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Requirements Express System-Electronic format conversion

Section 1

Zaroori Hai

Requirements Express System — iView scanning utility I nstallation steps
and screen shots

Before starting installation ensure that you have the following files to run setup.
o iview425 setup
o irfanview_plugins 425 setup

Double click on the “iview425_setup”, a new window will appear asin Figure 1.

' x|
#I:|rfill'ﬁﬂlll| Welcome to IrfanView setup!

Thiz prograrm will install [ ifantfiew verzsion 4.25 on pour spstem,

— Create shortouts;

¥ Create Ifaniiew shortcut on the Desklop

[+ Create Ifanview Thumbnails shorteut an the Desktop [dncheck all |

¥ Create Ifanview shortcut in Start Menu Programs

% For cument uzer anly
" For all users

— Inztallation falder:

Browse |

% Back I Mext » I E uit

Figurel

Select the path where you want to install requirementExpressiViewer followed by
clicking “Next” twice.
Thiswill open anew window as shown in Figure 2.
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<2 Irfan¥iew Setup )

— Do pou want to azzociate extensions with [ifantfiew’? [optional 1]

[ &M

BaD
BMP/DIB
T

CLP

CRw /CR2
CUR
DICMAACR AR
DCx

oos
DL d
ECw

EMF

EPS

ExR

[nfio: IF pou are just updating an

Animated "Windows Cursors
BodyPaint 30 Format *

YWindows Bitmap

Caszio Camera Format [JPG only]
YWindows Clipboard

Canon RaMw Farmat *

Windowes Cursor

DICOM Format *

kultipage £zoft Paintbrush

Direct Drave Surface *

D Format ®

Enhanced Compressed W avelet *
Enhanced wWindows betafile
Encapsulated PostScrpt [TIF only)
ExR Format *

=

alder werzion, wou can leave all boxes unchecked

* - Pluglnz Images only

Select all Hone

| [T For all users [%F)

Figure?2

< Back | Meut » | E it

Click “Select all” button followed by clicking “Next”.
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S
B =
Freel Google Toolbar for Internet Explorer *ll’fﬂﬂlﬁﬂm

=, M ;
- [z
Q..\_ > B |"l google.com I_j

Google | :v| - D-cp- M- | B~ -

Google Toolbar makes web browsing more convenient:

"-"l Inztant suggestions az you type in the search box
@ Fop-up blocking
P‘P_i Wwiebformz are filled i instantly with AutoFill

[" Install the free Google Toolbar along with IrfanYiew
You can remove it eazily at any time

By inztalling this application vou agree to the Google Toolbar Terms and Conditions
and the Privacy Policy.

< Back I Mest » I E xit

Figure3

Simply, click “next” on this screen, without any changes.

Version 1.0.5 © EFU Life Assurance Ltd

page 2



ZarooriHai

Requirements Express System-Electronic format conversion

2 IrfanYiew Setup

Figure4

By clicking “Next” button, a new popup will appear as shown in Figure 5.
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Irfan¥iew Setup

Figure5

Accept by clicking “Yes”, to begin the installation process.
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LTI <3 TrfanYiew Setup ) x|

Installation successfulll *|rfal]'ﬁﬂlll|

Setup has finished installing this program on pour computer.

Wwhat to do nest?

¥ Open | ifariew FALs homepage
IV Start Iifariview

Haw ta uninstall [ifantiew?

3o to "Start-> Programs-=Ifanyiew' and click the "Uninstall Ifaniiew" bem.

¢ Back [ et | Done I

Figure6
Click “Done” to complete installation on your System.

Congratulations! You have successfully configured and installed viewing and scanning
software utility.
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Section 2
Requirements Express System - iView configuration steps and screen

views

b

Figure7

Double click the shortcut shown in Figure 7, as available on your desktop. Thiswill open
up anew window shown in Figure 8.

