HABEL

mmmmmmmmmmmmmmmmmm

N | T'S HABELED. IT'S MANAGED.

Gulidelines
Document reader



HABEL

Document management

N | T'S HABELED. IT'S MANAGED.

Overview

The guidelines are specifically for users who are using the document reader. The manual provides
detailed instructions regarding the use of the system and its user interfaces. The necessary back-
ground information and definitions are also provided for better comprehension. In addition, we offer
further support via a wide range of training courses at HABEL or on your own premises.

Syntax conventions used in this manual

Representation Meaning

HABEL ANNOTATIONS Indication that the function described here constitutes an addi-
tional module that may possibly not be included in the scope of
the system.

A symbol is used to denote (warning) instructions and/or infor-
mation to be observed.

A symbol is used to denote background information and tips.

Discrepancies

The screenshots may differ in detail from your HABEL® document management program, as functions
may be included that have not been purchased and/or activated for your system. Generally it is easy
to add to your system. Please contact your consultant for details.

Note:
All rights reserved. No part of this manual may be reproduced or electronically processed, copied or disseminated in any way (by printing, photo-
copying, microfilming or other process) without the prior written authorization of HABEL. The contents of the manual are subject to revision without
notice on the part of HABEL.
Liability and warranty
This manual has been compiled and checked with the greatest possible care. However, the possibility of errors cannot be completely excluded.
HABEL does not accept any legal responsibility, liability or warranty for incorrect information and the consequences thereof.
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HABEL GmbH & Co. KG Swiss branch
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Document reader
General

There are three versions of the document reader that have different functions. The right version for
you depends on your requirements. The different uses of the document reader will be described below
(of the third version in our case). The differences between the versions are indicated in the following

table:
Function DOCUMENT READER DOCUMENT READER DOCUMENT
BL50 BL100O READER
OCR yes yes yes
ICR yes yes yes
Max. volume of templates 'Maximum of 50 ‘Maximum of 100 \Unlimited
Read out the data with the tem-
yes yes yes
plates
Affix barcodes to separate the dos- No, but possi-
. yes yes
siers. ble
Read out Maximum data for 10 |Maximum data for 20 Unlimited
headers and footers headers and footers
Position recognition no no yes
S L Yes with addi-
Automatic invoice verification no no .
tional module
Scripts are used no no yes
- Client recognition no no yes
- Plausibility checks |no |no |yes
- Document classification yes yes yes
- Check the recognized data
against external sources and no no yes

other interpretations of the data

Page | 1
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Document reader
General

Uses of the document reader

1. Read out document information and provide values

The document reader can be used to read out document information and provide values for further
processing. The following is a graphic representation of an example of an incoming invoice:

Scanning incoming invoices
It is not necessary to stick on barcodes or use divider sheets*

Automatic check of whether the supplier is known using criteria
such as the sales tax ID, domain, mail address, etc.

--> Comparison with ERP/financial accounting master data

Automatic check of whether the supplier template is saved in
HABEL.

Yes No

Posting-relevant information is output such as the
invoice number, date, VAT tax, gross amount, etc.

Posting-relevant information is output such as the
invoice number, date, VAT tax, gross amount, etc.

Template Freeform

Test program in HABEL:
Form dossiers, add other OCR identifying features

Export to third-

party system

*Not in connection with document reader BL50 / document reader BL 100
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Document reader
General

2. Read out document information, interpretation, check the data and provide values

In addition, data such as currency abbreviations can be interpreted and added. To automate process-
es such as releases for posting, the data can be checked against ERP and financial accounting data.
The following is a graphic representation of an example of an incoming invoice:

Scanning incoming invoices
It is not necessary to stick on barcodes or use divider sheets*

Automatic check of whether the supplier is known
using criteria such as the sales tax ID, domain, mail address, etc.

--> Comparison with ERP/financial accounting master data

Comparison with ERP/financial accounting master data

No
Posting-relevant information is output such as

Yes

Posting-relevant information is output such as the
invoice number, date, VAT tax, gross amount, etc.

the invoice number, date, VAT tax, gross amount,
etc.

Template Freeform

Test program in HABEL:
Form dossiers, add other OCR identifying features

Check against ordering data*
Amount ok?
Net amount ok?
Item amount ok?
Order quantity ok?
etc.

Export to third-
party system

Optional:
The third-party system provides data to complete the index data in
HABEL with reference to a unique document number (such as
account assignment information)

*Not in connection with document reader BL50 / document reader BL 100
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Document reader
General

3. Read out document information, interpretation, check data, read out data in the post basket and
provide values

If incongruities are identified when checking the data, the data can be manually processed in the post

basket. Likewise, the post basket can be used for basic editing (reply). The following is a graphic rep-

resentation of an example of an incoming invoice:

Scanning incoming invoices
It is not necessary to stick on barcodes or use divider sheets*

Automatic check of whether the supplier is known using criteria such as the
sales tax ID, domain, mail address, etc.

--> Comparison with ERP/financial accounting master data

Automatic check of whether the supplier template is saved in HABEL.

Yes No
Posting-relevant information is output such as Posting-relevant information is output such as
the invoice number, date, VAT tax, gross the invoice number, date, VAT tax, gross
amount, etc. amount, etc.
Template Freeform
J

Test program in HABEL:
Form dossiers, add other OCR identifying features

Check against ordering data*

Amount ok?

Net amount ok?
Item amount ok?
Order quantity ok?
etc.

*Not in connection with document reader BL50 / document reader BL 100
Page | 4
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Document reader
General

Continued

Check against ordering data*

Amount ok?
Net amount ok?
Item amount ok?

Order quantity ok?
etc.

Yes* No*
The checked value is not okay (the order amount is not the

Order amount = invoiced I
same as the invoice amount)

amount

Send to the processor for a manual check in the workflow

Automatic release for posting of the HABEL POST BASKET

J J

Posting in financial
accounting

Workflow

Purchasing department:
CEO:

Manual invoice check and initial
payment release.

Second payment
release after check.
Automatic forwarding
to financial accounting Automatic forwarding to supervisors
for postina. based on amount for second pay-
ment release.

Export to third-party
system

Optional:
The third-party system provides data to complete the index data in HABEL with
reference to a unique document number (such as account assignment
information)

*Not in connection with document reader BL50 / document reader BL 100
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Document reader
General

4. Automatic archiving of outgoing documents

The document reader can also be used to archive outgoing documents that are provided without index
data. The following graphic shows the process:

Create business processes \

in the ERP program T
Parallel printing*

Offers, order confirmations, outgoing
invoices,
requests, orders

Create
Archive spooler multipage tiff file

Import using
HABEL AUTOJOB

Document reader

Read out the information and transfer
the data together with the document
for archiving in HABEL

Print out the document

*Advantage: In this printing process, the digital level is never left. The quality of the document remains constant while it is being
read out by the document reader, and the recognition rate is nearly 100%.
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Document reader
Document entry/recognition

Document entry/recognition

1. General

The document reader is used to read information directly from the documents when scanning them
and to employ the information for processing. There are many different uses for the document reader;
for example, it can scan and edit customer orders or incoming delivery notes. This module is frequent-
ly used to edit incoming invoices. The descriptions and hence associated terms in this manual refer to
the editing of incoming invoices; however, they are equally applicable to other areas.

Various individual programs can be used in the document reader. Users primarily employ KOFAX
(hpkfx100), the familiar scanning program, and the program for forming dossiers and training the doc-
ument reader (hphab401). Other programs are available to the administrator, which will be described
in a different juncture. The programs can be found in the directory of the HABEL server under
\GEDOSOD\32-BIT\Program name.

In addition, an OCR license (ABBYY) is necessary to read out the raw text of the documents. A li-
cense must be available wherever the document reader is used.

2. Scanning documents

The documents are scanned in a stack using the KOFAX scanning program. It is not necessary to
separate the transactions by barcodes or divider sheets. The documents that belong to a transaction
are defined using a criterion (generally the document number). The document type is selected that
was set up for processing using the document reader. The fields are also specified that need to be
entered for scanning.

Cormpany:
Document type:
Document date: L4
Contact persan (external): |

| Indvidual || Stack | Hew

Figure 1: Scanning program
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Document reader
Document entry/recognition

3. Recognition of document information

After scanning (the data has been transmitted), the raw text can be recognized. This is done at specif-
ic times or is alternately triggered after scanning (end, transmit). Alternately, the processor responsible
for editing can be informed when recognition is finished.

The program (hphab400) can also be started manually.

r L __ B
[EP Folder selection —— E@g

—m
11 2{1/2010 Local Frei 2010 . 10 0099 Belegleser Dokumente (OCR)
11 4222010 Local Frei 2010 04 1 & 0099 Belegleser Dokumente (OCR)
11 10/15/2008 Local Frei 2008 10 43 0019 EK Rechnung

B |Client Date Location Status I\’ear IMon |Rer.:ogr1ized INumber Ireceipttﬂ:le

In Pool Jrdner-Info >>” Cancel

Figure 2: Folder selection

L%

The scanned stack is shown in the top area with the compilation date, status, year, message if recog-
nized, number, document type, etc. If the wrong stacks are scanned, they can be deleted by pressing
the Delete button. These cannot be found in the archive. After the stack is selected, press the OK
button and then Recognize all to start recognition.

