%RecCapture

I n()lgA/ledge

corporation

Configuring RecCapture for use with
RecFind 6

Contents

INEFOTUCTION .ttt sttt et r e st e st st e e r e e b e b e e s reesae e st e enneereesrnesanenas 3

What do you need to do before you configure ReECCAptUre?........ccovviieiiiciieeiiiiee et 3
Think about What you Want t0 CAPLUIE ..o e e e e s raae e e 3
ThinK @DOUL SECUIITY....eviiiiiciiiie et e e et e e et e e e e saaaeeesssaeeeensaeeesnnsaeaeans 4
Think about cleaning up and reorganizing your network drives before starting RecCapture.............. 4
Think about what you want to do with the electronic documents after you capture them................ 5
Think about using authoring templates and embedded tags to add structure to unstructured
OCUMENTS ...ttt ettt sttt et e b e s bt e s b e e s he e sae e et e e b e e bt e s ae e s et e s et e bt ear e e beenneesmeeenneenneen 5
Think about ‘grouping’ folders and sUb-fOIAErs..........cuviiiiiiiiiiee e 6

Think about the types of electronic document you need to capture as well as the types you do not
QLYo IR oY o= o1 (U < TS RS PSR 6

Think about noise words (sometimes called stop words) and keywords (we call them seed words) .6

Configuring ReCCapture — StEP DY STEP..iiiiiiciieeieeccee et et e et e e ree e et e e e st e s be e e sate e eteeesneeesnseeesnns 6
[30=ToTo] g u1qT=qe] o1 u o] o LN PP PPTP O PPRPPPPPTTIN 6
0ol [T o S 8

Copyright Knowledgeone Corporation 1




LI LI A <{=] 0 PRSPPI 12
RUIES ..ttt ettt ettt e s bt e e a b e e s bt e e b e e e s abe e e sab e e s abeeebee e s beeeeabeeeabeeenteesreeenanes 13
T TSP PPPTOUPPOTR 28
SUMIMIATIY <ttt ettt e e ettt et et e e e ettt teeeee s s e aaa b et e e eeeessaassbeaaeeeeeesaanssbaeeeeeesessnsbbaaeeeessasannssnaaaeesesnan 32

Copyright Knowledgeone Corporation 2




Introduction

RecFind 6 RecCapture 2.8 - [RecFind 6 Training] Q

= ., AP U GO

Agents | Queue Processors  Filters Rules Exclusions Tags Auto-abstracting Reporting  Exit

) =
G == A

Database: 'RecFind624_Training’ on 'LAP005\LAP005
Licensing: Unlimited document licenses.

Computer name P Status Last contacted Filter count

[ 1LaPoos 1.1.1.199 Stopped 2

RecCapture is an add-on product for RecFind 6. Whereas you can easily capture any electronic
document manually with the RecFind 6 client, RecCapture significantly enhances the DMS capabilities of
RecFind 6 by providing a fully-automatic, rules-driven solution.

RecCapture is a way to implement an organization-wide electronic document management system in a
fully automatic way that does not require your end-users to do anything other than search.

It is also the only way to install, configure and roll out an enterprise-wide DMS in a matter of days or
weeks, in lieu of months or years (as is the norm).

RecCapture is also a complete solution to the age-old shared-folders/drives problem besetting most
organizations. It is also a complete solution for any compliance issue enabling you to meet the
compliance requirements of any legislation.

There are three (3) major components in RecCapture for you to configure; these are:
1. Agents;
2. Rules; and
3. Filters.

Agents should be thought of as small very fast programs that you deploy across your network drives to
instantly capture any new or modified electronic documents. You can deploy a single agent or as many
agents as you require to ensure optimum performance because the agents operate asynchronously.

Filters tell the Agents what to capture.

Rules are used by RecCapture (the Queue Processor component) to analyze all captured electronic
documents and determine which ones to ignore, which ones to capture and, most importantly, how to
store and classify captured electronic documents in RecFind 6.

What do you need to do before you configure RecCapture?

Think about what you want to capture

RecCapture can capture any type of electronic document from any network location; there are no
limitations. However, unless you want to capture absolutely everything (remember the oldest acronym
in the IT business, GIGO or Garbage In equals Garbage Out) and fill up your corporate store with
Gigabytes of electronic junk you need to do some kind of preliminary analysis.
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Shared drives, by their very nature, are full of duplications and junk and old, irrelevant and redundant
material.

RecCapture includes an initial sweep function (to get everything in the nominated shared drives) and a
‘capture all’ selection but you would have to be a very special case to use this functionality.

We recommend that you and your key staff discuss and agree:
e What is relevant to the current business operation?
e  Which documents are vital records? See following paper:

http://www.knowledgeonecorp.com/news/pdfs/Capturing%20Vital%20Paper%20Based%20Records.pdf

e How far back do you need to go? Seven years for example, is the usual maximum period for
most compliance legislation.

Think about security

When you store captured documents in RecFind 6 you assign security. Security determines who can
search for and view any document (using the sophisticated search features of RecFind 6). There is
always a ‘need to know’ in any organization just as there is always a need for document security.

| would always start by looking at the security system you have implemented in RecFind 6 (and
hopefully, it is not overly complex because it never should be). If for example, you have decided on a
security hierarchy of Board Members, Directors, Level 1 Managers, Level 2 Managers, Staff, Contractors,
partners, Customers in RecFind 6 then this is the security you should apply to captured documents.

