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Introduction

1. Introduction

This guide will provide you with step by step instructions to setting up a System in FormStorm in order to
process forms. The guide is based on the SampleDemo system that is included with the FormStorm
installation package.

The guide only provides a partial system setup. Once you have created the system according to this guide,
you can analyse the complete SampleDemo system to understand how the rest of it was defined

This guide will take you through the following sections:

e FormStorm at Work — this section explains how FormStorm is actually used to process forms. In
this section we will import some images, process them to extract data using Optical Character
Recognition (OCR) and then display the data to the Verifier (data entry operator). The final step
will be to export the data and images to files.

e The SampleDemo System — this section provides a brief overview of the SampleDemo setup.

e Creating a New System — this section provides instructions for setting up a system similar to
SampleDemo

2. FormStorm at Work

This section provides a brief explanation about how FormStorm can be used to process forms and extract
the data from within the images. The next chapter provides an overview of the system setup definitions
which enable FormStorm to process these forms

2.1. Logging In

Once you startup FormStorm you can login to the SampleDemo system by entering the User Name and
Password and selecting SampleDemo as the System

b4

Login wn =

The default user name and password are:
Username: admin
Username - admin

A Password —admin51
Password: esesssse

A N S o mple Demo) T

Login




FormStorm at Work

O Enter the Username, Password and select the System called ‘SampleDemo

@ Click the Login button (or press ENTER).

Make sure the tab selected at the bottom is Setup. The System Setup should appear

File Edit View Setup Job Tools Help

# SampleDemo .
B TravelPass System Properties
=3 Fields .
hs eral | Capture| OCR = Verify = Exp Socuments | IEventsl| AltoForm | Classiication | Workiow | INiore

I First Name General | Capture| OC rify | Export | Documen AutoF sificat riflow | M g
I Sumame =] Basics
2 Address " S .
1 Gender i escription s r
= Town SampleDema 2 orm
I Post Code ol

I Date of birth

I Telephone No Queves Directory Warn (MB) Stop (MB)

2 Signed date CA\FormStorm\SampleDemo\Queues) o 2000 200
I Title Data Export Directory
L Pages C\Formstorm\sampleDemo\DataExpy S 2000 200
[B Page 1 Image Export Directory
] Tables CiFormStorm\SampleDemo\imageExp\ o 2000 200
3 b Template; “TravelPass” Logs Directary:
[ Citizen Card C\FormStormiSampleDemotLogs\, o
U Fields Database Directory:
= Tite & 2000 200
£ Full name =
o AutoForm Backups Directory:
o & 2000 200
O Postcade
i Pages Export Backup Directory:
bl o 2000 200

=/ More

Log Parameters
Show Critical Log
Write Date to Log Files
Log Original File Names

Template Starage Mode Miscellaneaus

* Job is One Fioating Form
Split Queves Directory
Original Name as JobName
Process only First Page

Manage Queues in DB

Changing Storage Made
Requires Saving All Changes

Log Activity to DB Change

3 SemiForm = Capture | OCR

Matching [ Verify :u TruTypist & Supervisor

% Quality Control | g Export

Logs 8 Users &9 Training

Queues @ Statistics

2 If you do not see all the details in the left-hand pane, click on the small + signs to expand the tree

structure

The Setup tab allows for Systems to be defined so that forms can be defined for data processing. We will
cover this information in the next two sections of the guide. As a starting point we will cover how to use

FormStorm to process forms.

In this section of the guide, we will be using the SampleDemo system which has already been Setup.
We will now cover the actions and steps used when actually processing forms.

Processing Forms involves the following steps
1. Capture images
2. Process the images — using OCR technology
3. Verify the OCR results — to ensure there are no errors
4

Export the data and images
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FormStorm at Work
2.2, Capturing Images

The first step in the process is to capture images.

O Select the Capture tab at the bottom
50% = ﬁj

Job Preparation

Define Source
Scanner

® Files

Folder @ Start Stop %
Edit Job Pages

@ Add Pages

b— Insert Pages

Show Pages During Scanning

Job Completion
Job Info

@ Label

é{;ﬁ Setup SemiForm j—; Capture | 0CR '] Matching [ Verify l_?.; TruTypist | & Supervisor =, Quality Control Export H Queues @ € * |

There are three ways to capture images with FormStorm
Define Source
Scanner Select

Folder ®§tart Stor %

1. Scanner —to scan images
2. Files —to select existing images

3. Folder —to define a directory that FormStorm will continuously access every few seconds and
automatically import any images placed in that directory



FormStorm at Work

® Make sure the Files option is selected and click Add Pages.

Job Preparation
Define Source

Scanner Select

Folder §tart Stop %

Edit Job Pages

{ ;é Add Pages J

Insert Pages

From the Open window select the file ‘Sample File for Input.tif’.

2 The Sample File for Input.tif file is located in FormStorm/SampleDemo directory

File Edit View Setup Job Tools Help

Job Preparation
Define Source

Scanner Select
Al Open ==
P
Folder Start Stop % (=[]« Formstomn » SampleDemo » ] 43| [ Search SampleDemo 2|
Edit Job Pages Organize Newfolder - @
) Add Pages i DatsExp
) Libraries ImageExp
b—— Insert Pages ¥ Documents oo

= o s T

Lelete Fage &) Pictures Templates =

- - B videos | [E| Citizen_Empty_Form.tif

Remove All Pages = -

- - i files reg.tif

e o Homegroup = ||| Sample.File_For Input,if |

Ro \Il Pages

- B | Travel_Empty_Form.tif
[¥ Show Pages During Scanning 1% Computer
& os(c) I

. 9 :
Job Completion
Job Info

File name: Sample_File_For_Input.tif + [ Image files (4, *bmp,%jpg,*p ~

Even ument =




FormStorm at Work

© Use the toolbar on the top right hand corner to scroll through the images and ensure images are of

good quality.

File Edit View Setup Job Tools Help
M4 1 p Maox - @@€2 @

Job Preparation 7 Pages Captured so Far

Define Source

AR By
FIL.

i@ “  APPLICATION FORM FOR A EoFRF
: CONCESSIONARY TRAVEL PASS

4 Add P
1 Add Pages (Please complete the sections below in block capitals)
Insert Pages
;:’ e e | am applying for an Elderly () |Z or Disabled (/)D Concessionary Travel Pass
=) Remove All P
© semore e Tite. wae)| A wrs)[] wiss ] st ] otmed | Gender (mP{M |
‘e Ratate All Pages (Please state)
¥ Show Pages During Scanning Firstname(s) P A V | D G~y N To H N I
Job Completion b '
Job Info Surname PEARCE ‘
[
Address & T [ 3
OQ\APUEJDD | Y W y P P l. ﬁ C t ! ! ! I
NEWBR! P GE . o
Town/Vilage N E W P © R T GWENT o |
Post code NP UL 4 F Pl taopronemoloreas) 245 938 |
Date of Birth 30 )2 33 r -
I\
‘Declumion i
confirm that the information given above is correct. | understand that it
details are found to be false, my pass will be cancelled and | may have‘l:gy
any costs arising from the issue or use of the pass.
s | > BON 0 s i
& Setup /TJ SemiForm | & Capture || = OCR Matching £ Verify g TruTypist & Supervisor |5y Quality Control || g Export Queues Statistics Logs E Users &@ Training
2 P

2 The Edit Job Pages buttons are used to Insert, Delete, Remove All, or Rotate pages

O Click the Queue Job to send the Job to the Queues

In FormStorm ‘Job’ refers to a group of images processed together. When you click Queue Job all images in
the Capture station are grouped together as a single Job. In fact all images are grouped into a single multi-

tif file and sent to the Queue



FormStorm at Work

2.3. The Queues

The Queue is where all the FormStorm files are kept while they are being processed by FormStorm. When
you click the Queue Job button in the Capture station the images are collected into a single tif file and
stored in the Queues as a single job. The Queues also contain an xml file for each job. The XML file holds

all the data from the OCR and the Verify process. The files are deleted from the Queues only after the
export process when the data and images get exported.

