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Introduction
KwikTag transactional content management software transforms your business paper into digital records and
manages them along with other digital documents that support your day-to-day business transactions.

This User Guide is designed to provide an overview of the KwikTag Web Client capabilities and to enable you
to start using KwikTag quickly.

Before getting started this is what you will require:
» Access to a Web browser using Internet Explorer
« A KwikTag Logon ID and Password (get this information from your KwikTag Administrator)
» A KwikTag Label Dispenser and a roll of KwikTag Labels (optional)

This quide will show you how to get started using the KwikTag Web Client.
V User access to KwikTag features depends on your license type.
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Logging Into Your KwikTag Client
1. Open a Web Browser using Internet Explorer
2. Enter the URL for the KwikTag Server (http://<<Your KwikTag Server Name or IP Address>>)
3. Enter your KwikTag User ID and password
4. Click on the "Login” button symbol or press the Enter key.

Username: “

Password:

[] Keep me logged in | LOGIN

ANY PROCESS.

KwikTag Login Page
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KwikTag Tabs and Your Landing Page

After logging in to KwikTag, your screen will display the default tab that has been configured for your user
ID. This is typically the ‘Drawers’ tab or the 'Work Queue’ tab, but can be configured via your user preference
“Settings.”

Drawers Work Queue ApprovalCenlraI‘ My Cases l Forms ‘ Reports ‘ Search Help

Showing

Sile: KwikPayables - |
Filter

@ AlDrawers @ My Favorites

|

Check

| B
3

Check Batch

Check Batch Approved
Check Batch Rejected
Check GL

ICE - Invoices Entry

ICE - Invoices GL Entry
Invoices {
Invoices - Approver Selection

KwikTag Drawers Tab

EEEEEREER

Drawers Tab

The Drawers tab displays documents stored in the KwikTag system and provides access to functions that
allow you to add, edit, move, search, or email documents associated with your KwikTag system. From within
the drawers tab, users can also index/tag documents or associate related items to the documents in the
drawers.
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Work Queue Tab

The work queue is applicable only if you have implemented a KwikApp, one of our workflow automation

solutions.

The work queue is the primary destination for editors
KwikTag workflow. From this tab, users can enter data a
the user is also an approver, they can approve, reject or d

indexers of documents that have been routed using
workflow comments related to the document. If
gate documents based on their business process

Approval Central My Cases

Action

needs.
m Work Queue |
.

e Work Queue Selection ShowWgo 47 | w

DocumeniNlype Status Work

Site: Assignee

| KwikPayables

KwikPayables ‘ Uploaded or Eiailed Invoices

Drawer:
|Uploaded or Emailed Invoices

KwikPayables  Uploaded or Emailad Invoices

KwikPayables Uploaded or Emailed

Comments:

KwikPayables Uploaded or Emailed Invoidg

The KwikTag Work Queue is
where new documents are
assigned to each user to tag
and add metadata as needed.

v System Fields KwikPayables Uploaded or Emailed Invoice:

KwikPayables Uploaded or Emailed Invoice;

KwikPayables Uploaded or Emailed Invoice:

KwikPayables Uploaded or Emailed Invoices

KwikPayables Uploaded or Emailed Invoices  Mary
“ KwikPayables Uploaded or Emailed Invoices  Mary Tag New .r
The Work Queue Tab
Approval Central Tab
Approval central is applicable only if you have implemented a KwikApp, one of our workflow automation
solutions.

The approval central tab is the primary destination for reviewers or approvers of documents that have been
routed using KwikTag workflow. From this tab, users can drill down into document details, line items, and
other relevant information. Then they can approve, reject or delegate documents based on their business
process needs.

Cases Tab
Cases are configured to provide a 360-degree view of any document type. All related documents are

displayed in a single place. For example, all employee records or contracts or vendor documents could be
viewed in a case.

The ImageTag professional services team (or your KwikTag administrator) will configure the case
management views based on your business processes, users and document requirements.
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Forms Tab
The forms tab is where all of your corporate form templates can be found by employees and accessed based
OnN user permissions.

For example, vacation requests, benefits, contracts, and other standard company forms can be organized
by type using your current templates. They can be in Word, Excel, Outlook or Adobe, just as you would use
them today. KwikTag, as your central repository, keeps the latest form versions up to date and available.

Reports Tab

Reports are configured by the ImageTag professional services team (or your KwikTag administrator) to the
specific document types and workflow processes in your organization. Reports can include a variety of data
associated with documents that have been routed by KwikTag for review and approval.

Search Tab

The KwikTag search functionality provides the ability to conduct
a global search across any document stored in any KwikTag 0 Sharch
drawer. Users have the option to tailor their search based on
advanced search criteria, including document metadata or any
document content.

Search for: l @ Show in Mixed Gr

Help Tab T,
The help tab provides access to KwikTag release notes, RS
customer support contact details and the ability to contact Find in: = Filing Information I (<)}
KwikTag support with questions or product feedback. Site: Al Sites l ()]
From: ! @
Date Type: Al ! (<)}
Within: pate Range: H @
Start: 15
End: s

KwikTag Search
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Drawers Tab Features and Functions

KwikTag provides easy access to document management functions from a right-click or floating menu. This
section of the user guide provides a summary of those features and explains how they can be accessed.

My Lists and Library Tabs

In the upper left-hand corner of the KwikTag drawers
tab, two icons are displayed that allow users to

My List alternate between views of select documents for quick
reference.

(. My Email Contacts

From these tabs, users can access ‘my list” and “library”
Most Recent records, data and documents in KwikTag.

L —

... My New Documents

My Lists and Library Tabs

My Lists e
My lists provides a view of a subset of documents stored in the KwikTag [ o y Emen comtacs EZl
drawer library. These lists are created by each user selecting the save view 8 WMost Recent

function that is accessed from the KwikTag library or searches. The my {0 My New Documents

lists view has its own uniqgue menu of functions, which are a subset of the
menu functions available from the KwikTag library.

For example, to add a contact, right click on my email contacts to display
the add function. Any contact email address added to KwikTag will be
available for use in any other KwikTag function.When a user sends an
email from a document from within KwikTag, the email address will
automatically be added to your contacts list.

Add To My Lists

RIVECRN Work Queue | Approval Central | My Cases

¥ Library ce Showing 99 View Filter:

Tag Number  User Scanned Pages V' L
8 My Email Contacts = Lo
~ £ s 0 No No INVOICE: MU456712
2| e 0 N b March 18, 2012
2
. 1 N N il -
e * Open > ° ° Advanced Office Systems
@ 678 Shaod Pk Suth, Arkgicn N, 1L 600042822
= G Move g =2 LD i P L3510 | Fans 55 8305555
= CopyTo 1 No No 1
= © Delete 1 No No 1 01427
2 %o Associations > 1 No No 1
& |/ netems 4 1 No No 1 [ smen | e | _swowe | owwe | s | rems |
e 8] workiow History ’ o o . [ ‘ [ o [ e | =]
— #. Show GL Distributions
| % Emai 1 No to | iy cescrpion p— ot
= 1 No No 1 s Tiwe
= () Refresh
- 2
y; 1 No No 1
= [55) Show Menu Always
_ 1 No No 1
2%
Lysl 980001611 Mary 1 No No 1
2%
- 980001588 Mary 1 No No 1
2%
Lysl 980001587 Mary 1 No No 1
2%
- 980001582 Mary 1 No No 1
2%
& 062137122 Sean 0 No No
IS 062137121 Sean 0 No No
Meke i hecks pyeti o Advanced Offce Systems
7] 980001557 Sean 1 No No 1. THANK YOU FOR YOUR BUSINESS!

