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About Our Documentation 
The Spitfire Project Management System (sfPMS) is extensive and 
powerful.  Learning about all that you can do with it takes time.  To help 
you learn, we provide various forms of documentation.  Because one 
large all-inclusive manual would be too unwieldy and take too long to 
download, we provide smaller units of documentation—guides, 
knowledge base articles, and technical white papers. 

Guides 
Our guides, which include an Overview Guide and various other guides, 
focus on specific areas or tasks in sfPMS.  Often, one Focus Guide will 
refer you to a second Focus Guide when an overlapping section is 
described in more detail in the second guide.  By reading the guides, you 
will get a good understanding of the system in general and you will learn 
procedures for how to do many of the things that sfPMS allows you to 
do.  We suggest you read the Overview Guide first, followed by other 
Focus Guides as needed. 

To access the guides: 

1. Log in to sfPMS. 

2. Click Help at the top of the Spitfire Dashboard: 

 
3. Select either Overview Guide or one of the choices under 

Focus Guides: 
 
The guide will appear as a PDF file. 
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The Knowledge 
Base 

The Knowledgebase contains articles, often in a question-and-answer 
format, that cover either more specific or more technical information 
about sfPMS.  The Knowledgebase is accessed through the same Help 
menu as the guides: 

 
Articles in the Knowledgebase are numbered, for example, KBA-01044. 

White Papers 
White papers (also known as technical white papers and TWP) are 
documents that delve into some of the more technical or specific aspects 
of sfPMS.  White papers are accessed through the same Help menu: 
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Introduction 
The Spitfire Project Management System (sfPMS) allows you to scan 
files into its Catalog.  It also allows you to upload any number of (often 
PDF) files to the Catalog.  When you need to scan many files (vendor 
invoices, purchase orders, receipts, timecards, etc.) at a time or process 
uploaded files, sfPMS enables you to view, upload, and process batches 
of scanned TIF files.   

This guide assumes a basic understanding of sfPMS and Spitfire 
documents, as described in the Overview Guide and the Focus on 
Document and Item Basics guide. 

Note: Batch Scanning is available only for the full Spitfire-Enterprise 
system. 

 

Note: Aside from updated pictures and icons, the information herein is 
the same as the information in the V4.4 documentation.  Also, icons are 
shown in size 16 only; larger sized icons are similar but not exactly the 
same.   
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Overview 
Spitfire’s Batch Scanning processing can use two tools that are outside 
the Spitfire dashboards: 

• Batch Upload Tool 

• Image Stapler 

Both of these tools need to be installed before the first time you want to 
use them.  See page 11 for installation instructions. 

The Batch Scanning process is a series of steps that could be performed 
by one person or multiple people depending upon your organization’s 
division of tasks.  Instructions in this technical white paper refer to “you” 
as the person doing those steps.  See page 20 for a diagram of the 
process. 

If Batch 
Scanning 

Step 1 is your prep work. In this stage, you separate your invoices and 
other such documents into two piles: one-page and multi-page. 

Step 2 is creating a separator sheet for the one-page invoices (see page 
21) then adding that separator sheet to the top of the one-page pile. 

Step 3 is scanning your one-page batch and creating a TIF file that is 
ready for the Batch Upload Tool.  

Step 4 is scanning your multi-page batch and creating another TIF file 
that is ready for the Image Stapler. 

Step 5 is using the Image Stapler to convert your one multi-page 
TIF file into the appropriate number of “sifted” TIF files (one for 
each multi-page invoice/document).  These sifted TIF files are 
then ready for the Batch Upload Tool. 

Step 6 is using the Batch Upload Tool to upload your TIF files to Spitfire 
where they will be attached to a Spitfire File Batch document (or 
optionally, some other Doc type such as Scanned Timecards) that is 
routed automatically to the person designated in a predefined route  
(see page 16).  

 
Step 7 is viewing and processing the images attached to the File Batch 
document.  As you process each scanned image, you will have the 
opportunity to: 

• Create an AP Voucher and automatically attach the image to that 
Voucher, then route the Voucher. 

• Create a new Spitfire document, for example a Pay Request, 
and automatically attach the scanned image to that new 
document, then route the document.  

• Route the image to someone else for additional information. 

• Attach the image to an existing Spitfire document.  

• Discard the image. 

TIP 
If you click on a link to 
get to another page in 
this guide, you can use 
the Alt +  (left arrow) 
keys to return to the 
previous view. 
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If Attaching 
Existing Files 

Step 1 is collecting all the files (often PDFs) that you will want to attach 
to a batch.  These files can be on your computer, perhaps in a folder 
meant to organize the files by “batches.” 

Step 2 is creating a File Batch document. 

Step 3 is attaching all the appropriate files to that File Batch document 
and (if necessary) routing that document to the appropriate person. 

 
Step 4 is viewing and processing the images attached to the File Batch 
document.  As you process each scanned image, you will have the 
opportunity to: 

• Create an AP Voucher and automatically attach the image to that 
Voucher, then route the Voucher. 

• Create a new Spitfire document, for example a Pay Request, 
and automatically attach the scanned image to that new 
document, then route the document.  

• Route the image to someone else for additional information. 

• Attach the image to an existing Spitfire document.  

