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Introduction

This manual deals with the setup and day to day use of the Quantus

document scanning interface for the purchase ledger available in

Quantus V5.3. There is no interface yet for the sales ledger, cash book

or general ledger, although a cash book interface w ill be provided in

due course.

The system is very easy to use, but does depend on considerable

technical setup which is not dealt with in this manual.

Before attempting to use the scanning system you should have already

contacted Q uantus technical support for advice regarding the hardware

and software that is required to make the system operational.

This manual assumes that as a minimum you have one or more

suitable scanners attached to one or more PC’s; that the Kofax Ascent

scanning software has been installed and configured, and that the

Adobe Capture software has been installed and configured.

Users wishing to maintain only electronic copies of original

documentation must also have installed a magneto optical disc sub-

system for the permanent storage of electronic images.

These products are all extremely complex in their own rights, and we

would strongly advise users not to attempt to set up these aspects of

the system themselves. Both software products are controlled by

hardware keys (“dongles”) which control the number of operations that

can be carried out per month.

The contrary is true for the Quantus part of the interface which is

trivially simple to switch on and to operate.

The scanning interface is a chargeable module which is not supplied

with the basic Quantus system. The interface is controlled by a switch
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in the Quantus Global Environment, which requires an encrypted

software key to be input for the interface to become operational. Please

contact Quantus if you wish to use this system.
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This Manual

Text Conventions

Text in angle brackets <> denotes a keyboard key, for example

•  <ENTER> means press the key on the keyboard marked “Enter”

or 5

• <F5> means press the function key “F5"

• <9><9><ENTER> means press 99 followed by the Enter key

• <CTRL><F5> means hold down the Control key on the bottom

left of the keyboard (marked Ctrl) and whilst it is held down press

the function key marked “F5".

TEX T L IKE  TH IS  denotes text actually visible on Quantus screens.

Text Like this
at the left of the page

is used to denote the selections that are made by the user to navigate

through the system and is based on the text on the buttons.

 

Helpful hints are shown in the left margin with a symbol.
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Global Environment

Introduction

This chapter deals with the most difficult part of the setup process.
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Figure 1  Global Maintain Scanning System

Setup

Login to the G lobal Environment.

Select Maintain Scanning System

The screen appears as is shown in Figure 1.

The first check box activates the system. Mouse on the checkbox and

the system displays the screen shown in Figure 2. You must telephone

Quantus support to get the password for your system and enter it

during the same day. The password is limited to activating the system

on a single day. Unchecking the checkbox will deactivate the system.

You can re-enter the password but you can not re-activate the system

after the day that you obtain the password (unless you get a new

password).

You can obtain a new passw ord at any time from Quantus support.
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Figure 2  Glob al Setup  Passw ord

Figure 3  Global Password Error

Entering an incorrect password will display the error message as

shown in Figure 3.

If you are using M agneto Optical discs to store your electronic

document images, then check the second checkbox on the screen. This

will change the behaviour of the system when it comes to archiving the

scanned documents.

You must enter a path to the directory (folder) where the scanned

image files are to be held in the third field. This must be the same

directory as set up in the Adobe Capture software which writes out the

final image files. You must use the same syntax in this field as the
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syntax used in the Adobe software, normally a UNC pathname in the

format:

\\servername\volume\pathname or

\\servername\sharename\pathname

Mouse on the green tick or press <F3> to exit the screen. This data is

written directly to the database. There is no Apply box.
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Figure 4  Glo bal P rofile D efau lts

Profiles

Whilst still logged in to the global environment, set the operators who

you wish to be scanning supervisors.

Select Maintain Security Profiles

Select an operator code, and press the green tick. Press the button

marked DEFAULTS  and check the box SCANNER SUPERVISOR as

shown in Figure 4. 

This will permit the operator profile to access batches of scanned

documents to enter a batch total, to allocate entity codes to them, and

to mark images as rejected so that the document has to be re-scanned

into another batch.

If the operator profile is to input purchase ledger invoices and credit

notes then also check the box SCANNER OPERATOR . The two flags

work independently so that you can be one or the other or both or

neither.
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Press the green tick, and if appropriate press the button marked A PPLY

DEFAULTS , select the desired option and press the green tick.

REMEM BER  that this will apply the current defaults as shown for the

operator to all entities. Make sure that you w ant to do this, because if

the operator has different settings in different companies then it will

not be appropriate.

In that case flag  the profile as a scanning supervisor &/or operator in

individual companies as well as the default using the B Y ENTITY

button, and DO NOT use the A PPLY DEFAULTS  button.

Press the large green tick, and A PPLY  the changes to the database.

Page Number 10 Quantus Scanning System

Figure 6  Entity P arame ters

Activating Scanning for an Entity

Once scanning has been switched on in the global environment, then it

is possible to activate scanning on an entity by entity basis. Scanning

will not be worthwhile for some sets of books with low volume

transactions. To sw itch scanning  on for an entity, login to that entity

and 

Select Entity Specific Settings
Controls
Maintain Entity Parameters

The screen appears as shown in Figure 6.

Select the checkbox called SCANNING  to activate this entity, press the

green tick and A PPLY  the changes to the database.
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Conclusion

Hopefully you will have guessed by now that the comment in the

introduction was slightly ironical. The fact is that you have now

completed the most difficult part of the setup of the system as far as

Quantus itself is concerned, but of course it was really very simple.

The next chapter deals with the principles of scanning which are not

quite so simple!
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The Basics

Introduction

The scanning system is comprised of several different functions which

will be completed by differently sk illed members of staff. Usually

these functions will be undertaken in different departments on different

PCs, although it is possible to undertake every function sequentially on

a single PC.

In a large department different PCs will be configured with different

software, and hardware. Some will have scanners attached and w e will

refer to these as scanning workstations. These workstations run the

Kofax Ascent scanning software.

The process of scanning and linking the images into Quantus basically

breaks down into five stages as follows:

• Batching and scanning (Kofax software)

• Scanned image quality control and release (Kofax software)

• Allocation of batch to Quantus entity (Quantus software)

• Input (Quantus software)

• Batch completion and archiving (Quantus software)

We will now consider the basic principles of each of these in turn.
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Batching and Scanning

The scanning system interface is primarily a batch process, and we

have decided that this is a good thing, contrary to the way that Quantus

works in general. The reason for this is that documents once scanned

can, if you wish, have no further part in transaction processing. That

means that it is vital for every image stored on the scanning  system to

become a part of the financial system. If batches were not controlled to

the extent of having a batch total value, then it would be impossible to

prove that every item passing through the scanner became an entry in

the books. This can not be allowed to happen.

So the very first thing that is required is for documents to be made into

batches. Each batch must contain documents for a single database

only, and each database must have its own scanning process, although

this can still be on a single scanning workstation if required.

Batches are identified as either invoice or credit note batches, and must

not be mixed.

If documents are included in error then they can be removed from the

batch at quality control time, or at a later stage they can be marked as

rejects in the Quantus interface. As usual we have tried to get you out

of trouble irrespective of what mistakes are made - this as we all know

is just a part of normal life. Documents can not be removed from the

scanning database after release, but they may never be linked inside

Quantus. This is a ll covered by an audit trail.

So simplistically there could be the following setup in the scanning

software:

• Database 1 Purchase Invoices

• Database 1 Purchase Credit Notes

• Database 2 Purchase Invoices

• Database 2 Purchase Credit Notes

So what does a batch look like? That is really about as long as the
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proverbial piece of string, and can vary with the setup of the Ascent

scanning software.

We are recommending that batches are created so that they fulfill the

following rules:

1. The batch header is identified and scanned and contains limited

control information

2. Invoices are identified as being different from the header

3. Multi-page invoices are identified by the scanning software as a

single document automatically

4. Double sided invoices are scanned automatically.

To do this it is necessary to manually prepare the batches in a

controlled manner. Firstly the batch must be added up to find the batch

total. The batch is then prepared with the following pages:

1. Batch Header Identification Sheet (covered with bar codes)

2. Batch Header

3. Invoice Identification Sheet (covered with bar codes)

4. Invoice 1 (1 page)

5. Invoice Identification Sheet (covered with bar codes)

6. Invoice 2 (page 1)

7. Invoice 2 (page 2)

8. Invoice 2 (page 3)

9. Invoice Identification Sheet (covered with bar codes)

10. .............. Invoice n

The batch header sheet is shown in Figure 7.
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Figure 7  Batch Header

The batch header contains two fields, the Entity Code and the Batch

Total (outlined as boxes), which are read by Optical Character

Recognition (OCR) and imported directly into the Quantus database. If

these are not correctly recognised by OCR then the scanning

supervisor can input the values in Quantus.