My List Features
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The KwikTag Library

The KwikTag library is organized into a series of folders that contain all of your organization's documents.
Depending on how your organization is structured, these folders may be organized into separate sites.

To access all available sites and folders, click the library tab, then click the all drawers tab. You may designate
frequently-accessed folders as favorites by right-clicking the folder, then clicking add to favorites.

The library of KwikTag drawers has been organized by site and document type for users to access based on
their role and permissions.

Site: KwikPayables .

Filter:

I @ AlDrawers =~ @ My Favorites

fu Check
.| Check Batch
[0 Check Batch Approved
; Check Batch Rejected
Right click over a folder to add Bl CheckGL
or remove it from“My Favorites” )

Add To Favorites

LT Remove From Favories

All Doc Types and Favorites Tabs
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Tagging Documents

Browse to any file on your PC
| and upload it to KwikTag.

Subject:

pate: IR
Ll | Upload and Tag Documents

There are multiple methods by which documents can be entered into

Expected Page Count: i

0 KwikTag.

Tag Number
| B Examples include:

» Scan paper with a KwikTag barcode label

* Email documents directly into KwikTag

« Drag and drop from your PC or network drive

» Upload from your PC or network drive
Upload Documents
The option displayed above is to upload a file. Simply browse to the folder where the document is stored and
upload it to KwikTag. Then you'll be able to index ("tag’) the file with the metadata in the appropriate drawer.
This includes header information to name and describe the document as well as the KwikTag barcode or
electronic number.

Document System Fields View the KwikTag System tag
!n add|t|qn to the header Fields to view the “Tag" @ Edit - My Filing
information entered by the user, number, date/time stamp, |
the system fields automatically user and expected page ~  Header Information
apply the date and time stamps count (if applicable) Subject:
P Beaumont invoice [5]
of any user activity. .
ate:

FHURRRN AT s

This is helpful when searching scription:
invaice |

for documents and to ensure that
your business meets audit and

compliance requirements. [ Krooo0004317 |
Date Indexed
81572016 3:52:05 PM
Date Scanned
11/0001 12:00:00 AM
Last Modified
81572016 3:52:06 PM

Tag Number

User:
Mary

Expected Page Count:
1

Page Count:

Cancel

Document System Fields
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KwikTag Library Features and Functions

The figure below displays the options available to KwikTag users by right clicking from anywhere within the
main my lists window display. A subset of these menu options may also be accessed by selecting the ‘'show
menu lways’ option displayed at the bottom of the right-click menu.

Drawers Woerueue Approval Central

T P . . . D v o D T |
B Invoices Showing 1 View Filter: _ Clear

Site: KwikPayables - Company ID VendorgF S et Document Date Document Number [
. | ) Search
= Fabrikam, Inc. = ACETH 8/25/2016 dctest12345
& Edit

@ AlDrawers @ My Favorites

f( Index

- ’_ Open >
O CheckBath @ Move

.. Check Batch Approved Copy To

| Check Batch Rejected © Delete

.. CheckGL % Associations >
[ ICE- Invoices Entry i Line Items >

@ Workflow History
ICE - Invoices GL Eniry
#. Show GL Distributions

i Invoices }, s
' Email
=

| Invoices - Approver Selection n Refresh

»
. Invoices - GL Entry E Show Menu Always
. Invoices - PreGL

Rejected ICE - Invoices GL Entry

KwikTag Document Management Right-Click Menu Options

Mty
My Cases Forms Reports Search l Help |
= Uploaded of Emailed knvoices . |
: Comments  Document Type  Tag Numbes User _ —
sie: KwikPayables . INVOICE
e = 980001406 Mary 0 1
=2 Invoice: 61556MT
@ aiDrawers @ My Favorites - bkl Mary a ! A Octaber 2, 2012
. - 980001408 Mary [ 1
B check - [———
L] 880001407 Mary L] 1 1234 Eat Crosmeion Do, Cisaga, 1 80807.2321
BB CheckBateh e Prone: 3134550106 Ext 680
| 80001404 Mary o 1
e caaB 2=
e e - 460001401 Mary o 1 Fabrikam. Ing ol
[ Check Batch Reyected ' A Fauk vhast Fatettam. ine
Ly SB0001403 Mary o 1 $411 Wairgion O, Lake Forest, L BO048-8411 5411 Wslinguon D, Lake Fovest. 1L 000453411
= o 2 P 313 9550108 Ext 000 Frene: 312.424-0108 Ext 000
- SB0001352 Mary [ 1
I ICE- Invoices Entry =
. SB0001354 Mary [ 1 e shplue | sheva FoB Toms |
§il ICE-invoices GL Entry - — P
o i L= SBO001353 Mary [ 1 [ e | [ owowiz | s v | [ e |
B Invoices. a;
1S 980001351 Mary 0 1 Gauantity Desarption Uit Price Tota
[ invoices - Approver Selection - RO Mary " 1 ® BAI0C: Base Assermily [ s | sems
2 —- SPROMO DISCOUNT B 5785
8 Invoices - GL Entry ‘n‘ 580001344 Mary 0 1
B Inwoicas - PreGL - KTO000D04119  Mary ] 1
Gl Rejecled ICE - Invoices GL Entry G_’_ KTO000004121  Mary 0 1
N Pafucie I = KTOOODOD4120  Mary ] 1
8 Rejected Ivaices - Apn Select Ly 380001312 Mary 0 1
£l Rejecied knvoices - GL Entry = SBOO01H3 Mary o 1
B Uploaded o Emailed Invoices = 980001314 T 0 1 ss0as
- SE0001316 Mary [ 1
= Maks il checks payable o BEAUMONT CONS TRUC TION
- e Mary A : THANS YOU FOR YOUR BUSBNESS!

When a document is selected from a KwikTag “Drawer”, a preview is automatically displayed on the right-side pane. Users are
able to expand or contract the document display pane.
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KwikTag Library Features and Functions (cont.)

The KwikTag library presents a menu similar to those available from the my lists view, with five additional
functions that support the capture and retrieval of documents to/from the KwikTag system. Like the my lists
view, these menu options can be accessed via right-click or from a floating menu.

The KwikTag library displays drawers to the left of the screen. Optionally, these drawers can be organized
by site. The selected drawer is highlighted on the left. Its name also appears at the top of the displayed
documents.