• Discard the image. 
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Batch Scanning Requirements 
To add full Batch Processing to sfPMS, your system must meet the 
following requirements:  

• Spitfire Batch Scanning License 

• Microsoft Office 2007 with Imaging Tools: 
Microsoft Office Document Scanning and Microsoft Office 
Document Imaging (configured for OCR) need to be installed 
and ready to use on the workstation used to run the Spitfire 
Batch Upload Tool.  

 
 
An easy way to verify that the workstation is ready, 

o Open Microsoft Office Document Imaging 

o Open the TIF file with ODI  

o Use the Tools | Send Text to Word command.  

The Batch Upload Tool requires that your multi-page TIF file be 
compatible with Microsoft Office 2007 ODI. Using Microsoft 
Office 2007 Document Scanning to create your TIF files is the 
easiest way to accomplish this, but any scanning process that 
produces a multi-page, CCIT Group 4, B&W (1 bpp), 300 x 300 
DPI, with skew corrected TIF file can be used.  

Microsoft Office 2007 Document Imaging can be used to view 
your TIF file before uploading.  

• Scanner 
TWAIN or an ISIS Level 1 compatible scanner with an automatic 
document feeder (ADF) is required.  

• Monitor 
The workstation used to process scanned images requires a 
large screen monitor with very good resolution. We strongly 
recommend dual monitors (one for viewing the images in the 
Batch Viewer and one for processing the images in Microsoft 
Dynamics SL or Spitfire). 

TIP 
If you are using Microsoft 
Office 2010 or later, you 
still need Microsoft Office 
Document Imaging from 
Office 2007.  Contact 
support for help. 
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Installation of Tools 
Batch Upload 

Tool 
The Batch Upload Tool may have been installed for you already during 
implementation.  If it has not yet been installed, follow these instructions. 

 

To install the Batch Upload Tool: 

1. In your Web browser, enter the URL for your site followed by 
/cabs/sfBatchLoad.msi, for example: 

 

2. Download the file or click  at the window that appears: 

 

3. Click  at the next window that appears: 

 
4. Proceed through the Setup Wizard to install the Batch Upload 

Tool.  Usually, all you have to do is click .  (See 
next page.)  

 

 

 

 



 Page 12 

Focus on Batch Processing  Spitfire Project Management System V4.5 
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Image Stapler 
The Image Stapler may have been installed for you already during 
implementation.  If it has not yet been installed, follow these instructions. 

 

To install the Image Stapler: 

1. In your Web browser, enter the URL 
www.spitfiremanagement.com/ 
StaplerTool_v2p1/publish.htm, for example: 
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2. Click . 

3. Click  at the window that appears: 

 

4. Click  at the next window that appears: 
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5. Click  at the next window that appears: 

 
6. The Image Stapler will open and ask you to indicate a filename 

and location for the TIF file.  If you are not ready to do this 
(because you will go back to the Image Stapler after you have 

batch scanned), just click  then click  to 
close the Image Stapler.  
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Setup of Predefined Routes 
Note:  See the Focus on the Manage Dashboard guide for full 
information on predefined routes. 

For AP Scans 
Documents 

You should set up a predefined route for the File Batch Doc type.  This 
automated route will set up, by name or more often by role (such as Doc 
Entered By or a site-specific, non-project role such as Batch 
Processor), the routing list of who gets the File Batch documents that 
are created either manually or by the Batch Upload Tool.  The only rule 
condition for this predefined route is by Doc Type (e.g., File Batch). 

 
 

Note: if the Batch Upload Tool will create documents of another Doc 
type, such as Scanned Timecards, you should set up a predefined route 
for that Doc type also. 

 

 

 

 

 

 

 

TIP 
Your File Batch Doc type 
may have been renamed 
to something like AP 
Scans.  
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For File 
Inquiries (Route 

Option)  
If the person who deals with the File Batch document will want to use the 
Inquiry option to send individual images to other people (see page 42), 
one or more additional predefined routes need to be created. These 
predefined routes for inquiries must use Doc Type, Responsible and 
Status as rule conditions.  Source Contact, Project, Low and High can 
also be indicated.  Use these conditions as follows: 

Doc Type (required) File Batch (or other Doc type) 

Source Contact (optional) Vendor name  

Responsible (required) The name of the person who will be 
indicated on the Route for Inquiry Route 
To field.  

Project (optional) Project ID  

Status (required) Q  
Note: Q=Inquiry.  The Inquiry option 
changes the status of the File Batch 
document to Inquiry. 

Low (optional) A minimum Invoice amount  

High (optional) A maximum Invoice amount  

There are two ways you can choose to set up the Rules and Details for 
your predefined route: individually or shared. 

If you want to create a predefined route for each Responsible person, 

• Add the person to the Responsible field on the Rules section. 

• Add the person as Seq. No. 2 on the Details section. 

• Add the sender of the File Batch document (i.e., the person 
choosing to route the image) or Doc Entered By to the Details.  

• Add any additional parties to the Details as needed. 

 
 

TIP 
Leave room in the Seq. 
No. between the first and 
last routee so that others 
may more easily add 
routees when the 
document gets to their 
Inbox. 
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If you want to create one shared predefined route for inquiries, 

• Add rows with each possible person in the Responsible field on 
the Rules section. 

• Add Doc Responsible Contact as Seq. No. 2 on the Details 
section.  Doc Responsible Contact is a special purpose Role that 
means “whoever is the Responsible Contact on this document.” 

• Add Doc Entered By as a higher Seq. No. on the Details 
section.  Doc Entered By is a special purpose Role that means 
“whoever created this document.”   