As always, the most appropriate acronym in this case is KISS — Keep It Simple Stupid!

For whatever reason, there is always the temptation to overcomplicate the security system, especially at
the beginning. RecFind 6 will allow you to configure the most complex security system imaginable but
we certainly do not recommend you do this. An overly complex security system will just infuriate your
staff and cause them to become negative about the system. My advice is to start with something that is
both adequate and basic and then tweak it later.

Think about cleaning up and reorganizing your network drives before starting
RecCapture

Network shared drives usually start out well organized and then quickly degenerate into chaos as every
Tom, Dick and Harriett make ‘improvements’. | wouldn’t attempt to completely reorganize the network
drives but | would recommend tidying them up by making sure there is some logic to the way folders
and sub folders are organized. The better the job you do here the easier it is to configure rules in
RecCapture, or more specifically, the fewer rules you will need in RecCapture. However, be careful that
any reorganization doesn’t confuse and disadvantage your end-users.

Network drives also usually contain a lot of superfluous material like copies and backups and ‘personal’
information. Try to identify and delete all the superfluous material before turning on RecCapture. This
will give the initial sweep phase of RecCapture far less work to do.

Lastly, bite the bullet and delete old documents so the initial sweep phase of RecCapture is as fast as
possible. Old is obviously a qualitative not quantitative word so first agree on a definition of what old
means to your organization. As far as compliance goes, different types or classes of documents will have
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different retention periods mandated. My recommendation is to initially agree on the longest retention
period (say seven years) and then apply that to all documents.

Think about what you want to do with the electronic documents after you
capture them

RecCapture includes the functionality required to both classify captured documents and to initiate
workflow if required.

Again, my advice for new customers if KISS, at least at the beginning.

Note that there is absolutely no need to replicate the hierarchical filing systems used for paper
documents (but you can if you must). These classification systems are historically there just to make it
easier to find ‘physical’ stuff. RecFind 6 doesn’t need such complex hierarchical structures to find stuff; it
has a very sophisticated and very clever and easy to use search function that mean you can literally find
anything in seconds no matter how it has been organized or classified.

You can pre-create a folder structure in RecFind 6 that ‘makes sense’ to your users (especially for
browsing purposes) but it isn’t necessary. You can simply save all electronic documents as what we call
EDOCs, that is, the electronic document together with its associated Metadata. As long as the EDOC is
correctly classified and has the correct security code then you will meet most objectives (including
compliance requirements) and you will be able to find it easily and instantly.

Some of you with classical records management training (e.g., ARMA) may find this approach hard to
accept but trust me; it will make the system far less cumbersome and infinitely easier for end-users to
access.

If you intend to automatically allocate workflow to selected captured documents then the best way is to
create folder templates (we call them Metadata Profiles) that you can clone when capturing an
electronic document.

Think about using authoring templates and embedded tags to add structure to
unstructured documents

Unlike emails (which have sender, recipient, CC, subject, etc.) most electronic documents have no
‘standard’ structure. This makes them harder to parse and classify.

RecCapture has a feature which allows you to add XML tags to electronic documents as you create
them. The RecCapture rules processor will then process these tags and store and classify the electronic
document according to the information in the tags. The simplest example is a file number or case
number. If you embed the file number or case number in a Word or Excel document then RecCapture
doesn’t have to try and figure it out by analyzing the text of the document; there is no possibility of
error.

You can add XML tags manually but the easiest and most foolproof (and consistent) way of doing this is
to add the tags to Word and Excel templates (where they can also be made invisible).

Adding structure to unstructured documents (e.g., Word, Excel, and PowerPoint) allows you to handle
them in a precise and consistent way.
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Think about ‘grouping’ folders and sub-folders
RecCapture includes the functionality to define a group of folders and then apply a single rule to that
group.

Let’s say you have a support department and the support staff store all their documents in sub folders in
two or more folders in your shared drives. In RecCapture you can assign a group name to all of these
folders and sub folders and then assign a rule to the group name. This makes it infinitely easier to
configure and maintain rules.

So if you have say six levels in your organization (hopefully analogous to your security system) you
should find out all the folders and sub folders used by each level in your shared drives and then group
them in RecCapture. You can then use a single rule to capture all documents instead of having to use
multiple rules.

Note that this is a logical grouping only within RecCapture; you don’t have to do anything with your
shared drives.

Think about the types of electronic document you need to capture as well as
the types you do not need to capture

RecCapture allows you to specific the document types you want to capture (e.g., .DOC, .PDF, .XLS, etc.)
as well as the document types you wish to ignore (e.g., .BAK).

It comes with defaults lists which you should review and which you will probably want to modify to suit
your specific needs.

Think about noise words (sometimes called stop words) and keywords (we
call them seed words)

RecCapture includes the functionality to automatically build abstracts for all captured electronic
documents. These abstracts become a searchable part of the EDOC.

One of the ways to create abstracts is to do it automatically using an algorithm built into RecCapture.
However, this algorithm works on a list of words called ‘seed words’. RecCapture doesn’t come with a
default list of seed words so you will need to add yours to the list.

