CMIiC Cloud Scanning — Quick
Guide

Overview

This quick guide provides the basic procedures for using CMiC’s Cloud Scanning software application, a
unigue browser-based capture solution. This scanning application is used to scan documents to Cloud.

Login

While testing, to log in to the CMIC Cloud Scanning application, open a web browser and go to
https://testscanner.cmiccloud.com/client-html/.

Login

CM:C

Username:

Password:

Remember me

Login

powered by Image Trust

Enter username and password and click on [Login].
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Quick Tour

The screen is divided into two panels: Document Treeview (left panel of screen) and Document Overview
(main area of screen). The main area of the screen has two modes: Browse and View. Browse mode is used
to work with multiple pages and batches, and View mode is used to work with individual pages.

Batch View

The basic elements of the screen are described in the screenshot below.

Scan Profile | Current User | A

CMiC Cloud Scanning Toolbar:
Controls used for scanning,
indexing, and managing
documents

Document Overview:
Displays documents
and pages within a
batch inside the main
area the screen

Q L Zoom In/Zoom Out:
- Adjusts magnification

Document Treeview:
Displays a hierarchical
view of documents and
pages within a batch

inside the treeview
panel of the screen

Options - Tools:
Based on user
permissions, provides
options to view batch
— = manager, change
2| | e || password, and view
keyboard shoricuts

Documents:

A series of pages with
relevant information
about a specific
subject or event

! \
[avu 3 o Document Break |

NOTE: Most features described in this guide can be performed from both the Document Treeview and the
Document Overview documents.
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CMiC Cloud Scanning Toolbar

The drop-down menus and options on the CMiC Cloud Scanning toolbar are described in the screenshot
below.

Suspend Batch |

Close Batch |—| l_ Create New Batch l

Default Scan Profile

1 1 1
1 1 1
1 : Index: Logout: i
i i Used to enter Used to end and close CMiC i
v v Indexing mode Cloud Scanning session v
New Batch... Scan all and append Batch Manager...
Open Batch... Scansingle and append Change Password...
Scan and replace pages
Delete Batch Keyboard Shortcuts...
Scan all and insert
Index next waiting batch About...
Scan single and insert

Select Batch fo Index_..

Scan Menu Options l

Suspend Batch

Close Batch

Batch Menu Options |

The options enabled in the drop-down menus vary according the processing stage of the document in the
application. For example, the Scan Menu icon (&) opens the New Batch pop-up window in the initial
stages but once the document is loaded into the application, clicking on the icon opens the drop-down menu
as shown in the screenshot above. In addition, the Close Batch (E), Suspend Batch (ﬂ), and Create New
Batch (Il) icons do not appear in the toolbar until a document is loaded.
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Scanning/Importing

Start a New Job/Batch

A new job, or batch within a job, can be created by scanning or importing documents.

1. Select the Scan icon (E) or the new Batch icon (E) from the CMIC Cloud Scanning toolbar, or
simply drag and drop a file into the empty batch overview area of the screen to open the New Batch
pop-up window.

Default Scan Profile

% DROP

New Batch

Job: Misc AP

Name: S/1719 2:58:47 PM

Description

Priority

Status:

Job Description

Scan Profile: Default Scan Profile

Create and Scan Create Cancel

2. Inthe New Batch pop-up window, select the type of document being scanned or imported using the
Job field’s drop-down menu. Options are “Misc AP” or “RFP via SC”.

3. If scanning a document using a desktop scanner, place the documents in the scanner and click on the
[Create and Scan] button in the New Batch pop-up window. Alternatively, if a file was dragged and
dropped into the application, select the [Create] button from the pop-up window.

NOTE: The Default Scan Profile can be set to define if a job will default to document scan or document
import. This setting can be changed by clicking on the Default Scan Profile in the application toolbar or by
clicking on [Scan Profile: Default Scan Profile] in the New Batch pop-up window.
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Scan/Import/Drag and Drop

Users can load documents into the application, either by scanning, importing, or dragging and dropping.
Afterward, you can perform document management functions and organize your pages.

Scan

As documents are being scanned or imported, the Live Scan Preview pop-up window previews documents
to monitor quality and content issues.