 
 

When you enter a Responsible person as the Route To person on the 
Route for Inquiry dialog box (see page 42), sfPMS will check route rules 
and use the corresponding predefined route. 
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For AP Voucher 
Documents 

If the person who is dealing with the scanned or attached files through 
the Batch Viewer will create AP Voucher documents as part of the AP 
Invoice processing workflow (as described on page 45), you should 
create one or more predefined routes for the AP Voucher Doc type, for 
example: 

 
 

For Pay 
Request 

Documents 
If the person who is dealing with the scanned or attached files through 
the Batch Viewer will create Pay Request documents as part of the Pay 
Request processing workflow (as described on page 47), you should 
create one or more predefined routes for the Pay Request Doc type, for 
example: 

 

 

Do not check the Auto checkbox on your 
predefined route for Voucher documents. 

Do not check the Auto checkbox on your 
predefined route for Pay Request documents. 
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Prep Work for Batch Scanning 
Note: if you are dealing with invoices or paperwork already in electronic 
form, skip this and the next chapters and continue on page 32. 

As you open your invoices and other paperwork, go through them and 
place them into two piles. 

All the one-page invoices/papers go in one pile. 

All the other invoices/paperwork, whether they are two pages long, five 
pages long or ten pages long, etc., go in the other pile. 

These piles of papers, which will be batch scanned, are the starting 
points of your batch process. 
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1-page  
file 
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file 
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1-page  
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file 
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Batch Upload Tool 

1 page 
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1 page 

1 page 

1 page 

1 page 
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5 pages 
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Separator Sheets 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Separator sheets indicate that what follow are similar length invoices (or 
other papers), for example, that all following invoices/papers are one-
page in length.   When you place your batch into your scanner's 
document feeder, the separator sheet precedes the invoices.   

Separator sheets can also indicate that the following invoices are from a 
particular vendor. 

Separator sheets must use OCR A Extended font.  You can create your 
own separator sheet to look identical or similar to the one shown above.  
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To create and use a separator sheet: 

1. Create a new file in Microsoft Word. 

2. Select the OCR A Extended font. 

3. Type two lines, as shown in the example above. 

4. Type << Spitfire Scan Separator >> as shown 
in the example above.  

5. Type two more lines, as shown in the example above. 

6. Type Vendor: then the following: 

o Type Varies if the invoices/papers that will follow the 
Separator Sheet come from a variety of vendors. 

o Type a specific Vendor ID, if all pages that follow come 
from one vendor.  However, if the Vendor ID is made up 
of both alpha and numeric characters (as most are) you 
must use the symbol # between the alpha and the 
numeric characters, for example, WH#23. 

7. Type Content: Invoice. 

8. Type Pages Per: then the following 

o Type one if all the invoices/papers that will follow the 
Separator Sheet are one-page in length.   
Note: You can also indicate a different “pages per” 
number, but the Image Stapler is a better way to deal 
with two-page and multi-page invoices/papers. 

9. Save your separator sheet on your computer so that you can use 
it as often as necessary. 

10. (optional) Copy your separator sheet if you need another for 
different Vendor or Pages Per. 

11. Print your separator sheet and place it in front of the pages that 
are ready to be batch scanned, for example, all your one-page 
invoices. 

12. Feed your separator sheet then your invoices/papers through 
your batch scanner.  The TIF or PDF file that is created is now 
ready for Spitfire’s Batch Upload Tool (see page 26).  
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Image Stapler 
The Image Stapler starts with the TIF file that was created when you fed 
multi-page invoices/papers into the batch scanner.  You use the Image 
Stapler to separate the one TIF file into several “sifted” TIF files.  All the 
sifted TIF files will then be ready for the Batch Upload Tool. 

 

To open the Image Stapler: 

1. Assuming you installed the Image Stapler earlier (see page 13), 
open it now. 

 
2. In the Open Source window that appears, select the TIF file that 

you want to process (e.g., the TIF file created from a number of 

multi-page invoices) and click . 

 
The Image Stapler will open showing the first two pages in the 
TIF file (as shown on the next page): 
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To use the Image Stapler: 

1. Click  to indicate the folder where you want to save your 
“stapled” TIF files.  This target folder will likely be a folder that is 
later read by the Batch Upload Tool (see page 27). 

2. The image on the left side of the Image Stapler will be saved in 
the first TIF file.  Use the + key on your numeric keyboard (or the 
Page Down or Insert key) to move as many pages as desired to 
the left to add them to that first TIF file.  For example, if you want 
the TIF file to hold the first six pages (because the original 
invoice consisted of six pages), press the + key 5 times to move 
pages 2, 3, 4, 5 and 6 to the left.  The Target Pages will indicate 
how many pages are currently together. 

 
3. If you added too many pages, use the – key on the numeric 

keypad (or the Page Up key) to move a page back to the right 
and remove it from the Target Pages. 
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4. If you need to swap the pages on the left and the right, use the / 
key on the numeric keypad. 

5. Press the ENTER key to save all the target pages as one sifted 
TIF file.  This file will be saved in your indicated folder.   
 
The image on the right will move to the left and begin the next 
set of target pages. 

6. Repeat this process until you have gone through all your 
pages. 

 

Important Note: Be sure to add a folder for your sifted TIF files on the 
Configuration Folder tab, and enter 99 as the Pg Per (see page 27).  If 
the Pg Per for your target folder is not set properly, the Batch Upload 
Tool will process your sifted TIF file and could divide them into multiple 
smaller files. 
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Batch Upload Tool 
Once you have all your scanned images/invoices as TIF or image-based 
PDF files, you use the Batch Upload Tool to process your these files and 
load the information into sfPMS.  

