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1

Introduction

The Introduction section consists of topics which will give you basic information about Sohodox.
After going through this section you should have a basic understanding of Sohodox.

New Users

« Read the topics in this section and then go through the Getting Started| 247 section.

e Once you have familiarized yourself with the Sohodox user interface, please consider regading
the following sections...

Folders [188)

Tags 204

Add a Document/ 47

Scan and Add a Document/ 61
Index Document/141)

Search a Document /2231

e You can now go through the more advanced topics like...

Document Types|i73)
Sohodox DB/2sh

Users Using version 4

e Sohodox features a completely redesigned user interface and introduces some new concepts.
We recommend that you read the Introduction to new concepts in Sohodox| 187 section, the
FAQ's for users using Version 421 section and also the What's New section before reading
other parts of this help file.

e Referring to the Getting Started| 24" tutorials will also help.

e Once you have familiarized yourself with the new user interface we would recommend reading
the following sections...

Document Types/i78)

Add a Document| 47

Scan and Add a Document/ 61
Index Document/141)

Search a Document /2231
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1.1 What is Sohodox

What is Sohodox?

Sohodox is a document management application. It provides you with all the tools and features
you will need to create, manage and query a database of all your paper and electronic
documents. Sohodox provides you with a simple platform to manage the business information
residing in your documents and move towards a paperless environment in a phased, gradual
manner.

How does it help?

Some of the benefits of using Sohodox are...

e Saving time lost filing and retrieving documents

e Minimizing space used for document storage

e Helping you in disaster recovery and maintaining business continuity
e Preserving organizational knowledge

e Quickly finding the document you need. Always!

e Securing your documents and letting you control access to them

How does it work?

You can add your existing electronic documents like MS Word (*.doc) files and Adobe PDF files
to Sohodox by simply dragging and dropping them into Sohodox. You can add your paper
documents to Sohodox by scanning them using a scanner and the built in scanning tools in
Sohodox.

Inside Sohodox, you can do one of the following (or a combination of the following) to organize
your documents...

e Arrange your documents into a hierarchy of folders
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e Attach one or more text tags (labels) to each document. You can later search for
documents containing specific tags.

e Separate documents into various types (e.g. bills, checks, letters) and store type specific
information along with each document. For e.g. you can store date and amount with each
bill and then easily find all bills greater than US $100 from January 2008.

e Link documents to each other

Sohodox features full multi-user support. This means multiple users can simultaneously access
and work with the same document database.
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1.2

1.3

What's New in Sohodox

Click here to view the What's New page on the SOHODOX web site

System Requirements

System Requirements

e Processor: 1GHz processor (2 GHz or more recommended)

Memory (RAM): 4 GB recommended
e Free hard disk space for software installation: 500 MB
e Hard disk space to store documents: Depends on the total size of the documents

e Supported Operating Systems: Windows Server 2008 / Windows 7 / Windows 8 /
Windows 8.1 / Windows Server 2012 / Windows 10 / Windows Server 2016 / Windows
Server 2019

e Microsoft .NET Framework 2.0 and 4.5.2 (If not present, it will be automatically
downloaded and installed.)

e Microsoft SQL Server Express Edition: Microsoft SQL Server 2014 Express
(Recommended) or Microsoft SQL Server 2012 Express or Microsoft SQL Server 2008
Express or Microsoft SQL Server 2016 Express or Microsoft SQL Server 2017 Express

e Microsoft SQL Server Standard or Enterprise: This feature is supported only if you
have an existing installation of SQL Server Standard or Enterprise. This needs to be
purchased separately from Microsoft. Sohodox does not ship this. Support for SQL
Server Standard or Enterprise based Sohodox DB is available as an optional paid
module.

Note: If you are upgrading from a previous version of Sohodox, you may have to install
Microsoft SQL Server Express 2014 (we provide an easy to use installer for this).
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1.4

2.1

Bug Fixes
Click here to view the Bug Fixes page on the SOHODOX web site

For users upgrading from Version 5,6,7 or 8

This section has been specially written for the reference of users upgrading from Version 5, 6, 7 or
8.

For more information, please visit the link below...

http://www.sohodox.com/support/kb/upgrading-from-previous-versions-of-sohodox

Introduction to changes in Sohodox 9
Below are changes to features that you will see in version 9 of Sohodox:
Sohodox Server

Sohodox Server is a service which runs in the background on the machine on which Sohodox is
installed in Server mode. The Server needs to be running for Sohodox Desktop Client and all other
modules including the Sohodox Mobile App to work.

e Upgrading Sohodox on the server machine

By default the Sohodox Server is configured to listen on port 7733. If you change this port
while installing the upgrade setup then you must ensure that the firewall is configured to allow
connections on this port.

e Upgrading Sohodox on the client machine

While installing the upgrade setup on the client machine, you must enter the URL of the
machine on which Sohodox Server is installed along with the port it is listening on. For
example, if Sohodox server is installed on a machine named MACHINEL1 having IP address
192.168.0.2 and listening on port 7733 then you can enter the URL of the Server in the setup
as...

http://MACHINE1:7733
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OR
http://192.168.0.2:7733

Click here[34h to learn more about Sohodox Server

Login
Sohodox Login Manager

Sohodox Login Manager lets you specify the location of the Sohodox server. It also lets you control
when and how often Sohodox Desktop Client and other Sohodox Apps should ask you to login
before allowing access.

Click here to learn more about the Login Manager
e Logout behavior has changed

Starting from Sohodox version 9, users will not be logged out of Sohodox when they close
the Sohodox Desktop Client. This is done so that the Sohodox Apps that are installed on the
machine keep running even when Sohodox Desktop Client closes.

If you would like to change this behavior, you can do so in the Options dialog in the Sohodox
Desktop Client. You can configure Sohodox to...

* Always logout

* Never logout

* Prompt before logging out

e Auto-Login & Clear password options moved

The auto login and clear password options that were available from the Options dialog
have now been moved to the Sohodox Login Manager

Folder Monitor

Folder Monitor is now renamed to Local Capture Folder. Everything else remains the same. You
will not need change any configuration. Local Capture Folder will continue to monitor the folders
that you had already configured in Folder Monitor. To add to this, the folders being monitored by
the Local Capture Folder will appear in the folder list displayed when using the Send To feature to
send a document to Sohodox.

Click herels25) to learn more about Local Capture Folder and the new_Send to (45 Sohodox feature.
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3

3.1

For users upgrading from versions earlier than version 5

Introduction to new concepts in Sohodox

This article is only intended for doQuments users (Before the release of
version 5, Sohodox was known as doQuments) .

Sohodox addresses several limitations that existed in doQuments making Sohodox a far more
flexible document management solution. This article will help users of doQuments understand
the reasons for the changes and new features added in Sohodox.

Limitations with Version 4

Earlier versions of Sohodox, allowed you to define a single set of indexing fields in a database.
You would then create a new record which could hold one or more documents and enter
indexing information into the fields defined earlier. The indexing information would apply to all
the documents in that record.

So suppose you had to manage two types of documents, checks and photographs, one
approach you could take is to create indexing fields such as...

Document Type (with ‘Check’ and ‘Photo’ as the possible values)
Keywords (which could contain text keywords related to the document)

You would then store a single document (either a photo or a check) in every record of the
database. This approach would enable you to manage documents of different types in a single
database. Having a single database for all documents is important because the user does not
have to open and close different databases in order to look for a document.

However if you wanted to store specific information for each type of document, there was no
easy way to do it in version 4. For example if you wanted to store Photographer Name and Place
Taken with each photograph and Check Date and Check Number with each Check, you could...

1) Create different databases for Photographs and Checks, with each DB containing indexing
fields specific to the type of document it was intended to hold.

OR

2) You could create all four fields (Photographer Name, Place Taken, Check Date and Check
Number) in the same DB and leave irrelevant indexing fields blank when entering indexing data
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for a specific type of document.

Another way Sohodox was used to was to manage groups of documents, where each record of
the DB contained multiple related documents and the indexing information entered was for the
entire group of documents. Examples of this would be, having indexing fields which would hold
information about a customer and then adding all documents for a customer into a single record.

The problem here was that there was no way to specify additional indexing information for
specific documents which were already part of a record. Which means it was harder to search
for and locate a particular document.

Sohodox

Sohodox significantly increases the number of ways you can index/classify a document. The
simplest method offered is of arranging documents in a folder hierarchy. Users can create as
many folders and sub folders as they want and they can also hide/share folders from/with other
users. The second easy method offered is of attaching simple text tags to documents (think of it
as attaching one or more labels to your documents). You can apply as many tags as required to
a document. You can then search for documents to which a specific tag has been attached.

For a more structured indexing approach you can use the concept of Document Types.
Document Types solve the Check and Photo problem described above. You can create two
different Document Types one for Photos (with the fields Photographer Name, Place Taken) and
one for Checks (with the fields Check Date and Check Number) in the same DB.

Another powerful feature is the ability to link any document to another document. You can have
any number of links between documents. The combination of all these features enable you to
build an extremely flexible and useful document repository.
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3.2 FAQ's for users using doQuments Professional Edition

This FAQ is only intended for doQuments users (Before the release of
version 5, Sohodox was known as doQuments) .

* What is Sohodox? What happened to doQuments Professional Edition?

doQuments Professional Edition is now renamed to Sohodox

* Can | upgrade from doQuments to Sohodox?

Yes you can easily upgrade from doQuments Professional edition to Sohodox. All your
existing doQuments DBs will be automatically migrated to the latest version of Sohodox. An
upgrade tool is available for the same.

+ Why does it look so different?

Sohodox user interface had been completely redesigned and it is now similar to the familiar
MS Outlook user interface.

+ Where have all the menus and toolbars gone?

The menus and toolbars have now been replaced with the Ribbon bar. This makes all
important tools and features of Sohodox very easily accessible.

= | can’t find the File menu

The File menu is not incorporated in any of the tabs of the ribbon bar. The File menu is
replaced with a button called the Sohodox button. You will find this button at top-left corner of
the main window. There are fewer options available from the Sohodox button compared to the
options available from File menu of version 4. Many of those options are either incorporated
in the ribbon bar or are available from the Settings pane.
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+ How do | create a new record?

There is no more a need to create a record before adding documents to it. Documents can be
directly to the database by using any method such as drag & drop, scanning, import etc..

* What is Document Type?
Document Types are groups of indexing fields specific to a particular type of document

For example a Check may need indexing fields such as Check Number and Check Date
while an Agreement may need indexing fields such as Agreement Date and Agreement Party
etc. You can create as many Document Types as you want.

Use Document Types when you need a more structured way of method of managing your
documents as compared to using Folders and Tags.

* Where is the Data Field Manager?

The Data Field manager is available as the Fields tab while creating or modifying a Document
Type. For more info see, Fields Tab (14

| can't find the Advanced Query?

Advanced Search pane is available by clicking the Double arrow button besides the Quick
Search.
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+ Where is the Storage Folder and the System folder?

The System Folder and the Temp folder are no longer used in Sohodox. The Storage Folder
is now referred as the File Store.

* Can | use my existing DB with Sohodox?

Yes you can use your existing DB's (version 4) with Sohodox but only after they have been
converted to the new format. The Sohodox DB structure is VERY different from the version 4
structure. The DB in Sohodox have .gxdb extension.

+ Where is the location.dgs/location.gxs file?

The location.dgs file is now referred to as the multi-user.gdx. The multi-user.gdx file is now
stored in the ITAZ\Sohodox folder created under the folder designated as the Common
Application Data folder in your Windows installation.

For Windows Vista/Windows 2008/Windows 7, this will be the C:
\ProgramData\ITAZ\Sohodox folder.

For Windows 2000/XP/2003 this will be C:\Documents and Settings\All Users\Application
Data\ITAZ\Sohodox

Apart from multi-user.gdx file, the config.ini file is also stored in this folder.
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4 Getting Started

You can manage your documents in Sohodox by using Tags, Folders and Document Types. We
will learn about each of them as we find the need to use them.

We will first go through the interface of Sohodox and then, learn to use it...

Sohodox Database:

Sohodox uses a database to store all the information you add to it. It refers to this database as
the Sohodox DB. When you add a file to Sohodox, it copies the file to a special folder linked to
the Sohodox DB. Sohodox refers to this folder as the File Store. Information about the newly
added file is stored in the Sohodox DB. The Sohodox DB also holds information about what tags
have been attached to the newly added file as well any indexing data entered for the file.

Starting Sohodox:

1. Click on Start > All Programs > Sohodox or double click Sohodox icon desktop to run
Sohodox.

2. The default username and password to login to Sohodox is as below...
Username : superadmin
Password : superadmin

3. By default the Main DB will be opened and the All Documents node will be displayed.

Sohodox User Interface:

This is Sohodox main window with a DB opened. The Sohodox Main window is divided into four
main parts...