Live Scan Preview

Scanned pages: 2

=3

If an issue is detected with a scanned or imported document, the [Interrupt] button in the Live Scan
Preview pop-up window is used to interrupt scanning. See the Inserting/Replacing Pages within a
Document section in this guide to correct the issue.

Import

© 4L« Temp b Import » v & | | Searchimport P

Newfolder E- O e

Name Date modified Type Size

) Import2 1/8/2018 6:26 PM File folder

& 2 1/8/2018 &:00 PM TIFF image 17,035KB
] 34 6/1/201710:46 AM  TIFF image 17,035kB
& 4kt 6/1/201710:45 AM  TIFF image 17,035KB

File name: o] (s ) B

To import a file, browse to the folder/file(s) to be imported, select the files, and then click on [Open].

CMiC Cloud Scanning — Quick Guide e 5



Drag and Drop

y &
A + Cop;' |

To drag and drop a file, browse to the desired file(s) and drag and drop them to the desired location within
a document. An insert guide will appear to help visually guide the process.

Creating a Document Break

New documents can be created in several ways: detecting a barcode, a blank page, by page count, or any
document type that is defined to trigger a break.

There are two methods for creating a document break.
Method 1 — Scissor Option

1. Place mouse pointer where the document break is required. A scissor icon will appear.

S h
e Ii ==\ £

2. Click the mouse to create a document break.

Document Break |
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Method 2 — Menu Option

1. Select the page that will be the first page in the new document. Right-click on the page to open a drop-
down menu.

Create Document From Selected Pages

Rotate selected page(s)

] Duplicate Selected

Delete

Download selected doc(s)

Open selected page in a new viewer

—l =

2. Select “Split” from the drop-down menu to split the document.

Working with Pages

Inspect, Move, Rotate, Replace Pages

Inspect Page

1. Toinspect a page from either the Document Treeview or the Document Overview section of the
screen, hover the mouse pointer over a document. A magnifying glass icon will appear.

Qs 5/16/19 1:54:28 PM

™~ Folder 1

2\ Doci(24p)

2. Hover mouse over the magnifying glass icon and the document will fly out for closer inspection.
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Move Page

1. To move a page, select the page and hold left mouse button down.

= =

Hh 56T B Browse View e T TSl
Qe 51 W 15428 PM L -.“‘
ol ~
Folder 1 d
-~ ’ *\
. v
LY Docil24p) M 5\
——— e W a——— — P
p.1
p.2
A
5.3 , m‘

2. Drag page to desired location.

Rotate Page

1. To rotate a page, select the page and right-click to open drop-down menu.

‘— 5/16/191:54:28 PM Browse  View

I~ Folder1

Doc1(24p) =] Doc1(24p

p.4

e

Create Document From Selected Pages

te select o(c) |
Rotate selected page(s) > I

rotate 90° left

Duplicate Selected
rotate 90° right

let,
Delete rotate 180°

Download selected doc(s) |

Open selected page in a new viewer

T ——

2. Select “Rotate selected page(s)” from menu and then select the desired rotation direction.

Replace Page

1. Toreplace page(s), select the page(s) to be replaced and click on the Scan icon to open a drop-

down menu.

1
s/16/19 15424, S¢an all and append
V] !

1
ay Foloert |§. Scan single and append
£y Doci(24p)
Scan and replace pages
p.1
Scanall and insert

o Scan single and insert

p.4

2. Select “Scan and replace pages” from the drop-down menu. Page(s) that are scanned or imported
will replace the selected highlighted page(s).
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Inserting/Replacing Pages within a Document

Inserting/replacing pages within a document can be done from both the Document Treeview and the
Document Overview sections of the screen.

While Scanning or Importing
1. Select the page where the replaced or the inserted page will be in front of.
2. Select the Scan icon from the toolbar to open a drop-down menu.
= = / A o =

UL 5/16/19 1542 : Scan all and append

ay Foloer Scan single and append Folder 1

=&y Doci(24p)
Scan and replace pages
p.1
Scanall and insert

50 Scan single and insert

p.3

.4 L

3. For asingle page, select “Scan single and insert” if inserting a page, or “Scan and replace pages”
if replacing a page. For multiple pages, select “Scan all and insert” if inserting pages, or “Scan
and replace pages” if replacing pages.