The recognition of the document information involves the following steps:
1) Recognition of the creditor by means of freeform recognition

2) The document information is read out in freeform
3) Check if there is a template for the creditor, and read out the information using the template (if

necessary, overwrite the values recognized in freeform recognition)
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Document reader
Document entry/recognition

4. Form dossiers

The documents are displayed in the "Form dossiers" program (hphab401) for L
further editing. When selecting folders, you decide which stack to edit. The @,ﬁ
selected folders being processed or the stacks to be recognized are in the bot- Do il
tom area of folder selection. -

File
ﬂ_-
5/2f2011 Local 23 0019 EK Rechnung

3/8/2012 Local Free 3 0019 EK Rechnung
11 10/15/2008 External Free 2008 10 43 0019 EK Rechnung

B ICIient IDate ILomh’on Status I\’ear IMon IRecognized INumber IDocumenttype
|1 1 2/1/2010 External to be recognized 2010 02 || 10 0099 Belegleser Dokumente (OCR)
11 4222010 External to be recognized 2010 04 || & 0099 Belegleser Dokumente (OCR)

Delete H In Pool Jrdner-Info >3>“ Cancel

Figure 3: Folder selection for creating dossiers

Press the Delete button to delete the entire stack if it was mistakenly scanned. Remember: If a stack
is deleted, the documents cannot be found in the archive even though data were transmitted after
scanning. The documents are in the archive only after editing is finished with the document reader.

Note: Even if the recognition of the raw text has already occurred, the workplace at which the dossiers

were formed requires access to OCR licenses (local ABBYY installation with access to the server).
However, the page volume is not used at this point.
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Document reader
Document entry/recognition
5 Assign receipts

¢ File Viewer Action Tools - Program info-

o

FA E [Bezeichnung  [kd.-Aief.tame [External Document No. |Gesamt Netto | Gesamt Brutto Bele
e 01 EKRechnung  KOFAX Deutschland AG 2933743 297.56 354,10
s"({ jo1 EKRechnung  ADA Cosmetics GmbH 10887159
“u © 01 EKRechnung  ADA Cosmetics GmbH 10887159 214260 254,69
01 EXRechnung  Alde GotteG 135944 18143 215.90
Cosmatics International 01 EKRechnung  Peter Lazic GmbH 57 37.50 44,63
01 EX Lieferschein  Alde Gott eG 136243
01 EKRechnung  Alde GotteG 114770 72,77 32460
Hotel 01 EK Guischrift  ADA Cosmetics GmbH 10387150
Akademie Habel
Uniers Mauptstrati 1 01 EX Gutschrift  ADA Cosmetics Gmbt 10887160 214260 2549.69
63604 Rietheim-Wailhaim 01 EK Rechnung ‘Abbyy Europe GmbH 2801488
- 01 EKRechnung  Abbyy Europe GmbH 2801488 264,00 314,16
\ 01 EXRechnung  Richter Aluminium GmbH 47480
01 EKRechnung  Richter Aluminium GmbH 47480
Rechnung o1 EKRechnung  Richter Aluminium GmbH 47480
R T — 108e7 159 Kantaki Mex Nustermann 01 EKRechnung  Richter Aluminium GmbH 47480 35690.71 4247194
Balagdatur: 21002011 Tolefan: 0786v8084711 01 EK Lieferschein  Alde Gott &G 115640
Kunde: 175338
Ihr Zakchan: tel. Frau Nathalie Nasares  Emalt: ma mustemann@ads-cosmetics com
Thre USt-ic-Hr UnsereUStidNr  DEZS2455565
Solta ' Unsers SteverNr 1400265350
Horaiichen Dank far Ihren Aufirag. Wi eriaubien ns wee foigt zu berechnan:
Pos  Artikel Menge Einzelprels Gesamipreis
EUR EUR
Ls 21.042011
10 FIBLO30-100200-8 168 Stock 1.0500 RELESS
Sy Lot i Flcor Fid 30 &
HYDRO Basics T 5]
20 PWES300-100200-7 120 Stick. 62500 750,00 Kd.-/Lief, Nr 42269 J =
Hair + Body 5t 300 E
F ey oo Sdegat o015 [super e .
HYDRO Basica
0 PWVLS300-100200-7 00 Stuck 6.2500 75,00 DTA-Code
i ampeen + wi Fremdseleg e 10587153
HYDRO Basics.

«FioGo30-1o0zna-T a0 a2 09500 ) = —
Batn & Showe: Gel d
im Flason Figji 30mi
VDR Bases _
50 HWWEO00-1003201 1,000 Stack 01500 18000 4 [~

cheseutel PE.LD mit Kosdel T
4201580 x.0.03 mm Positon | Fremdartikel Nr |Fremdar ung [Enzelpreis  [Menge  |Gesamtpreis |
Accesacires white =
i . — o BT FIEL030-100200-8 Body Lotion im Flacon Ficji 30ml Hy 168 176.40
Duschhouba in trape ormiger 20 PYBS300-100200-7 Hair -+ Body Shampoo 300min De: 120 750.00 =
b L
nvr;;)?"; ;.;‘5 30 PWLS300-100200-7 Liquid Cream Soap 300ml in Dosiel 60 375.00
L ::r&::(“h:“’:ﬂ” 800 Siack 0.1700 136.00 | |40 FIDGO30-100200-7 Bath & Shower Gelim Flacon Fidji | 336 319,20
D?Dmﬂunag! 50 HWWB000-100320-1 Waschebeutel PELD mit Kordel 42 150.00 'R
o o
sl B 50 HKDHO03-100200-7 Duschhaube in trapezférmiger Kar 200 20.00 | |
Tbemizg T426.60 =
A0, Covmatics nisrnational Qe [z 6 el
Gutscha Bar Gllenourg (BL2 654 708 35) 066 60 760 Position 10 o
. forehiry oo B
et wa0mis rems s o 213 5 0400108 2 608 Framdartiel e FEL030-1002008 E
Fremdartkelbezeichnung Body Lotion im Flacon Fidji 30m| HYDRO Basics | il

Save Neu Cancel
7 8
Recognize all || Recogrize port “MiEreate processes ombine | Close

‘_Crg_!qi\ght@by HABEL GmbH & Co. KG x:316 v:3665

Figure 4: Form dossiers

After the folder is selected, the documents and recognized data are displayed in the program. The
documents are displayed on the left (1), the top right shows a hit list of the recognized dossiers (2). In
the area at the middle right, all the data of an entry are displayed. You can make changes which in-
cludes entering values, accessing the master data or deleting the entire record (3). The same is true
for positions. The positions are displayed in a table (4) and can be selected for individual processing
(change, add and delete) (5). The editing fields for the entire entry and the positions can be hidden or
shown (6).

’RECOgﬂiZE all ” Recognize ” Export Create processes Combine

R TOUTNE Pl A e b

e A

Figure 5: Form dossiers Footer
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If the lines in the hit list have the same color and shading, the document reader has recognized them
as a dossier. Each new dossier is shaded differently for the sake of clarity. Green dossiers are recog-
nized by the document reader with reference to a specific criterion (such as the document number). If
the entries are red, it cannot be determined whether the displayed page is the first page of the new
dossier or if it belongs to the previous or following dossier.

If the entry is a single page and it is red, the criterion needs to be assigned to it (in this case, the doc-
ument number). Select the entry, and press the Join (9) button. The criterion is requested.

r© - F© -
Enter receipt number Iﬁ Enter receipt number ﬁ
Receipt number Receipt number
225615|
[ ok || cancel | ok || cance
L L

Figure 6: Enter the document number

After the document number is entered, press the Form dossiers button (8), and the entry appears as
correct (marked green).

For multipage entries that are not recognized as a dossier, select the ones that belong together, and
press the Join button (9). The correct document number is requested which can then be entered. Then
press the Form dossiers button (8) to display the event as marked green.

If several document numbers were recognized for the entries that form a dossier, a selection window

appears after the Join button (9) is pressed so that you can assign the correct document number.

The document number that is selected is considered the correct

&"“mip‘@ document number, and it is assigned to all the entries within the
BN || dossier after the OK button is pressed. The dossier is displayed
2801665 green after pressing the Form dossiers button (8).

Note: Even after joining the dossiers and pressing the Form dossi-
ers button (8), the entry can still be marked red. This will happen if
there are other entries before or afterward that cannot be correctly
assigned. Of course, you can press the Form dossiers button (8)
after all the entries have been joined.

Once the dossiers have been formed, the recognized data can be
exported for further processing (Export button (7)). Red entries are
not exported.

