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Connect to infoRouter - 5can Station

infoRouter

Connect to infoRouter URL: htp:/finfoRouter_server

infoRouter service url,
Example : http: f{myserver finfoRouter

User name :  sysadmin

infoRouter user name.

Password : esss
infoRouter user password.

Remember my password.
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infoRouter Scan Station User’s Guide

Local file system contents appear on the left hand side of the screen.
and sub-folders appear on the right hand side of the screen.

The infoRouter libraries
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File  Options Help

Local system
CiiinfoRouter DocumentationiTechnical Support Documents V&Y

¥ infoRouter Scan Station - 8.2.1.4
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|_JLetters_Page_1.tiff 1244KB File 2/a/2011
|_JLetters_Page_2.tiff 1150KB File 2/a/2011
|_JLetters_Page_3.tiff 1235KB File 2/a/2011
|_)Letters_Page_4.tiff 1040KB File 2/8/2011
|_)Letters_Page_5.tiff 893KE File 2/aj2011
|_JLetters_Page_6.4iff 1582KB File 2/a/2011| ¢
|_JLetters_Page_7.tiff 1398KB File 2/9/2011
1| 1] 3
Delete Refresh

Tobject(s) 8545 KB

| Upload == .
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T
| Accounting A
[Cd Accounting_2 I
[ advertising

[Cd Civilian Contracts

[Cd Civilian Proposals

[Cd Collateral (Public Access)
Ca Corporate

[ Documentation

| Engineering

| ext-Accounting

[Cd ext-Market Research
[ ext-Sales and Marketing
[Cd Form Templates

[ Government Contracts
[Cd Government Proposals
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;”Newfolder Refresh
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Navigate to the local scanned images folder.

Then navigate to the target infoRouter folder.
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* infoRouter Scan Station - 8.2.1.4
File  Options

[#]#

Help

Local system

C:YinfoRouter Documentation{Technical SuppurtDucumE:

Mame Size Type
|_JLetters_Page_1.4iff 1244KB File 2
|_JLetters_Page_2.tiff 1150 KB File 2/
|_JLetters_Page_3.4iff 1235KB File 2/
|_JLetters_Page_4.tiff 1040KB File 2/
|_)Letters_Page_5.tiff 893KE File 2/
|_)Letters_Page_6.tiff 1582KB File 2/
|_)Letters_Page_7.tiff 1393KB File 2/
1| 1] 3
| Delete | Refresh |

Tobject(s) 8545 KB

Upload ==

[ e =]

infoF.outer
/Documentation/Scanned Documents

Mame Size Type
4 | 1] 3
| New folder || i | | ex '

Refresh |. Previous

Oobject(s)




Click on the “Process Options” menu (located under the options menu) to display the options
window. Here you will be able to set your processing options
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3. infoRouter Scan Station - 8.21.4 IE@

File  Options Help

&F [ Process options
g __—._I

C:YinfoR.obiter Documenta | |

Process options

Mame

[f Process options

DLetters_Pa Liff (") Leave processed items in same folder

DLetters_Page_ g

DLEttEFS_PEEIE_3-ﬁFF (71 Delete processed items

DLetters_Page_4.ﬁFF

DLetters_Page_E.ﬁFF @ Move processed items to this folder

DLetters_PagE_ﬁ.ﬁFF C:\Processed_Scanned_Images -

DLetters_Page_?.ﬁFF
OCR Text is contained in files with the following file extensions St -

Support KYO Capture format
Support HP DSS format

4| — T I [ T T

| Delete H Refresh !Newﬂ)l-der H REFresh! Previous |! Mext

Tobject(s) 8545 KB Oobject(s) 0 KB




Select one or more scanned documents and click on the “Upload” button to send the selected
documents to infoRouter.

infoRouter Scan Station - 8.21.4
File  Options Help
[#]#
Local system infoRouter
C:YinfoRouter Documentation{Technical Support Docume /Documentation/Scanned Documents =
Size Type Mame Size Type
Letters_Page_1.1iff 1244KEB File 2
Letters_Page_2.4ff 1150 KB File 24
Letters_Page_3.HfF 1235KE  File 2
Letters_Page_4.tff 1040 KB  File 2/
Letters_P .:gr_-_E tiff 893KE File 2f
Letters_Page_&.tiff 1582 KB File 2 Upload == |
Letters_Page_7.tiff 1398 KB File 2/
'Ill-_—-l'ﬂ.
14| ] | P ' i | r
| Delete || Refresh | Mew folder | | Refresh Previous | | Mext
Tobject(s) selected 8542 KB Dobject(s) 0 KB




Notice that the first selected document is displayed. Use the right hand panel to specify
document properties. You may set properties such as “retention”, enter keywords and
descriptions for the document.
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Pages: |i'| 1 - |£| Zoom ~ 4k '*L| ( Letters_Page_1 iff D

+ | Properties |DCF‘.TEKt|

infoRouter folder:

Top 10 Things YOU Can Do NOW to ; EQ? /Documentation/Scanned Documents

Protect Students and Prop. 98

Convert to pdf
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You can change the document name to be much more descriptive than the one created by a
scanning software. You can enter a description and keywords to assist in searching for this
document in the future.
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Properties | QCR Text |

Mame:
TopTenThingsToDo|

[] Do not publish this document
Retention

[ -

Extension

pdf

Description:

Top 10 things you can do now to protect students

Keywords:
\ Students, project, community

Submit document to workflow:
[Nune

Document completion status
Mark document as completed
E~

Completion date: Wed, 09 February 2011

Document Type

-
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Submit

Close
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You can even submit
this document to a
workflow to be
processed by others




When ready, click on the “submit” button to send the document to infoRouter.
You will get a confirmation window similar to the one below indicating that the document has
been created in infoRouter. The next document in the queue will be pulled up automatically.
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Did you know about the infoRouter Forum site?
24/7 Access to information about infoRouter

http://forum.inforouter.com
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