1. Ribbon bar

2. Navigation Pane
3. List View Pane

4. Details View (Display) Pane
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1. Ribbon Bar:

2 User: Super Administrator
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s Disk = v 2 k4 mail 2

Sohodox user interface is similar to the familiar MS Outlook user interface. The menus and
toolbars have been replaced with a single Ribbon bar. The Ribbon bar is divided into tabs (Home
and Tools), which group related features together. This makes all important tools and features of
Sohodox very easily accessible.

The Ribbon bar can be minimized by right clicking on the Ribbon bar and selecting the Minimize
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the Ribbon option. You can also double click the ribbon bar tabs to minimize it.

For more details see Home Tabl 44, Tools Tabl 46

Sohodox Button: Use the Sohodox button to login and log out of Sohodox. You can also use
it for opening and closing a Sohodox DB.

2. Navigation pane:

Workspace «| The Navigation pane appears on the left side of Sohodox window. It gives you

| Document Types
- Saved Searches

E] A1 Documents | quick access to all the documents and data in your DB as well as the various
» [l Private Folders settings for your DB. The Navigation pane contains navigation groups (e.g.
> i Public Folders Workplace, Settings) which in turn contain navigation nodes (e.g. All
b & To Documents, Folders). Selecting a navigation node displays the related

information in the list view.

The Navigation pane can be minimized by clicking the Double Arrow on the
top right corner of the Navigation pane.

¥
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The Navigation pane has the following navigation groups...

Workspace: This is your personal workplace. The workspace initially displays all navigation
nodes (i.e. Folders, Tags, Document Types etc..) but you can customize the workspace to only
display navigation nodes which are of interest to you.

+ Workspace navigation group contains the following navigation items...
All documents: Select this node to view all documents that you are allowed to view.

Private Folders: Expand this node to view your private folders and sub folders. In this folder
you can add documents and folders that you do not want other users to view.

Create New: Click this link to create a new Folder.

Public Folders: Expand this node to view the list of shared folders and sub folders. You can
add documents and folders that you want to share with other users to this folder

Create New: Click this link to create a new Folder.
Tags: Expand this node to view the list of tags.

Create New: Click this link to create a new tag.
Document Types: Expand this node to view the list of Documents Types.
Saved Searches: Expand this node to view the list of saved searches.

Documents recently added by me: Select this node to view the list of recently added
documents.

Custom Search: Expand this node to view the queries created and saved by you

Settings: The Settings group contains navigation nodes which let you access configuration
settings for the system and the DB.

*Settings contain the following items...
System Settings: This node lists all the system settings options.

Users: Select this node to view/create/modify users.

Connected Users: Select this node to view all the users currently logged in to Sohodox.
You can also disconnect users from here.

Security Policies: Select this node to view/modify the Inactivity Timeout for the logged in
users.
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Password Policies: Select this node to view/modify the user password policies.
DB List: Select this node to view a list of DBs in Sohodox.
DB Settings: This node lists all the DB settings options.

Document Types: Select this node to create/modify Document Types /173,

File Stores: Select this node to view/modify the Storage Location of the currently opened
Sohodox DB.
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3. List View Pane: This pane lists items related to the navigation item selected in the
Navigation pane.

Document Title

Agreement 17-10-2008 14:22:51 Super Administrator

Agreement Acme

Agreement Axis Chemical 17-10-2008 14:22:51

Agreement Super Administratar
Agreement Colonial Movers Agreement 17-10-2008 14:22:51 Super Administrator
Agreement Correlian Agreement 17-10-2008 14:22:51 Super Administratar
Agreement Globo-Chem Agreement 17-10-2008 14:22:51 Super Administrator -
< | I | r

1 of 35 selected 4 4 1k K

e The order of the columns in the List View pane can be changed by dragging the column
header and dropping it to the position you want.

Document Title Owner Added On ¥ Owiner
Acme to NBT-239390 17-10-2008 15:0... S

Galaxy to NBT 985631 Check 17-10-2008 15:0... SuperAdmin
Galaxy to NBT 985637 Check 17-10-2008 15:0... Superadmin
Legitimate to NBT 78974 Check 17-10-2008 15:0... Superadmin
Legitimate to NBT 78998 Check 17-10-2008 15:0... SuperAdmin
NBET to ORM 287776 Check 17-10-2008 15:0... SuperAdmin

e To remove a column from the List View pane, right click a column header and deselect the
column.

e By default 50 items will be displayed in a single page of the List View pane. To view the
items (if any) on the other pages use the navigation buttons in the bottom right corner of
the List View pane

e You can click any column header to sort in the ascending or descending order of values in
that column.

See Also: Customizing the List View pane (345

Search: Use the Quick Search box to find items quickly. If you want to add more criteria to your
search, use the Advanced Search by clicking the double arrow.
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acme
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4. Details Pane: This pane displays details about the currently selected document in the List

View Pane.
Title:  Agreement Acme i Tags: =
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ACME Corporation

THIS DEED OF PARTNERSHIP is made at.. on this.. day of. between
M/s. A B & Co. Pvi. Ltd., a Company registered under the Companies Act, 1956,
and having its registered office at ... hereinafter referred to as the, Party of the
First Part. and M's. X ¥ Z & Co. a Company registered under the said Act and
having its registered office at ... hereinafter referred to as the 'Party of the
Second Part',

WHEREAS both the parties of the First Part and of the Second Part are,
under their respective Memorandum of Association, entitled to carry on the

business of producing electricity and supplying the same to any area

AND WHEREAS both the Parties of the First Part and Second Part are
entitied to enter Into partnership with any person or persons including a company
for camying on the business authorised by their respective Memorandum of

Associafion.

AND WHEREAS the parties hereto have proposed to set up in joint
collaboration a plant to produce electricity and supply the same to the town of ...
and to enable them to pool together their finances and technical expetise they
have therefore proposed to enter into a partnership.

AND WHEREAS the parties have obtained license or permission of the
Govwt. for producing and supplying electricity to the said town.

AND WHEREAS it is, therefore, propesed to enter into this deed of
partnership containing the terms and conditions agreed upon betwesn the

parties

Bl

m

=

Ea eeso o oo [rlaes §
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For more info see, Document Details window/108

Now, that you are familiar with the Sohodox user interface you can start using Sohodox or you
can continue with the tutorial 3.

Copyright © Sohodox 2000 - 2019



32

Sohodox Help

4.1

Managing your documents

In Sohodox you can manage your documents using any of the following methods...
e Folders
e Tags
e Document Types

You can also use a mix of the above methods.

Folders

This is the simplest and easiest way of managing your documents. You can create a folder
hierarchy and then place the documents in the appropriate folders. You can also import your
existing folder structure from Windows Explorer by dragging and dropping the folder structure
onto a folder in Sohodox. The dropped folder, all it's sub-folders along with any files in them will
get added to Sohodox.

The folder structure in Sohodox is stored inside a database and is therefore very fast. Viewing
folder contents, moving documents between folders or moving folders themselves is very fast.

There are two types of folders:

Private Folders

Any folders and sub-folders a user creates under the Private Folders node are termed as
that user's private folders. Each user has her own set of Private Folders which are not visible
to any other user (except the superadmin). Any documents you add to a private folder are
considered private documents. Private documents are not visible to other users (except the
superadmin). Also you are set as the owner of any documents you add. An owner of a
document can modify or delete that document.

You can change ownership of a document, by assigning the document to another user. In
this case the document becomes the other user's private document and is no more visible to
you.

Public Folders

You can make a document public by moving it from your private folder to a public folder.
Any folders and sub-folders a user creates under the Public Folders node are termed public
folders. Public folders are visible to all users. Any documents you add to a public folder are
considered public documents. Public documents can be viewed and modified by any user.
Public documents can only be deleted by the owner of the document (or by the superadmin).

Any public document that you own, can be made private again by moving it to any of your
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private folders.

Documents you directly add to the All Documents node, a Tag node or a Document Type
node are considered your private documents

Tags

Tags are keywords that can be attached to documents. You can attach multiple tags to each
document. Tagging is a quick way of indexing your documents. Documents can be searched,
sorted or grouped based on their tags.

Sohodox supports Dropbox integration through a pre-configured Dropbox tag. You can configure
Sohodox to automatically sync all documents that have been assigned this tag with the Dropbox
folder on your machine. Once synced, Dropbox on your machine will automatically sync those
documents to your Dropbox account online as soon as the machine connects to the Internet.

In a lot of situations you will find just using the combination of Folders and Tags to be a very
powerful way to manage your documents.

Document Types

Document Types allows you to use a more structured approach to manage your documents.
Using Document Types, you can store specific indexing information with each document (for e.g.
store Invoice Number, Invoice Date, Invoice Amount with each stored Invoice and store Sender
Name, Date with each stored Letter).

The main advantage of this approach is that detailed information about each type of added
document can be captured by creating very specific data fields. Doing this also increases the
number of ways you can look for documents.

Sohodox ships with a few Document Types built-in such as Invoices, Checks etc.. ready for your
use. If required you can easily modify these Documents Types by adding additional indexing
fields or removing any existing indexing field. You can also delete any of these Document Types
if you do not intend to use them. You can also create entirely new set of Document Types more
suited to the type of documents you wish to manage.

Linking Documents
Another way to organize documents is to link them to each other. You can link any document to
multiple other documents. All links are two way - so if you link link a check to an invoice, when
you open the invoice you will see the link to the check and when you open the check you will see
the link to the invoice.

Bulk Import
You can use the Import data feature to quickly import all the required documents into the DB
from CSV files. For more info see, Import data from a CSV file|s17)

For any help regarding this, contact us at support@itaz.com with your requirements. We will be
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glad to help you choose the right approach.

4.2  Security Basics

Users

Sohodox lets you create as many users as you want*. For each user you must provide at least a
user name and an email id. The user name is used for logging in to Sohodox and is case-
insensitive. E.g. If your user name is JOHN you can login in as john, John or JOHN. Ideally a
password must be provided for each user though it is not compulsory to do so (i.e. you can leave
the password blank).

A Sohodox user can add/modify/delete all items (i.e. Documents & Folders) in the database, that
they own. A user becomes owner of an item (i.e. Document or Folder), when the user creates
that item or when an item is assigned to the user.

*Though Sohodox lets you create as many users as you want, it controls how many users can be
simultaneously logged in at any given time. The maximum number of users that can be
simultaneously logged in at any given time is based on the number of licenses purchased by the
user.

Owner

A user becomes the owner of an item (for e.g. Document or Folder) when the user creates/adds
that item. The user also becomes the owner of an item when that item is assigned to the user by
another user.

Private and Public Folders

In Sohodox, you can have two types of folders, Private folders and Public folders.

Private Folders

Any folders and sub-folders a user creates under the Private Folders node are termed as
that user's private folders. Each user has her own set of Private Folders which are not visible
to any other user (except the superadmin). Any documents you add to a private folder are
considered private documents. Private documents are not visible to other users (except the
superadmin). Also you are set as the owner of any documents you add. An owner of a
document can modify or delete that document.

You can change ownership of a document, by assigning the document to another user. In
this case the document becomes the other user's private document and is no more visible to
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you.

Public Folders

You can make a document public by moving it from your private folder to a public folder.
Any folders and sub-folders a user creates under the Public Folders node are termed public
folders. Public folders are visible to all users. Any documents you add to a public folder are
considered public documents. Public documents can be viewed and modified by any user.
Public documents can only be deleted by the owner of the document (or by the superadmin).

Any public document that you own, can be made private again by moving it to any of your
private folders.

Private Documents

Documents you directly add to the All Documents node, any private folder node, a Tag node or a
Document Type node are considered your private documents. You are also set as the owner of
these documents. You can modify, delete or share (i.e. make public) any document you own.

You can move your private documents to any public folder to share them with other Sohodox
users. These user can then view and modify (but not delete) these documents. You can also
move any public document you own, back to a private folder to make it private again.

Public Documents

Public documents can be viewed and modified by all Sohodox users. Any documents you drag &
drop from outside (e.g. from Windows Explorer) to a public folder in Sohodox, are considered
your public documents. You are also set as the owner of these documents.You can view, modify
or delete public documents that you own, while other users can only view or modify these
documents.

You can also make any of your existing private documents public by moving them to any public
folder. You can move any public document you own, back to a private folder to make it private
again. Public documents are marked with the shared icon.

Password Policies

Maximum password age
Use this policy to set the maximum number of days after which a user's password will expire
and will have to be changed. If you want the password to never expire, set this value to zero.

