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1. Introduction 

 

This Step by Step Guide starts off by providing a brief overview of the recognition techniques used by 
FormStorm for capturing required data from invoices and other related documents.  The latter part of the 
guide provides a guided walkthrough to working with FormStorm 

2. Recognition Techniques 

 

FormStorm uses three types of techniques to process structured and un-structured documents: 

1. Template Matching - Template based matching and recognition  

2. AutoForm -  Automatic template creation and management 

3. General Invoice -  Full page OCR and context based search 

 

2.1. Template Matching 

With this method, a blank form called a template is uploaded into FormStorm during the Setup process.  
On the template, areas called regions are marked to specify where the data is expected to be found.  Each 
region is associated with a field. 

During the run time, FormStorm will compare each image being processed with the set of templates that 
were provided during the Setup.  Once FormStorm matches the image to a template it is then able to 
determine which form and page is being processed and where the field data is located. 

 

Example of a template in Setup with regions marked: 

 

Regions 
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2.2. AutoForm 

This is a unique method of creating templates ‘on the fly’.  With this method, no templates are defined 
during the Setup, only the fields that are to be captured are defined.  In the Setup, the AutoForm is 
activated. 

 

 

During run time, when a document is processed, FormStorm will learn the image and create a template 
for this document. 

 

 

 

 
  

Templates created 

automatically by FormStorm 

during OCR process 
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In the Setup, templates have been created automatically.  No regions exist yet. 

 

 

Note: with AutoForm, the template created is not a blank form/invoice but a real live invoice with data. 
The objective of AutoForm is to do away with the need to manually setup blank templates prior to 
document processing. 

 

During the Verify, initially the fields will be shown as empty since no OCR has been performed yet. 

 

The Verifier will highlight or click on the area where the data resides.  From this process FormStorm will 
perform OCR to capture the data as well as learn the position of the data and create regions for the 
template it created during the OCR process. 

Templates created 

during OCR process 

Fields are 

empty 
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  The process of clicking on the image to capture the data is called OCR-on-Cliq.  

 
 

The Verifier can progress and capture all fields in this manner. 

 
 

  

Click on text or drag 

mouse around area 

Data is captured by 

OCR and shown in 

the field 

 

For each field 

select the 

appropriate area 

on the image to 

capture the data 
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For each field regions will be created in the Setup automatically. 

 

 

From here onwards, whenever an invoice similar to this one is processed, it will be matched to the 
template and processed based on Template Matching i.e. the AutoForm mechanism is only applied to 
documents which have not been encountered before and thus there is no template for them.  

  AutoForm means that FormStorm continually strives to have an updated set of templates and process 
based on template matching since this is the most accurate mechanism for data capture. 

  

Regions created 

for each field 
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2.3. General Invoice 

In a similar fashion to the AutoForm method, with this method, no templates are defined during the Setup, 
only the fields that are to be captured are defined.  However, with this method, no templates are created 
at all.  Instead FormStorm looks for appropriate field titles to find the field data. 

When using General Invoice, a general-purpose template is created in the Setup, however this template, 
called ‘General’, is a blank image and is only used to link regions to the fields.  The template itself does 
not get used during processing and is a system only, internal template 

  

  

 

When a document is processed, FormStorm will look for the data by analyzing the document and search 
for appropriate titles e.g. Invoice Number, Invoice No, Inv #, etc. 

 

Despite having no template, during the OCR process, FormStorm can find some of the data using the titles 
on the image 

 

Blank template 

used by the 

General invoice 

mechanism 

 

Data extracted by the 

General invoice 

mechanism 
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During the Verify process, the data that was recognized by the OCR will be displayed.  Fields that were not 
picked up will need to be keyed in. 

 

 

If only General Invoices is used (without AutoForm) no templates are created. 
 

2.4. Using All Capabilities 

It is possible to use all capabilities simultaneously.  Documents will be processed in the following manner: 

First, FormStorm will try and match the document to existing templates.  If a match is found, the document 
will be processed using the Template Matching capabilities.  If no template is found, FormStorm will use 
the AutoForm to create a template but at this stage without the regions.  The next step will be for General 
Invoice capabilities to find whatever it can using field labels.  For any fields found, data will be extracted 
using OCR and regions will be created. 

During the Verify, if a template was created using AutoForm, the Verifier will highlight any regions that 
were not found automatically by the General Invoice.  At the end of this process FormStorm will have a 
template for the document so that from this point on, the Template Matching process will be used for 
documents of this type.   