2801382

One example of processing could be displaying the dossiers in the
| post basket that are incorrect according to saved rules and need to
Figure 7: Assign document numbers be manually checked; for example, certain fields need to be filled

in that were not filled in while recognizing the document. Like-
wise, you can additionally process the transfer of the recognized data to accounting for posting the
dossiers. Or alternately, the data are fed into the workflow of an external program.
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Document entry/recognition

5. Correct recognized data

In the "Form dossiers" program (hphab401), recognized data can be manually
corrected, or missing data can be added.

R S .o M. . WS e W Tawwss, W

File Viewer Action Tools - Program info -

FA [ezeichnung  [kd.-fuief.4vame External Document No, |Gesamt Netto | Gesamt Brutto
- [ ot EKRechnung  KOFAX Deutschland AG 2933743 297.5 354.10
R Im ta 01 EK Rechnung ADA Cosmetics GmbH 10887159
- U8 | ot EKRechnung  ADA Cosmetics GmbH 10867159 2142.60 2549.69
Alumninium L SN e — I
Richter Aluminum GmEH - Ane Gassa § - 71797 Orisbach Zerffiziert nach DIN EN ISO 8001 2000-12 |0t Bk Rechnung S = G 63
844 1SO/TS 16949:2002 01 EXLieferschein  Alde GotteG 136243
L Stewer-Nr. 14375/43004 ]
p e o1 EKRechnung  Alde Gott eG 114770 7297 324,60
[ ot EKGuischrift  ADA Cosmetics GmbH 10887160
Rechnung Nr. 47480 Datum  : 11.04.2011 01 EKGutschrift  ADA Cosmetics GmbH 10887160 2142.50 2549.69
See 4 n
F—— U | oz EKRechnung  Abbyy Europe GmbH 2801488
Materiak:EN AW - 6083 TO8 EN 12020 | oz EKRechnung  Abbyy Europe GmbH 2801488 264.00 314.16
- o ERemung it AomemGr 47550 I —
508,00k 253E0m 1.285.24 EUA 01 EKRechnung  Richter Aluminium GmbH 47480 ]
Aty BET750 250 Gcstaldatan <4500016158 04.11.2010 | jot EKRechnung  Richter Aluminium GmbH 47480 | |
Usterwg | +Frel Faus - innorhaih der BAD B EKRechnung  Richter Aluminium GmbH 225615 35690.71 4247194
Letw; 343211 Lstecemin :29.11.2010 H
01 EkLieferschein  Alde GotteG 115640
2-1812-022 624,00 kg 253EURM I
At
Linge: 8571 ram +1000.nm
AN pro—
Miloil, N AN - 6052 Téi EN 12020
= 48 Sadek
sepokg - 2s3En 1.578.72 EUR '
Nettobetrag 35.890,71 EUR
MwSt 19% 6.781,23 EUR
Gesamibetrag 42 471,84 R - Ll
M| DTA-Code o
Zahwung: 14 Tags 2 %, 30 Tage netto Fremdbeleg Nr =
Bankverbindungen: Document date
Volksbank Oftenburg BL7 68450000 Ko, 12054008 (BAN: DET5654500000012034008  BIC: GENGDESIOG!
Gommerzbank AG Offenburg  BLZ 86440084 Kio 451213500 |BAN; DEBIES4400840461299200 BIC: COBADEFFE84 Gesamt Brutto hv/
f)‘ == 3 Cancel
e Bt Forsin i
Fosiion |Fremdartikel Nr Fremdartikelbezeichnung Enzelpreis  |Menge | Gesampreis
B 2-1512:026 253 508.00 1285.24
2-1612022 253 624.00 1578.72
: =
[— Tl 0780372700
e i G o pi ; -
e & positon B
Fremdarticel Nr )Quﬂzs =]
Fremdartkebezeichnung i
e s s
| [Recognize all || Recognize ” Export ][Craate chEsses][ Combine ] Close |

| Copwright ©by HABEL GmbH & Co. KG [x:2417 v:1435

Figure 8: Check | change field values

The header data is displayed in the top area, and the position data is displayed in the bottom area (5).
The changes can be made directly by clicking on the fields (1). Click Save (2) to accept the changed
data. The fields that can be changed are specified. The entire record is removed by pressing Delete
(3). Incorrect or unrecognized values are portrayed red. Notes provide information why this is so (4). In
our case, the plausibility check revealed that net + VAT tax # gross, and therefore one (or more) val-
ues were incorrectly recognized. The same procedure can be used for the position data in the bottom
area of the mask on the right (5).
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The field values that are selected in the hit list are selected in the document display, and this allows
you to quickly see where the value was identified and if it is correct.

Belegnummer: Kontakt: — Hol EK Rechnung Richter Aluminium GmbH
Bolagdatum: —g Telefon: Ry 01 EK Lieferschein  Alde Gott eG

Kunde: 175339 Fax:

ihr Zeichen: tel. Frau Nathah Emal P ——

Thre UStdd-Hr: psere UStld-Hr:

Seite 1 tpuer-Nr

i A
Hesziichen Danik fr lhren Aufireg. Wi erlauben uns wia folgt zu berechnen;

Pos  Ariikel Menge Einzelpri Gesamiprels 5
EUR EUR
Lesungsdawmiarsanddatom 21.04 2011
10 FIBLOI0-100200-8 168 Sdck 1,0500
Body Lation im Flacon Fidji 30mi 8
HYDRO Basics 4

20 PWBS300-100200-7 120 Stack 65,2500 750,00 d. -Lief, Nr 42269
Hair + Body Shampoo 300m| [
in Dosierlacon prass + wash 0019 Supplie
HYDRO Besics

=

Belegart
DTA-Code

30 PWLS300-100200-7 B0 Stuck 6.2500 35,00
Liquid Craam Soap 200mi
in Dessarflacon press + wasn
HYDRO Basics
40 FIDGU30-100200-7 336 Staen 0:8500 n9.20 Save
_BatFWI& ShC;A'E.-JGUeII
im Flacon Figji 30m
HYDRO Basié.s (=

Figure 9: Display selected values

6. The recognition of the creditor/debtor

The creditor/debtor can be recognized in different ways. For each customer system, features (so-
called identifiers) are saved that the document reader can use to identify the creditor/debtor. Identifiers
are for example e-mail addresses, URLs, customer numbers, tax IDs, IBAN, account numbers, etc.
Values are saved for these identifiers that identify each creditor/debtor. The document reader reads
the raw text of the document and compares it with the saved identifiers. If the identifier is recognized,
the system searches directly adjacent to the term (clockwise: right, down, left, up) for the associated
value, and then it is assigned to the creditor/debtor. In addition, the saved templates are checked to
see whether the values can be assigned to the creditor/debtor according to the identification features
saved in the templates.

Training identifiers while forming dossiers

A series of terms that can be used as identifiers are already saved in the system. However, there are
always different spellings or words that can be used as identifiers. These deviations can be saved in
the system, and the document reader is trained. After the document reader is trained, the values can
be correctly identified in the future, and less manual intervention is required. Remember: When the
identifiers are saved, they apply to all creditors/debtors. This is particularly problematic in the case of
terms that are not unique such as the date and document date. With some creditors/debtors, the date
on the document is always the document date; in the case of other creditors/debtors, the date can be
different, such as the delivery date.

It is a good idea to expand the identifier for the term account, for example,
since it can be used in various ways: Account number, account No., acct. ‘en - KonteNr. 6255504
No., account. If this account number is saved as an identifying feature (identi- - h ié“‘.“ St BB
fier) for the creditors/debtors, the different possible terms need to be saved. L'Ij?;]c—}ﬂ%nF-a K-:.nt-:.-Nr.bg 51‘
As mentioned, this only needs to be done for a single creditor/debtor, and

then it applies for all of them. (The commands can be found in the context

menu of the document display).
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Add identifier Firma
Edit identifier » Fremdbelegnumemer
Add address feature 4 Belegdatum
Recognize Eeslelinimmer m
Show OCR result Buthar DR
Lieferscheinnummer

Copy text to clipboard

ESR-Nr.
WE 1

4000500810111 FineReader Engine 8.1 Ru Gesamthbetrag MNetto
Licence Add-0n Medule

FOF Open Gesamthbetrag Brutto
4000600810111 FinaReater Engina 8.1 Ru Mehrwertsteuer 199
Licence Add-On Module
DAl Mehrwertsteuer 0%
Mehrwertsteuer 7,6%

Zuitpunkt der Lisferung bzw. sonstigen Leisty
Zelpurkl angibl. 5 gellen unsere umseiliger

Eelegar‘t git diese Rachnung kewnen

winlan Dank, dass Sie sich fur sin Produkt vo Creditor

Figure 10: Adding identifiers (pop-up menu)

-
43 Add identifier(KtoNr) Elﬂlg The recognized value can be accepted or en-
tered manually. If other values need to be trans-
Identifier: ferred from the document, this can be done by
holding down the SHIFT key and clicking on the

Bank account value.

x| [ cone

= (&3 Edit identifier ‘ " =i
Figure 11: Defining the identifier |Idenh’ﬁer B |
Add identifier v ST AORESE E1C)
Add address feature r
Figure 12: Menu selection
Use the command Edit identifier in the pop-up menu of the
document display to display the saved values and delete
them if desired.
o
’ Delete ] ’ Close

Page | 14 Figure 13: Editing identifiers



HABEL

Document management

N, 1T'S HABELED. IT'S MANAGED.