Minimum password length
Use this policy to set the minimum number of characters that a password must contain.
Sohodox will not allow any user to set a password that is shorter in length than this value. If
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you do not want to set a minimum value then set this value to zero.

Maximum Logon attempts

Use this policy to set the maximum number of consecutive failed logon attempts before
Sohodox disables the user account. A disabled account can be enabled by the superadmin
user. If you do not want to set a maximum logon attempts limit then set this value to zero.

Security Policies

Inactivity Timeout

The Inactivity Logout policy allows you to set a time limit for application inactivity. So, if the
logged in user remains inactive for the specified time period then user is automatically logout
from the system. This can be used to terminate the connection to Sohodox which appears to
be logged in, in case of improper shut down of user machine.

Never logout
Check this option if you want do not want inactive users to be automatically logged out of
Sohodox

Application Inactivity time out
Enter the number of minutes to set the time limit for application inactivity.

Allow Remember Password and Auto-Login
Use this policy to allow users to use the Remember password option on the login screen.

This policy also allows users to choose to automatically login to Sohodox on Windows
startup.

4.3  Working with Sohodox

Working with Documents

When you start Sohodox, the default node selected is All Documents. You can change the
default node that is selected on startup from the Options window (Sohodox button > Options).

The All Documents node displays all documents that the currently logged in user is allowed to
view. By default 50 documents are displayed in the List View pane. To view more documents
use the navigation buttons at the bottom of the List View pane. To view documents as
Thumbnails click the Views button that is located towards the left of Search box and then choose
Small Thumbnails, Medium Thumbnails or Large Thumbnails. Select the List View option from
the Views drop-down to view documents as a list.
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Details of the document selected in the List View pane are
displayed in the Details pane. You can also double-click any document in the List View pane, to
open it in a separate window called the Document Details window.
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Document Details Window

The Details window has the actions toolbar on top, towards the right is the Annotation toolbar
and at the bottom is the Image toolbar. The document title is displayed in the Title box. Modify
the text in this box, to change the document title. Tags can be added to a document using the
Tags box. You can also remove existing tags using this box. Use the Navigation buttons on the
top right corner of the Details window to go the next or previous document. Use the Navigation
button on the Image toolbar to navigate between the pages of the document.

On the left side of the Document Details window there are tabs, they are Information, Pages,
Notes, Links and Other Details.

e Information: The Information pane displays the Document Type of the document
as well as the indexing information entered for the document. You can add or
modify the indexing information from this pane.

Related Folder: If the document is stored in a folder, then the name of that
folder is displayed in this box. You can also change the document's folder
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using this box.

e Pages: The Pages tab displays all the pages of the document as thumbnails. The
Pages panel also displays any Bookmarks created in the document. Thumbnails for
certain file types will not be displayed.

¢ Notes: The Notes tab displays the notes or comments entered by users, regarding
the document.

e Links: The Links tab displays the documents that are linked to the document. You
can also link the document to another document from this pane.

e Other Details: The Other Details tab displays additional information about the
document.

Close the Document Details window.
We will now create a folder and then add a document to our new folder.

To create a folder, expand the Folders node and click Create New. A new folder will be created,
enter a name for the folder and hit the Enter button. The new folder will be created and
automatically selected.

Now on the Home tab, click the Add from disk button. The Add Files window will now be
launched. Select one or more files that you want to add and click the Open button. The
documents will now be added to Sohodox and will be listed in the new folder.

The simplest way of adding a document to Sohodox is by dragging and dropping the document
on the All Documents node, on any Folders node, on any Tag node or on any Document Type
node. You can also drag text from any source e.g. MS Word, PDF, Web page or from your email
and drop it in Sohodox to automatically save it as a new file. Documents can also be added by
using options like the Find and Add and Scan options. If you are have an existing Folder
structure that you use to manage your documents, you can use the Add Folders from Disk option
to import the entire folder structure along with documents to Sohodox. You can also import
multiple documents along with their indexing information from a CSV file.

Document Types: Double click the document that you just added to the folder to open it in
its Details window. In the Information pane, you must have noticed that there are no indexing
fields. This is because no Document type has been set for this document (see Managing your
documents| )

Now, in the Information tab select a Document Type for the document. You can create a new
Document Type, if the document does not belong to the types that are listed in the Document
type drop-down. Document Types can be created from Settings node of the Navigation pane.

To view documents based on their types, in Sohodox main window expand the Document Types
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node in the Navigation pane and select a document type (e.g. Invoice). All the documents that
have their Document Type set to Invoice will now be displayed in the List View pane.
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All the actions that are required to work with documents are available

on the Home tab or on the right click menu of the list view pane. These are some of the actions
that are available from the Home tab.

Email: Select the document(s) and click the Email button on the Home tab or right click
document(s) in the List View pane and select the Email option to mail documents.

Fax: Select the document and click the Fax button on the Home tab. Documents can also
be faxed by right clicking the document and selecting the Fax option.

Print: Select the document(s) and click the Print button on the Home tab or right click
document(s) in the List View pane and select the Print option to print documents.

You can use the Annotation toolbar on the right bar of the Details pane to mark,
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highlight certain part of the document. You can also zoom, rotate or flip a document by using the
Image toolbar at the bottom of the Details pane.

Use the Full text feature to search for text in a document. The Full
Text Search feature works by extracting text from documents that you add to a Sohodox DB and
then indexing the text.

To extract text from document(s) right click that document and select the Extract and Index
option.

Text extraction is done by using OCR (for image files) and IFilters (for other file types) installed
on the user's machine. IFilters act as plug-ins and are a part of Microsoft Indexing Service (they
are also used by Windows Desktop Search). For Sohodox to be able to extract text from a file of
a particular format, an IFilter for that file format must be installed on the user's machine.

OCR is done by using the built-in OCR engine or it can be also done by using the Microsoft OCR
engine (to use this feature you must have Microsoft Office Document Imaging installed). Use the
Options window (available by clicking the Sohodox button) to select your default OCR engine.

That's It! Now, that you are familiar with Sohodox you can go ahead and start adding
documents to it. We recommend you first learn to add documents and then learn things like
creating Document Types.
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4.4

Where does Sohodox store all my data?

Where does Sohodox Store all my Data?

Sohodox stores it's data inside the Sohodox DB. The Sohodox DB is linked to a Windows folder.
Any files you add to the Sohodox DB are copied to this folder.Sohodox refers to this folder as the
DB's File Store[2961. All indexing information you enter is stored inside the Sohodox DB. The DB
also contains information which links the indexing information with the correct document in the

file store. So when you try to open a document in Sohodox, its indexing data is retrieved from the
DB and the document is retrieved from the File Store.
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File Store

Related Topics
What is a Sohodox DB?[285)
Create a File Store[zeh)
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4.5

Home Tab

The Home tab provides quick access to the most common tasks that you will need to perform
with your documents. Tasks that are related to each other are grouped in the Home tab. The
Home tab is spilt into groups, they are as follows...

Sohodox - Sample DB.gxdb e
Tools 2 User: Super Administrator

New Scan  Add From Open  Delete Print  Export =S Fax  Assign Layout Refresh

S I [P

Add Group

The Add group consists of various options to add a document to a Sohodox DB. This group
consists's the following buttons...

New: Click this button to add a new document.
+ The New button has the following options...
Document: Select this option to create a new document.

Document using Template: Select this option to create and add documents using a template.
Document Type: Select this option to create a new Document Type [173),

File Store: Select this option to create a new File Store 2901

Scan: Click this button to scan and add documents| 77,

Add from disk: Click this button to add documents from disk.
* The Add from disk button has the following option...
Find and add: Select this option to find documents on disk and add| ss1it to the Sohodox DB.

Add Folders from Disk: select this option to add folders from disk!/s27to the DB.
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Edit Group:

The Edit group consists of various options to edit a document. This group consists the following
buttons...

Open: Click this button to open a document.
* The Open button has the following options...

Associated Application: Select this option to open the document in its associated document.

Selected Application: Select this option to select an application to open the document.

Delete: Click this button to delete a document.

Collaborate Group

The Collaborate group consists of options which can be used to move documents from one
location or person to another. This group consists the following buttons...

Print: Click this button to print the data that is displayed in the List View| 23" pane.

Print Documents: Click the Print drop-down and select the Print Documents option to print
documents.

Export: Click this button to export the data that is displayed in the List View pane. For more
details see Export data|sof

Export to CD/DVD: Click the Export drop-down and select the Export to CD/DVD to export
data to CD/DVD.

E-mail: Click this button to e-mail documents.
Fax: Click this button to launch Sohodox Fax Add-on.
Route: Click this button to launch Sohodox Workflow Add-on.

View Group

The View group consists of options to change the layout view. This group consists the following
buttons...

Layout: Click the Layout drop-down and select the option as per your choice to change the
view.

Refresh: Click this button to refresh the display grid.
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4.6

Tools Tab

The Tools tab consists of tools that can be used to import documents from other applications
into Sohodox, it also consists of tools that can be used to customize Sohodox interface as well
as your Sohodox account as per your needs.

Template
Manager

Destination
Profiles

Import

Multi-user
DB

Convert DB

Export
Configuratio
n

Email
Capture

Capture
Folders

Click this option to add, modify or delete a template.

Click this option to configure Sohodox to save documents to a particular folder
with preset indexing information like tags, document type, data fields etc. The
profiles can be selected at the time of adding documents to Sohodox without
needing to enter destination details every time.

Click this option to import indexing data and/or documents from any delimited
text file to a Sohodox DB

Click this option to configure the Sohodox DB for multi-user scenario

Use this option to convert your Access based DB to SQL Express.

Click on this option to export the 'multi-user.gdx’ file

Use this option to capture email from your Email Client.

Use this options to add documents automatically from watched folders.
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5 Add a document

Topics Covered
1. Drag and drop a document| 48"
2. Add documents from disk/ 49

3. Add existing folder along with the files from disk/ 52
4. Find and Add documents| 531

5. Drag and drop text from a document/ s

6. Drag and drop image from a web page/ 6o

a7
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5.1

Drag and drop a document

You can add documents by dragging and dropping them to a Sohodox DB.

To Add Documents by Dragging & Dropping:
1. In Sohodox, select the All Documents node in the Navigation|261 pane.

2. Using Windows Explorer select the files you want to add and drag & drop them in the
List View pane.

Note: Once the documents are added, you will get a confirmation message box asking you
whether you want to delete the added files from the original location (on the disk). If you
want to delete the added documents then click the Yes button if not then click No.

e By default 50 documents are displayed on the List View pane. If you have added more
than 50 documents they will be moved to the next page. To view the documents displayed
on the next page use the Navigation buttons below the List View pane.

e You will be the Owner of the documents, that you have added.

e By default documents added to Sohodox can only be viewed and modified by the owner/
creator i.e. other Sohodox users will not be able to view documents added by you unless
you share that document [125)

e You can click the Edit button f bl to edit the scanned document in the Image Editor .
Using the Image Editor window! 721 you can resize, crop and rotate a document.

e Dragging & dropping email messages as well as email attachments from Microsoft
Outlook, Microsoft Outlook Express and Thunderbird 9.x is supported. Sohodox also
supports preview of .msg files imported from MS Outlook.

Related Topics

Drag and drop text from a document/ss"
Find and Add a document]| 55

Scan multiple single paged document/ 7"
Share documents
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52 Add documents from disk

You can add documents to a Sohodox DB by clicking the Add from Disk button of the Home tab.

To Add Documents from Disk:

1. In Sohodox, select the All Documents node to add the documents.

2. Click the Add from disk button of the Home tab. The Add Files window will now be
launched.

3. Select one or more files that you want to add and click the Open button on the Add
Files window. The documents will now be added to Sohodox.

Note: Once the documents are added, you will get a confirmation message box asking
you whether you want to delete the added files from the original location (on the disk).
If you want to delete the added documents then click the Yes button if not then click No

By default 50 documents are displayed in the List View pane. If you have added more than
50 documents they will be moved to the next page. To view the documents displayed on
the next page use the Navigation button below the List View pane

By default documents added to Sohodox can only be viewed and modified by the owner/
creator i.e. other Sohodox users will not be able to view documents added by you unless
you share that document [125)

You can click the Edit button f bl to edit the scanned document in the Image Editor.
Using the Image Editor window! 721 you can resize, crop and rotate a document.

You can click any column header of the List View to sort documents in the ascending or
descending order of values in that column.

You can add your entire folders structure along with the documents on your disk that you
use to organize your documents. For more info see, Add the existing folder structure along
with files from disk/ 71

Related Topics

Find and Add a document]/ss’

Set a Document Type of a Document /185
Enter Indexing Information for a Document /168
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Drag and drop text from a document
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5.3 Advanced File Addition dialog

You can now add documents using the Advanced File Addition dialog instead of the old Add from
Disk dialog. (This feature is supported from Sohodox v11 or above)

To enable this option:
1. In Sohodox, click the Sohodox button (the round button on the top left) >> Options.
2. Click on the 'Advanced..’ button.

