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1. Introduction
Welcome to Efflux Cloud Capture

Efflux Cloud Capture is a powerful, cloud-based document processing
system designed to streamline how your organization captures, extracts, and
manages data from documents. Whether you're handling invoices, forms,
contracts, or unstructured files, Efflux automates and simplifies the entire
document lifecycle — from upload to integration.

This user manual provides a comprehensive guide to help you navigate and
utilize Efflux Cloud Capture efficiently. Whether you're a first-time user or an
experienced operator, this manual covers the key features, setup instructions,
and best practices for optimal performance.

Key Benefits:

e Cloud-based access — no local installations required
Intelligent data extraction using Al/ML

Seamless integration with third-party systems
Scalable and secure architecture

Intuitive, user-friendly interface
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2. Azure Entra Integration Overview

Efflux Cloud Capture (ECC) supports integration with Azure Entra (formerly
Azure Active Directory). This feature allows an organization owner to:

e Connect their Azure Entra tenant to ECC.
e Import Azure users and user groups directly into ECC.
¢ Allow imported users to log in using their Azure accounts.

Once connected, user management becomes easier and more secure
through centralized identity control.

2.1How to Connect Azure Entra to ECC
Prerequisites:

e You must be logged in as an Organization Owner
e You must authenticate using an Azure Admin account

Steps
Slish A
. 16 ‘ 8 total User Management
; — Recovery Settings ——
E— o o \
< - - «@ o Logging Settings D

License Details

User Manuals

About

g )

1. InECC, navigate to:
User Management — Azure Login
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Azure Login
Service Status

& Temporary Users

£ Active Sessions

25 New User
= Pending Invitationg

Active Users

4 want to completely remove
Open Microsoft Account Parmissions .

Azure Account

Azure Entra Integration A Not Connected

A Microsoft login prompt will appear. Sign in with your Azure Admin

2. Click on Connect with Azure Entra.
3.
account.
4. After successful authentication, ECC will connect to your
organization's Azure tenant.
Confirmation:

You will see the message:
"Connected to the tenant”

If you do not see this message, verify your Azure credentials and try again.

2.2 How to Import Users from Azure Entra

Once Azure Entra is connected, you can import users into ECC.

Steps:

Add Local User

B Anve Login

B | S— v —

£ Temporary Users

Navigate to:
User Management — New User.

Add New User

Azure Entra Integration () [ & mportusens |

outomaticatly to
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o
8 .
! , Import Users N
. H

3

Select users to import. User Type & Groups above will apply. Imported users will automatically be assigned to their corresponding Azure
groups.

Azure Entra Integration

\ Select All Users ‘ All Azure Groups v L Search name or email

&> Add Selected Azure Users

2. On the right panel, click Import Users.

3. Alist of Azure users who are not yet imported into ECC will appear.
¢ Their associated Azure user groups will be shown as well.

4. Select one or more users to import.

User Type User Groups

admin . tost | [[offiux

5. Atthe top panel:
e Choose the desired ECC User Type (e.g. User, Admin, etc.)
¢ Select the ECC groups you wish to assign to the selected users.

Azure Entra Integration L, Import Users
Select users to import. User Type & Groups above will apply. Imported users will automatically be assigned to their corresponding Azure
groups.

\ Select All Users ‘ All Azure Groups v L Search name or email

.................................................................................................................

..................................................................................................................

6. Click Add Selected Azure Users.

Result:

¢ The selected users will be added to ECC.
¢ They will automatically receive a welcome email with instructions.
e They can login using their Azure credentials.
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3. Local User Management

Organization owners can manage users within their Efflux Cloud Capture
instance by navigating to:

Top Menu — Settings — User Management

glish

User Management

s 13 ] ’ Recovery Settings ——.
s . .
3 m— Logging Settings
S— . )

: - - a License Details

. User Manuals
About
- = Tt

d now . Tempta g s . *

This section allows the owner to invite, monitor, and manage all users
associated with the organization.

3.1Add New Local User
2 otfiux Add New User
& Home
T o
@ User Profie .
Adi -
...................................
& Ponding invitations ¢ Addlocal User + Azure Entra Integration (Emm) [ importueer |
32 Active Users H o .
e
B8 Azure Login

. b ' Add Selected Arure Users
s | : O e A i S |

...................................

1. Select the user type:
e Admin: Has full access, including user management and system
settings.
e User: Has access to standard document processing features.
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2. Assign user group(s)

3. Enter the user’'s email address.
4. Click "Add User".

Once submitted, the invited user will receive an email with a registration link.

By following the link, the user can fill in their details and complete the setup.
After successful registration, they can log in to the platform.

3.2 Pending Invitations

Pending Invitations

1t earier, but the User has NGt yet verified IHoir GECOUNE LS

User Type Actions

This tab displays all users who have been invited but have not yet completed
their registration.

For each pending invitation, the organization owner can:

e View the invitation status
¢ Resend the invitation email if necessary

10
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3.3 Active Users

2 effiux Active Users

soectan . PRRSRRRRA : . | - - ]

moe amighi |

Amighi | st _outiook

The Active Users tab shows a list of all registered users in the organization.
From this list, the owner can:

Change user roles (Admin or User)

Activate and Deactivate a user’'s account

Assign/Edit User Group(s)

Reset passwords for user(s)

Delete user(s)

Transfer ownership(s)

Perform batch update the User Type, Status and User Group(s) of
selected users

A

Note: Deactivated users will no longer be able to log in or access the platform
until reactivated.

11
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4. Roles and Permissions

Efflux Cloud Capture provides three user roles, each with specific access
levels and responsibilities:

e User
¢ Admin
¢ Owner

Below is a detailed breakdown of permissions for each role.

4.1User

Users have access to core document upload and tracking features, limited to

their own data.

Section Access

Home Pade Can access the Upload section, but only see
9 templates with "Access All Users” enabled
User Profile Full access to their own profile
Document Status grc]xlr; view the status of documents they uploaded
Download Can download only their own processed
documents
4.2 Admin

Admins have extended access for managing data and configuration
settings, along with broader visibility.

Section

Access

All User
Permissions

Inherits all permissions from the User role

Can view the status of all documents uploaded

Document Status across the organization

Download Can download all processed documents
Templates Full access to manage document templates
Connection Can configure system integrations and connections
Picklist Manage picklists used in templates

Client Manage client-related configurations

12
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4.3 Owner

The Owner has full administrative rights and is the only role with access to
user management features.

Section

Access

All Admin
Permissions

Inherits all permissions from the Admin role

User Management

Full access to invite, modify, deactivate, and
manage all organization users

13
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5. User Groups Management

Efflux Cloud Capture (ECC) supports the use of User Groups to simplify
permission management and assign capabilities to multiple users at once.