When building abstracts for different classes of document you can select seed words from the master
list that you want RecCapture to look for. These seed words help RecCapture decide on the sentences to
use when building the automatic abstract.

You can also tell RecCapture to either include or exclude noise words (e.g., on, over, under, about,
above, across, etc.) in the abstract. RecCapture does come with a default set of noise words. However,
you will probably want to modify this list to suit your specific needs.

Configuring RecCapture - step by step

This is the order | suggest you follow:

Reporting options
RecCapture will automatically email a report to the person(s) you designate each evening at midnight.
You need to select the statistics you want as well as the people you want them emailed to.
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il
Select the reporting button R€POMING from the main toolbar.
You will see the following screen:

RecFind 6 RecCapture 2.8 - [RecFind 6 Training] =

£ o p&BEF W KD

Agents Queue Processors Filters Rules Exclusions Tags Auto-abstracting | Reporting

B AE =G

Report configuration

Mail server: srymail

Select reports Select report style
[v] Capture exceptions V| Capture statistics [v| Capture errors © CSV ' XML ' HTML
Report recipients

Name Administrator email

Frank McKenna f.mckenna@knowledgeonecorp.com

In the above example | have ticked capture exemptions (those documents that didn’t match any of your
rules), capture statistics and capture errors. | recommend that you do the same to begin.

| have also selected CSV format (so | can view and massage the reports in Excel). You should choose the
format you prefer.

| have selected me to email the reports to and | have selected our Exchange email server.

a5

To selects report statistics select the report statistics button [ - . 'I:? ~ and you will see the
following screen:

i
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Select Report Statistics
Number of documents processed that day
Number of documents processed in total
Number of documents captured that day
Number of documents captured in total
Summarize by extension

Summarize by agent and extension

Summarize by rule and extension

EEEE

| oK

][ Cancel ] J

Select the statistics you want (I suggest you tick all to begin) and then click OK.

To add a new recipient for reports click on the add report recipient button.

L‘.Ba — %

'nﬁQ'{ Add report recipient l

‘ar ———f

You will see the following screen:

Select report recipient [;]
= A
- %5 H
S 1 selectan @2 & Page 1 Of 1 (22Records) &> 5

Person + Organization Work Phone Work Email Barc Person Type f«ctiv P
[T1] Asset Staff Member Knowledgeone Corporation ... asset@work.com |:P... |Employee Yes
["]| Greg Warrilow Knowledgeone Corporation ... training@work.... |:P... |Employee Yes
[/ Helen Morris Knowledgeone Corporation ... |EXT 546 work@email.com |:P._. |Employee Yes

This lists your employees (from the RecFind 6 database) and allows you to select additional recipients.

Exclusions

Select the exclusions button from the main toolbar.

BE v

Exclusions | Tags Auto-ab:
Ay

[ Configure exclusions l
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You will see the following screen:

RecFind 6 RecCapture 2.8 - [RecFind 6 Training]

g -2? E’gg“fxel‘@ w @

Exclusion
~$*.doc
~$*.docm
~$*.docx
~$*.pptm
~$*.pptx
~$*.xIsm
~$* xlIsx

Click the 'add new extension' button to add a new extension.

R
EELF'I S ==
L{-?Add new extension for exclusion r

You will see the following screen:

Add exclusion [;]

Name:

[ 0K ][ Cancel ]

Add your new extension (and exclusion string if required) and click OK.

Seed list and stop words

The nice thing about these lists is that they be imported (and exported) and well as entered from the
keyboard.

Select the Auto-abstracting button from the main toolbar.
N a < )
c[’}h uid

Auto-abstractthg | Reporting  Exit

me seed list and stop words

You will see the following screen:

v
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RecFind 6 RecCapture 2.8 - [RecFind 6 Training]

£ &
&% =%%58

: b
List: Stop words
Description:  Words for the stop list

a among back bill detail
about amongst be both do
above amoungst became bottom done
across amount because but down
after an become by due
afterwards and becomes call during
again another becoming can each
against any been cannot eg

all anyhow before cant eight
almost anyone beforehand co either
alone anything behind computer eleven
along anyway being con else
already anywhere below could elsewhere
also are beside couldnt empty
although around besides cry enough
always as between de etc

am at beyond describe even

< | 1 |

You can flip-flop between the Stop Word list and the Seed List by clicking on either button.

=1
)
il A

e

Seed List riewzesdint )

algl# 2 =

List: q View stop word list ]

Stop Words

Add word

To add a new word (e.g., to the Seed List) either click the add button '€ or import a seed

list from a txt or csv file (plain text) as follows:

3| By

fd
Import list from a file |

Click the Import button you will see a screen similar to the following:
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e — - 2
(2 Open == |
@@v’ |« Frank » transfer stuff v I‘y ' | Search L

‘ Organize v := Views ~ | New Folder
Favorite Links Name Date mot¢
I Dicients @stopwords.csv 1/10/200¢
= 4] seedlistFM.csv 5/07/200:
% Recent Places
Bl Desktop
More »
Folders v
.. DigitalConversion -
.. filomena
., Frank L4
.. kl_licences
.. RF6_licences
.. Stamper_live
.. Test Docs for Reccapture
. transfer stuff
" lleina RerFind 1 N | | il l ’
File name:  seediistFM.csv v |CsVfies ("csv) v |

Select your list to import and click Open.

