RetrievalRetrievalRetrievalRetrieval



QueriesQueriesQueriesQueries

• Query Types
St ti V i bl– Static vs. Variable

– Equal To vs. Contains
– Simple vs. Complex

AND OR– AND vs. OR
– Single Document Type vs. Multiple Document Types
– Query vs. Browse

I d Fi ld S h F ll T t S h– Index Field Search vs. Full Text Search
– Date Math
– Document Association (aka “Electronic Paper Clip”)

A t ti ( i 2 4)– Annotation (new in v2.4)



QueriesQueriesQueriesQueries

• Query Layout
– Remove/Add/Insert Columns
– Sort Data 
– Re-order Columns

• Quick Find Add-on

• DocAlert Add-on



Static vs. VariableStatic vs. VariableStatic vs. VariableStatic vs. Variable

• Static Queries
– Static = stays the same
– Search criteria and value do not change
– No user input required to run a Static Query

• Variable Queries
– Variable = changingVariable  changing
– Search criteria stays the same
– Search value changes based on user input each time the Query is run



Equal To vs. ContainsEqual To vs. ContainsEqual To vs. ContainsEqual To vs. Contains

• Equal To
– Value found must exactly match search value

• Search for Fortis will not find FortisWeb

– Wildcards can be used to circumvent
• * = zero to unlimited number of characters: a*b*c*d* will return abcd or 

abracadabra
• ? = one and only one character: n??ls?n will find a seven-letter word that 

begins with N, followed by two characters, then an L and an S, followed bybegins with N, followed by two characters, then an L and an S, followed by 
one character, and ending in N.  How do you spell Nielsen?

• Contains
– Value found must match or contain the search value

• Search for Fortis will find FortisWeb

– Wildcards can still be used, but are less likely to be neededy



Simple vs. ComplexSimple vs. ComplexSimple vs. ComplexSimple vs. Complex

• Simple
– A single search criteria is defined

• Complexp
– Two or more search criteria are defined
– Continuations are used to link the criteria

• AND and OR are the most common

– Parenthesis, up to nine nested levels, allow control over order of 
operation



AND vs. ORAND vs. ORAND vs. ORAND vs. OR

• AND
– Narrows the results
– Returns only the items that match all conditions

• All conditions are met

• OR
– Broadens the results
– Returns items that match one or more conditions

• Any condition is met



Single vs. Multiple Document TypesSingle vs. Multiple Document TypesSingle vs. Multiple Document TypesSingle vs. Multiple Document Types

• Single Document Type
– The Query is created to target only one Document Type

• The Document Type is a single database object, a data table in SQL

• Multiple Document Types
– The Query is initially created to target a single Document Type
– Additional Document Types are then added one at a timeyp
– Usually, but not always, the multiple Document Types have a common 

piece of data, such as a name, date, or identifying number
• This is useful for situations that call for “binders” or “portfolios”
• Examples include medical records, HR records, and mortgage or loan 

applications

– Font in tabs will appear different color if query returns document/s



Multiple Document QueryMultiple Document QueryMultiple Document QueryMultiple Document Query



Query vs. BrowseQuery vs. BrowseQuery vs. BrowseQuery vs. Browse
• Query

– A saved search

• Browse
– An ad hoc search

If the necessary Query does not exist a Browse can be run– If the necessary Query does not exist, a Browse can be run
– A Browse prompts the user to select the Folder in which to search and 

the Document Type within which to search
– A Browse prompts for user input by displaying all index fields for theA Browse prompts for user input by displaying all index fields for the 

selected Document Type being browsed
• A Full Text prompt is also included if the Document Type is a Full Text 

Document Type

– By default, a Browse performs an Equal To search on entered search 
value(s)

– By default, a Browse performs an AND search on entered search 
value(s)value(s)



Index Field vs. Full TextIndex Field vs. Full TextIndex Field vs. Full TextIndex Field vs. Full Text

• Index Field Query
– Search criteria is defined to search within the index fields of the 

specified Document Type(s)

• Full Text Query
– Searches a database built from the text content of the documents
– Only operable if 

• The Document Type has been designated as a Full Text Document Type, and
• There are indexed  text-based Assorted Other pages in the documents

– Can be combined with an index field search
– Has several expressions to allow for complex searching



Full Text ExpressionsFull Text ExpressionsFull Text ExpressionsFull Text Expressions

• % - Fuzzy – each % put in the search term, up to nine, represents one 
letter in the result term that can be different from the search term

– %com%puter

• ~ - Stemming – placed at the end of the search term, it tells Fortis to g p
locate various forms of the search term where the ending is different

– Party~ = party, parties, partier, partying

• # - Phonic – placed at the beginning of the search term, it tells Fortis p g g ,
to locate words that sound like the search term

– Rain = rain, rein, reign

• w/# - Relational – placed between search terms where # is replaced / p p
with a number indicating how close the words must be to each other 
to meet the criteria

– Network* w/3 direct* = Director of Corporate Networking p g



Full Text ExpressionsFull Text ExpressionsFull Text ExpressionsFull Text Expressions