3. Select the File selection dialog. Click the Edit button on the right. The 'Advanced
Settings Editor' dialog will be launched.

4. In the drop down, select 'Advanced File Addition dialog'.
5. Click OK.

6. Click Close on the 'Advanced Settings Editor' dialog.

7. Click OK to close the Options dialog.

To Add Documents :

1. Select the All Documents node to add the documents.

2. Click the Add from disk button of the Home tab. The Sohodox Uploader window will
now be launched.

3. Click on 'Select files'. Select one or more files that you want to add and click the Open
button on the Add Files window. (You can also drag and drop files or folders from
Windows Explorer to the 'Drop files here' box).

4. You can also select a Destination Profile (2781 on the right pane to categorize your
documents.

5. Click on the Upload button. The documents will be added to Sohodox.
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5.4  Add adocument to Sohodox drive
You can add documents by dragging and dropping them to Sohodox drive.

To Add Documents by dragging and dropping to
Sohodox drive:
1. Start Windows Explorer and click on My Computer. A list of drives will be displayed.

2. Double click the Sohodox Drive icon. If you have already logged in to Sohodox once or
Sohodox is running, the drive will open without a login confirmation or else you will be
prompted to enter the Sohodox credentials.

3. Double click on the MainDB to which you want to add documents. The DB will open
listing Documents, Tags and Folders.

4. Double click on Documents.

5. Using Windows Explorer select the files you want to add and, drag & drop them in the
Documents pane. The documents will now be added to Sohodox.

Note:

Adding files directly to the drive will always leave the file in the original location even
though you have specified the option to 'Delete files from original location' after adding.

Notes:
¢ You will be set as the Owner of the documents, that you have added.
e You can add documents to the Folders and Tags.

5.5 Add your existing folder structure along with files from disk

You can add the entire folder structure (on your local machine), that you use to organize your
documents to the Sohodox DB.

To Add Existing Folder Structure along with Files to the
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Sohodox DB:

1. In Sohodox, click the Add from disk drop down and select the Add Folders from disk
option on the Ribbon bar. The Add Folders from disk window will be launched.

~ :

+ |7
Add From Open  Delete
Disk =

A Find and Add
A= Add Folders from Disk[}s

2. Check the folder or folder structure that you want to import to Sohodox from the Choose
folders from disk pane.

3. Select the Import files and folder tree option to import both the files and the folder
structure to Sohodox.

4. Check the Use exceptions option to use exceptions (optional).

You can use Exceptions to exclude or include particular file or file types to the Sohodox
DB. For e.g. If the folder that you have selected contains pdf, doc, tiff, jpeg files and if
you only want to add .DOC files to the DB, then you can use an exception which will add
the .DOC files and exclude the remaining files.

* Follow these steps to use Exceptions

a) Click the Exceptions button to add exceptions. The Exceptions window will be
launched.

b) Select the Do not add these files tab to specify the file or file type you want to
exclude and then click the Add button. For e.g. if you do not want to add .PDF files,
then type *.PDF in the text box and click the Add button to add it to the list.

c) Select the Add only these files tab to specify the file or file type you want to include
and then click the Add button. For e.g. if you only want to add .DOC files, then type
*.DOC in the text box and click the Add button to add it to the list.

d) To remove an Exception from the list, select it and click the Remove button.
e) Click OK button to close the Exceptions window.

6. Click the Preview button to view the folder structure and the files that are going to be
imported to the Sohodox DB.

7. Click the Add button to add the folder structure and the files to the Sohodox DB.
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Note: Once the documents are added, you will get a confirmation message box asking
you whether you want to delete the added files from the original location (on the disk). If
you want to delete the added documents then click the Yes button if not then click No.

8. Click the Close button to close the Add Folders from disk window. Now, navigate to the
Folders node in the Navigation|261 pane to view the folders along with the documents.

9. You can now set the Document Type [173), of these documents.

¢ You will be the Owner of the documents that you have added.

e By default documents added to Sohodox can only be viewed and modified by the owner/
creator i.e. other Sohodox users will not be able to view documents added by you unless
you share that document]123,

e You can add only the folder structure (without the documents) that you use to organize
your documents, to the Sohodox DB. For more info see, Add existing folder structure to
Sohodox DB/198)

e If you are a Paperport user, then see Import data from Paperport/323) to import your
documents from Paperport to Sohodox.

Related Topics
Edit a document /120

Find and Add a document]/ss’

Drag and Drop a Folder|1961
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5.6

Find and Add documents

You can search for documents on your disk and add them to Sohodox by using the Find and
Add option.

To Find Documents and Add them to Sohodox:

1. In Sohodox, click the Add from disk drop down and select the Find and Add option on
the Ribbon bar. The Find and Add Files window will be launched.

F 0]

Add From Open  Delete
Disk =

[ 2. Findand Add '
42 Add Folders from Disk

2. Click this button besides the Look in box of the Find and Add Files window, to select the
folder in which you want to search the documents. This will bring up the Browse for
folder window. You can also type in the location of the folder in the Look in box.

3. Select the folder and click OK. The folders location will be displayed in the Look in box.

4. Type all or part of the file name in the Search for box to search that file in the selected
folder. The name can contain wildcard characters (* and ?).
* Click here to know more about using wildcard characters

A wildcard character is a keyboard character such as an asterisk (*) or a question mark
(?) that you can use to represent one or more real characters when you are searching for
files or folders. Wildcard characters are often used in place of one or more characters
when you don't know what the real character is or you don't want to type the entire name.

Asterisk (*)

You can use the asterisk as a substitute for zero or more characters. If you're looking for
a file that you know starts with gloss but you can't remember the rest of the file name,
type the following:

gloss*

The Find and Add window will locate all files of any file type that begin with the word
gloss including Glossary.txt, Glossary.doc, and Glossy.doc.
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To narrow the search to a specific type of file, type:
gloss*.doc

In this case, the Find and Add window will find all files that begin with gloss but have the
file extension .doc, such as Glossary.doc and Glossy.doc.

Question Mark (?)

You can use the question mark as a substitute for a single character in a name. For
example, if you typed gloss?.doc, the Find and Add window would locate the file Glossy.
doc or Glossl.doc but not Glossary.doc.

5. Check the Include Sub-Folders option to search for files within sub- folders (if any), of the
selected folder.

6. Now, click the Search button. The files that match your search criteria will be listed in the
List of files to be added pane.

7. Uncheck the Clear previous search results option if you want the list of files returned by
the new search to be added to the list of the files returned by a previous search.

8. Click the Browse and Add button to select any additional files that were not found in the
search(optional). The selected files will be listed in the List of files to be added pane.

9. In the List of files to be added pane check the files that you want to add and uncheck
those files that you do not want to add to the Sohodox DB.

a) Click the Select All button to select all the files in the List of files to be added pane.

b) Click the Select None option to uncheck all the files in the List of files to be added
pane.

10.Check the Use exceptions option to use exceptions (optional).

You can use Exceptions to exclude or include particular file or file types to the Sohodox

DB. For e.g. If the folder that you have selected contains pdf, doc, tiff and jpeg files.

However, if you only want to add .DOC files, then you can use an exception which will

add the .DOC files and exclude the remaining files.

* Click here to learn to use Exceptions

a) Click the Exceptions button to add exceptions. The Exceptions window will be
launched.

b) Select the Do not add these files tab to specify the file or file type you want to exclude
and then click the Add button. For e.g. if you do not want to add .PDF files to the List
of files to be added pane, then type *.PDF in the text box and click the Add button to
add it to the list.
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c) Select the Add only these files tab to specify the file or file type you want to include
and then click the Add button. For e.g. if you only want to add .DOC files to the List of
files to be added pane, then type *.DOC in the text box and click the Add button to add
it to the list.

d) To remove an Exception from the list, select it and click the Remove button.
e) Click OK button to close the Exceptions window.

11.Specify the location to add the selected files in the Destination tab (optional). You can
also use a Destination Profile (275 from the Select a Destination Profile drop down to
specify the location to add the selected files.
* Follow these steps to specify the Destination for the selected files

a) Click this P button besides the Choose a Folder box to select a folder to add the
selected files.
* The Folder Selection window will be launched.

i. Select a folder from the list. You can use the Search box to search a folder.

ii. Click the OK button to select the folder. The selected folder will now be displayed in
the Choose a Folder box.

b) You can add Tags [2041 (keywords) to the selected files in the Attach Tags option. You
can type as many tags you want by using a semi-colon to separate them.

c) Set the Document Type /174 of the document, from the Set a Document Type drop
down. For e.g. Set the Document Type to 'Invoice' if the selected files are invoices.

12.You can also link the selected files with other documents by using the Links tab.
* Use the Link to existing Documents box to link the selected files to existing documents

a) Click this et button besides the Link to existing documents box. The Look Up window
will be launched.

b) Select Documents option from the Look in box and type all or part of the file name in
the Look for box.

c) Now, click the Find button. The documents that contain the word that you have
entered in the Look for box will be displayed in the Search Result list.

d) Select the document that you want to link with the selected files and add it to the
Selected Files list.

e) Click the OK button to link these documents.

Note: You can add more links by clicking this button and you can break a link by
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clicking this E] button.
Also see, Link one Document with another Document /127

13.Now, click the Add button to add the selected documents to the Sohodox DB.

Note: Once the documents are added, you will get a confirmation message box asking
you whether you want to delete the added files from the original location (on the disk). If
you want to delete the added documents then click the Yes button if not then click No.

14.Click the Close button to close the Find and Add window.

e You can add your entire folders structure along with the documents on your disk that you
use to organize your documents. For more info see, Add the existing folder structure
along with files from disk |52}

e By default 50 documents will be displayed in the List View pane. If you have added more
than 50 documents they will moved to the next page. To view the documents displayed on
the next page use the Next button below the List View pane.

e By default documents added to Sohodox can only be viewed and modified by the owner/
creator i.e. other Sohodox users will not be able to view documents added by you unless
you share that document 125

¢ You will be the Owner of the documents that you have added.

Related Topics
Find document quickly /223

Share documents/123)

Enter Indexing Information for a Document /168

Drag and drop text from a document|ss’
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5.7 Drag and drop text from a document

You can also drag and drop text from a document and add that text as a document in Sohodox

To Create a New Document by Dragging and Dropping
Text:

1. In Sohodox, select Workspace > All Documents in the Navigation| 27 pane.

2. Select the text from a file for e.g. MS Word (.DOC) files, Web Pages (HTML) files or
email messages

3. Drag this text and drop it in the List View pane. A new document will be created
containing the text you selected.

Note: Once the documents are added, you will get a confirmation message box asking
you whether you want to delete the added files from the original location (on the disk).
If you want to delete the added documents then click the Yes button if not then click No

You will be set as the Owner of the documents, that you have added.

You can click the Edit button f — to edit the scanned document in the Image Editor .
Using the Image Editor window! 721 you can resize, crop and rotate a document.

By default documents added to Sohodox can only be viewed and modified by the owner/
creator i.e. other Sohodox users will not be able to view documents added by you unless
you share that document 125

You can also drag & drop text to a folder, tag or document type node in Sohodox.

Related Topics

Drag and Drop a document]/ 48"

Drag and drop image from a web page/ 6"
Share documents/123)
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5.8 Drag and drop image from a web page

You can also drag and drop text from a document and add that text as a document in Sohodox

To Create a New Document by Dragging and Dropping
an image from a web page:

1. In Sohodox, select Workspace > All Documents in the Navigation| 27 pane.

2. Drag any image from a web page opened in a web browser and drop it in the List View
pane. The image will be added to Sohodox.

Note: Once the documents are added, you will get a confirmation message box asking
you whether you want to delete the added files from the original location (on the disk).
If you want to delete the added documents then click the Yes button if not then click No

This feature works with Internet Explorer and Google Chrome. It may not work with all
browsers.

Due to the way some web pages are built you may not be able to drag and drop all
images from a web page.

e You will be set as the Owner of the documents, that you have added.

e You can click the Edit button f — to edit the scanned document in the Image Editor.
Using the Image Editor window! 721 you can resize, crop and rotate a document.

e By default documents added to Sohodox can only be viewed and modified by the owner/
creator i.e. other Sohodox users will not be able to view documents added by you unless
you share that document 125

e You can also drag & drop text to a folder, tag or document type node in Sohodox.

Related Topics

Drag and Drop a document]/ 48"

Drag and drop text from a document/ss"
Share documents/123)
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5.9 Replace document from disk

You can replace a document from the Sohodox DB with another file on the disk by using the
Replace from disk option.