Now you have your list and you can edit it within RecCapture.
RecFind 6 RecCapture 2.8 - [RecFind 6 Training]

£ 5 B&B g

Agents Queue Processors Filters Rules Exclusions Tags Auto-abstacting

& &+ =% % w5

B
List: Seed list [ Edit selected word }

Description:  Terms for the seed list

Seed list Value
API 5
asset 5

asset management |5 |
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Edit seed list word [;] I

Word: asset management

Value: 5 L2

[ OK ] [ Cancel

The value determines the weighting this word has when the RecCapture algorithm tries to determine
the most appropriate sentences for the abstract. The higher the value, the greater the weighting.

The Agent

You can install as many agents as you require. In the following example we have a single agent installed
to monitor all of our shared folders. You install additional agents if required to improve performance

because they operate asynchronously (i.e., similar to multi-threading). | recommend that you begin with
a single agent and monitor performance.

To begin configuring agents click on the configure agents button on the main toolbar.
RecFind 6 RecCapture .

& |-

oo o

Agen[j} Queue Processors

| 85 3 [ Cenfigure agents }

You will see the following screen:

RecFind 6 RecCapture 2.8 - [RecFind 6 Training] =

@& L W la®
%P ) = EXE|

Agents | Queue Processors Filters Rules Exclusions Tags Auto-abstracting Reporting Exit
% ==

Database: 'RecFind624_Training’ on '‘LAP005\LAP005'
Licensing: Unlimited document licenses.

Computer name IP : Status : Last contacted ‘ Filter count
;_E LAP0OOS 1.1.1.199 Stopped 2

In this screen you can configure an agent and all its associated filters. You can also disconnect a stopped
agent (if no longer required).

To configure the agent click on the configure agent button.

= 2

Datal Configure the selected Agent I

You will see the following screen:
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Agent on LAP0O5 / 1.1.1.199 RIEZEXR|

Information
Computer name: LAP005

IP: 1.1.1.199
Large file upload timeout: 90 Seconds
Remote Settings [}
Port: 1055
Miscellaneous
Exclusive access time: 8 | Hours
Max connections: 4 3 9

Working folder: c:\program files (x86)\knowledgeone corporation\rt

[ OK ][ Cancel ]

Most of the settings in the above screen are ‘technical’ and are best left to the IT people. All are
explained in the RecCapture help screens (click on the ? button in the top right of the screen) so | will
not go into detail here. Suffice to say | would leave these settings as is unless you are advised to modify
them by one of your IT experts.

Rules
Select the Rules button from the main toolbar.

[

Exclusions Tag!

Configure rules

You will see the following screen:
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RecFind 6 RecCapture 2.8 - [RecFind 6 Training]

PEEX

£ b BREE W @@

oo
Agents Queue Processors Filters | Rules | Exclusions Tags Auto-abstracting Reporting  Exit

g A = 0

Rule name Description Last updated Linked filters
Rule 1 Capture all word docs 31/10/2016 3:07:16 PM 2
To add a rule click on the add rule button as follows:
You will see the following screen with 5 tabs:
Customise rule @
S e ot | e xores | |
4 Rule properties aabc Keywords w Abstract Tags Mapping
—Rule options
Name: Rule 2
Description: -
—Rule properties
Capture all files  []
File name []
Title  [] [
Subject [
Category [
Keywords  []
Comments [ G
Author  [] [
Company [
Datesaved  [] 31/10/2016 @-
Date created  [] 31/10/2016 @~
Note: (Use * for wildcard characters)
)
[ OK H Cancel |

The rules processor (above) has five (5) components. They are:

Copyright Knowledgeone Corporation
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KRule properties
Rule configuration

This is where you name the rule and describe what it does.
This is also where you select the ‘natural’ attributes or ‘properties’ that electronic documents must have
to be captured by this rule.
abc Keywords
; Keywords

This is where you nominate the keywords that the electronic document must have to be captured by
this rule.

a
Jn‘ Abstract

This is where you specify your abstracting requirements.

This is where you specify which ‘tags’ (embedded XML data within the electronic document) RecCapture
is to look for within the document.

Abstract
Tags

Mapping
= Mappings

This is where you specify how any electronic documents captured under this rule are to be stored and
classified within RecFind 6 or K1. It is also where you specify any workflow (by cloning a Metadata
Profile template) that should be initiated once this document is stored.

Important

A rule must be linked to a filter before it can do any work. The filter specifies which folders or grouped
folders the agent is to monitor and the type of electronic document (e.g., .DOC) it is to capture. The rule
is then used by the RecCapture Queue Processor to examine all electronic documents captured by the
agent. This is an important concept within RecCapture —rules and filters are interdependent, they work
together to capture and analyze the electronic documents you specify.

The filter tells the agent which folders to monitor and what type of electronic documents to capture.
The agent writes all captured electronic documents to a holding queue (a SQL table).