NOTE: If scanning, place page(s) in scanner first. Follow the procedures described above. Pages will be
scanned and will replace page(s) or inserted in front of the highlighted page.

If importing, after selecting pages in Step 1, an Open pop-up window will appear. Browse to the
folder/file(s) to be inserted. Select the files, then select [Open].

Import files

File name: | v| [anfies ¢
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Drag and Drop - Insert Only

1. Browse to the desired file(s) to be inserted.

|=lo N

L0 5/14410 154-28.P)
e T impun
>

DM o= BEOrrem = = = Yo

~——
e
~

"
> b S . /
-G b -

’

’
T T

o X
I
1
1

bek

2.
to help visually guide the process.

Drag and drop the file(s) to the desired location within the document. An insert guide will appear

Working with Documents

Inserting Documents within a Batch

Inserting documents in a batch can be done from both the Document Treeview and the Document

Overview sections of the screen.
While Scanning or Importing

1.
drop-down menu.

this one”.

Select the document where the inserted document will be inserted and right-click to open the

In the drop-down menu, select “Add new document before this one” or “Add new document after
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ﬁ— 5/16/19 11:49:06 AM Browse  View

(e Folder1

2] Dpoc12p)

p.1

P2 L~

=i Doc2(2p) -
| Add new document before this one

p1 Add new document after this one

Duplicate Selected

p.2
== Delete

2| Doc3(3p)

Download selected doc(s) > -
3 Doca(3p) - ’ — - —

=i Doc5(2p]) - i ——
3. A blank document appears where the new document will be inserted. Select the Scan icon from

the toolbar to open the drop-down menu. If inserting a single document, select “Scan single and
insert”. If inserting multiple documents, select “Scan all and insert”.

:Scananard append
) 5/16/19 11:49:( )
1 Scan single and append L
Folder 1 !
' 1 i
0051[201* 1(2p A Doc2 = Doc3 (25
Scan all and insert
s —_— e
P1 | scansinglesndinsert [ D)
—— v IS} e
p.2
(=] Doc2(0p.)
= Doc3(2p)

NOTE: If scanning, place page(s) in scanner first. After completing selection process in Steps 1-2, the new
document(s) will be scanned and inserted in the highlighted blank document.

If importing, after completing selection process in Steps 1-2, an Open pop-up window will open. Browse to
the folder/file(s) that will be inserted. Select the files, then select [Open].

Merge/Split/Move Documents in a Batch

Merging/splitting/moving documents in a batch can be done from both the Document Treeview and the
Document Overview sections of the screen.

Merge documents
1. Select the documents to be merged.

2. Right-click to open the drop-down menu and select “Merge Selected” to merge the selected
documents.
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§' 5/16/19 11:49:06 AM Browse  View
I~ Folder1
= = 1
(=] Doc1(2p) =
—= e
=
p.1 ‘_:—_ S

p.2

=
EJ Doc2(2p) i

p.1
Duplicate Selected
p.2 = : Delete
Y= SESESS ST mumninm 1
T Downioad selected doc(s] >
Doc3(3p) —— )

Split a Document
There are two options for splitting a document.

1. The first option is to select the page that will be the first page of the new document and right-
click to open a drop-down menu and select “Split”.

2. The second option is to place the mouse pointer where the document break is required and when
the Scissor icon appears, click the icon to split the document.

QP 5/16/19 T1:49:06 AM Browse  View
iy Folderd ‘
2] Doci1iap) 2| Doc1i4p)
== : - SS== = Create Document From Selected Pages
p.1 = 1 Ti—— Rotate selected pagefs) >
p.2 j Duplicate Selected
i
— - = ! Delete
p.3 : Download selected doc(s) >

Open selected page in a new viewer

p.4 i
[2] pec2(30) 0p0

Option 1. Use Scissor Option 2. Use drop-down
icon to split document. menu fo split document.

Move a Document
1. Highlight the document(s) to be moved.

2. Drag document(s) to desired location. An insert guide will appear to help visually guide the
process.
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i Foldert

[2] pec1(2p)

[

p.1

p.2

= Docz(2p)

p1

p.-2

'3'] Doc3(3p)

Doca(3p)

HF 5/16/10 11.49.06 AM

Browse

View

Adding Documents to a Batch

Documents can be added to a batch from both the Document Treeview and the Document Overview

sections of the screen. This process is performed after a batch has been started. Multiple documents can be

added to a batch when either scanning or inserting files.