Document reader
Document entry/recognition

If for example a document type ID is desired, it also needs to be trained. The documents are scanned
using a dummy document type and then recognized as the corresponding document type using specif-

ic identifiers.
i — |g First the identifier is specified for the
=N T p
ﬁhdd 'dent'ﬁer{ﬂdeqarﬂ document type and the associated
Identifier: document type is defined.
Invoic The sequence of document types
specifies the types of documents that
Document type can be associated with this identifier.
= . For example, the expression "credit
\

memo" is on credit memos, and fre-
quently so is the word "invoice". If the
expression "credit memo" is at the top,
it is a credit memo. This is defined by

the document type sequence (by simp-
I oK | Cancel ly moving the document types).
Figure 14: Adding identifiers

Eomrn

’ Recipt type order

Beleqgart Bezeichnung

Qo03 Y. Rechnung

oo W Gutschrift

noa EF. Rechnung

00m VEArfage w0
ooz W, Angebot

ooz W Kalkulation

aong WE Bestellung

Figure 15: Sorting document types
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Adding address features

To identify the creditor/debtor, the identifier is exported from the raw text along with the associated
value directly next to it. Features are added for the creditors/debtors. If the creditor/debtor is recog-
nized, the fields that need to be filled in are completed using the data from the address master. If the
creditor/debtor is not recognized (field not filled in), data need to be added to the master data in the
ERP program. The data from the ERP program are transferred to the HABEL address master and are

available to be used in HABEL. The data saved in the document reader are not available for the ERP
program.

Right-click the document to open the pop-up menu. Here you can enter address features. Ideally you
will right-click a recognized value that is significant for this creditor/debtor. In this case, it is the ac-
count number (1).

ehrustotiamiinl @0 S fiel gaimt I
Add identifier LS L S N 7
Edit identifier
Add address feature

Recognize |

Show OCR result

[ Copy text to clipboard

Figure 16: Address features in the pop-up menu

The saved terms need to be individually defined for each customer system and can therefore deviate
from your system. After a feature is selected, the input mask appears.
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| = we3ml| The name of the creditor/debtor is entered in the

-
43 Address (KtoNr)

Account M EREEE] o

AN

Attribute: Konto-Nr, e\

AN |
N\ |

| account No. field (1). The recognized field has al-
ready been transferred to the Feature field (2). In the
master access, use the tab key to navigate to the
data saved in the address master.

Click the Search button (3) to check whether any
master data exist. If they exist, they can be trans-
ferred. The recognition of the creditor/debtor is ex-
panded to the newly saved feature, if it was added
as such.

_
P AddNustomer)

Account name:\ miiller

Berat | Mand |Konto

|Bezeichnung

|vstt|AdrD

Add Delete Save

Save

Figure 17: Editing address feature
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7. Other commands in the program "Forming dossiers"

Pop-up menu of document displa

Add identifier v | The recognition of this document can be restarted by selecting the

o command Recognize (1). This is used for example when new features
Edit identifier * | are added for recognizing the creditor/debtor. The data are added
Add address feature » | during the new recognition.

Qﬂecognize By selecting Copy text to the clipboard (2), the recognized value is
QShow OCR result available to be inserted at the desired location.

g Copy text to clipboard

Figure 19: Pop-up menu (additional commands)

Select the command Display OCR result (3) to display the recognized values. They are grouped in the
freeform result, template (according to pages) and header/position data. Note: For the results to be
displayed, access the command and start a new recognition by clicking the Recognition button.

F %
43 OCR results E=EER

A — - —

!——-
FreeForm result | I Template page 1 | Template page 2 | Template page 3

IHeader data | Items ‘

Firma (Firma)

FBelMr (Fremdbelegnummer)

BelegDT (Belegdatum) ‘
Besthr (Bestelnummer) -
AuftriMr (Auftragsnummer)

»

m

Lfshr (Lieferscheinnummer)

ESRNr {(ESR. Nr)

Metfet (Mattnhetran! =
.

Recognize al || Recognize Export Create processes Combing

Figure 20: Display OCR results

Page | 18



HABEL

Document management

N, 1T'S HABELED. IT'S MANAGED.

Document reader
Document entry/recognition

| B fomm|

-
45 OCR results
—

FreeForm result I Template page 1 | Template page 2 | Template page 3
I Header data | Items |

Firma (Firma)

FBelNr (Fremdbelegnummer)
BelegDT (Belegdatum)
Besthr (Bestellnummer)
Auftrir {(Auftragsnummer)
LfsMr (Lieferscheinnummer)
ESRNr (ESR Nr) |
MNetBet (Mettobetrag) it

m

Figure 21: Display OCR results

An overview is displayed that shows which data that were recognized by freeform and which were
recognized by the template (organized according to template pages). The listed data are raw data,
that is, even if data manipulation was saved, the actually recognized values are displayed.

If errors occur during recognition, the overview can help find a solution since it displays what actually
was recognized.
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Pop-up menu in the hit list of recognized values

The commands Export, Recognize, Recognize all, Form dossiers

o and Join are also available as buttons in the footer of the mask.
Q Load folder... Their use has been described above. In the previous section, it
was also explained which data can be retrieved with the com-
Recognize mand Display OCR results.
Recognize all
In addition, the following commands can be accessed in the con-
Show OCR result text window:
g Run script Ctrl+5
e Load folder
Create processes e Run script
Combine Ctrl+F e Change field value

e Delete document
aChangefield value [CBaText]

QDelete receipt

Figure 22: Pop-up menu

Select the command Load folder (1) to retrieve the folder selection and process additional stacks in
the program Form dossiers.

If scripts are saved such as the plausibility checks of the values or separation logic, they can be start-
ed by the command Run script (2). If the command is not executed and then Form dossiers is run, the
scripts are run at this time.

Select Change field value (3) to change the field that was right-clicked. An input mask appears in
which the desired value can be entered directly.

Select the command Delete document (4) to delete the selected document. Remember: The docu-
ment is also not in the archive.
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Menu bar

Load folder...

Fit height

HABEL

Document management

Document reader
Document entry/recognition

Clesest Tlessgpiaie sl
Export

Belege in Datenbank Gkertragen...

Recognize all

Recognize

Run script Ctrl+5
Show OCR result

Print tiff file Fit width Create processes
Beleg speichern unter... Original size Combine Ctrl+F
Close Tiffinfo Delete receipt

Debug window

Various known commands are available in the menu bar. Additional commands will be briefly ex-

plained below:
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Print tiff file: To print the document
Save the document under: Can be used to create templates

Viewer: Adapt the document display and information to the tiff file
ASCII chart: Display the characters that can be used in ASCII format
Debug window: Further details when creating the script
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Create templates

General

Templates are also created to optimize the readout of document information. Many business transac-
tions are printed on documents that have an identical structure. Document information such the docu-
ment date, document number, article data and prices are always found in the

same location. These locations can be defined in a template and provided to the E

document reader so that the data can be recognized faster and more accurately. Fa-

The program hdhab404 is available to create the template. sl
[T TEgErEnt

Explanation of terms

The regular terms associated with the document reader will be used in the descriptions to follow and
will be briefly explained below:

Template

Is the term for the set layout that can be filled with content. In our case, it is a framework for defining
the locations where values can be read out.

Freeform

With freeform recognition, the raw text is read out and compared with terms that are defined to identify
values (such as creditor, invoice number, etc.). If the searched term is found, a search is performed
directly next to it (clockwise: right, bottom, left, top) for the value that is then used as the read-out in-
formation.

Identification

The document reader uses the identification to identify the associated creditor/debtor. An indicator is
saved with a fixed coordinate which is used to determine the creditor/debtor.

Setting an anchor

An anchor is placed at the location where a certain term can be found in the document and can hence
be identified. Additional information about the entire document is selected and exported using this
anchor. Coordinates are used to define the location at which an anchor is located and where the other
data can be found in the document.

Page | 22



HABEL

Document management

N | T'S HABELED. IT'S MANAGED.

Document reader
Create templates

Short overview

The following offers a brief explanation of how to create a template.

1st step SCAN THE DOCUMENT

Use the KOFAX (300 dpi) scanning program, and select the document type to be processed by the
document reader.