To Replace Document from Disk:

1. In Sohodox, select the document to be replaced from the List View|2d1 pane.
2. Right click that document and select the Replace from disk... option.

3. The standard Windows File Open dialog will be launched.

4. Select the file you want to use to replace the document.

5. Now, click the Open button to replace the document.

6. The replacement file will be displayed (previewed) in the display pane.

e You can create a new document by dragging and dropping text from an RTF file to
Sohodox. For info see Create a New Document |18},

Related Topics
Drag and Drop a document]| 48"
Drag and drop text from a document/ss’

6 Scanning Documents

Topics Covered
. For Users upgrading from version 7.6 or earlier| 63
. Scanners & TWAIN compliance| 64’
. Scan Window|es1

. Image editor Window/ 721

. Scan and add a single document/ 77

o o~ W N P

. Scan multiple single paged document/ 79"
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7. Scan All pages as One Document| &2’

8. Scan documents with fixed number of pages| e’

9. Scan document with variable number of pages| 8’

10.Scan a color document/ 31

11.Insert a page to a multi-paged document/ 6"

12.Save the frequently used Scan settings as Scan Profile| 98

13.Replace Document by Scanning/ioh

14.Automate the Scan Process|1ol
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6.1  For Users upgrading from version 7.6 or earlier

If you have upgraded from version 7.6 or earlier, you will see the following changes in the
scanning features in Sohodox:

Current Scan Settings Summary

A summary of the current scan settings is displayed below the Scan Profile drop-down. So when
you choose a profile, you can see a quick summary of the scan settings stored in the selected
profile. If after you select a profile, you make some changes to any of the scan settings, then the
summary will be updated to show the changed settings.

You can now automatically despeckle scanned images during the scanning process

A new option has been added to automatically despeckle the scanned image during the
scanning process. When you select this option before scanning a document, it will remove noise
(tiny black spots) from the scanned image.

Virtual Duplex Scanning mode
Sohodox can handle duplex scanning even if your scanner does not have built-in support for
duplex scanning.

DPI settings are now adjusted depending on the scanner

Prior to version 7.6, Sohodox used to support a fixed set pf DPIs (150, 200, 300) for all types of
scanners. Now the DPI will be shown depending on the scanner. If your scanner supports 600
dpi, you can scan the document using this DPI.

Better quality Black and White scanning
The quality of Black and White scanned images is now better than in the previous versions.

Scan Preview window offers 2 view options

The Scan Preview window now allows you to select a Page view (each scanned page displayed
as a single thumbnail) or Document view (each scanned multi-page document displayed as
single thumbnail) of the scanned documents.

Separator pages (Blank page or Barcode) now made clearly visible in the Scan Preview
window

Separator pages (Blank page or Barcode) are now displayed in the Scan Preview window so you
can see if a non-separator page has been wrongly detected as a separator page.

Reverse of scanned documents now made identifiable
When documents are duplex scanned, the Scan Preview window makes it easy to differentiate

between the front and reverse of the document. It displays the reverse of the page with this
icon at the bottom left of the page preview.
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6.2

Some scan settings can now be changed after pages have been scanned

You can now now choose the file format in which to save scanned documents even after you
have scanned your documents. Based on the file format you choose you can also specify if you
wanted the documents to be saved as single page document or multi-page documents.

Example:

If you have scanned 4 pages and selected the format as JPEG then Sohodox will create 4
different documents of one page each. But if you choose PDF or TIFF, you choose to save all 4
pages as a single multi-page file. When you change file format settings (or single/multi-page
settings), Sohodox will rearrange the documents in the preview pane so it is easy to see how the
pages will be saved.

Scanned documents now added based on last set file type settings

In previous versions of Sohodox, you could scan multiple documents each with a different file
format in the same scan session. From version 8, however, the scanned documents are added
to Sohodox based on the last set file type settings.

Example:

If you have scanned 2 pages of different file formats (first a PDF and then a JPG) in the same
scan session and now want to add them, Sohodox will add the documents as 2 different JPG
files because the last selected file type was JPG. In the previous versions, it would have added
the documents as one PDF and one JPG file.

Scanners & TWAIN compliance

Is Sohodox TWAIN complaint?

Sohodox is TWAIN compliant. That means it lets you scan documents directly in to the
application. For this feature to work properly you must have a TWAIN compliant scanner (most
scanners are TWAIN compliant). The scanner drivers must be correctly installed on your
machine. You must also ensure that the scanner is connected to your PC and switched on
before you attempt to scan documents in to Sohodox.

Sohodox also support scanners with an ADF (Automatic Document Feeder) attachment. Such
scanners allow users to place a stack of documents on the scanner/ADF tray. These documents
are then automatically picked up by the ADF and fed to the scanner without requiring manual
intervention. ADF scanners are extremely convenient if you need to scan a lot of documents.
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Sohodox also supports duplex scanning (if your scanner supports it). Even if your scanner does
not support duplex scanning, you can scan both sides of the document using Sohodox's Virtual
Duplex Scanning mode| ¢4,

6.3 Scan Window

Use this window to scan and add paper documents to the Sohodox DB. The Scan Window also
allows you to modify the scanned image before it is saved to the Sohodox DB.

Scan Tab:

Use the Scan tab to start the Scan process. The Scan tab contains the following options.
Select a Scan Sohodox uses Scan Profile to simplify the process of scanning and saving
Profile paper documents. Scan Profile is a collection of frequently used settings

which can be saved and reused to scan a document. Instead of specifying
these settings every time you scan and save a document, you can specify
these settings once and save them as a Scan Profile.

e Click the drop down to select a Scan Profile.
e To save the frequently used scan settings click the Save button.
e Click the Delete button to delete a Scan Profile

By default the following Scan Profiles are available...

Black & White Document (Single Sided): This option should be
selected if you want to scan a single sided document to a black and
white image.

Black & White Document (Double Sided): This option should be
selected if you want to scan a double sided document to a black and
white image.

Grayscale Document (Single Sided): This option should be selected if
you want to scan a single sided document to a grayscale image.
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Select a
Scanner

Show
scanner
interface
before
scanning

Start Scan

Grayscale Document (Double Sided): This option should be selected
if you want to scan a double sided document to a grayscale image.

Color Document (Single Sided): This option should be selected if you
want to scan a single sided document to a color image.

Color Document (Double Sided): This option should be selected if
you want to scan a double sided document to a color image

The following profiles from older versions have been discontinued from
version 8 onwards...

Black & White - A4 - Tiff - 150 DPI: Use this Scan Profile to scan a single page
document as a black & white Tiff document at 150 DPI.

Black & White - A4 - Tiff - 150 DPI - Multi-Page: Use this Scan Profile to scan a multi-
page document as a single black & white Tiff document at 150 DPI.

Black & White - A4 - PDF - 150 DPI: Use this Scan Profile to scan a single page
document as a black & white PDF document at 150 DPI.

Black & White - A4 - PDF - 150 DPI - Multi-Page: Use this Scan Profile to scan a
multi-page document as a single black & white PDF document at 150 DPI.

OCR Friendly: Use this scan profile if you want to OCR the document after the scan.

Grayscale - PNG - 200 DPI: Use this Scan Profile to scan a single page document as
a grayscale PNG document at 200 DPI.

Color Photograph - JPEG: Use this scan profile to scan a document as color JPEG
photograph.

The name of the currently selected scanner (or other imaging device) is
displayed in this box. To change the selected scanner click the drop down
to select the scanner (TWAIN compatible) you would like to use for
scanning.

Check this option if you want the user interface of your scanner driver to be
displayed while scanning.

Click this button to scan your document.

Once the scanning is completed successfully the document image will be
displayed.
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Settings tab:

Use the settings tab to set the scan settings. The Settings tab contains the following options.

Select a Scan
Profile

Select a
Scanner

Select Scan
Area

Use
Document
Feeder

Scan Both
sides

Automatically
deskew
scanned
image

Sohodox uses Scan Profile to simplify the process of scanning and saving
paper documents. Scan Profile is a collections of frequently used settings
which can be saved and reused to scan a document. Instead of specifying
these settings every time you scan and save a document, you can specify
these settings once and save them as a Scan Profile.

e Click the drop down to select an existing Scan Profile.
e To save the frequently used scan settings click the Save button.
e Click the Delete button to delete a Scan Profile

The name of the currently selected scanner (or other imaging device) is
displayed in this box. To change the selected scanner click the drop down
to select the scanner (TWAIN compatible) you would like to use for
scanning. Instead of a scanner you can also choose the Import Scanned
Eiles[ 4 from Folder option. Choosing this option will allow you to directly
import existing scanned images to the Scan Window.

From the drop-down list, choose the size of the page you are scanning. If
you want to specify co-ordinates to scan only a part of the page, then click
the Options... button. Clicking the Options... button will launch the Scan
Area window.

If you do not wish to select a specific page size then select the Scanner
Default option.

Check this option if you want to scan documents placed in the ADF
(Automatic Document Feeder) tray of your scanner. This option only has
effect if your scanner has an ADF attachment.

Check this option if you want to scan both the sides of the document.

Please note that duplex scanning is a scanner dependent feature. If your
scanner supports duplex scanning then Sohodox will support it.

If your scanner is not a duplex scanner, then you can still perform a duplex
scan using the Virtual Duplex Scanning| 4 feature.

Check this option to auto-straighten scanned documents that are tilted.
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Automatically
despeckle
scanned
image

Check this option to remove noise (tiny black spots) from the scanned
documents. The despeckle option can remove the tiny black spots from the
scanned image that are usually caused by the dust particles on the paper or
scanner's glass.

Select a File Type Use this option to select a file type, to save the scanned document. For e.g.

Select color
depth

Set scan DPI
(Dots per
inch)

If you want to save the scanned document as pdf select the PDF option
from the drop down. In Sohodox, you can scan and save a documents as
TIFF, JPG, PNG, BMP, PDF. The Documents and Pages options are
shown only if the file type selected is either TIFF or PDF. That is because
you can save multi-page documents only in these file types from among
those supported by Sohodox.

Settings: Click this button to view the settings available for the selected File
type. The following options are available based on the File type you have
selected...

Compression

Controls the compression level (if supported by the Image Type) to be
used when saving the scanned image. Higher the value chosen, smaller
the saved file will be. Choosing a higher compression level may adversely
affect the quality of the scanned image.

Quality

If you selected JPEG file type then you can control the quality of the
scanned documents. If you want a good scanned image to be of a good
quality then increase its quality percentage. Higher the value chosen,
larger the saved file will be.

This setting controls the amount of color that must be captured during the
scanning process.

This setting controls the amount of dots which must be captured per inch of
the document being scanned. Generally the higher this value is, more will
be the detail captured. However the quality of the scanned image mainly
depends on the quality of the document being scanned and in some cases
choosing a higher dots per inch value may not have any effect of the quality
of the image. DPI settings in Sohodox are adjusted dependent on the
scanner.

Normally a value of 300 is good enough to scan a color photograph, while a
value of 150 should provide a good quality scan of a text document.

The dots per inch value plays a big part in determining the file size when the
scanned image is saved as a file. The higher this value is the larger will be
the size of the saved file.
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Scan single

page
documents

Scan multi-

page
documents

Blank page
threshold

Not all scanners can support very high dots per inch values.

This option is only available if Use document feeder option is checked.
Select this option if you want to scan multiple single page documents.

This option is only available if Use document feeder option is checked.
Select this option if you want to scan multi paged documents. If you select
this option the options below will get enabled...

Scan all pages to one documents
Select this option if you want scan all the pages as a single document

Number of Pages per document

Select or enter the number of pages for each document. For example if
you will be scanning 10 documents and you specify the number of
pages per document as 2, then Sohodox will create a total of five
documents with two pages each.

Documents are Separated by

Select this option if you will be separating documents by placing a Blank
white page or a Document Separator between them. Sohodox will
separate a document every time it encounters a blank white page or a
Document Separator. You can print a separator page by clicking the Click
here to print Document Separator Page link.

The blank white page detection feature depends on the quality of the
scanner and the quality of the blank white page used and therefore in some
cases may not work correctly.

If you have specified that pages for each document are separated by a
blank white page, then specify the threshold value Sohodox should use
while detecting blank white pages. You can enter any value from 0 to 10.

When a blank white page is scanned, it may not scan as pure white
because of dust particles etc... To accommodate for this Sohodox will
disregard a certain amount of non-white pixels while trying to determine that
the scanned page was a blank white page. The tolerance for non-white
pixels is controlled by the threshold value. The higher the threshold value,
greater the tolerance for non-white pixels will be.