• * - zero to unlimited number of characters
• ? – one and only one character
• AND/OR – Boolean searching as seen with complex Queries
• ( ) – Parenthetical control for order of operation as seen with complex( ) Parenthetical control for order of operation as seen with complex 

Queries



Date MathDate MathDate MathDate Math

• Accessed via the Edit Value dialog box in Query criteria
• When the [Date] button is used, the @SYSTEM_DATE@ variable is 

inserted
• Can be used alone as a static value to find items where the search 

value is “today”
• Can be used as part of a static equation where the search value is 

relative to “today”, e.g., @SYSTEM_DATE@+1y , g , _
• Can be used as part of a variable equation where the search value is 

relative to “today”, e.g., @SYSTEM_DATE@+^”Invoices due within 
the next how many days?”y y

• Date math calculates days only



“Electronic Paper Clip”“Electronic Paper Clip”Electronic Paper ClipElectronic Paper Clip

• Allows for quick retrieval q
of records associated 
with open document

• User is able to seamlessly 
get from one doc type to 
anotheranother 

• Same security 
permissions are appliedpermissions are applied



AnnotationsAnnotations

• Query annotations 
b tby type

•Query annotations 
by text

•TIP- to stay in y
annotation mode, 
hold Shift key when 
selecting annotation



Query LayoutQuery LayoutQuery LayoutQuery Layout
• Remove/Add/Insert Columns

– Define Query > Remove removes a column of data from the Query 
lresults

– Define Query > Add adds a currently-not-included column into the 
Query Results at the last position on the right
D fi Q > I t dd tl t i l d d l i t th– Define Query > Insert adds a currently-not-included column into the 
Query Results to the left of the selected column

• Sort Data
Data can be sorted in Ascending or Descending order– Data can be sorted in Ascending or Descending order

– Results can not be sorted on Multi-value fields
– The left-most sorted column is the primary sort key, the next sorted 

column to the right is the secondary sort key and so oncolumn to the right is the secondary sort key, and so on

• Re-order Columns
– Columns can be removed then inserted in a new position, 

Or select the column heading hold SHIFT and drag the column– Or, select the column heading, hold SHIFT, and drag the column 
heading to a new position



Query PreferencesQuery PreferencesQuery PreferencesQuery Preferences

• Preferences dialog box
– Query tab



Quick Find AddQuick Find Add--ononQuick Find AddQuick Find Add onon

• Allows Queries to be run from the desktop

• One desktop shortcut can access a single 
or multiple Queries

• Multiple desktop shortcuts can be createdMultiple desktop shortcuts can be created

• Each Query available via Quick Find is 
configured in a profile

• Profiles can prompt the user to log on or 
can automatically log on

• Quick Find uses a View Station license that 
is made available as soon as the user 
closes the Quick Find viewer

• Saves untold amounts of training time



DocAlertDocAlertDocAlertDocAlert
• Allows user to be notified when 

new document enters InBasket

• User can receive a visual and/or 
audio notification and icon in 
system traysystem tray

• One or more InBaskets can be 
monitored on a workstation

• Customizable notifications
– Scanned, Imported, Faxed/ 

F d dForwarded
– Check for new doc interval
– Length of display notification

• Free download



Shortcuts/ Tips & TricksShortcuts/ Tips & TricksShortcuts/ Tips & TricksShortcuts/ Tips & Tricks

Sh f k & l k• Shift key & select annotation- keeps annotation on

• Ctrl + T- Go to xx document

• Ctrl + G- Go to xx page

• Shift + Left Arrow- Goes to Previous Document

• Shift + Right Arrow- Goes to Next Document

• Ctrl + R- Related Document

• Ctrl + E- Previous Version (version controlled documents)

• Ctrl + U- Pin-Up. Opens next document in separate window



Data EntryData EntryData EntryData Entry



Methods of Data EntryMethods of Data EntryMethods of Data EntryMethods of Data Entry

• Manual
• Manual with Zoom-to-Zone Template
• OCR Template
• BCR TemplateBCR Template
• Copy to Field
• File Name Properties

Mi f Offi P i• Microsoft Office Properties
• Data Entry Assistant (DEA)
• Update Assistant (UA)



TemplatesTemplatesTemplatesTemplates

• Three types of Templates
– Zoom-to-Zone for manual useZoom to Zone for manual use
– Optical  Character Recognition (OCR)
– Bar Code Recognition (BCR)

• Used on two of the three Fortis page types• Used on two of the three Fortis page types
– Black & White Image
– Color Image



TemplatesTemplates –– ZoomZoom--toto--ZoneZoneTemplates Templates ZoomZoom toto ZoneZone

• Speeds up manual data entry by zooming into the areas (or “zones”) 
of the form associated with each index field

• Helpful on forms that do not lend themselves to OCRp
– Forms filled in by hand, like a W-2
– Forms that are multiple-generation fax and/or photocopy



TemplatesTemplates –– OCROCRTemplates Templates OCROCR

• Performs OCR on specified zones and places the text into designated 
associated index fields