Menu options available include:
Tag allows users to enter index data associated with a document. Required fields for a tagged document are

highlighted in orange. When the user clicks submit, KwikTag assigns the barcode to the record and displays
itin the Tag window.

.
g Drawers | Work Queue | Approval Central | My Cases

- T . D ==z B .. . R v |
- My List B Invoices Showing 1 View Filter: _ Clear

Company ID Vendor ID Vendor Name Document Date Document Number [

Site: KwikPayables l

8/25/2016 dctest12345

Fabrikam, Inc. | ACETRAVE0001

Filter: A Travel Company

@ AlDrawers @ My Favorites

@
' =1

o TR

ICE - Invoices GL Entry

[ Check The “Show Menu Always” —
@8 CheckBaten options displays a floating
. Index
B ChockBakch Approved menu of basic docgment
- _ management functions that b
@ CheckBatch Rejected can be moved to any location Opan In Now Window
[ CheckGL within the KwikTag interface. Search
L1
-

I

{
Y Invoices
. Invoices - Approver Selection

Show Menu Always (KwikTag floating menu)

If scanning the document into KwikTag, an adhesive barcode label is attached to the document. The label
will have the same barcode number that links a paper document to the tag data so that when the document
is scanned into KwikTag, the data and documents are associated. If a user attempts to open a document
associated with the tag record prior to scanning, KwikTag will display a message indicating that there is no
document associated with the record.

Edit allows users to edit data associated with a KwikTag document.

Index allows users to add header information and metadata about a selected document. As a seperate entry
in KwikTag, this can either be in the same or different drawer.
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Open presents users with the option of viewing documents within the same window, or in a separate
window (ideal for multiple monitors). The open here option allows users to scroll through records using their
mouse or keyboard while viewing the associated document image automatically. Using the open in new
window option (or double clicking the document) launches a new window and displays the document. Note
that the separate window display does not refresh to show a new image as the user scrolls from one record
to the next.

KwikTag Document Filter

In the document list panel, KwikTag presents the option to filter your documents. A filter window allows
users to enter keywords and filter the display of documents in the folder to those whose index data include
the keywords. To filter, type in your filter criteria and hit enter. The filter will then be applied to the entire
KwikTag document drawer. To clear the filter, click clear.

g DIEVCICI Work Queue | Approval Central

W My List

C - NI DE! 00 3| /pe
Site: KwikPayables . ’ ate Document Nypfioer Document Type

Filter:

@ Al Drawers I @ My Favoriles Document Filter.

I ICE - Invoices Entry

N Invoices

L Invoices - Approver Selection

KwikTag Document Filter

In the KwikTag “Index” panel on the left, users can input "Site” and "Drawer” filing information associated with
the highlighted document, which displays in the panel on the right.

Tag Number User

) 0 1

- 980001405 Mary 0 1 WVOICE: 237711 2

™ 9B0001408 Mary 0 1 =

= 9I001407  Mary 0 1 i s SR

Prorw: 212-555.0155
i Ly SB0001404 Mary 0 1 '
Check Balch e
Check Balch Approvad = SB0001401 Mary [ 1 sam .
acted Fatrtomm, s Fabetan, i
P e w003 My 0 1 o S
R —— Frore: 3125050108 £ 0000

ICE - Invaices Entry = 580001352 Wary ] 1 T e e e
|
| ICE - Invaices GL Endry -
Invoices = bt ey 2 1  Sabes Rep. PO Wambee Ship Dute  shpVa FoB Toems.
Ivaices - Approver Saiection f ™ 980001353 Mary [ 1 Soon Dewyer | e [ r— et 0
Moiots - L Enky Ly 980001351 Mary 0 1 .
Irvoices - PreGL - Guaniity Deserigaion Unit Frise Total
Rjected ICE - Invoices GL Entry A 560001346 Mary ] 1 e Mt Actapter 500 50000
Rijicted Imaices -. ey P A > 100 Vemate Adtspter 500 $50a00
Rujucted Imvoices - Aprve Select 5= o » Keyboard s $ans00
Rejected Invices - GL Entry ™ KTO000004119  Mary 0 1 " Phone cont 12 hite s 0t
{phiased ce Crmlec Kitsces - KTO000004121  Mary 0 1

Index Documents
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Search allows users to search for documents within a drawer based on specific index data. Each index field
associated with documents in the folder is displayed within the search tab, so that multiple search criteria can
be selected to retrieve a specific document. When search results are returned, the drawer name at the top of
the screen will display a message indicating that the results are filtered. Click clear from the search window
to clear the search. Click the X" at the top of the search window to close it.

Move allows users to move documents and data from one KwikTag site or drawer to another. Note that if
the destination folder stores different index data than the source folder, the data will not be moved with the
image. To prevent accidentally losing data, KwikTag prompts users prior to completing the transfer.

Copy To allows users to copy documents and data from one KwikTag site and drawer to another. Note that
if the destination folder stores different index data than the source folder, the data will not be copied with the
image. To prevent accidentally losing data, KwikTag prompts users prior to completing the transfer.

Delete allows users to delete documents and records from the KwikTag system. Users are prompted to
confirm before any records are deleted.

Associations allow users to access other documents that are related to the document being viewed.

This association may consist of metadata alone, or may include an associated document image as well.
An example might include a purchase order associated with a PO invoice, or an invoice associated with a
check image. Associated records are displayed in a window that displays relevant data. Right clicking on an
associated record provides the option to view an associated document. Associations are configured by the
ImageTag professional services team.

Drawers Work Queue | Approval Central Search

[ mmmm « . o T TV o e |
¥ Invoices - Approver Selection Showing 2 View Filter: _ Clear

My Cases

Site: KwikPayables I Company ID Vendor ID Vendor Name Document Date Document Numt
Filer Fabrikam, Inc. IMAGEMAKO001  Image " T30 3/2016  4355IMA
. ) Search
@ AlDrawers | @ My Favorites Fabrikam, Inc. ADVANCEDO001 = Advan 2 o
[l Check r Index
. Check Batch _.__ Open »
[0 Check Batch Approved @ Move
1 Check Batch Rejected Copy To
[l Check GL € Delete
@ 1CE- Involces Entry q!r, Assoclations. » Q‘n Show Associations
o . f@ Line ltems »
R R Lo @ Workflow History
. Invoices #. Show GL Distributions
. Invoices - GL Entry Q Refresh
0 Invoices - PreGL E‘. Show Menu Always
. Rejected ICE - Invoices GL Entry
| Rejected Invoices
. Rejected Invoices - Aprvr Select
. Rejected Invoices - GL Entry
| Uploaded or Emailed Invoices

“Show Associations” allows users to view other documents associated with a transaction.



Refresh updates the KwikTag Web client, so that any changes (deletions, additions, etc.) are visible.

Note that using Ctrl F5 DOES NOT refresh the KwikTag window, but rather, refreshes the entire browser
window, requiring you to log in to the KwikTag Web client again.

Email allows users to email documents as attachments, links to the record in KwikTag, or both.