Each invoice must be de-stapled and have a separator page inserted

between the invoices, NOT between the pages of a multi-page invoice.

The scanning software uses these to identify and automatically create
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Figure 8 A Batch

individual documents made up of more than one page. This is then

retained throughout the complete system, so that pressing a button

inside Quantus will display a single multi-page document in a viewer.

A batch is shown in Figure 8. The large black lines are the separator

pages. This batch has no batch header yet.The batch is inserted into the

scanner hopper and scanned using the Kofax software. The detailed

operation of Kofax Ascent is dealt with in a later Chapter.
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Quality Control and Release

The next step in the  process is entirely optional. This is a quality

control process, where a  scanning supervisor views the batches to

make sure that  the documents are scanned into images adequately.

Experience will determine how much of this activity is needed, and it

is likely to vary according to the quality and age of the scanner

hardware and the specific documents being scanned.

The standard setup of the Kofax scanning system that will be

configured by Quantus will include a quality control process; whether

or not it is utilised is determined by the user.

The final stage after quality control is to release the batch. This is the

final activity in the scanning software at which point the final image of

the document is irrevocably created.

Running through quality control and release of a batch is likely to take

from one to five minutes depending on the size of the batch and the

care exercised over quality control. 

Experience leads us to believe that the quality of the scanned images is

very high, and that the quality control function should be possible on a

sampling basis, ie checking four or five images per batch.

Once the batch is released then the final images can not be deleted,

however this is of little consequence as Quantus handles the following

possible problems:
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Problem Solution

1 a document can not

be read

 the d ocu men t is ma rked  as reje cted , the docu men t is

removed from the batch, the document value is entered

by the supervisor so that the batch balances. The

document is sent for re-scanning

2 a document is for

an entity code  in

another database

 the d ocu men t is ma rked  as reje cted , the docu men t is

removed from the batch, the document value is entered

by the supervisor so that the batch balances. The

document is sent for re-scanning

3 a document is for

another entity code

in the same

database

the document is rejected by the input operator but re-

rou ted b y the  scan ning  sup ervisor to a noth er en tity

4 a batch is in the

wrong  database

the complete batch can be rejected by the supervisor

5 a batch contains

documents for

several en tities in

the same database

the b atch  can  be ro uted  to the  first en tity, sen t back to

the supervisor, routed to another entity, sent back to the

supervisor, and so on until the batch is complete.

6 The batch total

doe s no t agree w ith

the invoices input

the batch can be checked for input error; if there is no

error then the batch total can be changed. If an invoice

has been entered incorrectly the invoice can be brought

back into the batch using cancel invoice.

7 An  invo ice is

entered on the

wrong supplier

account

the invoice can be cancelled, and the batch will  come

back to life with a single item to be entered; both the

origin al can celled  invo ice an d the  new  corre ctly

entered invoice are linked to the same image.

So the fact that there are images in a batch which are wrong for one

reason or another just means that they are flagged in the database as

rejected and they have no link with the financial data.
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Input

The first version of the scanning system treats the scanned image as a

picture. With the exception of the Batch Header sheet there is no OCR

scanning of the actual invoices.

This may seem strange as the Kofax Ascent software is capable of

carrying out OCR scanning. However an OCR scanning system is

much more complex than simple image scanning, and is unfortunately

not very appropriate  for the type of documents that are encountered in

a typical purchase invoice batch.

There is an exception to this rule which is the circumstance where

there are many invoices from the same supplier in identical format.

Any users who have this circumstance can discuss their requirements

with us.

For the purposes of this version of the Quantus software, purchase

invoice and credit note input have to take place in much the same way

as is currently the case. The only difference is that an image of the

invoice or credit is displayed on the operator’s screen during input.

This image appears in an Adobe Acrobat window and when the

invoice is posted aw ay in Quantus the image in the Acrobat window is

linked in to the database.

There are four  possible ways to use this new interface:

1. Ignore it completely and still use paper documents for input. It is

critical under these circumstances that at the point of posting, the

Quantus operator checks that the document in the Adobe Acrobat

viewer is the document being input.

2. Use a standard high resolution video or plasma display set to a

very high resolution with the Quantus and Adobe windows side by

side. This does require the operator to have a minimum of 17"

monitor and at least 1024x768 pixels resolution, or even higher,
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and good eyesight.

3. Use a standard high resolution video display and use the

<ALT><TAB> keystroke to alternate between the two windows.

This is much easier in practice than it sounds because if the

operator does not use the mouse, control stays in the Quantus input

screen at all times; the other window is used for viewing only.

4. The most elegant way is to fit a dual monitor card into the

operator’s PC and fit two swivelling plasma displays onto the PC,

one in horizontal mode, the other preferably in vertical mode. The

Quantus input screen appears in one monitor and the Viewer

appears in the other (vertical) monitor showing exactly an A4 size

page.

The Quantus operator picks a batch off the list being offered, and the

system automatically launches the Acrobat viewer and the purchase

invoice/credit input screen. The latter has not changed except to the

extent that the one linked to the scanned images has slightly different

buttons.

When input is complete and the operator presses A PPLY  the image

number is linked to the invoice posting reference. From that point

onwards the image is visible throughout all the  Quantus drills

wherever the purchase invoice transaction window appears.

Every effort has been made to protect the input operator from linking

the wrong invoice during input, however it is important to note that the

Adobe Acrobat viewer is common across all activities on a single PC,

and that means that multiple sessions of Quantus share a single viewer.

This makes the display of images very fast and permits the viewer to

be opened automatically. However in the event that a second session

of Quantus is launched on the same PC where the first session is in the

middle of an invoice input, then it is possible for the viewer to be

refreshed with an image from the second session during, for example,

an enquiry. Under these circumstances when returning to the first
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session the image in the viewer window could have changed from the

image previously being input.

Some safeguards have been built into the system to minimise the risk

of this, for example the image in the viewer is refreshed as the operator

selects the supplier account. It would therefore be careless to continue

processing when the invoice image has just changed before your eyes.

As a last resort if the operator blindly continues to input the incorrect

details of an invoice, then it is almost inevitable that the batch total

will not agree to the data input into Quantus, and that the  batch will

not be able to be completed by the supervisor. The supervisor must

then determine what has happened and cancel the offending item, thus

reintroducing the batch back into the input queue.

Batches which have been input correctly and where all the invoices are

for the relevant entity will result in the batch being transferred to 

the archive queue automatically.
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Batch Completion and Archiving

After the batch has been input, hopefully easily and without error, the

batch is moved automatically to a queue for archiving.

This has been done so that the good completed batches do not display

amongst the problem batches that need the attention of the supervisor.

Batches which are returned to the active batches queue for supervisor

attention could have numerous things wrong with them. The supervisor

will have to determine what action is required.

Some examples follow:

• the batch contains unreadable images - these must be rejected,

physically removed from the batch and sent for re-scanning. The

values of the transactions are input as they are rejected so that the

control total reconciles. The batch can be completed when all

remaining items are flagged as rejected.

• the batch total does not agree. The original may be incorrect. The

supervisor should check the addition and if appropriate change the

control total, thus completing the batch.

• the batch total does not agree, and on investigation an invoice has

been found to have been entered incorrectly. The supervisor

cancels the invoice and the batch becomes live again. The

supervisor allocates  the batch to an entity code and it starts back  in

the system with a single item outstanding.

• the batch contains items for another entity code. The supervisor

attaches the next entity code to the batch and sends it on its way

again.

