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Chapter 1
Introduction

FormCliQ™/Invoices 2010 Edition is a WindoWapplication that lets you scan invoices
you receive, capture data from them, quickly etiterdata in these documents and create
data files ready to be transferred into your actiagrpackage. FormCliQ also archives
images of these documents, and allows you to selaech and find one or more documents
of interest from within FormCliQ, or anywhere oruyaesktop quickly and easily.

When entering data, FormCIiQ replaces the manual ksying process you would normally
follow. This reduces the chances of data entryreribalso saves time.

FormCliQ/Invoices reads forms with printed datéoforms with handwritten data can
be scanned, but their handwritten fields shoultiyped manually.

FormCliQ/Invoices creates data files that contaerecognized and typed data. If you
wish to transfer this data to your accounting systgou need to prepare additional utility
for such task.

FormCliQ employs advanced optical character recmym{OCR) and other unique and
patented technologies to recognize each indiviohvalice and to scan and locate important
information, such as the Due Date, Terms, Amoungriity, etc.

FormCliQ provides integrated editing capabilitibattallow you to fix scanning errors.

FormCliQ has three main windows that you use to slscuments, process and verify them,
and search through all of your scanned invoices.

Overview of FormCliQ/Invoices

Using FormClIiQ/Invoices
You may apply FormCliQ/Invoices for either one loé$e purposes, or both:

Capture data from invoices and transfer it to y@egounting package. This replaces the
process of manually keying data and saves you ame assures you of more accurate data
because of high OCR accuracy and the validationsi€b6Q performs.

Every document you process in FormCliQ is autora#ifigndexed based on its content and
its image is stored in an archive. You can seanchratrieve documents easily and quickly
from anywhere on your desktop.
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Scanning Invoices from a Vendor
FormCliQ/Invoices let you use any TWAIN compliagaganer to scan invoices.

Entering the first invoice from a vendor is diffetédrom entering the rest of the vendor’s
invoices because you use the first invoice to guné FormClIiQ to recognize that invoice

type.

After the first time setting up FormCIiQ to locadtes data fields in an invoice, you can just
scan and process subsequent invoices. FormCliQewitignize the invoice layout and
extract all of the required invoicing data.

Entering Data with OCR-on-CIiQ

FormCliQ tries to locate the necessary data fielt$ extract them from any new invoice. If
FormCliQ doesn't find the data, then the typistdsa® fill the data manually-his is

normally done with just one mouse clickThe typist clicks on the image where the data is
located, FormCliQ finds this data near the mousx @nd extract it as if it was typed, and
furthermore, the next time this invoice type appearthe system — FormCliQ will
remember the location of the old field and extiaatitomatically from the new invoice. All
this is done in the background with just one malsd!

Archiving, Accessing, and Retrieving Documents

Invoices you process using FormCliQ are automdyicatiexed, and archived in FormCliQ.
At any later time, you may access these documbntslicking on a string of characters
which is your invoice number. You may do so regasdlof the application you are working
in, from anywhere on your desktop.

Integrating FormCliQ into an Accounting System

FormCliQ performs the kernel work of invoice progieg: automatic recognition and data
entry from scanned documents. To integrate Form@iiQa larger accounting or ERP
system like QuickBooks, SAP and others — it is eeldd create several text files (like the
list of accounts) and also it is needed to readdbalt FormCIiQ files, in XML or CSV
format, and pass their content into your accourgiygjem.

Details about this can be found in the chapteggrating FormCIiQ into an Accounting
System
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Chapter 2
FormCliQ Installation

What You'll Need to Install FormCliQ

To install and use FormCliQ, you will need a deplkéoanner (TWAIN compliant) with or
without document feeder. This is optional, becausemay scan with another software and
import the image files manually. However, usingrR@iQ scanning produces very high
quality image files with FormCliQ's internal progtary algorithms, and other scanner
software might produce images with lower quality.

