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This Focus Guide is designed for Spitfire Project Management
System users. In this guide you will learn how to view, upload,
and process batches of scanned TIF files.
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About Our Documentation

Guides

Focus on Batch Processing

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.

Our guides, which include an Overview Guide and various other guides,
focus on specific areas or tasks in sSfPMS. 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 sSfPMS allows you to
do. We suggest you read the Overview Guide first, followed by other
Focus Guides as needed.

To access the guides:
1. Loginto sfPMS.
2. Click Help at the top of the Spitfire Dashboard:

e o

Help Browser x|
Make a selection: =

Knowledge Base
KB About Home Dashboard
Tutorial for Home Dashboard

Icon Quick Reference
Overview Guide

Focus Guides

Document and Item Basics
Files and Catalog

Routing

a4 »
.

Alerts and Compliance

Batch Processing

BFA Workbook

Budgets and Period Distribution
Contacts

Doc Templates

Doc Types and Project Workflow
Forecast and Analysis

Manage Dashboard

SOV Billing

System Administration

» Refresh Guide List
, » White Papers

¥ Spitfire Online
* SpitfireManagement.com

* Rlanc

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

The guide will appear as a PDF file.

Spitfire Project Management System V4.5
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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:

Andrew Carothers | | Help ' Home

| Help Browser x|
Make a selection: o

* Knowledge Base
* KB About Home Dashboard
* Tutorial for Home Dashboard

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

White papers (also known as technical white papers and TWP) are
documents that delve into some of the more technical or specific aspects
of sSfPMS. White papers are accessed through the same Help menu:

Andrew Carothers | | Help Home

[Help Browser
Make a selection:

X

Knowledge Base
KB About Home Dashboard
* Tutorial for Home Dashboard

Icon Quick Reference

Overview Guide

Focus Guides

White Papers

ATC Scripts and Workflow

Bid Package - RFQ Processing

Change Order Management

Data and Equipment Projects

Designing User Roles

Hard Copies of SF Docs and Attachments
Pay Application Print Templates (PAPTS)
Quick Doc Type Reference

Rules and Rule Values

Setup for Spitfire’s Plan Room =
Spitfire Item Templates (for Via Excel)

Spitfire Reports

Spitfire's App for Android

Spitfire's Import Utility Tool

Using Billing Codes for SOV

Viewing Changes through sfChest

Working with Production Units

47 = »
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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 sSfPMS 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.

Spitfire Project Management System V4.5



Overview

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.

If Batch
Scanning

Focus on Batch Processing
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Spitfire’s Batch Scanning processing can use two tools that are outside
the Spitfire dashboards:

e Batch Upload Tool
e 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.

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).

s ¥ & Scanned Invoices

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:

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

e 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.
e Attach the image to an existing Spitfire document.

e Discard the image.

Spitfire Project Management System V4.5
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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.

7 ¥ 8 Scanned Invoices

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:

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

e 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.
e Attach the image to an existing Spitfire document.

e Discard the image.

Spitfire Project Management System V4.5
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Batch Scanning Requirements

To add full Batch Processing to sfPMS, your system must meet the
following requirements:

[ ]
If you are using Microsoft
Office 2010 or later, you
still need Microsoft Office
Document Imaging from
Office 2007. Contact
support for help.

Focus on Batch Processing

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.
Microsoft Office
[ Microsoft Office Excel 2007
> Microsoft Office Outlook 2007
[@ Microseft Office PowerPoint 2007
I:r_'_",_ Microsoft Office Publisher 2007
W Microseft Office Word 2007
. Microsoft Office Tools
Digital Certificate for VBA Projec
[8] Microsoft Clip Organizer
€4 Microsoft Office 2007 Language
8 Microsoft Office Diagnostics
@ Microsoft Office Decument Imar
@ Microsoft Office Document Scar
|L_'uﬂ Microsoft Office Picture Manage -

An easy way to verify that the workstation is ready,
0 Open Microsoft Office Document Imaging
0 Open the TIF file with ODI
0 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).

Spitfire Project Management System V4.5
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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. Inyour Web browser, enter the URL for your site followed by

/cabs/sfBatchLoad.msi, for example:

C' [ htipy/sfqa7.armonk.spitfiremanagement.com/sftraining/cabs/sfBatchLoad.msi

2. Download the file or click at the window that appears:
File Download - Security Warning XN

De you want to run or save this file?

A Mame: sfBatchLoad.msi
=
I"\'@ Type: Windows Installer Package, 985K

From: dellp4

Run l[ Save l[ Cancel ]

|--’““- While files from the Intemet can be useful, this file type can
\-ﬂ potertially ham your computer. F you do not trust the source, do not
= run or save this software. What s the risk?

3. Click at the next window that appears:

Internet Explorer - Secur

Do you want to run this software?

@ Name: Spitfire Software Tools
Publisher: Spitfire Management, LLC
More options

Run ][ Don't Run J

|."'1 While files fram the Internet can be useful, this file type can potentially harm
k. your computer. Only run software from publishers you trust, What's the risk?

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

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

Focus on Batch Processing
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1] spitfire Batch Upload Tool [

Welcome to the Spitfire Batch Upload Tool Setup
Wizard

The installer will guide you through the: steps required to install Spitfire Batch Upload Tool on your
computer.

WARMING: Thiz computer pragram is protected by copyright law and intermnational treaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in severe civil
or criminal penalties, and will be prosecuted to the maximum extent possible under the law.

4 Spitfire Batch Upload Tool

Select Installation Folder

The inztaller will install Spitfire Batch Upload T ool to the fallowing falder.

Tainstall in this folder, click “Nest™. To install to a different folder, enter it below or click “Browse".