The last stage in the process is archiving. Archiving allows an

operator, probably not a supervisor, to record against each batch its
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final destination, which in the  case of a system with no magneto

optical storage will be a long term storage facility, or in the case of a

system with a magneto optical storage sub system will probably be

“destroyed”.
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Kofax

Introduction

Kofax Ascent© is a configurable software suite that controls the actual

scanning of the document. It is a very complex system which can be

configured in many different ways.

The Quantus interface to K ofax does affect the way that the software

can be used. Initially the Quantus system only uses the most basic

functionality of Kofax, although this will change with time.

For example Kofax is capable of very complex OCR and ICR

(Intelligent Character Recognition), and we do use this facility to read

handwritten data from the batch header sheet directly into the Quantus

database.

Unfortunately using OCR to read invoices is not so simple, because

invoices vary a great deal, and that is the one characteristic that OCR

software can not handle.

Quantus staff will have created at least two document types for each

Quantus database in Kofax. Invoices and Credit Notes.

The batch is scanned into the software as described in the rest of this

chapter, passing through Five scanning stages:

1. Create Batch

2. Scan Batch

3. Close Batch

4. Process OCR Verification (Automatic)

5. Process OCR Recognition (Automatic)
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and then at a supervisor workstation:

6. Quality Control Batch

7. Release Batch

With the exception of the Quality Control Screen this is the simplest

possible route for scanning  a batch. Quality control is optional.

User intervention in the OCR verification and recognition processes

has been suppressed  so that this part of the process is  completely

automatic.

We have deliberately kept this interface as simple as possible, because

scanning is not the main activity of an accounts department, merely a

minor addition. Purchase Ledger clerks are not highly trained scanner

operators, nor should they be required to be so.

This manual does not deal with the setup process for Kofax, which is

complicated.
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Figure 9  Ascent Create Batch

Scanning the Batch

Open the Kofax Ascent Capture software as follows:

Start|Programs|Ascent Capture 5.0|Batch Manager

The screen appears as shown in Figure 9.

Select File|New Batch as shown in Figure 10 (or the most extreme left

button). Ascent then launches a screen which identifies the type of

batch, and permits input of a batch name as shown in Figure 11. The

batch types will be specific to each site, and will have been created by

Quantus during commissioning. For the purposes of this manual there

are two batch types, Office Invoices and Office Credit Notes.

The batch name defaults to a value of the date and time, and again

these values have been used in this manual. The batch name as shown

in this screen must be recorded on the batch header sheet, as this is the

only link betw een the physical batch and the computer system at this

point.
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Figure 10 Ascent New B atch

Figure 11 Ascent  Batch Type & Name

The batch selected is Office Invoices. Press Save. The batch is created

as shown in Figure 12.
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Figure 12 Ascent Saved Batch

Press Close. The Create Batch screen closes leaving the batch manager

still active. 

Put the batch into the hopper of the scanner.

Select File|Process Batch as shown in Figure 13 (or the button w ith

the green arrow). The system starts the scanning process as shown in

Figure 14, with the batch name as the window title.

Start the scanner by selecting Start|Scan as shown in Figure 15, or by

pressing the middle of the three large buttons.

The scanner will physically process the papers and produce scanned

images on the screen as the documents are read by the scanner. After

the process has finished the screen will appear as shown in Figure 16.
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Figure 13 Ascent Process Batch

Figure 14 Ascent Scanning 1
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Figure 15 Ascent Start Scan

Figure 16 Ascent Scanned Batch

At this stage the operator can review the batch to make sure that the

documents have been scanned successfully, delete the batch to start

again, delete single documents for the batch and re-scan them or
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Figure 17 Ascent Close Batch

whatever is required. 

Once complete the operator selects Batch|Close as shown in Figure 17

(or the button with the yellow icon).

The scanning task closes and the operator again returns to the batch

manager. 
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Figure 18 Ascent Verification

OCR  Verification and Text Conversion

The status of the batch has now  changed to Verification as shown in

Figure 18.

Select File|Process Batch (button with green arrow). This process

verifies the accuracy of the optical character recognition of the batch

header.

The process has been simplified to the extent that it does not stop

during the process at all, because it is not critical. If the OCR fails or

makes a mistake, which does happen with hand written text, then the

batch header details can be corrected inside Quantus.

The process returns control to the batch manager and the batch status

is OCR Full Text. The batch manager now appears as shown in Figure

19.

Select File|Process Batch. The system then passes the OCR images

read to the recognition process that tries to make the handwritten text

into specific alpha and numeric characters. Once again for simplicity

this process has been automated and does not stop for user interaction . 



Page Number 33 Chapte r Number 5

Figure 19 Ascent OCR Full Text

The status of the batch has now changed to Quality Control as shown

in Figure 20.

The batch now passes out of the control of the normal scanner operator

(optionally defined by the security and login configuration of the

Ascent software).
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Figure 20 Ascent  QC
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Figure 21 Ascent QC P rocess Batch

Quality Control

This is an optional process, but one which is good practice and

essential initially, until the whole process has become stable.

Access to quality control is limited to operators with a particular

security status. This will have been configured as required.

When a quality control operator logs in on the same or another

workstation, then runs the Ascent Batch Manager:

Start|Programs|Ascent Capture 5.0|Batch Manager

the system brings up the batches in Quality Control status. The screen

appears as shown in  Figure 20.

The operator then highlights a batch and selects File|Process Batch

(button with green arrow again) as shown in Figure 21.
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Figure 22 Ascent QC B atch

The quality control supervisor is then offered the same functionality as

the scanning operator as shown in Figure 22.

After the quality controller has viewed the batch, items can be deleted

and re-scanned, or deleted completely, although in the latter case the

document will need to be physically removed from the batch, the batch

totals changed and the document put through the process again. This

could be required if a document was included in the batch for the

wrong Quantus database. We also recommend changing and re-

scanning the header sheet if a document has been removed.

It is also possible to adjust the images by de-skewing, and there are

image enhancement tools for the more adventurous.

Experience leads us to believe that in general, given the right

hardware, the images are very high quality and the quality control

process is something of a formality.

When satisfied the scanning quality control supervisor closes the batch

as shown in Figure 23.
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Figure 23 Ascent QC C lose Batch

The supervisor then releases the batch. This is a technical term which

means that the batch passes the point of no return. Up until that point

the batch can be completely discarded and it will appear never to have

existed as far as both Quantus and the scanning system is concerned.

The paperwork is merely reprocessed from the beginning.

This is done by selecting File|Process Batch (green arrow yet again), as

shown in Figure 24.

The Ascent software then creates the true image files, and writes the

location of the files to the scanning and Quantus databases. The image

files are automatically converted into Adobe Acrobat Reader files

(.pdf) during this process by another software suite called Adobe

Capture. This complicated process can take a few minutes for a large

batch. The process is completely automatic from then onwards. Images

of some of the stages in the process are shown in Figure 25, and

Figure 26.
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Figure 24 Ascent Release Batch

Figure 25 Ascent Release 2
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Figure 26 Ascent Release 3

So the process is then complete. Image files in Adobe Acrobat .pdf

format have been written to some long term storage system, initially on

a file server; the batch has been created in Quantus, and the file

location and file names of the images in the batch have been recorded

in both the scanning system and the Quantus database.

Nothing can now be done as far as the scanning software is concerned

to deal with any problems in this batch. When released the scanning

supervisor has committed the system to write out the images even if

they are impossible to read (which is extremely unlikely).

At this point control passes over to Quantus itself. The scanning

software has done its job.
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Summ ary

First time through this process it does seem complicated, however the

truth is that if the batches are prepared carefully, following the

guidelines in this manual, then the process is extremely simple.

The steps are as follows:

1. Prepare the Batch

a. Sort Invoices from Credits and de-staple

b. Make batches of, say, 50 invoices OR credits but not both (if

some invoices are multi-page then there would be more than

50 pages)

c. Add-list the batch to get the total value.

d. Fill out the batch header using the Batch Name as the unique

identifier.