2nd step SAVE THE DOCUMENT

Save the document in tiff format using the Recognize documents program (hphab400). Note: The first,
subsequent and last pages are saved as individual files. By the way: The documents can also be
saved directly as a template using the Form templates program (hphab401).

3rd step CREATE A NAME FOR THE TEMPLATE

In template administration (hphab 404), click the New button, and enter the name of the creditor or
debtor in the Name field to access the master data. Create a new record by clicking Save.

4th step ASSIGN THE DOCUMENT AS THE FIRST PAGE OF THE TEMPLATE

Select the new record and the term Identification, and re-click the New button. The associated tiff file
is selected for the first page of the template which you can save by clicking Save.

5th step IDENTIFY THE SUPPLIER

By pressing the button New after selecting First page below the Identification, you specify the criteri-
on/criteria by means of which the creditor/debtor is identified to use this template. Certain points must
be observed which are described in detail under section 8 of this chapter.

6th step DEFINE THE FIELDS/COLUMNS TO BE READ OUT

After selecting the term Document, click the button New to assign the form to the first page. The an-
chor is saved, and then the positions are defined from which values are exported. Certain points must
be observed which are described in detail under section 9 of this chapter.

If the anchor is changed, always use the test icon to see if the
anchor is still correctly recognized.

7th step SAVE ADDITIONAL PAGES
Steps 4 to 6 are repeated to save the following pages as a template.
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8. Scan the document (first step)

In the KOFAX scanning program, the document is scanned as the document type that will be used for
processing in the document reader. Check the following:

e Is the document a single page?
¢ What do the second, third and other pages of the document look like?
e Are there foreign language versions of the document?

To optimize recognition, make sure that the scanning optimization software KOFAX scans the docu-
ment with 300 dpi.

9. Save the document (second step)

In the Recognize documents program (hphab400) or Form dossiers (hphab401), each page of the
template is saved as a single TIFF file.

rﬁ Speichern unter : l - u“
= — — — |
{ )= |Hl Desktop » - |+ Desktop durchsuchen
GOl Py [ 44 || Deskton o
Organisieren « Meuer Ordner i - @
- Favoriten = . ——
) ) B Desktop | |&) Fine Trade_Page1
m Viewer Action Tools - ~ - -
Load folder... |
b
f o | 1 (3
Print tiff file _ = :
Dateiname: -
Dateityp: -
ateityp: [ ] I
ClDSE &) Osdner ausblenden [ Speichern i [ Abbrechen I
Figure 24: Saving procedure Figure 23: Menu selection

Use the program hdhab404 for the next steps.
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10. Create a name for the template (third step)

A Template adminislmﬁon_ —

File WView Tools

Caption
[=[ADA Cosmetics GmbH (00000000017)

--kD# Cosmetics GmbH (00000000022)

- Alde Gott eG (000000000 18)

Alde Gott eG {00000000020)

Avnet Technology Solutions Gmb (00000000007)
DELL GmbH (00000000002)

--DEI_L GmbH (00000000005)

[#-DPD GeoPost GmbH & Co. KG (00000000003)
ESR {00000000010)

ESR (00000000011)

ESR. {00000000012)

[#-Einzugsermaechtigung (00000000013)
[-Einzugsermaechtigung (00000000014)
--Europar Autovermietung GmbH (00000000001)
FineTrade Technologie AG (00000000009)
Getranke E.Ribelmann (00000000021)

HABEL GMEH (00000000004)

KOFAY Deutschland AG (00000000006)

Lago Print GmbH (00000000019)

+]-Mega-Tec GmbH (00000000003)

Master data

Mame ADA Cosmetics GmbH

Liefer-Mr.: 42269
Kreditoren-Mr.: 42269

Figure 25: Start mask for template administration

In Template administration, click the New button (1). In the | Master data

bottom section of the mask, the fields are emptied, and the
buttons Cancel, Save and Delete are active. Liefer-r :
Kreditoren-r.:
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In the field Name, enter the name of the creditor/debtor, and click the icon at the end of the field. A
selection box appears with the created address data. After you accept the data, transfer the data by
clicking the OK button. You can change the name (that is, the designation of the template) later. If you

have saved a template for a supplier which can be used for another supplier, name this template using
the conventions of, for example, SAP templates.

Master data
e =

Liefer4r.:
Kreditoren-Mr, ;

Cancel ” Save Mew Delete

Figure 26: Accessing master data

The number of the supplier/creditor is added. Save the data by clicking the Save button, and confirm
the record by selecting Yes. The data can be seen in the tree structure.

~
CER D
e
P &
Create record?
- -

I Yes I[ No H Cancel ]

—

Figure 27: Confirmation request

E| MEGA TEC GmbH (000000000 24)
- lidentification
i 2 receipt

Figure 28: Assigning the supplier
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11. Assign the document as the first page of the template (fourth step)

Add the entry of the new template, then select the term Identification. The bottom section of the mask
is emptied, and no master data are shown. The button New is active; click it.

A T mbH (00000000024)

I 1 identification

Change Save Delete

Lag

Figure 30: Identifying documents

- MEGA TEC GmbH (00000000024)
E| 1 identification

In the Identification mask, define
the page that is to be saved (1),
and upload the associated form
(2). Create a record by clicking
Save.

E---{First page

) receipt

Identification

Seite i

Formular

Figure 29: Defining the first page
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Document reader
Create templates

To identify the first page of the tem-
plate, you need to specify the loca-
tions where terms are to be export-
ed. After selecting the term First
Page below the identification, click
the button New.

E| 1identification

2 receipt

r

Identification
Seite First page E”
Formular

EUUUUUUDUUZ‘I—I-U.TIF

Save

Figure 31: Identify the supplier

The Identification tab appears with the two criteria % match and Attribute. Use % match to set the
percentage with which the recognized value must match the specified Attribute. For example, a 70%
match for a term consisting of 10 letters means that 7 letters need to manage.

Template administration

o

File View Tools

»

Fma
Pl G B £ K
Hare

P
' ﬂIEGA TEC cobn

Rechnung

sz
25312008
ity

st Haupsrosee |
BB Riptnaim Wedheirs e Besse g 10112008

1585471

m

Arsioel 1. Baseichmny.

LIS 773 et TN o 1SR S0
el A b AN S2ATOBELTH

Caption

A

[#-Einzugsermaechtigung (00000000013)
[#-Einzugsermaechtigung (00000000014)
[¥-Europcar Autovermietung GmbH (00000000001)
FineTrade Technologie AG (D0000000005)
Getranke E.Ribelmann (00000000021)
[#-HABEL GMBH (00000000004)
+]-KOFAX Deutschland AG (00000000006)
-Lago Print GmbH (00000000015)
+]-Mega-Tec GmbH (00000000008)
Peter Lazic GmbH (00000000015)
Richter Aluminium GmbH (000000000 16)
[#-50D-Druck GmbH (00000000023)
[=-MEGA TEC GmbH (00000000024)

El- 1identification

E| -F_irst page

- [tindentify
-2 receipt
Indentify
omermimng B
Attribut:
|[ Cancel ][ Save New Delete

Figure 32: Specify % match
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The document used for saving the template is a sample. When defining the crite-
ria/attributes for identification, it should be noted that the incoming documents may devi-
ate (skewed text, poor quality, etc.). The green area specifies where the attribute is lo-
cated for identifying the supplier. The area should therefore not be too close around the
section within which the attribute is located.

To save an attribute, a section and the text to be searched need to be defined. Click the icon and en-
ter the text that is within the green area.

Maeriatisr it R WETE R DSGTAL f WOABIAALT : s

E| 1 identification
E--First page

i E---{Indner'lth‘:y
(] receipt

‘Sumrse Wt chos UL 3 sEm
Tesmpanisaen 1250 R

Besmirttn shes U 836,48 EUR
Umastziteeer  §19,00%) 158,92 EUR

m

Enduumims 5,57 UK

Indentify |

Inbarnet un > Agrmeizen
Gessas bedingnngen i der skved puberdtn Faiseng

Ubereinstimmung zu: 70
Attribut:

NI ey e Pty .

[, HHAHEAT LB B drasbibuckmicie: 1
[T s———

= Cancel ” Save Mew Delete

Figure 33: Define the text area for the attribute

Several texts can be saved in the attribute list that are used as an attribute for identification. They are
separated with a vertical line (]) in an attribute field.

g M
Identifizierung - ﬂ

Identifizierungtexte:

Suitable terms for attributes are those that are
always at this location on the suppliers form (the
section defined with the green area) and there-
fore clearly identify the supplier. The attribute
can consist of elements of the letterhead or a
printed term. It is important for the attribute to
always be located at the same place, consist of
a single word, be easily recognizable, and be
unigue. Several terms that appear together can megatee

be used for the identification. Replace Add Delete

Figure 34: Attribute list
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Click the test icon to check if the document reader can find the attribute in the green section.