Organization Owners can create, edit, or delete user groups based on their
operational needs.

5.1 Accessing User Groups
To manage user groups:

1. InECC, navigate to:
User Management — User Groups

User Groups

ate local user groups or import them from Azure Entra.

Existing Groups

Aoy M, Group Type Create Resources. Actions
i i & Now
Pending Invitch = = =l
o ] = - B3
i = Default Directory [arur ) -

22 Active Users = o
etaut iectory = ——— =
8 Azure Login A# Company Panee] ] - m

£ User Groups

Organization Profi

2. The page will display a list of all existing user groups on the left panel.

From here, you can:

View existing groups
Edit a selected group
Delete a group
Create a new group

14
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5.2 Creating a New User Group

To create a new user group:

1.

2.

Existing Groups

Group Name Group Type

test
efflux
Default Directory

Default Directory

All Company

Add New Group

Group Name

Create Resources
Not Allowed v

Allowing this means users in this group can
create Picklists, C i Temp and
Clients. They can also modify or delete
resources that they created themselves.

Enter the group name.

Create Resources

[atowea

Not Allowed

3. (Optional) Enable Create Resources permissions.
4. Save your changes.

..............................

..............................

Actions

Edit

Edit

Edit

Edit

Edit

Delete

Delete

Delete

Delete

Delete

From the User Groups screen, click Add New Group (or similar button
provided).

The new group will appear in the list immediately and can be assigned to

users.

15
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5.3 Editing an Existing User Group

To modify an existing group:

1.

Existing Groups

Group Name Group Type

test
efflux
Default Directory

Default Directory

All Company

Select a group from the list.

Edit Group
Group Name

test

Create Resources

Allowed v

Allowing this means users in this group can
create P ists, C i Temp and

Clients. They can also modify or delete
resources that they created themselves.

Save Changes

2. Adjust the following options:

Group Name

Create Resources permission

3. Save changes.

Create Resources

[atowea

Not Allowed

Actions

.......

: Edit ¢

.......

Delete

oo

Any modifications will apply automatically to all users assigned to that

group.

@® Add New Local User Group

16
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5.4 Deleting a User Group

To remove a group:

Existing Groups (® Add New Local User Group

Group Name Group Type Create Resources Actions

test [ Locai | [ Allowed | Edit
efflux [ Azure | Edit
Default Directory s [ Not Allowed | Edit
Default Directory cD [ Not Allowed | Edit
All Company [ Azure | Edit

1. Select the group you wish to delete.
2. Click Delete.
3. Confirm the deletion.

Note: Users who were assigned to a deleted group will no longer inherit that
group’s permissions. Ensure users are reassigned to valid groups when
necessary.

5.5 Create Resources Permission

Each user group includes a configurable option called:
“Create Resources”

When enabled, users belonging to this group gain the ability to create:
e Templates
e Connections
e Picklists
e Clients

This permission allows users to manage operational components essential
for ECC workflows.

Users who do not have the Create Resources permission will be unable to
create Templates, Picklists, Connections, or Clients. If a user belongs to at
least one user group with this permission enabled, the user will be able to
create resources regardless of permissions assigned in their other groups.
The Admin user has full Create Resources permissions by default.

Use Cases:
e Delegating configuration tasks to power users.
¢ Allowing development teams to create test configurations.
¢ Empowering department admins to manage their own resources.

17



Efflux Cloud Capture User Manual

6. User Profile

All users can view and manage their personal profile settings from within the
Efflux Cloud Capture platform.

Accessing Your Profile
To access your profile:

1. Navigate to the top menu.
2. Click on User — User Profile.

@ oma s - a +
—_—— - e ]

A Doshboard Dashboard : o

i

' . . - .

B 6 13 ] ‘ S 0 Profile settings
2 Wb clon ’
£, Downloads R — ore nroges or H

£ N G Signout
- - a

- My STatus

e e

a0 Contig ror 8 *

Profile Management Options

Within the User Profile section, users can:

2 offiux

User Profile
@ Home
B User Profile Personal Information
 Active Sessions wih o
" Owner
- e gor Name Stonss
& ponding mvitations R s

22 Active Users
© User Groups

# Orgonzotion Profie

Save Changes = Change Password

e View and edit personal details, including:
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3 First Name
3 Last Name
©3 Phone Number

Change Password

Repeat
Ropeat new password

va r'm-:-:l

¢ Change Password:
«3 Enter the current password
3 Enter and confirm a new password

A

Note: Your email address cannot be changed from the profile page. Please
contact the ECC support team for email updates.
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/7. MFP PIN Login

The MFP PIN Login feature allows users to securely access multifunction
printers (MFPs) using a personal identification number (PIN) instead of their
username and password. This simplifies authentication on shared devices
while maintaining security and traceability.

7.1 Enabling MFP PIN Login (Organization Owner)
Only the Organization Owner can enable or disable MFP PIN Login.

1. Login to the Efflux Cloud Capture web portal.

2 offiux Organization Profile

[ Organization Details

Active Users

£ User Groups

Organization Profile

38 Azure Login

2. Navigate to:
User Management — Organization Profile

Organization Details

Organization Name Domain
test https://testdev.efflux-solutions.com/
Org Ip Address §'MFP PIN Login
https://testdev.efflux-solutions.com/ : @ Enabled

......................................................

(¥) save Changes

3. Locate the MFP PIN Login option.
4. Toggle the option to Enable.
5. Click Save Changes.

Once enabled, all users in the organization will gain access to the MFP PIN
section within their user profiles.

20
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7.2 Generating a PIN (User)

Each user must generate their own PIN after the feature has been enabled by

the organization owner.

1. Login to your Efflux Cloud Capture account.

2. Go to your User Profile.

Personal Information

Emil User Type
test Oowner
Organization Name Status
test Active
First Name
test2
Last Name

testsss

Phone Number
0134567892

& MFPPIN Please store this PIN securely. You are responsible for its safekeeping.

Your MFP PIN: ***¥*¥ | @ show

Expires on Tuesday, February 10, 2026

Llength: & 6 < Regenerate [ MEETEY

@ Mip Pin Generated Successfully, Please save the changes.

Save Changes

3. Find the section labeled MFP PIN.

4. Choose a PIN length between 6 and 10 digits.

5. Click Generate to create your PIN.

6. Review your generated PIN and click Save Changes.
PIN Validity:

e Each PIN is valid for 3 months from the time of generation.
¢ You can regenerate a new PIN at any time

&= Change Password

7.3 Using the PIN on the MFP

Once your PIN is generated:

1. On the MFP login screen, select PIN Login.

2. Enter your assigned PIN.

3. Upon successful authentication, you'll be logged into your Efflux Cloud

Capture account.

