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1 INTRODUCTION

1.1 Background

The ScanMail solution is a complete mail automation and distribution system using your
company's existing email system. Incoming mail is scanned and distributed via email using
Microsoft Outlook or Lotus Notes. The end result is a system that delivers incoming mail that
increases mailroom productivity, saves time, and is easy to use. Features include:

1.2 Features at a Glance
e Scan mail using Kofax Ascent Capture 5
* No Manual indexing required
*  Send Email via Microsoft Outlook or Lotus Notes
» Barcode printer included with package

» Send Email as PDF or TIFF document attachments without purchasing Adobe Exchange
software.

* Send Email as links to a shared filesystem

* Send Email as links to IBM Content Manager OnDemand

2 WHAT'S INCLUDED

The ScanMail solution is a three-part system of interlocking pieces. Each piece is designed to
seamlessly integrate into your existing email environment.

2.1 Barcode Label Printer

ScanMail comes with a specially configured barcode label printer that attaches to any PC using a
USB or serial port connection. This PC does not have to have the scanner attached. This means
that mail can be labeled in one area and then scanned in another location.

2.2 Outlook and Lotus Notes Integration Software

ScanMail integrates with your existing email system. The software that comes with the package
can read the Contacts database of Outlook or Notes. Alternatively, you can use any ODBC
compliant database that contains valid emai addresses.

2.3 ScanMail Scanning Module for Kofax

ScanMail is scanned using the industry-leading Kofax Ascent Capture 5 software. Kofax
supports the latest scanners from Fuijitsu, Bell & Howell, Kodak, Panasonic, HP and many others.
You might already even have one of these scanners.

After installing Kofax Ascent Capture 5, you just install the ScanMail Release Module and
ScanMail configuration programs.
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You're now ready to scan email and safely distribute the mail to any recipient using Outlook or
Notes.

2.4 IBM Content Manager OnDemand Option

ScanMail has a built-in option that stores the scanned documents in IBM's Content Manager
OnDemand system. By invoking this option, the mail is stored in an IBM archive and the email
contains a link to this archive. The recipient clicks on the link and after logging into OnDemand
the email is displayed.

This option has the added benefit of highly-secure, centralized document storage without
clogging the email system with file attachments.

In order to use this option, you must also install the OnDemand Web Enablement Kit. For more
information and pricing, please contact Image Architects or your IBM Business Partner.

3 USING SCANMAIL

3.1.1 Open the mail

The process begins with opening the mail. The mail does not have to be sorted or in any way
seperated. Just remove paperclips and staples as you normally would for any scanning or
photocopying operation

3.1.2 Print barcodes for the recipients

ScanMail links to your Outlook or Notes database so you can display a list of recipients. Just
click on each one that has mail and Add it to the Print List.

If a recipient has more than one piece of mail just add them a second time. The labels will print in
the order of the Print List so you just keep the same order.

If your list of Recipients is very long, you can enter the first few characters of their name and that
name will be displayed.

. 1A Barcode Printer

File Tool: Help

Selectable Names Print Labels for:
Eind [Rizkala

Accaring, Robert
Bailey, Linchy
el i Liaboe, Philip 5.
Mewell. Joseph
< Bemaove ]
< Remowve All 1
Ferilla, Mick.
Fersan, James E,

2l
Fhillips, Andrea
Fogue, Bill ...j Frint Labels
Cluijano, Zeke

Cluigley, Dawve
E =it ’
=

MNoonan, Bemie
Martan, Cheryl
Olcifield, Dawid
Oliver, Fussel
Orchard, Walter
Farker, Adam

Richardson, Crai
Fizkalla, karan
Rodrigquez, John

141 Cortacts  |C:\BarcodsGentcontacts. mdb
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3.1.3 Place barcodes anywhere on the mail

After printing the barcodes, just place the barcode anywhere on the first page of the mail. It can
be on the top, bottom, or middle of the page. You can also place them vertcally or horizontally on
the page.
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Noverber 1, 2001

To Natly Blan
Image Architects
333 West Rector Streat
Denver, Co 45477

Chis Welsz

From:  Greg Shepard . s
Grand Communicatons !
132E, Grang Streel  Lha

Rw York, NY 10022

The dagrams that appea: n e second hall of e
g et back o

0 al facets of your
I us know your

Sincerely-

Your fends at Grand Cammunications.

e |

3.1.4 Scan the mail

Collect all the barcoded mail and place it in the scanner. You just have to run the Kofax Scan
module and select the ScanMail batch class. ScanMail then does the rest

Just make sure the Kofax Release Module is running. This is explained in more detail in the
Kofax Installation manual.
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4 READING YOUR MAIL

4.1 Outlook or Notes Mail with Attachments

If you have sent mail as attachments you will see a screen very much like the one below.

B Incoming document from the mailroom - Meszage [HTHL]

JEiIe Edit Wiew Insert Format Tools Actions Help

|izisend | I & | 4 =@ 0| ¢ 3| | Jontons.. [ B 2

To... | Iaghilligs@imagearch.cnm
ce. ||

Subject: IIncu:nrning docurment From the mailroonm

Please double click the attachment to view your mail.
Bl
000001 &1 ki

4.2 Mail using IBM OnDemand

If you have sent mail as a link to OnDeman you will see a screen very much like the one below.

™ Incoming document from the mailroom - Meszage [HTHL] M=l

JEiIe Edit View Insert Format Tools Actions Help

|sed BG4 2@ 0! 4| ¥ cjomens. | @ Z[ABU 2

To... | Iaghilligs@imagearch.cnm

[

Subject: IIncoming document From the mailroom
I~

"t [—
Please double-click the OnDermand link to view your mail.

http: Meeeni imagearch. comdmailigetmail asp *docUID=8373782912

| <
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After clicking the link you will be asked to login to OnDemand Your screen may look something like the
following.

3 Image Architects SafeMail - Microsoft Internet Explorer

J Fil=  Edit Wiew Fawortes Toolz  Help ‘

«,*,®ﬁ‘@@®‘%v ?

Blachk Earirand Stop Refresh Home Search Favorites Higtaory

[ﬁﬁ_ Image Architects
SafeMail

|@ I_ ’_ @ Local intranet s
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After completeting the login, your mail will be retrieved and displayed.

E] 00000163.4f - Imaging Hi=] E3

File Edit Wiew Page Zoom Annotation Help

=n|=e &8 ol @ == &lall] 585

N E " v

e Yo, Y 1 S827
ok TH6-TM
Fam 2921 157390

IMAGE
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Bovepmber 1, 2001

Tanne Bakes Fhilips, Andrea
Darwar Tracking Company I

333 Wesl Reclor Street

Denver, Co 45477

From.  Greg Shepard
Crard Communications
132 E. Geand Strant
Mo Ve, NY 10022

Tex

Enclosed are e nequested documents §or your reversr, The disgrass ihal appear i the secasa hat of the §
firsi nagter ane samples. and can be customized 1o your specificalions. Please revew thish ind gel back '
us @5 500N as posskle. Wie are heme b0 answer your questans 24 hiues a day, and we appRatiele your
busingss 0 ihese Imutied tives

Tha mestings in January ane scheduled b go on a planned. so please keep your calendar oper 80 you
mary afiend and enjoy Fae benedis of being o member. Altending e conterence will be manufaciurers and
distrititors alin, 50 8 Gzt of your business wal be covered. Pleass tase a moment 1o ook thess
At e BT 1ot us know yout thoughts sed plans for tha future

Sy

s Tiends & Srand Communcaions

ok

For Help, press F1 |27.50%  |Pagelof1
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