 

The main concept is to work as much as possible with Template Matching while having FormStorm take 
care automatically of template management and creation of new templates. 

  

Data extracted by the 

General Invoice 

mechanism 

 

Some fields cannot be found by the General 

Invoice mechanism, in this case because on the 

image, there is no field title for this field 
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3. Invoice Processing Demo Guide 

 

 Startup FormStorm 

 Enter Username (admin), Password (admin51) and press the Tools icon  

Note:  If the mode ticked is ‘Simplified Mode’ click on the ‘Expert Mode’ option 

 Select ‘Create New System’ from the drop-down list 

 

 

 In ‘System Name’ field enter the name you wish to call the system  
    (in this case the system is called Demo for Invoices)  

 In ‘System Template’ field select ‘Invoices – United States’ 

Note:  make sure not to confuse with ‘Invoice Header – United States’ 

  

This system is a ready-

made system designed 

to process invoices 

(including Line Items) 

from United States 
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FormStorm can support invoices from many countries and can be customized per country.   

When creating the system, you can select which fields you wish to capture both for the invoice header 
and for invoice line items.  You can change this selection at any time later by adding deleting or changing 
field definitions. 

The 2 bottom checkboxes activate the AutoForm capabilities i.e. create templates dynamically and the 
General Invoice capabilities i.e. search and find field titles. 

 

   
 

 

 Click the ‘Create and Login’ button.   
  

Activate AutoForm 

Activate General invoice 

Select the fields to 

include in the system 
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Once logged in make sure you are on the ‘Setup’ tab at the bottom 

  

 

The Setup opens with the ‘Quick Setup’ tab showing.  This is a summary tab with the most common 
options.  The other tabs include many more setup options. 

Note: on the tree structure on left hand side, there is only 1 template which is the General Template.   

 

The General Template is an internal system template used by General Invoice.  Click on Template ‘General’ 
and you will see it is just a blank image with regions located on it.   

 

The General template is created automatically by FormStorm and used by it for its own General Invoice 
processing.  Note that there are no actual invoice templates at this stage.   FormStorm will create 
templates dynamically as we process invoices. 

 

The system is created by 

FormStorm 

System Properties 

tabs 

General Template 
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 Click the ‘Queues’ tab at the bottom.   

 

 

This is the system administrator console where the administrator can view and control the workload.  
There are no batches currently waiting for processing as this is a new system 

 Click the ‘Capture’ tab located at the bottom of the screen.   

 

This is the Capture station.  It is from here that images are loaded into FormStorm 
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There are 3 options available for capture purposes: 

1. Scanner – scan images into FormStorm 

2. Files – Select existing images  

3. Folder - get FormStorm to continuously accesses a folder location and automatically import images 
that are placed in that folder  

 Click the ‘Options’ button  next to the Folder field.  The Folder Options appear 

 

 

These are the different options available to customize how the Folder option will operate.  This provides 
control over how this mechanism will work.  These options are not covered in detail in this guide. 

 Click the ‘Cancel’ button 

In this example we will be using the Files option 

  In the Define Source section select the ‘Files’ option  
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 Click ‘Add Pages’ and select the file ‘Sample Invoices.tif’.  The images are loaded into FormStorm 
Capture station 

 

You can use the left and right arrows on the top toolbar to scroll the images back and forth. 

In this case, there are 7 invoices all grouped together into one job.  Pages 4 and 5 are invoices of the same 
type i.e. from the same vendor.  The purpose of including pages 4 and 5 is to show how FormStorm learns 
dynamically and uses the information learnt on page 4 to immediately apply when processing page 5.   
Pages 6 and 7 is a two-page invoice.  These pages will be used to show how FormStorm deals with multi-
page invoices 

 

 Click the ‘Queue Job’    button.  

 Click the ‘OK’ button 

 

This sends the images as one batch to the Queues, this batch is called a Job.   
 

  

There are 7 

images in this Job 
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 Click ‘Queues’ tab at the bottom of the screen.  The Job sent to Queues is reflected here.  Note the Job 
state is ‘Waiting for OCR’ 

  
 

 Click the ‘OCR’ tab at the bottom of the screen  

This is the Processing station.  It is here that images are processed i.e. matched to templates, data 
extracted using OCR etc. 