1. Select the Scan icon from the toolbar to open the drop-down menu.

‘— 5/16/19 11:4

Folder1

Doc1(2p)

% : Scan all and append
A4

Scan single and append

= Scan and replace pages

p.1

Scan all and insert

p.-2

Scan single and insert

Doc2(2p)

p1

p.2

Doc3(3p)
Doc4(3p)
Doc5(2p)
Doc6(3p)
Doc7(3p)

Doc8(2p)

Case Name:

PA Case Number (if applicable):

[Appenainz ]

TMAGE ACCESS CORP

ur Document Imaging Professionals

WORK ADVANTAGE PROGRAM
PARTICIPANT STATEMENT OF UNDERSTANDING

Barbara Harvey SSN: 778545812

478231793

Under the Work Advantage Program, the City will issue a monthly rent supplement (over and above my family’s monthly cash assistance
shelter allowance, if applicable) to eligible clients enrolled in the Program. I agree to comply with all Work Advantage Program
requirements and to actively seek and accept appropriate housing for the Program in accordance with DHS Client Responsibility Standards.

1 W

-

1 that my rent supplement is based on my family's size which determines the number of bedrooms for which I qualify

T understand that I will sign a one-year lease withmy landlord and rental payments will be paid directly to my landlord on a monthly

basis for the first year.

I further understand that if I am found eligible for a second year of the Work Advantage program my landlord will be obligated to

renew my lease at the year one rent level. An additional year's rent will be paid to my landlord on a monthly basis.

2. Forasingle page, select “Scan single and append”. For multiple pages, select “Scan all and append”.

New documents will be added to the end of the batch.
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CMiC Cloud OCR Validation

This section of the guide briefly describes how to use the Validation module to review and index

documents.

Validation

While testing, open a web browser and go to

https://testvalidation.cmiccloud.com/ThinClientServer/ValidationLogin.aspx. Log in with your credentials.

A list of available batches will be displayed.

Available Batches
MName Baich class Siatus 1] Priority Stafion ID  Date ~
5/17/19 8:35:36 AM Misc AP Ready 127 5 KOFAX . 5M7/2019 9:26:24 AM
517119 9:25:16 AM Misc AP Ready 126 5 KOFAX... S/(17/2019 9:26:23 AM

I:‘ Open next batch automatically

*

Error Scan User Scan St..  Doc
Admin KOFRX .~ 1
Admin KOFAX .. 1

I:‘ Enable filtering

Open Cancel Filter Refresh & Help
Double-click the desired batch, and the Validation screen will appear.
sae s = s FTETEES TS R
e | [ . INVOICE |
e r‘ . ‘ [ Invoice #: _ z|soa 3t T Macvce @)
e - AN IN-FA Nelson L v T = Account 000 oo oo 3009
Ao
r=—e IS wan
Sesech 08 L Aematves Conar Payment Due Date s
HOMEDEQT |
Home Degot CRC [
W [ o —
ST % S8
—
P58 —
- 21608 == =i Lo o
] 09/25/18 = S
$78.70 =~
MO Cate '] Jots < Do
P e
i, S
< > Kv\: i = i ’ ; |
Curvent Error N Amount Due s18.70 | 8

Any values found by KTM Extraction will already be populated in the fields.

Data Entry

There are three ways data can be entered into the index fields: Manual Entry, Single Click Entry, and

Lookup windows.

Manual Entry

Once a field is clicked on or tabbed into, data can be manually entered into the Edit Window:
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— || Invoice

Invoica Mumbar
InvoicaData

Invoice Amount

Job/Department Code

Imvoice Description

| @
09/25/18 >=*"
$7870 78.70
© | [ gobs | |[Z} Depts 5

Single Click Entry

An alternative to manually typing in the data is using Single Click Entry. Click on the field to be
indexed and then locate the word on the page. Move the mouse over it and then click on the word.
The word will automatically be placed in the index field. Press Enter to confirm.

