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11 ntroduct

on

Paper is a painful, costly part of any business. Physical workflows and file cabinets slow
down productivity and cause massive losses in efficiency. SharePoint is a logical storage
point for many businesses, and with SPARK Document Scanning, y

content to SharePoint Online or On

-Premise with minimal effort.

ou can easily scan your

SPARK Document Scanning is a powerful tool for scanning or composing documents from

existing physical files and attaching/uploading them to SharePoint libraries or lis
document 6s

asimagesormulti -pages

files

ts items

format s, i . e.

This great tool enables the user to connect directly to his/her document scanning or image
capturing devices that supports WIA or TWAIN drivers, running them to capture physic al
documents or images, and retrieving captured documents streams in order to save them
in SharePoint Document Library or attach them to list item.

With easy -to-use interface of SPARK Document Scanning

scan documents right

, your employees will be able to
away allowing you to save on training your staff.

The captured images can be edited on the fly using SPARK Image Editor, in order to correct
any issue with them, or edit/add certain aspects to these images before converting them

into an attached files.

PDF

Scan Document

BROWSE

XA 20w

Close Save Scan Edit Remowve C’Leﬁar

SCAM DOCUMENT

Help

Operations
Select Source

Image Help

| HP L) M127128 ScanDrv 7
Pixel Type.

Color
Sha
Docume

Flatbed

A4 v

>

What do you wantto scan?

Paper source

Scan using HP LJ M127128 Scan Drv

7

| Flatbed vl

Select an option below for the type of picture you
want to scan.

@ (®) Color picture

E () Grayscale picture

() Black and white picture or text
(") Custom Settings

You can also:

Adjust the quality of the scanned picture

Fage size:

Legal 8.5x 14 inches (216x 356

Print your first |
9 stamps nowv

(

{
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1.1 SPARK Document Scanning Features

E R EE]

= =

= =

Fully integrated With SharePoint 2013, 2016, 2019 and Office 365.

Fully integrated with SPARK Forms Builder and SPARK Workflow.

Scan Document and upload them directly to your documents libraries.

Scan Document and a ttach them directly to your list items.

OCR (convert image to text) 6 languages (Arabic, English, French, Hebrew, Dutch
and Spanish)

Create a searchable PDF file format, that contains recognized text through the OCR

engine, the file contents will be searchable in SharePoint and in the PDF viewers as
well.

Barcode recognition

Saving pages as: Single document (PNG/JPEG/BMP) OR Multi -pages Document

(PDF/PDF Searchable/TEXT)

Regular and Quick Scan modes

Document Zonal Feature: Which enables the user to cr eate fully automated
document recognition templates, in order to read documents data and save these

data to the library columns in the SharePoint site without any human interaction.

All this will generated automatically once the user scan a document and se lect its
compatible template. This feature is empowered by Al and OCR technology.

Advanced compression technologies to enable best document quality with smallest

file size

All types of Windows -compatible scanners: simple desktop and professional
scanners w ith feeders, local -connected (USB) and network -connected (IP)
scanners.

All major browsers (Internet Explorer, Chrome, Firefox and Edge).
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2Using SPARK Document Scanni n.

In this section, you will learn how to use SPAR K Document Scanning to scan documents
directly from scanning devices to your SharePoint lists and libraries.

2.1 Scan documents to a documents library

You canscan a document , convert it toamulti -pages documentfile suchasPDF and upload
it to the libra ry with a click.

In order to run SPARK Document scanning on a document library click on the AFil es
on the I|ibrarydéds top ribbon then click on fiScan Docun

BROWSE | FILES | LIBRARY

1\ b Check Qut Wersion History
ﬂ ﬂ Check In Shared With
Mew Upload MNew Scan Edit View Edit
Document » Document Folder Dooument  Document Discard Check Out |~ Properties Froperties Delete Document
Mew ﬁ Open & Check Out Manage

2.2 Scan documents as a list item attachment

Youcanscana document, convertittoa multi -pages document file such as PDF and upload

it as a list item attachment with a click.

In order to run SPARK Document scanning on a list select the item you wish to attach the

scanned documentto, c¢cl i ck on the Alttheemsl iThabadr ydms t op ri bbon t
fiScan Document o button in the ANewd tab group.

BROWSE TEMS LIST

= = =] a Version History @J = %
= = E Shared With \j f—» < @
Aftsch _ Scan

Mew Mew View Edit lu Alert Tags & Workflows Approve/Reject
ltem -~  Folder ftem ftem x Delata Itam File  Document he - Motes

MNew Manage Actions 0 Share & Track  Tags and Motes Workflows

Another way to use SPARK Document Scanning with a list item is to use the item side

menu.
test3 ‘__I

testd | Edit Item L

tests Delete ltem Manage Permissions

test1 . Version History Compliance Details

test? = View Item Follow

1 o ETEE ’_ Warkflows
T Alert me

Scan Document ‘
Workflow History
Schedule Workflows
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You can al so
pages.