E¥1rfanview -0 x|
@ Edit Image Options “iew Help

SHAH [ ab@9inscol] MO

Mo file loaded {use File- =Open menu)

Figure8

Click “File> Select TWAIN Source”...
A pop up window will prompt you to select the scanning device.
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:ND file: loaded .lfuse File- >0pen menajl ,f

Figure9

Select the “scanning device, and click “select”.
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Now again click on “File> Acquire/Batch scanning...”
A new window will appear as shown in Figure 10.

_Ioi %

File. Edit Image Options Yiew Help
™ R T E = [ I | - "5 —

N I e 5
= Acquire/Batch Scanning - Setup 5'

—Acguire method;

" Single image: Show acquired image in viewer

[T Cloze TiwelMidislog after, acquining at image

* Multiple images [Batch mode]: 5 ave acquired images as files

Dutput file name:; IScanImage
Starting counter; I'I
Incremet: |1

Mumber of digits: |2

¥ Skip existing files
[ Remember last scan counter [zet az start]

Destination directony: ID:'&requirementEHpress'\. Browse
Save as ITIF - Tagged Image File Format j Options

[ Save az multipage image [if TIF format uzed)

]S Cancel I

|N|:| file lnaded {use File-=0pen menu)

Figure 10

Click on the “browse” button to set the standard destination folder for saving the
electronic documents. You can choose any folder name but it’s recommended that you
choose “RequirementExpress” as shown in Figure 10.
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Click “Options” button, to set the saving options

Lot Scanint ij
S —Acquire method: - -

" Single image: Show acquired image in viewer

™| Cloge Twal dislog after sequinng an inage
- B TIFF save options B |
* Multiple imac .o Compression; - 7
Outputfile n |~ pyope Far Black Awhite images only;

Lo

{ Huffman BLE
" Packbits {~ CCITT Faz 3
i IPEG fo CCITT Faxd

Starting cou
Increment;

Mumber af ¢
i ZIP

IV Save all pages from original imags

[T Save palette for grayscale images [default: OM)

Destinatian 0K ] Cancel ] Browse !

“‘—EEMTW—WW Optionz

[T Save az multipage image [if TIF format uzed)

ak. ‘ Cancel ]

[Nu:u file: iaaaé-d_ifuse F.il-é-:bﬂpen ITIEH-L-I:I S

Figure 11
Ensure, settings are configured, asin the figure above then click the “OK” button.

Congratulations your one time “configuration settings” are done!
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Section 3

Electronic conversion procedure— Requirements Express— iView

Next we are ready to being the scanning and el ectronic conversion process. Lets begin!

It is recommended that you make batches of single page files and multi page files, for
quick conversion.

Figure 12

Double click on the shortcut snap, to open the scanning utility

I RS
File Edit Image oOptions Wiew Help
EFEH> | & BEs| o in 0 M @

IND .Filn-a--lu.:nau.:iecﬁase Igiie-:bOpen menu.j-

Figure 13
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Scanning procedurefor a single page document:

STEP 1:
Click “File> Select TWAIN Source...”

Select Source i i

Sources:
Microtek Sc

:ND file: loaded .lfuse File- >0pen menajl <

Figure 14

Select the scanning device and click “select”.
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STEP 2:

Click on “File> Acquire/Batch scanning...”

File: Edit Image Opkons Miew Help

=10l x|

E'5IFF==F|Ii:‘.‘||.| M ol s | a = A O S T
gl Acquire/Batch Scanning - Setup El
—Acquire method;
" Single image: Show acquired image in viewer
[T Close TaaIH dizlog after acquinhg atlimage
¥ multiple images [Eatch mode]: Save acquired images as files
Cutput file narme: IScanImage
Starting counter: |'|
Incremet: |1
Murnber of digits: |2
¥ Skip existing files
[T FRemember last zcan counter [zet as start]
Dezstination directan; ID:'\requirementEHpress'\. Browze
Save a3 ITIF - Tagged Image File Format j Options
[ Save az multipage image [if TIF format used)

]S Cancel |

|N|:| file loaded {use File- =0pen menu)

Figure 15
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STEP 3:

Click “browse” to set the destination folder for saving eectronic documents. You can
choose any folder name recommend is “RequirementExpress”.