E-mail Notification

Notify User: @ Now
@ When document is received

® At

To:
CC:
BCC:

LN E Document for your review

Message:

=) Submit
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Work Queue Features And Functions

The KwikTag Work Queue is designed to assign documents to KwikTag users . Within the work queue,
KwikTag users can tag, edit, or approve based on their roles and the business process. Workflows can be
pre-configured by the ImageTag professional services team as part of your deployment, based on your
organization’s unigue business rules.

KwikTag administrators have access to KwikTag workflow configuration. Once training has been completed,
they can modify workflow processes or create new workflows according to your business needs.

Mary ﬁ
Drawers  [CHIWEIEN Approval Central | My Cases Forms ‘ Reports Search | Help |
ey D s |
Document Type Assignee Action
KwikPayables  Uploaded or Emailed Invoices Tag BIOICE. waBmMA
Drmear: KuikPayables  Uploaded or Emailed Invoi T —
|Llpmaﬂe0 SrEalod oices - | wikPayables ploaded or Emailed Invoices ag —
IMAGE MAKERS ADVERTISING
N KwikPayables  Uplol = New
Comments: View Menu Choices > | All Y
KwikPayables  Uplol * Open » | View ltems to Tag New fitsder i
- = View Items to Approve o
System Fields KwikPayables  Uplo U Stop Workflow View ltems to Edit New :;T:«Uv:: o
KuikPayables  Uplol (3] Workflow History Tag New S T e m’m
Submit 2t s
_ KwikPayables ~ Uplol € Refresh Tag New psilhvsint e i et
KuikPayables  Uplo| 0 Email Tag New
KwikPayables  Uplo % Associations ® Tag New
e U f Line Items 3 = = | SALES REP. ‘ F.0. NUMBER | SHIF DATE ‘ SHIF VIA ‘ FoB | TERMS |
wikPayables fag ew
¢ B2 Customize Colurms > [ sonres | [ e | oeem | [ e |
KwikPayables  Uplo Py 2 Tag New
fis] Resize Columns >
KwikPayables  Upld i i Tag New QuaNTITY DESCRIPTION UNIT PRICE ToTAL
10 4 Color Vinyl Banners $500 $5.000
KwikPayables  Uplo| %, SetView , Tag New
KwikPayables  Uplo E Show Menu Ahways Tag New
KwikPayables  Uploaded or Emailed Invoices  Mary Tag New
KwikPayables = Uploaded or Emailed Invoices | Mary T New
KwikPayables ~ Uploaded or Emailed Invoices  Mary Tag New
KwikPayables ~ Uploaded or Emailed Invoices  Mary Tag New
KwikPayables  Uploaded or Emailed Invoices  Mary Tag New
KwikPayables ~ Uploaded or Emailed Invoices  Mary Tag New it
LGRS R L L2 D Tag Lo - ]

KwikTag work queue with inline document display

Open functions like the open options from the drawers tab. Users can choose to open here and view
documents in a viewer window in line with the document data or in a separate window.

Stop Workflow is used to terminate an active workflow at any point during the process. The workflow item
is marked as stopped for audit purposes. Users must be members of the workflow admin group to have

access to stop a workflow.

Workflow History displays an audit trail view of each step that has been completed in a workflow process
for documents that have been indexed and routed for approval.

Refresh updates the view of the KwikTag Web client, so that any changes (deletions, additions, etc.) are
visible.

Email functions the same way in the work queue as it does in the drawers tab.

Associations functions the same way in the work queue as they do in the drawers tab.
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Line Items displays line item detail associated with a document, such as an invoice.
Customize Columns allows users to select/deselect the columns of data associated with their documents
that they wish to display. After checking/unchecking these options, simply click anywhere within the view to

return to the updated display.

Resize Columns allows users to format column widths based on column header or cell size. Users also have
the option to auto size.

Save View allows the user to save the view that has been displayed based on the filter.

Set View allows the user to toggle between the saved view and the default view, which displays all records in
the work queue.

Show Menu Always functions the same as it does in the drawers tab.

Users can click the drop down next to the "showing” label to select document criteria to include in their
displayed list.

Drawers

@ work Queue Selection

| Uploaded or Emailed Invoices

Comments:

LGSR Approval Central | My Cases

Forms ‘ Reports

View Filter
W Upioaded or Emailed In M Invoices - GL Entry

Site Document Type

KwikPayables &uaded or Emailed |ll\lﬂjﬂﬁﬁa Hag

I ICE - Invoices GL Entry

Action Status

- INVOICE

Invoice: CONT2244

December 1, 2014

i il i Pilar Ackerman
KwikPayables ~ Uploaded or Emailed Invoices ~ Mary s
Phone: 5135550100 Ext. 150
KwikPayables  Uploaded or Emailed Invoices
KwikPayables ~ Uploaded or Emailed Invoices it
Submit = = 2 Al ko =
KwikPayables  Uploaded or Emailed Invoices 8411 Wellington Dr. Lake Forest. IL 60045-8411
Phone: 3125550108 Ext. 0000
KwikPayables  Uploaded or Emailed Invoices
KwikPayables  Uploaded or Emailed Invoices  Mary Tag New ‘ Sold By | P.O. Number ‘ Delivery Date ‘ SpvE | FoB [ Terms. I
( KwikPayables  Uploaded or Emailed Invoices  Mary Tag New ‘ P | A ‘ A ‘ Oresite | l NET 20 I
KwikPayables ~ Uploaded or Emailed Invoices  Mary Tag New Quantity Description Unit Price Total
KwikPayables ~ Uploaded or Emailed Invoices ~ Mary Tag New 1 4G Base Station Signal Check Up. 12000.00 12000.00
1 LTE Data Throughput Optimization 15000.00 15000.00
KwikPayables  Uploaded or Emailed Invoices ~ Mary Tag New : e e pERE
KwikPayables ~ Uploaded or Emailed Invoices ~ Mary Tag New
KwikPayables  Uploaded or Emailed Invoices  Mary Tag New
KwikPayables ~ Uploaded or Emailed Invoices ~ Mary Tag New
KwikPayables  Uploaded or Emailed Invoices ~ Mary Tag New
KwikPayables  Uploaded or Emailed Invoices ~ Mary Tag New
KwikPayables  Uploaded or Emailed Invoices ~ Mary Tag New $40,500 00
KwikPayables ~ Uploaded or Emailed Invoices  Mary Tag New
Make all checks payable to Pilar Ackerman, LLC.
KwikPayables  Uploaded or Emailed Invoices  Mary Tag New WAANICYDU EORYOUR HEEICR !

Document Display Criteria
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KwikTag Work Queue Features and Functions (cont.)

Documents are organized in the work queue by type. The document type displays the drawer in which the
document resides. The action required by each user is displayed indicating the user needs to tag, edit, or
approve each document in their work queue.