• This process will create a Spitfire File Batch document with each 
of the scanned files attached to the document.  

• The File Batch document will then be routed according to the 
predefined route for the Doc type (see page 16).  

• The person who gets the File Batch document in his or her Inbox 
will be able to process the images through the Spitfire Batch 
Viewer (as described on page 33). 

 

To open the Batch Upload Tool: 

1. (optional) We recommend you log in to Spitfire before starting 
the Batch Upload Tool.  If you do, the Batch Upload Tool will self 
update and use the dashboard to determine the destination site. 

2. Assuming the Batch Upload Tool was installed previously (see 
page 11), open it now. 

 
 
If it is the first time you are using the Batch Upload Tool, the 
Configuration window will open (see the next section).  On 
subsequent times, the Batch Upload Tool will open directly. 

Batch Upload 
Tool 

Configuration 
The first time you open the Batch Upload Tool, the Configuration window 
will automatically appear.  You need to configure the Batch Upload Tool 
before you can use it.  (You’ll be able to reconfigure the Batch Upload 
Tool as needed in the future.) 

Once you fill out the Configuration tabs and click , the Batch 
Upload Tool will open. 



 Page 27 

Focus on Batch Processing  Spitfire Project Management System V4.5 

Source Tab 

 
The Source tab points to the location of your TIF image files on your 
computer/network.  

Location Enter the path to your images (top level folder) on your 
C: drive.  Click  to browse for your folder. 

Mask (optional) Enter a mask for your scanned image files. 
TIF is the only supported file format. Wildcards are 
allowed: * for multiple characters, % for a single 
character, for example, 
 *.tif = all .TIFfiles and G%.tif = all .TIF files that begin 
with G. 

Copy Local Check to indicate that your image files are on the 
network and you’d like to copy the files to your local 
drive before processing 

Default 
Pages Per 
Document 

Enter or select 0 if you are using separator sheets 
(see page 21), 1 if scanning files with all 1-page 
invoices, 2 if 2-page invoices, etc. (See also page 25.)   

Folders Tab  

 
The Folders tab provides the functionality that allows you to  

• Upload files from multiple folders.  

• Route the created File Batch document through a predefined 
route.  
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Note: Projects are not known by the Batch Upload Tool; 
therefore, the selected route cannot resolve roles from a Project 
Dashboard. The predefined route created for File Batch 
documents should contain specific Contacts or non-project-
specific roles, such as Doc Entered By. (See page 16 and the 
Focus on the Manage Dashboard guide for more information.) 

• Upload the scanned image files to a specific Spitfire Catalog 
folder.  

• Create one Spitfire document per scanned file or create one 
Spitfire document with all the scanned files attached. 

• Upload PDF files instead of TIF files.  (You need a folder with Pg 
Per = 99). 

When you indicate the Location of your top-level folder on the Source 
tab, any folders nested in your top-level folder will automatically populate 
the rows in the Folders tab.  Edit the default information in these rows to 
match your needs. 

Name (optional) Enter or edit the name of the folder where 
your .TIF image files are located on your computer. 

Doc Type Defaults to File Batch, the most commonly used 
Spitfire Doc type in Batch Scanning.  Select a 
different Doc type (such as Scanned Timecards) if 
appropriate. 

Vendor The default, Varies, does not pass Vendor ID to 
Microsoft Dynamics SL. Enter the Vendor ID if your 
folder is for a specific Vendor. 

PgPer Defaults to -1, which refers to the setting entered on 
the Source tab.  Enter 1 to indicate that each page 
in the image file should be loaded to Spitfire as a 
separate file, 2 to indicate that every 2 pages should 
be loaded into Spitfire as a separate file, etc.  For 
example: a 50-page scan file could create 50 1-page 
files or 25 2-page files in Spitfire.  Enter 99 for the 
folder that holds your sifted TIF files. 

Route The default, AUTO, allows the system to use the 
standard route determination process to find 
automated routes that you have set up for File Batch 
(or other) documents. Enter the name of a specific 
predefined route here to override the standard 
process and select the specific route. 

1 Up Check this option if you'd like to create a new 
Spitfire document for each scanned image in the 
uploaded file. For example: an uploaded file may 
contain 50 1-page invoices. With 1 Up selected, 50 
Spitfire documents each with one image file 
attachment will be created. If 1 Up is not selected 
(clear), then one Spitfire document with 50 image 
file attachments will be created. 
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Active Check this option if you want this row to be 
considered in the next Batch Upload Tool process. If 
not selected (clear), this row will be skipped. 

CatalogPath Enter the Spitfire Catalog folder (including path from 
the Catalog root) to which the image files processed 
from this row will be uploaded, for example, 
\Scans\AP Invoices. The \ is required to designate 
a folder below the root (all items) folder. 
Note: Be sure the user has access rights to the 
designated folder. 

Destination Tab  

 
The Destination tab points to the location of your Spitfire software on 
your IIS server. 

Data Service – HTTP:// Enter your IIS Servers’ HTTP HostName 
followed by the Application Root configured 
within IIS for sfPMS, for example,  
 spitfire/sfPMS 
 spitfire/test 

Note: if you open the Batch Upload Tool while you are logged into a 
Spitfire Dashboard, that dashboard will be used as the destination, 
overriding whatever is in this tab. 
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Identification Tab  

 
The Identification tab identifies the Spitfire user who uploads the 
batches. 

