
 
serification is the process of checking and correcting recognized dataK 
vou can create rules to check data in certain data fieldsK oules are validated 
automaticallyK ff a field value does not meet the criteria of a ruleI this field is 
submitted to the operator for checkingK 
auring verificationI document and batch assembly is also checkedK 
 

 
aocuments are processed in four stagesW 
fmage importK fmages are uploaded either automatically or scanned on the 
pcan ptation Esee pcanning lperator’s janualFK 
oecognitionK At this stageI the data on document images are recognizedK qhis 
process is carried out automaticallyK 
serificationK At this stageI data are mainly processed by serification lperatorsK 
bxportK fmage and data export is initiated in accordance with the project settings 
or by the penior serification lperatorK 
 

 
At each stageI the documents to be processed are placed into a queueK At the 
verification stageI multiple queues can be formedI depending on the actions to 
be performed on the documentsW 
· aocument assembly check 
· aata verification Echecking recognized dataF 
· serification Ecorrecting rule errorsF 
· Batch integrity check 
· bxport confirmation 
· bxceptions Ethis queue consists of documents and pages with processing 

errorsF 

 
ff separate document assembly check or data verification queues are not 
selectedI these processes are carried out within the verification queueK 

aepending on their dutiesI the lperators are assigned with rolesK qhe aata 
serification lperator only has access to the data verification queueK qhe 
serification lperator has access to all queuesI except for export confirmation 

nueues and tasks 

aocument processing stages 

that is verification? 



and exceptions queuesK qhe penior serification lperator can access all 
queuesK 
 

 
Click ptart à mrograms à ABBvv clexiCapture V.M  ptationsà aata 
serification ptation or  ptart à mrograms à ABBvv clexiCapture V.M  
ptationsà serification ptationK 
 

 
then the application startsI you will be prompted to select the project for the 
verification to take place inK Choose a local project or a project on the serverK 
Click lpen from perver… to choose the Application perver the project is 
stored onK 
 

 
aocuments are processed within tasks that are created automaticallyK qo start 
workingI obtain a task from the selected queue by clicking K then 

processing is completeI put the task back by clicking K 
ff you need to put the task off for a whileI click  Emostpone qaskFK qasks that 
were postponed will be displayed in the lower part of the window and won’t be 
available to other operatorsK vou can process other tasks and then return to 
working with the postponed onesK qo stop working with a taskI click  ECancel 
qaskFK ff an unforeseen situation arises when you are working with a taskI you 
can add this task to the exceptions queue by clicking  Epend qask to 
bxceptionsFK qhe penior serification lperator can use this button to send a task 
to any of the queuesK 
rse the Task menu to send selected documents to the exceptions queue 
Epend aocuments to Exceptions…FI add documents to an existing exceptions 
queue EAdd aocuments to Exceptions…FI remove documents from an 
exceptions queue Eaelete aocuments from Exceptions…FI and view lists of 
exceptions Esiew iist of Exceptions…FK then you view the exceptionsI you 
can see the comments made when sending a task or a document to the 
exceptions queueK 
 

 
mages are assembled into documents automaticallyK Any assembly errors that 
occur can be easily corrected in page thumbnail view Eclick FK 

pelect a project 

janage tasks 

Check document assembly 

ptart the station 



Common assembly errorsW 

NK trong page orderK qo change the order of pagesI simply drag pages while 
holding down the left mouse buttonK vou can also split a document into 
separate pages and then put together a new document from these pages 
by using the pplit and Merge commands on the shortcutK 

OK kon-matching key field valuesK salues may not match because of form 
completion or recognition errorsK Correct any values that do not matchK ff 
the values do not match due to wrong page orderI correct the page order 
as described aboveK 

 
pome characters may be recognized incorrectlyK vou have to verify these 
characters and correct any errorsK qhis process is called data verificationK cields 
to be verified are specified by the AdministratorK 
aata are verified in two stepsW group verification and field verificationK ff there 
are no fields to be verified at one of these stepsI it will be skippedK 
fn group verificationI identically recognized characters are displayedK fn field 
verificationI individual field values are to be checked EiKeK suspect characters 
and format errorsFK Both group and field verification are done in a separate 
windowK 

 

serify the data 



 
oule errors are corrected in the document windowK qo open the document 
windowI double-click the documentK rse the  and  buttons on the main 
toolbar to go to the next or previous errorK 
 

 
fmages can be imported automatically or by the pcanning lperatorK ff requiredI 
the serification lperator and the penior serification lperator can also scan 
documents Ecileàpcan fmages…F or load images Ecileàioad fmages…FK 

 
aocument aefinitions are selected and applied automaticallyK ff requiredI the 
serification lperator or the penior serification lperator can select or apply a 
aocument aefinition via the oecognition menuK 

 

 
fmages are exported automatically in accordance with the settings in the 
aocument aefinitionK ff requiredI the penior serification lperator can export the 
data or images to the specified destination by clicking cileàExport ToK 

oecognize the documents 

Add images 

bxport the data or images 

Correct rule errors 



 
qo quickly execute operationsI use the following key combinationsW 

det task CtrlHd 
siew list of batches CtrlHB 
siew list of queues CtrlHn 
serify data cT 
Confirm bnter 
mostpone verification of an item CtrlHbnter 
mrevious verification item phiftHcQ 
kext verification item cQ 
ioad image from file CtrlHl 
pcan documents CtrlHh 
fmport images CtrlHf 
ioad images CtrlHi 
ptart recognition CtrlHo 
bxport CtrlHr 
eelp cN 
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