BROWSE EDIT

H B8

Save  Cancel Paste

oy O Cut
iz copy

Commit Clipboard

Home
Documents

Recent

attach

» 07

Scan Attach  Spelling
Document  File -

‘ Actions Spelling

scanned

document s sdi & @tmdys

Title *

Save Cancel

Note that this option is not available in SharePoint 2019 and Office 365 Modern User

Interface.

2.3 Scan documents

You can scan a document, convert it to a multi
itasa SPARK Form 6 sttachment with a click.
Forms Builder 8.5 and later versions.

BROWSE FORM

XoH ¢ 0

Close  Reload Submit New  |Attachments Print

Actions

- Preview

4 Attach Files

00

Help  About

Help

as a SPARK Form attachment

-pages document file such as PDF and upload
Note that this feature is available on SPARK

e
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3 Document Scanning Settings

Scan Document x
BROWSE  SCAN DOCUMENT
XD2>22ws & o
Close  Sawe Scan Edit  Remowe g %
Ternplm Tml.lu
COperations Image Auvomation Templates  Help
Select Source [ ~
[HP L M227M231 TWAIN ¥ | Print your first
Pixel Type 9 51..1-11;::5 r.lm-'.
|Cc:|or T |
1 Showll
Document Source
| Flatbed Glass v |
File Mame
| Document |
Format
| PNG v |
Resclution .
[100 v o
Page Size ' '-.'-.rww_star'r'lps.cc-:'ﬂ.-'GetStam
|2d v
O Edit Properties
Automation Template
I v .
A Select Source: Select the device source driver f
have multiple devices attached to your machine and you can select the related
source to connect to each one of them.
A Pixel Type: This property provides three options (Color, Black and White, Gray)
to specify the captured images pixelds type. N o
file size are highly affected by this property.
A Show Ul: Selecting this property will bypass the capturing functionality of the
web application and will open the scanners/image capturing device native
application in order to be used to capture and return images/documents stream
back to the web application.
A Document Source: This property provides three options (Flatbed Glass, Auto
Feeder, and Duplex) in ord  er to specify the documents source the device must
use to get the physical documents and convert them into digital ones.
A File Name: This field is to specify the file name that would be attached to the
form; this file name will have the file extension selec ted in the AFormato pr
list.
A For mat : This property provides five types of fi
(Image), PNG (Image), TEXT (Multi -Pages Document) and PDF/PDF Searchable
(Multi-Pages Document)o in order to speciwhgn t he <con
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saving the retrieved images stream into and attached file. The file format can

be a single file type such as images format (BMP/PNG/JPG) or a multi -pages
document format such as (PDF/PDF Searchable/TEXT).
Resolution: This property provides the nume ric number of the resolution value/s

to be retrieved by the capturing device, the numeric number represents the DPI

(Dot per Inch) value, and this value is directly proportional to the quality of the

captured image and to the file size as well.

Page Size: This property provides four types of page sizes (A3, A4 (Default),

Letter and Custom) in order to specify the captured page size according to the

width and height measurements proportional with the paper type size. Note that

in case of s e | e c age Bizp thé Garsnusd spécify ghe width and
height of the page size manually.

Height/Width: these two fields enabled when the user select custom page size,

in order to specify the custom page size to be scanned/captured.

Note that these properties will be hidden in case of selecting WIA/ Twain source
driver.

Language: T his field becomes visible when you select the format type of the
scanned document to be PDF (Searchable) or TEXT in order to select the
language you want the internal OCR engine to recognize during the document
generation process. The supported languages are (Arabic, English, French,
Hebrew, Dutch and Spanish).

Edit Properties: T his field becomes visible when you run SPARK Document
Scanning on a document library, if this field is checked then it will show the
document library edit from once the scanned document is saved, in order to

allow the user entering the document properties.

Automation Template: This field becomes visible when running SPARK
Document Scanning on a document library, the user will be able to select a
saved automation template on this library in order to automate the meta data

collecting process once the user clicks the save button.
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4 Document Scanning Top Ribbon

SPARK Document Scanning Ribbon is located at the top side of the Document Scanning
page /dialog . The main tab name o f the ribbon is "Scan Document”, which contains four
main groups fAOperations, | mage, Aut achgmipbaszadee mpl at es

of buttons that described below in details.

Important Note s:

1-The Al mageo group is hidden by default, once you sel
scanned images area; this group becomes visible.

2- Th e Audtomation Templates 0 g r dsuoply available when running SPARK Document

scanningona document library .