(7] Sy
E..." Irfan¥iew

File. Edit Image Options

Wi

Help

=10l x|

PR T s s el = | “acs E ) —

i i e A £
= Acquire/Batch Scanning - Setup Tl

—Acguire method;

COutput file namme:;

Starting counter;
[ncrement:

Murnber of digits:

" Single image: Show acquired image in viewer

[T Cloze TiwelMidislog after, acquining at image

* Multiple images [Batch mode]: 5 ave acquired images as files

IScanImage

[1

1

E

¥ Skip existing files
[ Remember last scan counter [zet az start]

Destination directony: I D:AreguirementEspressh

Browse

Save as ITIF - Tagged Image File Farmat

[ Save az multipage image [if TIF format uzed)

j Optiots

]S Cancel I

|N|:| file lnaded {use File-=0pen menu)

Figure 16

Click “OK” on this window, a new window will open as shown in Figure 17.
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.. qﬁgaﬁWFtardEo— Standard Control Panel S 2z lx]

", -,

Preview ) SCIE!HI / i ; i I |

ow

1

!

£ 1

H:{ 0 133 h
5 1
i ._5';
]

=y

AT D s B Sl e L R g o i e
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N }E“_ T e RS it ! :
o

]m Gray Photo 8.50 % 11.70 Inches 100% 300dpi 8.54 MB

Figure 17

STEP 4:
Place the single page paper document on the scanner tray.
Click “preview” button to view the Image on screen.

STEPS:
Select “Scan Type > Gray “(as shown in the Figure 18).
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Wizard 5 - Standard Control Panel 5 2 2 )]
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Figure 18
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STEP6:
Select “Purpose > OCR Text”(as shown in Figure 19).

Microtek ScanWizard § - Standard Control Panel =2z x]
, N,

E Preview Scan J

A

E I'____________________________{--_I--_'l
: u |
1 b .
1 " 1
1 % 1
1 1 1
1 1
1 1
1 1
1 1
] 1
1 1
1 o o 1
1 1
i 2l asmidin® I
1 = ,} Qg =g == 1

P o i = ot

: e i |
] 1
1 » I
I Se T I
: (. i Baza :
! epd dags & 5o g s !
1 1
1 1
! -~ P TR 1
1 1
1 A I
1 I
1 e 1
1 : 1
I Fnd < & . |
1 1
1 I
1 1
1 1
1 1
1 I

M e

]_I] Gray Text £.32 % 10.65 Inches 100%; 200dpi 7.60 MB
Figure 19
STEPT:

Select “areato be scanned” by using the “red dashes” selection line through your mouse.

Ensure that in the status bar, it is showing asimilar status.

Ll Gray Text B8.32 » 10.65 Inches 100%: 300dpi 7.60 MB [

Figure 20
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“Gray Text” and “300 dpi”, are parameters that you should be careful about. This will
ensure good document quality.

STEP 8:
Next, click the “SCAN” button.

The electronic image of the document will be saved to the folder you have specified
earlier. (E.g. Requirements Express)

To scan another single page, place the new document page paper on the scanner tray and
repeat STEPS from 4 to 8 and so on.

Scanning procedur e for a multi page document:

Elrfanview =10f x|
File Edit Image oOptions Wiew Help
S P =T L . )

IND .Fih-e--ll.:nal.:ieciiase I;iie-}Open menu.]r

Figure 21

Version 1.0.5 © EFU Life Assurance Ltd page 17



Requirements Express System-Electronic for mat conversion
&S

;F
LIFE

Zaroori Hai

STEP 1:
Click “File> Select TWAIN Source...”
A pop up window will appear as shown below.

Cancel

:ND file: loaded .lfuse File- >0pen menajl

Figure 22

Simply click “select”.
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~ Click on “File> Acquire/Batch scanning...”

A new window will appear as shown below.