O Select the Queue tab at the bottom

file Edit View Setup Job Tools Help

RefreshEvery 0 Tsec o Auto Refresh 2 Befresh Summary | gy Lostiobs | [ SortBy

Quick Filter: T

Job Name State Staion Hold Date  Time Pages ¢

4 Process
0120190714155252 Waiting for OCR 00 no 14-07-19 35252PM 7 «

[=3 Delete

) Hold

=B Move

i o9

Bk

B View

@- Details

VIEW AREA

0
Total: 1 Job

a‘.';\Setup /:L, SemiForm | &= Capture = OCR Matching £ Verify "';u TruTypist & Supervisor | =} Quality Control _g Expor : Statistics Logs & Users| @ Training

2 The Queues station is the Administrator console where the System Administrator can view which jobs
are being processed and their status. The Administrator can carry out action such as deleting jobs,

moving jobs higher in the queue and so on. There are also various reports available for the
Administrator.

2 The State of the Job which has just been sent to the Queues from the Capture station is ‘Waiting for
OCR’. This means that the next process to be applied on this Job is OCR processing



FormStorm at Work

2.4. OCR Processing

The next step in the process is to OCR the images to extract the data.

O Select the OCR tab at the bottom
@ Click on Next Job button to start the OCR process

File Edit View Setup Job Tools Help

|— Specific Job + Stop on Enor @ Showfields ¥ Show Pages

Loading templates_. B
Form “TravelPass” - 1 templates loaded successfully. 0 templates could not be loaded
Form "Citizen Card” - 1 templates loaded successfully. 0 templates could not be loaded.
Processing job pages: 0120190714155252.tf

Processing page 1

[matched to wemplate TravelFass(o0) |

Matching process type: 0

Hand/machine: 1

region of field "Address” value "6 TYLLWYD PLACE”

region of field "Date of birth" value “301233"

region of field "First Name" value "DAVID G*YN JOHN"

region of field "Gender” value "M"

region of field "Post Code” value "NP** 4FP"

region of field "Signed date” value "090301"

region of fleld "Surname™ value "PEARCE"

region of field ”TelEpthE No" value "*4951245838"
region of field "Title" value "0”

region of field "Title" value "1°

region of field "Title” value "0”

region of field "Title™ value "0”

region of field “Town" value “NEWPOAT GWENT"
Processing page 2

[ached to femplate CTzen/rp(67] ]

Hetching process e ¥

Hand/machine: 1

region of field "Full name" value "PAUL T JAMES"
region of field "Postcode” va ZZM™

region of field "Title” value "M
region of field “Town" value “SMILDE’
Processing page 3

matched to template CitizenApp(62)

Matching process type: 0

Hand/machine: 1

region of field "Full name" value "DAVID A HULSE"
region of field "Postcode” value "9921 RK"

region of field "Title" value "MR"

region of field "Town" value "STED*M"

Processing page 4

matched to template CitizenApp(73)

Matching process type: 0

Hand/machine: 1

region of field "Full name" value "LINOAJOANFOSTER™
region of field "Postcode” value "9755 TA"

region of field "Title" value "MRS" -

g=. Setup Ed semiform &= Capture] =2 atching |E erify [ & Tru ypist upervisor |5 Quality Control || g Export Jueues tatistics || 0gs & Users &@ Training
S g semiF OCR | '] Matching & Verify &g TruT S J Quality € Il g E C B Logs & u T g

2 The OCR Listing shows each page being processed and to which template it matched to as well as a
matching score (25 is the default, anything over this number is a good match)

2 The OCR Station does not have to be manually attended, you can click the Scan Queue checkbox and the
OCR Station will pull Jobs automatically from the Queues

© Click the Queues tab at the bottom and you will see in the Queues Station that the Job is now ‘Waiting
for Verify’

File Edit View Setup Job Tools Help

Refresh Every 0 : sec  « Auto Refresh @ Refresh E Summary W? Lost Jobs % ﬁ Sort By
Quick Filter: ?
Job Name State Station Hold Date Time Pages

:@ Process
0120190714155252 | Waiting for Verify |00 no 14-07-19 3:5252PM 7

@ Hold

View

@=| Details
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2.5. Verify

The next step in the process is to verify the data. This is a manual process carried out by the data entry
operator.

O Select the Verify tab at the bottom
® Click on Get Next Job button to retrieve the next Job

File Edit View Setup Job Tools Help Verifying 0120190714155252 page: 1/ 7
Next Job ngnmn _::‘ Save Job sow - | @ (@ I @
form  TravelPass - Page 1 - Template TravelPass o

CONCESSIONARY TRAVEL PASS

(Please complete the sections below in block capitals)

1| am applying for an Elderly (+) ‘Z or Disabled (/}D Concessionary Travel Pass

Title DJ‘([:/:]B/MFSN'}!jﬁ_l“ Miss(; \|—_I“ Ms[./]ud r| lGender(WF)‘E‘

Fistrame) P A V ID GXyYy N To HN , ., |

Surname PEAQRCE oo l
Adderace fe TYL LwyYP PLACE . . . .
Titie First Name Surname Address Gen Town
E DAVID G*Y¥YN JOHN PEARCE & TYLLWYD PLACE M NEWPOAT GWENT
Post Code Date of birth Tolephone No Signed date
NP** 4FP 30 12 33 *4951245838 09 03 01
& setup [5g Semiform | = Capture |[E] ocR MJ'ihirh;PUT'“T)'[H'«' & supervisor [5) Quality Control [ g Export 7] Queues | statistics [[=] Logs & Users & Training

© Press ENTER to move to the next field. Where there is an * in a field it means the OCR could not process
the character and it must be manually corrected.

< If you press ENTER without correcting the * FormStorm will not allow you to continue and inform you
that there is an ambiguous character to fix
Aranea e 1 Y I . -

First Name ambiguous field value
DAVID G*YN JOHN

O Once all pages are verified the Job Completion window appears, Select Save Changes to Export the data
and images

file Edit View Setup Job Tools Help Verifying 0120130714155252 page: 7 / 7
Next Job Q Abort Job [ Save Job
form Citizen Card + Page 1 + Template CitizenApp
[} Application for Citizens Card

I|Eomplele this form using CAPITAL LETTERS biack ink, one letter or space per box ||

g
;Tl(le MQ First name H‘UPQD—U L,OV{Q‘TT
1
HouseNo 7 = Sreet T W g™ 2sb completion
Completion Options
E_: TownerCity (726 CHT :ésmcmms
2 Daytime Contact
o 2 2 ¢ =
g Postcode %% ‘-—Li“ ZN Telephone N° o1 & Discard Changes
®
Title Full name Town %7 Continue Typing
MR ANPREU LOVATT UTRECHT
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To see the files which were exported you need to go to the directories where these files have been
exported to.

In the Setup you define where the data and images will be exported to. (This is covered in the Creating a
New System section).