User Name Enter the username of the Spitfire user who 
will upload the batch image files.  This is a 
required field. 

Password Enter the user’s password.   
Note:  If the password is not entered, the 
user will be prompted to enter the password 
before processing. 

 

Using the Batch 
Upload Tool 

The Batch Upload Tool is configured to locate TIF or image-based PDF 
files of scanned images. As it processes files, it recognizes the Vendor 
ID and number of pages per invoice that you entered on your separator 
sheets and applies that information to the image. 

 

Configure 

Start Process 
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To process the scanned images: 

• Click .  

When the Batch Upload Tool has finished processing, it will look 
something like the following, indicating the number of scanned image 
files and Spitfire documents that have been created: 

 
 

To reconfigure the Batch Upload Tool: 

• Click  and change information on any of the tabs. 

 

To leave the Batch Upload Tool: 

• Click .   

The person established by the automated route for AP Scan uploads will 
receive the images in the Spitfire Inbox and will be able to process them 
through the Batch Viewer.  (See page 16 for more on predefined routes.) 
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File Batch Document 
If the files (invoices, etc.) that you want to process through the Batch 
Viewer are already in electronic form (often, as PDF files), you need not 
use the Batch Upload Tool.  You can create the File Batch document 
directly and attach files to that document yourself. 

Creating the 
File Batch 

File Batch documents need not be part of any project.  You can create 
File Batch documents as needed. 

 

To create a File Batch document: 

1. Click  or your name to open the Site Options menu, then 
select  Create Document from the Site Options menu: 

 
2. Select Create File Batch. 

 
The File Batch document window will open. 

3. Click  to save the document. 

4. On the Attachments tab, attach any number of files to the 
document, either through the Add Files tool or by dragging files 
onto the Attachments tab. 
Note: the Batch Viewer supports PDF, DOC*, DOT*, RTF, HTM* 
and TXT files, so any of these file types can be attached to the 
File Batch document. 

5. (optional) Unless a predefined route for the File Batch document 
has been established, or you are the person who will use the 
Batch Viewer, establish the routing for the File Batch document 
on the Route Detail tab. 

6. Route or save the document, then close the document window. 

 

TIP 
For more information 
about the Add Files tool, 
see the Focus on Files, 
Attachments and the 
Catalog Dashboard 
guide.  
 
For more information 
about routing, see the 
Focus on Routes guide. 
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Scanned or Attached Files 
Whether the File Batch document was created through the Batch Upload 
Tool, or created manually, it ends up in someone’s Inbox. 

• Click  to review the File Batch document (optional) or  to 
open the Batch Viewer and process the images. 

 

Batch Viewer 
The Batch Viewer displays your scanned TIF images as well as any valid 
files that are attached to the File Batch document (see page 32).  It also 
connects to Microsoft Dynamics SL Accounts Payable Voucher and 
Adjustment Entry (on integrated sites).  

 
 

 

 

 

 

 
 

 

 

 

 

 

 

Current file 
displayed 
 

Current 
page in 
current 
scan 

View Options: 
Normal / Zoom/ 
Fit All / Fit Width 

Set 
configuration 
options; see 
page 38. 

Discard 
image 

Invoice 
Inquiry; see 
page 41. 
 

Route for 
inquiry; see 
page 42. 
 

Attach to Voucher; 
see page 45. 

First scan, Prior 
scan, Next scan, 
Last scan 

Route 
mode (see 
39) 
 

View data 
about the 
image 
 Attach 

image 
 

Attach to 
Pay 
Request; 
see page 
47. 
 Open 

Batch 
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Batch Viewer 
Menus 

File Menu 

 
Open Batch Select and open a batch.  Same as .  See 

page 40. 

Open Recent Open a recent Spitfire document to which an 
image was attached.  For example, if you used 
the Inquiry option or attached an image to a 
Pay Request, you could open the AP Scan or 
Pay Request document from the Open Recent 
option.  The Batch Viewer remembers up to 
eight recent documents.  The list is cleared 
when the Batch Viewer is closed. 

Create Pay Request Open the Attach to Document dialog box. 

Same as .  See page 47. 

Process AP Process the displayed image in Microsoft 
Dynamics SL AP Voucher and Adjustment 

Entry.  Same as .  See page 45. 

Process CN Process the displayed image in Microsoft 
Dynamics SL Contract Management Payment 

Request Entry.  Same as .   

Research Open the Invoice Inquiry dialog box.  Same as 

.  See page 41. 

Attach Same as .  See page 47. 

Discard 
Same as . 

Exit Close the Batch Viewer. 
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View Menu 

 
First, Prior, 
Next, Last 

Go to the first, prior, next or last image file in the 
batch. 

Pick from List Select an image file from the batch.  See the “Pick 
from List” section below. 

Thumbnails Show thumbnails of the previous and next two 
image files on the side of the Batch Viewer.  This 
option is a toggle.  See the “Thumbnails” section on 
the next page. 

Data 
Display information about the image.  Same as  

Pick From List 
When the image file that you want is neither the first, prior, next or last 
file, it could be tedious to find, especially if your batch has many files.  
The Pick from List option allows you to quickly find any image file in the 
batch. 