. e
E‘_‘.Irfm'h'lelw. =10l x|
File: Edit Image Opkons Miew Help

™ A T 6 ™~ I =% [ | A = A ® =" “ L
=

Acquire/Batch Scanning - Setup El

—Acquire method;

" Single image: Show acquired image in viewer

[T Close TaaIH dizlog after acquinhg atlimage

¥ multiple images [Eatch mode]: Save acquired images as files

Cutput file narme: IScanImage
Starting counter: |1
[ncrement: I'I

Murnber of digits: |2

¥ Skip existing files
[T FRemember last zcan counter [zet as start]

Dezstination directan; ID:'\requirementE Wpressh Browze

Save a3 ITIF - Tagged Image File Format j Options

[ Save az multipage image [if TIF format used)

]S Cancel I

|N|:| file loaded {use File- =0pen menu)

Figure 23

STEP 3:
Click the “browse” button to set the destination folder for saving the electronic
documents. recommend folder name should be “requirementExpress”.

Please ensure that you “click the check box™ showed in “red circle” to scan multi-page
paper documents as shown.
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]
E..." Irfan¥iew . ;|g|5|
File Edit Image Options Miew Help
ﬁ Acquire,/Batch Scanning - Setup El
—Acquire method:
" Single image: Show acquired image in viewer
[T | Close T8I diglog after acquiing animage
&+ Muliple images [Batch mode]: § ave acquired images as files
Output file name: IScanlmage
Starking counter: |1
Increment: |1
Murnber of digits: IE
ip exizting files
¥ Skip existing fil
™ Femember last zcan counter [zet as start]
Destination directon; ID:'\requirementE:-:press'\ Browse
Save as ITIF - Tagged Image File Format j O ptions
% @ Save az multipage image [if TIF format used]
] Cancel |
Mo file loaded (use File-=0pen menu) -""/:l
Figure 24

Click “OK” to continue.
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Figure 25

STEP 4:

Place the document on the scanner tray

Click the “preview” button.

Document to be scanned will be viewable on screen.
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STEPS:
Click “Scan Type > Gray “

™y,

Wizard 5 - Standard Control Panel

,

Scan J

E Preview J
5
§

:.-s.-:p'.r.uul‘ G rasil) ek

:
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"
-
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a
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) =2 s e +
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]ILI Gray Test

8.32 % 9.46 Inches 100%

Figure 26
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STEPG:
Next click “Purpose > OCR Text”

Requirements Express System-Electronic format conversion

%&m&gﬁ}'ﬁ%ﬁamw’iﬁrdﬂ— Standard Control Panel

.

S2lz]_lx]

E Preview | Scan g

A

| of)
1 By R
I I
I I
1 1
1 1
1 o 1
I i
I ¥ 1
] 1
I 1
I i s I
I I
1 ! o S, i 1
I i ',I - £ _"_;'- ,_ 1
: . :
I I
1 pn i I
1 P 1
i s 1
1 ACH |
! x ! R !
1 1
1 I
1 % ok TS 1
I I
1 2= I
1 N = 1
I i W I
I " I
| EEs e = |
1 1
1 I
I 1
I i
1 1
' ol st '

|

]_I] Gray Text B8.32 » 10.65 Inches 100% 300dpi 7.60 MB
Figure27
STEPT:

Select the area to be scanned by using the red dashed selection line through your mouse.

Asshown in Figure 27.
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Make sure that in the status bar, it is showing the status as circled in red in figure 28.

Ll Gray Text B8.32 » 10.65 Inches 100%: 300dpi 7.60 MB [

Figure 28
Gray Text and 300 dpi, settings should be ensured.

STEP 8:
Next, click the SCAN button.

After you have scanned first page of the document, turn to the other side of the document
and place it on the scanner tray, to continue scanning.

Repeat STEPS 4 to 8 for scanning multipages until last page.
Y our multipage TIFF fileis created and stored into the specified directory.

To scan another multipage file, repeat steps from 1 to 8 and so on.
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Section4\

Requirements Express— View utility

To view thefiles that you have selected you can use the “pre-configured viewing utility”.
To launch this utility see the snap of the shortcut below on your desktop.