Detailed System Requirements

Supported operating systems
FormCliQ is supported under the following operatsygtems:

Windows 2000 (SP3 or later)
Windows XP (SP2 or later)
Windows Server 2003 / 2008
Windows Vista

Scanner
FormCliQ image capture operates in one of two modes

Direct scan mode (scan from FormClIiQ): Any TWAINwoeatible scanner
Indirect scan mode (open files): scanner is natireg

For all but the lowest of page volumes, it is reatended to apply a scanner with
Automatic Document Feeder (ADF).

Image File Format
FormCliQ supports the following image file formats:

TIFF uncompressed

TIFF compressed in CCITT Group 3 and 4
JPEG

BMP
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Minimum Computer Configuration
FormCliQ runs best on the following minimum hardevaonfiguration:
Pentium 4 1Ghz or higher

512 Mb Random Access Memory (RAM)
150 Mb hard drive free space (depending on sizeafive)

Internet connection is required for product actabnly (see below).

Installing FormCIiQ

To install FormCliQ, launch the installation filey downloaded from our site and saved to
your hard drive or from the FormClIiQ installatio®d you received one.

ﬁ”? FormCiQ Invoices Setup

@ Welcome to FormCliQ Invoices
Setup Wizard

The Setup Wizard will install FormChc Invoices on your
computer, Click Mext to continue or Cancel bo exit the Setup
Wizard,

sgack | Mext o [ Canicel

FormCliQ User Guide; Doc. Rev. 2010.04.26, Page 8



Accept the FormCliQ on-line End User License Agreat{EULA):

£ FormCHQ Invoices Setup
End-User License Agreement
Please read the Following license agreement carefully @

CharacTell Ltd., &4 Software Company |
End-TU=zer License Agreement b
THIZ SCFTWARE EEMAINS THE PROPERTY OF CHARACTELL

LTD., AND I3 LICEN3IED AND HMADE AVAILAELE FOR YOUR

U3IE CNLY UNDEE THE TEEMS OF THIS LICENSE AGREEMENT.
PLEASE REALD THIS AGREEMENT CAREFULLY. BY INSTALLLING,
COPYIMG, OR COTHERWISE USING THE SOFTWARE, ¥OU AGREE

TO BE EOUND EY THE TEEMS AND CONDITICHNS OF THIS
AGREEMENT. s
Thia CharacTe1]l T.td. ("CharacTel 1" End TT=er I.'ir“.F'ﬂ.qF'iv.

(31 accept the terms in the License Agreement:

{31 do not accept the terms in the License Agreement

advanced Inskaller -

[ < Back ][ Mext = ] [ Cancel ]

FormCliQ Invoices 2010 supports invoices from Aaké, Canada, Germany, Spain, United
Kingdom, and United States. You may decide to lhetdy support of invoices from your
country, or for all of countries. If you plan oning FormCliQ for one country only, select
Custom:

I FormCHQ Invoices Setup

Choose Setup Type

Choose the setup bype that best suits vour needs

Typical
Installs the most cormmon program Features,

%@

= Custom

E,»lj Allows users ko choose which festures will be installad.

§ : Complete

;.eé‘g?::! Al program Features will be installed. (Requires most disk,
= space)

advanced Inskaller -
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If you selected the Custom path, when prompted thighist of available options, click on
the desired countries and select “Entire featutkbeiinstalled on your local hard drive.”
For countries that need not be supported, seletiréfeature will be unavailable”.

£ FormCHQ Invoices Setup

Custom Setup
Select the way vou want features ko be installed. @

Click on theicons in the tree below to change the wary Features will be installed.

(=2 FarmCho Kernel Farmcliq Kernel Modules
- LK Irvvoices

S Invoices

Allnvaices This Feature requires 2101KE an
Calnvoices wour hard drive.