 

To find an image file from the batch: 

1. Select Pick from List… from the View menu on the Batch 
Viewer.  A Pick Image window will open. 

 

2. Click  on the lower right corner of the window then drag to 
expand the size of the window.  The bigger the window, the 
bigger the preview image will appear. 

3. If necessary, scroll down the list to find the image file you want. 
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4. When you click on the file Name, its image will appear on the 
right, for example: 

 

5. Click .  That image file will now appear on the main 
Batch Viewer window.  

 

Thumbnails 
When you choose to show thumbnails (from the View menu), a side 
panel on the Batch Viewer displays thumbnail pictures of the previous 
image and the next two images.  It also provides Inquiry/Note fields 
similar to those on the Route for Inquiry dialog box (shown on page 44).   

The top Inquiry field is meant for a short one-line note.  If you start to 
type a default note, the field will auto-complete.  For example, you can 
type just “po n” to get “PO not received”. 

The bottom note field allows you to type a longer, freeform note.  
Together, these fields will populate the Remarks field on a Spitfire 
document if you attach this image to a document. 

However, the Inquiry/Note fields will not store information in the Batch 
Viewer itself.  Once you move on to another image, the fields will clear.  
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Options Menu (Configuration) 

 
Auto Accept Route  Set the route mode to Auto Accept. 

 See page 39.    

 Set the route mode to Manual.   

Revert to Auto  If Auto Accept Route mode is selected 
(checked), and the user changes the 
route mode to manual for one document, 
this option will automatically revert the 
route mode to Auto Accept Route for the 
next image.  

 Does not automatically reset the mode to 
Auto Accept Route, once Manual route 
mode is selected.  

Configure… Open the Configuration dialog box for the 
Batch Viewer.  See next page. 
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Configuration  
The Configuration dialog box stores the Batch Viewer settings.  

 
 

Auto Accept 
Route 

 Set the document route mode to Auto Accept.  
This will default the Auto Accept Route choice 

on the Options menu   and the toolbar  

 Set the document route mode to Manual . 

Revert to Auto    Set the default Revert to Auto status on the 

Options menu to .  See previous page. 

   Turn off the Revert to Auto status. 

Show Thumbnails  Open a panel on the right edge of the viewer 
with thumbnails of the images. 

 Hide the thumbnail panel. 

Single Batch 
Mode 

 Limit the contents of the Batch Viewer to the 
files attached to the Spitfire document in your 
Inbox where you clicked the yellow processing 
arrow.  

 By default, load all of the images from all of 
the AP Scan documents in your Inbox.   

Note: Changes to this option require you to 
    close the Batch Viewer and reopen it.  

Show labels on 
image workflow 
buttons  

 Add label to some toolbar buttons. 

 Hide all label on toolbar buttons.  For 
example: 

      with label  and  

without label    
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Auto Accept vs. 
Manual Route 

Mode 

 
You can set and quickly change the route mode for Spitfire documents 
created during your Batch Viewer workflow.  The route mode determines 
how the Spitfire documents will start their routes.  In all cases, sfPMS will 
expect to use a predefined route (as established on the Manage 
Dashboard; see page 19). 

While Auto Accept Route mode is on, documents will start their routes 
with the Seq 2 routees defined on the automated route.  These 
documents will not be included in your Inbox. 

While Manual Route mode is on, documents will remain at Seq 1 and 
therefore appear on your Inbox until you manually send the document on 
to the next routee.  Also, the document will open when it is created 
during the workflow. 

The icon that appears on the toolbar tells you which mode is currently 
active. 

• To change the route mode, click the icon.  It is a toggle. 

• You can also open the drop-down menu and select the mode 
you want. 

Using the Batch 
Viewer 

 
To use the Batch Viewer: 

1. (optional) Use the  buttons or the View | Pick from 
List option (see page 35) to get to another image. 

2. (optional) Click   to check if the invoice is already in Spitfire 
or has an existing Voucher (see page 41). 

3. Left-mouse-click to enlarge a small section of the image. 

 
4. Review the scanned image to be processed.  

Note: If required, change the route mode by clicking  (to 

switch to Auto-Accept route mode) or  (to switch to Manual 
routing mode).  
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5. Decide which of the following options apply to your scanned 
image:  

New AP Invoice Click  and follow directions in 
the section “AP Invoice Processing 
Steps” on page 45. 

Existing Spitfire 
Document  

Be sure that the corresponding Spitfire 
document exists within the system 

then click the  button and follow 
the directions in the section “Spitfire 
Documents Processing Steps” on 
page 47. 

Pay Request Click the  button and 
follow the directions in the section 
“Spitfire Documents Processing 
Steps” on page 47. 

Route It (Inquiry) 
Click the  button and 
follow the directions to route the 
image on page 42. 

Duplicate 
Scanned Image Click  to discard the file from the 

Batch Viewer and from the Spitfire 
Catalog. 

6. (optional) Click  to display information about the image at 
the bottom of the Batch Viewer and bring the linked Microsoft 
Dynamics window to the foreground. 

7. (optional) If you want to open another batch (instead of going 
back to your Spitfire Inbox, finding another File Batch document 
and opening the Batch Viewer from there again), click  to 
open the Pick Batch dialog box: 

 

o Select your next batch and click . 
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8. When you have processed all your images, a confirmation box 

will appear. Click  then close the Batch Viewer.