2. Scan the Batch (Start|Programs|Ascent Capture x.x|Batch

Manager)

a. File|New batch

b. Record batch name on Batch Header Sheet

c. Save

d. Close

e. File|Process Batch

f. Insert documents in scanner, if necessary 10 to 20 sheets at a

time (volume depends on size and power of scanner)

g. Start|Scan

h. Insert more documents if required and Start|Scan again, these

are added to the same batch

i. File|Process Batch (OCR Verification)

j. File|Process Batch (OCR Recognition)

3. Quality Control & Release

a. File|Process Batch

b. Review the batch

c. File|Close

d. File|Process Batch (Release)
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A batch of 50 invoices should take less than 5 minutes to complete the

process from start to finish, assuming that the processing load is

correctly spread around several PCs and servers.
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Quantus Batch Control

Introduction

Batches which have been scanned into Quantus using the automated

process described in Chapter 5 will automatically find their way into

the Quantus database ready for input by a  purchase ledger clerk, with

no further action by a supervisor.

The system has been configured to use OCR to read the Batch Header

and record the Quantus Entity Code and the Batch Value, and write

this data into the Quantus Database.

However life is not perfect and OCR does not always work, so the first

of the Quantus batch control screens allows a Quantus scanning

supervisor to correct the Entity code on a batch and the batch value.

Entity codes passed to Quantus by the OCR in the scanning system

which can not be recognised by Quantus are set to blank.

Most batches pass straight to the input clerks w ho select a batch off a

batch list. When complete, if the batch totals balance and all the

documents in the batch have been processed, then the batch passes to

an archiving batch list.

If the batch is incomplete after input the batch passes to a supervisor

for checking and correction. This will include changing the batch

control total because it was added up wrong, re-routing a part

completed batch to another entity code, marking documents as rejected

and sending them back for re-scanning, rejecting whole batches

because they are  for the wrong database, and I am sure some events

that we have not thought of. The batch can then either go back for

reprocessing to an input clerk or to the batch archive process.

The Chapter deals with the basic principles of batch management in
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Quantus.

The flow diagram for a batch is shown in Figure 27, Figure 46.

There are four different views of batches depending on the status of

the batch:

1. New batches that have no company code or value

2. Live batches that are not currently locked - available for input

3. Batches which have already been accessed but which are

incomplete

4. Batches which are complete awaiting archive

There is also an enquiry over all batches, irrespective of status.

This chapter deals with each in turn.
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Figure 27  Batch Flow Diagram
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Figure 28 No B atches

Figure 29 Assign Batch Total

Batches with no Entity Code or Value

So the first problem is batches that have failed to scan one or other of

the OCR input fields correctly. Quantus provides a simple screen to

allow a scanning supervisor to correct these fields.

Select Scanning
Assign Batch

In the event that there are no

batches missing an entity

code/batch value  the system

displays the message in Figure

28. 

Otherwise the

screen displays a

list of all batches

which have failed to

transfer either the

batch total or the

entity code from the

Optical Character

Recognition process

to Quantus. Under

normal

circumstances this

list should be

empty. The screen

appears as shown in

Figure 29.

B ATCH NO . - The internal Quantus batch number.

IMAGE COUNTER - The number of scanned images in the batch
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Figure 30 Scan Information

(invoices not pages).

B ATCH VALUE - The Batch Total, which may or may not have a value

depending on the success of the OCR read.

A SSIGN AN ENTITY - The Entity Code, which may or may not have a

value depending on the success of the OCR read. This listbox displays

only entities that have scanning turned on.

Pressing the button marked SCAN INFORMATION  displays the details

passed from the Kofax software into the Quantus database, including

the interpretation of the entity code and batch total from the OCR

process, as shown in Figure 30, Figure 56. This may of course be

gibberish if the handwriting is poor.

Pressing the button marked REJECT B ATCH  asks the operator to

confirm the action and then rejects the complete batch.

Pressing the button B ATCH SHEET brings up the Acrobat viewer

shown in Figure 31, Figure 62 with the Batch Header Sheet.
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Figure 31 Acrobat Batch Header

Pressing the RE VIE W  DOCUMEN TS button brings up the screen shown

in Figure 32.
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Figure 32 Ba tch D etail

This has the following fields:

DOCUMEN T ID  - Obviously the unique identifier of the image.

ENTITY - This field displays the Entity Code from Quantus once the

image has been linked to a Quantus transaction. At the moment this

batch has not been processed so there is no Entity Code.

V IE W  IMAGE - Select this check box to bring the image of the

document up in the Acrobat viewer.

REJECT - Select this checkbox to reject the image. Once rejected an

image will not automatically appear in the batch for input. An image

can be unrejected by unchecking this. A scanning supervisor or

scanning operator can unreject the item at any stage in  the future until

the batch is complete.

To activate the batch you must fill one or both of the B ATCH VALU E

and A SSIGN AN ENTITY fields so that they contain valid values.



Page Number 49 Chapte r Number 6

When you have done this, pressing <EN TER> or the green tick will

remove the batch from the list, and will redisplay the refreshed list.

When you have cleared all the batches, the screen will display the

message in Figure 28. Press Enter or mouse on OK to exit the screen.
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Figure 33 Batch  Enq uiry

Enquiry

At any time it is possible to enquire on the status of a batch. The

enquiry screen appears as shown in Figure 33, Figure 67.

There are selection criteria at the top of the screen allowing the

operator to select by Batch Number or by Batch Date, and Complete,

Incomplete or All batches.

Use the radio button to select whether to use number or date, and then

enter the range as appropriate.

Then use the radio button to select All, Complete or Incomplete

batches within that range. Press the small green tick. The screen w ill

then appear as shown in Figure 34, and Figure 35. The Archive

Details button is highlighted only when the status is completed.

B ATCH NO . - The batch number is numeric order.

SCANNED CTR - The number of documents recorded by the scanner.
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Figure 34 Batch Enquiry 2

ENTERED CTR - The number of documents input by the operator(s).

B ATCH VALUE - The batch control value.

ENTERED VALUE - The value of documents entered by the operator(s).

STATUS - The possible statuses are Blank, Rejected and Completed.

Blank means in progress, the others are obvious.

The buttons display the following:

B ATCH INFO - See Figure 30, Figure 56 on page 46, 80.

B ATCH DOCUMENTS - This displays the screen shown in Figure 36.
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Figure 35 Batch Enquiry 3

Figure 36 Ba tch D ocu men ts

A completed batch such as the one shown will display:
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Figure 37 Transaction

DOCUMEN T ID  - The individual number of the scanned image.

ENTITY - The set of books that have been used to record the

document in the accounting records.

QUANTUS ID  - The Quantus Purchase Invoice or Credit number as

recorded in the  Purchase Ledger.

SUPPLIER - The supplier whose account the document has been

put on.

INPUT VALUE - The gross document value input by the operator.

REJECTED - A checkbox to indicate that the document has not

been processed into the accounting system. The document will not

show a value although the value has been input and has been used

to reconcile the  batch total.

The buttons display the following:
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Figure 38 Image in Viewer

TRANSACTION - The normal Quantus ledger information as shown

in Figure 37.

IMAGE - The image of the document in Adobe Acrobat as shown

in Figure 38.

A RCHIVE DETAILS - The system displays the location of the archive

and sundry details as shown in Figure 39. This is only used if the

system has no magneto optical storage facility (when the documents

are destroyed).
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Figure 39 Arc hive  De tails

B ATCH SHEET - This is the batch cover sheet. See Figure 31, Figure

62 on page 47, 86.

B ATCH H ISTORY - The log showing the movement of the batch from

operator to operator, and from status to status as shown in Figure 60

and Figure 61 on page 85.
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Figure 40 Batch Input

Input

Batches which have a value and which have been assigned to an Entity

either from the OCR process or from the previous section will appear

on the list for input by ordinary operators.

Input is dealt with in detail in Chapter 7 on page 67. This section is

included as a general explanation of what is happening to the batch.

The operator is offered a list of batches (Figure 40, Figure 47) which

have been assigned to the logged in Entity Code. The batch could of

course contain items for another Entity Code, and the batch can have

items rejected for this reason. These will be recycled through the

supervisor process which follows for part completed batches.