File Edit View Setup Job Tools Help

DI 50% =

& o .
B TravelPass System Properties
3 Fields

2 First Name:

apture. OCR | Verify | Export | Documents | Events AutoForm | Classification Workflow More | Legacy

=| Basics
Hame Desaripian: Famz
SampleDemo 2 Add Form
=| Directories
Queues Directory: Warm (MB) Stop (MB)
Ci\FormStorm! SampleDemo)\ Queues! e 2000 200
Data Export Directory:

il 1 Pages CAFormStormiSampleDemol Databxp) Cg 2000 200

[ Citizen Card Image Export Direciory:

C\FormStorm!SampleDemo\imageExp 2000 200

ChFormStormiSampleDemolLogsy

Database Directory:

2000 200
AutoForm Backups Directory:
g 2000 200
Export Backup Directory:
Cg 2000 200
< More
Log Parameters Template Storage Mode Miscellaneous
Show Critical Log . Jobis Cne Floating Form
Write Date to Log Files Spiit Queues Directory
Log Original File Names Changing Storage Mode Original Name as JobName

5 All Char
LLEET B Process only First Page

Log Activity to DB Change Manage Queves in DB

F._,_;_ \Setupl\'_g‘ SemiForm (= Capture = OCR Matching | Verify 43, TruTypist & Supervisor |5 Quality Control || g Export Queues a Statistics Logs 2 Users |&$ Training

< Go to these directories to find the exported files and view them

10



3. The SampleDemo Setup

The SampleDemo Setup

3.1.

The Work Area

This section provides a brief explanation about the complete SampleDemo system. The next chapter
provides a step by step guide to explain how the system was created.

Fie Edt View Setp lob Toos Help

=-4% SampleDemo

[E TravelPass

5 Fields
[ First Name
- Suname
-] Address
|- Gender
-~ Town
- Post Code
£ Date of birth
{2 Telephone No
[ Signed date
L Title

- Pages
&3 Page 1

 Tables

-4, Title
3, First Name
4, Surname
&, Address.

- Town
£}, Date of birth
4, Post Code

4, Telephone No
4, Signed date

i - Title

= citizen Card

=

~ System Properties

Cgys0% :| @ @)

I Quick Setup | General Capture | OCR | Verify | Export Documents Events | AutoForm  Classification Workflow = More I

DTeCtoTes CETTg roaran
Queues Directory: Resolution: | 200 : Adaptive
C\FormStorm\SarppleDemo\Queues\ @ ® Black and White 3rghtness: [50 <
Data Export Directqry: Gray =
C\FormStorm\SarpipleDemo\DataExp\ @ Color Contrast: 50 -
Image Export Diredfory
C\FormStorm\SarppleDemo\ImageExp\ @ Auto Rotate
Logs Directory: During Capture
C\FormStorm\SarppleDemo\Logs\ @ During OCR Auto Rotate Char Set
Folder Scan Directpry: @® None =
Misc

Data Export Setting|
Format CSV
Write One File for
Image Export Settin)
Format TIF

Write One File for

ach: @ Job Form

s

ach: & Job Form

Page

Page

Process only First Page

Allow OCR on CliQ

I@; ISetup =& SemiForm —; Capture OCR | [ ] Matchin|

b (7 Verify =g TruTypist | & Supe

fvisor Cg Quality Control ' @ Export %\ Queues

11
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System FormStorm System Tab Related
Definitions Modules Tabs Data




Sys

tem Definitions

=& SampleDemo

=-[E] TravelPass

A

A

=3 Fields

-1 First Name
-1 Surname
-] Address

-] Gender

-] Town

-1 Post Code
-1 Date of birth
-] Telephone No
-1 Signed date
- Title

A

A

=[] Pages
={d Page 1
-7 Tables

a{:%.- Template: "TravelPass"

----- k. Gender

----- w4 Title

----- "l Title

----- 3, Title

----- 3, Title

----- “} First Name
----- “}; Surname
----- 1, Address

----- “} Town

----- 4 Date of birth
----- it Post Code

----- “} Signed date
----- 4, Title

£

o-[=] Citizen Card

..... "} Telephone No

P
<«

N

A

A

12
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The SampleDemo Setup

System Name

Form Name
A system can have many forms

Fields that belong to form
If a form has multiple pages
all fields of all pages are listed here

Pages in form

Page 1

Template of page 1
A page can have multiple templates

Regions of template
Areas on the image where the fields
are found

2" Form in system
Click the + sign next to the form
name to display all information
related to this form



The SampleDemo Setup
3.2. System Definitions - Detail

Creating a system involves the following high level steps:

1. Define the System Level definitions

.
=T Traveipas System Properties
=& Fields . § .
= Firet Name General | Capture| OCR | Verify = Export Documents| Events ~AutoForm Classification | Workflow More | Legacy
- Surname ~| Basics
£ Address Name Description System Template: Forms:
3 Gender
= Town SampleDemo 2 Add Form
=l Post Code = Directories
1 Date of birth
£ Telephone No Queues Directory: Warn (MB) Stop (MB)
1 Signed date C\FormStorm\SampleDemo\Queues\ E% 2000 200
= Title Data Export Directory:
0 Pages CA\FormStorm\SampleDemao\DataExp\ F_% 2000 200
= Citizen Card Image Export Directory:
C\FormStorm\SampleDemo\ImageExp\ E% 2000 200
Logs Directory:
C\FormStorm\SampleDemo\Logs\ F—%
Database Directory:
’—‘__8 2000 200
AutoForm Backups Directory:
F_% 2000 200
Export Backup Directory:
F_% 2000 200
+/ More
Log Parameters Template Storage Mode Miscellanecus:
Show Critical Log L L Job is One Floating Farm
Write Date to Log Files emplates in Binary Files Split Queues Directory
Log Original File Names Changing Storage Mode Qriginal Name as JobName
Requires Saving All Changes -
Pracess only First Page
Log Activity to DB Change Manage Queues in DB

2. Define the Field Level definitions

=4 SampleDemo

& & TravelPass Field Properties
R FIEIE_’S General | Rules | Dictionary OCR | Verify @ Export | Fvents  Classification | Workflow
T First Name I
[ Surname + | Basics
& Address Name: Description:
I Gender First N 1 Al Exist:
= Town irst Name 'ways Exists
.. Post Code Field Tvpe: Default Value: Default Date Format:
-1 Date of birth Alpha 2 YYYYMMDD ®
I Telephone No =) Advanced
T Signed date
2 Title Upper / Lower Case
[] Pages Keep Upper/Lower * Convert to Upper Convert to Lower
[ [ Citizen Card Tl Gl
Table Name (not a column) -

Auto Form Properties

Default Region Type: ¥ Auto Lo;ate 3 Top/Right
Create Field Title
-none- i Do Not Create Region

Do Not Create Id Region

Maore

In Page Split - Field Can Appear in: Show in Queues Save Colors

Any Page . Use for Priority Crowd JSON
Alias: Include in Auto Separation

13



The SampleDemo Setup

3. Create the Regions (areas on form where data is to be found)

& SampleDemo
[E TravelPass
53 Fields
2 First Name
£ Surname
1 Address
2 Gender
= Town
£ Post Code
2 Date of birth
= Telephone No
I Signed date
2 Title
T Pages
[BPage 1
L Tables
2 Template: “TraveiPass’
“ Gender
4 Title
<, Title
% Title
4 Title
<} Surname
L Address
%, Town
% Date of birth
% Post Code
4 Telephone No
% Signed date
L Title
+[5 Citizen Card

[gs0% -

Region Properties

Quick Setup | General | Advanced  OCR
Field Region Type OCR Type
First Name - |le Normal - Private Name LIRS

Lock All Regions
Auto Locate

R Y
CAERPHILLY

ESNGOR BWRBEIS RS S SINGL

590868 CAE
APPLICATION FORM FOR A -

CONCESSIONARY TRAVEL PASS

(Please complete the sections below in block capitals)

| am applying for an Elderly (v) D or Disabled (v )D Concessionary Travel Pass

Tite Mrw)[_] Ms[_ | Miss ] ms[ ] otned Gender (WFY|_|

1.