If you set this value too low then Sohodox may classify some blank white
pages as non-blank pages. If you set this value too high then non-blank
pages (for e.g. a page with a single line of text) may get detected as blank
pages. Since a wrong detection at any stage of the batch scan means that
all subsequent pages will be saved incorrectly, we recommend that you do a
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test run to find out the best value for your scanner. You must choose the
lowest value which works correctly for you.

Image Toolbar:

The Image toolbar has the following buttons...

f Click the Edit button to edit the scanned document in the Image Editor . Using the
Image Editor window| 72" you can resize, crop and rotate a document. You can save
the modifications made to a document from the Image Editor

| Click the Delete button to delete the selected scanned document.

['j Click the Merge button to merge two or more scanned pages

- . Use this button to select the type of preview you want to see - per page or per
document.

oo . Use this button to view the thumbnails of the scanned document.

Destination tab:

Use the destination tab to set the location to save the scanned documents in the Sohodox DB.
The Destination tab has the following options.

Document Title  Use this option to enter the Document title of the scanned document.

Select a Use this option to select or create a Destination Profile|279.
Destination
Profile

Choose a Folder Use this option to select a folder to save the scanned documents.
Attach Tags Use this option to Tag|205 the scanned documents.

Set a Document Use this option to the Document type /174 of the scanned documents.
Type

Links tab:

Use this tab to link the scanned images with other documents
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Link to existing  Use this option to link the scanned documents with the existing documents.
documents

Security tab:

Use this tab to secure the scanned document. The Security tab has the following options:

Assign to Use this option to Assign 125 the scanned document to another user.

Related Topics

Scan and add single document/ 77

Scan documents with fixed number of pages| se’
Scan documents with variable number of pages/ s’
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6.4

Image Editor Window

Use this window to edit image files. The Image Editor Window allows you to modify the
displayed files and save it back to the Sohodox DB.

Toolbar:

[ 1 2ave and clase | Use this button to Save the modifications made to the document and save it

[

-

Image Toolbar:

=

back to Sohodox.

Click the changes to revert the modifications made to the document.

Click the Scroll Mode button to activate the scroll mode.

In the scroll mode you can scroll the displayed image in any direction if the
size of the document exceeds the size of the display area. To scroll the image
press the left mouse button and then move the mouse in the direction you
want to scroll keeping the left mouse button pressed.

Click the Zoom button to activate the zoom mode.

In the zoom mode you can...

Zoom Out (shrink the image) by pressing the left mouse button and moving it
in the upward direction.

Zoom In (enlarge the image) by pressing the left mouse button and moving it
in the downward direction.

Click the Select button to activate the select mode.

In the select mode you can select any area of the displayed image by pressing
the left mouse button and then moving the mouse keeping the left mouse
button pressed.

Click the Magnify button to activate the magnify mode.

In the magnify mode you can magnify any area of the displayed image by
moving the mouse pointer to that area and pressing the left mouse button.
The area remains magnified only till the left mouse button is pressed. You can
move the mouse while the left mouse button is pressed to magnify other parts
of the displayed image.

Copyright © Sohodox 2000 - 2019



Scanning Documents 73

&,

100 =

A

¢
+ %
=]

1) Adjustments ~

Using the magnify mode is very similar to using a magnifying glass to read a
paper document.

Click the Zoom In button to enlarge the displayed image.

Click the Zoom Out button to shrink the displayed image.

Select the Zoom from this drop down.

Click the Actual Size button to reset the image to its original size.

Click The Fit Width button to resize the width of the image to fit the width of
the Display pane.

Click Fit to Window button to resize the image to fit entirely in the Display
area.

Click Rotate Clockwise button to rotate the selected scanned document
clockwise.

Click Rotate Anticlockwise button to rotate the selected scanned document
anti-clockwise.

Click the Flip Vertical button to flip the selected document vertically.
Click the Flip Horizontal button to flip the selected document horizontally.

The adjustment drop-down has the following options.

Brightness: Click this option to adjust the brightness of the currently
displayed image

Contrast: Click this option to adjust the contrast of the currently displayed
image.

Hue: Click this option to change the hue of colors of the currently displayed
image.

Saturation: Click this option to change the saturation of colors of the currently
displayed image.

Gamma: Click this option to adjust the intensity of colors in the currently
displayed image by changing the gamma constant that is used to map the
intensity values.
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Grayscale: Click this option to change the currently displayed image to a 8-bit
grayscale image.

Halftone: Click this option to display the Halftone sub-menu. The Halftone
method changes the currently displayed image to a halftone image. A halftone
image is a 1-bit image which has been dithered for black and white printing or
display. If the image is originally 1-bit but is not blank & white then this method
changes it to a black and white image.

Sharpen: Click this option to increase or decrease the sharpness of the
currently displayed image.

De-skew: Click this option to de-skew a scanned document. The De-skew
option can be used to auto-straighten a tilted scanned image.

De-speckle: Click this option to de-speckle a scanned document. The De-
speckle option can remove the tiny black spots from the scanned image that
are usually caused by the dust particle on the paper or scanner's glass.

7 Click the Eraser Tool button to erase areas of the scanned image.
-[;_-I: Click the Crop button to crop the current image to the shape and size of the

selection. This option is only available when a part of the image has been
selected using the selection tool

=2 Click Resize button to resize the current image. This is not the same as
zooming in and out of the image. The image will be re-sized permanently.

E Click the Copy button to copy the selected area on the document.

= Click the Print button to print the selected document

Annotation Toolbar:

The annotation toolbar is located on the extreme right of the Document Details| 201 pane.

'\_' Use this button to draw lines or underline (2601 text.
3 Use this button to draw rectangles st

o Use this button to draw ellipses or circles.[261)
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.| Use this button to highlight/2sh texts.

Use this button to add notes 262 to the document.

B Use this button to insert a bookmark 2651 on the document.

@ | Use this button to insert stamps 265 on the document.

'gf/  Use this button to insert signature |23 on the document.

Delete all annotations on this page: Use this option to delete all the annotations

on the currently displayed page.

Delete all annotations on the document: Use this option to delete all the
annotations the document.

@ Use this button to toggle the annotation's User Information.

Pages pane:

The pages only appears for a multi-page tiff and PDF file (created by Sohodox). In this pane you
can view the thumbnail of each page of the multi-paged document. You can also add additional
pages to this multi-paged document, delete pages or change the order of the pages of this multi-
paged document. The following options are available on the Pages pane.

.,;: Use this button to insert a page to an existing multi-page file

fi = Use this button to move a page.

E. Use this button to delete a page.

Copyright © Sohodox 2000 - 2019



76 Sohodox Help

6.5 Quickly Scan and Add documents

You can use the Scan button to quickly scan documents to the Sohodox DB.

Scan and add a single page document:
R

1. In Sohodox, select the Home tab and click the Scan button - . The Scan Window/es1
will now be launched.

2. Place the document in the Flatbed/ADF of the scanner.

3. Select a Scan Profile (E.g. Grayscale document (Single Sided)) from the Select a scan
profile drop-down.

4. Select a scanner from the Select a Scanner drop down.

5. Click the Start Scan button to scan the document. The scanned document will now be
displayed in the Preview pane of the Scan window.

6. Click the Add and Close button. The single page document will be displayed in the All
Documents node in Sohodox.

You can use the Scan button to quickly batch scan multiple single paged documents to the
Sohodox DB.

Scan and add a multi-page document:
>

1. In Sohodox, select the Home tab and click the Scan button g . The Scan Window/ &3
will now be launched.

2. Place a stack of documents in the ADF of the scanner.

3. You can select a Scan Profile (E.g. Grayscale document (Single Sided) )from the Select a
scan profile drop-down.

4. Select a scanner from the Select a Scanner drop down.
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5. Click the Start Scan button to scan the document. The scanned documents will now be
displayed in the Preview pane of the Scan window.

6. Click on the Add and Close button. The multi-page document will be displayed in the All
Documents node in Sohodox

6.6 Scanning (Detailed Step by Step Instructions)

6.6.1 Scan and add a single document

You can use steps below to scan, edit and index single page documents.

To Scan, Edit and Index single page Document:
>

1. In Sohodox, select the Home tab and click the Scan button B . The Scan Window/ es1
will now be launched.

2. You can select a Scan Profile from the Select a scan profile drop-down.
3. Select a scanner from the Select a Scanner drop down.
4. Click the Start Scan button to scan the document. The scanned document will now be

displayed in the Preview pane of the Scan window.

5. You can click the Edit button f to edit the scanned document in the Image Editor| 72\,
Using the Image Editor window|721you can resize, crop and rotate a document.

6. You can specify the location to add the scanned document in the Destination tab
(optional). You can also use a Destination Profilel28 from the Select a Destination
Profile drop down to specify the location to add the selected files.

* Follow these steps to specify the Destination of the scanned document

a) Enter a name for the scanned document in the Document Title box. If you leave
the Document Title blank then the system will generate a title for the scanned
document.

b) Click this P button besides the Choose a Folder box to select a folder to add
the scanned document.
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+ The Folder Selection window will be launched.
i. Select a folder from the list. You can use the Search box to search a folder.

ii. Click the OK button to select the folder. The selected folder will now be
displayed in the Choose a Folder box.

c) You can add Tags |20 (keywords) to the scanned documents in the Attach Tags
option. You can type as many tags you want by using a semi-colon to separate
them.

d) Set the Document Type 175 of the scanned document, from the Set a Document
Type drop down. For e.g. Set the Document Type to 'Invoice' if the scanned
document is a invoice.

7. You can also link the scanned document with other documents by using the Links tab.
* Use the Link to existing Documents box to link the scanned document to existing
documents

a) Click this et button besides the Link to existing documents box. The Look Up window
will be launched.

b) Select Documents option from the Look in box and type all or part of the file name in
the Look for box

c) Now, click the Find button. The documents that contains the word that you have
entered in the Look for box will be displayed in the Search Result list.

d) Select the document that you want to link with the scanned document and add it to the
Selected Files list.

e) Click the OK button to link these documents.

Note:
You can add more links by clicking this button and you can break a link by clicking

this E] button.
Also see, Link one Document with another Document /1271

8. Click the Security tab if you want to assign the document to another user as soon as it is
scanned. You can search for the user by clicking this et button in the Assign to: field.

9. Now, click the Add button to add the scanned document to the Sohodox DB. The
scanned document will now be added to the location that you have specified in the
Destination tab.
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9. Click the Close button to close the Scan window.

e Check the Show scanner interface before scanning option if you want the user interface of
your scanner driver to be displayed while scanning.

e You can create a Scan Profile[278) to save the frequently used scan settings. Also see,
Destination Profiles |2z

e You can use the Settings tablé71to change or set the scan setting.

Related Topics
Scan document with variable number of pages/ s
Scan documents with fixed number of pages| es’

6.6.2 Scan multiple single paged Documents

You can use the Scan button to batch scan multiple single paged documents to the Sohodox
DB.

To Scan, Edit and Index multiple Single paged
Documents:
R

n

1. In Sohodox, select the Home tab and click the Scan button B . The Scan Window/ es
will now be launched.

w

2. Select a scanner from the Select a Scanner drop down.
3. Click the Settings tab to set the scan settings.

4. Select the scan area from the Select scan area drop-down to choose the size of the page
you are scanning. If you want to specify co-ordinates to scan only a part of the page, then
click the Options... button. Clicking the Options... button will launch the Scan Area
window.

5. Check the Use document feeder option to scan documents placed in the ADF (Automatic
Document Feeder) tray of your scanner. This option only has effect if your scanner has
an ADF attachment.
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6. Select the file type from Select the file type option to save the scanned document. For
example, if you want to save the scanned document as pdf select the PDF option from
the drop down.

7. Select the color you want to scan in, from the Select color depth drop-down.

8. Set the scan DPI (Dots Per Inch) from the Set scan DPI option. The Dots Per Inch| e
option controls the amount of dots which must be captured per inch of the document
being scanned.

9. Select the Scan multi-page documents option and then select the Scan single page
documents option to scan multiple single paged documents.

10.Click the Start Scan button to scan the documents. The scanned documents will now be
displayed in the Preview pane of the Scan window.

11.You can click the Edit button f to edit the scanned document in the Image Editor| 72\,
Using the Image Editor window! 721 you can resize, crop and rotate a document.

12.You can specify the location to add the scanned documents in the Destination tab
(optional). You can also use a Destination Profile[278) from the Select a Destination
Profile drop down to specify the location to add the selected files.
* Follow these steps to specify the Destination of the scanned document

a) Enter a name for the scanned documents in the Document Title box. The documents
will have same name followed by a suffix. For e.qg. if you entered Acme Invoice, then
the scanned document will be named as Acme Invoicel, Acme Invoice2, Acme
Invoice3 and so on.