Pressing the RE VIE W  DOCUMEN TS button allows the operator to

review  the batch prior to entry. 
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Figure 41 Ba tch In put D etail

A new batch appears as is shown in Figure 41, Figure 48. No items

show an Entity Code, Transaction Reference, Supplier or Value. Part

completed batches on the other hand do show  these details as shown in

Figure 42. 

The operator can reject an item at this stage, and this item will not

automatically be offered for input when the batch is selected.

Otherwise the operator can view the images by pressing the IMAGE

button.

Selecting a batch starts the input process as described in detail in

Chapter 7 on page 67.

Once a batch has been selected for input it is recorded as having been

opened and appears in a screen used by supervisors to handle
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Figure 42 Ba tch In put D etail 2

incomplete batches. This is true irrespective of whether the batch is 

immediately discarded, so that it is possible for the supervisor to track

nasty batches (ie those selected and immediately deselected by the

operator). The batch still remains available for input se lection as well.

A batch can be selected by the operator, have some items input, and

then be returned to the pool of batches awaiting input at any time. The

operator may be going to lunch or have finished work for the day. The

batch can then be selected by any other scanning operator and be

completed. Each item in the batch has the relevant operator recorded

against it. The same is true for batches which have rejected items.

A batch is finished by the operator when all items have either been

input or rejected. A batch with any rejected items can not be completed

and moved automatically to the final process (archiving), and always

stays on the supervisor’s screen for problem resolution.

The supervisor’s screen for handling part completed batches is
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described in the  section on page 60, and dealt with in detail in Chapter

8 on page 77. 

Batches which are input successfully without any rejected items are

automatically transferred to an archive list if, and only if, the value of

the items processed into the Quantus ledgers agrees with the batch

total value. This should be the most common event. This is described

on page 63 and in detail in Chapter 9 on page 93.

Batches which have all the input completed, but which do not add up

in total are transferred to the supervisor’s screen for problem 
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Figure 43 Comp lete/Amend  Batches

Part Completed Batches

The screen that controls this category of batches is only available to

scanning supervisors. It appears as shown in Figure 43, Figure 55.

Batches appear on this screen for several reasons; some examples

follow:

1. The batch contains rejected items because they were for another

entity code. In this case the supervisor can view the batch and the

remaining items in the batch, and select another entity code. The

batch will be removed from this screen and appear for input in the

new entity.

2. The batch contains rejected items that can not be read. The

supervisor views the batch and image, and if true then confirms

the rejection, physically removes the document from the batch and

sends it for reprocessing. Confirming rejection requires input of

the document value so that the batch totals can be balanced.
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3. The batch appears complete but the batch total and the total input

values do not agree. The system w ill show that “n” documents are

in the batch and “n” have been input, but it will display a message

“The controls totals do not balance”. The supervisor must add up

the batch again, check that the batch total is correct and amend it if

it is not. If this is not the problem the supervisor must identify the

document that has been input incorrectly, exit the batch and cancel

the invoice in Quantus, which will bring the batch back to life. The

treatment of the batch from then onwards varies according to the

selection made during cancellation. It will either route back into

the main input pool, or route to the supervisor list. The former will

be more common, and will reflect an incorrect invoice value, or an

invoice on the wrong supplier. The latter will reflect an invoice

entered into the wrong books (entity code) or even the wrong

database.

4. An operator has selected the batch and then decided that it is a

nasty batch with difficult invoices. The operator has then done no

or little input and exited the batch. The supervisor may or may not

take action on this. The batch will still appear on the main input

screen anyway, however for convenience the supervisor can

acknowledge the batch (Action it) and cause it to be removed from

the supervisor list. This will at least mean that if another operator

does the same thing, the batch will show up again.

A batch which has never been accessed does not appear on the

supervisor’s rejected batch list; this is because there are likely to be

many batches awaiting normal input, but not very many awaiting

correction. Therefore presenting the supervisor with a list of every

incomplete batch would make it difficult to find the problem batches

amongst all the incomplete batches. The converse of this is that

batches containing only rejected items still not input do not show on

the normal list of batches awaiting input, so that the normal operator is

not offered batches that are incomplete but faulty. 

Where a batch has been opened by an operator, no input has been
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attempted and then closed again, the batch appears on both lists, but

can only be selected from one screen at a time, of course.

The objective of the supervisor is to move every batch that appears on

this screen to another status as quickly as possible. Batches can move

from here either

• Back to the main input pool

or

• Onwards to the archive list
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Completed Batches Awaiting Archive

The last step in the process is to decide what happens to the physical

batch of papers. 

Batches will appear on the archive list either directly from the input

process, or from the supervisor. The physical batch will either have

stayed at the scanning supervisor/ quality control workstation or w ill

have been taken by an input clerk and returned to the same place.

The supervisor may have taken the physical batch to re-add it, or to

remove individual items from the batch which have been rejected, for

reprocessing through the scanner.

Eventually all these batches will find their way onto the archive queue.

The batch may have less items than originally, or it may be perfect and

virtually untouched by human hand.

So what happens to the batch? This very much depends on the

individual needs of the business, and the technology adopted. There

are two fundamental possibilities, which are either

• the documents have to be kept and stored for legal reasons

or

• the document images have been written to a magneto-optical

drive, and permission has been received from H er Majesty’s

Customs & Excise (HMCE) and Her Majesty’s Inspector of Taxes

(HMIT) to destroy the original paperwork. The latter is considered

on a case by case basis, and there is no legislation or case law

governing which systems are adequate and which are not.

So something has to happen to the physical paperwork. In the first case

it will be immediately transported to long term storage because there

will be no point in keeping files locally when they are available as
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instantaneous images on screen. In  the second case they w ill

immediately go for destruction/shredding.

We recommend that no documents are destroyed until the computer

backup cycle has been completed, because the images on the magneto

optical drive can not be accessed without links which are maintained

on the normal server discs. The fact that the images are on a magneto

optical drive is somewhat fatuous as far as security is concerned

because the image must not only be present but it must also be

accessible in a meaningful way and in a reasonable time.

It is important from the day to day management of this system that the

status and whereabouts of a batch are known. If a supervisor needs to

find a batch there is no point in looking for it the day after it has been

destroyed. Equally if it has been sent to long term storage this needs to

be known.

So the system provides a simple interface designed to be used by non

supervisory staff who tell the system what has happened to the

physical batch. The screen appears as is shown in Figure 44.

This process is very simple.

Firstly the system control screen contains a flag showing whether

optical discs are in operation, see Figure 1. This changes the way that

the archive screen behaves.

The archive screen displays two check boxes, A RCHIVE and D ISPOSE.

A RCHIVE is activated for input if magneto optical drives are not

operational, and D ISPOSE is activated if the optical drive flag is on.
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Figure 44 Archive L ist

Figure 45 Archive Location

Archive

If the Archive flag

is selected the

system requests an

archive location as

shown in Figure

45.

Enter details, press

the green tick and

the screen will close

and the batch will

disappear off the

list.

Dispose

This is even

simpler, as checking

the dispose  box

with optical discs

turned on results in

the batch

disappearing

immediately.

Page Number 66 Quantus Scanning System

Figure 46  Batch Flow Diagram

Conclusion

The system is really not as complicated as it sounds. Revisiting the

diagram at the  beginning of the chapter, the three screens in the  middle

represent the three lists of batches, the first is the scans which have not

read the OCR correctly, the second is the main pool of batches for

input, and the third is the list of batches which have some problem.

Batches can go round the incomplete batch loop many times, but

eventually all batches must get onto the archive list.

The system ends with a  generalised record about what has happened to

the batch. There is as yet no mechanism for logging the subsequent

retrieval of stored batches.
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Invoice & Credit Note Input

Introduction

The input process for invoices and credit notes has  changed very little

in this first version of the scanning system. Scanned images are not at

this stage being used for OCR purposes, and data is not being read

from the invoice/credit image directly into the Quantus database.

This is technically possible, although the scanning process becomes

much more difficult, and OCR scanning can only be worthwhile for

very high volumes of invoices from a single supplier. This may be

desirable in due course but this version of Quantus Scanning does not

support it.