Folder:

C:\Program Files [»86]\5 pitfire’S pitfire Batch Upload Toalk Browse...

Install Spitfire Batch Upload Tool for yourself, or for armyone who uses this computer:

@ Everyone

() Just me

4 Spitfire Batch Upload Tool

Confirm Installation

The inztaller iz ready ta install Spitfire Batch Upload Toal on your computer.

Click "Mext" to start the installation.

Page 12
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4 Spitfire Batch Upload Tool

Installing Spitfire Batch Upload Tool

Spitfire Batch Upload Tool iz being installed.

Flease wait...

——

Installation Complete

Spitfire Batch Upload Tool has been successfully installed.

Click "Cloze" to exit.

Flease use Windows Update to check for any critical updates to the MET Framework.

Cancel < Back

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. Inyour Web browser, enter the URL
www.spitfiremanagement.com/
StaplerTool_v2p1/publish.htm, for example:

"&£ Welcome to Tabbed Browsing - Internet Explorer provided by Del

| £ | www.spitfiremanagement.com/StaplerTool_v2pl/publish.htm

Focus on Batch Processing Spitfire Project Management System V4.5
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Spitfire Management

Spitfire Image Stapler.

Name: Spitfire Image Stapler
Version: 2.1.0.13
Publisher: Spitfire Management

The following prerequisites are required:

e .NET Framework 2.0 (x86)
« Windows Instaler 3.1

If these components are already installed, you can launch the application now.
Otherwise, click the button below to install the prerequisites and run the application.

Instal

2. cliek sl ]

3. Click at the window that appears:
e Downoed sy Vora SRR L)

Do you want to run or save this file?

@ Mame: setup.exe
Type: Application, 439KE

From: wuww.spitfiremanagement.com

Run ] ’ Save ] [ Cancel

i While files from the Intemet can be useful, this file type can
\ potentialy ham your computer. I you do not trust the source, do not
run or save this software. What s the risk?

4. Click at the next window that appears:
e e SecuyWanog DO U]

The publisher could not be verified. Are you sure you want to run this
software?

Mame: setup.exe
Publisher: Unknown Publisher

Run | [ Don'tRun

should only run software from publishers you trust. How can I decide what

|@ This file does not have a valid digital signature that verifies its publisher. You
software to run?

Focus on Batch Processing Spitfire Project Management System V4.5
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5. Click at the next window that appears:

T — S

Application Install - Security Waming

Fublisher cannot be verified. \:,J?y

Are you sure you want to install this application?

Mame: Spitfire Image Stapler
From: deploy.spitfiremanagement.com

Publisher:  Unknown Publisher

Install | [ Don'tInstal

While applications from the Internet can be useful, they can potentially harm your computer, If
you do not trust the source, de not install this software. More Information...

7|

<

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 i then click IE to

close the Image Stapler.

Focus on Batch Processing Spitfire Project Management System V4.5
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Setup of Predefined Routes

For AP Scans
Documents

TIP

Your File Batch Doc type
may have been renamed
to something like AP
Scans.

Focus on Batch Processing

Note: See the Focus on the Manage Dashboard guide for full
information on predefined routes.

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).

6

>

| Plan| ik IIIG.E!‘E‘ E; L'Iii'  Ad | GC003" 4

CS § [ X EeCUr > [] )

ROUTE LISTS

NAME: | DOC TYPE | 3

o Route Name ;

F Wi File Batch / AP Scans ;

DETAILS FOR SELECT@

e

STATUS: | v 2

>

n |Seq. No. |User/Role Description | Access Level |Default Status |Default Ng

F m 2 o Doc Entered By Collaborate Pending ;

f m 3 ‘% Chris Demo Collaborate  |CC'd ;

RE B Elizabeth Keyser-Rubble Collaborate  |Pending ;

>

>

¥

RULES FOR SELECTEE

>

CONTACT | 2 Csk

Lise

[l SHOw GLOBAL REFERENCE Clsy

[+] Doc Type Source Contact Project Priority Status

m f 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.

Spitfire Project Management System V4.
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For File
Inquiries (Route
Option)

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 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,
e Add the person to the Responsible field on the Rules section.
e Add the person as Seq. No. 2 on the Details section.

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

e Add any additional parties to the Details as needed.

[+] Route Name |Active;

A / §
DETAILS FOR SELECTED ROUTE >

STATUS: [ ~] 3
I+] Seq. No. |User/Role Description | Access Level |Default Status |Default Note |Due In (w/f Tr;

/2 B Elizabeth Keyser-Rubble View Pending X §
f m 3 Li. Doc Entered By View Pending x ;
2

b

b

>

RULES FOR SELECTED ROUTE g

3

CONTACT | ye) i SHOW RESPONSIBLE 3
[ SHOW DOC REFERENS

[ SHow GLOBAL REFERENCE []sSHow DIVISION 3

4

o Doc Type Source Contact Responsible Project Priority Status Sl.g

m f File Batch Elizabeth Keyser-Rubble Q g

Focus on Batch Processing
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If you want to create one shared predefined route for inquiries,

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

e 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.”

e 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.”

o Route Name Active g
A7 Batch File Inquiries v g
DETAILS FOR SELECTED ROUTE ;

STATUS: | ~] 2
o Seq. No. |User/Role Description |Access Level |Default Status |Default Mote |Due In |w/ Trang
F m 2 & Doc Responsible Contact View Pending b4 ;
j m 3 & Doc Entered By View Pending x §
2

MNote: Role alias 'Doc Responsible Contact’ will disqualify this route from automatic selection until the corresponding document fizlds are use§
3

RULES FOR SELECTED ROUTE ;