7

.
First name(s) | * r |
Surname |
Address |

|

14
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Creating a New System

4. Creating a New System

In this section a new system similar to SampleDemo will be created. This guide does not repeat all steps
required to create the complete system but rather provides enough information so that the full system can
be completed on your own

4.1. Creating the System

The first screen displayed once FormStorm is started is the Login window. The window will display the User
Name and System of the previous Login

© Enter your User Name and Password

@ C(lick the Tools icon * and select ‘Create New System’

o
Login 8 =
The default user name
. am @ Create New System Ctrl+N | and password are:
Semame. | admin & Import System Ctrl+I

- PR User Name - admin

Password: - h 'ﬁ h Ny R
tasssss = S0 lil2ale Password —admin51
Strict Login
System: E Install New License
Login

15



The Create System window will be displayed

2090 1

Creating a New System

© Enter the new system name in the New System Name field

Create System

New System Properties
System Name
Tutorial

Directory for XML File
C\FormStorm\Tutorial\,

Quick Setup
System Template

Forms Fields

Automatic Template Creation

Create and Login Create Only

- Empty System: Define Forms and Fields Later -

x

The Directory for XML file is where
= the XML file holding the system
definitions will be stored. All system
definitions are stored in this file

< The Quick Setup section is used for
. requesting a blank system to be
created or a ready-made system.
The ready-made system for Invoice
Processing is not part of this guide
Try without Templates
Cancel

O Click the Create and Login button

FormStorm will open with the new system created.

File Edit View Setup Job Tools Help

& Tutorial A
System Properties
General | Capture| OCR Verify | Export  Documents
+l Basics
Nema Duscipton Foms
Tutorial ']

= Directories

Queues Directory:
CAFormStormTutoriahQuees\
Data Export Directory
CAFormStarmiTutarial\DataExp\
Image Export Directory:
CiFormStormi\TutoriahimageExp)
Logs Directory:
ChFormstorm\TutarialLogs\
Database Directory:
CaFormstormiTutoriah D&\
AutoForm Badkups Directary:

Export Backup Directory;

= More
Log Parameters
Show Critical Log
‘Wiite Date to Lag Files
Log Original File Names

Log Activity to DB

{f:getup l_@ SemiForm = Capture =| OCR Matching

(%]

Events | AutoForm | C ation Workflow = More | Legacy

Add Farm

Wam (M8) Stop (MB)

Cg 2000
o 2000
o 2000
o
o 2000
o 2000
o 2000

Template Storage Mode

Changing Storage Mode
Requires Saving All Changes

Change

200
200

200

200
200

200

Miscellzneous
Job is One Floating Form
Split Queues Directory
Original Name as JobName
Process only First Page
Manage Queues in DB

& Verify E. TruTypist & Supervisor |5} Quality Control |_g Export Queues @ Statistics Logs 2 Users
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Defining the System Properties
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Creating a New System

This step includes defining all the System level parameters. Only the very basic parameters will be
explained. For a complete description of all parameters refer to the FormStorm User Guide

The General Properties

At this stage no need to make changes to any of the General definitions. Note the location of where the
output will be exported to

System Properties

General | Capture. OCR Verify | Export | Documents

~|Basics

MName Description:
Tutorial

=/ Directories

Queues Directory:
C\FormStorm\Tutorial\Queues,
Data Export Directory:
C\FormStorm\Tutorial\DataExp\,
Image Export Directory:
C\FormStorm\Tutorial\ImageExp',
Logs Directory:
C\FormStorm\Tutorial\Logs\
Database Directory:
C\FormStorm\Tutoria\DBY
AutoForm Backups Directory:

Export Backup Directory:

~/ More

Log Parameters
Show Critical Log
Write Date to Log Files
Log Original File Names

Log Activity to DB

System Template: Forms
0

Events | AutoForm | Classification Workflow  More

Add Form

Warn (MB) Stop (MB)

g 2000

~ 2000
o<

200 The Data Export directory
is where the data files will

200

e 2000

| 2000
| 2000
] 2000

Template Storage Mode

-

Changing Storage Mode
Requires Saving All Changes

Change

be exported to

200

200

will be exported to

200

200

Miscellaneous
Job is One Floating Form
Split Queues Directory
Original Name as JobName
Process only First Page
Manage Queues in DB

17

The Image Export directory
is where the image files

Legacy



The Capture Properties

2 Dor i

Creating a New System

Capturing images can be done from three sources:

° Scanning using FormStorm

° Selecting existing images

. Instructing FormStorm to access a certain directory every few seconds and import any images which

are placed there

Depending on which method you plan to use will determine what parameters you will need to define in this

screen

System Properties

General Capture. OCR = Verify
+/ Scanning Parameters
Resolution
Resolution: 200 =
Size
Width: Height:  XPos: YPos:
117 85 0 0

| Advanced Scanning Parameters

Advanced Scanning

Keep Colars '« Twain Resize
Duplex + Detect ADF
Auto Extend TWAIN GUI
| Folder Scan

Directory Name

Include Files

« TIF PDF
DOC/X XLS/X

Download Emails

Activate Email Scanner

~ Miscellaneous

Job Info

Job Info Required
Job Info from File Name

UNC

Auto Rotate
Auto Rotate
Auto Rotate Char Set

Latin <

Twain Reload

JPG
PNG

Export Documents | Events | AutoForm | Classification Workflow More
Pixel Control

* Black and White Gray Color

Brightness: 50 Contrast: 50 =

Adaptive « Gray « Red ¢ Green « Blue

Empty Pages Operations
Stop on Empty Page
Remove Empty Page
+ Remove Empty Header and Footer

MNumeric

Page Order

Check Form Pages Check Right Order

Printing (Endorsement)

Descriptor

A at T o Ta Ta Wit O it Ll B It
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Scanning Parameters

O Enter the Resolution if you plan to scan using FormStorm

2 Higher resolution is preferred for OCR but does mean more storage space requirements.

~/Scanning Parameters

Resolution Pixel Control

Resolution: 200 T * Black and White Gray Color

Size ) = -
) ) Brightness; 30 Contrast; 30 =

Width: Height: XPos: YPos: =

117 8.5 0 0 Adaptive « Gray ~ Red + Green « Blue

® Leave Black and white as the pixel control
2 Sometime Gray images will provide higher quality but those are rare cases

< Select the Color option only if you wish to scan in color in order to export the whole image or part of it
(e.g. a photo) in color. If the Color option is selected make sure to select Keep Colors option as well. If
Keep Colors is not ticked the color image is discarded during scanning after it is converted to Black and
White. (Black and White is always required for OCR purposes).