 

The ‘Next Job’ button is used to manually call up the next job from the Queue for OCR.  The ‘Scan Queue’ 
tick box turns on Automatic OCR processing which makes FormStorm pull jobs from the Queue and OCR 
them automatically without manual intervention 

 

Note: The Specific Job  button allows the verifier to choose from the list of Jobs available for 
Verification. 

  

There is currently 

only one Job in the 

Queues 
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 Click the ‘Next Job’ button.   

  

 

Normally you do not need to manually attend the OCR station and click ‘Next job’.  By clicking the ‘Scan 
Queue’ tick box, FormStorm will process jobs automatically as they get sent to the queue. 

 Once the OCR process is finished, scroll back up to the top of the OCR log 

 FormStorm processes the first page, it tries to match it to a template but because there are no templates 
it starts the General Invoice module and finds data without using a template. This is signified in the log by 
the message ‘matched to template General (100)’. 
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Once General Invoice has finished processing FormStorm creates a template 
 (template created, page:1) 

 
 

This same process occurs for page 2, 3 and 4.  

 

When page 5 is processed, FormStorm does not create a template because page 5 is the same type as 
page 4 so it uses the template defined in page 4 
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 Click the ‘Queues’ tab at the bottom.  The Job state is now in state of ‘Waiting for Verify’ 

 
 

 Click the ‘Verify’ tab at the bottom 

 

This is the Verifier console.  It is within here that the Verifier will review and complete and missing data. 

 

When setting up a system it is possible to define per each field when it should be displayed to the Verifier 
e.g. only display a field if it is ‘Not Empty’, ‘Not Legal’ and so on.  Example of a field defined to be displayed 
only if the data within the field is Not Legal e.g. unrecognized characters, alpha characters within numeric 
only fields etc. 
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In this demo, we want to see all the fields no matter what condition they were defined with in the Setup.  
To do this, we will use the ‘Show All Fields’ option.  The Show All Fields is selected to define that all fields 
should be displayed in this Verify session no matter how they have been defined in the Setup.   

 

 Click ‘View’ menu and select ‘Show All Fields’.   

 

By selecting ‘Show All Fields’ from the View menu we ensure that during this session, all fields are 
displayed in the Verify station no matter how they were defined in the Setup.  Selecting ‘Show All Fields’ 
only applies until the user logs off so if it is required next time FormStorm is used, it needs to be selected 
again.   
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Note:  if the requirement is for all fields to be displayed always then in the Setup each field should be 
defined as: ‘Display Field to Verifier if: Always’   

 

 

 In the Verify Station, click the ‘Next Job’ button.   

  
 

The Document Reorder screen is displayed. 

While the documents were processed in the OCR station, FormStorm automatically detected that page 6 
and 7 belong to the same invoice.  Hence, they are both displayed in shared white background. 
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Note:  if the images appear larger and go over more than one line you can use the zoom buttons    
to resize the images 

The Document Reorder screen is optional and can be switched off in the Setup so that it does not appear 
during Verify.   

The Document Reorder screen can be used to re-order images, link pages to create multi-page documents 
or unlink them.  It also allows for the deletion of images. 

 

 Click the ‘OK’ button.  The first image is displayed 

 

The first image is displayed on the left-hand side of the screen and the fields with the data captured are 
on the right-hand side.  It is possible to define where the image will be displayed (i.e. left, right, top or 
bottom).  This is done in the Setup. 

 

The first field ‘Vendor Name’ is not recognized automatically because there is no field title on the image 
for this field so FormStorm cannot find it using General Invoice capabilities. 

 Drag the mouse around the name ‘Adex U.S.A. L.C.   
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You can either drag the mouse around the text you want captured or just click on one of the words. 
Dragging the mouse will capture exactly the words in the region marked.  When clicking a word, 
FormStorm will attempt to OCR the right text but where there are multiple words to capture it might not 
capture all the text required. 

The content of this field is automatically captured by the OCR.  The cursor moves immediately to the next 
field (Invoice Number in this case) 

  

 

Apart from capturing the data using OCR, FormStorm also creates a region on the template and updates 
the template in the Setup.  All this is happening in the background without the user being aware of it. 

 

The Invoice Number field is defined in the Setup to show the image of the invoice number under the field 
itself (This small image is called a Snippet).  There is also a small green arrow at the top left-hand side of 
the image which allows the Verifier to specify if the small image should be displayed below or above the 
field. 

