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Getting Started

Before using e-VU Expres@Retrieve, please take the time to read through this guide and
familiarise yourself with the controls and features available to you. The guide itself is
structured so that it can be read from beginning to end or as a quick reference for specific
actions/features.

L¥ &2dz KI #Sy Q&éVU ExgxSsbrikad ard hadng diffictiltesinstalling-VU
Expres§ LJ S| &S MHT DONILINS alGK S oS L y & G In hoivkol A 2

install the software. If you are still having trouble installing the software, please refer to
the Noticeschapter on ways to contact Intelligent Filing for further assistance.

No specialist knowledge is required to use e-VU Expres@Retrieve as all features and functions
are covered in detail within this documentation, you will need at least a basic understanding
of the Microsoft Windows desktop operating system to be able to use the software to its
fullest.

About e-VU Express

The e-VU Expressoftware is a document archive creation program, designed and developed
by Intelligent Filing. The purpose of the software is to provide a low cost, feature rich solution
to the problems associated with archiving paper documents, which is also suitable for all sizes
of business from sole trader to large enterprises.

Based on the award winning e-VU Professionabftware, e VU Expresias at its centre, the
basic building blocks of a document management system. By using only the core principles of
scan, store and retrieve, e-VU Expresis an effective archiving utility which allows the
archiving of documents to CD, DVD and flash drives.

This effective tool can be used to help reduce the unnecessary clutter caused by storing

historical paper records. Where documents have to be retained (legal, medical etc) it can be

dZASR (2 ONBIGS aft20Ifté¢ St SOGNR yhaldcudentedanSa 2 F G
be put into document storage ¢ freeing up space and ensuring easier, faster access to the

records in the event of an enquiry.

e-VU Expres€Programs

The e-VU Express software actually comprises of two programs, Capture and Retrieve; this
documentation is specifically for the Retrieve program.
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e-VU ExpressRKetrieve

The retrieve program is a lightweight, easy to use tool for searching your e-VU Express
archives. Unlike the capture program, there is no shortcut in the start menu for the retrieve
program, as it is used directly from the CD/DVD or flash device where the archive is created.

Software Licensing

e-VU Expres&apture)is installed with a 10 day evaluation license. During this time, you may

use the program as much as you wish, without any restrictions. After this time, you must

either purchase a license key from Intelligent Filing, or uninstall the program. Software

licensing within e-VU Express as straight forward as the program itself, you purchase a

license for each workstation that you wish to install the software on and any additional
AdzZLILR2 NI KYFAYGSYyFryOS 2LJiA2ya |yR GKIFGQa A

Archives created during the evaluation period are yours to keep and use unrestricted, even
after the evaluation period for the main program has expired.

Checkhttp://www.intelligentfiling.com/ for the most up to date license costs including al
special offers. Registered charities are entitled to the software for free; check the web

for terms and conditions.

Starting e-VU Express

How you start e-VU Express (Retriewd@es depend on where you created your archive. If you
created you archives on CD or DVD and you have the autoplayfeature enabled on your
desktop computer, e-VU Express (Retve)will automatically start, and you can jump right in
and select the batches you wish to view.

LT &2dz Biopgl@y8y Ko PSR 2NJ €2dz ONBIFGSR &2dzNJ | NOKA @
find the program yourself using windows explorer. To do this:

Click Start

Select the All Programsmenu item

Select the Accessoriesnenu item

Click Windows Explorer

Browse to the drive letter under (My) Computerwhich corresponds to the device
which holds your archive (D3 for example)

6. From the list of files, double click Express Seardmnd e-VU Express (Retriewgill
spring into life

SANEE S
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Selecting Batches

We know that businesses have a continual stream of documents waiting to be archived; lots of

these will be the same category such as utility bills, and creating single archive on a CD for say

WdzyS ny ' dAfAGe . Afta Aa y24 2yte | gLaasS 27
LINPOSaa 0SOldzaS &2dzQR KI @S G2 1SSWinthatia 2F RA
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(Capture)o that when you archive your batches off to the same re-writable destination and
you come to view them, e-VU Expresd=¢etrieve)knows all about the different batches!