If you leave the Document Title blank then the system will generate a title for the
scanned document.

b) Click this P button besides the Choose a Folder box to select a folder to add the
scanned document.
+ The Folder Selection window will be launched.
i. Select a folder from the list. You can use the Search box to search a folder.

ii. Click the OK button to select the folder. The selected folder will now be
displayed in the Choose a Folder box.

c) You can add Tags 208 (keywords) to the scanned documents in the Attach Tags
option. You can type as many tags you want by using a semi-colon to separate them.

d) Set the Document Type 175 of the scanned document, from the Set a Document Type
drop down. For e.g. Set the Document Type to ‘Invoice' if the scanned document is a
invoice.
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13.You can also link the scanned documents with other documents by using the Links tab.
* Use the Link to existing Documents box to link the scanned documents to existing
documents

a) Click this et button besides the Link to existing documents box. The Look Up
window will be launched.

b) Select Documents option from the Look in box and type all or part of the file name in
the Look for box

c) Now, click the Find button. The documents that contains the word that you have
entered in the Look for box will be displayed in the Search Result list.

d) Select the document that you want to link with the scanned documents and add it to
the Selected Files list.

e) Click the OK button to link these documents.

Note:
You can add more links by clicking this button and you can break a link by

clicking this E] button.
Also see, Link one Document with another Document /1271

14.Click the Security tab if you want to assign the document to another user as soon as it is
scanned. You can search for the user by clicking this P button in the Assign to: field.

15.Now, click the Add button to add the scanned documents to the Sohodox DB. The scanned
documents will now be added to the location that you have specified in the Destination tab.

16.Click the Close button to close the Scan window.

e Check the Show scanner interface before scanning option if you want the user interface of
your scanner driver to be displayed while scanning.

e You can create a Scan Profile[278) to save the frequently used scan settings. Also see,
Destination Profiles [279)

e You can use the Settings tab/&71to change or set the scan setting.

¢ In the Settings tab, the display of options upon checking the Use document feeder
checkbox depends on the file type selected and not upon checking the document feeder
checkbox. This means you can scan multiple single pages even with a flatbed scanner, if
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the file type supports it (e.g. TIFF or PDF).

Related Topics
Scan documents with fixed number of pages| 3"
Scan document with variable number of pages/ s’

6.6.3 Scan all pages as One Document

You can use the Scan button to batch scan documents to the Sohodox DB.

To Scan all Pages as One Document:

v:\

ca

1. In Sohodox, select the Home tab and click the Scan button | - . The Scan Window/ 63
will now be launched.

E]

2. Select a scanner from the Select a Scanner drop down.
3. Click the Settings tab to set the scan settings.

4. Select the scan area from the Select scan area drop-down to choose the size of the
page you are scanning. If you want to specify co-ordinates to scan only a part of the
page, then click the Options... button. Clicking the Options... button will launch the Scan
Area window.

5. Check the Use document feeder option to scan documents placed in the ADF
(Automatic Document Feeder) tray of your scanner. This option only has effect if your
scanner has an ADF attachment.

Note:
If you have a flatbed scanner, you can still scan single pages, queue them up and then
add them to make one multi-page document.

6. Check the Scan both sides option to scan both the sides of the document. Please note
that duplex scanning is a scanner dependent feature. If your scanner supports duplex
scanning then Sohodox will support it. If your scanner does not support duplex
scanning, then you can use scan using Sohodox's Virtual Duplex Scanning mode| ¢4,

7. Select the file type from Select the file type option to save the scanned document. For
example, if you want to save the scanned document as pdf select the PDF option from
the drop down.
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8. Select the color you want to scan in, from the Select color depth drop-down.

9. Set the scan DPI (Dots Per Inch) from the Set scan DPI option. The Dots Per Inch|es)
option controls the amount of dots which must be captured per inch of the document
being scanned.

10.Select the Scan multi-page documents option and then select the Scan all pages to one
document option to scan multiple pages as a single multi-page document.

11.Click the Start Scan button to scan the documents. The scanned documents will now
be displayed in the Preview pane of the Scan window.

12.You can click the Edit button f to edit the scanned document in the Image Editor|72\.
Using the Image Editor window|721you can resize, crop and rotate a document.

13.You can specify the location to add the scanned documents in the Destination tab
(optional). You can also use a Destination Profilel2781 from the Select a Destination
Profile drop down to specify the location to add the selected files.
* Follow these steps to specify the Destination of the scanned document

a) Enter a name for the scanned document in the Document Title box. If you leave the
Document Title blank then the system will generate a title for the scanned
document.

b) Click this P button besides the Choose a Folder box to select a folder to add the
scanned document.
+ The Folder Selection window will be launched.
i. Select a folder from the list. You can use the Search box to search a folder.

ii. Click the OK button to select the folder. The selected folder will now be
displayed in the Choose a Folder box.

c) You can add Tags|2h (keywords) to the scanned documents in the Attach Tags
option. You can type as many tags you want by using a semi-colon to separate
them.

d) Set the Document Typel174) of the scanned document, from the Set a Document
Type drop down. For e.g. Set the Document Type to 'Invoice' if the scanned
document is a invoice.

14.You can also link the scanned documents with other documents by using the Links tab.
» Use the Link to existing Documents box to link the scanned documents to existing
documents
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a) Click this P button besides the Link to existing documents box. The Look Up
window will be launched.

b) Select Documents option from the Look in box and type all or part of the file
name in the Look for box.

¢) Now, click the Find button. The documents that contains the word that you have
entered in the Look for box will be displayed in the Search Result list.

d) Select the document that you want to link with the scanned documents and add
it to the Selected Files list.

e) Click the OK button to link these documents.

Note:

You can add more links by clicking this button and you can break a link by clicking

this E] button.
Also see, Link one Document with another Document /127

15.Click the Security tab if you want to assign the document to another user as soon as it is
scanned. You can search for the user by clicking this et button in the Assign to: field

16.Now, click the Add button to add the scanned documents to the Sohodox DB. The
scanned documents will now be added to the location that you have specified in the
Destination tab.

17.Click the Close button to close the Scan window.

e Check the Show scanner interface before scanning option if you want the user interface of
your scanner driver to be displayed while scanning.Select the documents that you want to
create as one document in the Preview pane of the Scan window.

e You can also select documents in the Preview pane of the Scan window and click the
Merge button to merge documents as one single document.

e You can create a Scan Profile| 9" to save the frequently used scan settings. Also see,
Destination Profiles |2z

e You can use the Settings tab/&71to change or set the scan setting.

¢ |n the Settings tab, the display of options upon checking the Use document feeder
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checkbox depends on the file type selected and not upon checking the document feeder
checkbox. This means you can scan multiple single pages even with a flatbed scanner, if
the file type supports it (e.g. TIFF or PDF).

Related Topics
Scan documents with fixed number of pages| se’
Scan document with variable number of pages| s’
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6.6.4 Scan documents with fixed number of pages

Sohodox separates various documents automatically while scanning, all you need to do is
specify the number of pages each document contains and Sohodox separates them based on
this information. For e.g. If you are scanning 15 pages comprising of 5 documents (each
document contains 3 pages), all you need to do is specify that each documents contains 3 pages
so that Sohodox can separate them.

To Scan Documents with Fixed number of Pages:
>

n

1. In Sohodox, select the Home tab and click the Scan button < This will bring up the
Scan Window| es .

w

2. Select a scanner from the Select a Scanner drop down.
3. Click the Settings tab to set the scan settings.

4. Select the scan area from the Select scan area drop-down to choose the size of the page
you are scanning. If you want to specify co-ordinates to scan only a part of the page, then
click the Options... button. Clicking the Options... button will launch the Scan Area
window.

5. Check the Use document feeder option to scan documents placed in the ADF (Automatic
Document Feeder) tray of your scanner. This option only has effect if your scanner has
an ADF attachment.

Note:
If you have a flatbed scanner, you can still scan single pages, queue them up and then
add them to make one multi-page document.

6. Check the Scan both sides option to scan both the sides of the document. Please note
that duplex scanning is a scanner dependent feature. If your scanner supports duplex
scanning then Sohodox will support it. If your scanner does not support duplex scanning,
then you can use scan using Sohodox's Virtual Duplex Scanning mode!/ 94,

7. Select the file type from Select the file type option to save the scanned document. For
example, if you want to save the scanned document as pdf select the PDF option from
the drop down.

8. Select the color you want to scan in, from the Select color depth drop-down.

9. Set the scan DPI (Dots Per Inch) from the Set scan DPI option. The Dots Per Inch| e
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option controls the amount of dots which must be captured per inch of the document
being scanned.

10.Select the Scan multi-page documents option and then the Number of Pages per
document option.

11.Specify the number of pages the document has, in the Specify Number of Pages per
document option. For example, you would choose 2 from this option if you were scanning
10 documents and each document had two pages (a total of 20 pages).

12.Click the Start Scan button to start scanning the document. The scanned document will
be displayed in the Preview pane of the Scan window.

13.You can click the Edit button f to edit the scanned document in the Image Editor|72).
Using the Image Editor window| 721 you can resize, crop and rotate a document.

14.Specify the location to add the scanned documents in the Destination tab (optional). You
can also use a Destination Profile[278) from the Select a Destination Profile drop down to
specify the location to add the selected files.
* Follow these steps to specify the Destination of the scanned document

a) Enter a name for the scanned documents in the Document Title box. The documents
will have same name followed by a suffix. For e.g. if you entered Acme Invoice, then

the scanned document will be named as Acme Invoicel, Acme Invoice2, Acme
Invoice3 and so on.

If you leave the Document Title blank then the system will generate a title for the
scanned document.

b) Click this et button besides the Choose a Folder box to select a folder to add the
scanned document.

+ The Folder Selection window will be launched.
i. Select a folder from the list. You can use the Search box to search a folder.

ii. Click the OK button to select the folder. The selected folder will now be displayed in
the Choose a Folder box.

c) You can add Tags|20h (keywords) to the scanned documents in the Attach Tags
option. You can type as many tags you want by using a semi-colon to separate them.

d) Set the Document Type 174 of the scanned document, from the Set a Document Type

drop down. For e.g. Set the Document Type to 'Invoice' if the scanned document is a
invoice.

15.You can also link the scanned documents with other documents by using the Links tab.

* Use the Link to existing Documents box to link the scanned documents to existing
documents
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a) Click this P button besides the Link to existing documents box. The Look Up window
will be launched.

b) Select Documents option from the Look in box and type all or part of the file name in
the Look for box

c) Now, click the Find button. The documents that contains the word that you have
entered in the Look for box will be displayed in the Search Result list.

d) Select the document that you want to link with the scanned documents and add it to
the Selected Files list.

e) Click the OK button to link these documents.

Note:
You can add more links by clicking this button and you can break a link by clicking

this E] button.

Also see, Link one Document with another Document 127,
16.Click the Security tab if you want to assign the document to another user as soon as it is

scanned. You can search for the user by clicking this et button in the Assign to: field.

17.Now, click the Add button to add the scanned documents to the Sohodox DB. The
scanned documents will now be added to the location that you have specified in the
Destination tab.

18.Click the Close button to close the Scan window.

e Check the Show scanner interface before scanning option if you want the user interface of
your scanner driver to be displayed while scanning.

e You can create a Scan Profile[278) to save the frequently used scan settings. Also see,
Destination Profiles [279)

e You can also scan documents with variable number of pages, for more info see, Scan
document with variable number of pages|ss.

¢ |n the Settings tab, the display of options upon checking the Use document feeder
checkbox depends on the file type selected and not upon checking the document feeder
checkbox. This means you can scan multiple single pages even with a flatbed scanner, if
the file type supports it (e.g. TIFF or PDF).
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Related Topics
Automate the Scan Process|1of]

6.6.5 Scan document with variable number of pages

You can scan documents that does not have fixed number of pages by using blank pages or by
using a Document Separator Page on it. For e.g. lets say you want to scan around 10 pages
comprising of 4 documents (each document contains 2, 4, 1, 3 pages respectively), to separate
these documents all you need to do is place a blank page or a page with barcode(s) on it after
every document (For this example you will need to place it after the 2nd, 6th and 7th page).

To Scan Documents with Variable number of Pages:
R

can

1. In Sohodox, select the Home tab and click the Scan button | - . This will bring up the
Scan Window| es".

w

2. Select a scanner from the Select a Scanner drop down.
3. Click the Settings tab to set the scan settings.

4. Select the scan area from the Select scan area drop-down to choose the size of the
page you are scanning. If you want to specify co-ordinates to scan only a part of the
page, then click the Options... button. Clicking the Options... button will launch the Scan
Area window.