BROWSE SCAN DOCUMENT

XD2Pws &8 0

Ciose  Save Edt Remove C ear Ed
All Temp ate Tempiate

Operzations Image Automation Templates Help

1 Close Will close the document scanning popup dialog. If the current form has not

been saved, a warning message will appear to save before closing. If the form is

not saved, the unsaved work will be lost.
1 Save: Will convert the scanned images into a digital file format according to the

settings in the ADocument Scanningo dialog, and a
1 Scan: Will initiate the scanning process with the connected device, note that you

need to select the source driver tourcoeadmedcrtopdadwn

field property. I f the user selects the fiShow UI o
run the native scanning/capturing application that the source driver is associated
with.

1 Editlmage:This button will open @i SPARKatdnmaddadsEdi t or 0
the selected image in it for editing, pl ease r efe

for more information about this tool.

1 Remove Image:This button will remove the selected scanned image stream and
review picture from the system.

1 Clear All: This button will remove all scanned images streams and their review
pictures from the system.

1 New Template: This button allows creating a new document automation temptate
automatearchivingand extracting metadata from scanned documents and savseg the
data to the library columns automatically without any human interaction. For more

informati on, check the AZonal and Documen

1 EditTemplate:Thi s button allows editing already create
For morenf or mati on, check the fAZonal and Doc
manual.
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5Zonal and Document Automati o
This topic applies to SPARK Document Scanning Enterprise Edition only.

The Zonal feature in SPARK Document Scanning is a great tool to automate the collecting

of data from scanned images/pages and insert ing them into specified columns in the

document library , in a fraction of a second , without any human intervention

The user will be able to create multiple document automation templates for his physical

paper forms, draws zone ar eas i n each templ ateds page in which h
from when initiate the scanning process and map these areas to library columns, visually

without the need to write any line of code. Once initiating th e scanning process, the user

will be able to select the template type that matches the type of the physical document

that been scanned, the OCR engine analyses the specified areas in the template and

convert s these areas into a recognizable text s,then insert sthem i nt o t he | i brsaryds c

Note: in order to enable a user to create and manage automation templates he/she must
have at | east fiManage Listo permission on that docume

5.1 Create a new automation template

In order to create a new automation template you can follow these steps:

1- Run SPARK Document scanning on a document library ,click on the AFiles
the | ibraryés top ribbon then c¢click on AScan Doc
group.

BROWSE | FILES | LIBRARY
ir _i Check Out Wersion History
ﬂ |j Check In Shared With
Mew Upload Mew Scan Edit View Edit
Document » Document Folder Document Document Discard Check Oyt Properties Properties Delete Document
MNew ﬁ Open & Check Out Manage

2- Scan the physical/paper document you want to create the automation template for,
it can be any type of documents such as invoices, HR forms, support documents,
medical/patients forms, financial forms, legal forms ...etc.

3- Click on t he f Noatten, at thentpplribbbneobthe document -scanning
dialog. You cannot create a new automation template if you did not initiate the
scan process first as mentioned on the above point.

BROWSE SCAM DOCUMENT

XA> &80

Close Save Sa@n Mew Edit Help
Template Template

Operations Automation Templates = Help
4- The Zonal dialog will appear, and you need to specify the template name first, note
that duplicate template names is not allowed , Then you have to select the OCR

language you want to recognize and the page number you want to edit.
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sp2016.itlag.com says

Zonal Manager

Please enter a new template name:

BROWSE | AUTOMATION TEMPLATES ‘

Tempiate Tempiate

Operations Template Help

Save Reload Close

Template v | Language ¥ | Page Number "

Zonal Manager

BROWSE = AUTOMATION TEMPLATES

BeX 2 & @

Save Reicad Close _ New  Delete  Help
Tempiate Tempiate

Operations Template Help

Template | Employment Application v \LaDQUaQEI English . |Page Number[ 1 v

Application form

Please complete all sections of this form using dark ink. We do not accept curriculum vitae in
place of completed application forms.

| Job applied for: l | Location of job: |

DELETE/TICK WHERE APPLICABLE

Your Personal Details

Ms/Miss/Mrs/Mr
Surname

(other please state)
Forename(s)

Address
(including post code)

5- Youcan now start editing the template for the scanned document by drawing zones

fi Bo x e s dthe mplate page image to specify the area s you want the OCR to
recognize and render the text from. You can draw as many boxes as you want as
there is no limitation for zoning the template pages.

f )
l Page 10 of 21 J



SPARKnit - SPARK Document Scanning foBharePoint

User Manual- Ver.1.0.0.0

Zonal Manager

BROWSE = AUTOMATION TEMPLATES

RexXx =220

h
Save Reload Close New Delete Help
Template Tempiate
Help

Operations Template

v | Language| english

v |Page Number| 1 ¥

Template Application

6- Once you draw the zone box, you will be required to map i
order to save the recognized data to it through the automation process.

in

t to a library column

Zonal Manager

BROWSE AUTOMATION TEMPLATES

BeoexX 2 & @

L

Save Reload Close New Delete Help
Template Tempiate

Help

Operations Template

vt { Arabic

v | Page Number| 1 v

| Template Apllication

Mapping to column

I—

FirstName

Ml CurrencyField

7- Every zonal box has a menu that appears by clicking on the three dots icon at the
lower right side of the zone box. The menu contains three operations:
- Bind: Tobind the selected box to a library column.