The RecCapture process called the ‘Queue Processor’ continually processes the queue and analyzes all
captured electronic documents using the rules you have specified. If a captured electronic document
meets any rule it is written to the RecFind 6 database using the rule Mappings you have specified within
the rule. If an electronic document does not meet any rule it is ignored. The queue processor also
continually clears the queue of any electronic documents it has ignored and any it has already written to
the RecFind 6 database.
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The capturing of any new or modified electronic document from your shared drives is handled by the
agent and is ‘instant’ as it needs to be; there are no delays. The agent is instantly alerted any time a new
or modified document is saved, the agent does not need to ‘read through’ the shared drives.

The processing of the queue takes some time (seconds or fractions of a second only) but this is not a
time critical process as the document has already been captured.

Configuring a Rule
Let’s start by clicking on the add rule button.

RecFind 6 RecCaph

& Iy

Agents Queue Proce

g =

NadA

You will see the following screen:
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Customise rule g] &

=== o /
Rule properties ajbc Kewwords Abstract Tags Mapping
£ 3

—Rule options
Name: Rule 2

Description: Capturing support emails| 2

—Rule properties

Capture all files

*

3
&

File name
Title
Subject

Category

Keywords

Comments

Author

OO0 000080

Company
Date saved [ 31/10/2016 @~

Date created  [] 31/10/2016 @~
Note: (Use * for wildcard characters)

[ o [ omea |

Enter your rule name and description (so someone else will know what you were trying to achieve) then
add your rule properties.

Make your entries and then click the next tab (Keywords).

P

—
a;:c Keywords

You will see the following screen:
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o
a’br_ Keywords

=== y Ma 4
;Rule propetties Abstract @Tags (]Mapping

Search for the following words or phrases in the document Portion to search

First string: 0% ~|to |100% -
Operator @ AND OR

Second string: 0% ~|to |100% ~
Operator @ AND OR

Third string: 0% ~|to |100% ~
Operator | @ AND OR

Fourth string: ' 0% ~|to |100% ~
Operator @ AND OR

Fifth string: 0% ~|to |100% ~

Note: (Use * for wildcard characters)

Enter the strings of information you are looking (see following example) for and then click the next Tab

(Abstract).
R A b
Abstract @Tags @Mapping

[r._':ir5

o
Rule properties | abec Keywords
_&' prop Ly Yy

Search for the following words or phrases in the document | Portion to search
First string: recfind [0% v] to [100% v]
Operator @
Second string: problem [0% v]to [100% v]
Operator @
Third string:  incident [0% v] to [100% v]
Operator @ @)
Fourth string: bug [0% v]to [100% v]
Operator @
Fifth string:  issue| [0% v]to [100% v]
Note: (Use * for wildcard characters)

Abstract
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You will see the following screen:

f
ﬂ] Abstract

i =

Rule properties ;Iii Keywards
& prop L VW

@Tags Q.Mapping

©) Use the first |’ C characters of the electronic document
©) Use the last 1 | characters of the electronic document
Line 1 =] of Paragraph 1 % Plus
Line{1 |5 of Paragraph |2 ] Plus
Line{1 % of Paragraph |3 Plus
Line{1 5| of Paragraph |4 Plus
[,i!:;j —| of Paragraph |5

() Use the following text for the abstract:

) Automatic abstracting

Configure seed list Q2 I Remove stop words from abstract

@ Do not build abstract

The above screen gives you five different ways to build an abstract or you can say do not build an
abstract (the default).

You also have the option of removing stop words (noise words) from the abstract for a more concise
(but not grammatical) abstract.

Make your selection (see following example).

Copyright Knowledgeone Corporation
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Rule properties  abe Keywords
_‘&» »

A
Qﬁbﬁ\bstract @Tags aMapping

| Use the first 1 | characters of the electronic document
| Use the last |1 -Cf characters of the electronic document

Line 1 C of Paragraph 1 ~f?: Plus

Line (1 of Paragraph |2 Plus
Line|1 5| of Paragraph (3 2 Plus
Line(1 |5 of Paragraph |4 = Plus
Line |1 of Paragraph |5
) Use the following text for the abstract:
@ Automatic abstracting
Configure seed list @ Remove stop words from abstract

) Do not build abstract

In the above example | have used automatic abstracting because | know we have imported a seed list for

this purpose. My next task is to select the words from the seed list to use for this example.

Click on the seed list button as follows:

astracting

eed list Remove stop words from abstract

abstract Configure seed list and stop words for automatic abstracting ]

You will see the following screen:

Copyright Knowledgeone Corporation
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Edit Rule’s seed list

Available seed words

‘ Name
CRM

consulting
consult
complaint

client

Button

bug

bid

asU
asset management
asset

» API

Automatic Software Up...

[T T, T, BT T |

o

10
10

Yalue

A2

-~
Ko

1

oy

Selected seed words

PEER

Name

Yalue

[ OK ][ Cancel ]j]

Edit Rule's seed list

Available seed words

Name
- workflow
fraining
train
tacit
suspect
supporting

# scanning

scanner
sale
ROI
RMS
RFP

RFI

Value

3

4+ ~#EEBE

il

Selected seed words

Make your selections and edit the value of any selected seed word if required for this rule then click OK.

PEEX

Name
o mplaint

Customer Relationship

Automatic Software Upgr...