Indentify

Ubereinstimmung zu:

Attribut: Megated|
r - ™
T st

Informationen

(o) The text [Megatec] was identified as 71%. (Mega-Tec
W GmbH * Max-Wellmeyer-5tr. 1 « 56564 Meuwied)

Figure 35: Checking the recognition of the attribute text

Please note: These attributes should be valid only for this supplier to prevent wrong templates from

being used.

When saving terms, be sure to note which letters are uppercase and lowercase. If
there are several templates for a single supplier, the definition of the identification
attributes must contain special distinctive features.
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Below are a few examples of identification features that can be used.

e Company name from the letterhead
e Company address (street address and city)
e Website address from the header or footer

-
Template administration | = | & P |
| File View Tools

~ Caption / | -
| |E=-ESR (00000000010)
]E - H
KOFAx;—- — --ESR (00000000011)
e o [-ESR (00000000012)
[ ——— S [-Einzugsermaechtigung (00000000013)
T e LE L] -
Vo i i Sl 1 P -Enzugsermaechtigung (000000000 14) =
el G B 0. K& [-Europear Autovermietung GmbH (10000000001)
Uniere Haupisirale 1 - . "
8604 Risthim.Wsilhsim --FlneTrade Technologie AG (00000000003)
U ki Maadelirogaie e Armingcchts T WET e F313 ot i won DGO Do 430 --Getrénke E.Riibelmann (00000000021)
e - --HABEL GMEH (00000000004) =
Lisforart UPEGLE Stardard Fummmer 2118604 [=-KOFAX Deutschland AG (00000000006)
Lislitudigung. ab Lager Kol g e ., rrh- sACA g alll -
S : - =X
[Eerrin I v Informationen -
uar Weyd =
Sactbearbedny - Kaminaki |J

Visian Dank 131 o Bactabong. B - d @ The text [www.kofax.com] was identified as 100%.

e Lty el o L Kot (www.kofax.com)

Pus AriHe.
i FLIAIIEE  SpacPer il A G510/ REZI00
SparaPart 01

ennat:

2n FLU3424250 Pigk Rolier
Fx FLUBE0142 Pand sy

z FLUM5EE gm:ﬁﬂ-‘l A RSEOC - "
- — .
S Ubereinstimmung zu: 70 =
e FLLB430010 Pad Assy Attribut: ww kofax. com % =l
1z PG00 Pick Aoller H i
I S T
Wik erwarian Ihren Zahlngseingang 1500% Mt EUR L
bis 2um 27082008 Gher EUR 3758
Zuhungsbacngung; 30 Tags netin Gusamebeiray  EUR 67,5
- =
e oy T e e Tt b
o= Cancel ” Save Mew Delete ‘
Close ‘

Figure 36: Identification using the Internet address

If several attributes are saved, all of the attributes must be recognized for E--;idenﬁﬁmﬁun
the identification (depending on the saved % match). . | [-Firstpage
i Indentify

Identification features that cannot be used

e Logos that have icons and no clear text
e Address lines that are very small and difficult to recognize
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13. Define the fields/columns to be read out (sixth step)

To define the fields and columns from which data are to be exported, select 2-Document under the
template name.

E"HEGA TEC GmbH {D0000000024)
EI 1identification

I First page
Figure 37: Defining the fields and columns

Click the New button in the bottom half of the mask to activate the input mask for the document.

=-MEGA TEC GmbH (00000000024) =|| Select the relevant page (1),
-1 identification and upload the associated
. \First page form (2). If the form has
=2 receipt positions that always consist
+ {First page ||| of the same number of lines,
- | the number of these lines
| T =1 can be saved under the
Page criterion (3). If the number of
; o lines differ, enter a 1. In
S First page addition, an anchor (5) is set
Formular: 00Q000a0024-R-0.TIF to identify the first page of
Feilen: 1 the document, and the %
L matches (4) are saved.
Ubereinstimmung zu: 0
Anker:
Cancel ” Save Mew Delete

Figure 38: Document - First page
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The anchor is the attribute that identifies the document. The additional information is selected and
exported starting from this location. The turquoise field is set at the location at which the same term
always occurs and identifies the document (in our case, the term "invoice"). In the anchor field, the text
to be identified is defined by the anchor text button. Use the test icon to check the degree to which the
term is recognized (taking into account uppercase and lowercase). When selecting the anchor, re-
member that it is a term that is printed. If the printing is skewed in the standard layout, the other pas-
sages to be exported are still selected and recognized starting at the anchor. Only one anchor can be
set for the document.

Template administration = E 2 |
File View Tools
/ . ~ E'?aph'on 4 | -
/ F --Einzugsermaed'utigung (000000000 14)
‘Y MEGA TEE€ c...un [ Europcar Autovermietung GmbH (00000000001)
o o [#-FineTrade Technologie AG (0000000000%)
R --Geh’énke E.Ribelmann (00000000021)
[#-HABEL GMBH {00000000004)
Firma Chrrer o F1868352 H
Fianel Gwlale B Go KG s 25312008 [#-KOFAX Deutschland AG (00000000006)
Mars b H .
e o sk [#-Laga Print GmbH (10000000019) LN
o i ot Ui Besege 10113008 [#-Mega-Tec GmbH (00000000008)
Limtarachain e d158EaTL B K
[e— 25112008 --PEtEr Lazic GmbH (00000000015)
et Lo e Y - Richter Aluminium GmbH (000000000 15)
- anizb g secsces #-50D-Druck GmbH (00000000023)
s 161 E-MEGA TEC GmbH {D0000000024) 3
= [El- 1identification
Ps. Mlarge  Ares| b, Bersicmong s, irawipreis Gessmt EUR i 5----First page
[ 1 oS THOEMD S 100001 340 19,00 asape E|2 receipt
Informationen - frirst page
_
[l || Thetext [Rechnung] was identified as 100%. (Rechnung) Page
Seite: First page
Formular: 00000000024-R-0.TIF
Zeilen: 1
Ubereinstimmung zu: 70
Dbeyieiogmt Sedvar T e i Anker:
IR T s L P
ottt
Ankers
Definition
B L 8 U Wl 3 BN R B oy 1o 0 8 A b A Cancel ” Save ] New D lAnkte nextte)

[

Figure 39: Recognizing the anchor text

The recognition of this anchor is very important since the placement of the other val-
ues to be recognized depends on it. If the anchor is changed, run recognition again
(test icon).
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Below are a few examples of what can be used as an anchor.

o Descriptions that can be permanently affixed to this location for this creditor/debtor

——— Hasicin ‘||| || Seite: First page
o 00000000024-R-0.TIF
Informationen
L] — 1
Geschaftshadirgurgen i der el geterden Faiung. y s
@ The text [Zahlungsbedingung] was identified as 100%. _70
e = IR & (Zahlungsbedingung) ;hhlungsbedingung
i A
i)
Delete
Close
Figure 40: Examples of anchor text: Payment condition
e Address fields
/)f - Caption / | -
i — Einzugsermaechtigung (000000000 14)
" EGA 'E‘ GmbH Europcar Autovermietung GmbH (0000000000 1) D
FineTrade Technologie AG {00000000009)
Rechnung +]-Getranke E.Ribelmann (00000000021)
muu.“ [r— 31358352 = lﬁ..l—lﬂﬂlﬂ CMRH MNNNNNNNNNAY i
e 5112006
Hare. e ey ¥l Page
::“-:»_uum_mml - EE — |_| -
TR it e Informationen l ‘ g First page El
00000000024-R-0.TIF
@ The text [Habel GmbH & Co.KG] was identified as 85%, 1 :
& (HabelGmbHA&Co.KG) 70 -

HHabel GmbH & Co.KG

[ P —

Fon. i
(o) 1 Mss TFT 24 Syroid. TI4000 508

vl . e SabeR ST
0 EULLERES 124 Syecd. T22000 e

e A, . GAMUNG 57T
WE 1 DDIEE V0BG L Coa

i A . WEETERN DAL WOABIAARS

Cancel Save Mew Delete

Figure 41: Examples of anchor text: Invoice address

Invoice date or document date that can be assigned to this creditor.

[ ]
N |Caption {2 | -
RECHNUNG  mechsniinBTie ssshin ﬁ‘r‘;" Tl E--E_uropﬁr .ﬂ.\ubo\f'ermiemng GmbH {(00000000001)
SBDPCAR AUTCHERUETING e H? Y +]- 1 identification m
R T e -2 receipt
: [#-{First page |
O E . FireTrada Tarhnnlnnia A fANNAAANAANGY b
I, ——— - —
. A .
i e
Informationen — First page El
T o = 00000000001-R-0.TIF B
=[ ::..... W;'.:';;'ﬁ'?:,‘. »emw @ The text [Rechnungsdatum] was identified as 100%. 1 !
m #Ee 8O g :
70
| Swresvnany .
Rechnungsdatum
pisitemy i
| Mew Delete

Figure 42: Examples of anchor text: Date
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e Invoice or in this case the invoice number (example of deviating following page)

Caption s
[#-First page

DPD r j = {5ubsequent pages ||j
O

»

[#-ESR. (00000000010)
[#-ESR. (00000000011)

D CLASEIE cocon

1= N
| Informationen l u
&

|"/ \| The text [Rechnungs-MNr.] was identified as 100%. Subsequent pages El

O (Rechnungs-Nir.) 00000000003-R-1.TIF

1 :

2 :

iRechnungs-Nr.
- ;
- “ Cancel “ Save ] New Delete

Figure 43: Examples of anchor text: Term: invoice

Terms that cannot be used as anchors

e Address field when several clients are saved
e Document passages that are part of form that, when the text shifts, prevents the other document
information from being selected.