So input of the data from the invoice into Quantus has not changed;

what has changed is the fact that the document (invoice or credit) is

displayed for input on the screen, and is part of a controlled batch.

Access to these scanned batches is through a new option on the

selection screens, and images can not be accessed through normal

purchase invoice entry. It is still possible to enter invoices and credits

just the same way as it was done previously, so if required there can be

two streams of input into the purchase ledger, one through the

scanning process and another not.

Invoices which are not put through the scanning process must, of

course, not be destroyed as there will be no image of the invoice held

in the system; so these must be filed as currently. Moreover it is vital

that scanned invoices are not input through the old process, because

the old process will not link the transaction to the image, and the

scanned batch will be useless. In fact it would have to be rejected if

this happened, and the images on disk would just sit there, never to be

accessed again.
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In Chapter 4 on page 12 there was a description of the different ways

that input from scanned images could be achieved, depending on

personal choice and the hardware available.

The most elegant but not necessarily the most costly route is to have

input clerks with two flat panel displays, and a dual monitor card in the

PC. Users who do nothing but invoice input will probably need this

hardware configuration. There is a cost associated with setting up a

workstation with this configuration.

The second option, which is very simple to use, is to display both the

image viewer and the Quantus input screen side by side on a  single

monitor, using the <ALT><TAB> keystroke to move from one to the

other if there is an overlap. This configuration is better when the

monitor or display is large and the screen resolution is high. Of course

there is a trade off between the size of the characters on the screen and

how much you can fit on the screen. Most older PCs and monitors will

not support very high resolutions in any case, so inevitably there will

be some hardware which w ill not be ideal.

The third option is to retain paper as the main input medium, so that

the image on the screen is secondary to the process. This is in fact the

most difficult process to use, because unless the operator is careful

there is a risk that the image in the viewer (which of course will be

used to link to the transaction) is not the data being input from the

paper copy. The software guards against this eventuality as far as

possible, but ultimately the input clerk can force the system to go

wrong, if they input one invoice and link another. 

We strongly recommend that this last option is not used, as it also

defeats some of the objectives of handling paper as little as possible.

The screen shots in this manual have been prepared using a single 17"

high quality classic monitor running at 1600x1200 pixels. Under these

circumstances the images of Quantus and the viewer do not overlap at

all. It would be much better to use a 19" classic monitor at 1600x1200
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pixels or a 17" flat panel display at 1024x768 pixels (w hich w ould

produce the same result but with much larger images and fonts).
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Figure 47 Batch Input

Input

Start the input process as follows:

Select Purchase Ledger
Transactions
Scanned Batches
Invoice & Credit Input

or

Select Scanning
Input from Scanned Batch

The system displays a list of batches assigned to the active  Entity

Code, which are waiting to be processed. The screen appears as is 

shown in Figure 40, Figure 47.

The fields on this screen are as follows:
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B ATCH NO . - Obviously the unique batch identifier.

SCANNED - The number of invoices scanned into the batch. Each

invoice may have many pages.

INPUT - The number of items from the batch already input by another

operator.

REJECTED - The number of invoices in the batch already rejected by

another operator.

TYPE - The document type, either invoice or credit.

SELECT ?  - Check this box on a particular line to select the batch and

start input.

Before selecting a batch it is possible to enquire on the contents of the

batch by pressing the RE VIE W  DOCUMEN TS button. This shows the

details of the batch for the line that the cursor is on. The enquiry screen

appears as shown in Figure 41, Figure 48.

This screen displays those invoices in a batch that have already been

processed, providing the following details for each:

DOCUMEN T ID  - The unique number of the image.

ENTITY - Once a document has been entered, the Entity Code

which has been attached to this image. Batches can include

documents from many Entities in a single batch, although this may

only be in error.

QUANTUS ID  - Items which have already been input will show the

purchase ledger invoice/credit number.
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Figure 48 Ba tch In put D etail

SUPPLIER - Once a document has been entered, the supplier code.

INPUT VALUE - Once a document has been entered, the value.

REJECTED - Shows that a document has already been rejected.

Press EXIT  to return to the batch list.

Mouse on the checkbox to select a batch for processing.

Selecting a batch to process results in the system displaying a screen

which is similar to the existing invoice entry screen, shown in Figure

49, and simultaneously the system launches the Adobe Acrobat viewer

and retrieves the first document in the batch, resulting in the view

shown in Figure 50. Because these images do not overlap (an effect of

the high resolution) it is not even necessary to switch between the

images using <ALT><TAB>. 
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Figure 49 Invo ice En try

The functionality of this screen is described in detail in the Setup

Manual, and the reader is referred to that document if they do not

already know how to use the screen. This manual only deals with the

items specific to the scanning interface.

If the invoice is difficult to read at high resolution the magnification in

the viewer can be used to see the image more clearly as shown in

Figure 51; this also shows the completed input waiting for the A PPLY

button in Quantus to be pressed. The end result is a normal numbers

box.
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Figure 50 Quantus & A crobat Viewer

Figure 51 Quantus & M agnified Acrobat
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Figure 52 Ba tch In put D etail 2

Pressing Continue in the numbers box displays the next image in the

batch.

The screen now appears again much as before as shown in Figure 50,

but of course with the next item from the batch being displayed in the

viewer. The display is once again normal size.

At any time on the main invoice entry screen it is possible to enquire

on the status of the batch by pressing the MAINTAIN B ATCH  button.

After two invoices have been entered from this batch, the batch

appears as shown in Figure 52.

There are only two things that can happen to a document in a batch;

input and rejection. An item might be rejected for several reasons:

• The image is too poor to read (hopefully not often)

• The image is for an Entity Code other than the one currently in use

• The coding for the invoice is not known by the operator

• The supplier account is Disabled

• The Purchase Order is not visible
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Figure 53 Batch Finished

• The invoice is above the authoriser’s limit

and probably many more. It is perfectly legitimate for items in a batch

to be rejected by the operator and to go to the next stage for re-

processing.

The operator can do this in one of two ways, either by pressing the

REJECT INVOICE button shown on the screen in Figure 49, or by

selecting the checkbox on the enquiry screen shown in Figure 52. The

result is the same, which is that the invoice is flagged as rejected, the

viewer is refreshed with the next image, and the operator is allowed to

complete the batch without inputting some of the documents.

Pressing the REJECT button on the screen or checking the box in batch

maintenance will always refresh the viewer with the next invoice in the

batch awaiting input, but of course excluding previously input or

previously rejected items.

When all the items are either

entered or rejected the system will

display the message shown in

Figure 53.

At this stage you should close

the Acrobat viewer before you

start the next batch. If you do not do so then gradually your PC will

slow down due to the fact that the viewer fills up with images. You can

achieve the same effect by shutting the individual documents inside the

viewer.

 Pressing OK will return the operator to the batch list so that they can

select another batch.



Page Number 77 Chapte r Number 8

Part Completed Batches

Introduction

Scanning supervisors have access to a list of batches which for one

reason or another have not been completed automatically by the

operator. To be completed automatically a batch must fulfill three

simple rules:

• the operator must not have rejected any of the items

• the individual entries must add up to the total of the batch

• the number of items input must equal the number counted by the

scanner

If any of these are not true then the batch will be returned to the

supervisor’s list of incomplete batches.

The list also contains batches which have been accessed by an operator

at any time but not completed.

Hopefully this list will not contain too many batches.
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Figure 54 Superv isor O nly

Figure 55 Comp lete/Amend  Batches

Correcting a Batch

Start the process by picking some batches.

Select Scanning
Complete/Amend Scanned Batches

You must be a scanning

supervisor to access this screen. If

you are not then you get the

message shown in Figure 54.

Press OK and you will exit the

screen.

If you are a scanning supervisor then  the screen appears  as shown in

Figure 43, Figure 55.

This displays a list of all problem batches in the system. A supervisor

can select one or more batches to investigate, by checking the box.
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This locks the batch with the operator’s ID, so that the problem batch

“belongs” to that supervisor until they release it. This is so that

complex problems can be dealt with over a period without the batch

being picked up by another supervisor.