21
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7.4 Disabling MFP PIN Login (Organization Owner)
If the Organization Owner decides to disable PIN login:

1. Navigate to:

User Management — Organization Profile
2. Turn MFP PIN Login off.
3. Click save Changes.

Once disabled:
+ Users will no longer be able to log in using their PINs.
e All existing PINs will become invalid immediately.

7.5 Security Notes

e Do not share your PIN with others.

e Regenerate your PIN immediately if you suspect unauthorized access.

e Always log out from shared MFPs after use.

22
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8. Resource Access Permissions

Efflux Cloud Capture (ECC) provides flexible control over which users and
groups can access system resources. The Owner and Admin roles are
allowed to assign access permissions for all major resource types, including:

Templates
Picklists
Connections
Clients

This ensures secure separation of responsibilities and control over
configuration elements within the environment.

8.1 Assigning Access to Resources

For each resource listed above, Owners and Admins can assign access to:
e AllUsers
» Specific User Group(s)

. None

By restricting access, administrators can ensure that sensitive or test
configurations are only visible to authorized users

8.2 User Access Behavior by Resource Type

Users without administrative privileges have limited capabilities when
interacting with assigned resources. Below are the behaviors based on
resource type:

1. Templates
If a user has access to a Template:
e They cansee it in the Templates page.
e They cannotopen or edit it.
e They can apply it when uploading a document.

2. Connections
If a user has access to a Connection:
e They can see it in the Connections page.
e They cannotopen or edit it.
e They can use it when creating a new Template.
(only if they also have the Create Resources permission)

3. Picklists
If a user has access to a Picklist:
e They can see it in the Picklists page.
e They cannotopen or edit it.
e They canuse it when creating a new Template.
(only if they also have the Create Resources permission)

4. Clients
If a user has access to a Client:
¢ They cansee itin the Clients page.
e They cannotopen or edit it.
¢ They can use it while connecting to a client device.

23
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Important:

A user cannot use a Template assigned to a Client if they do net have
permission for that Template.

Resource access cannot be bypassed through Client assignments.

8.3 User-Owned Resources

Users automatically receive full control over any resource that they create,

including:
e Templates
e Picklists
e Connections
e Clients

For user-owned resources:

They can view them
They can edit them
They can use them
They can delete them

This allows non-admin users to self-manage resources they are responsible
for, without needing further administrative support.

8.4 Best Practices

Assign access based on job function, not convenience.

Use groups rather than individual assignments to simplify permission
management.

Regularly review who has Create Resources permissions.

Avoid granting access to unnecessary Clients or Templates to
maintain data boundaries.

24
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9. Service Status

The Service Status page provides Owners with visibility into the operational
state of their Efflux Cloud Capture (ECC) environment. From this section, they
can monitor system health and manage instance-level actions when
required.

9.1 Accessing Service Status

To view service status:

ganization P

28 Azure Login

Service Status

Temporary Users

Service Status

mmmmm ' [[nurrins R0

Created: 11/7/2025 5:35 AM ‘Storted: 11/7/2025 5:35 AM Restarted: 11/11/2025 635 AM

Server =T @
CC=i =) e

Storage Usage m
.
)

1. Navigate to:
User Management — Service Status

On this screen, Owners will see information about:

e Current instance operational status
e Persistent storage usage

This enables proactive maintenance and troubleshooting.

9.2 Instance Status

The Instance Status field displays the current running state of the
organization’s ECC instance. This helps diagnose issues such as:

e Service responsiveness
e Background task availability
e Job execution behavior

If the instance is not running normally, the page may show degraded states
or service warnings.

25
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9.3 Persistent Storage Usage
ECC uses persistent storage to hold:

¢ Uploaded job data
e Processing artifacts
¢ Configuration metadata

The Persistent Storage Usage indicator shows how much capacity is
currently consumed. Monitoring this value helps organizations:

¢ Avoid storage-related job failures
e Manage large batch uploads
¢ Clean up unused resources if necessary

If storage approaches capacity limits, users should consider pruning old or
unused data.

9.4 Resetting the Instance

The Reset Instance option allows an Owner to forcefully restart the ECC
environment.

This can be useful when:

e The instance becomes unresponsive
¢ A system component is stuck
e Critical errors occur

However, use this operation with caution.

A

Important Note:
Do NOT reset the instance unless absolutely necessary.

Resetting will:

Immediately terminate all running jobs
Interrupt connected users

Bring the entire system down temporarily
Cause a downtime period of several minutes

After the reset, the service will automatically restart and resume normal
operation once ready.

9.5 Best Practices

To reduce unnecessary impact on users:

e Perform resets only when troubleshooting requires it.

+ Notify teammates if they may be affected.

e Review persistent storage usage regularly to prevent system
slowdowns.

e Consider contacting support if system instability persists.
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10. License Details

Efflux Cloud Capture provides an overview of your organization's license
usage, status, and available add-ons.

Accessing License Information

To view license details:

1.

Go to the top menu.

2. Navigate to Settings — License Details.

& Brion (https:/ [Brion.

Ucansa bxpiey: 6/3/2026

@ Base License

Month  StartDate
2026-05  5/4j2028
202008 4/42026
2026-03  3/a/2028
2020-02 2/4j2020
2028-01  V/aj2028
20557 12/42025
20080 Wajzoxm
2025-0  10/4/2025
202509 9/a2025
2026-08  8/a2028
202507 /4j2025

IEE S EEEEE SR

20200 6/4j2025

+ Add-on Licenses

escription Start Dot Used Pages Total Pages Invoice Number
000 Poges Add-.  616/2026 s 000

Information Available

The License Details page displays:

CurrentlLicense Status
Overview of your active subscription plan and its expiration (if
applicable).

Available Licenses & Add-ons
List of all included features, modules, and optional add-ons that are
currently active or available for purchase.

Remaining Page Quota
Shows the number of pages left for document processing in your
billing cycle.

Note: For upgrades, renewals, or enabling additional features, please contact
the ECC support team or your account manager.
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1. Logging Settings

The Logging Settings section allows authorized users to manage how system

logs are handled and accessed within Efflux Cloud Capture.
Accessing Logging Settings

To view and configure logging:

1. Navigate to the top menu.
2. Go to Settings — Logging Settings.

Available Actions
Within the Logging Settings page, users can:

e Download Server Logs
o« Access and download system log files for diagnostics, auditing,
or support purposes.
e Change Logging Configuration
3 Adjust system logging parameters, including:
= Logging Level (e.g. Error, Warning, Info, Debug)
= Other log settings depending on system configuration

Note: Modifying logging levels can impact system performance and should
only be adjusted by technical administrators or under the guidance of ECC
support.
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12. Recovery Settings — Owner Access Only

The Recovery Settings section provides tools for backing up, restoring,
merging, and resetting your system configuration. This section is accessible
only to the owner account.