 
Note: Once all the scanned images attached to the File Batch (or other) 
document in your Inbox are handled appropriately, the document will be 
automatically closed and removed from your Inbox (although you may 
have to refresh your page in order to see it removed.)  

Invoice Inquiry 
There may be times when you want to check if an image/invoice has 
already been processed or if a Voucher document already exists for a 
particular invoice.  The Invoice Inquiry dialog box allows you to search by 
Vendor and Invoice number. 

 
 

To use the Invoice Inquiry dialog box: 

1. Click .  The dialog box will open. 

2. Use the lookup or drop-down to select a Vendor. 

3. Enter the Invoice or Source number.  You can also enter a PO 
number. 

4. Click .  Any results found will be listed in the lower 
part of the dialog box, for example: 

 
5. (optional) If a Voucher is listed and you want to attach the 

current image to that Voucher, click the  button. 

6. Click  to close the Invoice Inquiry dialog box. 
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Inquiry (Route It 
Option) 

When you need to route a specific image in a batch to someone else, 
who will in turn route it back to you so you can complete processing, you 
can do so through the Inquiry option.  The Inquiry option first opens a 
Route for Inquiry dialog box.  Information you enter in this dialog box 
gets copied to a new File Batch document (which you can choose to, but 
need not, open).  The current image is removed from the batch and 
attached to the document. 

 

To route an image: 

1. Click .  The Route for Inquiry window (shown on 
page 44) will appear. 

2. Type in the appropriate fields (see the section that follows).  If 
necessary, you can also use the lookups.  Tab to get from one 
field to another. 
Notes: 

o Drop-downs offer previously used entries to auto-
complete your current fields.  

o The Route To and Vendor fields will first auto-populate 
with the most recently used names. 

o The Route To, Vendor, Invoice # and Inquiry/Note 
fields are required. 

o Type p in the Inquiry field to choose a default one-line 
note.  

3. (optional) To include a date, use the keyboard side arrow keys 
(← and →) to move among date, month and year and the 
up/down arrow keys (↑ and ↓) to change the numbers or choose 
a date from the drop-down calendar. 

4. (optional) If you want to look at the newly created AP Scan 
document that will be routed, click the Show inquiry document 
checkbox.  Tab until the checkbox is selected, then press the 
spacebar. 

5. Press  to create and route the new AP Scan 
document.  If you had chosen to open it, it will open.  In either 
case, the image will be removed from the batch.  

 

 

 

 

 

 

 

TIP 
Although you can use the 
mouse on it, the Route It 
dialog box was designed 
for quick entry by 
keyboard.  The Enter key 
finishes and closes the 
dialog box. 
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Inquiry Fields 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Route To 
(required) 

The Spitfire user who will receive this 
image attached to a new File Batch (or 
other) document.  You can type an 
Employee ID or full name, select a 
previously selected name from the drop-
down, or use the lookup.  This person 
must also be designated as the 
Responsible person on a predefined route 
(see page 17).  

Vendor 
(required) 

The Vendor associated with the image.  
You can type a Vendor ID or full name, 
select a previously selected name from 
the drop-down, or use the lookup.   

Description 
(recommended) 

A description for the new File Batch (or 
other) document.  A default description 
with the Vendor’s name appears once you 
enter a Vendor. 

Project 
(optional) 

The Spitfire project ID associated with this 
image. 

Invoice / Source # 
(required) 

The number for the invoice or other image.   

Invoice Date 
(optional) 

The date on the invoice or other image.  
By default, no date will appear.  To enter a 
date, use the arrow keys to change the 
month, day, year; or click the drop-down 
arrow to select a date from a calendar. 

Invoice Amount 
(optional) 

The amount on the invoice.  Type a 
number or use the spinners. 

Inquiry 
(required if Note is blank) 

A quick one-line note.  Four options are 
available for auto-completion if you type P.  
Either this field or the Note field must be 
filled out. 

Note 
(required if Inquiry is 
blank) 

A note of any length. Either this field or the 
Inquiry field must be filled out. 

Show inquiry document 
(optional) 

When checked, opens the newly created 
document that will be routed. 
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Route for Inquiry Window 
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AP Invoice 
Processing 

Steps 
Note: The AP Invoice Processing workflow requires sfPMS to be 
integrated with Microsoft Dynamics SL. 

1. Click  to open Microsoft Dynamics SL AP Voucher and 
Adjustment Entry.  
Note: If Microsoft Dynamics SL is not open, you will be prompted 
to log into it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Enter your AP Invoice in Microsoft Dynamics SL per your 
company's standard operating procedure and save your 
voucher. 
Note: If the VendorID was associated with a scanned image by 
using either a separator sheet with the Vendor ID, or a VendorID 
for the Folder, or during a route inquiry, the Vendor ID will auto 
populate the Vendor ID field in AP Voucher and Adjustment 
Entry.  

3. Click the Attach button to attach the scanned image in the Batch 
Viewer to the displayed AP Voucher.  
Note: The AP Voucher must be saved and have a Reference 
Number in order for the Attach button to be active.  
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4. Notice that a Spitfire AP Voucher document is created and 
routed according to your default predefined route (see page 19). 

5. Notice too that the Batch Viewer now has one less scanned file 
and is ready for you to process the next file.  

6. In Microsoft Dynamics SL, click Finish and select either 
Document or Batch per your normal AP Voucher protocols. 

7. Repeat steps 2 through 6 for each scanned AP Invoice file in the 
Batch Viewer. 
Note:  The Attach button in the Microsoft Dynamics SL AP 
Voucher and Adjustment Entry screen attaches the displayed 
scanned image to the AP Voucher, removes the Scanned Image 
from the Batch Viewer, and moves to the next scanned image. 
You may skip some scanned files to find the next scanned file to 
be entered in AP Voucher and Adjustment Entry.  