P
4D
Irfanview

Thumbnails

Figure29

Double click on the shortcut, to launch the “Requirements Express Iview viewer utility”

Figure 30
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Next, browse through the local drive and select the specified directory where you saved
your electronic documents. Say D:\requirementExpress\

Open “requirementExpress” folder to view your e ectronic copies

£ Irfan¥iew Thumbnails )

File Options Yiew Stop Exik

=10l x|

I 0 vrequirementE spressh,

(- (=) DISK1_WOLL (C:)
== DISK1_WOLZ (D:)
IED Changed Branch

> L4

#-_] Filenet-Integration o R
#-_] @roup Life Thustration i Cm—
lED Hlustration +3.0.0 Alteration application For Diabetic
|ED IMSTALL Lnderwriti. .. Alkerakicn. HF Supplement. ..
H ] jesdki 4.2 11 e oy |
|1 microtek .
+-[_] Program Files =
+ ] RECYCLER : .
e FrecuirementExpress q
S Systerm Yolume InFarmati ' ST
= (] System DLIImE il Endorsmnent. Lif Finanacial Medical Direckor's
[ DISK1_WOL3 (E:) Supplement., .. Certificate. kif
bl = !
T
4 i
Medical M, L. Lif Cukstanding. ki
Exarninati...
Proposal Proposal Form.kif  Requirements
Acceptance. tif Letter, kif
- .- [] -
e
ol | ] : 2 ha|
Figure 31

If you want to check details of each electronic copy, simply double click on the image

thumbnail.
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EEEndursment.tif - Irfan¥iew {Zoom: 452 x 642)
File Edit Image Options Wiew Help

=10l x|

ENDORSEMMENT

For valuable considerniion received I/W% JosE eH _DAS
do herely azsign all my dghts and inferest in the within policy amd the
siem  thereby azenred ta . thiaar
EICCOESONE, represenfatives or assigns nl declare at receipl or receipts
of the sxid . gl BNCCREENE,
tepresentatives o assigns Ton any s ol money 1o be received by tem
uniler or on acconnt of the zaid policy by reason of my death/death of the
asgured o1 by matunty or by surcsucer of the sand Palicy No. 33304 /23~
notwithstanding that such swirender may be without my/onr wishes shall
digchargs the EFTF LIFE ASSURANCE LTD from all responsibility in
respect of the application of the said money as effeclually and 1o all
ideids amd purpesss as is such deceipl i receipls were signed by
mysellfourselv ez, My/Cur heirz, Exocutore, Administrators.

Wiineas { EH-J-' ;.:,ﬁg_..--_f

Oeeupation = ffc

Addrers -

"— _._,.,--"'
Signature .

al

SHHX + 229 | 0/R{@S [ a7 |

23683360 x LEPP  |4/17 |19% |61.02KE/971.30KE |20/09/2010[ 09:51:16

Figure 32

Simply using your mouse wheel scroll or the page down key on the keyboard, you can

take a quick walk through the electronic document
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E: Finanarcial Supplementary statement form.Ei -
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=10] x|

File Edit Image ©Options Yiew Help

BEEX|®%®@|®%%<}¢E}U Fage 1/2

m‘ AR w:.musumm i Yyt
L] Fintancial Supplementary Statement for Personal Covers

RE:PROPOSALNO. __ 73359 /22 [ ¢

Thlswlaummlthmmbemnﬁﬂudbyﬂup#mhbcmnd

Fllname: Jo SEPH  Dasg

Date ofbirth: /& - 9 =21

Ovapstions i inbvatoe  ©ah oo mhigt 0P

Fleage answer each question and where appropriste provide particidans,
1. What is the purpese of this = Sy G Savieeg e

hilie inemirance proposal?

L Have proposals been magde
cancurrently fo any other
i imsarance offices?

oo

3. How eniich life insurance
cover s thy in foroe
A aon vour ile? {Pliase
indbcate the measom for this

cover.]