For this tutorial make sure Keep Colors is not ticked

Advanced Scanning

v iKeep Colors '+ Twain Resize Twain Reload

retain color image after scan[

Folder Scan

O If you want FormStorm to poll a directory during processing time and pick up any images placed in that
directory, enter the location where the images will be picked up

@ Tick the types of files to be picked up from the directory

Directory Name

o
Include Files
| TIF PDF IPG MNumeric
DOC/X XLS/X PNG

< If you have just started using FormStorm best to leave this option for later and either scan or import
existing images at this initial stage

19
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The OCR Properties

At this stage no need to make changes to any of the OCR definitions. At a later stage this screen can be
used to define some image enhancements parameters

System Properties
General Capture| OCR | Verify = Export Documents Events AutoForm  Classification Workflow | More

+| Basics

Image Enhancement
Before Template Recognition

For OCR only

Recognize Barcode for Every Page

Barcode Options

+/ Template Matching

Template Matching ioi i
Try Rotations vl 90 180 270  |Minimal Regular Template Matching 25

Minimal Unstructured Template Matching 25

G

OCR if No Match Fax

KON

Minimal Categorizer Matching 25
Max Shift Do Not Match
Horizontal default - Vertictal default - If Page Contains Table Only
~/OCR Parameters
Default Languages Full Page
Catalan 2 OCR Full Page Ignore Tables
Croatian
Czech
Danish
Dutch Auto Rotate in OCR
E_ngl_ish Auto Rotate Char Set
Finnish Auto Rotate Latin -
French -
~| Advanced Matching Parameters
Template _ - Condition: % 4
Template » Condition: % 5

Template Matching

O The Minimal Regular Template Match is the threshold level for template matching. Images matched to
a template with a score higher than this number are regarded as ‘matched to template’ below this number
is regarded as no match

< At this stage leave the score as 25 which is the default level. If during preliminary testing many images
are not matched to templates it is advisable to lower this score and see if it improves matching. A lower
score will mean more images matched to templates but could also mean wrong matching so there is a
trade-off.
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The Verify properties define how the Verify station (data entry) will look and feel. At this stage no changes
need to be made to the default settings

System Properties
General  Capture, OCR
+ View

Page Mode Zoom

* Fixed Zoom 50 2 %
Fit Width
Fit Page

Page Mode Layout

Viewer Area 50 = %

Display Image Top @
Right to Left

Field Mode Parameters

Field Zoom 50 2%

~| Stations

Verify Station Options

Allow Verification Skip
Force Verification Skip

Safe Verify and TruTypist on Same Station

Verify

Export Documents | Events
Fonts
Eield Label
Font Name: Size: Script:
Segoe Ul 9 -
Field Data
Font Name: Size: Script:
Calibri 9 [ ]
Colors
Current Field Color: I:l
Tllegal Field Color: ]
Current Region Color: -
Supervisor Conflict Field Color: |:|
Skipped Field Color: ]

Supervisar
Enable Supervisar
+ Show Unrecognized Pages

+ Export at the End of Verification

OCR on CliIQ
Verify
TruTypist
Supervisar

~ Miscellaneous

Change Page Type
+ Allow Attachments
Allow Template Attachments

Disable Template Change

Manual Matching
Enable Manual Matching

1]
m

Warnings and Alerts

AutoForm  Classification  Workflow  More

View

+ Enable Get Specific Job
Highlight lllegal Fields
Hide Options
Enable Film Strip
Enable Invoices Palette
Enable Navigator
Show Matched Templates

+ Show Pages Without Fields
Enable Color Images
Disable Page Down Button
Enable Save & Mext Job

+ Show Manually Recognized Pages

+ Warn About Form/Template Change
+ Warn About Setting Attachment
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The Export Properties

The Export properties define how the data and images will be exported

System Properties

General Capture, OCR | Verify | Export | Documents Events

+|Data Export Parameters
Data Export Parameters
i

Format XML < E

Write Separate Data File for each: * lob

In Case of Data File Already Exists: Overwrite

Export XML after OCR Export Before Supervisor
Advanced Data Export Parameters
Field Delimiter , - Line Delimiter LF - O Header
Mo Form Mame
UNC path

Export Original Page File Name
Export Target Page File Name
Skip Instructions XML Modes

Data File Name Descriptor

%

+/lmage Export Parameters

Image Export Parameters

Use Job Info as File Name
Export Data Before Images

AutoForm  Classification

Export CHR

Form/Document Page

Page OCR File Name Descriptor

Write Separate Image File for each: '* Job Form/Document Page
In Case of Image File Already Exists:  Overwrite @
+ Export Original Images Export Registered Images

* TIF PDF Searchable PDF (registered only) PDF (Color)

Advanced Image Export Parameters
Imaae File Mame Descriptor
%
Color Image File Name Descriptor
Export Color Images  %j\Page%p

Keep Original Rotation in Colored Images

+| Database

[_A Database...

Data Export Parameters

© Select CSV as the format for the exported data

System Properties
General | Capture, OCR | Verify | Export | Documents Events

+/Data Export Parameters
Data Export Parameters

- 7
Format A B

Write SeXML rm/Document ' Page

Export CHR

In Case |Simple CSV
re Supervisor

Advanc XML+Simple CSV

Km0 lamdan

Export to DB before Sup

file

AutoForm

22
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® Select how the data will be exported, as one file for the Job or as separate files per Form or per Page

~/ Data Export Parameters
Data Export Parameters
Format CSV v 3E, Export CHR

Write Separate Data File for each:

Form/Document Page

> Job means data from all pages in a Job are exported into a single file. Forms means data is exported per
each Form (as Form can be one or more pages). Page means data from each page is exported to a
different file

© Use the cog wheels icon to the right of the Data File Name Descriptor to define the name of the data file
to export

Data File Name Descriptor
%) o

< If the option of Form or Page is selected for data output, make sure the file name is unique, for example
you can add the page number to the file name %j%p

Image Export Parameters

O Select the images to export. Original images are exactly as they were scanned, Registered images are
after enhancements are applied

® Select how the images will be exported, as one file for the Job or as separate files per Form or per Page

Image Export Parameters

Write Separate Image File for each: = Job Form/Document ' Page

In Case of Image File Already Exists:  Overwrite <
+ Export Original Images Export Registered Images
& TIF PDF Searchable PDF (registered only) PDF (Color)

< Job means images of all pages in a Job are exported into a single file. Forms means images are exported
per each Form (as Form can be one or more pages). Page means each page is exported as a separate file

© Use the cog wheels icon to the right of the Image File Name Descriptor to define the name of the image
file to export

Advanced Image Export Parameters
Imaage File Name Descriptor

“ ko
Color Image File Name Descriptor
oy o, oy
Export Color Images | %j\Page%p w\é}

< If the option of Form or Page is selected for image output, make sure the file name is unique, for
example you can add the page number to the file name %j%p
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4.3.