What happens when you start e-VU Express (Retrieyé)e Batch ManageK | LILISy a2 G Kl (i Q3
what. Below is a step by step walk through of the Batch Managein action:

1. When e-VU ExpresfRetrievejtarts, the Batch Managescreen appears

-

Select Batches

Available Batches

[V] Load All Batches oK

2. The default option is load all batches from the archive, simply click OK to do this and
everything from the archive will be displayed on the screen. If you un-tick the option
G 2R 1ff .1 0O0OKS&d¢ G(GK2dAKX &2dz NB 6fS {2
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Select Batches

Available Batches

[] Memos and Faxes
[7] Faxes

[7] Load Al Batches [ Cancel |

3. Select the batches that you wish to view and click OK to start e-VU Express (Retrieve)

Select Batches

Available Batches

[] Memos and Faxes

[7] Load Al Batches [ Cancel |

4. | 2dzQft £ 1y 2 glyviewlrg dselget®drdatxivvail@bié batches, because an

5

information icon will be showing in the lower right corner of the program window

o
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5. LT @2dz Of AO1 GUKS AYyTF2NXIGA2Y AO2y3s @2dzQf f
view and how many batches there were in total

— @

You are viewing documents from 1 of the available 2 batches

Reselecting Batches

If you need to expand or reduce the items you are working with, you can quickly access the
Batch Manageffrom the Filemenu. To do this:

1. From the Filemenu, click Select Batches

« e-VU Express (Retrieve)
File | Help

; | Select Batches

Ext  Alt+F4

2. b2 ¢ @& 2 dzQRatth Manag8r, just Ks$ou did when you first started e-VU Express
OWSUNRSOSO P ' yRY 2dzald fA1S 6KSy @2dz aidl NI
batches you wish to view, from one batch to all batches

Select Batches

Available Batches

[7] Memos and Faxes

Gfoes

7] Load All Batches [ Cance
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Now, if this is your first time using e-VU Expres@Retrieve] & 2 dzQf f Y2aid LINRP Ol o0f &
explore the program to find out what all the buttons and things are for.
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Exploring the Program

' TGSNI @2dzQ@S &St S OsivERxprésgRernelopriogiam Be§ing, youBR (1 K S
presented with the initial program window (shown below). The programs features are
grouped in three distinct areas, the main menu, the search list and the document viewer.

B e-VU Express (Retrieve) @E&
Eile Help
Pagel of 1 @+ D+ | Zoom Presets Best Fit - N+ | DS ®
T o v -
Fax
o -
0.:5

The Main Menu

File Menu

The Hle menu consists of only two items. The first of these, SelectBatchesallows you to

FO0Saa GKS . FGOK alylF3aSNI gKAES (GKS LINRPINIY A&
need on this feature in Selecting Batches. The remainingitemisExitt ' YR | & &2 dzQ@dS vy
guessed, this closes down e-VU Express (Retrieve)

Help Menu

The Helpmenu is home to four menu items all related to helping you, the end user, get the

moad FNBY (GKS LINRPINIY YR LRAYyGAYy3I &2dz Ay (GKS
not. The first menu item e-VU Express Helg the in-program link to this document, with a

couple of clicks you can easily find the help you need, especially useful when you have one of

GK2aS aoflylé Y2YSyliaod ewHBxprésS@ingCRkingthiSY Ay (K
item will start your default web browser and (internet connection permitting) take you to the

e-VU Expreskome page on www.intelligentfiling.com.
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{2YSOUAYSa: A0Qa 2dzalG S lsémetlingdr i tobvarjomelaz YS2y S K2
problem, and although we try and keep our documentation and FAQ up to date, sometimes

the answers to some problemswonQé | f gl 8a 0SS GKSNB o02dzad &Sdaoo
are here and by clicking the Contact Supporf Ay 1 > @2dzQf t &aSS | ySg SYI A
details already pre-LJ2 LJdzf | § SR ® ¢eLIS @2dzNJ [jdzZSNE 2NJ ljdzSad A
ASAP.

For evaluation users, our target time for initial response is 24 hours, but during busy
periods, this can take up to 48 hourg-or aur licensedcustomers with support and

maintenance packages, yosupport level agreementsre detailed in your contract.