DMS
bug

* support
CRM

4]

[ B ) B ) B |

Yalue

Lok J[ Cani_ﬂ

&

Click OK to save your selection.

Now select the next tab (Tags).

Copyright Knowledgeone Corporation
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You will see the following screen:

Customise rule

@EJEE

Em; Rule properties a:B: Keywords Abstract @Tags DLMapping
>

= © 6

Field Tag

["] Abstract EDAbstract

[7] ActionDate1 EDActionDate1

[7] ActionDate2 EDActionDate2

[Z] Author EDAuthor

["] AuthorTypeCodesID EDAuthorTypeCodesID
[] DocumentTypelD EDDocumentTypelD
[7] Entity EDEntity

[] ExternallD EDExternallD

[] MetadataProfilelD EDMetadataProfilelD
[7] PermanentRecord EDPermanentRecord
[ ReceivedDate EDReceivedDate

[7] RetentionCode2ID EDRetentionCode2ID
[] RetentionCodelD EDRetentionCodelD
[7] SecuritylD EDSecuritylD

[7] Test EDTest

[] vitalRecordID EDVitalRecordID

[7] vitalRecordLastReviewDate EDVitalRecordLastReviewDate
[7] vitalRecordNextReviewDate EDVitalRecordNextReviewDate

‘active’ button.

LU
d [ View MetadataProfile tags]

Then you will see this screen (the Metadata Profile Tags):

This screen lists the existing Tags (you can modify the Tags using the DRM for RecFind 6) for the EDOC
table. You can flip flop between this and the Tags for the Metadata Profile table by selecting the other

Copyright Knowledgeone Corporation
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Customise rule E]

== = { £

._&]' Rule properties  abe Keywords w Abstract @Tags Mapping

= % %

Field Tag =
[7] Abstract MDAbstract

("] AuthorList MDAuthorList

[T] AuthorTypeCodelD MDAuthorTypeCodelD

| Barcode MDBarcode =
[T] BoxTypelD MDBoxTypelD

("] ClosedDate N MDClosedDate

[] ConsignmentNumber MDConsignmentNumber

"] Contents MDContents P
[7] DelegatePersoniD MDDelegatePersonID

"] DelegatorPersonID MDDelegatorPersoniD

["] DepartmentDivisionID MDDepartmentDivisionlD

("] Description MDDescription

[7] DocumentTypelD MDDocumentTypelD

("] ExternallD MDExternallD

[7] FileTypeCodesID MDFileTypeCodesID

" HomeLocationID MDHomeLocationlD

[7] LifeCycle1ActualDate MDLifeCycle1ActualDate

[C] LifeCycle2ActualDate MDLifeCycle2ActualDate

[7] LooseAttached MDLooseAttached

("] OldNumber MDOIdNumber

T[ 0 Yo 0 JUNpS Punpy o Ypuepupe puagy’y ey ppesys 7S94 | o) I'l#\!_\__ﬂ_ﬂ_ Py S [y o VR Jenpyy gy ey P | 5 Y ! '

How to store an electronic document in RecFind 6?
RecCapture gives you several options for linking to Metadata Profile records, for example:

1. You can capture an electronic document and store just the EDOC (the electronic document plus
its natural Metadata);

2. You can link the EDOC to an existing Metadata Profile record;

3. You can clone an existing Metadata Profile record and link it to the EDOC; or

4. You can create a new Metadata Profile record from the data in the tags and link it to the EDOC.
| will explain these options further when we get to the Mapping screen.

What you need to do in either of these Tag screens, is tick (select) the Tags you want RecCapture to
search for. That is, the Tags (in XML format) you expect to find in documents that will be captured by
this particular rule.

RecCapture will only search the full text of the document for the Tags you select in this screen.
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For example, if the following XML data is included in a Word document —
<Author>Knowledgeone Corporation</Author>

The text "Knowledgeone Corporation" will be saved in the "Author" field of the EDOC record (provided,
of course, that the "Author" field is selected on the EDOC Tags screen above). In order to minimize the
obtrusiveness of any tags inserted into a document, it is possible to hide the text, either through
coloring or changing its "visible" property.

Important

The values in Tags will override the values in the EDOC or Metadata Profile records.

In this example | am not using Tags because | am searching for emails in .MSG format so | will not select
any.

Click the next button (Mappings).

‘ aMapping

You will see the following screen:

Customise rule & [;] g

[== = y [Na §
[__ Rule properties a’bc Keywards Abstract Tags

MetadataProfile settings

—Captured file settings

Mapping

=4 )
’ E] EDOC settings

Document type: [ v]

EDOC type: [ v]

ExternallD:
@ File name
) Rule's name

() Custom Text

—If duplicate filename found:
© Add as new EDOC

) Add as new version (latest)
() Add as new version (all)

) Ignoreit
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This is where you tell RecCapture what to do with any electronic documents that meet the criteria of
this rule. Keep in mind that RecCapture is linked to RecFind 6 and that some of the drop down values
(e.g., Document Type) in the above screen come from the RecFind 6 database.

Before we examine all the options let’s digress a little.

