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1 Recognize documents: Recognize PDF documents

With Continia Document Capture you can recognize 
any content in PDF and XML files. In tile "Ready to 
Register", five documents are waiting to be 
processed.
To recognize a document select the tile "Ready to 
Register".
This tile specifies the number of documents that are 
ready to be reviewed and registered.

Select a document to be recognized. 
In this session, the PDF-invoice from "Lewis Home 
Furniture" is the document to process. 

Select "Process" in the navigation menu.

Select "Recognize Fields" in the navigation menu.

In numerous cases, the Account Payables assigns an 
account to the document before registering. 
Depending on the configuration of the individual 
vendor templates the account number might be 
required to be filled in.
Place the cursor in the "GL Account No." document 
header field.
Type in the account number or select the account 
from the chart of account by using the lookup button.
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2 Recognize documents: Recognize PDF documents

When an account number is chosen Document 
Capture politely asks you if the account number is to 
be used as the default account for this template.
Select "Yes" to confirm.

To have a meaningful text in the invoice, use the field 
"Description" to capture any area of your choice from 
the document.
Place the cursor in the document header field 
"Description". 
The description field in the template allows you to 
capture any text in the document and transfer the 
captured text to the invoice line when registering the 
document.

Move the cursor to the document imageon the right-
hand side of the page.
Press and hold the left mouse button to highlight a 
blue rectangle. The blue box is the text area that you 
would like to capture as the invoice line description.

When a sufficient area in the invoice image is marked, 
please release the left mouse button.

The document is fully recognized and ready to be 
registered.
Select "Process" in the navigation menu.
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3 Recognize documents: Recognize PDF documents

Select "Register" in the navigation menu.

The invoice is now registered and as you can see the 
PDF-file is attached to the invoice card.
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