Mary
Approval Central | My Cases Forms. Saarch | Help |

o Work Queue Selection

Site:
[ HwikPayabies - INVOICE
o i [ i jcas | | Invoce: CONTZ244
|um“ Emaled Inveices . | KwikPayables  Uploaded or Emailed Invoices A 0 1,201
Comments: KwikPayables  Uploaded or Emalled Invoices

KwikPayables  Uploaded or Emailed Invoices o, CH 11234

B0 W, Main 51 Ci
Prora: 5138550100 Ex1 150

KwikPayables
KwikiPayables

Uploaded ar Emailed Invoices
Uploaded ar Emailed Invoices.

BILL TE:
Contons, Lt

amn_on Michash

KuikPayables

KwikPayables

Upleaded or Emailed Invaices.
Uploaded ar Emailed Invoices

8411 Wistingion D, Lake Forest. 1L 800458411
Pher: 3128560108 Ex2. 0000

KwikPayables  Uploaded or Emailed Irvoices Sokd By i PO Number | Deltvery Date | .5..':....“;... il Toms |
| KwikPayables  Uploaded or Emailed Invoices.  Mary Tag Now | e [ v | oowe | EEEN
Ly KwikPayables Uploaded or Emailed Involces  Mary Tag New Guansty Description Linit Price Total
KwikPayables  Uploaded or Emailed Invaices  Mary Tag New 2 0 s Wl Wkt Chstels W b by
1 LTE Data Theoughput Optimization 15000.00 1500000
KwikPayables  Uploaded or Emailed Invoices  Mary Tag New 1] Lenicon XBT G5M Signal Amplifier 20000 1250000
KwikPayables  Uploaded or Emailed Invoices  Mary Tag New
KwikPayables  Uploaded or Emailed Invoices  Mary Tag New
KwikPayables  Uploaded or Emalled Invoices  Mary Tag New
KwikPayables  Uploaded or Emailed Invaices  Mary Tag New
HwikPayables  Uploaded or Emailed Invoicas  Mary Tag New
KwikPayables  Uploaded or Emailed Invoices  Mary Tag New unsote |
KwikPayables  Uploaded or Emailed Invoices  Mary Tag New o
Make i chacks payaile 5o Piar Adkerman, LLE
KwikPayables  Uploaded or Emailled Invoices  Mary Tag New T e e

KwikTag Work Queue for Indexers. The Drawer displayed is the current document location. To tag the document and add
relevant metadata, select the Drawer in which the document should be stored.

Users, typically indexers, enter the metadata in the tag panel on the left to tag the current document. Data
can be selected from the document on the right using copy/paste functionality in most situations.

Mary
My Cases Forms | Reports Search | Halp | |
@ Work Queue Selection
¢ Document Type
Site: 7
- INVOICE
[ HwikPayables -| i
Drawer: % = Invoice: CONTZ44
iled In-
|mnioes . | Uploaded or Emailed Invoices A I 1, 200
Company I0: KwikPayables Uploaded or Emailed Involces  Mary Tag Hew
-] KwikPayables  Uploaded or Emailed Invoices  Mary Tag New ool
= Phene: 5135650100 Ext. 150
Vondor I0: . KwikPayables  Uploaded or Emailed Invoices  Mary Tag Naw
e KwikPayables Uploaded or Emailed Invoices  Mary Tag Hew s 1
Vendor Name: Am Jon Wichasts
KwikPayables  Uploaded or Emailed Invoices  Mary Tag Maw 2,1?;5"}?:‘?:&‘2"&“ L B0045-B411
Document Data: KwikPayables  Uploaded or Emailad Invoices  Mary Tag Haw
| eiankic E KwikPayables  Uploaded or Emailed nvoices  Mary Tag MNew Sokd By | 0. Rumber | Duttvery Date: | ey s Torme
Eocoornm Mooy { KwikPayables  Uploaded or Emailed knvoices  Mary Tag Now e ] b ] weea e ] || mei
'?W“ ant Typa: Ly KwikPayables Uploaded or Emalled Involces  Mary Tag MNew Guantity Description | vere | e
KwikPayables Uploaded or Emailed Invoices  Mary Tag Mow . 40 Bt S Sigaud Charck Lip - i
1 LTE Data Theosghput ptimization 15000.00 15000.00
Purchasas Amount: KwikPayables  Uploaded or Emailed Invoices  Mary Tag New 5 Lawicon XET G5M Signal Amplifier amas 12800.00
KwikPayables  Uploaded or Emailed Invoices  Mary Tag Hew
GL Destribution:
. KwikPayables  Uploaded or Emailed Invoices  Mary Tag New
Comments: KwikPayables Uploaded or Emailed Involces  Mary Tag Hew
KwikPayables  Uploaded or Emailed Invoices  Mary Tag MHew
I KwikPayables  Uploaded or Emailad Inveices  Mary Tag MNow
KwikPayables  Uploaded or Emailed Involces  Mary Tag Hew 40,500,060
KwikPayables  Uploaded or Emailed Invoices  Mary Tag Mew S
KwikPayables  Uploaded or Emailed lnvoices  Mary Tag Naw T

Once the destination Drawer has been selected, the metadata fields related to that Drawer are displayed in the left “Tag” panel for
completion and submission of the document.
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Filter at the top of the work queue screen functions like the filter from the drawers tab. However, retrieving
documents from the work queue functions differently. To filter records in your work queue, enter a keyword
in the filter window and press enter. The filter window will retain the keywords, highlighted in yellow. Only
records that contain the keyword in the document will be displayed.

MaryDeptManager o

Search ‘ Help ‘

INVOICE: 4355IMA

Forms ‘ Reports

Drawers VLI QAU Approval Central

My Cases
Assignee Action Status

KwikPayables | Invoices - Approver Selection | MaryDeptManager Approval New

e Work Queue Selection

2ar20na.

7
IMAGE MAKERS ADVERTISING

A pau west
8411 Wellngton D, Lake Forsst, L 60045-3411
Phone: 312-5550108 1t

8411 Welingion O, Lake Forest, L 600458411
Phone: 312-585-0108 0. 010

| SALES REP. |P.D.NUMBER‘ SHIP DATE ‘ SHIP VIA | FoB | TERMS |

I Linda Butterfield | ‘ 10412014 ‘ UPS Grouns I I NET 30 |

QUANTITY DESCRIFTION UNIT PRICE TOTAL

10 4 Color Vinyl Banners 5500 35.000

Filter by the keyword “image” displays only the document in the work queue file that contains the word “image.”

Save View allows the user to save the view that has been displayed based on the filter.

Set View allows the user to toggle between the saved view and the default view, which displays all records in
the work queue.

Resize Columns allows users to select format column widths by the width of column headers, column data,
or a ‘best fit’ between the two options.

As described above, the Save View function allows users to save a filtered view of the work queue.
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Approval Central Features and Functions

Approval central is designed for KwikTag users who are authorized to review, approve, or delegate
documents based on their business process. In some cases, approvers also need to edit documents, in
which case they would make edits in the work queue.

KwikTag users who only approve documents are issued, “approver licenses” which are free.