• Allows for automated data capture when used…p
– With the Batch Index function
– On multiple documents opened from an In Basket
– In conjunction with Scan, Import, or Fax-Inco ju ct o t Sca , po t, o a
– As part of a Scan, Import, or Fax-In Script



TemplatesTemplates –– BCRBCRTemplates Templates BCRBCR
• Performs BCR on specified zones and places the text into 

designated associated index fields

• Allows for automated data capture when used…
– With the Batch Index function

O lti l d t d f I B k t– On multiple documents opened from an In Basket
– In conjunction with Scan, Import, or Fax-In
– As part of a Scan, Import, or Fax-In Script

• Bar code zones must include not only the bar code but enough 
space before and after the bar code

B d i l d l t i th h th iddl f th• Bar code zones can include only a strip through the middle of the 
bar code or can extend to cover the whole page

– All text will be ignored

• Generally considered faster and more accurate than OCR



TemplatesTemplates –– BCRBCRTemplates Templates BCRBCR

• Can auto-detect
C d b– Codabar

– Code 39
– Code 128

C d 39 EXT– Code 39 EXT
– Code 93
– Code 2 of 5

I t l d 2 f 5– Interleaved 2 of 5
– UPC – A
– UPC – E

EAN 8– EAN – 8
– EAN – 13

• Can also recognize
– POSTNET



Copy to FieldCopy to FieldCopy to FieldCopy to Field

• Used on one of the three Fortis page types
– Assorted Other (only text-based)

• Both the document and index fields must be viewable

• To use Copy to Field
– Hold CTRL while highlighting the text to copy to a field,
– Or highlight the text to cop to a field and select Edit > Copy > To Field– Or highlight the text to cop to a field and select Edit > Copy > To Field
– Position the mouse pointer over the destination index field
– Click



File Name PropertiesFile Name PropertiesFile Name PropertiesFile Name Properties

• Used on one of the three Fortis page types
– Assorted Other (only text-based)

• Functional only when importing directly to the database
• Fortis Document Type fields must be named appropriately to captureFortis Document Type fields must be named appropriately to capture 

specified file name information

• Based on a file called C:\FOLDER\TEST DOC the following holds• Based on a file called C:\FOLDER\TEST.DOC the following holds
– Index Field Name Index Value

File_Full_Name c:\folder\test.doc
File Name test docFile_Name test.doc
File_Location c:\folder
File_Base_Name test
File Extension docFile_Extension doc



Microsoft Office PropertiesMicrosoft Office PropertiesMicrosoft Office PropertiesMicrosoft Office Properties

• Used on one of the three Fortis page types
– Assorted Other (Microsoft Word, Excel, Outlook, and PowerPoint only)

• Must have installed Fortis Office during Workstation Setup
• Functional only when importing directly to the database or usingFunctional only when importing directly to the database or using 

Fortis Office to push directly to a database

• Examples of properties include• Examples of properties include
– Outlook Word, Excel, PowerPoint

To Title
From SubjectFrom Subject
Subject Author
CC Comment



DEA & UADEA & UADEA & UADEA & UA

• Data Entry Assistant
– Allows connection to an external ODBC data source for automatic 

population of index fields
– Requires one or more pieces of data be entered in Fortis - key field(s)
– Invoked manually, one document at a time, during “data entry”
– Used on new or existing Fortis documents

• Update Assistant
– Populates index fields with data from an ASCII file
– Requires a Fortis Query with layout to match data order to the ASCII fileq y y
– Can be scripted and optionally scheduled
– Used on existing Fortis documents



Shortcuts/ Tips & TricksShortcuts/ Tips & TricksShortcuts/ Tips & TricksShortcuts/ Tips & Tricks

• Select first document to index, then hold Shift and select last 
document allows you to open all documents at once to indexdocument- allows you to open all documents at once to index.

• Select “Use Enter to save on last field” if indexing multiple 
documents

• Ctrl + L- Custom launch. Opens another application from Fortis.

• Move Window buttons to the topp

• Select “Retain index data after save” if applying the same metadata 
to multiple documents



General ShortcutsGeneral ShortcutsGeneral ShortcutsGeneral Shortcuts
Shortcut Key Function

Ctrl + S SaveCtrl + S Save

Ctrl + F4 Close

Ctrl + P Print

Ctrl + F Fax

Alt + F4 Exit

Shift + F5 Cascade Windows

Shift + F4 Tile Windows Vertically

F1 Help Contents

Ctrl + C Copy PageCtrl + C Copy Page

Ctrl + V Paste Page

Ctrl + B Burst Page

Ctrl + X Cut Page



Shortcut Function

Ct l A S l t ll dCtrl‐A Select all records

Ctrl‐D Opens selected records

F5 Refreshes the query

Shift‐End Jumps to last page

Shift‐Home Jumps to first page

Shift‐PageDn Jumps to next pageShift PageDn Jumps to next page

Shift‐PageUp Jumps to previous page



Questions?Questions?Questions?Questions?