Snippet below field     Snippet above field 

  

 

 Press Enter and FormStorm will move to the next field each time.  Notice how FormStorm has managed 
to populate the rest of the fields.   

 Keep pressing ‘Enter’ or press ‘PgDn’ once to get to Page 2 

Press Page Down (PgDn button) if you wish to scroll many fields at once.  FormStorm continues until the 
next page or will stop on the next field which has a problem.   

Once you get to the last field and press Enter, FormStorm moves to the next page. 
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Note:  if there are any outstanding issues with the invoice e.g. unrecognized characters, unbalanced invoice 
etc. FormStorm will not allow the Verifier to continue until the issue is resolved.  

 

On page 2, Vendor Name is also not recognized for the same reason explained above. 

 Try to press ENTER without having a value in the Vendor Name field.  An error message is displayed 

 

 

 Once again drag the mouse around the vendor name to capture it.   

 

The Vendor Name is updated in the field 

 Press Enter and FormStorm will move to the next field each time.   

If FormStorm has not managed to OCR a character properly it will stop on that character and wait for you to 
correct the data 

In such a case, correct the characters as needed and press ENTER when the field data is correct to jump 
to the next field 
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 Keep pressing ‘Enter’ or press ‘PgDn’.  FormStorm will stop on the next problematic field. In this case 
there is an unrecognized digit in the Invoice Amount field. 

 

 

 Correct the amount and press Enter to move to the next page. 

 

On the next page, the Vendor Name is once again not recognized, again for the same reason explained 
above 

 Drag the mouse around the word WOODLAND.  The field is populated with the vendor name  

 

If the name is not captured correctly due to OCR failure, as in this case, press the Up arrow on the keyboard 
to go back to the Vendor Name field and correct it manually 
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 Press ‘Enter’ to keep moving through the fields (or press Page Down to move through multiple fields 
which are all good).  Press ‘Enter or ‘PgDn’ until an error is reached 

The next field which was not properly captured by FormStorm is the Invoice Date field, hence it is blank 

  

 

 Click on the date on the image to capture the data 

  

The date appears in the field and the cursor jumps to the next field, ‘PO Number’. 

 Press ‘Enter’ again and again to and keep moving through the fields (or press Page Down on the 
keyboard) 
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The next problematic field is the Description field.  In this case there is an unrecognized character as 
denoted by the ‘*’ character in the field.  However, note that there is another issue in the FormStorm has 
incorrectly captured the PRODUCT column as the Description. 

 

 

 To fix this click on the first Description field on the image 

  

 

FormStorm updates all the Description fields according to the new column selected 

Click anywhere 

on this line 
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 The next field, the QTY field in the first line was also not captured by FormStorm, fix this value by typing 
it in manually and press Enter to continue 

 Press ‘Enter’ again and again to and keep moving through the fields (or press Page Down on the 
keyboard) 

When you get to Invoice Amount FormStorm will stop.  If you try to continue without supplying the field 
value, you will get an error message next to the field 

  

 

 

 

FormStorm could not extract it automatically because on this invoice the field does not have a ‘Total’ or 
‘Total Amount’ or a similar title on the image.  To extract a field automatically, FormStorm needs to find 
an appropriate title for the field so that it can determine where the field value is on the image.   

 
 

This invoice does not have a title such as 

Total or Amount etc. 
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 Click on the image on the number 1213.88.   The value is updated in the Invoice Amount field 

 

 

 Press ‘Enter’, the next invoice is displayed 

 On the image, click on ‘W.B. MASON COMPANY INC.’ at the top center of the image to capture it as the 
‘Vendor Name’ field 

  

 

 Keep Pressing ‘Enter’ until you get to the Invoice Amount field, press ‘Enter’ to progress to page 5. 
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Page 5 is similar to page 4 i.e. it is another invoice from the same vendor  

 

  

Note: on Page 5 the vendor name is automatically recognized.  This is a direct result of the Vendor Name 
being captured manually on the previous invoice and that FormStorm immediacy applies this learning. 