Linking to a Metadata Profile (MDP) record

Firstly, this is optional. Think of a MDP as a parent folder with additional Metadata. The electronic
document is always stored as an EDOC record and the EDOC contains both the actual electronic record
(stored as a BLOB — Binary Large Object in RecFind 6) and the document’s ‘natural’ Metadata like author,
original filename, size, date created, etc.

We can link to an existing MDP, we can create a new MDP from Tag information or we can clone an
existing MDP.

Searching for an EDOC

The cardinal rule we should apply when deciding how to store an EDOC is that it should facilitate the
search process. That is, we should store and index it in a way that makes it as easy as possible to find via
the search function in RecFind 6.

Keep it in mind that we automatically index the full text of any text-based electronic document and we
also automatically index any Metadata. This means we know we can always find the EDOC by either a
full text search (on the contents of the electronic document) or a Metadata (or BOOLEAN) search based
on the contents of any of the fields of the EDOC such as External ID, Original Filename, Author, date
Created, etc.

In fact in both the Metadata and BOOLEAN searches of RecFind 6 we can combine the full text and
Metadata searches. For example, “Find any EDOC with the word “Jaguar” in the External ID, “proposal”
in the original file name and the words “finance proposal” OR “Trivett Group” in the full text of the
electronic document”.

The advanced indexing and search capabilities mean we do not have to attach an EDOC to a MDP.
However, we may choose to do so for logical reasons (e.g., to group all of the electronic documents
pertaining to a particular contract ‘under’ a MDP representing the contract). Grouping EDOCS under an
MDP makes it easy for staff to ‘browse’ for information as well as search.

The following is my selection for our example rule.
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MetadataProfile settings

@ EDOC settings

@ File name
() Rule's name

() Custom Text

—Captured file settings
Document type: [Telephone Enquiry - 2 Days v]
EDOC type: |Email -|
ExternallD:

—If duplicate filename found:
@ Add as new EDOC

(7 Add as new version (latest)
(") Add as new version (all)

() Ignore it

@ EDOC settings MetadataProfiIe settings

—Match to MetadataProfile by

Field: | Do Not Match -
using tag:
Attach with security: [Basic v]

[] Inherit security from MetadataProfile

If more than one match then:

() Attach to latest

@ Ignoreit

—If no match
() Attach to MetadataProfile
() Create MetadataProfile from tags
@ Create EDOC only

Ignore it

Security code: Administrator =

o | selected ‘telephone Inquiry — 2 days’ as the document type.

e | selected the filename as the External ID of the EDOC.
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e Because we are dealing with emails, | selected ‘add as a new EDOC' if a duplicate filename is
found.

e | chose not to attach/link the EDOC to a MDP.
e | chose the Basic security code because | do not want to restrict access to this information.

The RecCapture online help screens included information on all of the options in the Mappings screen.
For example:

Captured file settings:

EDOC type: This field determines the value inserted into the "Type" field of the created EDOC record.
These are the values included in the RecFind 6 database. If you wish to expand this list, please use
RecFind 6.

Document type: This field determines the value inserted into the "Document Type" field of the created
EDOC record. These are the values included in the RecFind 6 database. If you wish to expand this list,
please use RecFind 6.

ExternallD: This field determines the value inserted into the "ExternallD" field of the created EDOC
record. It is possible to select either the name of the captured document, the name of the rule used to
capture the document, or an arbitrary text string that is specified in the field below. Note: If the
ExternallD tag has been selected and included in the document, it will override this setting.

Match to MetadataProfile by:

Field: It is possible to link the captured document to a MetadataProfile record. This field determines the
criterion that will be used to enforce the join.

Attach with security: This field determines the security level of the attachment. An increased security
setting may prevent users from viewing, modifying or deleting this record in RecFind 6.

Inherit security from MetadataProfile: Select this option if you wish to inherit the security level of the
parent MetadataProfile record.

If more than one match, then: This setting determines what will happen if there is more than one match
for the selected field. It is possible to ignore the link, or create the link only to the newest record.

If duplicate file name found:

It is possible that the captured file will already exist in the RecFind 6 database. If this is the case, it
possible to:

Add as new EDOC: This will create a new EDOC record.
Add as new version (all): This will add the document to all existing matching EDOC records.
Add as new version (latest): This will add the document to the newest existing EDOC record.

Ignore it: This will not add the document if a match exists.
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If no match:

If there is no match in the RecFind 6 database, it is possible to:

Attach to MetadataProfile: This will attach the document to the MetadataProfile you select. Click the
folder icon to browse for the desired record. (The document itself will be added as an EDOC record,
linked to the MetadataProfile.)

Create MetadataProfile from tags: This will create a new MetadataProfile based on the MetadataProfile
ExternallD tag embedded in the current document. If this is not present, the MetadataProfile record will
not be created. (If the MetadataProfile record is created successfully, the document itself will be added

as an EDOC record, linked to the MetadataProfile record.) (See the Manage Tags section for information
on embedding tags in documents.)

Create EDOC only: This will create an EDOC record in the RecFind 6 database only, with the captured
document as the EDOC record's attachment.

Ignore it: This will not capture the file, and it will not be stored within the RecFind 6 database.
Security: This setting will determine the security level of the newly created record.

Now that we have completed our rule we click OK on the Mappings screen and RecCapture displays our
new rule.