O Right click on the system name or click the Add Form button

Defining the Form

File Edit View Setup Job Tools Help

BT

Add Form

Add Job Form

System Properties

General | Capture | OCR
+ Basics
MName Description:
Tutorial

~ Directories

Queues Directory:

C\FormStorm\Tutorial\Queues),

Data Export Directory:

Verify | Export

C\FormStorm\Tutorial\DataExp\
Image Export Directory:
C\FormStorm\Tutorial\ImageExpY,

Logs Directory:

C\FormStorm\Tutorial\Logs\,

Database Directory:

C:\FormStorm\Tutorial\DB\
AutoForm Backups Directory:

Export Backup Directory:

® Expand the tree structure by clicking the & sign
File Edit View Setup Job Tools Help

24
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Events | AutoForm | Classification

Add Form

Warn (MB) Stop (MB)

2000

2000

2000

2000

2000

2000

200

200

200

200

200

200



© Click on New Form1 then enter ‘TravelPass’ as the name of the Form

File Edit View Setup Job Tools Help

=88 Tutorial .
&[5 Travel Pass Form Properties

& Fields General

.48 Pages Name: Description:
Travel Pass‘
Statistics Properties
Fields: + Verify in Page Mode
0 + Enable Template Auto Create

5 Job Form

Pages: 1 = e
0 Cover Form 1 5| Sheets

+ Visible

O Leave the Verify in Page Mode option ticked if you want verification to be done with

displayed. Unticking this option means verification will be done in Field Mode which m
snippets of fields

This is how the Verify screen will look if:

2090 1

Creating a New System

image of full page
eans seeing

Page Mode ‘Verify in Page Mode’ ticked Field Mode ‘Verify in Page Mode’ un-ticked

ST e 1 e T R e et v 3 ok e Veriying 012012030201 0825 el 116
D3] o _v[aaal (@ o]
Fom Treapen wPape | Tampes e -
(Please complete the sections below in block capitals) " = =
1 am applying for an Elderly (v) [Z or Disabled (/)D Concessionary Travel Pass Mr(/)B/Mrs(/)D Miss(/)D Ms(/)D
| Gender (MIFE e Fistame
Pa vl Ly N To N
First name(s) A vID Gy N Jo H N , P G b4 H
Surname PEARCE ' 1 - Sumams
i = — : PEARCE
Syret —
B aege 17 Address
6 TYLLwWyYP PrARCEF
2 Sann | B SemiFom | 5> Coones | & OCA| B Metchea] 2 varty | @ TriTyms| B Susenvace|  Gusin il | b Evpan] & Guswas | B Swtsics | s Tramng 2 Sann | B SamiFom| > Capane| 46 GCR| B Wewbing| 2 verty | @ Tyt | B Suporvsce| o Guslny Convel | By Expon| & Gosus | el Sttt
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4.4. Defining the Fields

Once the Form is defined the next step is to define the fields. There are two ways to define fields. One way
is to define the field first and later to draw the region on the image where the field is. The other way is to
draw the region on the image first. In this section we will define the field first, in a later section we will
define the region first and then the field.

O Right click on the word Fields and click on Add Fields

File Edit View Setup Job Tools Help
=148 Tutorial
== Travel Pass

Fields
[ Fielc- -
|0 page__ AddField

Form Mame:

Travel Pass

Number of fields:
0

< You can also add fields from the menu Edit > New > Add Field
ile Edit View Setup Job Tools Help

— New 4 Add Form
— @& Undo Added Regions Add Field
=+ Tutorial i :
IE!EI Travel Pass lc
-7 Fields File |
Travel

A New Field is created

File Edit View Setup Job Tools Help

=148 Tutorial i i
2E] Travel Pass Field PrOper’[les
- Fields s s . 5
] General
1 New Field1 Rules | Dictionary, OCR | Verify | Export | Events | Classification | Workflow
[ Pages «| Basics
Name: Description: Page No
New Fieldl -1 Always Exists
Field Tvpe: Default Value: Default Date Format:
Alpha numeric @ YYYYMMDD
~| Advanced

Upper / Lower Case
* Keep Upper/Lower
Table Column

Table Name

Convert to Upper Convert to Lower

(not a column) =
Auto Form Properties

Default Region Type: ~ Auto Locate

Top/Right
Create Field Title
Normal Do Not Create Region
Do Not Create Id Region
More
In Page Split - Field Can Appear in: Show in Queues
Any Page

Save Colors
- Use for Priority

Crowd JSON
Alias:

Include in Auto Separation
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4.5. Defining the Field Properties

For each field we need to define the field properties which describe what values can be entered for the
field and how the field will behave.

The General Properties

Field Properties

General | Rules Dictionary, OCR | Verify | Export @ Events @ Classification

- | Basics
Name: Description: Page No:
New Fieldl -1 Always Exists
Field Tvpe: Default Value: Default Date Format:
Alpha numeric @ YYYYMMDD =
- | Advanced
Upper / Lower Case
* Keep Upper/Lower Convert to Upper Convert to Lower

Table Column
Table Name (not a column) ©

Auto Form Properties

Default Region Type: + Auto Locate Top/Right
Create Field Title

Normal M Do Not Create Region
Do Mot Create Id Region
More
In Page Split - Field Can Appear in: Show in Queues Save Colors
Any Page . Use for Priority Crowd JSON
Alias: Include in Auto Separation

O Enter the field name e.g. First Name

® Select the Field Type. In this case we expect the First Name to include only alpha characters
Field Properties

General | Rules | Dictionary, OCR | Verify = Export Events @ Classification

- | Basics

Name: Description: Page No:

First Name -1 Always Exists
Field Tvpe: Default Value: Default Date Format:

Alpha numeric - YYYYMMDD -

Numeric -

Amount

US Address Convert to Upper Convert to Lower
Alpha numeric
Date
Us City (not a column) -
U5 State |
Pt Dominn Tromn: v Auto Locate Top/Right
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The Rules Properties

Field Properties

General | Rules | Dictionary OCR @ Verify = Export Events @ Classification

- | Basics

Minimal Length: Maximal Length: Maximal Lines: Display Length:
1 10 1 1]

Allowed Letters  Minimal Value: Maximal Value:

Value is required for this field
| Patterns

Root Field Correct Automaticall

m Display Unverified

Auto Update

© Enter the minimum and maximum length expected for the field. E.g. if the First Name can be as short
as 1 character and as long as 30 characters:

Field Properties

General | Rules | Dictionary OCR | Verify @ Ex

“ | Basics

Minimal Length: Maximal Length: Maximal Lines: D

1 30| 1 0

Allowed Letters  Minimal Value: Maximal Value:

Value is required for this field
| Patterns

The Dictionary Properties

Dictionaries are used for fields which have a fixed set of possible values. Dictionaries greatly enhance the
OCR results as the OCR will use the list of values to attain improved final results. The field First name is not

a good contender for a dictionary since it does not have a fixed set of possible values. In this case we do
not make changes in this tab

Field Properties

General | Rules Dictionary| OCR @ Verify @ Export @ Events @ Classification Workflow

~|Basics
Dictionary -
;@ = | GroupNo: 0 2 ColumnNo: 0 =
+/ OCR Options
Correct Automatically ~ Min item Match: 70 2
| Verify Options

Auto Fi"_ o Dictionary Display Options
+ Must Be in Dictionary * Popup List Box
Show Partial Match

N
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The OCR Properties

The OCR properties are used to select the OCR parameters and other options which can increase the OCR

recognition.

Field Properties

General Rules Dictionary OCR | Verify | Export @ Events @ Classification Workflow

4 | Basics
Default OCR Type: ~ Confidence Level:
InvMachine - E‘%} Low - 30 =

4 | Date Post Processing

v Date Post Processing Languages Alternate OCR Type:
Year Auto Complete Catalan - .

~ Allow Future Date Croatian
Time Post Processing Czech
International Date is Allowed Danish hd

4 | Mumber Post Processing

Amount Post Processing « Keep Decimal Digit
Price Post Processing IDs Post Processing
~ Amount always has Decimal Digit Extract Digits
4 | OMR. Post Processing

Extract Digits and Delimiters

~ OMR One Choice Value if More than One Mark
- | More
‘One Word Post Processing; Not In Table Table Field Properties
Dictionary Post Processing Try General Algorithm Left Aligned Multilines
Email Post Processing If Fax Put this Value: Right Aligned
Get S MICR =
et canner Max. Ambiguous Chars: 9 = Center
Handprint OCR Type:
G
OCR Type

The OCR Type is a set of OCR settings that are saved together as a group of parameters called ‘OCR Type’ so
that you can assign the same group of parameters to many fields.

