SharePoint Saturday
San Diego

Avolid Paper cuts
WITH SHAREPOINT

Turning paper into gold
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Why Chris? Nk o

| know ECM and SharePoint

e ECM Author

* Certified €M’
e Past President AlIM GG, AllM National Board

* “Imaging savant” - leading expert in document imaging
e Microsoft v-TSP, Technical Solutions Professional

* Sr. ECM & Document Capture Architect at full-service
SharePoint Consulting firm ShareSquared, Inc.
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SharePoint Saturday

ShareSquared, Inc. San Diego

e SharePoint MVPs

e MS Certified Trainers Microsofi
* Former SharePoint Dev. team GOLD CERTIFIED
* Microsoft Managed Gold Partner Partner

* Full-Service SharePoint consulting firm

Offerings:

* GamePLAN - Planning Services

* MeltDown—Improve existing deployments
* Hourly Consulting

e Composer + Maestro architecture tool



= _ g SharePoint Saturda
LOQ'SUCS San Diegoy

Agenda

*  Whatis document imaging

* How does SharePoint help

e Document Imaging Best Practices ghg;eP e
* Hopefully not death by PowerPoint

* Nottechnical

* Freeform session—keep it lively



SharePoint Saturday

The Purpose East Bay

* Empower You
 Educate
 Glve Best Practices

* To avoid the statistic
* 70% of Document Imaging projects Falil!



SharePoint Saturday

Dealing with paper San Diego

* Two approaches:

« Converting physical to digital i.e. document imaging
 Digital tracking of physical records

* Because:
 Managing physical documents is HARD
« Paper cuts are no fun
« Unifying business processes would be cool
« Paper is expensive and risky




SharePoint Saturday

Dealing with paper San Diego

* Physical Records management
« Driven by volume and storage costs

* Methodologies
« Manual with Lists and workflows
« Semi-Automated with Barcode and Label policies
* Fully automated with RFID Technology
* Third Party market only



Barcodes and Lables SharePoint Saturday

East Bay

Automatic barcode
information
management policy
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SharePoint Saturday

East Bay

SharePoint Does not have document imaging OOTB

And that is a good thing!




SharePoint Saturday

Document Imaging East Bay

* As much about the setup of SharePoint as the imaging
software you choose

* Reach for the stars, but don’t expect magic

* Goal: Eliminate paper without data entry

Key SharePoint Features

* Document ID Service
Document Sets

Content Organizer & Rules
Remote Blob Storage (RBS)
Conversion Services




Document ID Service

SharePoint Saturday
San Diego
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Document Sets

SharePoint Saturday

C

San Diego

Actiview Kenya Trip - Windows Internet Explorer
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Content Organizer SharePoint Saturday

C

San Diego

Content Organizer Rules - Windows Internet Explorer [_[=1x]
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SharePoint Saturday

Acronym Party! Fast Bay

OCR - Optical Character Recognition
ICR — Intelligent Character Recognition
OMR — Optical Mark Recognition

IDR — Intelligent Document Recognition
Barcode

Handwriting

l

CAR/LAR ( Check21 ) — Courtesy and Legal Amount Recognition
Assisted Capture

Fixed Form Process

Semi-Structured Forms Processing

Unstructured Document Processing



The Technologies: OCR ) i)

OCR - Optical Character Recognition

Ship To: —— ShipTo:




SharePoint Saturday

The Technologies: ICR East Bay

ICR — Intelligent Character Recognition

T(L|YIA] — llya




The Technologies: OMR SRRl Ty
ast Bay

Card Account




SharePoint Saturday

The Technologies: IDR East Bay

o IJ;M_ +.hw R WH. ChECk

» Invoice
Bill of Lading
EOB

IDR — Intelligent Document Recognition




SharePoint Saturday

The Technologies: Barcode East Bay

Barcode | lsss0s4liresz0

l




SharePoint Saturday

The Technologies: Handwriting East Bay

W CRITGALSK —>  * Critical *

Handwriting

l




The Technologies: CAR/LAR ~ °harePoint2aturday

2 hundred dollars & no cents

l

CAR/LAR ( Check21 ) — Courtesy and Legal Amount Recognition




gePoint Saturday
East Bay

The Technologies: Assisted Captif

l

Assisted Capture




The Technologies: Fixed Form SharePoint Saturday

East Bay

Processing

Name: llya
Date: 12/21/2982

l T SO

Fixed Form Process



The Technologies: Fixed Form SharePoint Saturday

East Bay

Processing
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The Technologies: Semi-Structured sparepoint Saturday