- Resize: To allow resizing the
- Delete: T o the delete the select

(
{

selected box.
box.
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Zonal Manager

BROWSE AUTOMATION TEMPLATES

ReX 2 & @

Save Reoad  Cose Deiste  Hep
emp ate Tempiate

Operations Template Help

Template | Apllication v ‘Language‘ Arabic v | Page Number] 1 v

Application form

Please complete all sections of this form using dark ink. We do not accept curriculum vitae in
place of completed application forms.

l Job applied for: | "% | Location of job: | —|
05) Bind
DELETE/TICK WHERE APPLICABLE 32 Resize
Your Pt g o...  Jetails
Ms/Miss/Mrs/Mr
Surname
(other please state)
Forename(s)
Address

(including post code)

When finishing the document zoning, you can save the template.

The next scanning attempt you will find the templat e name in the automation
template dropdown list which you can select before saving the scanned document

in order to initiate the recognition automation process.

Scan Document

BROWSE SCAN DOCUMENT

XA228ws &5 0

Clos= Scan Edit Remove Claar =0 Edit Help
All Ternplane Template
Operations Image Automation Templates  Help

Select Source
[HP U M227M231 TWAIN ¥ | -
Pixel Type
[Color |

O ShowUI

Document Source
|Flatbed Glass v|

File Name
| Document |

Format
[PNG v|

Resolution
[100 v|

Page Size
a4 v]

[0 Edit Properties —
Automation Template

Employment Application ¥ |

MewTemplatel

-
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5.2 Edit automation templates

In order to edit already created automation templates on a

these steps:

specific library you can follow

1- Run SPARK Document scanning on a document library ,click on the HAFI
the | ibraryds top ribbon then <c¢click on #AScan
group.

BROWSE | FILES | LIBRARY
ﬂ ﬁ b Check Qut Wersion History
= Check In Shared With
Mew Upload MNew Scan Edit View Edit
Document » Document Folder Dooument  Document Discard Check Out |~ Properties Froperties Delete Document
Mew Open & Check Out Manage
2- Click on the AEdiI t t betgplikbdénefdhe dogumend n ,-scanhingt
dialog.
BROWSE | SCAN DOCUMENT
Close Save Scan Edrt Help
Ter'nplate Template
Operations Automation Templates = Help

3- The Zonal dialog will appear, and you can select the template name to edit it from

the zonal dialog ATemplateo drop down field
Zaonal Manager =
BeX =& 0

Save Reload Close Mew Delete

Help
Template Template

Operations Template Help

¥ | Page Number 2

Template( Select Template v | Language | Arabic
Select Template I
. NewTemplatel
Employment Application

4- Once you select the template name, the saved template images with zonal areas
will appear and you select the page number to navigate between the document
pages.
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Zonal Manager

BROWSE AUTOMATION TEMPLATES

= KR ¢
= 2 @
Save Reload Close New _Delete Help
Template Template
Operations Template Help
lTMPIﬂEIEm ent Application v | Language | english v | Page Number | 1 v

Application form

Please complete all sections of this form using dark ink. We do not accept curriculum vitae in
place of completed application forms.

| Job applied for: | | Location of job: l 5 1

| (2 Bind
DELETE/TICK WHERE APPLICABLE

Your Personal Details s
Ms/Miss/Mrs/Mr :
Surname
(other please state)
Forename(s)
Address
(including post code)
5- You can cl i ck on t heicof tntordeetechangetthe mapped columns,
resize the zone box or delete it from the template.
6- Click on the save button to save ch anges to the template.
5.3 Zonal Manager Top Ribbon
1 Save:Will save currenttemplate  in the system
1 Reload Wil reload the current dialog, If the current  template has not been saved
after changes been done , a warning message wil | appear to save before closing;

otherwise, the unsaved work will be lost.
1 Close Wil close the Zonal Manager dialog. If the current template has not been

saved after changes been done , a warning message wil | appear to save before
closing; otherwise, the unsaved work willbelo  st.

1 New Template will open new template dialog, Ifthe current  template has not been
saved after changes been done , a warning message wil | appear to save before

closing; otherwise, the unsaved work will be lost.
1 Delete Template will delete current open  template .
1 Help: will open the solution online help

{ Page 14 of 21 }
