Curremt {rror

Lookup Windows

SUPPING 000
TOTAL

G

Flnsss poy o Bt eicn

Cuestions  ACCTMOR ANNIE MENDIOLA EXT 5222728
About Your

Accoumt  EMAIL

MENDIOUAHOVEDEPOTCRECITSERVCES COM FAX

PHONE 15004541350

1677 9806202

NOTICE SEE FEVERSE S08 FOR IPORTANT RFORUATEN

% Pews svwen e i

7]

Thimbnasts
[ —————ry
R T —
s

The address fields can be automatically populated by using the custom search address forms. This
will be explained in greater detail in the next section.

Fields — Miscellaneous AP Invoices

Vendor Information

The values for the Vendor Information section come from a fuzzy database lookup on the vendor flat
file generated by CMiC. The document will be OCR’d, vendor name and address information will be

searched, and a lookup will be performed in the fuzzy database for that information. If a match is
found above a configurable confidence percentage, then fields in this section will be automatically

populated:
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= Company ol —
Compayam 5 T =
RANELSON-RA Helson LLC Account o s xoex 3009
| NELSON AN ASSOCATES Ama
e 1o PO DRANTR acs =3 et
ATTH: UAIRERS! MO Transaction Date oazsn
Samen 08 ERE - Coar Paymant Dus Dats oname
s Dk Cote OMEDED!
HOMEDED! Custemar# | Purchases iy I | Purchase Orderiob Mame | Customer Agresment §
was AICE EFF e JEFF wee
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UNTPRICE _ TOTAL PRICE
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—| « | Vendor Information

= Search DB = Aliemalives Clear
Vendor IDVAddr Code HOMEDED1
Vendor Name Home Depot CRC
Remit To Addr1
Remit To Addr2 P.0. Box 9001043
City'Stat=Zip Louisville KY 40290-1043
Frane 800-685-6651

If no match is found or if a match is found but does not meet the confidence threshold, two buttons
are available to help locate the correct information. The first button is the [Search DB] button (can
also press F6). This will search the Oracle database. The best way to search is to hit the [Clear]
button (or F9) first, enter the search parameters right on the form, then press the [Search DB] button.
The Vendor Lookup pop-up window will then appear with the search results:

—| | Vendor Information

Double-click the appropriate result to populate the form.

APUT.TAPE 00007192 0100018 1.00

Search DB Alternatives Cleal
me i,
Remit To Agdri
Remit T4 Vendor Lookup X
Enter ane or more search keywords or phrases here:
City'Stat
Home Depot
T Cenfidence BP Code BP Name Addres Code Address 1 Address 2 Address 3 Regions/State Postal Code Phone N
100.00 % HOMEDEQ1 Home Depot CRC P.O. Box.. Louisville KY 40290-1043 B800-8
—|=/In| 5000% EAGLEVDT Eagle Valley Home Builders P.O. Box Eagle co B81631-3550 §70-3
|| 50.00% MURDOCO1 Murdoch's Ranch & Hom P.O. Box Dillon co 80435 §70-5
50.00 % COMPLED1 Complete Home Electronics P.O. Box... Tabernash (28] 30473 §70-2
50.00 % TRUENOD True North Hearth & Hem.... 120 Midla...  #210 Glenwood... CO 81601 970-2
50.00 % HOMEHED1 Home & Hearth Quffitters 286 5. Lo.. Denver co 80209 3037V Es.con
< > e
JobiDep) press "Enter” or "Ctrl + Enter” to select the highlighted record and close the results windaw. 21 results (0.197 seconds) sue on
Search. oK Cancel @ Help | PO
voice

The second button is the [Alternatives] button. This launches the Vendor Alternatives pop-up
window, which will display a more extensive list of all the records the system located with correct
vendor information during the initial extraction process. The most confident one is displayed first,

followed by the remaining alternatives:

— |« | Vendor Information

Search DB Alternatives Cleal
S HOMFDFD

+ Vendor Alternatives

J Confidence EP Code EP Mame Addres Code Address 1

| 89.55% HOMEDEOD1 Home Depot CRC

A 67.96 % 10000001 1000 Doleres Way #4 ... P.Q. Drawer 5400

9 67.96 % S1EAGLDM 51 Eagle Road, LLC P.Q. Drawer 5400

7 &79E% UPPERBO1 Upper Basin Excavating.. P.O. Drawer 5400
| | ©BB68&% HORMINDT Maureen Horning P.O. Box 1152
— | | 60.40% YOUNGS01 Young Services P.O. Box 944

.| SBET % MOUNTA3Z1 Mountain Temp Service... P.Q. Box 20

58.08 % PAINTE01 Paint Bucket, The P.Q. Box 963

1 <

] Press "Enter” or "Ctrl + Enter” to select the highlighted record and dose the results window.