DEInwoices

ESInvaices

Location: CiProgram Files\FormClio,

Advanced Installer -

[ Reset ][ Disk Lsage ] ’ = Back ]L Mext = ] [ Cancel ]

Click Next. You will get the screen below:

£ FormCHQ Invoices Setup

Ready to Install
The Setup Wizard is ready to begin the Custam installation @

Click Install to begin the installation.  IF wou veant ko review or change any of your
installation settings, dlick Back. Click Cancel to exit the wizard.

advanced Inskaller -

[ < Back ]| Inskal [ Canicel

Click Install. The installation is now completed.
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Running FormCliQ for the First Time

There are a few selections you will be asked toenalken you run FormCliQ for the first
time. They will be valid for subsequent logins, afd only need to modify them later on
for specific reasons.

First, it prompts you to set a working directory fata and other functions:

8 FormCliQ - Select FormCliQ Data Files Directory =) O3

FORMC | ()™

jﬁ::\FormCliQData . |

Accept the default choice, unless you have a reisohange it. In case that you want that
FormCliQ will work in a network, meaning that youllvbe able to view the files than other
station scanned, then you need to define a dingthat is shared by several stations.

FormCliQ Companies

The FormClIiQ operating environment is determinedhg/company you select and log into.
Before you may select of a company, you must cradast one.

From the Login window:

FormCH() - Login 3

FORMC | |()™

User Name : |Admini5tratur |

Company : |<add New:> Bl

Click on the Login button and you will need to stla Company Class.

FormCliQ/Invoices Company Class Screens

FormCliQ/Invoices user needs to select one the emyplasses available.
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FormCHQ - System Template Selection

Irwoices - Australia / Invoices AU
fIrwu:uiu:es - Canada /[ Invoices CA
Trvoices - Germary / Invoices DE
Irwoices - Spain F Inwoices ES

Inwaices - United Kingdom / Invaices UK
fInw:uiu:es - United States f Invoices US

[ 0K :I( Cancel ]

As you create the company you’'ll need, you havertwide the company name. It is
possible to install several companies in the saotEliQ installation.

ol

FormCHQ - Create Hew Company

Company Name :

| Monako Instruments |

T ]

o

While you may need, or wish, to create several congs to perform your work in
FormCliQ, in the vast majority of cases they shallde of the same class. Archived
documents can only accessed when the user is laggkst the same company.

Next, you will set the password for the company goeated:

FormCHi() - Change Passwor d &3

FORMC | ()"

Please create password for logging to this company

LLIF P e I | |

New Password : [ |

Confirm Password :  [*+* |

Your Archive company setup is complete, and youeaely to use FormCliQ.
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Click OK, and proceed to create the company paskwor

FormCHQ - Change Passwor d X

Please create password for logging to this company :

BT ST R e T G ST | |

New Password : [roae |

Confirm Password :  |***] E

Your company setup is complete, and you are readge¢ FormCliQ.

The next chapter describes how to use FormClIiQ.

Activating FormCliQ

FormCliQ is only available via a digital downloao one of several websites. It is
provided on a free, no obligation, evaluation hasisinder a purchase. When you purchase
FormCliQ, we send you a registration serial nuntbat is unique to you, and activation
instructions.
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Chapter 3
FormCliQ Commands and Operating
Modes

Menu Commands

The same menus and menu commands are availabléhrea of the FormCIiQ windows.
Each of the menus is described below.

File
Select company
Use the File > Select Company command to choosspibefic company to apply next time

you use FormCliQ. The Manage Companies dialoguddisx/ou create and manage the
multiple companies you may have as you use FormClIiQ

Ma nage Companies

Select Company :
|Invoices AU
Invoices CA
Invoices DE
Invoices ES
Invoices UK
Invoices US
[Monako Instruments
|testAl

testaul

Company Name : |
_1Munaku Instruments |
System File Path:

_]c:‘-\FurmEIiQData‘gMunaku Instruments'Monako Instruments.xmil | :

As you change the company selection, you will neddg into the company you selected
using the previously defined password.
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Exit
Use the File > Exit command to close FormCIiQ axidl e
Edit
The Edit menu items may be grayed on occasionsnwheEdit menu is active (in the
Process/Jobs mode) you may use its commands trmeckertain operations while you
process documents.
Cut, Copy, Paste
You may use these commands to manage page imagdssiyilou process.