3

CONTACT | ye] ™ SHOW RESPONSIBLE 3
[l sHow DOC REFERENCE ;

L] SHOW GLOBAL REFERENCE L] sHow DIVISION 2

& Doc Type Source Contact Responsible Praject Priority Status Sub T;
m f File Batch Elizabeth Keyser-Rubble Q §
m f File Batch Jay Adams Q g
i/ File Batch Phil Sunderson Q %

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

Focus on Batch Processing Spitfire Project Management System V4.5
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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:
;} ‘ Route Name Active UseCount
A <
DETAILS FOR SELECTED ROUTE =
STATUS: | v
4] Seq. No. |User/Role Description [Access Level |Default Status |Default Note |Due In|w/ Transmittal |At Source Contact|No Repeats |[Emails From |Alerts
7 1|2  Project Manager Collaborate  |Pending X X 0 X X
F m 3 Y Project Assistant View Destination x K 0 K x
RULES FOR SELECTED RP =
- Do not check the Auto checkbox on your
CONTAL] - gz predefined route for Voucher documents.
[] SHOW GLOBAL REFERENCE O sm DIVISION
o Doc Type Source Contact Project Priority Status Sub Type Project Type Low High Auto Active
m F AP Vouchers 3 v
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:
3 Route Name Active UseCount
A/ v
DETAILS FOR SELECTED ROUTE =
STATUS: v
o [sen lusersmole  [oescrpuon [cers [2efut et foue (/L (s e e [ aens
ﬁ 2 ‘2‘ Project Manager |Project Manager | Collaborate Pending b 3 0 3¢ x
m 3 %i::::m :'sosji:f;nt Collaborate  |Pending b4 x o K b4
ﬁ 4 d Accounting Accounting Collaborate |Pending X b4 1] b4 X
RULES FOR SELECTED TV
Do not check the Auto checkbox on your
CONTACT ~ gi predefined route for Pay Request documents.
] SHOW GLOBAL REFERENCE []SHOW DIVISION
4] Doc Type Source Contact Project Priority Status Sub Type Project Type Low High Auto Active
m f Pay Request * v

Focus on Batch Processing
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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.

1 page

1 page
1 page
1 page

Page 20

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.

1 page

1 page

Separator
Sheet

!

Batch Scan

\ 4

ner

7-page

TIF/PDF file

~—

TIF file

TIF file

Batch Upload Tool

15 pages

2 pages

.

Batch Scanner

4

27-page TIF
file

Image Stapler

2-page 15-page

3-page

TIF file | 2Pade

TIF file

—

2-page
TIF file

1-page
file

in
Spitfire
Catalog

Spitfire AP Scan Document with attached files

1-page
1-page file
file in
in flil—gage Spitfire
Spitfire in Catalog
Catalog Spitfire
Catalog

file

in
Spitfire
Catalog

1-page

1-page
file

in
Spitfire
Catalog

5-page

2-page

file

i ;S—page

Spitfire .f"e

Catalog | M
Spitfire
Catalog

3-page
file

in
Spitfire
Catalog

file
in 2-page
Spitfi file
pitfire in
Catalo
g Spitfire
Catalog
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Separator Sheets

<< Spitfire Scan Separator >>

Vendor: Varies
Content: Invoice
Pages Per: one

Note: Vendor IDs that are a combination of Letters and
NMumbers need to include a # to separate Letters from
Numbers. For example. VTHOOL

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.

2
3.
4

o

10.

11.

12.

Create a new file in Microsoft Word.
Selectthe 0OCR A Extended font.
Type two lines, as shown in the example above.

Type << Spitfire Scan Separator >>asshown
in the example above.

Type two more lines, as shown in the example above.
Type Vendor : then the following:

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

0 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.

Type Content: Invoice.
Type Pages Per: then the following

o0 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.

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

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

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.

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.
. Snagltd Default Prograry

. Snaglt9 3
| Spitfire Help and Suppa

. Spitfire Management
= Spitfire Image Stapler
@) Spitfire Image Stapler online suppor
= spitfire Site Tool
©) Spitfire Site Tool online support
. Startup

2. Inthe 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 Open

= Image Stapler - Open Source ﬁ

% .« Spitfire » Temp » hd || Search

avorite Links Name Date modified Type
/ Insurance

(7=, SCAN9039 001 tif

¢ Documents

i Recently Changed
5 Recent Places
Ml Deskiop
/M Files on Computer
FE Pictures
FB' Music
FB Searches
J Public

Folders A

Fie name:  SCANSU39_001 » [ TIF mage File (~TIF) -

[ Open ] [ Cancel ]

The Image Stapler will open showing the first two pages in the
TIF file (as shown on the next page):
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i B | TargetPagesl | Help = Move Pages Pages Remaining / Source Pages: 80
Fezfa= o= 7=
S i e

P.0. Box 1000, Dept. 77 P01, Box 1000, Dept, 77

Memphis, TN 36148-0077 ) e N e

PSS INVOICE BT g | D_H Memphis, TH 38148-0077 INVOICE

T o ECD iy e 1901)382 4300
T SMIp TR = T g 1o Shig Ta:

TAG A ZRICAS NG 1AL AMERICAS INC »
MCCOUNTE PAVAGLE MGUUM. E  ATEBLE : THE AMBRICAS NG TG AMFRICAS WG

F O B0 SE16E 17T AASCH MO 3R ROMD ALCULNTS PRYARLE FHIL THIERALUF §13-593-5670
LALLM TX 75228 LZHANDMOH 45055 A 30X 50462 g .