Using the anchor list, alternate terms can be defined for the same template with the same alignment.
In our case, the term CREDIT MEMO could also be recognized instead of the term INVOICE. The
document reader would, however, have to react the same in both cases (i.e., the additional document
information is selected and exported based on the terms INVOICE and CREDIT MEMO). In the an-
chor field, the terms are separated by a | .

-

Ubereinstimmung zu: 70 =

I

Figure 44: Several anchor texts
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% After the anchor is set, the fields and columns are defined from
where the values are to be exported. After selecting the term

Capton Fields under 2-Document | First Page, click the New button.
i i.-First page
Iél--z_reoeipt . . .
3 First page The mask then allows you to enter information for the field to be
exported. The yellow shading in the document display indicates
L . . . .
o Filds | the area where the information is located for the associated data
field.
Change Save Mew Delete
. r
Figure 45: Definition of fields
Template administration
File View Tools
. ~ Caption
f:?’{/ E =] First page
MEGA TEC coon ' _‘g;ewr
-BelegDT

-MehrfachAnkerFeld
-MehrfachankerFeld2
-MehrfachAnkerFeld3

EIESEE)
5.11.3008

Hane GmbK & COKE
Hars

m

FIEREH
Heimet

Uskere Hauptsirasse
6604 Rietheim-Weslheim

Ihie Bastalung v. 3011 1K6 H
81586471 T b -

5312008 [
Stedanie Baver

45240083, 34 b | Data field

130 SHEZ 1L LN |

Ianizidmegs tat.com Feldname: Firma
S 1748 -
M Datentyp:
Pos.  Morge Al r. Beseichaung s tinemleeis Gesarn £UR N Maske:
1 LUDLS T3 B THOND e LD G4 w0 aam Prufregel:
T e Sontianid LszeTOIS EEry o
. e w0 Feldtyp: FixField
1
e e Suche auf jeder Seite:
£23,50 B Datum Keiner Tagesdatum:
12,30 FUR =
Ele a0 buR =
e (S “ Cancel ][ Save New Delete

Figure 46: Definition of fields

Note that the box needs to be placed closely around the values (1). If the area is too large, directly
adjacent characters or values can be exported as well and lead to misidentification. Note: If the value
to be exported could be longer than in the template, the size of the area needs to accommodate the
potential maximum (2).

Nummer : 2838604 Nummer : 9 28386043
Datum : €@ 28052008 Datum: @ - 28.05.2008
Auftragsnr.: 2819523 Auftragsnr.: 2819523
Figure 48: Definition of box Figure 47: Definition of box
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] - Columns

A Rmdar | mmie Pkl fAOAAAANAN 4 CY
[

Data field

Document reader
Create templates

Feldname: FBelr

N

- Maske: Text
Priifreqel: Datum
Feldtyp: Betrag

Suche auf jeder Seite:
Datum kleiner Tagesdatum:

OO

- Cancel ” Save Mew Delete

Cloze

Figure 49: Definition of data type

Select the field name (1) from the list, and assign a data type (2). Values are predefined that apply to
your system. The validation rule (3) is automatically filled in, although it can be manually changed. The
previously saved validation rule is retained even if the data type is changed.

To update the validation rule, press the keys CTRL + F5. The validation rules are
based on regular expressions.
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Below is an overview of regular expressions:

Characters |Meaning
(period) A period stands for any character.

X-Y] Thi_s indicates a range of characters that are checked. Example: [1-3] only 1,2,3 are
valid

["x-y] Ne_gates the range of characters, that is, all characters with the exception of x-y are
valid

\d Decimal numbers

\D All characters with the exception of decimal numbers

\s Whitespace (spaces, tabs, etc.)

\S All characters with the exception of whitespaces

\w All characters found in words (letters, numbers, underscores)

\W All non-word characters

\n New line

\r Carriage return

\\ \

\t Tab

? Checks whether the character does not occur or occurs once

+ Checks whether the character occurs at least once

* Checks whether a character does not occur or whether it occurs any number of times

{x} Checks whether a character occurs precisely x times

{x,} Checks whether a character occurs a minimum of x times

{x} Checks whether a character occurs a maximum of x times

{x,y} Checks whether a character occurs a minimum of x times and a maximum of y times

n Checks for the beginning of the line

$ Checks for the end of the line

\. (Backslash period)Checks for a period
Describes a block (term) of regular expressions.

(%) Let us assum.e that you want to check vyhether_t_wo decimals occur just once in a chain
of characters: \d{2} to check whether this condition occurs once or never, we need to
place this block within parentheses (\d{2})?

"Or" — this allows you to check several expressions, for example: (M|m)? checks wheth-
er M or m occurs once or never.
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Suche auf jeder Seite; e
D atum kleiner T agesdatun: nehorr i

D atenmanipulation ICR-FixFeld

Figure 50: Definition of field type

There are three different field types that can be saved

FixField The value is always at this location.

Anchor Field The value is directly adjacent (to the right, left, above or below) this term, and its
placement is defined by an area. To the entered data are added the anchor text,
the % match and the position in relation to the found anchor text (left, right, top,
bottom)

ICR FixField The value to be exported is precisely at this location, but it is a handwritten val-
ue. Details can be set by adding information after selecting the ICR FixField in
reference to the type of handwritten text and, if applicable, the number of availa-
ble cells. Note: A separate ICR license is needed for ICR recognition (ABBYY).
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= (D atenmanipulatioré

Erzetzen:
Leerzeichen entfernen:
Lazchen nicht numerizcher eichen:

Dezimaltrenner einfugern:

OOoEO

Alles lozchen auler Betragszeichen:

Figure 51: Data manipulation

The recognized values can be influenced by data manipulation

Replacing If characters such as O and 0 or B and 8 are incorrectly
recognized, they can be automatically replaced. Re-
placement rules can be used for any type of character
(such as a period and space). The replacement rule is
saved within square brackets and is separated by a ,
(comma) (alternately, ASCII values can also be used —
see the menu Tools — ASCII Chart

E.g.: [0,0] [B,8] [..]

Remove space Removes all spaces in the field content

Does not delete numerical characters Removes all non-numeric characters with the exception
of periods, minus signs and commas (.-,)

Insert decimal separator Inserts a period two places from the right

E.g. 2500 was recognized which becomes 25.00

Delete everything with the exception of | Removes all non-numeric characters including periods,
the characters signifying an amount minus signs and commas (.-,)
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Columns within which values are exported are created in a similar manner. Columns are primarily
used for the recognition of item data such as article descriptions, article prices and quantities.

Caption

After selecting the term Column
under 2-Document | First Page,
activate the input mask by click-
ing the New button.

--FBelNr

i i-BelegDT

. [@-MehrfachAnkerFeld
. [@-MehrfachAnkerFeld2
. [@-MehrfachAnkerFeld3
[#-Columns

Figure 52: Define columns

Data column
- 3
Menge

Datentyp:
Priifregel: EPreis
Spaltentyp: Dummy 1
Zeilennr.: Dummy2
v Dummy 3
Maske:
Datum kleiner Tagesdatum: [l
Datenmanipulation

Figure 53: Define columns

Under Field name, select the database fields to which the recognized values are to be exported. The
area within which the values are placed is marked yellow. Please remember that a model is used to
set up the template that may deviate from the actual incoming documents. The area needs to be cre-
ated with this in mind. In this case, the invoice could contain other article numbers that are below the
listed numbers. The column therefore needs to cover the entire area within which the values can or
could be located. Data types, Verification rules and Data manipulations can also be defined for the
columns. When a multiple-line position is defined in the template, the Line No. can specify the line
from which the value is to be exported.

Page | 41



HABEL

Document management

N | T'S HABELED. IT'S MANAGED.

Document reader
Create templates

14. Save additional pages (seventh step)

The cited steps need to be performed for each deviating following page.

15. Special case: Multiple anchor field

To export values that are at a specific location, fixed fields are created for exporting values that are
directly adjacent to a specific term, that is, anchor fields. It is also possible to export values that are on
the same line as an anchor, but are distant from the anchor. To accomplish this, multiple anchor fields
can be defined (within the Fields definition (1), select the field name (2) multiple anchor field (3)).