4 L [ DeptE I

Double-click the appropriate result to populate the form.

PC R 5400
ATTN: MAUREEN HORNING
P T L e o | PoPT——N
XIE=
Address 2 Address 3 Regions/State Postal Code
P.O. Box...  Louisville Ky 40290-1043
Awvon co 81620
Avon co 81620 f’_
Avon co 21620 gl
Edwards co 81632 :I—
Glenwood... CO 81602 .
Aspen co 81612-0020
Awvon co 81620
>
34 results (0.094 seconds)
oK, Cancel © Help
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Invoice Number

This field should be automatically populated by the OCR engine. In cases where it is blank, the
invoice number will have to be populated manually or by using Single Click Entry.

Invoice Date

This field should also be automatically populated by the OCR engine in most cases. In cases where it
is blank, the invoice date will have to be populated manually or by using Single Click Entry.

Invoice Description

This field should also be automatically populated with the invoice description and can be updated

during validation.

Job/Department Code

In most cases, this field will be automatically extracted by the OCR engine. It will be validated
against the CMiC database. In cases where it could not be OCR’d, it can be found by either manually
typing it, or using one of the lookup buttons. If manually typed, just press enter to validate it against
CMiIC. Alternatively, the [Jobs] button can be used to bring up a list of jobs or the [Depts] button
can be used to bring up a list of departments from which to choose.

Job/Department Code l

4, Jobs

|, Depts

A search parameter can also be entered in the Job/Department Code field to search for a job code. The
results will be displayed in the Job Code Lookup pop-up window.

=|« | Invoice Information

Joh Code Lookup

Enter one or more search keywards or phrases here:

T 2160) T
- 09/25/]
$787[ 100.00 %

100.00 %
100.00 %

Job/Depanment Code

100.00 %
e Description L17-066 100.00%

<

Invoice Amount

Job Company Code
RANELSON
RANELSON
RANELSON
RANELSON
RANELSON
RANELSON

Job Code
17-032
17-500-16
17-500-17
17-500-18
17-910-008
17-500-20

Job Name

Rossetti R...
Landon R
Torzetto H.

Hart Resid
Burlingam.

Coursey R

Address 1 Address 2 Address 3 Regions/State Postal Code Phone Number

w
>

Press "Enter” or "Ctrl + Enter” to select the highlighted record and lose the results window. 141 results (0.212 seconds)

| Search, OK Cancal & Help

The invoice amount must be entered manually or by Single Click Entry if not already populated by

extraction.

Fields — Subcontract Request for Payments via SC

Vendor Information

The values for the Vendor Information section come from a fuzzy database lookup on the vendor flat
file generated by CMiC. The document will be OCR’d, vendor name and address information will be
searched, and a lookup will be performed in the fuzzy database for that information. If a match is
found above a configurable confidence percentage, then fields in this section will be automatically

populated:
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—| « | Vendor Information

|y Search DB [Ea Alternatives Clear
‘Wendor |DiAddr Code TWISTEN
Vendar Name Twisted Tree Landscape Construction

Remit To Addrl P.O. Box 740

Remit To Addr2
CitylEatZip Basalt co g1621
Frane 970-927-5025

If no match is found or if a match is found but does not meet the confidence threshold, two buttons
are available to help locate the correct information. The first button is the [Search DB] button (can
also press F6). This will search the Oracle database. The best way to search is to hit the [Clear]
button (or F9) first, enter the search parameters right on the form, then press the [Search DB] button.

The Database Lookup pop-up window will then appear with the search results:

—|=| Vendor Information

Double-click the appropriate result to populate the form.