 

 Keep pressing ‘Enter’ or PgDn to progress to page 6 

 

 Drag the mouse around the words ‘American Apparel.net’ to capture it as the vendor name.  If the OCR 
result is not perfect press the up arrow to go back and correct the field 

 

 

 Press ‘Enter’ to advance through the fields, fix any incorrect values along the way if there are such 
values.  Continue until you reach the ‘Invoice Amount’ field 

Note:  Normally FormStorm will not allow the Verifier to continue if there is missing data that is required 
e.g. Total Amount.  However, in this case, FormStorm will allow you to move to page 7 despite the Amount 
field being blank.   The reason for this is that FormStorm is aware that pages 6 and 7 are of the same 
invoice hence it allows the Verifier to go to page 7 as the total is likely to be on that page (the last page of 
that invoice).  i.e. FormStorm allows you to move within the pages of an invoice back and forth.  It will not 
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allow you to move past the last page and on to the next invoice until the invoice has been captured 
correctly and is balanced. 

 

 With the cursor on the Amount field, press ‘Enter’  

FormStorm jumps to page 7 but also captures a line item as error.  The data of this erroneous line needs 
to be deleted. 

 

 

 Click the ‘Delete Row’ button  (Ctrl +D is a short cut).  The erroneous line is deleted 

 Press ‘Enter’ until you reach ‘Invoice Amount’  
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 Press ‘Enter’, the Job Completion window appears with possible options 

 

 

There are 3 possible options: 

Save Changes – save all the data entered and export job 

Discard Changes – abort the job and do not save all the data entered 

Continue Typing – remove this window and return to verify the job 

 

 Click ‘Save Changes’ button 

Processing is now complete. 
 

 

 

To see the data and images that have been exported: 

 Go to the appropriate directories, default being: 

• for data file - ‘C:\FormStorm\Demo for Invoices\DataExp\’  

• for image files - ‘C:\FormStorm\Demo for Invoices\ImageExp\’.)  
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 Open the files to see how the data and images have been captured 
 



 
 

 
 

 

33 
 

 

4. Invoice Processing Advanced Topics 

 

In this chapter, we will go over some of the more advanced topics of FormStorm invoice processing 
capabilities.  The same set of invoices will be used.  In some cases, the invoices do not lend themselves to 
the functionality being explained, in such cases we will create the required scenario in an artificial manner. 

 

For this exercise, we will make sure there are no Jobs in the Queues and then import the same set of 
invoices again. 

 Click on the Queues tab at the bottom. 

 Make sure there are no Jobs in the Queue so that we start with a clean system. 

  

If there is a job in the Queue, select it and click on the Delete button to delete it 
 

 Click the ‘Capture’ tab located at the bottom of the screen.   

 

 Make sure the ‘Files’ option is selected  
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 Click ‘Add Pages’ and select the file ‘Sample Invoices.tif’.  The images are loaded into FormStorm 
Capture station 

 

 

 Click the ‘Queue Job’ button.  Confirm to send the Job to the Queue 

 

The Job is sent to the Queues 
 

 Click the ‘OCR’ tab at the bottom of the screen  

 Click the ‘Next Job’ button to start the OCR process 

The OCR process will pull the next available job from the Queues and process it. 

 

Once the OCR process is complete 

 Click the ‘Verify’ tab at the bottom of the screen 

Make sure the ‘Show All Fields’ in the View menu is still activated, if not select it.
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 Click the ‘Next Job’ button to start the Verify process 

 
 

As before FormStorm has managed to determine automatically that page 6 and 7 make up a single invoice 
and has created a white background behind both to show this finding.   

To simulate a situation where FormStorm does not pick up such cases and see how we deal with them at 
a later stage, we will break the connection between the two images. 

 

Unlinking and Linking Pages Manually in the Re-Order screen 

 On Page 6, Click the ‘Merge / Unmerge’ button  to break the link 

 

 

The background is removed to show that now each page is regarded as a separate invoice 
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 Click the ‘OK’ button to move to the Verify screen 

Remember that you can make the snippet appear above or below the image by clicking on the green 
arrow 

 

 

Line Items Validation 

 Press ‘Enter’ until you reach the Unit Price of the first line 

 

 

 Change the value of Unit Price of the first line from 16.78 to 16.73  

 

In this case we are simulating an error by the OCR or typing the wrong value by the typist 
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 Press ‘Enter’ to move to the Amount field and press ‘Enter’ again to move to the next line 

 

 FormStorm will not allow the Verifier to continue and will present an error message explaining that there is 
an error since QTY * Unit Price is not equal to Amount 

This validation is a default validation check created as part of the system.  This and any other validation 
can be removed, and any other validation can be added.  This is done using Scripts. 