You can find it by navigating to:

Top Menu — Settings — Recovery Settings

User Management

Recovery Settings ——

Logging Settings D

. e e (= e

-, -
License Details
“ User Manuals
) About
+ " 8 *
[ 5 process J
12.1 Backup Tab

The Backup tab allows you to create a secure backup of your system's
current configuration.

Backup Recovery Reset

Download Backup

Download a password-protected backup of your system data.

Password

Download Backup

MNote: Backups include sensitive system configuration and data. Store your backup securely and never share your
password.

To create a backup:
1. Enter a password to protect your backup file.
2. Click the Create Backup button.
3. A password-protected ZIP file will be downloaded.
This file includes:
e Settings
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Templates
Picklists
Connections
Clients

Important: Keep the password safe. You'll need it to restore or merge the
backup later.

12.2 Recovery Tab

The Recovery tab allows you to restore or merge a previously saved backup.

Backup

Recovery Reset

Restore from Backup

Upload a backup file, enter the password, and choose how to import the data.

Choose File  No file chosen

Enter backup file password

Restore (overwrite existing) v

Restore Backup

Note: This will overwrite all existing data with the backup. Make sure your back file is valid,

Torecover:

Upload your backup .zip file.

Enter the password used during the backup.
Choose between:This file includes:

1.

2.
3.

Restore — Replaces the current system state with the backup.
Merge — Combines the backup with existing data, resolving
conflicts.

Restore:
o This will wipe all current settings, templates, picklists,
connections, and clients.
o The system will be restored to the exact state of the
backup.

Merge:

When merging, if the backup contains items with the same
internal ID as existing items, a conflict occurs. You'll be prompted
to choose one of the following conflict resolution options:

. Keep Existing — Retains the current data and ignores
conflicting items from the backup.

2. Replace — Overwrites existing items with the versions from
the backup.

3. Keep Both — Retains both items by duplicating the backup
version.
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12.3 Reset Tab

The Reset tab allows the owner to wipe all configuration data in the system.

Backup Recovery Reset

Factory Reset

This will erase all data. To proceed, type reset below.

Type reset to confirm

Reset All Settings

Warning: This will completely wipe all system data. This action is irreversible.

What will be deleted:
« All Settings

+  Templates

» Picklists

« Connections

«  Web Clients

A

Warning: This action is irreversible and should be used with caution.

12.4 Access Restriction

Only the owner account has permission to access the Recovery Settings
section. Ensure that sensitive operations like backup, restore, merge, and
reset are performed responsibly.
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Azure Login
S Service Status

52 Temporary Users

13. Temporary User Access — Owner Only

The Temporary User feature allows the owner account to grant limited-time
access to the system, intended exclusively for the ECC Support Team.

You can find this feature under:
Top Menu — User Management — Temporary User

2 ot Temporary Users

& Home ey

The temy user is only intended for the ECC support team. With this user they wil ss to y Ince sxcopt the

Create a Temp User Temporary Users
ity N

& Now User 30 Minutes

Purpose

This feature enables ECC support personnel to temporarily access your
environment to assist with troubleshooting or support requests.

+ Full access to your system

« No access to User Management and Download sections

« Valid for 30 minutes to 3 hours

13.1How to Create a Temporary User

Create a Temp User
Validity

30 Minutes v

Generate User

1. Select the duration of the temporary account (between 30 minutes and
3 hours).
2. Click Generate User.

32



Efflux Cloud Capture User Manual

Create a Temp User
Validity

30 Minutes v

Generate User

Username

temp-54de93d2 Copy |

Password

ReZSUhriTk Copy |
Create Temp User

3. Arandom username and password will be generated.

4. Copy the credentials and securely share them with the ECC support
team.

5. Click Create Temp User to activate the account.

A

Note: The credentials are shown only once — make sure to copy them
before closing or navigating away.

13.2 Managing Temporary Users

Temporary Users

Username Expires In

temp-6c2dc514 23 minutes
temp-54de93d2 23 minutes
temp-8dfecel2 29 minutes

« On the right side of the page, you'll see a list of all active temporary users.

+ Each entry shows:
- Username
- Expiration time
— A Delete option to manually revoke access at any time

13.3 Access Restriction

Only the owner account can:

+  View the Temporary User tab

+ Create or delete temporary accounts

This safeguard ensures control over who has access to your environment.
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14. Home | Dashboard

The Home Dashboard is the central hub of Efflux Cloud Capture, giving users
quick access to recent activity, favorite templates, and document upload
tools — all tailored to their access level.

14.1 Top Dashboard Cards

At the top of the dashboard, users will find three summary cards:

= = . . e
A Doshboard oatbiocd
——
S S —
b - 8 total 0 3
Il Web Clionts PTS S —_—— M
£, Download: [OUSR—— s w W Poge [
—
- (= ] .
.
< Template 8 *

I. Latest Documents
e Displays a list of the most recent documents that are ready for
download (based on the user's access permissions)‘
e Each document has a Download button for quick retrieval.

2. Jobs Overview
e My overview — Show Total Jobs, Average Jobs per Day, Total
Successful Jobs, Total Failed Jobs, Jobs’ success rate and top
templates in the Last 30 Days.
e All Users overview — Show Total Jobs, Average Jobs per Day, Total
Successful Jobs, Total Failed Jobs, Jobs’ success rate, top
templates and Top Users in the Last 30 Days.

3. Recent Process Summary

e Visual summary of document processing activity over the last 7
days:
«3 Done
«3 InProgress
3 Error

e Also lists the status and details of the last 5 documents
processed by the user.

34



Efflux Cloud Capture User Manual

14.2 Upload Section (Bottom Card)

The lower section of the dashboard is dedicated to document upload.

8 total 0> 3

Documest  sewa er

Upload Queue = Template Selection

Left Side: Upload Queue
« Displays a list of documents selected for upload.
e Users can add documents by:
o3 Clicking "Upload Document” to browse files from the local system.
o3 Using the device camera to capture animage in real time.
e Each file appears in the queue with upload controls.

Right Side: Template Selection
e Users must select a template for the upload.
* Templates can be filtered by favorites using the staricon.
e Once atemplate is selected, related questions (fields) appear below
it.

Uploading Documents
e Users can:
3 Upload all documents at once using the "Process™ button at the
bottom-right.
3 Upload individual documents using the action button next to
each item in the queue.
¢ Upon successful upload, a green checkmark appears next to the
document name.
o If an error occurs, a netification is shown in the top-right corner with
the error message.
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15. Process Section

The Process section allows users to monitor and review the status of their
uploaded documents. It provides real-time feedback, filtering options, and
access to complete document history.

Accessing the Process Section
« Navigate via the left navigation bar and click on “Process”.