For example if you have many alpha numeric fields that are similar. You can create an appropriate OCR
Type that is good for such fields and then assign this OCR Type to all alpha numeric fields.

O Click the icon next to the Default OCR Type field

Field Properties

General | Rules | Dictionary OCR | Verify | Export

+ | Basics
Default OCR Type: =g onfidence Level:
InvMachine - 38 Low - 30 =

4 | Date Post Processing
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The OCR Build Region Parameters window will open

Build Region Parameters
OCR Type
"% % Save as Type and Exit.. | Cancel

General OCR Hints

What should be recognized ? General Parameters
Handwriting or Specific Font ¥ Keep Form Data

* Machine Print Use for Voting
Machine Print then Handwriting Image Enhancement
OMR e

L0y

Barcode
FieldScript Custom String

Cutom Function

® Select Handwriting as the type of writing expected in this field

Build Region Parameters

OCR Type
InvMachine "% % Save as Type and Exit.. = Cancel

General ICR Hints

What should be recognized ? General Parameters
[ * Handwriting or Specific Font ] I KeepFormData
Machine Print Use for Voting
Machine Print then Handwriting Image Enhancement
OMR el
L)
Barcode

2Lor )

Creating a New System

> Make sure Keep Form Data is un-ticked. This is an advanced feature not required at this point

© Click on the ICR tab and make sure the Classifiers JustICR and Kadmos fields are populated with usanhp
and handus. If the fields are empty, click the Open File icon and select usanhp as the JustICR classifier and

handus as the Kadmos classifier.

Build Region Parameters

OCR Type
InvMachine % % Save as Type and Exit.. | Cancel

General ICR Hints

Classifiers
JustICR Kadmos Weight
usanhp & | | handus & | 50 -

2 The Classifiers are sample files that the OCR engine uses.
Selecting different classifier files is explained in the User Guide
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O Click on the Hints tab and select the Segmentation Type. In our case we only expect this field to contain
one word i.e. the First Name itself. Also select the characters expected, in our case it is a field with alpha
characters only, we expect there could be upper and lower case characters

Build Region Parameters x

OCR Type

InvMachine "y i Save as Type and Exit.. | Cancel

General ICR Hints

Special Type Character set

* Normal Language
UK Zip Code v Name
RTL Currelncy Numerals v Ignore Case

Segrl‘Tentann R “ Alpha Upper Mix Alpha Numerals in a Word
i Page . v Mix Upper and Lower in a Word
Multiple Lines : . ‘

. Punctuations Mix Alpha Nums in a Short Word

One Line

Specific allowed chars QCR Mask

One Character

Dictionaries US Address
Dictionary * Not Address Name Line 2
& & City Address Line 1
Light Dictionary Corrections State Address Line 2
Zip Tel/SSN/Dr Lic
Name Line 1

© Click Save as Type and Exit. Enter a name in the Field Type Name and click OK

Build Region Parameters X
OCR Type
InvMachine % & Save as Type and Exit..  Cancel
General ICR Hinte save ocr Type x
Special Type Existing Field Types
* Normal Private Name -
UK Zip Code Family Name
RTL Currency OMR e
Segmentation type Address Numerals in a Word
Full Page . State and Lower in a Word
g:;tﬁl]i Lines E-.IiLtJ;nerals Nums in a Short Word
* One Word Text
One Character Country
Dictionaries Machine -
Dictionary Name Line 2
8 [Field Type Name: OK Address Line 1
Light Dictionary Co TutoriaIHW| T Address Line .2
Tel/SSN/Dr Lic

Name Line 1

2 Itis recommended to create separate OCR Types for each system so that if changes are done to an OCR
Type it does not affect other systems.
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2 ltis recommended to give the OCR Type a name which includes the system name as well as the type of

characters this OCR is used for e.g. in this case we named the OCR Type as System name ‘Tutorial’
followed by the type of field which is HandWriting hence TutorialHw

2 Once you click OK the Default OCR Type field will show the OCR Type selected for this field

Field Properties
General | Rules Dictionary OCR | Verify | Export @ E

+ | Basics

Default OCR Type: ~ Confidence Level:
TutorialHW - |F Low -0 B2

The Verify Properties

The Verify properties are used to define how the field will appear and behave in the verify station used for
data entry.

Field Properties

General Rules |Dictionary OCR | Verify = Export Events | Classification Workflow

~| Basics

Display Conditions

Display Field to Verifier if: Mot Legal v
+ Display if No Match Supervisor Only
Editing Properties
Auto Tab Force Auto Tab Mosaic
Disabled Size as Image Right to Left
+ Always Highlight Read Only
] Always Highlight Color ] Read Only Fields Color
] Processed Region Color Field Zoom 0 > %
+) TruTypist
Display Field to TruTvpist if: Never ©

Show Empty Field  '® Show OCR ' Show Verify

Send Conflicts to Supervisc Dont Check Conflicts
-/ Hint
Hint
*F Text Color

*I® Back Color

| Alignment in Page Mode

Line Break After Page Break After Hide Description Show Snippet
Line Break Before Page Break Before Full Label Align Image Verticaly

] Quality Control
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O In Display Field to Verifier if: select Always

Field Properties
General | Rules |Dictionary OCR | Verify | Export | Events

~|Basics

Display Conditions
Display Field to Verifier it RULE -
 Display if No Match ~ |Not Empty
Mot Legal

Editing Properties Always

Auto Tab Force Never

Disabled Size |Empty / illegal
+ Always Highlight Display Page
[] Always Highlight Color [] Read Only Fields Color

2 This field determines the conditions to determine if a field will be displayed to the Verifier during the
verification process

Not Empty — display field if there is a value in this filed

Not Legal — display field if it breaks some rule and therefore has a value not allowed e.g. an alpha character
in a numeric field

Always — field is always shown even if blank
Never — field is never displayed to the Verifier
Empty / illegal — display if field is empty or has an illegal value

Display Page — display field only if page needs to be displayed for example if for a certain Form being
processed, all fields are correct and there is no need to display any of them then this field is also not
displayed
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4.6. Defining the Page

A Form can include one or more pages.

For example, a duplex form will have 2 pages, the front and the back

O Right click on the word Pages or click on the Add Page button
Ele Edit View Setup Job Tools Help

=48 First Name
== Travel Pass

Pages
2152 Fields
- New Fieldl Form Name:
e Travel Pass
*  AddPage
Mumber of Pages:
0

Add Page

@ Click the ® sign next to the word Pages to open up the tree structure

=-88% Tutorial
=88 Tutorial EIEI Travel Pass
&= Travel Pass E'@ Fields
E@ Fields . ~IEJFirst Name

L First Name :>9"'~5§185 1
-] Pages i Fage
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Each page requires one or more templates. The template is simply an image of a blank form. FormStorm
uses the templates to match the forms being processed so it can determine which form and which page it is

processing

O Click on Page 1 on the left hand Pane and click the Open an Existing Image File button

File Edit View Setup Job Tools Help

=488 Tutorial
=HE Travel Pass
B [ Fields
L First Name
£ [ Pages
=[& Page 1
-8 Tables

Page Properties

Create a New Template by One of the Following:

* Regular Template

Unstructured Template (requires Unstructured Template license)

Note: The template must be a filled-in form

Open an Existing Image File

Scan a New Document

Page Events
OCR Start Page

OCR End Page

L
Ld

Start Document (requires Classification license)

