Instant Intelligence Archiving

Uploading files using Folder Synchronisation

Instant Intelligence Archiving uses a Folder Synchronisation service to upload new files into
the online system. The service runs in the background, and is very simple to configure.

You first need to start the service
manually, when you will be asked to log
in. The URL is the standard Instant
Intelligence Archiving address, and you
need a valid username and password
with sufficient rights to create files.

a Bulk Scan Service JoEd
Service Status
Service is cumently: STOPPED

File System Location

Please choose the folder which contains the files you wish ta

upload.

C:ASyncFalder.Upload

Load Reduction

Increase this to slow down the service if your o 3}
network slows down.

WeekDay Upload Schedule WeekEnd Upload Schedule

Use Use

Start Time : [00:01 Start Time | pg:01

End Time : | 23:59 End Time : [23:59
Interval : | 00:05 Interval : | 00:05

Save Close

=/ Login |
URL: |hitoe://parneriarsnst
Instant Erail: fadmin@par{ner co.uk
Intelligence  password: [
Archiving
an

Once logged in, you will see the configuration
screen. This presents several options, including
the base folder on the local system with which to
synchronise, and the frequency of

synchronisations.

In this example, we have two clients on the live online system, “Accounts Payable” and
“Filing4u”, and within each of these clients there are a number of Cabinets and Folders:
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Based on the File System Location specified in the configuration, when we start the service,
an empty set of folders replicating those on the online system will be created on the local file
system, in c:\syncfolder\upload.

A local folder will be made for each online Client, and within that a local folder for each
Cabinet, within which will be folders matching the folders within the online system.
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Attaching Index Information

Index fields can be attached to a file for synchronisation by putting an XML file with the
extension ‘.IlARCX’ alongside the actual file for synchronisation. So if the file was
‘Invoice123.tif", index information could be uploaded by creating ‘Invoice123.tif.IIARCX’ in the
same folder. The XML takes the format <field n="Invoice Date" v="12/07/2008"/>... for each
index line, where n is the index field name and v is the field value. When the synchronisation
runs, it simply looks for any files with the same name as the uploaded file plus the additional
“.11ARCX’ extension, and generates the index values to attach to the file from there.

_gﬁ Invoice123.tif.iiarcx - Notepad g@
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<field n="Total" w="£341.38"/>




Monitoring and Management

The synchronisation service maintains a local database of activities, ensuring that each file is
only uploaded once unless it is changed. It is possible to interrogate the local database to
check activities, and there are some tools to make monitoring more straightforward. The
Sync Monitor utility will display on-screen up to the last 500 files uploading, giving brief
information and enabling the user to check that files have been uploaded successfully.
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The Sync Query utility enables a report to be generated detailing upload activity over a
certain time period. This also includes a filter to restrict results to files of a certain name or in
specific clients or folders. The results can be generated as a text file for viewing, or as a
comma separated file for importing into a spreadsheet or database for further analysis if

. required.
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Preparing Files for Synchronisation

The easiest way to upload files is simply to put them in the relevant folder within the Sync
Folder structure and leave the system to do the rest. This is fine for manual archiving of
relatively low volumes of files, or for bulk processing of an existing structured set of folders
and files. It does, however, require manually ensuring that the file is appropriately named
and the correct folder selected, and does not readily allow for indexing details to be attached.

Whilst it is often more straightforward to upload or scan directly into the Instant Intelligence
Archiving web interface, there a simple tool for putting existing files into the appropriate
folder within the Sync Folder structure and adding indexes. This tool may be of use for
archiving specific files from a PC or server, or for archiving scanned images which have been
delivered to a folder or desktop by a network scanner.

To archive a file, it is simply a question of either dragging it onto the ‘Send to Instant
Intelligence Archiving’ icon on the desktop, or right-clicking and selecting ‘Send to Instant
Intelligence Archiving’, depending on how your system has been set up.
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done by clicking the

‘Manage’ button and modifying the template file, with each different option defined in the
format 7emplateName,Field1,FieldZ2,Fie/d3 up to a maximum of six fields. There is also an
option ‘Delete Original File’ which will erase the original file form the local system once it has
been processed.

Clicking on the ‘Process’ button will simply put a copy of the original file in the selected folder
within the Sync Folder structure, renaming it to whatever has been specified in Archive
Filename, and creating an associated .I1ARCX index file if index fields have been defined.

If you run ‘Send to Instant Intelligence Archiving’ on a folder instead of an individual file, the
entire contents of that folder will be processed one file at a time, so you can batch process
and index an entire folder full of scanned pages if required.



Importing from an existing Archiving or Document Management System

If you have files stored in an existing system or database, then it is highly likely that some
method of automating some or all of the uploading process can be devised. The Index File
Converter is the core component in translating from other systems, taking a text file
containing field, indexing and file information and allowing you to map it onto a Sync Folder
structure.

Most systems are capable of generating an ‘export’ comprising of a text file and folders of
images. Some systems are less flexible than others — Instant Intelligence can advise and
support you in extracting the data from existing systems.

A typical exported text file should look something like this:

“"Reference’,"Month™, " "Day","Filename"

"'4103010801"," L :\SCANNED\CA2995\BOX
*'Cb03010801"," :\SCANNED\CA2995\BOX
*'cD03010802", " ,""C2\SCANNED\CA2995\BOX
*'D056030108", " ',""03",""C:\SCANNED\CA2995\BOX
""E022030108", ""JANUARY"",""03"", ""C:\SCANNED\CA2995\BOX
"'E023030108", ""JANUARY"*, 03", ""C:\SCANNED\CA2995\BOX

29-12-07\00000001 . ti f"
29-12-07\00000002.ti f""
29-12-07\00000003.tif"
29-12-07\00000004 . tif""
29-12-07\00000005. tif"
29-12-07\00000006 . ti f"*

00 00 00 00 00 O

If it doesn’t, again there are additional tools and utilities which can be used to generate a
similar format file to the above. Once we have such a file, the Index File Converter is used to
determine which fields should be used as folder names, which as the file name, and which as
indexes, and then place the relevant file with associated .11ARCX file in the relevant folder
within the Sync Folder structure. A separate document on the Index File Converter is
available on request.