MaryDepthanager

(LEas MW MyCases | Foms | Repots | Seach | Help |

Invoices . Approver Sel
Vendor ID Vendor Name Jocument Date Document Number Document Type ] INVOICE

BEAUMONT0001 EI55BMT-tast Invoice

Inwoice: E1SSEBMT

. ADVANCEDODO1  Advanced Office Systems  08/23/2016 5355A05-082316 Invaice Cctober 2, 2012

IMAGEMAKO001  Image Makers Advertising 08232016 A355IMA Invoice

Vendor Name Jocument Date Document Numbar Doe Type Purchasq

ATravel Company 08252016

SaesRep | PO Nember Ship Dane ShipVia FoB | Tems
User ID Check Date  User Date  Use 31 e p— | sz | wescmea | T e
12014 1AM32014 Administrator KT r—— Desoriphion Uk Prise | Total
a BAIDIG: Base Avsembiy san an
*PROMO DISCOUNT' 3783
Check Date
INTERNATOO0O3 International Telephone  OF & RETIREMENT 010522014 089377
nent Number  Document Type f2 T
Fabrikam, Inc.  01/09/2014 Mo 3 checks payable 5 BEAUMGNT CONSTRUCTION
THAN TEOU FOR TOUR BUSIMESS!

KwikTag Approval Central is the tab that allows approvers to quickly review all pending documents, regardless of document type,
and then approve, reject or delegate.

Mary

My Cases Forms | Reports Search | Help

@) Edit

= INVOICE

Invoice; S637TBMT
August 4, 2014

Company 1D: Fabeikam, Inc.  BEAUMONTO001  Beaumont Construction 02003720

Invoices - GLEntry | a
Vendor 10:

\CETRAVEQON 2 Company ID Vendor Name Documant Dt

Vendor Name:
il ACETRAVEDD01  ATravel Company  08/252016
o
Document Date: Fasriam inc SHw 10
Ay P Wt Fabkam, in:
BAT1 Wellrgaom D, Laks Forwst, L 800858411 B411 Waslinglon Or, Lake Forwst, L 80488811
Phene 3128550008 Ext. 0000 Fhora: $12.885 0108 Ex2 0000
Document Number:
s | rommenr | snovwe | sews oo T
Document Type: T 1
Fhil Bearmon | waw | UPS Grousd | waw |
= L)
Purchases Amount: [ ey Descripsion [rem—— Tost
Ll 00 BAIDIG: Base Assembly $iane #5,536.00
GL Distribation:
Comments:
Due Date:
B252016 E
Workllow Comments:
563600

Mk o8 chacks payable 1 REALMONT CONSTRUCTION

sumt | % Canel | K YL FOR YOUR BUSMERS

Approval Central provides the ability to drill down into the document detail to approve or reject complete documents or
individual line items. Each of the display panes can be hidden, expanded or contracted to view the most relevant information for

each approver.
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Workflow History allows users to view audit trail details about each document, including user, date/time
stamp, and document stage.

Show GL Distributions displays the General Ledger (G/L) distributions, including the account codes and
debit/credit amounts associated with documents, such as invoices.

MaryDeptManager
Drawers Work Queue ST NETE My Cases Forms Reports Search ‘ Help ‘
Invoices - Approver Selection i
Company ID Vendor ID Vendor Name Document Date Document Number Document Type INVOICE
Fabrikam, inc. BEAUMONT0001 Beaumont Construction 06/28/2016 6355BMT-test Invoice
Invoice: 6355BMT
Fabrikam, Inc. ADVANCEDO0001 = Advanced Office Systems ~ 08/23/2016 5355A085-082316 Invoice A October 2, 2012

Fabrikam, Inc.  IMAGEMAKO0001 Image Makers Advertising  08/23/2016 4355IMA Invoice

Beaumant Canstruction
w Drive, Chicago, IL 806!
08 Ext. D000

Purchas:

Vendor ID Vendor Name Document Date Document Number Document Type

SHIP TO:
Fabrkam. Inc
ACETRAVE0001 A Travel Company = 08/25/2016 detest12345 e P Y o bbbl ol b

Sales Rep P.0. Number Ship Date ShipVia FoB Tems |
Batch ID Checkbook ID  Amount User ID Check Date User Date Phil Beaumont f— UPS Ground Net30 |
11912014 11312014 Administrator | K |
Quantity Description Unit Price Total
v
60 BA100G: Base Assembly §14.44 $848.40
“+PROMO DISCOUNTH §$5795
T §790.45
W GL Distribution
Account Description Type Reference  Debit Credit Maks 3l checks payabis to BEAUMONT CONSTRUCTION

000-2100-00 | Accounts Payable PAY 5000 579045 THANK YOU FOR YOUR BUSINESS!

100-6170-00 Repairs & Maintenance - Administration PURCH $790.45 $0.00

SLProClient
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The KwikTag my cases tab allows users to see all related documents of a given type. Cases can be pre-
configured by the ImageTag professional services team as part of your deployment, based on your
organization’s unique business rules. Cases are usually defined around a multi-document process like check
approval, invoice payment, or human resources where job requisitions, postings, resumes and related
documents can be aggregated and tracked for each applicant.

The following screen images highlight the main features and functions of KwikTag cases. As with other
KwikTag features, functionality is accessed via right-click menus.

Drawers Work Queue | Approval Central [ETESETEES Forms Reports Search

0 My Cases [Master Document] Job Description |

Poaition Title: Position 10 Department Name  Deparment ID Hiir}

Job Positiens.
L Sales Executiva  SE-01

Fittar

Posiion ID

Posiion Tithe  Senior Sales Executive
Department Name  Sales & Marknéng
Hing Manager Name T Jones

Jacob Smith

Department Name  Depariment 10

Posion 1D

Poson Title  Senkr Sales Executive
Department Name  Sales & Marketing
Hifing Manager Name T Jones

Consistent Top Performer | Effective Sales Leadership | High Energy.
Sales Executive  SE-01
Professional Summary

Sales Executive | SE-01 Sakes Sales A performance-driven sales professional that consistently excesds quotas.
Posiion ID COMMURICAon with 3 consultative sakes style, offering strong negatiation sk
Posiion Title  Senior Sales Execulive solving abilities, and a keen client needs assessment aplitude. The ability |
Department Name  Sales & Marketing - pipeding to meet business quata
N 1+ I

Employment Histo!

Foxtion Tain - S0 Exacative ABLE.?r,;c i 2010-Present
Department Name  Sales ABC Software is the word's leading developer of business software. Core
Hiring Manager Name  David CLM, HCM, EAM, SLM, SCM. CRM, and Financial Management.

Position ID  SE-01 "

Position Titke  Sales Executive Sakes Executie

Oepartment Name  Sales Responsible for selling Business Solutions 10 enerprise customers.
Hiring Manager Nams  Hiring Manager Achievements

« Presidents Club in 2012, 124%

= Presigents Club in 2013, 112%

= Managed a leam of top performing inside sales athletes.

= Hands-on, fexitie, adaplable individual who thives in a diverse, fast-pac
- Built sales pipeline by conceptualizing and realizing strategic plan

« Effective at needs analysis and presenting solutions 1o potential clients

= Informed prospects of new software and service offerings.