DELLAS TY  Fa299

e Al i
] ] He e

L% Lires f".,u[ pﬂmt
rek LR
Tmosed PadT

A AT [ErES
~Cans 10egiael i b,

Tk e e e chtATed w0 i ez
ke o U e 1D YR TCICE DR,

|70 ECEzas

Saved 5:\Spitfire\SiftedFiles\2009-04-01 @14314391 tif

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.

Help ~ Move Pages Pages Remaining / Source Pages: 81

UM TG TEAc e

B4 FATTH = hEIN1Er] rirnench
an T e PO =2, THINIETIN

R QENS TOR,

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.

Configuration

Source  Folders I Destinationl Identificationl

MHame | Dac Type Wendor Pg Per Foute 1Up Active | CatalogPath
» Scans W aries 1 AUTO r W [“ScanshaP i,
SiftedFiles Seans Waries 9} AUTO r M |\Scans\aP Invai..
* r r

Cancel |
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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.

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

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

e 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.

| Spitfire
= Batch Upload Tool

J Spitfire Management

J Startup

J Steam

J Telltale Games

, TiVo Desktop

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 ﬁ, the Batch
Upload Tool will open.
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Source Tab
’i‘.onﬁguratfun
Source | Folders | Destination | Identfication
—Source Batches
Location I _I
Bk [-TiF I~ Copy Local
Default Pages Per Document (zero to require separator) Iﬂ
Car|
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 J 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 Enter or select O if you are using separator sheets

Pages Per (see page 21), 1 if scanning files with all 1-page

Document invoices, 2 if 2-page invoices, etc. (See also page 25.)

Folders Tab

Co nﬁguratl'c:n
Source  Folders IDestination' Identification |

Mame | Doc Type Vendor
3 1Page AP Scans Varies
- Tp AP Scans Varies

2Page AP Scans Varies
CitySupply AP Scans Varies

CatalogPath
“Scans'AP Invai...

“Scans AP Invei...

A= naE

The Folders tab provides the functionality that allows you to
e Upload files from multiple folders.

e 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.

1Up

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

Configuration

Source ] Folders Destination ] Identification ]

The Spitfire Site (servername/sitename) to which data should be uploaded

Data Service - HTTP:/  [dellpd/sfPMS

The Destination tab points to the location of your Spitfire software on
your IS 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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Configuraticn

Sourcel Foldersl Destination  dentification

Credentials used when connecting to Spitfire to upload.

User Name |Demo

Password | (will prompt if left blank)

OK | Cancel |

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.

Start Process

Configure

Focus on Batch Processing

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.

p— "“_"
—=, Batch Upload Tool - sfga’.armonk.spitfiremanagement.com/s... Elﬂlg
I L~ ————
File Help

o
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To process the scanned images:

e Click ﬂ

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:

"= Batch Upload Tool
File Help

»|

Scanned AP Doc
Files| 17

Spitfire Routing Documents

Processing complete!

To reconfigure the Batch Upload Tool:

e Click and change information on any of the tabs.

To leave the Batch Upload Tool:

e 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

Creating the
File Batch

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.

Focus on Batch Processing

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.

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:
[ = I I
@ Create Project
o

2. Select Create File Batch.
Create a New Document x
Make a selection:

* Create Bid
' Create Bid Package
' Create File Batch
' Create Invitation to Bid
S AITEIRE

The File Batch document window will open.

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.
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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.

e Click

7 to review the File Batch document (optional) or F2 to

open the Batch Viewer and process the images.

INBOX :;
Description DocNo |(Type & | Project Dug
s [¥ 8 Scanned Invoices o001 File Batch lug

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).

Attach to
Pay

Request;
see page

Open
Batch

47.

Attach

image

I

E Batch Viewer

View data
about the Route
image mode (see
39) First scan, Prior
scan, Next scan,
Last scan
ESNECE

ile  View Options HElp I

A CM Pay Req }{ & Inquiry J{ <2 i | i)

)

@ E- Page| 1-of 1)(File 2 of 8)

P.0. BOX 1799
DES MOINES, |
(515) 1883211

2326 BELL AVTUE

50308
(800} 40042377

BlLI. Arme Jonstuckfion
rg 80 Tndustry Drfve
Ermonk, WY 105[4

SHIP

\ -

| _IneiceDate | lpeoks Mamom

G/10f2008 Sl1lEafEea.l
r = — Fpoe No, |
FEMIT T !

Shy Supply Gom, 1 |

PO Biox 1799 .

a5 olnes, A 50002 1. _

__min_:isn NUMBER | CuSTOWER ORBER HUMBER | CUSTOMEHR JUS NUMBER 'NHs* T SALESMAN TemE A EnmTET T
500 potmizr | | Jaoas| (BOBE _ | & likreson| "
SALEE TICKET NUMBER EHIP wia DATESHIPPED ORDER IJ.GTE 4 FINANCE 8|
ADED PasT Du|
511860601 Gk TRUEK S/10/7005 \ 57372005 AHTY.
DESCRMAH . | o, | T EHIP. | um [ aor iy pRIGE NET AN | -
Attach to Voucher; Current
see page 45 Discard Set . Current file
pag - image page in :
g configuration current displayed
options; see scan
Route for page 38.
inquiry; see
page 42. Invoice
Inquiry; see View Options:
page 41. Normal / Zoom/

Focus on Batch Processing

Fit All / Fit Width
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File Menu

-
— -
—=, Batch Viewer

View Options  Help

Open Batch
Open Recent...

Create Pay Request
Process AP
Process CN
Research

Attach

Discard

Exit

Page 34

Open Batch

Select and open a batch. Same as E?. 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 ',ﬁ Pay Req . 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 ¥ CN

Research Open the Invoice Inquiry dialog box. Same as

N . See page 41.

Attach Same as $, . See page 47.