Insert Row, Delete Row

When processing tables in documents such as inyofo@ can insert or delete line items as
needed.

Remove Document
Delete documents you do not need from the archsuggithis command.
These operations are described in the applicabtess of this User Guide.
View
Use the View commands to display pages in a jobjgilight data fields as you process

them. You may also advance forward or backwardutingdhe pages in a job while in Process
or Jobs mode.

Tools

Scanner
Use theSelect Scannecommand to set the scanner of your choice.

Depending on the nature of the documents you wasitan, you will need to adjust the
Scanner Optionsfor the type of documents you scan (Simplex orIBxip or for best results.

At the start, we recommend that you accept theuttesalections until you become familiar
with their effect on the scanner. Selections yokerare set until you change them.

Backup

You may use the Tools > Backup command to creatgpg of the FormCliQ databases of
images and data:

FormCliQ/Invoices User Guide; Doc. Rev. 2010.01.10, Page 15



You define the backup location using Tools > OmicrBackup (see below). Press Start, and
Exit when the backup operation is complete.

Restore

Use this command to restore your data from a pusvibackup:

Change Login Password

If you must modify your login information, selech@nhge Login Password, and enter the new
information you wish FormCliQ to preserve:
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This change applies to the present company only.
Options
The Tools > Options dialogue box contains fouretéht tabs:

Preferences
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Auto Rotate- clicking this will make FormCliQ try to find theorrect rotation of the page. If
the page is landscape or upside down — FormCliQretate it automatically. This step is
important but it slows down a bit the capture pescéJncheck this only if you are absolutely
sure that the images are vever rotated, or if yewgaing to rotate each image manually.

Show All Buttons- this will show additional buttons in Capture sreAll these buttons are
accessible from the menu.

Show Thumbs in Search Screenthis will show thumbnails in the search resufesa,
however, if there are many search results, thishitepw down the search screen display.

Export image as- select one of the possible image file format&, HDF or Searchable PDF.
Using searchable PDF will let you find text withrAbat "Find Command". However, this
format requires full page OCR and it will make pagecessing slower.

Database definition- select the database you want to use for stoneglata for future
searches. CharacTell supports Microsoft Accessdbas well as other databases. However,
if you decide to use other databases, it is yosarsibility to make sure that the connection
works and the connection string is properly defirfeallure to do so will result with data that
will not be exported. If you select other formathex than Microsoft Access, you will need to
consult your system administrator or local resefiezase of support problems.

Backup

In this tab you need to define the directory inabhibackups will be stored.

Fields

This tab allows you to set the exact document typeswill be able to use, and hide or allow
some or all of the data fields.
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The available list of fields seen in the right psdependant on the document type you click
on in the left lane.

Help

Content

FormCliQ contains detailed, context sensitive ore-lhelp. You can reach it from
Help/Content, or by pressing the F1 function key.

User Guide
A complete User Guide (this document) and is inetud
Tutorials

This command takes you to the FormCliQ websitenf.formclig.con) where you can view
several animated tutorials that illustrate varikeg FormCliQ processes and uses. We
strongly recommend that you take the time to vieant as early as possible after you install
FormCIiQ.
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Problem Report

In case you encounter a problem while using For@Qle Help/Problem Report menu item
makes it easier to report the problem to us.

Mark the items that apply and, when possible, clikelbox to also include the image you
were working on when the problem occurs. Your repali be sent to special e-mail address
where our technicians and engineers will examimétitout delay.

Activate

The Activate menu item is used to activate youtaithetion or upgrade. You will receive
instructions regarding this procedure in email.
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Capture Window

The FormCIiQ Capture window, shown below, is thistfscreen that appears when your start
FormCliQ. You use the Capture window to scan docummto the system.

Document Types

The Document Type list-box lets you specify theetgh documents you are going to scan and
process. This choice determines how the scannes($)agill be processed by FormCIiQ.

Sometimes, like in some versions of FormCliQ/Inesicthere is only one available
document type. In this case the document type celmobxawill not be displayed.