And finally from the Helpmenu; the obligatory Aboutitem. Clicking this item displays the

About screen (shown below). The information contained on the first tab can be helpful to our

adzLJLIR2 NI 3Jdzéa AF @2dz YSSR (KSjguttingkddthitd RAF Iy 23AY
AYF2NNIEGAZ2Y y2NXIffes a2z ¢S qBdtscrdezijoukai KSNB  F2
also find the e-VU Expreslicense agreement, should you need to refer to it, and Intelligent
CAftAyaQa O2y il OG0 AYyTF2NXIGAZ2Y F2NJ ljdza 01 NBTFSNB

e-VU Express
a o

System lljcenseAgreement ] Contac:tl
User
Computer
Operating System Microsoft® Windows Vista™ Business
Windows Version 6.0
Build Number 6001
Total Memory 3070 MB
Free Memory 873 MB
Copyright © 2005 - 2008 Inteligert Fiing Limited Al ights reserved

The Search List

The search list is the area immediately below the main menu, to the left of the screen. The
search list comprises of the handy free text search field at the top, and the thumbnail versions
of your documents at the bottom (see below).
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C2NJ y2gs GKIFGQa I|ff
the latter part of this guide.

(SN
(0p))
Q

G2dzOK 2y F2NJ 6KS &8

The Document Viewer

The document viewer allows you to see what you have captured (from either scanning or
importing documents or even a combination of the two) through its extra large main window
and, when you capture many pages, you will also see thumbnails for all of the pages, allowing

you to jump to a specific page quickly. The document viewer (showing a multipage document)
is shown below.
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To: Howard March From: Dave Poyser
Copy To: N/A Date:  25/10/2004
Subject Backups Reference: 1257

The FTP server is running at home on the broadband, backups are being uploaded at night

00000002 00000003 00000004 00000005 00000006

In addition to the thumbnails, the document viewer also provides a whole host of tools from
simple navigation to page rotation, printing, copying and emailing your documents, helping
you to get the most from your information. These tools are explained below.

Document Vieweil oolbar

Page Navigation
From the document viewer toolbar, you are able to move through multi-page documents a
page at a time, view the page count for the document and the current page being viewed.

Pagel of 6 (PN

Page and Dcument Rotation
You can also perform clockwise and counter-clockwise rotation of the current document on a
page by page or whole document basis.

By pressing and holding the downward facing arrows of the rotation buttons, it is possible to
rotate all pages in the current batch.
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"™+  Zoom Presets Best Fit -
Rotate All Pages Counter Clockwise I
| ¥ +|| Zoom Presets Best Fit -

Rotate All Pages Clockwise I

Display Size

It is possible to alter how the page you are viewing is displayed on the screen by utilising the
Zoom Presets. By selecting the different items from this list, the displayed image will either
grow or shrink.

Zoom Presets H :: -
Fit to Height
Fit to Width

-200%

I.‘m‘mndl 1

The three buttons which immediately follow the Zoom Presets are Zoom, Pan and Selection
respectively and they are also used to alter how the document is displayed. Zoom makes it
possible to zoom into and out of a document using the left and right mouse buttons. When
selected, Pan allows documents to be dragged around so that portions of the document not
being displayed can be visible. Finally Selection allows the placement of a rectangular marker
on the screen. On releasing the mouse button, the preview window will zoom into the screen
where the marker was drawn.

Zoom, Pan and Selection are selectable and must be turned on and off. Turning on on

the features automatically turns off a feature that was selected previous. To return a
document preview to its original size, select Best Fit from the Zoom Presets.

Export Functions

Being able to locate your documents quickly and easily is all well and good, but you may find

FO GAYSa (GKIFG @2dz ySSR (12 &aKI NB cless®e¥UW/ T2NXI (A
Express (RetrieveThe remaining items of the preview toolbar cater for this exact problem.

These items allow you to copy the currently selected document to the clipboard, print the

document or attach the document to a new email.
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The first time you try and use the email feature of the program, you will be prompted to
install the email plugin. This is necessary in order to allow the program to create a new email
message with the document attached. The email plugin is installed as follows:

1. Click the email button

+ 3 SE]

[Email Document }

2. When the confirmation screen appears, click Yesto install the plugin

Missing Plugin

The Email Plugin is required to email documents. Would you like to
install this now?

= e ]

3. When the plugin installation program starts, click Next

i3 Setup - Email Plugin ==

Welcome to the Email Plugin
Setup Wizard
This will install Email Plugin 1.0 on your computer.

It is recommended that you close all other applications before
continuing.

Click Next to continue, or Cancel to exit Setup.

[ MNet> | [ Cancel |
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4. Click Install to begin the plugin installation

5 Setup - Email Plugin

Ready to Install
Setup is now ready to begin installing Email Plugin on your computer.