E-Mega-Tec GmbH (0000000000)
-- lidentification
|é|--2 receipt
El--First page
[=)-Fields W
. FBelr
- [New

= Columns

m

Data field

mﬁm <]
Datentyp: Belart -

Kredhr
Maske: MehifachAnkerFeld ) 3
Prifregel: MehrfachAnkerFeld2 -
Feldtyp: MehrfachAnkerFeld3 =]
' MehrfachAnkerFeld4
Suche auf jeder Seite: MehrfachAnkerFelds
Datum keiner Tagesdatum: MehrfachAnkerFelds it

Figure 54: Multiple anchor field
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Figure 55: Example of where the field can be located

In our case, the value of the overall cost is to be exported. Depending on the number of positions, the
line on which the value is located can shift up or down.

The yellow marking specifies the area (column) (1) in which the anchor text (in our case, the overall
cost) is found. Enter the anchor text (2) and % match (3).

Habel GmbH & Co. K5

Feldname: MehrfachAnkerFeld

Uniere Haugisvate 1 Ankertext: e

TBED4 Rigthwim-VWailhaim -
: Ubereinstimmung zu:

m

n o W HRE . 5315 haben wir von TGO Deusscland AG in
Hofm. A umrTier. whserer Feech i nicht verbunzien.

WGLS Stardars Nummer

Wintertech Lager Kolaw, zzg. Trarsporteersicherung Datum 20.05.2008

Bstubar : Er. Barkani st wesn |||
Bmstl-nir 01103 Kurian-Hir

Baswl Dt | 2605 2008 KISl

Batraua: ; eyl

Sactbesrbelnr | Kamnsei Lisfarnng vem. 26 05 2008

Wiglnn Diank S Fre Bestelung =

Figure 56: Define area

Complete this first step by clicking Save, then click the button New and define the field (4) for the an-
chor.
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n Bezeichnung

i BelegDT
i [ Spalten
=- Folgezeiten
- EI Felder

- BelegD T
- Mehifachénkerreld

#-ESR (00000000010

[ 2 E | MehifachAnker-Feld
Prodoki Arzahl der Falete s ik Brederf reles Baleil [LIARLLE g
oS80 Clanmlc e Y = 0,08 B0R ST H -
Sumee Maut: 1 3. e [.00 wN .41 R Feldname
— Datentyp:
e — ..
Priifreqel:
raadeks ARl Arwieriraleas Araedl iz aak M k
3IRE
——— v — P— L - -
= Suche auf jeder Seite:
24 Positionen Hetto oFe 19%: Hetto Brukto . .
p——— hr— Dratumn kleiner Tagesdatum:
Gemamtkosten ag, 41 EUR 10,42 FUR 0,00 EUR 118,35 EUR B Datenmanipulation
zu 13,77 EUR 2,62 E0R .00 EO0R 16.3% EOR .
5 54 EUR 1,05 BUR oL Gn EOR 6.9 EUR Ersetzen:
118,79 EUR 21,03 EUR .90 EUR 131,73 EUR : .
Rechaungabitrag mit Fiks 115,24 EUR 22,08 EUR 0,00 EOR 138,33 EUR Leerzeichen entfemen:
Spedirions-By. sind sofort und ohne Abswg £allis, Lazchen nicht numenscher Zeichen

P L e o Dezimalreriner ginfligen:

Allez lozchen aulber Betrags

Figure 57: Define area

The yellow area (5) is approximately as large as the area for setting the anchor. The column signals
the document reader that the value to be exported is within the column and on the same level/line as
the anchor. The only thing that is left is the known definitions for the field name, data type, etc.

16. Special case: Multiple anchor fixed field

Dratenteld
Feldnanme: Fitma [
Datentyp: MehfachénkeFeldd -
i MehfachénkeFeldd
Maske: MehifachénkerFeld10
Priifregel Mehrfacha, eld
Feddye: MehifachénkerFisFeld3 E
Suche auf jeder Seite: MehifachénkerdrayFeld =
D aturn kleiner Tagesdaturm: MetitachankertrayFeld2 =
Datenmanipulation

Figure 58: Multiple anchor fixed field

The multiple anchor fixed field can be employed if the multiple anchor field cannot be used because
the field to be exported is not on the same line as the anchor and is instead at a fixed location depend-
ing on the anchor. A column with an anchor is defined along with the value to be exported in the multi-
ple anchor fixed field (within the definition Fields).
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In our case, the value to be paid is exported in EURO (1), and the term Payment conditions (2) is the
anchor. First the column is identified in which the anchor text is found (yellow marking). The term can
be anywhere within this column (see the red marking). From there, the amount that is to be exported is
selected (see the blue marking).

Besteller ©  Fr. Borani i : Aafragure 1953

Besioil Kr 601103 Kurden-b 20056 =

Bestal Catum : 28,05 2008 K-USHiaNr Datenteld

Buatraer Weyd

Sachbmsbater i L 26.06.2008 .

o o e Feldname: MehifachénkerFixFeldl

Viaien Dank Kr ihee Bestelung . - , - |
- o el Ankertext:

Dl Lisharung evfioge sb Loger Kolax T " I-

e e — Ubereinstimmung zu:

SparePart-Kit A fr5120C ) 652000 200 19,00% .20 165,23
SparePan-Kit Rabatl
enchilt

24 FLUA2a259 Piok Rolier
20 FUJMI0142 Pad Assy

SoureParE A N-5530C 200 19,00% 78,40 153,00
SperePart-Ki Rabam 2,00%
el

3 FUSSAI0010 Pisd Asiy
Tx FUS30020 Pk Rolier

) Nefiobetrag EUR  J0MA9
u 19.00% MaSt  EUR sa60
v Gesamtbetrag  EUR 26758

_W-‘—m i) bt ch arnars urvvai sbgwinockien Vi, v o Zabrecngergan Carvdeatend 81 Fatug
WEE S b O JMLIEAR (Piarnon Hamdanss|, DF 5400641360 (Toozal Seresr)

| o) o Jorew Jooee

Figure 59: Definition of areas

In addition, the anchor text needs to be defined with turquoise area. Create this area closely around
the term to prevent misrecognition.

Wir erevarien lhren zahlngUW O Wir erwarien lhren Zahlungseingang:
bis zum 27.06.2008 dbsg R 3758 bis mam 27.06.2008 dbar EUR 367.58

Zahlungsbedingung: B0 Tage netto m 3 Tage nelio

Initial situation: Es gellen ausschilpssich unsere umsely ageanckt ReSUIES: Ex gellen ausschipssich unssre Umseng aogedncinen

Then click the New button to define the associated fixed field. In contrast to the multiple anchor field,
the fixed field is marked as a specific area and not as a column (make sure to place the box closely
around the term or, if necessary, leave space for more characters). As with other fields, add the field
name, data type and data manipulation, if applicable.
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| B MehifachénkerFisFeld]

5---{Neu
Hlungseingang: O n :
ber EUR- 367,58 = *| Mehfach-dnker-Fis-Felder
2 Tage netto. ' =
d [ D atentyp:
sslich unsere umsellig abgedruckien Verkaufs-, Liefe| Priifregel
WEEE-Reg.-Nr. DE32836181 (Plasmon Hardwar N Maske:

Suche auf jeder Seite:
Dratum kleiner Tagesdatum:
D atenmanipulation

m

Figure 60: Definition of a fixed field

17. Special case: Dummy

Select dummy (within the definition Columns) as the field name when a database is not to be filled
with the exported value, but the field is relevant for the evaluation of saved rules (scripts). A dummy is
used, for example, when the following rule (script) is saved: Article items are invalid when the Amount
field is empty (the amount is not a database field in our example and is therefore read out as a dum-

my).

18. Special case: Negation of values

For identification, certain rules can be saved for areas in the template that apply when the specified
value is not in the selected location (in this area) (for example, it is a certain supplier, or the template
is for a certain supplier). Select the area and save the term with a preceding $ in the verification rule.

19. Import/export folder

To provide HABEL with the entire folder including the scanned stacks and recognized values (for ex-
ample to troubleshoot problems), the folder can be exported.

A separate program (hphab405) is available that exports the data for the transfer in the HABEL direc-
tory folder Transfer/Export as a zip file dated with the current day. This folder is sent to HABEL.

The Import function is only provided after contacting HABEL or for test purposes in the
test system. During importation, the data that existed at the time of exportation over-
write the current data.
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Figure 61: Exporting folders

Different parts of the document reader can be exported:

(1) Copy OCR RES file The raw text/OCR result is exported in the original state

(2) Copy OCR training file All of the identifiers and features that were trained for the document
reader are exported.

(3) Copy content data The master data in the document reader are exported.

(4) Copy template files Saved templates are exported.

Initiate folder selection by clicking the button Load folder, and select the folder that is to be exported.
Click Start to export the checked files to the indicated directory. You can then send the zipped file to
HABEL. With this file, HABEL can reconstruct your current system including the data and help you
troubleshoot.
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