Faber +o EFe Eorsedl

Plissar answeer the fnBinedng quedonm if aovar is neqaired for il protoction. imvestmamd or kam projeciion purpinan:

4. Plea=: give details of the
= ML ived m the
last tax auar i
Al RNMAR e occipation:
bl Envestments:

1 ather spurces:

L0, oD

-

5. What s your approcimate
net worth {Le. assels minis
liabiligies)?

FRLg i T

4. Hoew many dependents do

yimt hance?

&

T Ifa boan s beiogg conened,

e a of
Sn loan agmmem
o Irclicale

afb th obgect of the kan
B the amoust of the loan:

i tha dharafiom and

<

Il."III -
| *

2502 x 3305 1BPP |5/17 [19% |383.47KB/ 1019.95KB  |17/09/2010 16:34

Figure 33
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Section 5

BEST PRACTICES

Now, that you have successfully configured and scanned your first test document, itstime
to walk through some best practices to storing your work on your local drives. Below are
some recommendations for the same.

RECOMMENDATION OF DIRECTORY STRUCTURE OF PROPOSALS/POLICY AND
PROVISIONAL REF NUMBER

Start the Requirements Express - iView as mentioned in the above guidelines and come
to the window where you set your directory for saving files.

=

File: Edit Image Opkons Miew Help

™ R T B = | M ol s | A = A LR “ L
Acquire/Batch Scanning - Setup )

=

—Acquire method;
" Single image: Show acquired image in viewer

[T Close TaaIH dizlog after acquinhg atlimage

¥ hultiple images [Eatch mode]: Save acquired images as files

Cutput file name: IScanImage

Starting counter: |1

Incremet: |'|

Murnber of digits: |2

¥ Skip existing files
[T Femember last scan counter [zet as start]

Dezstination directan; ID:'\requirementE Wpressh Browze

Save a3 ITIF - Tagged Image File Format j Options

[ Save az multipage image [if TIF format used)

]S Cancel I

|N|:| file loaded {use File- =0pen menu)

Figure 34
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Now lets suppose that you are saving the data of some client with some reference no.
Make sure you should follow the following guidelines.
Always save your electronic documentsin the directory:

D:\requirementExpress\

Suppose the client has aref no. R/07/1000750, then you should saveit in afolder like
shown in figure below. Y ou should replace ““/” (slash) with “ ” underscore.

IrfanView =101 x|
Fil : =
j Acquire/Batch Scanning - Setup Xl
=

- Acquire method:

" Single image: Show acquired image in viewer

[T Cloze Ttk dislog after acquining ar image

* Multiple images [Batch mode]: 5ave acquired images as files

Dutput file name; |5 canlmage
Starting counter: I'I
Increment; I'I

MNumber of digits: |2

¥ Skip existing files
[ Bemember last scan counter [set az start]

D ezstination directan; I D:hrequirementE xpress\A_07 1000750 Browsze

Save as ITIF - Tagged Image File Format j Options

[ Save as multipage image [if TIF format used)

] Cancel |

|N-:. file lnaded (use File-=0pen menu)

Figure 35

Click Ok on this window. You will be sent to the scanning mode. Once you scan the
image according to the guidelines described in section 3, the above mentioned folder will
automatically be created in the requirementExpress directory as shown below. Now scan
all the electronic documents regarding to this reference no. in the above fol der.
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Now you can go into the D:\requirementExpress\R_07_1000750, you will find your
image.

Again if you want to save another reference, then just make the folder with reference no
according to the above guidelines.

Now you go to the Thumbnail Viewer as mentioned in the section 4.
Y our directory structure in the thumbnail mode should look like the Figure 36.