East Bay

Forms

S Invoice No: 99044
Date: 06/09/04
Invoice No: 24567
Date: 06/09/04

Semi-Structured Forms Processing — Complexity is Underestimated



The Technologies: Semi-Structured FormfgrePointsaturday

Note, many people confuse these documents as fixed

206185

AAAPPAREL RECEIVED MAR - 3 -
1 Memphis Dr. DATE

Memphis, TN, 38118
123-456-7890

Invoice

CUSTOMER NMUMBER
CIWOICENO. | Lo page o 05360

- HIP T CUTLER - WANDAR CANADA
150 MAIN STREET
BiLTO SHIPTO TONAWANDA NY 14150

US NORTHLAND US NORTHLAND

e — — e e

Daug Darrell Doug Darrell [ s | [T yT——y —
i 18 Prince George Drive 18 Prince George Drive R 0032 I Ground
Prince George, VA 23875 Prince George. VA 23375 $ecccsse
‘ UNIT PRICE ] ™ PRODUCT TOTAL
+
e | S 1000 50.00
13.00 130.00
B . — — - 7.00 7000
P.O. NO. TERMS. REP  SHIPDATE | SHIPVIA
meeees e e S S = - - s 1200 60.00 - .
Invoice No: 99044
e [
| | 5.00 25.00
o7y ITEM DESCRIPTION I RATE AMOUNT
R Peihwmisuts vl e ttat T N I B Date: 06/09/04
7 : ! 49910 - Gloves or mittens, NOI, in boxes | 150.00 1,050.00 10.00 50.00 "
‘ | | i 200 7000
42 15560 - Bulk, NOI, inflated 275.00 11.550.00 i 200 20.00 —
3.00 15.00

o T : R e - Invoice No: 24567
| | oo o Date: 06/09/04 (06/09/2004)

‘ i ‘ i 00 55.00
I | | ‘ 300 30.00

| . : 18.00 180.00
‘ I | ‘ ‘ 10,00 100.00
| i 500 25.00

‘ ‘ ‘ 7.00 35.00
; | ' 200 30.00

I £00 50.00

i ‘ 11.00 110.00

‘ i i 3.00 30.00
! 3.00 30.00

| | : 10.00 50.00
‘ i .00 55.00
| 7.00 3500

e i i e b s e - : 11.00 110.00

10.00 100.00

“ TOTAL 20,208.00 500 2500




The Technologies: Semi-Structured sparepoint Saturday

East Bay

Forms

Consignee
Consignor
Date

Term

Unstructured Document Processing



SharePoint Saturday

Common Processes ERSCIRY

Full page conversion
Classification

Index level extraction
Full automation

Redaction
Routing
Auto-Filing
Re-Purposing
Image Rotation




hrePoint Saturday
East Bay

The Technologies: Full page conversid

* Image file to electronic data file
« ALL text on the page

* Includes:

* Image Pre-processing

« Document Analysis/Zoning

« Extraction

« Export (Commonly PDF, DOC)




SharePoint Saturday

The Technologies: Classification East Bay

Software tells you the document type

Several Modes of document classification
* Image Based
 Contextual

Scan batches of mixed documents

6 00 svan oot
T




The Technologies: Index Level

Extraction

SharePoint Saturday
East Bay

« Just certain required fields extracted

* Normalization of data
« Export usually to a database

|

Invoice Number
Invoice Date
Total Amt Due
Term




The Technologies: How sflaréPoint/Saturday

East Bay

Accurate

« Better question is how do you determine accuracy

Document Type Accuracy
Field/Zone Location Accuracy
Data Type Accuracy
Character Accuracy




SharePoint Saturday

Who are the players? Fact Bay

Core OCR — ONLY 4!

« ABBYY

* Nuance

* ReadIRIS

* Open Text Document Technologies

« Handful of open source and specialized engines

SharePoint Ready Solutions
» Psigen

« KnowledgelLake

» Kofax

» Everyone Else



SharePoint Saturday

Document Imaging Best Practices Fast Bay

Setup SharePoint First!
« ECM: Taxonomy, Content Types, Records
Management
« Platform: RBS, Conversion Services, Content
Organizer

Scan at 300 DPI

Scan to TIFF Group 4 and convert later

Start OFF with the basics

Always test on your documents



Resources SharePoint Saturday

San Diego

« ECM

WWW.alim.orqg

« ECM & SharePoint:
http://www.aiim.org/Community/SharePoint
http://www.aiim.org/Community/Capture

« Chris’s Blog:
http://blog.livinganalytics.com

« SharePoint Imaging ToolkKit:
http://www.aiim.org/Shop/Product/2450

L1 ® ‘ . + Join & Login
r allm Your Information Management & Collaboration Resource
H Find, Control, and Optimize Your Information® ]

Home About AIIM Events Membership Community Training Research Resource Center My Account

A"M Shop Home " AIIM Shop " Product " User Guide: Document...
View Cart User Guide: Document Imaging in SharePoint Add to Cart
Ordering FAQs = M Membaranie Toois | This guide is designed to help organizations understand List Price $99.00
e the possibilities of document capture for SharePoint and Professional Member ~ $0.00
E provide the steps for planning document capture Price

solutions and best practices related to document
capture. With proper configuration of document imaging
and SharePoint, organizations can ingest paper as
conveniently and accurately as electronic data. Fassword

DSta',f signed in

Forgot password? New user?



http://www.aiim.org/
http://www.aiim.org/Community/SharePoint
http://www.aiim.org/Community/Capture
http://blog.livinganalytics.com/
http://www.aiim.org/Shop/Product/2450

SharePoint Saturday
San Diego

>
5

Email: Chris.Riley@ShareSquared.com
Blog: Blog.LivingAnalytics.com
Twitter: @RileyBeebs

PLEASE COMPLETE
THE SESSION SURVEY