The screen shows:

B ATCH NO - A unique identifier generated by Quantus starting at 1 and

incremented for each batch in a database (crosses entities).

SCANNED - The number of items counted through the scanner.

INPUT - The number of items input into Quantus

REJECTED - The number of items NOT input into Quantus and flagged

as rejected by the operator. This does not include items not input and

still available for input.

SUPERVISOR LOCK - The operator code of the supervisor who has

taken the batch.

ENTITY - The entity code which the batch was last allocated to.

SELECT ?  - A checkbox to select the batch for investigation.

The buttons on the screen display the following:

SCAN INFORMATION

The screen appears as is shown in Figure 30, Figure 56. This is the

view of the batch as recorded by the Scanner and OCR process. It is

not necessarily correct as the OCR read of the header information may

have failed. In fact in the screen image the entity code is shown as

WEW, when it should have been NEW . Batch values are often read

better than the text. The other information is derived from the scanning

software database and permits the B ATCH ID in Quantus to be tied in
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Figure 56 Scan Information

to the B ATCH NAME as physically recorded on the batch header.

RE VIE W  DOCUMEN TS

This button allows the operator to look at the details of the batch

before deciding whether to try and sort out the problems. At this stage

no changes can be made to the batch. The batches must be selected

first (see later).

The review screen appears as shown in Figure 57. This allows the

supervisor to see the following details of each document (invoice or

credit):

DOCUMEN T ID  - The unique reference number of the document image.

ENTITY - The set of books that the image has been entered into. A

batch can contain images for several sets of books if required.

QUANTUS ID  - The Quantus Purchase Ledger reference number.
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Figure 57 Docum ents in a Batch

SUPPLIER - The supplier account used by the operator.

INPUT VALUE - The value entered by  the operator.

REJECTED - Whether the item was rejected by the  operator.

For each line it is possible to see the original image as has been the

case for some time, but now it is also possible to see the details of the

transaction as entered into Quantus as well. This is the first time that

both the image and the transaction have existed of course , so it is

possible to now view both side by side. Press the IMAGE  button, and

then the TRANSACTION  button. The resulting screen appears as shown

in Figure 58. From these details it is possible to see if anything has

gone wrong, for example, the total is incorrect, or the supplier account

is incorrect.
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Figure 58 Transaction & Image

Press Exit to return to the list of documents; pressing the door will

return the operator to the main selection screen as usual.

Selecting a rejected line will grey out the TRANSACTION  button as it

has not been entered.

The supervisor can select as many or as few batches as they like. The

batches selected become part of a group under the control of that

supervisor; another supervisor can select other batches at the same

time. Batches selected are held in a work area, and no changes are put

into effect on the batches until the changes are applied to the database

at the end. When the supervisor exits the screen and presses the A PPLY

button, the batches are either Completed and move to the archive list,

or they are Actioned and released back into the pool of batches

available for input, or they are held as pending action by the supervisor

personally. Batches which are not Actioned and are not Completed are

NOT available for normal input, and they are NOT available for other

supervisors. The batches are specifically held for the supervisor who

selected them, as each might have to go through a lengthy problem
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Figure 59 Complete/Amend Batches 2

resolution process, w hen it would be very undesirable for the batch to

be released and selected by another person.

As each batch is selected it is marked as allocated to the current

operator and disappears from the screen. Having selected a few

batches, press the green tick to go and sort out the problems. This w ill

display the next screen which looks as shown in Figure 59.

This has a similar layout but it does not have the supervisor code, and

it does have three additional fields:

COMPLETE - This flag is blank on every line when you first enter this

screen. After batches have been reviewed by the supervisor, and then

either the batch total has been changed to agree to the items entered, or

the rejected items have been confirmed by the supervisor, the batch

will show with a C in the completed status. This means that the batch

will be removed from the input process and passed to the archive

process when the changes are applied to the batches in the list.

COMMENTS - This tells the operator the current status of the batch.
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Figure 60 Batch  History

A CTIONED - This checkbox displays whether the batch is to be put

back into the general pool for processing. If it is selected then the

batch will be released back into the pool when changes to the group of

batches is applied. A batch can not be both Actioned and Completed,

only one or the other.

The buttons on the screen are as follows:

B ATCH H ISTORY 

This button displays the screen shown in Figure 60. This displays

everything that has ever happened to the batch. The button H ISTORY

DETAILS  provides the status of the batch at a specific point in time as

shown in Figure 61.

SCAN INFORMATION

This button shows the same screen as described previously in Figure

30, Figure 56.
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Figure 61 Ba tch H istory  De tails

B ATCH SHEET

This button displays the image of the batch header sheet, as shown in

Figure 31, Figure 62 on page 47, 86.

A MEND B ATCH

This is  the important button w here all the action takes place . This is

where the supervisor actually sorts out the problems and makes all the

corrections. Corrections can be made to multiple batches before any of

the changes are applied to the database, just in case the decision about

one batch is affected by something in another batch.

From the screen shown in Figure 31, Figure 62 it can be seen that

correcting batches has many options!

At any time the supervisor can view the transaction or the image as

described previously.
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Figure 62 Supervisor Batch Correction

Dealing with the simple options first we will look at buttons which

affect the whole batch, CHANGE ENTITY and CONTROL TOTAL .

A document in a batch might be for a different entity from the rest;

under these circumstances the supervisor moves the cursor onto the

line and presses the CHANGE ENTITY button. The item may have been

rejected by the operator (but operators can close a batch without

rejecting  an item). Selecting a new entity code will cause the batch to

be routed back to the operators for input in the second entity. A batch

with items for many entities will be routed through the supervisor

several times, so it is probably best to keep batches separated by entity

as much as possible. Remember nothing actually happens until at the

very end of this process the group of items being corrected are applied

to the database - at this stage you can change your mind. After

selecting change entity, control passes back to the batch list

automatically as the batch will have to  go round the reprocessing  cycle

irrespective of whether there are additional problems in the batch. You

can not make any other changes to a batch if you select CHANGE

ENTITY; the batch will automatically shut itself. During this process
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any rejected items will be cleared (they were probably rejected because

they were in the wrong entity), however any confirmed rejected items

are NOT cleared. The batch is actioned and appears on the normal

operator queue for input (but ONLY w hen the changes have been

A PPLIED at the end of this whole process). If you wish to make further

changes then you can go back into the batch again and make further

changes.

The next simplest problem is that the batch is out of balance because

the batch total was added incorrectly. Input is fine but the batch will

not complete if the batch total does not agree with the input/rejected

values. So to correct this the supervisor must add up the batch again

and input the new correct batch control total by pressing the button

CONTROL TOTAL . A batch with matching total values, and matching

numbers of items can then be completed by pressing the COMPLETE

button.

Next is a batch which has been part completed and then left by an

operator who went to lunch, or went home. The batch becomes visible

to the supervisor under these circumstances, and when selected by the

supervisor the batch becomes locked, and is not available for further

input. To get it back into the pool for input the supervisor must

A CTION  the batch to show that it has been reviewed. This is to enable

tracking of the “nasty batch” syndrome, where a particular operator

always looks at a batch  and discards it as too difficult. Supervisors

must action batches which are part complete (assuming of course that

the remaining items are not rejects which have not been marked as

such). You can not COMPLETE  and A CTION  a batch, you can only

COMPLETE  a batch which has all the items either input or rejected, and

you can only A CTION  a batch which does NOT have all the items input

or rejected.

Then there is the subject of rejected  items. An operator can reject a

document during input because it is unreadable, because it is in the

wrong database, because it is for the wrong entity, or there is no

purchase order, no supplier, and probably more reasons. The
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If all the buttons on

this screen get

greyed out then

press < F6>  to

reactivate the screen

Figure 63 Confirm Rejection

supervisor must sort the problem out. This could require that the item

is physically removed from the batch for reprocessing  or not,

according to the error. So the process requires care and attention.

Every rejected item must be confirmed by the supervisor in this screen,

and at the point that rejection is confirmed the value of the document

being rejected must be input so that the batch total balances. Of course

if it is merely a question of a new supplier needing to be setup then the

item is not going to be confirmed as rejected, in fact it is going to be

UNREJECTED . The supervisor will probably set up the supplier before

applying the batch because when the item in the batch is UNREJECTED

and the batch is actioned it will become available for input again.