£} IrfanYiew Thumbnails L -0l x|

File Options “Wiew Stop Exik

uD:hrequirementE wpresshB_07_1 DDD?ED'&J ;I

[0 DISKL_WOLL () =, =
= 3 DISK1_WoL2 (D) = o
+-[_] Changed Branchi(final zahid i
£ [_1 Copy of Changed Branch
+[_] Filenet-Integration e =
£ (1 Group Life Tlustration
£ (] Tlustration &.0.0
)] INSTALL
) ] j2sdki.4.2_11
#-[_] Program Files
# {__] RECYCLER
: |1 requirementExpress
SR 07 1000
[ 1R_10_1000744
[ 1R_10_1023412
-~ _1R_10_1651131
# | Softwares from SHM& For Pr
b [ ] Swskem Yolume Information
-3 DISK1_YOL3 (E)

ScanImagell.bf  ScanImage03.kiF

750

4| | 2

Figure 36

You can see the directory structure highlighted in red. All the references are going to be
saved in the requirementExpress folder separately.
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zﬁ';o'ofgm. When you upload the requirements through requirementExpress and the process starts,
- than your reference no. is changed to proposal no., than from now on you have to save

the filesinto the proposal no. directory. Y ou should follow the steps given below.

Acquire/Batch Scanning - Setup _ EI

—Acquire method:

™ Single image: Show acquired image in viewer

[T Close TSI dislog after acquiing animage

& multiple images [Eatch mode]: Save acquired images as files

Cutput file name: IScanImage

Starting caunter: |1

Inerement: I

Mumber of digits: |2

¥ Skip existing files
[ Femember last zcan counter [set az start]

Destination directon; ID:'\requirementE wpreszi 8954 Browze

Save as I TIF - Tagged Image File Format :J O picns

[T Save as multipage image (if TIF format used)

14 Cancel |

|I"-.I|:| file loaded {use File- =0pen menu) 5

Figure 37

Specify the folder name as proposal no. as highlighted in the above diagram against the
ref no. say R_07_1000750

Click “OK and scan” the image(s) according to the procedures described in section 3.
Lastly, store al the required electronic documents in the folder named say 78954 which
are against ref no R_07_1000750, as an example.
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You may come across sSituations when initia parts of your

uploads via

requirementExpress system are done using a provisional reference number, the remainder
part of the upload through the proposal number. In such scenarios you should make a
base folder of the proposal number and copy the sub folder (the provisiona reference
number folder) as a child folder into the base folder as shown in figure 38, which is now
the proposal number folder. The figure 39 shows a graphical sample of how this might

look like.

_iix]
File Edit Wiew Fawvorites Tools  Help ﬁ
FBack » = - | Disearch [Folders O | 3 0E x & | E-
fiddress | requirementExpress j ao
N L A

R_10_1000.., F_10_1651.., F_10_1023,.. [ECEBUDNEE 75954
requirementExpress d
R_07_1000750
File Folder
Modified: 02/10/2010 12:19 PM Cutthe B 07 1000750 folder
Attributes: (normal) and FIES’[E it into the 78954
folder
|1 objectis) selected |@ My Compuker v
Figure 38

Now cut the folder R_07_1000750 and paste it into the 78954 folder as this policy no is

against the particular ref. no. as shown in figure. 38
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File Edit ‘iew Favorites

Tools

Help

Ex 78954

$Back - = - | Qh search

L Folders @l%‘ r el r:ﬁj|m-.-

Address II:I 75954

Folders

-3 DISK1_YOL1 {C:)
=& DISK1 _¥OLZ (D1
-] 76954

D Filenet-Integration
{:I Group Life Ilustration
{:I Tllustration +&.0.0
#-] INSTALL

®-C0 jesdkl.4.2_11
{:I Program Files

(1 r_10_16515000
ntExpress

. L) 56825 57 kP
-1 R_07_1000750
=] R_10_1000744
{:I R_10_1023412
] R_10_1651131
-] Softwares fram SHMA
&3 DISK1_YOL3 (E:)

@ Contral Panel

<|m

{:I Changed Branch(final zah
{:I Copy of Changed Branch

® | =
mpl g
78954

CYRES

Scanlmagell 56825 _57_KP

for

sff

Select an itern to wiew its descripkion.