5. Check the Use document feeder option to scan documents placed in the ADF (Automatic
Document Feeder) tray of your scanner. This option only has effect if your scanner has
an ADF attachment.

Note:
If you have a flatbed scanner, you can still scan single pages, queue them up and then
add them to make one multi-page document.

6. Check the Scan both sides option to scan both the sides of the document. Please note
that duplex scanning is a scanner dependent feature. If your scanner supports duplex
scanning then Sohodox will support it. If your scanner does not support duplex scanning,
then you can use scan using Sohodox's Virtual Duplex Scanning mode! 94,

7. Select a file type from Select the file type option. For example, if you want to save the
scanned document as pdf file, then select the PDF option from the drop down.
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8. Select the color you want to scan in, from the Select color depth drop-down.

9. Set the scan DPI (Dots Per Inch) from the Set scan DPI option. The Dots Per Inch| e
option controls the amount of dots which must be captured per inch of the document
being scanned.

10.Select the Scan multi-page documents option and then the Documents are separated by
option as the documents are multi page and each document has variable number of
pages.

11.From the Documents are separate by drop-down select if your separator page is a Blank
Page or a Document Separator Page(Document with Barcode).

a) If you have used Blank White Page as separators, then specify the Threshold| e
value Sohodox should use while detecting blank white pages in the Blank Page
Threshold option. You can enter any value from 0 to 10.

b) If you want to create a new Document Separator Page then click the Click here to
print Document Separator Page link.

12.Click the Security tab if you want to assign the document to another user as soon as it is
scanned. You can search for the user by clicking this P button in the Assign to: field.
13.Click the Start Scan button to start scanning the document. The scanned documents will

be displayed in the Preview pane of the Scan window.

14.You can click the Edit button f to edit the scanned document in the Image Editor| 72\,
Using the Image Editor window! 721 you can resize, crop and rotate a document.

15.Specify the location to add the scanned documents in the Destination tab (optional). You
can also use a Destination Profile 278 from the Select a Destination Profile drop down to
specify the location to add the selected files.
* Follow these steps to specify the Destination of the scanned document

a) Enter a name for the scanned documents in the Document Title box. The documents
will have same name followed by a suffix. For e.g. if you entered Acme Invoice, then
the scanned document will be named as Acme Invoicel, Acme Invoice2, Acme
Invoice3 and so on.

If you leave the Document Title blank then the system will generate a title for the
scanned document.

b) Click this et button besides the Choose a Folder box to select a folder to add the
scanned document.
* The Folder Selection window will be launched.
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i. Select a folder from the list. You can use the Search box to search a folder.

ii. Click the OK button to select the folder. The selected folder will now be displayed in
the Choose a Folder box.

c) You can add Tags20h (keywords) to the scanned documents in the Attach Tags
option. You can type as many tags you want by using a semi-colon to separate them.

d) Set the Document Type 174 of the scanned document, from the Set a Document Type
drop down. For e.g. Set the Document Type to 'Invoice' if the scanned document is a
invoice.

15.You can also link the scanned documents with other documents by using the Links tab.
* Use the Link to existing Documents box to link the scanned documents to existing
documents

a) Click this et button besides the Link to existing documents box. The Look Up window
will be launched.

a) Select All Documents option from the Look in box and type all or part of the file name
in the Look for box

b) Now, click the Find. The documents that contains the word that you have entered in
the Look for box will be displayed in the Search Result list.

c¢) Select the document that you want to link with the scanned documents and add it to
the Selected Files list.

d) Click the OK button to link these documents.
Note: You can add more links by clicking this button and you can break a link by

clicking this E] button.
Also see, Link one Document with another Document 127,

16.Now, click the Add button to add the scanned documents to the Sohodox DB. The
scanned documents will now be added to the location that you have specified in the
Destination tab.

17.Click the Close button to close the Scan window.

e Check the Show scanner interface before scanning option if you want the user interface of
your scanner driver to be displayed while scanning.

e You can create a Scan Profile[278) to save the frequently used scan settings. Also see,
Destination Profiles |2791.
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e You can also automate your scanning process, for more info see, Automate the Scan
Process 1oh,

¢ In the Settings tab, the display of options upon checking the Use document feeder
checkbox depends on the file type selected and not upon checking the document feeder
checkbox. This means you can scan multiple single pages even with a flatbed scanner, if
the file type supports it (e.g. TIFF or PDF).

Related Topics
Scan documents with fixed number of pages| se’
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6.6.6 Scan a color document

You can scan color documents by selecting the Color option in the Select scan color option.

To Scan a Color Document:
>

n

1. In Sohodox, select the Home tab and click the Scan button < This will bring up the
Scan Window| es",

w

2. Select a scanner from the Select a Scanner drop down.
3. Click the Settings tab to set the scan settings.

4. Select the file type from Select the file type option to save the scanned document. For
example, if you want to save the scanned document as pdf select the PDF option from
the drop down.

5. Select the Color option from the Select color depth drop-down.

6. Set the scan DPI (Dots Per Inch) from the Set scan DPI option. The Dots Per Inch/es)
option controls the amount of dots which must be captured per inch of the document
being scanned.

7. Click the Start Scan button to start scanning the document. The scanned document will
be displayed in the Preview pane of the Scan window.

Check the Show scanner interface before scanning option if you want the user interface of
your scanner driver to be displayed while scanning.

You can create a Scan Profile[276) to save the frequently used scan settings. Also see,
Destination Profiles |2791.

In the Settings tab, the display of options upon checking the Use document feeder
checkbox depends on the file type selected and not upon checking the document feeder
checkbox. This means you can scan multiple single pages even with a flatbed scanner, if
the file type supports it (e.g. TIFF or PDF).
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Related Topics
Scan and add single document/ 77
Scan multiple single paged document/ 7¢"

6.7  Virtual Duplex Scanning mode

Sohodox has always supported duplex scanning i.e. scanning both sides of a page and storing
them in the correct order in a PDF or TIFF file. However this required your scanning to have
built-in support for duplex scanning. With the new Virtual Duplex scanning mode, Sohodox can
now handle duplex scanning even with scanners which do not have built-in support for duplex
scanning.

This is how it works...

Put a stack of documents in to your scanner’'s ADF (Automatic Document Feeder). Sohodox will
scan the front side of each document. Now simply flip the stack of documents and place them in
your scanner’s ADF. Sohodox will now scan the back side of all the documents in the stack.
After this Sohodox will automatically re-arrange the scanned pages so that the reverse side of
each scanned page comes immediately after the front side of that page in the PDF or TIFF file.
The virtual duplex mode also works if your scanner does not have an ADF (i.e. you scan using
the flatbed of your scanner). However in this case, you have to individually flip each document
after their front side is scanned.

6.8 Import Scanned Files from Folder

When trying to scan and add documents, instead of choosing a scanner, you can choose to import
pre-scanned images for further processing and then addition to Sohodox.

Currently you can only use this feature if your scanner can save scanned images as single page
TIFF files. You must scan and save as single page TIFF files,even when scanning multi-page
documents. If you have scanned multi-page documents Sohodox will combine these these image
files into multi-page TIFF or PDF files when you import them into Sohodox via the Import Scanned
Files from Folder option.

You may want to use this option for any of the following reasons...

1) Your scanner does not support TWAIN but can save images of scanned pages as TIFF files in
a folder

2) Your scanner supports TWAIN but its TWAIN driver is slow or buggy

3) Your scanner performs much faster when directly saving scanned images to a folder (as
compared to scanning via TWAIN)
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4) Your scanner offers a lot of advanced features which are not available via TWAIN.

To use this feature...

e Click on the Scan button on the ribbon bar to launch the Scan Window

From the Select a scanner drop-down, choose the Import Scanned Files from Folder option

Click on the Start Scan button

You will be prompted to select the folder which contains the scanned images (single page
TIFF files only)

Change settings via the Settings tab if required

Click the Add button to add the documents

6.9  Specify Document Title of the scanned document

You can specify the Document title of the scanned document from Destination pane.

To specify Document Title from the Scan window:
R

1. In Sohodox, select the Home tab and click the Scan button = . This will bring up the
Scan Window| es".

2. You can select a Scan Profile from the Select a scan profile drop-down.
3. Select a scanner from the Select a Scanner drop down.

4. Click the Start Scan button to scan the document. The scanned document will now be
displayed in the Preview pane of the Scan window.

5. In the Destination pane, enter the name for the scanned document in the Document
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title box.

6. Now, click the Add button to add the scanned document to Sohodox. The scanned
document will now be added to the location that you have specified in the Destination
tab.

7. Click the Close button to close the Scan window.

¢ If you have scanned multiple documents then all the documents will have same name
followed by a suffix. For e.g. if you entered Acme Invoice, then the scanned document will
be named as Acme Invoicel, Acme Invoice2, Acme Invoice3 and so on.

¢ If you leave the Document Title blank then the system will generate a title for the scanned
document.

Related Topics
Scan and add single document/ 77
Scan multiple single paged document/ 79"

6.10 Insert a page to a PDF or TIFF document

You can insert a page to a PDF (created using Sohodox) and Tiff file by using the Image Editor
window/| 72,

To Insert a Page to a PDF or Tiff Document:
1. Select the document to which you want to add the page.
2. Click the Pages tab on the left bar of the Document Details pane. The Pages panel will

now be displayed.

L1
3. In the Pages pane click the Insert Page(s) button *5. The Insert Pages dialog will now
be launched.

4. Select the position at which you want to insert the page(s) from the drop-down.

5. Select Insert pages from disk option if you want to add a document from disk or select
the Scan and insert pages option if you want to insert a scanned document.
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6.

7.

8.

Note: You can also insert a page (from disk) by dragging and dropping it to the position
you want.

Click the OK button. A window will be launched depending on the option you have
selected.

Now, select the document and add it to the multi-paged document. The page(s) will
now be inserted to the position you have selected.

Click the Add and Close button to save the changes and close the dialog.

To Insert a Page to a PDF or TIFF Document from the
Image Editor window:

1.
2.

Select the document to which you want to add the page.

In the Details pane of the document click the Edit button f — . The document will now
be opened in the Image Editor window.

Ll
. In the Pages pane click the Insert Page(s) button *5. The Insert Pages dialog will now

be launched.

. Select the position at which you want to insert the page(s) from the drop-down.

. Select Insert pages from disk option if you want to add a document from disk or select

the Scan and insert pages option if you want to insert a scanned document.

Note: You can also insert a page (from disk) by dragging and dropping it to the position
you want.

. Click the OK button. A window will be launched depending on the option you have

selected.

. Now, select the document and add it to the multi-paged document. The page(s) will

now be inserted to the position you have selected.

. Click the Save and Close button to save the changes and close the dialog.

e From the Image editor window, you can change the position of the pages by using the

Move Page(s)... button Q-

e From the Image editor window, you can delete a page(s) by using the Delete button &l
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Related Topics
Scan and add single document/ 77
Scan multiple single paged document/ 79"

6.11 Save the frequently used Scan Settings as a Scan Profile

Sohodox uses Scan Profile to simplify the process of scanning documents. Scan Profile is a
collections of frequently used settings which can be saved and reused to scan a document.
Instead of specifying these settings every time you scan and save a document, you can specify
these settings once and save them as a Scan Profile. Documents can be of several types (for e.
g. Color photographs, Black & White text etc.). The settings required to scan and save a black &
white text document are very different from the settings required to scan and save a color
photograph. Therefore different Scan Profiles are required to correctly scan and save different
types of documents.

For e.g. Lets say on a daily basis you scan all the Invoices you receive, as Black & White PDF
and all the Agreements as Color Tiff. You can create two Scan Profiles one for scanning your
Invoices and other for scanning the Agreements. Now, all you need to do is select the
appropriate Scan Profile and click the Start Scan button to begin the scan process.

You can create as many Scan Profiles as you want.

To Save the Frequently used Scan Settings as Scan
Profile:
R

1. In Sohodox, select the Home tab and click the Scan button = . This will bring up the
Scan Window| es",

2. Click the Settings tab to create a Scan Profile.

3. Click the New button 2 besides the Select a scan profile box. Now, enter a name for
the new profile in the Select a scan profile box.

4. Select a scanner from the Select a Scanner drop down.

5. Once you have specified the scan settings then click the Save button o besides the
Select a scan profile box to save the Scan Profile.
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The Scan Profile will now be listed in the Select a scan profile drop-down.

e To delete a Scan Profile, click the Delete button & besides the Select a scan profile box.

e By default the following Scan Profiles are available...

Black & White Document (Single Sided): This option should be selected if you want to
scan a single sided document to a black and white image.

Black & White Document (Double Sided): This option should be selected if you want to
scan a d