RecFind 6 RecCapture 2.8 - [RecFind 6 Training] [Q

b ERERE Y W

Agents Queue Processors Filters | Rules | Exclusions Tags Auto-abstracting Reporting  Exit

EDZI R = {3
5}

Rule name Description Last updated Linked filters
Rule 1 Capture all word docs 31/10/2016 3:07:16 PM 2
Rule 2 Capturing support emails 31/10/2016 4:04:13 PM

However, the rule needs to be linked to a filter before it can do any work.

Filters

We now need to examine is how to configure filters. Please click on the manage filters button (after
clicking the agent button on the main toolbar).

=™ | ]

Filters | Rules Exclusior

be
. | Configure filters ‘

Important

e One agent can have multiple filters associated with it and one filter can be linked to multiple
rules.
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mk:@MSITStore:C:/PROGRA~1/KNOWLE~1/RECFIN~2/RECCAP~1/CONFIG~1/RECCAP~1.CHM::/managetags.htm

e  *You must have at least one rule defined before you can configure a filter.

*This last point means we need to configure a Rule before we can configure a filter.

Let’s now add our filter and link it to our rule.

RecFind 6 RecCapture 2.8 - [RecFind 6 Training] @
= & B (%

Agents Queue Processors | Filters | Rules Exclusions Tags Auto-abstracting Reporting  Exit

+ 3 =800%%

Name Status Delete after capture All extensions
~ &&1APO0OS
Filter154 Stopped False False
Filter791 Stopped False False

Click on the ‘add new filter’ button as follows:

Add new filter

You will see the following screen:
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Configure filter @ [::.j .

D Directories & Rules
=

1 Settings

Name: Test on Lap005 images & pictures

— Agent settings
Agent: o LA B \-

["| Delete files on capture

All extensions: () Yes @ No

—Extensions —Exclusions
Extensions [] Selectall  om == | | Exclude file attribute:
bmp e Archive
[Jese [] compressed
[ doc Encrypted
[[] docm Hidden
[] docx [[I Normal
[(ijpe = [] Mot content indexed
jpeg [] offline
ipg [] readonly
[] mdb [] reparse point
[] pat [[] system
png | | |[] remporary
[Ipps
[]ppt
[]pptm
[]pptx = |
«| I B | |

We need to first make our selections and then link this filter to a rule. My selections for this example as
above:
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& Rules
==

Settings D Directories

— Browse folders on LAPO0S

=-lE C:\

5-[8 1.6

[T 5fdda759393bd400ede0dc44715a6d05
[T 68c96df73810c68b10

-[[]5 79aa9092f0c44e9deelc

(V1 9999999 New Images for Updated web docs

[

-[7]5 AAAA JavaScript
-[T] AAAA Scanned Stuff
-[7] AAAA VBA Research
[T AAAAA Demo Scans
[T AAAAA Quotes System
- [T AAAAADemo Docs
[Tl AAAAworking folder
--[V] Camtasia Movies
-] CanoScan

#-["] databases before sql server upgrade
-[[& DELL

[ DR2050C

-[7]Z Drivers

[T For duncan

-[@ Franks Documents

. @[3 Txt Files

- [ GEM_TMP

#7123 GoToMvPc

e[

m

Now select rule(s) for your filter.

& Rules
=
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Configure filter =)

Settings D Directories & Rules
< =

— Configure rules

JiL
Available rules: Selected rules: 4} )
Mame Description Name Description
? Rulel Capture allword docs ? Rule 2 Capturing support emails

BERE

Summary

RecCapture works because it allows you to replicate the human classification process. It allows you to
analyze all of the properties of any electronic document in the same way that a human expert classifier
would and then consistently apply a set of rules to determine if and how each document should be
captured, stored and indexed.

The huge advantage RecCapture has over a human team is that it is infinitely faster and infinitely more
consistent. Human beings are by their very nature inconsistent in the way they apply logic to the
analysis and classification of a huge number of electronic documents; RecCapture is 100% consistent.
Human beings become tired, irritable, annoyed, careless and sometimes just plain contrary. RecCapture
just does precisely as it has been told day in and day out in a one-hundred percent consistent and totally
reliable manner. Human beings make mistakes; RecCapture does not make mistakes.

Traditional client or user centric electronic document management systems have failed and failed
because of the immense workload and responsibility they place on ordinary end users. The expectation
that each and every end user will magically become an ‘expert’ is ludicrous just as is the expectation that
each and every end user will embrace the capture and classification tasks with joy and unbridled
enthusiasm.

Human beings are not machines. Human beings do not always do as they have been told. Human beings
do not always cooperate. Human beings do not always operate at optimum efficiency. The user or client
centric model is doomed to failure because of the false premise and assumption that every end user will
happily become an expert and all users will have equivalent skills and knowledge and capabilities.

The RecCapture server-centric, rules-driven and fully automatic architecture is the only way any
organization can implement and roll out and benefit from a one-hundred percent consistent and reliable
enterprise document management system.

‘3‘;{‘ Easily & guickly solve any compliance

\/( 1 or information management problem,
K nDWI_EdgE( }ﬂ(\ > /\ Re C FI n d 6 sale?@knttrwledgen:emrp:cozm !

wwnw. knowledgeonecorp.com

corporaton
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