2 You can also select to scan a page by selecting the Scan a New Document button

® Under the FormStorm Directory select SampleDemo and select Travel Empty_Form.tif and click Open

EE Open source template

e we—

@{ )v“ » Computer » Windows (C) » FormStorm » SampleDemo »

Organize v New folder

CharacTell
4 Downloads
+» Recent Places
@ OneDrive - Sapiens

| ~ Libraries

‘.. Documents
4. Music

=, Pictures
i Videos

‘& Computer
& Windows (C)

11

. ||

DataExp Dicts

-
SPCE
Lk

ImageExp

Citizen_Empty_Fo Sample_File_For_l
rm.tif nput.tif

Travel_Empty_For
m.tif

Logs

2 In this case we are simply using the blank image supplied with the SampleDemo system
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© Click the Save button to confirm the image as a template

Ei Empty Form Image

L ) S
Ll ﬁ CaBlemy

APPLICATION FORM FOR A FREFIET D Rotate
CONCESSIONARY TRAVEL PASS = ecten

(Please complete the sections below in block capitals)

I am applying for an Elderly (v/) D or Disabled (./)’:f Concessionary Travel Pass (" Clear Region

Title Mr(/)D mrs()[_] Miss()| | M) otned] | Gender owe_] Nl Region
(Please state)

First name(s) | Templates:

Sumame J

Address |

Town / Village I

Post code | Telephone Noll ‘

Date of Birth

Declaration

| confirm that the information given above is correct. | understand that if any

details are found to be false, my pass will be cancelled and | may have to pay Template Name:

any costs arising from the issue or use of the pass.
Travel_Empty_Form

Signature
H Save
Date -

You can use Clicks to select words/lines X Cancel

< This window allows you to make some enhancements to the template before saving it

The Template Properties screen appears with the template image displayed (make sure you have selected
the template on the left hand side)

File Edit View Setup Job Tools Help

=8 Tutorial

&{E] Travel pass Template Properties
=12 Fields
" First Name Quick Setup | General | Advanced | Template Synchronization
=) Pages
=B Page 1 Name: Travel_Empty_Form
48 Tables

[5F Template: "Travel Empty Form™ Do not Try to Match
Allow Region Overlap

MRARRA %

590868 Eﬂ‘
APPLICATION FORM FOR A >

CONCESSIONARY TRAVEL PASS

(Please complete the sections below in block capitals)

| am applying for an Elderly (v) D or Disabled (/)D Concessionary Travel P

Title Mr(./)D'Mrs(./)D Miss(/)D Ms(v)[_] Othed (

(Please state)

First name(s)
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4.8. Creating the Template Regions

Regions are areas marked on the template which are assigned to fields. FormStorm then knows where the
data for each field resides on the form

© Drag the mouse to draw a region corresponding to the area of the First Name

File Edit View Setup Job Tools Help
- L 50%

& Tutorial . .
2] Travel Pass Region Properties
3 Fields

= First Name Quick Setup | General | Advanced | OCR
P

o ?‘-‘:5 ) Field: Region Type: OCR Type:
B Page 1 ] =7 Normal =1 [<No OCR> Allow Region Overlap

4 Tables Lock All Regions

5 Template: “Travel_Empty_Form

2, Region Auta Locate

MRTRHA0 Ealkemiy
690868 CAERFFILT
APPLICATION FORM FOR A >

CONCESSIONARY TRAVEL PASS

(Please complete the sections below in block capitals)
| am applying for an Elderly (v) D or Disabled (v )[I Concessionary Travel Pass
Tite Mriv)[_| Mrse[ | Missen | ms()_] othed] Gender (F|_|
(Please state)
First name(s) . ) . t
Surmame ' ’ l
I

@ Select the field First Name to link the field to the region. The Region Type in this case is Normal and the
OCR Type is the one we selected before in Field Properties OCR parameters

Region Properties

Quick Setup  General Advanced OCR

Field: Region Type: OCR Type:

First Name =] Normal = TutorialHW -

Auto Locate

The First Name field and its associated region have now been defined.
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4.9. Alternate Way to Create Fields

In the previous example, a field was created then it was assigned to a region. There is another way to
create regions and fields by creating the region first. The following example will show how this is done to
define the Surname field

© Drag the mouse to draw a region corresponding to the area of the Surname

File Edit View Setup Job Tools Help

& Tutorial

2 Travel Pass Region Properties
2 Fields —
[ First Name Quick Setup | General Advanced OCR
=X ?g;es . Field: Region Type: OCR Type: )
e {none) - Normal + | <No OCR> Allow Region Overlap

& Tables

[ Template: “Travel_Empty_Form
4, First Name
L, Region

Lock All Regions

Auto Locate

B Y
LAERPHILLY
590868 Eﬁ“

ERFFILT
APPLICATION FORM FOR A
CONCESSIONARY TRAVEL PASS

(Please complete the sections below in block capitals)

| am applying for an Elderly (v) I:I or Disabled (/)‘:l Concessionary Travel Pass

Title Mr(/)l:] Mrs(/)D Miss)| | M) ] othed Gender(M/FD

(Please state)

First name(s) |

Surname | =

Address

® Click on the Field icon =

Region Properties

Quick Setup  General Advanced OCR

Field: Region Type:
(none) -~ = Mormal @

Auto Locate
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® Enter the field name and click Create

Region Properties

ﬁicreatellewﬁeld
Quick Setup ' General Advan| Field Name
—— Sumame|
(none) -

Existing Fields

Auto Locate First Name

59
APPLI

AANMS

The Create New Field window opens

Create

39
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* Keep Upper/Lower

Table Column
Table Name

Auto Form Properties

.
ﬁ(}reateﬂewl-‘ldd x
Field Name
Surname Create Copy Close
Field Properties
General  Rules Dictionary| OCR = Verify = Export @ Events @ Classificc ¢ | *
“ | Basics
MName:; Description: Page Nc
Surname -1 Always Exists
Field Type: Default Value: Default Date Format:
Alpha numeric - YYYYMMDD -
4 | Advanced
Upper / Lower Case

Convert to Upper

(not a column)

Default Region Type: ¥ Auto LDFatE . Top/Right
Create Field Title

Normal N Do Not Create Region
Do Mot Create Id Region

Maore

In Page Split - Field Can Appear in: Show in Queues Save Colors

Any Page . Use for Priority Crowd JSON

Alias: Include in Auto Separation

Convert to Lower

2 The Create New Field window has exactly the same Field Properties tabs as before. Selecting the field
properties is done in exactly the same way as before. Define all field properties and click Close when

finished
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5. Completing the System

2090 1

Completing the System

You can now continue to define all the fields in the Form in the same manner, either defining the field first

and then drawing the appropriate region for that field and linking the region to the field or creating the
region first and then defining the field

You can log out of the Tutorial system and log back into the SampleDemo system to see how the other

fields were defined

Once all fields are defined in the Setup you can process images in the Tutorial system to see the results.

In the SampleDemo directory you have some sample documents that can be used for processing. The file is

called Sample_File_For_input

Windows (C) » FormStorm » SampleDemo »

ary v Share with » Slide show New folder

N

DataExp Dicts ImageExp

&

H Q@

Templates

T

Citizen_Empty_Fd
rm.tif nput.tif m.tif

( \

il

Logs Queues

(\

Y Y
C C
2 e
R “e
RecogStat.ini reports.ini

Sample_File_For I | Travel_Empty_For SampleDemoxm
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THE END