 

 Press the Up arrow on the keyboard to move back to the Unit Price field and correct the Unit Price 
value to 16.78 

 

 Press Enter.  FormStorm will now allow you to move through the fields 

 

Delete a Table Column 

Sometimes there may be cases where the OCR results of a certain column in the table are very poor.  In 
this case the Verifier will need to delete the value each time and re-type the correct value.  It is possible 
to delete whole columns with one click thereby saving the delete on each field 

For example, on the second invoice, assume the values in the Description column were very poor and the 
Verifier preferred to clear this column and type the values manually. 
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 While the cursor is on one of the Description fields, click the Delete Column icon  

 

 

 Click ‘Yes’ 

 

 

The column values are deleted 
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Populating a column 

 Make sure the cursor is on the Description field in the first row  

 

 Drag the mouse on the image around the Description of the first line.  Or click anywhere on the first 
Description line.   The Description values of all lines are populated again 

 

 

Note:  If FormStorm does not pick up the Descriptions exactly as needed you will need to fix the values 
manually by adding/deleting the required text  

 

Deleting a Table 

In cases where most of the data is incorrect in the table, you can clear the whole table. 

 Click on the ‘Clear Table’ button    to clear all table values.   

Note: the table is reduced to only one line 
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Populating a Table 

 Place the cursor inside the Description field.   

 Highlight the Description of the first line on the image by dragging the mouse over the value 

 

The data captured appears in the Description field 

  

 

 Click on the number ‘10’ in the ‘Total Flats’ column and the number ’18.75’ in the ‘Price per Flat’ column 
on the image 
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 Click on the number ‘187.50’ in the ‘Extended Amount’ column on the image 

FormStorm captures this amount and then extends the table automatically to capture all table lines again 

 

 

Updating a Table Manually 

Sometimes the OCR results are not sufficient, and the data needs to be entered manually. 

 Click on the ‘Clear Table’ button    to clear all table values.   

 

 Type the values of the first line manually and after typing the Amount click on the ‘Add New Line’ button  

 to insert a new line 

 

You can continue in this manner to enter the data manually and click the ‘Add New Line’ button to keep 
adding table lines. 

 

Balancing an Invoice 

Before moving to the next invoice, FormStorm applies a number of validation checks.  These include line 
items checks i.e. Quantity * Unit Price = Line Total Amount. 

FormStorm also checks that the total of all the lines is equal to the Invoice Total  
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 On the second invoice, go to the Amount field and type an incorrect value e.g. 5329.79 

 

 Press Enter, FormStorm will inform that the invoice is not balanced and provide a tip to use F6 (the 
Balancing Screen) 

 

FormStorm does not go to the next page because it is warning that the invoice does not balance i.e. the 
total of the line items is not equal to the invoice total.  An error message appears  

 

 
 

  

Total of these 

Is not equal to 

This Total value 
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 Press F6.   

The ‘Invoice Balance Dialog’ window is displayed.  The ‘Diff:’ field is showing that there are 5 dollars out of 
balance.   

 

 

 Click the ‘Close’ button 

 Place the cursor in the Invoice Amount field and type the correct value. 

 

 

 Press Enter and FormStorm will move to the next invoice. 

 

The example above is artificial in that it asked you to deliberately enter a mistake however the process and 
functionality is the same in situations where the OCR made the error and there are errors and/or balancing 
issues with the invoice. 
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Linking Pages Manually in the Verify screen 

 Advance to Page number 6 and verify the fields up to the Amount field 

 

Previously when pressing Enter with the cursor in this field FormStorm moved to the next page.  In this case 
it does not allow you to continue.  The difference is that on the first run FormStorm realized that pages 6 
and 7 are part of a single document i.e. a single invoice so it allows the Verifier to move within these pages.  
In this second run, in the Re-Order screen, we broke the link thereby specifying that pages 6 and 7 are 2 
separate documents.   

 

 To Link pages 6 and 7 again press F5 

 

This opens the Linking screen.  This screen allows the Verifier to see the image of the next page and 
determine if it is in fact the continuation of the document 
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 Zoom Out of each image, note that the pages have the same Invoice Number and that the page on the 
right (page 7) has the Total. 

 

 Click ‘Yes’ to the question ‘Do these pages belong to the same document?’ and press ‘Enter’.   

The pages are now linked as a single document. 

 

 

 