The next type of rejection is a genuine one where the image is poor.

The supervisor will then retrieve the physical batch, take the document

out of the batch, send it for reprocessing, and then confirm the

rejection in Quantus by pressing the button marked REJECT/CONFIRM .

The system will then prompt the supervisor for the document value

which will be used by the system to reconcile the batch total. The

screen now shows two check boxes marked, the first is the original

rejection, and the second is the confirmation. The screen will appear
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Figure 64 Rejection Input

something like the one shown in Figure 63. The fourth document

(line) has been confirmed as rejected and the last line has not yet been

confirmed.

Pressing the REJECT/CONFIRM  button results in an input box requiring

the value of the document to be input as shown in Figure 64.

When the value is input, the input batch value is updated. Pressing the

EXIT  button will result in the batch being A CTIONED  if there are  still

items to be input, or at this stage it may be possible to COMPLETE  the

batch, in fact if the last item of a batch has the value input and the

control totals agree then the system will automatically flag the batch as

completed, and return you to the list of batches under review. A C  will

appear in the sixth column of the summary screen indicating that batch

is flagged for completion (when, and not before,  the changes are

A PPLIED). You can of course go back in and change your mind at this

stage.
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A CTION AND UNACTION

Batches will appear in  the supervisor list when there is absolutely

nothing wrong with them. This can occur when an operator leaves a

batch part complete and goes home or to lunch, or when an operator

takes a batch and deliberately decides not to process it. When the batch

arrives on the supervisor queue it will automatically be A CTIONED  by

the system and the actioned checkbox will show an “x” in it. This is so

that the batch gets released back to the operators without the

supervisor having to remember to do anything. The supervisor does

not have to take any positive action to make this happen. However if

the supervisor decides that there is something wrong with a batch then

they can press the UNACTION  button. The effect of this is to mark the

batch as held by the supervisor (the batch shows the supervisor’s

operator code as the lock) and under these  conditions the batch will

NOT be available for input by the operators.

So the default status is that batches which have been half processed

will show up on the supervisors list but as soon as they have been

selected by the supervisor they will automatically return to the operator

input list. 

In fact they are always available for input by the operators, and if an

operator takes the batch and completes it before the supervisor looks at

it then it will disappear off the supervisor list.
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Summ ary

The supervisor’s role in the scanning system is critical. It is imperative

that corrections are made to batches in a timely manner, and that the

action taken is appropriate. If this is not done then the physical batches

may have been destroyed before the faults are rectified which is not an

ideal situation.

The supervisor’s possible actions are many. That is because there are

many possible problems, and several stages where human error can

take place. Each action to make a correction is fairly simple, however

working out which of the actions is the correct one can be more

difficult.

Let us re-visit some of the problems that the supervisor may

experience, from Page 60, and see what has to be done:

1. The batch contains rejected items because they were for another

entity code.

Select the batch

Change Entity

Apply the change

2. The batch contains rejected items that can not be read.

Select the batch

Confirm Rejection

Enter the value of the rejected item

Exit the batch

Apply the changes

Retrieve the physical batch

Remove the invoice

Rescan
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3. The batch appears complete but the batch total and the total input

values do not agree.

a. The batch total is wrong

Select the batch

Change the batch total

The batch will complete

Apply the changes

a. The batch total is correct

Select the batch

View the documents and the transactions

Find the incorrect entry

Exit the batch (no need to Apply)

Cancel the Invoice

The batch will become live again

5. An operator has selected the batch and then decided that it is a

nasty batch with difficult invoices.

Select the batch

Make a mental note!

Exit

Apply the changes

So it’s not quite as bad as it seems!
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Archiving

Introduction

This Chapter describes the very simple process of logging what has

happened to a batch. This part of the system is designed for use by a

non supervisory operator, as every batch will have to  go through this

process.

Batches which are going to be physically destroyed should be retained

for at least a day, that is until a backup cycle has been completed

successfully.
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Figure 65 Archive Batch

Archive

Select Archive Batches

This simple screen appears as shown in Figure 65. If you normally

dispose of the physical batch then you select the checkbox marked

dispose. The system updates the batch and removes it from the screen.

If you normally archive the batch then select the archive checkbox.

The screen then appears as shown in Figure 66 . Enter the details of

where the batch is to be stored.

The information about the batch is visible on the batch enquiry.

At the moment the archive process is effective immediately that you

press the green tick; beware there is NO Apply process.

Also beware because there is, as yet, NO unarchive process.
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Figure 66 Archive Batch 2
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Enquiries

Introduction

All of the Quantus enquiries and drills have been scanning enabled.

Every screen where it is relevant to see a purchase invoice/credit note

has a button added called “image”.

If scanning is turned off for the database or for the specific entity then

the button will be greyed out.

If the transaction has been entered prior to the implementation of the

scanning system then the button will also be greyed out, because of

course there is no image on file.

Pressing the IMAGE  button will start up the Adobe Acrobat viewer and

bring up the document image in the viewer. Any document can have

multiple pages and will display in the viewer as a single object, which

you can page through. If the scanner is capable of duplex operation

then there will be one page in the viewer for each side of the

document.

Adobe must be installed on the PC for this system to work.

The enquiries divide clearly into two types, firstly the main batch

enquiry which will be used by the scanning system operators only, and

then the rest, which includes all the basic ledger enquiries.
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Figure 67 Batch  Enq uiry

Scanned Batches

The main batch enquiry will only be used by the scanning operators

and supervisors, mostly for trouble shooting.

Select Scanning
Enquiry

The screen appears as shown in Figure 33, Figure 67.

Selection of the batch is either by number or date; select the

appropriate radio button, then enter the selection range.

The system defaults to “All” batches but you can filter by status

“Completed” or “Incomplete” by using the radio buttons.

Press the small green tick. The system will display a list of batches

fulfilling the criteria as shown in Figure 68.
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Figure 68 Batch Enquiry - All by Number

The screen displays the following:

B ATCH NO - The internal number allocated by Quantus.

SCANNED CTR - The number of images counted through the scanner.

ENTERED CTR - The number of images entered through the purchase

ledger screens.

B ATCH VALUE - The batch control total .

ENTERED VALUE - The value of items entered into the ledger screens

for the batch, accumulated by Quantus.

STATUS - C for Completed, R for Rejected, and blank for in process.

Rejected means that the whole batch has been rejected, not that single

items in the batch have been rejected.

The buttons on the screen display the information already described in
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earlier sections of this manual.

B ATCH INFO - The data as read by the scanner and passed to Quantus.

B ATCH DOCUMENTS - The main list of documents in the batch and

from there to the transaction in Quantus and the image.

A RCHIVE DETAILS - What happened to the batch on completion.

B ATCH SHEET - The image of the batch header as scanned in.

B ATCH H ISTORY - The log of what happened to the batch and when it

happened.

Using this single enquiry it is possible to identify every component of

the batch and how it found its way there.
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Figure 69 Purchase Ledger Enquiry 1

Ledgers

The following screens now show the IMAGE  button.

Purchase Ledger
Enquiries
All Supplier Enquiries (Any Selection)
Statement (& History)
Transaction

The screen appears as shown in Figure 69.

Purchase Ledger
Enquiries
Transactional
Purchase Ledger Invoice

Window on an invoice shows the screen in Figure 70.
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Figure 70 Purchase Ledger Enquiry 2

which the more astute of you will have detected is the same end point.

You won’t be surprised to hear that you reach this same end point

(called the Invoice Detail Information Global Window) from many

other places, including for example:

• The Bulk Payment Run Payment Detail Screen

• The General Ledger Account Code Drill (Figure 71)

• The General Ledger Cost Centre Drill

• The General Ledger Expense Code Drill

• The General Ledger Hierarchy Drill

• The General Ledger Secure Hierarchy Drill

• All The General Ledger Budget Drills
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Figure 71 General Ledger Enquiry 1

Pressing the button always launches Adobe Acrobat and displays the

invoice image linked to the transaction.
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