8. Close the Batch Viewer when finished. You may close the Batch 
Viewer even if you have not finished processing all the scanned 
images. The next time you click  , the Batch Viewer will open 
with the remaining scanned images.  

9. (If you routed the Spitfire AP Voucher document to others for 
approval) When that Spitfire AP Voucher document is returned to 
you, save the document then select Microsoft Dynamics SL 
from the Document Options menu to open the voucher in 
Microsoft Dynamics SL, where you can take appropriate action. 
For example, if approved, release the voucher for payments. 

 
 

 

 

 

 

TIP 
If you need to open one 
of the Spitfire documents 
created during the 
invoice processing 
workflow (for example, to 
add a note), use the 
Open Recent option on 
the Batch Viewer’s File 
menu.  (See page 34.) 
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Spitfire 
Document 

Processing 
Steps 

1. Click   or  to open the Spitfire Attach To 
Document dialog box. 

 
2. (optional) In Project, select a Project ID from the drop-down or 

lookup ( ).  

3. In Document Type, select a Doc type from the drop-down or 
lookup ( ).  

Note: If you clicked , the Document Type is Pay 
Request and you cannot change it.  

4. (If you clicked ) In Commitment, select a 
Commitment document from the drop-down or lookup ( ) for 
this Pay Request.  This is a required field for Pay Requests. 

5. (optional) Click the  button to create a new Spitfire 
document for the Project.  It will be of the Doc type entered 
above.  The scanned image will be automatically attached to this 
new document.  If you do not create a new document, you will 
need to select one. 

6. (if a new document was not created) In Doc# or Title, click  
to select an existing Spitfire document. 

o (optional) Click  to open the document so you can 
add notes and routing.   

o Click the  button to attach the scanned image 
to the selected document.  

7. Either click the  button to close the dialog box and 
remove the scanned image from the Batch Viewer 
-or- 

Click the  button to close the dialog box but leave the 
scanned image in the Batch Viewer so that you can attach it to 
additional documents.  
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8. Proceed through the images in the Batch Viewer until you have 
finished processing.   

9. Click  to close the Batch Viewer. Any scanned images that 
you have not processed will be available when you reopen the 
Batch Viewer.  
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Working with AP Vouchers/ Pay Request in sfPMS 
Access 

From Inbox 
If the routing mode during batch processing was Manual (see page 39), 
you may find an AP Voucher or Pay Request document in your Inbox. 

Note:  Spitfire document names can be customized; therefore AP 
Vouchers may have been renamed by your System Administrator. 

 
• Click  to open the document so that you can review it and 

route it to the next routee.  

From Catalog 
The Spitfire Catalog also provides access.  

 
 

• Search for documents of the desired Doc type (e.g., Vouchers). 
In the Search Results locate your voucher and click to open 
the document.  
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From Document 
List on Project 

Dashboard 
Documents (such as Vouchers) appear on the Project Dashboard’s 
document list. 

 
 

• Click  at the desired Doc type (e.g., Vouchers) to open the 
Vouchers list, then  to open the document. 

From Drill-Down  
The Voucher document can also be accessed from the drill-down in the 
Cost Analysis Detail (on the Project Dashboard) or a BFA spreadsheet: 

 
 

 
• Right-click to drill-down to the Transaction History window, and 

then click  to open the document. 
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Spitfire AP 
Voucher 

Document 
1. Click  to open the Voucher document: 

 
2. Notice that the scanned image of the vendor invoice is attached 

to the document.  Click the view icon (e.g., ) to view it.  

3. To link to the AP Voucher or SL Pay Request, save the 
document then click  to open the Document Options menu 
and select   Microsoft Dynamics SL.  

 
4. To edit the route on the Spitfire Voucher document, click on the 

Route Detail tab. 
 
Note: detailed information about routing can be found in the 
Focus on Routes guide. 

5. Click  to save your document and route it.  
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Access from 
Microsoft 

Dynamics SL  
Access to the scanned image is also available in Microsoft Dynamics SL. 

 

To access the scanned image from Microsoft Dynamics SL: 

1. In Accounts Payable, open Voucher and Adjustment Entry or 
Document Maintenance and locate your voucher.  
-or- 
In Contract Management, open Subcontractor Payment Request 
Entry screen and locate your voucher. 

2. Click the DocControl button to open the corresponding Spitfire 
document.  Note: your Spitfire Dashboard must be open before 
you click the button. 

3. Click  to view the scanned image.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Access to scanned images is also available from other Microsoft 
Dynamics SL screens.  Any screen with a Spitfire DocControl button can 
access a Spitfire document with a scanned image.  For example, the 
Vendor Maintenance screen has a DocControl button that links to the 
Vendor Doc type where Vendor Compliance information can be stored 
along with various scanned images of insurance certificates, etc.   

In addition, on the Documents tab of the Vendor Maintenance screen, 
you can select one of the Vendor’s documents and open the Microsoft 
Dynamics SL Document Transaction button to drill-down to the 
transaction. The Spitfire DocControl button is available there and links 
the appropriate Spitfire Voucher document with the scanned image.  
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