Discard Same as i | '

Exit Close the Batch Viewer.
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View Menu

File | View | Options Help

=X First

Prior
MNext
Last
Pick from List...

Thumbnails

Data

First, Prior, Go to the first, prior, next or last image file in the
Next, Last 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 . . . . i)
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.

[ o Pick Image

Flease select an image in this batch:

Name | # | Info |
Doc001 Scan Inquiry: John W ...
Doc002 Scan Inguiry: John W... P N
Docl3 3 Scanned AP Docs: ... Frevieww
Doc005 Scanned AP Doc: 7. révie
Doc006 Scanned AP Doc: 7/...
Doc007 Scanned AP Doc: 7/...
Docl05 Scanned AP Doc; 7/...
Doc010 Scanned AP Doc: 7/...
Doc011 Scanned AP Doc; 77...
Doc012 Scanned AP Doc: 7/...
Doc013 Scanned AP Doc; 7/...
DocO14 Scanned AP Doc: 7/...

No image selected

2. Click él‘ 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:

Please select an image in this batch

Name [ # [info | |
DocD01 1 Scan Inquiry: John W, 0
DocD02 2 Scan Inguiry: John W... I
DocD03 3 3 Scanned AP Docs;

DocD05 4 Scanned AP Doc: 7/.

DocDD6 5  Scanned AP Doc; 7/.

DocD07 6 Scanned AP Doc: 7/.

Doc003 7 Scarmed AF Doc: 7/.

Doc010 8  Scanned AP Doc; 7/.

Doc011 9 Scarmed AF Doc: 7/.

DocD12 10 Scanned AP Doc; 7/.

Doc13 11 Scanned AP Doc: 7/.

DocD14 12 Scanned AP Doc; 7/.

Docl15 13 Scanned AP Doc: 7/.

DocD16 14 Scanned AP Doc; 7/.

Docl17 15 Scanned AP Doc; 7/.

Doc11if 16 Routed Scan; 7/26/2.

Doc2.f 17 8 Scanned nvoices. ..

Doc31if 18 B Scanned Invoices;

Docd f 19 8 Scanned Invoices. ..

Doc51if 20 Routed Scan; 7/19/2.

Doc6 if 21 8 Scanned Invoices: ...

Doc7 1 22 8 Scanned Invoices;

Doc81if 23 8 Scanned Invoices: ...

0K Cancel éﬂ

5. Click 9% | 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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Batch Viewer

File View Options Help

|55 @ AP | @b PayReq | - Routelt |3 (1) & - 4 4 b M BB~ Page| 1=of 1] File 2 of 23

P Tech Data| [ cacBiFiteng s s |

FOGE 10F1

BRI _
OnREEtOn P— [crme Co

Ao
B Imduetey Drive a0 1ncusiry L 41 industry L
[Aamank, N7 10501 AITONE, NY 19501

Armiank. NY 10504

BET 20 nerg

W BETLInk: ASTFTO HCTHOUT PAICA AUTHISIZATEON  GALL GUSTCHIR SECHICE ROR MNA MVECR.

Doc002.scan; InvoiceMum=0123; vendor=V020; InvoiceAmount=0.00; cataloged 7/24,/2008

-

PO not received

You can type any
freeform note here |

Mezd image

Options Menu (Configuration)

'_-Ba‘tch Viewer
File Wiew Help
5 # AP | v Auto Accept Route
v Revert to Auto

Configure...

See page 39.

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

O Set the route mode to Manual.

next image.

Revert to Auto M 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

[0 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.

Spitfire Project Management System V4.5




Page 38

Configuration
The Configuration dialog box stores the Batch Viewer settings.

Cptions ]

¥ Auto Accept Route ¥ Revert to Auto
™ Show Thumbnails
[ Single Batch Mode

¥ Show labels on image workflow buttons

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

on the Options menu v and the toolbar

Set the document route mode to Manual .

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

O

Options menu to v . See previous page.

O

Turn off the Revert to Auto status.

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

O Hide the thumbnail panel.

Single Batch M Limit the contents of the Batch Viewer to the

Mode files attached to the Spitfire document in your
Inbox where you clicked the yellow processing
arrow.

O 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 M Add label to some toolbar buttons.
image workflow

buttons O Hide all label on toolbar buttons. For

example:

with label 0 Py Red g
without label &
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Auto Accept vs.
Manual Route
Mode

D~ 14 4 » pE

Auto Accept Route
% Manual Route

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.

e To change the route mode, click the icon. Itis a toggle.

e 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 4 4> M iputtons or the View | Pick from
List option (see page 35) to get to another image.

2. (optional) Click i 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.

E Batch Viewer

File View Options Help
[ @ AP | @b PayReq | Th Routelt Ju T | (D) @4 - 14 4 » bl B~ |Page] 1={of 1 Filel of

ﬁEﬁ'%%HWN ES,INC]

5302 Dalawars A
DaB Moines. L[4 50517-3827

4. Review the scanned image to be processed.
Note: If required, change the route mode by clicking L4 (to

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

ey A lsolss Click ¥ AP and follow directions in

the section “AP _Invoice Processing
Steps” on page 45.

Existing Spitfire Be sure that the corresponding Spitfire
Document document exists within the system

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

a7 (M Ve Click the & AR button and

follow the directions in the section
“Spitfire Documents Processing
Steps” on page 47.
Route It (Inquiry) Click the AR button and
follow the directions to route the
image on page 42.