Capture Commands

The FormCIiQ Capture window commands are descristolv.

Select Scanner

Click the Select Scanner button to select the systeanner you want to use for scanning
documents into FormCliQ.
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You only need to select the scanner once. You magifjnthat selection at a later time, if
needed.

Twain (LeadTools) and Twain (DynamSoft) are sofeveomponents that work properly
with scanners that work with full Twain compatillevers. However, some scanner drivers
are not fully Twain compatible. There are such seas that work best with LeadTools and
not DynamSoft or vice versa. If you have problemsperate your scanner, try to use the
other scanner family.

After you select the scanner family, you will b@mpted to select the scanner. This is
important when you have several scanners tat aneected to your computer:

Scanner Options

Click the Scanner Options button to configure tphgams for the currently selected scanner.
The options may vary depending on the scanner. Gomoptions are described below.

Duplex — use that to scan both side of every page. Thisvark only for scanners that
support Duplex.
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Stop on Empty Page- the ADF scanning will stop when an empty pagenisountered.

Show Twain GUI — show the Graphical User Interface that comels thi¢ scanner driver.

Select this only if you want to use specific scagrparameter that is not supported in the
regular Twain software, or when the scanner iguibt Twain compatible and you cannot
scan without the scanner GUI.

Brightness— a number in the range 0-100. Higher brightnessher produces brighter
image.

Contrast — a number in the range 0-100. Higher contrastbmirproduces sharper image.

Adaptive — this option is useful for low/medium quality gapThis instructs the scanner to
scan in gray level and use internal FormCliQ athomito produce better binary image. The
result is better quality images and sometimes si®@e@nning.

ADF — use the ADF (Automatic Document Feeder) andlatited. This parameter is
important for scanners that have both flatbed abé A

Flatbed — use the flatbed and not ADF. This parametanitant for scanners that have
both flatbed and ADF.

Flatbed Splits— use the flatbed to produce several documertsad. This is useful for small
documents like Receipts. You may put several rés@p the flatbed, making sure that they
don't touch each other, and FormCliQ will produeeesal documents in each scan.

Split Height — a parameter to the Split algorithm. "Automatiedans that the split is done
automatically and FormCliQ uses the black backgdonfithe scanner cover.

Scan

Click the Scan button when you are ready to scdmcament or a batch of documents in your
ADF.

Open File

Click Open File to open an image of a previousgnsed and saved image.

Delete Page

Use the Delete Page command to delete the curnaethed page.

FormCliQ/Invoices User Guide; Doc. Rev. 2010.01.10, Page 23



Delete All Pages

Click Delete All Pages to delete all scanned pdlge<urrently viewed document.

Process

Click the Process button to begin processing tloeichent.

Add to Queue

Click the Add to Queue button to send the scanmedment to the FormCliQ Queue. From
the FormCliQ Jobs window you can process the dootiniéne Jobs window lets you scan a
number of documents at once, queue them and tloeegs them all later, at a convenient
time. This splits the work into two tasks: scannamgl queuing the documents and processing
them.

Thumbnail View of Current Page

A thumbnail image of the current page appearsendft pane of the Capture window.

Jobs Window

In the Jobs window you are able to view pages yamsed but did not process yet, or
documents that you have added from the Captureomirid the processing queue.
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The top part of the window lists each scanned decunm a row.
Click on a row in the top half to view the imagetl® bottom part of the window.
Click on the dividing line to toggle the page viévwm a half window to a full window view.

Click on the dividing line again to restore a splindow view of queued documents and
pages.

When you process a batch of documents, the tile dbanges to Process, and another group
of relevant action buttons and data appears itethpane:

FormCliQ/Invoices User Guide; Doc. Rev. 2010.01.10, Page 25



Jobs Window Commands

Process

Select a document in the Jobs window then clickPitueeess button to process the data.

View

Select a scanned document from the queue and liokrihe View button to see the image of
the selected document.

Delete

Click the Delete button to delete the currentlyesttd document from the queue.