Search DB Alternatives Cleal
Tiisted Tree
Femit To Adar1 | Database Lookup
Enter one or more search keywords or phrases here:
Twisted Tree
o Confidence BP Code BP Name Addres Code Address 1
o 100.00 % TWISTEO Twisted Tree Landscape C... P.O. Box.
50.00 % ASCENTO2 Ascent Tree Services, LLC P.O. Box,
|+ Invoice 1| 50,09 % ASPENTO1 Aspen Tree Service, Inc. 1111 Villa...
myzice Numzer 50.00 % PREVENO1 Preventive Tree Spraying P.O. Box.
- 50.00 % OLDGROO1 Old Growth Tree Service P.0. Box,
4336 % TRUENOO1 True North Hearth & Home 120 Midla.
Wark Completed | |~ "5 S - - -
Vistarisis Prazant | TESS "Enter” or "Ctrl + Enter" to select the highlighted record and close the results window.
Imuoice: Amount

Address 2

#210

1. ORIGINAL SUBCONTRACT AGREEMENT SUM

Address 3
Basall
Dillon
Carbondale
Dillon
Eagle

Glenwood

Regions/State
co
co
co
co
co
co

0OK Cancel

X
Postal Gode Phor
31621 a il
30435 Flalll
31623 E
30435 9
31631 9
81601 gV [
”””” >

7 results {0.088 seconds)

& Help

The second button is the [Alternatives] button. This launches a pop-up window which will display a
more extensive list of all the records the system located with correct vendor information during the
initial extraction process. The most confident one is displayed first, followed by the remaining

alternatives:
— || vendor Information
Search DB Alternative: Clea
TWISTEDT "
Twisted Tree Landscape Construction
ORIGINAL SURCONTRACT AGRFEMENT SUM
1 | Database Lookup
Cenfidence BP Code EP Name Addres Code Address 1 Address 2 Address 3
719 % TWISTED1 Twisted Tree Landsc... P.O. Box 740 Basalt
64.67 % VENZORO01 Venzor Construction, ... P.O.Box 73 Eagle
63 44 % ARRIOS0T AR Rio's Construction P.O. Box 860 Avon
60.81% S2MCONO1 S2M Gonstruction Co... P.0. Box 1578 Glenvicod...
— Invoice 1
= 60.44 % ATZRECD1 Afo Z Recreation P.0. Box 626 Littleton
voice Numbar

resice N 5872% RAMELSD1 RA Nelson LLG P.O. Drawer 5400, Avon

nvoizeDate 58.64 % TCCROO01 TCC Confracters, Inc. P.O. Box 2123 Eagle
57.96 % BYDRILO1 B & Y Drilling P.O. Box 1878 Rifle

Work Complatad <

e Press "Enter” or "Ctrl + Enter” to select the highlighted record and close the results window.

Invoice: Amount

Double-click the appropriate result to populate the form.

Regions/State
co
co
co
co
co
co
co
co

OK

58.000.00

*

Postal Code
81621 9
81631 9
81620 9
9
3

Phor

81602
30160
81620
81631 9
81650

43 results (0.098 seconds)

Cancel & Help
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Invoice Number

This field should be automatically populated by the OCR engine. In cases where it is blank, the
invoice number will have to be populated manually or by using Single Click Entry.

Invoice Date

This field should also be automatically populated by the OCR engine in most cases. In cases where it
is blank, the invoice date will have to be populated manually or by using Single Click Entry.

Invoice Description

This field should also be automatically populated with the job description.
Work Completed this Period

Must be entered manually or by Single Click Entry if not already populated by extraction.
Materials Presently Stored

Must be entered manually or by Single Click Entry if not already populated by extraction.
Invoice Amount

The values in the Work Completed this Period field and the Materials Presently Stored field are
automatically added up and placed in this field. Alternatively, this field can be manually populated.

Subcontractor Number

Must be entered manually or by Single Click Entry if not already populated by extraction. If not
found, then the lookup button can be used to perform a database lookup in CMiC to get the
subcontract code. If multiple results are returned, a table will be displayed to select the correct one.

Contract Number 17-067.015

Job Code

Must be entered manually or by Single Click Entry if not already populated by extraction. If not
found, then the lookup button can be used to perform a data base lookup in CMiC to get the
subcontract code. If multiple results are returned, a table will be displayed to select the correct one.

Job Code 17-067
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