Duplicate

. i | . .
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:

Flease select a batch of images:

Title | Source ¥ | Images | Due

Scanned AP Doc 1 7/25/2008 ||
7/25/2008 Cancel

Scanned AP Doc 7252008
Routed Scan 7/18/2008

[ ISR RSP P US| 1 PP S e o e e | 7 AMC N
4 | [T} 3

0 Select your next batch and click .

]
& Scanned Invoices & FA7/2008
1
1
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8. When you have processed all your images, a confirmation box
OK

will appear. Click then close the Batch Viewer.

Mo images

l k Mo images to route

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.)

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.

Identifiy the vendor and invoice number to find possibile references already on record:

V=l (Morthwind Engineering [REDT

Invoice [ Source #: |

Ready

To use the Invoice Inquiry dialog box:

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
art of the dialog box, for example:
Inveice Inquiry =]
|dentifiy the vendor and invoice number to find possibile references alrezdy on record
Vendor: [Ferguson Erterprses [FROT] =l
Inveice / Source #: [134868 Lzl

1Voucher | 0 Documerts | 0 images |

Batch Ref & Inv. & Inv. Date Amt Company Project PO & Rct #

I EDDDGRB 000341 | 134868 .. 6/1/2004 9876 |CCC GCo03 6/1/2004 | VO

<

Description Date Type

Open | Risd

(| ¥

| »

Done...

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

current image to that Voucher, click the i button.

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

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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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 = Inquiry | The Route for Inquiry window (shown on
page 44) will appear.

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.

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

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

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

(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 (1 and |) to change the numbers or choose
a date from the drop-down calendar.

(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.

Press L 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.
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Inquiry Fields

Route To The Spitfire user who will receive this

(required) 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 The Vendor associated with the image.

(required) You can type a Vendor ID or full name,
select a previously selected name from
the drop-down, or use the lookup.

Description A description for the new File Batch (or

(recommended) other) document. A default description
with the Vendor’s name appears once you
enter a Vendor.

Project The Spitfire project ID associated with this

(optional) image.

Invoice / Source # The number for the invoice or other image.

(required)

Invoice Date The date on the invoice or other image.

(optional) 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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Complete this dialog to separate this image from the current batch and route it
for additional information: I
Route To: |Hlizabeth Keyser-Rubble [RUBBLE] ~| ,©|
Regarding...
Vendor: [Northwind Engineering [REDT] ~ = |
Description: IScan Inquiry: Morthwind Engineering
Project: |GCDII3 ~| & |
Invoice / Source #: [1035
Date: [10727/2018° =1
Amount: | 210000
Inguiry/Meote: |PO not received
Please send by Wed.
V¥ Show inquiry document
oK | Cancel |
I
Click OK to create and route the inquiry [ =] File Batch-Inquiry - - _—— T S =]
L = - m
\ : Northwind Engineering
‘& DOCUMENT HEADER
Doc# |0002 INVOICE/SOURCE® [1095
PROJECT|GC-003 Northern Lights Office Bldg
DESCRIPTION |Scan Inquiry: Northwind Engineering
venpor|Northwind Engineering pa
STATUSIInquiry . L]
paTe [1027/2014 pue [10/28/2014 "
H Notes ‘ Details A
NOTES 7
s |Added By Remark
/ il |seconds agos  |Chris Demo
)
U Attachments Route Detail |
e Name Size |Mote Ind Seq Cataloged h
=g [T |poct - 1095 10BKE |Manuaty saches sc . < INati\re v] | 2 = |12/18/2008, i
% ek B fo \
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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 ¥ o 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.
Batch
Number: _QJ Status: = } Totat:
PertoPost:  |12.1999 Handling: Hold - Control: 0.00
Document .
Ref Mbr: _@Jl WendorID:  [yToiTY L'!Il Date: |8/10/2004 Eavl?e 3/18/2003
Type: [Voucher | City Supply Corp Inwoice Nbr. | +1186060.1 B
Voucher/adustment | Defaults| Overide | Manusl Check | stment
Tems: o1 _I 2/10 Net 30 PO Nbr: Discount Date:  |9/28/2003
Amount 573720 Status: [active =] PrePayhbe Due Date:  10/18/2003
Discount 124,74 Company ID: ‘ SF Demo Contoso, Litd, Pay Date:  |9/28/2003
Detail (F4 - for grid/fom view) -
] - B Fe Wew Options Help
(E=5eery WO o O | i elels| ofF & wlalyn s - AN CR
__ImoicoDate | Invoios Number |
l 2326 BELL AVENUE s5f10/2005 $1166068.1 |
P.O. BOX 1789 Ho.
DES MOINES, 1A 50306 REMIT TO:
{515) 288-3211 = (800) 400-2377 %ﬂmﬂﬂﬂ 1
ml_'v Das Moines, 1A 50506

Acme Construction

EI_L
TO 80 Industry Drive s.:lép
Armonk, NY 10504 |
NuMBER ORDER NUMBER 408 NUMBER | WHSE SALESMAN T
890 PO 000027 GC-003_ 1 BOBP proresif vl
BALES TICKET NUMBER SHIPVIA DATE SHIPPED ORDER DATE % FINANCE CHANGE
AL ) il e otumbboalOE - - e
S1186068.1 OUR TRUCK 5/10/2005 |5/9/2005 ANOUNTS.
DESCRIPTION b | arv.swe. | um | NETUMTRRICE HET AMGUNT
EL-0001 Electric Moter | 1| 1| ea|  1800.00|  1500.00 |
Flann1? Mraihila Mirei+ Braalars = L an 135 AN TR NN -

DocZscan; vendusCAN cotsloged 10/22/2008

Focus on Batch Processing

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.

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.

If you need to open one 6. In Microsoft Dynamics SL, click Finish and select either

of the Spitfire documents Document or Batch per your normal AP Voucher protocols.
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.)

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 finishqd 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.