Thumbnail View of Current Page

A thumbnail image of the currently selected docunmeshown in the left pane of the Jobs
window.

FormCliQ User Guide; Doc. Rev. 2010.04.26, Page 26



Page Selector

The Page Selector at the bottom of the left patseyleu select specific pages to view from
documents that are multiple pages. The Page Imdisabws the current page being viewed
and the total number of pages in the document.

Process Window Commands

The Process window, shown below, appears when jdu®ave and Close in the Select
Vendor dialog box.

Use the Process window to locate the documentfidda in the scanned image. FormCIiQ
automatically fills in the Vendor field and putetprompt in the Invoice Number field to
begin.

To process the data fields, use the cross-haioctwsdraw a box around the location of each
data field in the scanned document image. Form@ii@matically tabs to the next required
field after scanning and entering the informatiao gelect in the current data field. Continue
this process until all data fields have been latadeanned and entered, then click Send at the
lower left of the Process window.
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Stop

Click Stop to cancel the processing.

Skip Page

Click Skip Page to skip to the next page of a npdiije document.

Fields

For each field the content of the field is displgad you may type and change the content of
this field in this box.

To enter or change the value of a field, you maety, or click on the image that contains the
data item you wish to type. It is recommended ickdince by clicking you do not need to
type the data, and furthermore, FormCliQ will renbemthe location of the click and will try
to recognize the data element even without clickiegt time!

Search Window

The FormCIiQ Search window, shown below, lets ymywand search for documents that
you have previously scanned.
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Search Options

FormCliQ provides Search options in the left pahthe
window, as shown in this figure.

FormCliQ enables you to search in a number of ways
depending on the document type involved.

Under any search mechanism, select any of the decum
information that you have to search through thalkzde of
scanned documents to locate a document.

Searching for a Document in FormClIiQ

To search through your scanned documents for afp@ce, you can use as little or as much
information that you have about that document.

Select the FormCliQ Search window.

Enter the Search criteria in the fields in the pefhe of the Search window. You can select
any one or any combination of search criteria.
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Click the box to the left of the field to selecattsearch option.

Enter the information to search for in the fieldydu are searching by Vendor, you can select
a vendor from the drop-down list.

Click the Search button -

Searching for a Document outside FormClIiQ

You may search for every document you processddratmClIiQ from any other application
or screen on your computer using FormCliQ’s Se&@akClick™ feature.

While in another screen or application, apply tear8h-On-Click keys-mouse combination
you set in the Options dialogue box. FormCliQ wake you to the Search window, and will
display the document(s) that contain this index.

Example: Let's say that a customer send you anlexsking for a copy of a certain invoice.
While in your email program, click-mouse on theaice number, and here it is!

Click CTL-ALT + Left mouse on “S06258” in the emailessage,

and FormCIiQ displays:
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the invoice containing this number!!! Now you maseuhe mail/save/print buttons to transfer
this invoice to the requester.
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Chapter 4
FormCliQ/Invoices Advanced Topics

Using Accounts / General Ledger Codes

Accounts (sometimes called General Ledger Cod€d dCodes) are mandatory in every
accounting system. Accounts are not included inirttaeice, but they must be added to every
invoice or every item line in order that the daili be transferred to the accounting system
properly.

To use Accounts inside FormCliQ/Invoices requirgesal steps.

Creating Accounts Lookup Table

Accounts (GL Codes) must correspond to existingaets in your target system. Accounts
may be different for different companies. Therefg@u should create a lookup table for each
company. The lookup table is just a text file wilte nameAccounts.dct and it should be
located in FormCliQDat&ompanyNam®icts directory.