 § | HiringManager

E 11/25/2015 9:03:58 AM 11/25/2015 9:11:12 AM

[HRManager] Interview set up
for Wednesday at 2 pm
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Reports Features and Functions

The KwikTag Reports tab displays a variety of different views of documents and related data. The reports
available to KwikTag users depend on their KwikTag configuration, the document types and their approval
workflows.

KwikTag Reports are accessible when a user clicks on the folder icon on the left-hand side of the screen.
KwikTag will then display documents and data associated with this report view.

Workflow status reports segment documents into approved, pending and rejected categories. Each of these
views can be personalized to reflect all documents, or present the view of a particular period of time (e.q.
monthly, quarterly, etc.).

As with other KwikTag features, functionality is accessed via right-click menus. Functionality that is unigue to
the reports tab is identified in this section of the user guide.

MaryCFQ
My Cases Forms Reports | Search ‘ Help ‘
‘__J Reports X

Filter Tag Number Current Site Current Drawer User Id User Name My Most Recent Workflow Action

Approval Central

Drawers ‘ Work Queue

980000846 Fabrikam, Inc.  Payables Transaction Entry MaryCFQ Mary Miller Document Tagged

[l Pending Approval
- i 580000847 Fabrikam, Inc.  Payables Transaction Entry MaryCFO Mary Miller Document Tagged
prove:

B Rejectsd 980000845 KwikPayables B O e et face
= L10000000581 KwikExpense  Receipt Lines MaryCFQ Mary Miller Document Tagged

KT0000003260 KwikExpense Receipts MaryCFO Mary Miller Document Tagged

980000844 Fabrikam, Inc.  Payables Transaction Entry MaryCFQ Mary Miller Document Created in ERP

KT0000003248 Fabrikam, Inc.  Payables Transaction Entry MaryCFO Mary Miller Document Created in ERP

KT0000002798 Fabrikam, Inc.  Payables Transaction Entry MaryCFO Mary Miller Document Created in ERP

980000693 Fabrikam, Inc.  Payables Transaction Entry MaryCFQ Mary Miller Document Created in ERP

580000354 Fabrikam, Inc.  Payables Transaction Entry MaryCFO Mary Miller Document Created in ERP Gumsny pe—— Lk P Tea
[ 980000603 Fabrikam, Inc.  Payables Transaction Entry MaryCFQO Mary Miller Document Created in ERP 3 Tm:;cwm’ i :.':

KT0000002976 Fabrikam, Inc.  Payables Transaction Entry MaryCFO Mary Miller Document Created in ERP

LI0000000566 KwikExpense Receipt Lines MaryCFO Mary Miller Document Tagged

KT0000003021 KwikExpense  Receipts MaryCFO Mary Miller Document Tagged

KT0000002970 Fabrikam, Inc.  Payables Transaction Entry MaryCFQ Mary Miller Document Created in ERP

o

KT0000002791 Fabrikam, Inc.  Payables Transaction Entry MaryCFQ Mary Miller Document Created in ERP

Mara 4 chacks sapebi : BEAUNONT CONSTRUCTION
THANK YDUFOR YOUR BUSHESS]

980000524 KwikPayables ~ Uploaded or Emailed Invoices  MaryCFO Mary Miller Document Tagged
580000525 KwikPayables  Uploaded or Emailed Invoices  MaryCFO Mary Miller Document Tagged
980000523 Fabrikam, Inc.  Payables Transaction Entry MaryCFQ Mary Miller Document Tagged
380000528 KwikPayables  ICE - Invoices Entry MaryCFO Mary Miller Document Tagged
980000527 KwikPayables  ICE - Invoices Entry MaryCFO Mary Miller Document Tagged

Reports view

Export allows users to export document data from a KwikTag list view to a CSV file that can be saved locally.
This function exports the document data only, not document images.
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Workflow History in the report view displays every step of a document process. The audit trail view includes
details about each document, such as user, date/time stamp, and document stage.

MaryDeptManager

Drawers Waork Queus | Approval Central | My Cases Forms

) Reports

Filler

o mikedeptmanager] You said this was ok for me to purchase ) e

— = —
Ll Rejected [ " vl fis
Gl Workfiow Ibems | Have Acted On 0 PM

[mikodepimanager] You said this
was ok for ma 10 purchase

EnteredinERP Fabeikam, Inc. 08232016 B2I20161124454M Invaice
EnteredinERF  [Jondeptmanager] Plaase approve ASAP Fabeikam, Inc. 090212016 JONTESTO9022016 Invaice
u EnteredinERP Fabeikarn, Inc. 0811872016 SEITTEMT-testDB1816  Invoice
EnteredinERP Fabeikam, Inc. 08182016 TESTLUKE3 Invaice
EntaradinERP Fabeikam, Inc. 0811872016 LUKETESTAMARY Invaica
EnteredinERP Fabeikarn, Inc.  08/18/2016 TESTLUKE2 Invoice
EnteredinERP  [adamdeptmanager] this isn't a supply this is a whatever, Fabeikam, lnc. 071142016 T14201652333PM 1
EntaradinERP Fabeikam, Inc. 07142016 T14201652333PM 1
EnteredinERP Fabelkam, Inc. 0412512016 425201693123AM Invalce
EnteredinERF  [briandeptmanager] thank you for your aflention 1o this Fabeikam, Inc. 081172016 Zine Invaice

KwikTag Reports display documents and associated data that can be configured based on a variety of criteria, such as the
document type, status and workflow processes. The complete workflow history can be viewed here.
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Search Features and Functions

The KwikTag search tab allows users to retrieve documents by searching filing information or document
content. Advanced search features allow users to narrow search criteria down to specific document drawers
and date ranges.

KwikTag Advanced Search can be accessed by clicking the advanced search link beneath the search field.

Reports

Drawers Work Queue ‘ Approval Central My Cases l Forms

@ search

Search for: ] [¥/] Show in Mixed Gr € Tag Number

advanced Q9 Fabrikam, Inc. Payables Transaction Entry 980001467

Fabrikam, Inc. Payables Transaction Entry 980001466

T T Fabrikam, Inc. Payables Transaction Entry 980001465

Fabrikam, Inc. Payables Transaction Entry 980001464
Document Content

Fabrikam, Inc. Payables Transaction Entry 980001460

F'rsc:: e = gj Fabrikam, Inc. Payables Transaction Entry 980001434

- Fabrikam, Inc. Payables Transaction Entry 980001433

DateTyp.e. Al ' QJ Fabrikam, Inc. Purchasing Vendor 580001451
. B 9) Fabrikam, Inc. Payables Transaction Entry KT0000004214

‘::: Fabrikam, Inc. Payables Transaction Entry 980001249

F Inc. Payables Trar ion Entry 980001446

¥

Fabrikam, Inc. Payables Transaction Entry 980001445

AR AR i il IR i

KwikTag Search allows users to retrieve documents based on a number of criteria including filing information and document
content.