=| AP Vouchers- [E=EE
AP VVoucher: Able Electric
DOCUMENT HEADER =HrA
‘o Alerts
Doc# 000964 Inv{ = Copy this Document

PROJECT |GC-005 o
DESCRIPTION |AP Voucher: Able Electric @ Able Electric

VENDOR |Able Electric 4’ view Changes
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Click % or & A R to open the Spitfire Attach To
Document dialog box.

Project:  [C0-008 = £l

Document Type: | J ﬂ
Commitment: | ﬂ ﬂ
Doc# or Title: | ﬁ@ﬂ

‘ ‘ | Cloze |

Ready...

(optional) In Project, select a Project ID from the drop-down or
lookup (#4).

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

Note: If you clicked B Pay Request
Request and you cannot change it.

, the Document Type is Pay

(If you clicked & AR ) In Commitment, select a

Commitment document from the drop-down or lookup ()?r.’) for
this Pay Request. This is a required field for Pay Requests.

(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.

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

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

o Click the ™| putton to attach the scanned image
to the selected document.

Either click the M 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 E] 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.

INBOX =|
% |Project

Due
10/26/2014,
10/27/20144
11/18/20144

Description
AP Voucher: Able Electric

DocNo |Type
000964 (AP Vouchers | GC-005
000941 (AP Vouchers (GC-003

Status | Company

Able Electric

j] AP Voucher: Ferguson Enterprises Ferguson Enterprises

. AP Voucher: Humongous Insurance 000894 |AP Vouchers |GC-003 Humongous Insurance

e 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.

M INCLUDE DOCUMENTS L1INCLUDE FILES
TYPE |AF' Vouchers El SUBTYPE l_i’
REFERENCE [ o] RESPONSIBLE | Je]
COMPANY [ el CONTACT | ye]
Doc # — SOURCE # |
DATE M[1026/2013 B =[10272014 E DUE Clf1or27r2014 = |1002772014

M| INCLUDE CLOSED STATUS ¥
Has aTTRIBUTE [ || HAS FILES |Either|~|
PROJECT ID [ Jo] MAX ITEMS [200
PER PAGE [a— TexT |

Search | M AUTO REFRESH
Project Name Source Contact Statusg

il m 10/26/20145 |AP Voucher: Able Electnic Fabrikam, Inc. Able Electric

: Able Electric City Hall Renovation Jason Sunderson

: Able Electrnic City Hall Renowvation Jason Sunderson

: Margie and Sons Weyerhauser Waferboard Plant Margie and Sons

e Search for documents of the desired Doc type (e.g., Vouchers).

In the Search Results locate your voucher and click | o 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.
GC-003 - Northern Lights Office Bldg Jun 1, 2007 - Jan 31, 2008 = i
DOCUMENTS L= AP VOUCHERS - 6 ﬂPEN. DOCUHENTS; 1 Dl_!E THIS WEEK =
Type 0| Doc No (Invoice # |Description Amount |Date Due Company Status | Priority
iAP Vouchers 61 . 000958 ABO1 for $140 $140.00|2/4/2010, Able Electric 1 Bl
» (Bid 1 i 000957 ABO1 for $1960 $1,960.00|2/4/2010, Able Electric 1 =)
I+ |Bid Package 3 i 000941 (134868 AP Voucher: Ferguson Enterprises | $9,876.00| 10/5/2014 (10/27 /2014 |Ferguson Enterprises |Open [_'

e Click ™ atthe desirgd Doc type (e.g., Vouchers) to open the
Vouchers list, then | 7 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:

COST ANALYSIS DETAIL 5

Account EAC u.co =Sum Com Cost =A+C Spent FAC Variance

_EQ RENTAL $5,125 $0 $5,125 g0 $1,550 30.24 % $5,125 %
_LABOR $169,000 50 $169,000 £0 $875 0.52 % $169,000 3
_MTRL PERM $253,500 $0 [=1-THL.1.1 $13,618 445,557 17.97 % $253,500 4
7 v $
=| Transaction History =REE X §

HISTORY $
Module |Type |Name Amount |Account £2,921
4/25/2004 $215.00|_MTRL PERM 3

6/1/2004 $9,876.00|_MTRL PERM

A B AO AP AQ AR AS ;
1| & Coppright So0 08 Spitfive Managoment, £25. A Sights Resorves, 5
2 DEMO Project Analysis g
3 Morthem Lights Office Bldg g
4 GC-003 2
5 |Totals as of: 10/27/2014 @ 2:27 PM 50.00 540.131.65 50.00 334,667 95 0.06
6 Filter: Show All 50.00 540.131.65 50.00 334,667 95 0.0%
>
2
Cost Codes Description Work Order | Actual Cost to | Waork Order Committed Waork Order ;
Open Date Closed Cost to Date Open Units %
7 >
9 00000 Project $0.00 $0.00 $0.00 $0.00 0.0¢
11 01000 General Conditions $0.00 $11,618.20 $0.00 $11,618.20 0.08
15 01700 Contract Clogseout $0.00 $215 00 $0.00 $0.00 0.0
17 (02000 Site Wark e85 12,693 70 $0.00 542500 0.06
25 02050 Demaolition % $0.00 36,180.00 $0.00 $0.00 0.06
gg' =| Transaction Histary ‘ " l =a=s X
HISTORY
Transaction Date |Module Type [Mame Amount |Account Cost Code
4/9/2004 £825.00|_EQ RENTAL 02000-
4/9/2004 £375.00|_EQ RENTAL  |02000-
4/9/2004 $350.00|_EQ RENTAL 02000-
$9,876.00|_MTRL PERM  |02000-

e Right-click to drill-down to the Transaction History window, and
then click E to open the document.