Oashboard
Processes
“ Processes
® Processing

) Error

® Processed

15.1Filtering Options

At the top of the Process page, users can apply filters to refine the list of
displayed documents:

e Processing — shows documents currently being processed
e Error — shows documents that failed during processing
¢ Processed - shows documents that were successfully processed

Processes
From To
06/24/2025 [} 07/01/2025 ] C' Reload

Al (8) Processing: @ Error: (o) Processed: (5)

Note: By default, the view displays documents from the last 7 days.
Users can extend the view to show documents from the last 1 month using
the filter controls.

15.2 Document List Overview

The main list displays all documents that match the selected filters. For each
document, the following is shown:
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e DocumentName
e LatestStatus
» Remarks or Notes (e.g, success, failure reason, etc.)

@ et b =g & O @
# Dashboord Processes
* Processes Ko
@ Processing s !
06/24/2025 [-] 070012025 -] C Reiood
® Error
@ Processed Al (3) Processing
gesecsss .
AiWordiows Template Name 11 o st id $ Remark &
. .
{al web Clients Dalvory Notes c @ . $ started processing tre document
. . N
& Downloads Dalvery Notos c e . ik proe
2025 5445 A o vecoxmoszmpat 3 Datvery Netes s e © Storted processing the document
V)
E (4] 2]
O D )
= IS} 3
— P =
(= %] (%]
[} e ~
E [ %]
S S o
3 LS g

15.3 Viewing Document History
To see the full history of a document:
¢ Click on the status label of the document.

This will open a detailed view showing the document’s complete lifecycle,
including timestamps for each stage (upload, processing, completion, or
error).

History

Document name: Uploaded
Test Barcode000.tif

Tompsate Name:

Document OUID
©2474819-040b-4313-981c-
icebb3f98e0

T —

Note: This feature is useful for auditing, troubleshooting, and tracking
document progress across time.
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16. Templates

Templates define the workflow, layout, and extraction logic for processing
documents in Efflux Cloud Capture. Each template can be configured with
questions, output settings, and intelligent detection features like barcode or
zone extraction.

Accessing Templates
¢ From the left navigation menu, go to Workflows — Templates

@ o Brian ¥oung. W English a o @
& Doshboord Templates

Ty New 5] import m

& Tps cokr i & Reset

16.1 Template Views

Templates can be displayed in two formats:

& vourooe Templates A voureoaa Templates

mmmmmm

Card View List View
¢ Card View
e ListView

Users can switch between views using the toggle button at the top of the
page.
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Templates
¢ = =—— -~
= New 5] Import l\ -1 \'_O edit, simply double click on the card.
————— %
Filter Options: (D) W Type: Al % Color Template name
16.2 Filtering Templates
Templates can be filtered using the toolbar by:

Status (Enabled/Disabled)
Favorites

Template Type

Color Tag

16.3 Creating a New Template

Templates
l:?i._ﬂ_e_\.f,‘ S import 288 To edit, simply double click on the card.
Filter Options: (D) W Type: Al % Color Template name
Click the "New" button at the top to begin creating a new template. You will
be guided through multiple configuration sections:
1. General Information
e Template Name
e Description
e ColorTag &lcon
» Template Type (select based on workflow purpose)

2. Workflow Questions

Template

name:

V. ‘\
| ‘
‘

Colour tog:

>

Upioad

Description:

Template types:

- Please provide template name

ao
a * /

\ J

B =
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Click "Add Question” to define the fields that will be filled during document
processing. You can create two types of questions:

|1 (Typed v @uestiontitle_ )

[JRequired @uestion tag. ) Any M=
T @uestion default value. ) (Question tooltip. ) ( ) ( ) “
\ v @uestion regex. )

a. Typed Question
e Enter the Question Text
Mark if Required
Assign a Unique Tag
Choose Data Type: Any, Text, or Number
Optionally configure:
o3 Default Value
o3 Tooltip
3 Minimum & Maximum Length
o3 Validator Regex

-

| 2 (selected v @uestion title. j

4| JRequired @uestion tag. ) Select picklist v 'ﬁ'

l@uestion tooltip. )

b. Selected Question
¢ Provide the Question Text
Mark if Required
Assign a Unique Tag
Select a Picklist from the dropdown (must be pre-configured)
Optional: Add a Tooltip

16.4 Advanced Processing Options

Template name:
e Output type: OCR Language:
F ir termplate o name
! ) Searchable Pdf English
Description: PDF/A Standard:
Flease give your template a description Mone
Processes:
Colour tag: Icon Access SEE
arcodes
MBS | oborcoses ®
o Zone
3 Dotection | 0zones @
2 o t ’
=@ Barcodes "
o 0 Barcods Writin
Template types &+ Writing 9 @
Upload
Document
& Redacton | ©Redaction ®
B Frsing | 0 processing features @
«2e DOCUMENT
=== password L @
+ Please provide template name
scan
B 553hge @

These features are accessed from the Processing Tab within a template and
allow for deeper control over document output and privacy.
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Output Configuration

Choose the Output Type (e.g. structured data, PDF)
Select the OCR Language
If output is PDF, choose the PDF/A Standard (if applicable)

Barcode Detection

Click on "Barcode Detection” to configure rules:

X
Barcode type Page(s)
Auto Al
Metadata tag [Metc:dc:m ‘-[1D,-‘2D]-Pugeh|umber-[Index]
[ split page
[ Exclude page

Barcode Type: Choose a specific barcode type or set to Auto for all

Pages: Define the page numbers to scan for barcodes

Metadata Tag: Assign a unique tag to store the barcode value

SplitPage: Enable to split the document where the barcode is

detected

©3 You can specify a value or regex to determine valid split
barcodes

Exclude Page: Works similarly to Split Page, but excludes the page

instead

Zone Detection

Click on "Zone Detection” to configure region-based data extraction:

Barcode type
Codabar Al

Zone coordinate

Page(s)

x(0

Jwe__Jv(e Ju(e )

Barcode value

Codabar: Digits 0-9, symbols (-, §, ., /, ., +), must start and end with A, B, C, or D.

Add multiple rules, each with:

3 Zone Type: Choose from OCR, Barcode, OMR, or MICR
«3 Page Number: Specify the page to extract data from
«3 Metadata Tag: Assign a tag for storing extracted data
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Zones Preview X

= - s - —
- Lyrec‘o) - . — .