Work Queue

Drawers Approval Central My Cases Forms Search Help

o Search

Search for | [+ Show in Mixed Gr

Barcode 980001460

Doc Type Tag Number

advanced

Fabrikam, Inc. Payables Transaction Entry 980001467 Document Type paf
Fabrikam, Inc. Payables Transaction Entry 980001466 L’\:it’"‘?"ﬁp HE20
Archive Da
G s Fabrikam, Inc. Payables Transaction Entry 980001465 ?I:LIE:]MEJ :
Fabrikam, Inc. Payables Transaction Entry 980001464 Site: Fabrikam, Inc,

Fabrikam, Inc. Payables Transaction Entry 980001460

Fabrikam, Inc. Payables Transaction Entry 980001434

Fabrikam, Inc. Payables Transaction Entry 980001433 Comments Invoice from WF
Company |0 Fabrikam, Inc.
Fabrikam, Inc. Purchasing Vendor 980001451 Credit Card Name
= z Credit Card Receipt Number
Fabrikam, Inc. Payables Transaction Entry KTOD00004214 .l Dale 9152016
Fabrikam, Inc. Payables Transaction Entry 980001249 Cogkmon. Nomer e oy -LN

Fabrikam, Inc. Payables Transaction Entry 980001446

Fabrikam, Inc. Payables Transaction Entry 980001445 Freight Amoun
GL Distributio

Misc Charges Amount
Postir
Purchase O

Search

Fabrikam, Inc. Payables Transaction Entry KTO00D00004216

Fabrikam, Inc. Payables Transaction Entry 980001320
Fabrikam, Inc. Payables Transaction Entry 980001112 Purchases
Fabrikam, Inc. Payables Transaction Entry 980001442 ax dule 1D

Fabrikam, Inc. Payables Transaction Entry 980001388 sefmame Sean
Vendor [0 ADVANCEDO0O1
-her No. VCHRO80001460

tatus EnteredinERP

Fabrikam, Inc. Payables Transaction Entry 980001322

Fabrikam, Inc. Payables Transaction Entry 980001439

PRI e B R i@ B @ B B B R I

When a document row is selected or hovered over, from the list in the Search results, the document metadata displays in a pop-
up window.
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KwikTag Search Functions
As with other KwikTag features, functionality is accessed via right-click menus. Functionality that is unique to
the search tab is identified in this section of the user guide.

Find in: Choose between filing information and document content when conducting a keyword search.
Document content includes text within an electronic or scanned paper document.

Site: Choose all KwikTag sites, or a specific site to search for documents.

From: For searches based on a specific site, the from option allows users to search either ‘All Drawers’ or
choose a specific drawer in the selected site.

Date Type: Choose the date type for your document search. Options include modified date, received date,
retention date or tagged date.

Within: (Date range) Select how you want to conduct a date search from the drop down list. Options
include last month, last year, past month, past year. If you select 'Date Range’ enter a ‘Start Date:" and 'End
Date!’

Start: (Date) Enter a start date for the date range search.

End: (Date) Enter an end date for a date range search.
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KwikTag Help

The KwikTag help tab provides access to documentation and other support resources.
KwikTag support contact information is displayed, and users can submit feedback or help requests.

Drawers JWoﬂ(Queue | Approval Central | My Cases | Forms ] Reports. ‘ Search

KwikTag Web User Client () Send Us Your Feedback
= Updated 08/31/2016 - Version:vé - TCM

Help Categories

General Information

Reason for contacting us:
8 . Questions About Kwiktag Prod or Services '

Your message:

ti\ Customer Support

mers with a cument Support Agreement

Email: supporfi@kwikiag.com

KwikTag Help provides general information including KwikTag version information, release notes and customer support contact
information.
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The KwikTag logout and preferences icons are displayed on the upper right-hand corner of the KwikTag
interface. To logout, simply click the red logout icon.

m Drawers | Work Queue [ERSTETCRRTIR My Cases Forms Repors Search | Help e 0

KwikTag Preferences and Logout

Clicking the KwikTag preferences icon launches the KwikTag Preferences menu. From this menu, users can:

» Change settings for how KwikTag sites, drawers and documents are displayed
» Register their KwikTag barcode tags
» Update their KwikTag password

[x]

ﬁ) My Preferences (E:I Change Password

Default Site: [OIEE New Password: ||| [ GGG
Default Home Page: [EWEINeERE] Verify New Password: _

Default time for recent documents: ERELIY

Submit

Max number of documents to pre-load:

Retain Entries: [l
Connector View Mode: @ Quick @ Full

View Document Inline by Default: Drawers Page WorkQueue Page

Submit

7' Register Tags

Enter and confirm the number of the first available tag in your dispenser or
sheet, or select a new dispenser from the Tag inventory.

Starting Tag #: Confirm Tag #: Tag Dispensers Assigned to You:

Register Tags Assign Tags
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My Preferences includes the following options:

Default Site: for companies that have set up KwikTag with multiple sites, users can choose the site that is
displayed by default

Default Home Page: choose which KwikTag tab displays automatically when logging in to KwikTag

Default time for recent documents: choose how many days worth of documents are displayed in Work
Queues. For example, if the default value is 7," the KwikTag system will look back 7 days and find any
documents that were added in the past 7 days.

Max number of documents to pre-load: choose the number of documents that are automatically
displayed in the grid for views and drawers. Options range from 50 - 20,000 documents. The greater the
number of documents pre-loaded, the more time will be required for the page to load.

Retain Entries: allows users to re-purpose data entered from a previous entry when tagging a document.
If this option is selected, upon clicking submit to tag a document, a new tag menu will be presented for the
next document that includes the data entered for the previous document. This reduces data entry when
multiple documents with similar data are being processed.

Change Password
New Password: prompts users to enter a new KwikTag password.

Verify New Password: requires users to re-enter the new password. KwikTag verifies that the entries match
before confirming the password change.

Register Tags allows users to enter the starting Tag number for a roll of KwikTag adhesive barcode

labels that have been assigned to them. KwikTag will automatically advance the barcode number when a
document has been tagged. KwikTag will also register tags to you automatically if you use the new barcode
in the drawers area.
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Starting Tag #: Enter the first barcode number that is displayed on your roll of barcodes.

Confirm Tag #: Re-enter the tag number. KwikTag will verify that the numbers match before registering the
tags.

Tag Dispensers Assigned to You: allows users to register multiple rolls of tags within KwikTag. Once a
roll has been exhausted and a new roll must be registered, users can select the new roll here, rather than
entering the starting tag number.

If you have any questions regarding the use of the KwikTag Web Client please contact your KwikTag
Administrator or KwikTag support.

Support Hours: 6:00 AM - 6:00 PM Mountain Standard Time
Support Phone: 1-877-KWIK-111 (1-877-594-5111)
Support Email: support@imagetag.com

® . ImageTag Inc.
I ta 1400 East Southern Avenue
Suite 800

by imageta;
e Tempe, Arizona 85282

You 1.888.KWIKTAG O

www.imagetag.com
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