Focus on Batch Processing Spitfire Project Management System V4.5



Spitfire AP
Voucher
Document

Focus on Batch Processing

Page 51

1. Click li] to open the Voucher document:

f =| AP Vouchers- Open E@g1
AP Voucher: Able Electric
DOCUMENT HEADER =HEra
Doc# |000834 INVOICE® |
PROJECT|GC-003 Narthern Lights Office Bldg
DESCRIFTION [AP Voucher: Able Electric
VENDOR |Jason Sunderson 2 a
DATE|10.|’21’2014 DUE [11/18/2014 10:29
“ Amounts ‘ Coding A ;
L
VOUCHER AMOUNT 2925.00
DisTRIBUTED TOTAL $0.00
Wl
“ Attachments ‘ Route Detail W
-y S Name Size |Note Incl Seq Cataloged
= a || Invoice_1090 41KB |sub, pay r=q || Native A + |12/13/2006, U
= :::m;sf%ull for Electrical Work Mot Sent A& < |9/24/2014
Il
O Xrafs & Bo

Notice that the scanned image of the vendor invoice is attached
to the document. Click the view icon (e.g., ) to view it.

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.

: |

AP Voucher: Able Electric

DOCUMENT HEADER
Alerts

Doc#lOODQ&t Inv{ = Copy this Document

PROJECT|GC-005 G

DESCRIPTION |AP Voucher: Able Electric & Able Electric
=

VENDOR |AbIe Electric 4’ view Changes

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.

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.
~loix]
Actions
JdidEd XYy F + + 2 M| @& @

%]

Mumber: 0005eg !I Status: Fosted vl Total 9576.00
PertoPost [ 200 Handiing: Mo befion = Control 387600
~ Document
1
Ref Nbr: 000341 !I Wendor D: [rR Date: 67172004 pnveiee [5172004
Type oucher | Ferguson Enterprises Inveice Nbr—[134253 — 387600
VoucherAcustment | Dgfauls| Qe | Manual Check | eptAckene]
. . — - - |
Tems: i= St Janive 7] = AP Vouchers- Open (SRl
Amounk 3276.00 Compary ID: [ PO Re .
/AP Voucher: Ferguson Enterprises
Discount: 0.00/ Contoso Constuction Ihe. Pre DOCUMENT HEADER = Hf, A
r~ Detail [F4 - for grid#fom wiew]
Comparg|D | LineType | dccount | Proest | CostCode | Doc# (000941 Invorce#  |134868
rvoice 421 GCO0Z (02000 | PROJECT |GC-003 Marthern Lights Office Bldg
DESCRIPTION [AP Voucher- Ferguson Enterprises
venoor [Ferguson Enterprises -
DaTE[10/5/2014 Due [10/27/2014
I \
e |
[ Attachments Route Detail
= Name Size |Note |Ttem Incl Seq |Cataloged
= |g [T |mvoice 134868 2.0M8 | rergescn ([ [v] |[notsent [v] | a < [10/4/2006,
- Fergusan Ectarprives [ ] |[Notsent[v] | & < |1/24/2010
O ®raks lo
Powered
SATFIRE

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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=1oj x|

& g‘ﬂ|-@ﬁ

Class 1D [Reg

Ferguson Enterprises

Status [acive =

Wendor | Address Info| Defsubs| 1099 Info] Purchasing Info  Documents

-~ Gelect Company LastYoucher Date: ’W
& Speciic  Company ID: [cop Last Check Date ’”7
oAl Contosa Canstuction Inc et B [ s
Dectai Viewing Dtior: [Canent Pras Open 7] Future Balance: o
- Deetal (F4 for arid/form view]
‘ Tope HE’:I;;’\DE ‘ Company [0 ‘ Date Status ‘ 2:_;?;2:1 ‘ Dﬁﬂéil
Youcher 000341 CCC E/1/2004  |Active 9876.00
AL o
! % % Page 1 of 1 3 3y
[ [ CCC | DEMD [an1/2008
I [=] ]
~ Document
Ref b ] Status: m ‘Wendor Status: m
Type: [rocter =] Vendor R Batch Mo [oooss |
Date: Ferguson Enterprises Dac Total: ’W
Document Detais | Dveride | Menusl Check | Anpls Acjustmeni |
Company 1D: [Frr Contosa Canstruction Inc Tems:
InoiceNbr [134g6e  PeiodBnieed [pgoone  PayDale  [5/004 Dac Balance: | 98700
Invoice Dater [6/1/2004 PeiodtoPost [gionng | Diso Dater [y Diss. Balnes: | 000
PO Nbr: ,7 PeiodClosed: [~ DueDate
PrePayNbr [T [7 Ricleased [ Selested
~ Deekails [F4 - for giid/form view]
Compary D | Account | Project Cost Cade Subacet Invoice Gty ‘ UOM ﬂ
cco 4210 GCO03  02000- i} [
=] AP Vouchers- Open
AP Voucher: Ferguson Enterprises
A DOCUMENT HEADER
L ===
Doc# |000941 INVOICE# W
\ ] PrOJECT|GC-003 Narthern Lights Office Bldg
DESCRIPTION |AP Voucher: Ferguson Enterprises

Focus on Batch Processing

VENDGR|Ferguson Enterprises

DATE[10/5/2014 DuEe [10/27/2014

“ Amounts ‘ Coding

VOUCHER AMOUNT | 9876.00

$9,876.00

DiSTRIBUTED TOTAL.

“ Attachments ‘ Route Detail

=4 5 Name Size |Mote |Ttem Incl Seq Cataloged

=@ [T [tnvoice 134868 2.0MB. | rerguscr. ([ [Mot Sent A < |10/4/2006,
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