See also;

My Docurments

My Metwork Places
My Computer

|2 objectis) (Disk free space: 37.6 GE)

36.0KB R My Computer

Figure 39

Version 1.0.5

Thisisthe procedure of how we scan and maintain our scanning directories.
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Best practicefor reqular monthly clean-up of your drives

0_‘ Search Results

=18lx|
File Edt ‘iew Favorites Tools  Help i
EBack v = - Ej| Qsearch Ly Folcers ®|E B xXm | B
Address @ Search Results j o
L i T ] Select an item o view its descrp
Q| @ 3T

@ Search for Files and Folders

Search for files or folders named

|*.TIF

Containing test:

Look it

ID D:\equirementE spress

Search How | Stop Searty |

Search Optio

¥ Date

les bocified

" inthe last I1 _|; marths
" inthe lagt |1 3 days

@ bhetween |OVOS200 ¥
and |3w09f2mn v[
™ Type
[™ Sie

¥ &dvanced Options
¥ Search Subfolders
[™ Case sensitve

[™ Search slow files

Indesing Service i cumently disabled.

&

I

Search Results

image image001 image002 image003 image04 Sranlmagel3 Scanlmagell Scanmage(l

Sranlmageld Scanlmagell Scanlmagedl Scanlmage0l Scanlmageds

images

|14 objectis)

iﬂsmtl“ 8 @ L'gl =3 :ﬂ HI@ Search Results  Flenet-Integration | @untit\ed-Paint

Figure 40
1.

478 VB | My Computer

| 81 0 2-Weosoft.| @ pdctivebytro., | | HEIGM 1040

In the “search files and folders”, write, “*.tif .

2. Next, inthe “look in” box select “D:\requirementExpress”.

3.

In “Search Options <<”, tick mark the check box “Date” and then select the

dates of previous one month e.g. if today’s date is 31% of Oct., then you have to

Version 1.0.5
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delete the previous one month files from your folders i.e. you have to select the
radio button “between” as shown in fig. 40. Then select the dates between 1%
September, 2010 and 30" September, 2010.

4. Then tick mark the “Advanced Options” check box and in it tick mark “Search
Subfolders” check box.

5. After al of the above steps, click on the Search Now button, images will be
shown on the right hand side of the window. Select all of them by “Ctrl + A”.

6. Now press “Shift + Delete” and then click “Ok™.

Zaroori Hai

The above steps will be followed once a month in order to clean up your directory and to
save you from mess.

Version 1.0.5 © EFU Life Assurance Ltd page 36



' Common Terminologies |

Requirements Express A web based tool available on branch connectivity for
sending el ectronic documents to head office.

View : Thetool configured on with the branch administrator for converting paper
documents into electronic format.

Microtek: name of the scanning device.
DPI: Image quality. DPI settings should be exactly 300.

TWAIN isthedriver that is used to connect imaging hardware to your computer.
Y ou must select the TWAIN device during the electronic conversion process.

Single page The file or a document that has text on only one side of the paper.

Multi page It isafile or a page having text written on both sides, forward and
backward.

TIFF the format of the electronic document.

Scan Type for most optimum electronic copy, ‘Scan Type’ should be selected as
gray.

Pur pose for most optimum electronic copy, ‘Purpose’, should be selected as OCR
text.




Frequently Asked Questions |

Q1. If the branch administrator sends policy documentsto head office in
electronic format via 'requirements express system' does he still need to send hard
copies?

Ans: Client Services...

Q2. Can the branch administrator send multiple documents of a single policy at
one time?
Ans:. Client Services...

Q3. What is the total number of documents that can be send during single upload
to head-office?
Ans: Client Services...

Q4. Which documents should not be sent, in electronic format, via'Requirements
Express?
Ans:. Client Services...

Q5. How can the branch administrator ensure that electronic documents are of
good printable quality?
Ans: Client Services...

Q6. How can the branch administrator ensure electronic policy documents are not
send repeatedly to head office?
Ans: Client Services...

MoreQ and A...
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