30248083

¢ Use the "Test Zone" tool:
«3 Upload a sample document
o8 Draw the zone(s) area on the document
o3 The zone's coordinates will be saved for use in real-time detection

Barcode Writing
To add barcodes to documents:

. Go to the Processing Tab — click "Barcode Writing".
2. Click “Add Barcode Rule” and configure the following:

Barcode type Page(s)
Codabar All

Zone coordinate

(@ Jwl__ ) vl )H(_ )

Barcode value

Codabar: Digits 0-9, symbols (-, §, 5 [, .. +), must start and end with A, B, C, or D.

o Barcode Type: Choose the desired format (e.g., QR, Codel28, etc.).
¢ Pages: Select one or more pages where the barcode should be
written.
¢ Barcode Value: Enter a valid static value or dynamically use
metadata.
3. Click "Test Zone™
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Thumbnai

Type: Cosoar

¢ Upload a sample document.

o Draw the location(s) where the barcode should be placed.

¢ The system saves the coordinates for rendering the barcode on
output.

A

Note: You can define multiple barcode writing rules per template.

Document Redaction

Access via the Processing Tab — Redaction. Redaction allows masking or
highlighting sensitive information in processed documents.

1. Keyword Masking

Keyword = Keyword Regex Regex
masking | Highlight | masking | Highlight

Metadata

/ \ Add keyword(s) | |
{ Defaurt Question Processing | S

(Trempiate_io])(Tuser_io])(foate]) | M & | EED S B
]

Mo records to display

¢ Use metadata from:
3 Questions
3 Zone Detection
3 Barcode Detection
g Default system metadata

e Ordirectly input a keyword and click “Add"” to mask it.

2. Keyword Highlighting
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Keyword  Keyword Regex Regex

masking  Highlight masking | Highlight
Metadata 4
- - HighLight color: (Il
| Default Question i
N y Add keyword(s)
Processing

No. I Keyword T
Please select a processing tag
(==

Page [] ]
number.

L ©

Note: The zone may be detected on multiple
pages. Please specify the page from which the
zone should be read.

No records to display

Actions

=4

¢ Works the same as keyword masking but highlights the matched

keyword.

e Choose a highlight color.

3. Regex Masking

Keyword | Keyword Regex Regex
masking | Highlight | masking  Highlight

Regex
( Predefined create )}

Regular expression No. T

[Ir\surl your regular expression here )

Test string

[Inﬁarl your test string here )

Add regex(s)

Regex [T Actions

=

No records to display

A

e Apply masking to text matching a regular expression.

e Options:

o3 Select from predefined regex patterns.
©3  Or enter a custom regex pattern manually.
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4. Regex Highlighting

Keyword | Keyword Regex Regex
masking | Highlight | masking | Highlight

Regex
- HighLight color: (D

| Predefined _w —
AN ¥ Add regex(s) [

Regular expression

[\r‘sert your regular expression here j No. [T Regex ' Actions
Test string
[\r‘sert your test string here j

=)

No records to display

« Highlights text matching regex rules.

e Choose a highlight color for matched patterns.

Note: These features are crucial for protecting personal data, account
numbers, or sensitive legal terms.

Image Processing

Access via Process Tab — Image Processing. Enables pre-processing
options to clean and enhance document images.
You can toggle the following tools:

Image Processing X

Orientation D
Deskew

Binarization

Line Removal

Dot Rermoval

Smoothing

Denoise -

Invert Text

Auto Orientation
Deskew
Binarization

Line Removal
Dot Removal
Smoothing
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o Denoise
¢ Invert Text

Note: These features improve OCR accuracy and ensure document clarity.

Document Password Protection

Access via Process Tab —» Document Password.

Document Password >
Metadata Password:
|'@ Question . ) [USERNAME][TEMPLATE _ID][DATE]
(TusernAMET)(TTEMPLATE_ID]) e Droyie:
[USERNAME][TEMPLATE _ID][DATE]

(TrempLatename] )([oATED)(TTIME])

(ToaTenMET)(TFILENAME])
(TFILENAMEWITHOUTEXT])

Protect the output document by setting a password:

e Chooseto:

o Use a password derived from existing metadata (e.g, customer ID,
invoice number), or

o Manually enter a fixed password.

A

Note: Once configured, all generated documents using this template will
require the password for access.
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16.5 Output Tab

The Output Tab allows users to configure how and where processed
documents will be delivered. You can define multiple connectors to send
documents to one or more destinations (e.g, cloud storage, SFTP, emaiil, etc.).

A

Note: Connections must be pre-defined.

Setting Up Output Destinations

j—

Go to the Output Tab of your template.
2. Click “Add Connector”.
3. Choose from your list of existing connections.

¢

Pick aconnection

Available connection

Connection name |1 Description 7
downloader test
Test-SP test sp connection

NewDownloader

Eva Test

testd

\ A
Once a connection is selected, three configuration cards appear in a row:
Connection: Destination: n  Flle Naming:
@ Test-SP [drives/b!Q5PifbbR test2
& — QEO2SSKAYF_pvizE
r a Q BABUZ310rli3cJSYZ 0
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Card I: Connection Type

- Connection:
| Document
Downlood

» Displays the type of connector selected (e.g, Google Drive, SharePoint,
SFTP).
¢ This section is informational and depends on the predefined connection.

Card 2: Destination Path

Destination:

‘ Downloads

« Displays or allows editing of the destination path/folder where the
document will be delivered.
+ If the connection settings allow, the user can:
- Modify the destination manually, or
— Use metadata tags
(e.g., {ClientID}/{InvoiceDate})
to dynamically generate the path.

Card 3: File Name

g File Naming:
[filenamel]-
[neminall]-

* linvoicel]

Displays or allows editing of the output file name.
Like the destination, file names can be:
- Manually defined, or
— Generated using metadata tags
(e.g., {ClientName} {InvoiceNumber} .pdf)
e The ability to edit depends on the connection’s configuration
permissions.

A

Note: You can add multiple connectors, each with its own destination and
file naming logic — enabling flexible multi-destination delivery.

16.6 Template Management Features

Once templates are created, users have several tools to manage, organize,
and reuse them efficiently.
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diting a Template

P bttt ittt -

M= === Double click

nvoice processing

’
|
'
'
'
'
'
'
\

Sooeoeeeee

e To update a template, simply double-click on it.
» This opens the template editor where all configurations (questions,
processing rules, outputs, etc.) can be modified.

Enabling or Disabling a Template

Vi = === Enable/Disable
’

7ol

N

nvoice processing

B O @

e Each template has a power icon:
— Click it to enable or disable the template.
- Disabled templates will not appear in the upload section for users.

Marking as Favorite

(T ———— Favorite

nvoice processing

¢ Click the staricon on a template card to mark it as a favorite.
e Favorite templates can be quickly filtered and accessed from the
dashboard upload section.

Deleting a Template

pk o

nvoice processing
4 ‘\
B O(f r====Delete
-

\

o Click the trash/delete icon on the template to permanently remove it.

A

Warning: Deletion is irreversible. Be sure to export the template if you may
need it later.
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Duplicating a Template

nvoice processing

B0 mE=———— Duplicate
\N_?

e Use the duplicate function (usually a clone icon or menu option) to make
a copy of an existing template.