Click Install to continue with the installation.

| <Back J{_ nstal | [ Cancel |

5. Click Finishto complete the plugin installation

i3 Setup - Email Plugin J =S | S

Completing the Email Plugin Setup
Wizard

Setup has finished installing Email Plugin on your computer.
Click Finish to exit Setup.

e
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6. Click the email button again to create a new email message with your selected
document already attached to the email

@y W 9 & & » )5 Untitled - Message (Plain Text) =|E
toa) -
\\/| Message [ Insert Options Format Text
ZM' | A (g || O & Y@'ly
. | — = PP S : l
Pt 43 ||| anindd ;—-;-_—-“g;:;lua 43 Foll : | spei
aste | o ==ae= | fra i || mes = oliow peling
- I |MeAr EE S| |- B || up- | B |
Clipboard | Basic Text )| |indude || Options | Proofing.
This message has not been sent.
= | (o) | |
Send [ Ce.. ] l I
suect | |
Attached: | i3] tmp2840.TIF 5 MB) |
; ; - ; &
The message is ready to be sent with the following file or link &
attachments: ]
tmp2846.TIF
Note: To protect against computer viruses, e-mail programs may 1
prevent sending or receiving certain types of file attachments.
v

i il

Although every care has been taken to ensure compatibility with major email clients in
some instances it will not be pasdble to attach the selected document directly to a new

email message and you will receive an error message. If this problem occurs frequentl
consider using the copy and paste method of attaching a file to a new email message.
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Retrieving Your Documents

Its all well and good describing the features of the program in great detail, but we all know

gKIGQa NBlIffted ySSRSR Aa adSLl oé adSLI AyaidNuzOi
make retrieving individual documents a breeze.

Yt N2OSaa 2F StAYAYILIGA2yQ A& GKS oSad e¢le G2 G
batthmanagerii 2 a St SOG 2yfé aLISOAFTAO ol GOKS&a FTNRY &2
programwithenodzZa K A Y F2NX I GA2Yy &2 GKI G AG OFy StAYAYL
needing. When you enter a word or phrase into the search list> & 2 dzZQNX G St f Ay 3 KSE
KARS Fye R20dzySyida FNRY £ 20d2NVRI A29NF ZLIKING &S Re22ydgxin

To be able to search on words or phrases useagU Express (Retrievep C dzf £ t | 1

must have beerenabledwhen a batch was saved.

I F {0 S Nistérrde® BBpresRetrieve) Yy R & selar@i@dbir batches, searching for
words or phrases can be accomplished in two easy steps:

1. Enter your word or phrase into the box at the top of the search list

BB e-VU Express (Retrieve)

File Help

f IJones |q vi: @ €
. . .|:|

2. Click the Searchbutton and e-VU Express (Retrieve) will do the rest (you can also
press the enter key straight after typing if you want to be really fast)

lyRE GKFGQa I €€

¥ Ad G2 Ado ouivdena G I G
82dzQNBE @ASéAy3aT GKS N d

Z£Ga 2F | asSk NOK o

=N
o
N
N Qx

QX
N
&\
< o

hrank doin slansa Aaeber tha s ol inumiee

Viewing results for search criteria: Jones
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You can quickly clear the search results by selecting the option from the search button (or for
you power users, the shortcut key combination Ctrl+ Space

ljones | |« ~ () Pagelofl &

I Clear Filter  Ctrl+Space

—

If eVU Express (Retriev#é) y Qi FAYR | y& R2 OdzYy Sphriasayoui KI 4 YI {4 OK
Sy i S NB Bes thedvihata@ielbw, and when you click the OK button any previous results
will be cleared.

No Results M

l No documents were found that matched the search term
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Notices

Contents of this document are copyright ©2008 Intelligent Filing Limited

Reproduction in part or full for use other than the normal operation of the software without
the prior consent of Intelligent Filing Limited is expressly prohibited.

Intelligent Filing Limited can be contacted in the following ways:

1.

2.

3.

4.

By Post
Intelligent Filing Limited

Pembroke Centre
Cheney Manor Estate
Swindon

Wiltshire

SN2 2PQ

By Email:
support@intelligentfiling.com

By Telephone:
+44 (0) 1793 486 668

By Fax:
+44 (0) 1793 610 091
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