This is a typical content of Accounts.dct file:
Accounts.dct

Automobile

Bank service
Communication
Equipment rental
Insurance
Licenses and permits
Miscellaneous
Professional fees
Rent

Repairs

Travel

Activating Account Fields

Now you need to activate the Account fields. Openl3/Options/Fields from the main menu
and activate one of Invoice Account / Item Accoulmvoice GL Code / Item GL Code:
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Filling Account Fields

When you will process a new invoice, this fieldlvaié displayed and show you the list of
available accounts:
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Row Balance

FormCliQ performs data test to make sure that tisene typing errors. For each row in the
invoice items table FormClIiQ validates that pricg’gtem amount (or more complicated
formula if item discount is active). If there idyging error, a message is displayed at the
bottom bar:

Defining a Document with Several Pages

Invoices that contain many items may have severgég. In such invoices the amount
appears on the last page. If you try to leavenkieice amount empty, FormClIiQ does not

allow it, and displays a message ,
recommending that you will define the next page asntinuation of the current page.

To do this, press F5 and you will have the scredovin
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Now you can compare the two pages (current and aext decide whether the next page
continues the current. If it does (e.g.: they higaeesame Invoice Number) then click on Yes.
Then click Enter and jump to the next page of ifveice.

Invoice Balance Tool

When typist tried to proceed to the next invoidefilling the Invoice Total, FormCIiQ tests
that the total is equal to the sum of all itemsr{gmes using more complicated formula, if
fields like GST or Discount are activated). If tioéal amount is not equal to the calculation,
i.e the entire page is not in balance, FormCliQldigs the error message:
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You should click F6 and the Documents Balance Ctioe Tools box appears:

It shows you the resulting amount in each lineditadle boxes to the right of each line, as
well as the total (not seen in this example bec#usdocated at the next page). You also see
the totals for the invoice: the amount that wasl fieam the page, the amount that was
calculated as the sum of all the lines in it, aneldifference between them.

Use this information to identify the source of gege inconsistency. The most common
possibilities are:

1) The total amount of the page was read incogrectl
2) A line (or more) of the table was (were) notrtiged as a line and is (are) missing.

3) There is an additional cost (like Freight ordaisnt) that should be added to the
calculation. In such case you can add a new iteenvliith this cost.

To correct an incorrectly read total amount, jypetthe correct number in the edit box next
to the Total field. You may have to scroll dowrsee it. Use the delete or add lines tools in
the bar below the image to correct errors thata@eged to duplicated or missing lines by
adding or deleting them, as needed.
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Skipping Invoice Items Using FormClIiQ

FormCliQ allows you to skip processing the itemshia bill table individually, and instead
assign the entire bill to one expense or item.

Check or uncheck the Skip Table box above the tabdetivate or skip table processing:

If you skip the table processing, you do not nexefilltthe table data.
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Chapter 5
Integrating FormCIiQ into an Accounting
System

Audience

This section is provided for System AdministratorsSoftware developers who wish to
integrate FormCliQ/Invoices into their ERP or Acaoting system.

Integration Topics

Integrating FormCliQ requires the following tasks:
Create Accounts (GL Codes) lookup table
Create Vendors lookup table (optional)
Create Vendor Terms lookup table (optional)

Import typed invoices into your accounting system

Create Accounts (GL Codes) lookup table

This step was described in details in the sectism@Accounts / General Ledger Codes.
Basically, it requires that you would create a Alecounts.dctwith each expense account in
a separate line, and put this file in the directeoymCliQDataY our Companyicts.

Create Vendors lookup table

This step is optional. Typist may type any vendame even if it is new. However, if you
create a lookup table file before using FormCliggrt the list of vendors will be provided and
it will be easier to pick the correct vendor namease the vendor is not new.

This requires that you would create a Mendors.dctwith each Vendor in a separate line,
and put this file in the directory FormCliQDataur Companypicts.
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Create Vendor Terms lookup table

This step is mandatory only if you activate the @nTerms field. Vendor Term (e.g.: Net
30) should be also extracted from your accountystesn and created in the filerms.dct
with each Vendor Term in a separate line, andluatfile in the directory
FormCliQDataYour Companyicts.

Import typed invoices into your accounting system

FormCliQ export the typed data into XML and CS\é§ and the images are stored in TIF or
PDF files. These files are located in FormCliQDétalr CompanypataExp and
FormCliQDataYour CompanymageExp.
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