¢ The new template can then be renamed and customized without
affecting the original.

Exporting a Template

ke

nvoice processing

s
( B PpB=&===== Export
\N_7

e To export a template:

1. Click the exporticon on the template.

2. The template will be downloaded as a file in a proprietary format.
This file contains:
«8 Template structure
©3 Questions
©3 Processing logic
o3 Output settings

Importing a Template

Templates

O W Type: Al % Color Template name

¢ Click the “Import” button at the top of the Templates page.
Upload the previously exported template file.
The imported template will be added to your template list and can be
used or modified as needed.

Note: Import/export is especially useful for migrating templates between
environments or sharing across teams.
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16.7 Granting Access
Template name. 23255 Y
- ) : @ Click to add question ‘
Description: H
Colour tog: Icon: Access
=
k3 Q % s

Template types:
upload

- Please provide template name

\ J

m Create Template

Open the Template.

Select the Access icon.
Click the Edit icon.

Assign access to:

e Specific user groups, or
e Allusers

NN

What Access Allows
e Users who have access can use the Template, but cannot modify it.
e Admin users automatically have full access to all Templates.
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7. Connections

Connections define where processed documents will be delivered (e.g., cloud
storage, file servers, etc.) or how they can be downloaded.

Accessible via the left navigation menu — Workflows — Connections, this
section allows users to manage destinations for document output.

@ emux i
A Doshboord Connections

 Processes = New

& Processing

e * Color ) Reset
@ Errer
@ Processed (_

Workflows

—— == T Connections
= pickiists
08 remplates

@ web Clients

<, Downioads

17.1 Viewing Connections

Connections

roceses e e R s

Card View List View
Connections are displayed in two formats:

e Card View
e ListView

Users can switch between views using the toggle button at the top of the
page.
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17.2 Filtering Options
Connections can be filtered by:
e Enabled/Disabled status

o Favorite
e ColorTag

17.3 Creating a New Connection

To create a new connection:

Connections
""" N
'\\E;F.N.e:’.'—,‘ E To edit, simply double click on the card.
Filter Options: (D) * ) Color Connection name ) Reset
1. Click the “New" button at the top.

2. Fillin the following:
¢ Connection Name
o Description
e ColorTag
3. Choose a Connection Type from the list of available connectors (e.g.,
SFTP, SharePoint, Google Drive, Download, etc.).

Download Connector

Connection name

Destination & File Name

Please give your connection a name.

File name:
Description: File name
Please give your connection a description CJ Modify in template

Colour tag: Access:

s s

Available connectors:

—
.Dutwnloud
-
® Sharepeint [ Onebrive

@i

a GDrive

L. J

m Create Connection

1. Setting: File Name (optional)
2. Template-Level Control: If allowed, users can modify the file name
directly in the template’s output tab using metadata or manual input.

Note: Destination is not required for Download Connector.
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SharePoint Connector Setup

Create Connection

Connection name:
Please give your connection a name.

Description:

Please give your connection a description

ee\our tag:

Y ’

Access:

Avgilable connectors:

3 Download

e B Sharepoint | OneDrive
e
‘ GDrive

Configure connection Destination & File name

Destination & File Name

Library File name:

[ modify in template
Folder:

U Modify in template

REFRESH E

\ "

m Create Connection

INFRENES

Provide a connection name

Provide Description and Color tag (optional)

Select the SharePoint connector under "Available Connectors’

Fill up all the authentication info under the "Configure connection”

tab, and click the "Test Connection” button to authenticate. Make
sure you follow the pattern below to setup your Callback

URI/Redirect URI.

https://{YourInstanceUrl}/callback/ocauth2/sp

5. Given that the authentication info is correct, you will be prompted to
"https://login.microsoftonline.com/" for login and authenticate
the SharePoint access. Then, return to ECC page for "Destination &

File name" tab.
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Create Connection Configure connection Destination & File name
Connection name: L .
- Destination & File Name
Please give your connection a name.
Library: File name:
Description: File name
- - ---
’leqse give your connection a description. ( j MOUIW in (emplme
Foder A e e eee--- 4
Colour tag: Access:
2. S | | s====== =
(_A Modify in template )
------- -
Avgilable connectors: REFRESH

3 Download

B Sharepoint | OneDrive

lé]GDHve

Kcim

\ "

m Create Connection

6. For all Library, Folder, and File name fields, you are required to give a
value OR check the "Modify in template™ box if you wish to remain
empty value.

7. When everything is configured, click on the "Create Connection”
button to create the connection.

8. Once the connection is created successfully, it can be applied in the
Template configuration.

17.4 Editing and Deleting Connections

d Y
l' \~=== Double click
e H
]
: Document Download :

]

] =
1 (&'r---- Delete
\ N’y
\‘- .................... -7

e To edita connection, simply double-click on the card or list item.
e To delete a connection, click the trashicon on the respective
connection.

Warning: Deletion is permanent. Ensure no templates are actively using the
connection before removing it.
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17.5 Connection Usage in Templates

Once a connection is created:

Connection: Destination: n  Flle Naming:
Q Test-SP [drives/blQ5PifbbR test2

& i OEO2SSKAYF_pvizE
E BABUZ310rli3cJSYZ 0

&

e It becomes available for selection in the Output Tab of any template.

¢ If the connector settings allow, users can edit:
3 Destination folder/path
3 Output file name

This enables flexible output routing for different processing workflows.

17.6 Granting Access

Create Connection Configure connection Destination & File name

Connection name: A .

Destination & File Name

Please give your connection a name.

Library: File name:

Description: File name
File nam:

Please give your connection a description, L Modify in template

Folder.
4
Colour tag: Access:
X V.
f— O Modity in template
Available connectors: REFRESH

- Download
B Sharepoint | OneDrive

@GDHVG

. 7

m Create Connection

Open the Connection.
Select the Access icon.
Click the Edit icon.

Assign access to:

e Specific user groups, or
e Allusers

INFRENES

What Access Allows
e Users must:
1. Have access to the Connection, and
2. Have permission to create resources
e Admin users automatically have full access to all Connections.
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18. Picklists

Picklists are predefined lists of selectable values that can be used in
template questions (select-type questions). They help standardize input
and improve data consistency during document processing.

Accessible via the left menu — Workflows — Picklists.

Picklists
=y Now m

O Resot

18.1 Viewing Picklists

---------

Card View

Picklists can be displayed in:

e Card View
e ListView

List View

Users can switch between views at the top of the page.
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18.2 Filtering Options

You can filter picklists by:

e Enabled/Disabled status
¢ Favorite
e ColorTag

18.3 Creating a New Picklist

Picklists

= N

(Sow}

(O ¢

Filter Options: % Color

Picklist name

To edit, simply double click on the card. -

O Reset

1. Click the “New" button at the top.
Create Picklist (Add items to the picklist Import Data h
From CSV File
Description: .
_-,Cai. SR {temns in this picklist 0 Clearlist @ | oo P
description y No. ltem comma (,)
Colour tag: Access: Choose File: | Choose File | No file chosen
- e
No records to display
e ’
. J
2. Enter the following details:
¢ Name
e Description
e ColorTag
o Edit Access Group(s)
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18.4 Adding Picklist Items

There are two ways to add items to a picklist:

A ~ o
Cregta.l cxiat :Add items to the picklist : ¢ Import Data
- .
Picklist name: R X tT
o * Type to add item | mport Type:
Please give your picklist a name. -+ %/ © From Text File
4+ From CSV File
Description: K R i
K Itemns in this picklist 0 Clear list & *|* choose separator:
s your picklist a ofe
N e
description o No. Htem s|s Commal(.)
Colour tag: Access: M S E Choose File: ‘ Choose File | No file chosen ]
N e b
K No records to display =R K
LY ’ :
: B
: Manual Entry M Import from file
H e
N e
M
M
M
i
M
M
M
M
X
m Create Picklist
Manual Entry

e Type the value into the input box and click “Add" to insert it.

Import from File
e Supported file types: Text (.txt) and €SV (.csv)
¢ When importing from a Text file:
o Choose a separator (e.g, comma, semicolon, newline) to split the
text into multiple list items.

Note: All items added will be available for use in template select-type
questions.

18.5 Editing and Deleting Picklists

P Sy, :
| ‘|---- Double click
HRN =
] ]
. Nominal Codes .
] P
l‘ ( "1""" Delete
\ N 4
\- ................... —'

* To edita picklist, double-click on it to open and modify its items or
settings.

e To delete a picklist, click the trash icon on the respective picklist card or
row.

Note: Before deleting, ensure the picklist is not in use in any active template
questions.
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.
18.6 Granting Access
ickli (" . e 7
Create Pickiist Add items to the picklist Import Data
Picklist name:
. . Import Type:
Please give your picklist a nome. TYpe to add ftem m © From Text File
. From CSV File
Description: temns in this picklist 0 Clearlist B | apoose s .
2 your picklist o cose Separator:
y No.  Item comma ()
Colour tag: Access: Choose File: { Choaose File | No file chosen
- - e
D a
No records to display
2, y
o J
m Create Picklist
Access Rules

Picklists follow the same access rules as Connections.

Granting Access

1. Open the Picklist.

2. Select the Access icon.
3. Click the Edit icon.

4,

What Access Allows

Assign access to user groups or all users

e Users with access to the Picklist and permission to create resources
can use the Picklist where applicable.
¢ Admin users automatically have full access to all Picklists.
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19. Clients

Clients represent external devices or applications (such as MFPs or kiosks)
that interact with the Efflux Cloud Capture system. They can be configured to
control access and determine which templates are available for each
device.

Accessible from the left menu — Clients.

= O Rosot

19.1 Viewing Clients

Card View List View

Clients can be displayed in:

e Card View
e ListView

View type can be toggled from the top-right.
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19.2 Filtering Options

Clients can be filtered by:
e Enabled/Disabled status
e Favorite
e ColorTag

Each client card or list entry has:

e A powericon to enable/disable the client.
e A stariconto mark it as a favorite.

19.3 Creating a New Client

.
Web Clients
P it S
i [ 1 1] i i H =
\ +New, gas To edit, simply double click on the card.
e w----
FilterOptions: () Y  Clientname ¢ Reset
1. Click the “New" button.
Create Client ( G )
Device id:
Client name:
Please give your client a name.
9 Description: Available Templates:
Please give your client a description.
Template Name Access Actions
[ ancontig o Owner-Admins  Custom Access m
Icon: Access: _—
e testGDTemp2 Owner - Admins  Custom Access m
- oo et cwmer- Admins =
OCR to Word Owner - Admins m
Qf = /7
Available Clients: T
| {g Kyocera Template Name Accoss Actions
0 o
[~
lE‘TA No records to display
|ur
oy UTAX
. J
(oo

2. Fill'in the required information:
e ClientName
o Description
e ColorTag
e Clientlcon
3. Choose the Access Type (defines how the client will access the
system).
4. Select a Client Type from the available options.
5. Enter the Device ID:
e Enter Serial Number of the Device.
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19.4 Assigning Templates to Clients

Available Templates:

Template Name Access Actions
PN
Document Redaction Owner - Admins '\ )

com=m=’

e After creating the client, assign templates by clicking the “Add”
button from the list of available templates.

¢ Only assigned templates will be visible to users accessing the system
through this client.

19.5 Editing and Deleting Clients

e Edit: Double-click a client card or list entry to modify its configuration.
o Delete: Click the trash icon on the client to remove it.

A

Note: Deleting a client will revoke all associated access and template
assignments.

.
19.6 Granting Access
Create Connection Configure connection Destination & File name
Connection name: L N
Destination & File Name
Please give your connection a name.
Library: File name:
Description: File name
Please give your connection a description Clmodify in template
Folder.
4
Colour tag: Access:
L) rd
—_— -
C)modify in template
Available connectors: REFRESH

[
l Download
a Sharepoint | OneDrive

3| Keim

‘ oprive

L. ~

m Create Connection

Open the Client.

Select the Access icon.
Click the Edit icon.

Assign access to:

e Specific user groups, or
e Allusers

INFRENES
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What Access Allows
Users with access can use the Client, but cannot modify it.

A user can only see Templates inside a Client if they also have access

to those Templates.
Admin users automatically have full access to all Clients and all

Templates.
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20. Downloads

The Downloads section allows users to access and retrieve processed
documents. The availability and visibility of documents depend on the user's
role and permissions.

Accessible from the left menu — Downloads.

=
Q
H
¥

3

20.1 Document Visibility by Role

e Users: Can only see and download documents they personally
uploaded.

¢ Admins: Can see and download all documents.

¢ Owners: Have full access, same as Admins, with additional system
permissions.

20.2 Download Options

Each available document is listed with:

¢ Documentname
e Status
o Expiry date
e Action buttons
Individual Download
e Click the Dbownload icon in front of each document to download it
directly.
Bulk Download

¢ Use checkboxes to select multiple documents.
¢ Click the “Download Selected” button at the top to download them
as a ZIPfile.
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20.3 Document Expiry and Deletion

e Each document is retained for 7 days from the time it is processed.

e The expiry date is shown beside each item.

e Documents can also be manually deleted using the trash icon in
front of each one.

Note: Once deleted or expired, the document cannot be recovered.
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