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Classification Manager
Quick Start Guide

Preface
This manual describes basic information to use the Classification Manager Module.

What is Classification Manager?

This suite of software products enhances the functionality of the DocuWare Integrated Document
Management system. Classification Manager allows scanned documents to be classified automatically.
The Classification Manager identifies document phrases within each document and based on a phrase
match, a document type will be assigned.

Typical applications include medical records, loan applications, human resources, and student
transcripts.

Licensing

The user must have a valid license file for the module that is being installed. This license should be
placed in a License folder that has been created in the DocuWare directory or under the C:\ root drive
on the local machine. If you receive a license file with a .zip extension, place the .zip in the license folder
and double click to extract the license file.

Installing Classification Manager

Download the Classification Manager from the StapleWare website at www.stapleware.com. Open the
Classification Manager Installer.zip setup utility. Double-click the Classification Manager.msi and run
the program from its current location. The install wizard will lead you through the setup process.
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] 5 Application Tools  StapleWare - m] X
Home Share View Manage o
<« v > ThisPC > Local Disk (C:) > StapleWare v Search StapleWare »r
‘i Local Disk (C:) & Name - Date modified Type
DocuScripts Medical File folder
DW7x @ Deficiency Manager.exe Application
Import2DW & Doculink.zip WinZip File
inetpub [ Document Tray Import Service.zip WinZip File
MSOCache . DoubleCheck.zip WinZip File
PerfLogs _| FullConcurrent.lic LIC File
© Install Process Server_v.6.46.120.1007.exe Application
Program Files & Notification Management.zip WinZip File
Program Files (x86) rocess Server.zip WinZip File
ProgramData 2| Remote Capture.zip WinZip File
Repository D Stapler.exe Application
StapleWare D Web Client Integration Tool.exe Application
Medical D Install StapleWare Classification.exe Application
& Doculinkzip
& Document Tray Import
& DoubleCheck.zip
& Notification Managem
& Process Server.zip
& Remote Capture.zip
Storage Locations v < >
13items  1item selected 1.60 MB E S

Note: If you're currently using this software and this installation is an upgrade - Please close the
program, exit the services (if applicable), and uninstall the program before running the upgrade.
You must read and agree to the license terms and conditions and then click Next to proceed...

m,

,@ StapleWare Classification

! Installation Successfully Completed

Close

Click Close to exit the installation process.
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Starting Classification Manager

Classification Manager may be started from the Start Menu. It is located under: Start/All Programs/DW
Add-Ons/Classification Manager/Classification Manager.

-
AT Access
B% Adobe Reader XI

M
B Apache Tomeat 7.0 DocuWare... ~ e o4 l

Internet
C Explorer Outlook 2013 Presentations

B ceronorc22s

3] Connect

B e g :
hMailServer Fakturama.exe
D Administrator (win64)

B oocuscriptss

B oocuwere

B owaddons
DocuWare URL DocuWare

Ve low...
4 Connect to Microsoft Dynamics... Creator Workfiow

Deficiency Manager
B ocriens s —

== —
"= Process Server -

Stapk Process Server
Y Stapler

= W

) Web Client Integration Tool Web Client

Integration Tool

DocuWare Configuration

Before you begin, it is helpful to have a File cabinet that is specifically designed to identify documents. It
can be the production file cabinet, or it can be a workflow file cabinet where documents are classified
and later exported to the production file cabinet. Either way, the file cabinet MUST contain a MEMO
field. Ideally it should be named “FT Memo”. It will contain the result of the text extraction operation
that occurs during the import. Create a specific Result List designed for the Search Tab. The
Classification Result List should contain the Document Type, Last Name and Full Text Memo field.

Configure the Result List

MR-Class-Result]

Result Index dialog

Edit the fields of the dialog

Field Name Field Name in the Dialog Type

Document Type Change label Text @
Doc Status Change label Text @
Last Name Change label Text @
StapleStatus Change label Text @
FT_Memo Change label Memo @
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Server Connection

When Classification Manager opens, the user will be asked to create a connection to the server. After
filling in these fields with the correct server URI, the user will be able to configure the Classification
Manager.

Classification Tasks

DocuWare Platform Connections - Remove

Add

Enter name:

https://presentationvm/docuware /platform

Classification Management

File
Connections Classification Tasks

DocuWare Platform Connections - Remove

https://presentationvm/docuware/pl...

Name https://presentationvm/docuware /platform

Password
Host U https://presentationvm/docuware/platform

Kelley Connect, Inc. Page 6



e
StapleWare

To access DocuWare Cloud file cabinets use the following address and substitute the name of the cloud
account.

Classification Management - o x

File

Connections Classification Tasks

DocuWare Platform Connections - Remove

http://presentationvm/docuware/pl...

https://ihoe.docuware.cloud/docuw...

Name https://jhoe docuware cloud/docuware /platform
User name
Host Uri https://jhoe.d .cloud/d |atfc

& c are/Pla WebClie * 6
Apps & O i

Tom Plumb

@ DocuWare ) & H Office Equipment, Inc

V
Qe i ® 3

* Tom-Inbox-Docs X  Capra-Inbox Medical Records Tray
Bimpot =San E 1| S Store v

Registration Scan 7 p... Registration Scan 7 p... . - Image_001
I
|

02/22/1980

StapleWare Classification can be run as a service. This allows Classification to run without a DocuWare
named license.

Classification Management - o X

File
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Configuration Tab

The “CLASSIFICATION” tab AT THE TOP OF THE WINDOW, will allow multiple configurations in the
StapleWare Classification Manager. From here, the user may create, edit or manage configuration tabs.
Select the “CONNECTION” TAB to select a server connection. This is the server URI that contains the file
cabinets where the documents reside that must be classified.

Classification Management

File

Connections Classification Tasks

Classification Tasks - Remove

MEDREC

JHOE_Cloud_MedRec

c
S
]
@
£
8

Connection https:/ihoe. docuware.cloud/docuware/platiorm

Validated True

Indexing

When creating a Cloud account be sure to type in the new configuration name:

File

Connections Classification Tasks

Classification Tasks

MEDREC

) Add

Enter name

JHOE_Cloud_MedRec|

Click “Connect”
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Select the Classification Tab and create a new Classification Task. The first step is to select the correct

server to connect to.

Classification Management

File

Connections Classification Tasks

Classification Tasks

MEDREC

JHOE_Cloud_MedRec

Schedule

Connection

Connection

Validated

Elevation Required

:\

- Remove

https://jhoe.docuware.cloud/docuware/platform

Connect

Once a positive connection has been established with the server click on the “SEARCH” tab. The
Organization should be automatically selected. If it is different than the Organization that has been
automatically selected use the drop down to select the correct Organization and select “Connect”. The
Value for “Validated” should show as “TRUE”.

Classification Management

File

Connections Classification Tasks

Classification Tasks

MEDREC

JHOE_Cloud_MedRec

=
=
o
@
i=
3
w

Connection

Connection

Validated

Elevation Required

?

- Rermove

https://jhoe.docuware.cloud/docuware/platform v

True

Connect
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Search Tab
The Search Tab allows the administrator to select the Organization if there are multiple organizations,
the File cabinet to operate on, the correct Search Dialog and Result Dialog.

Classification Management - m] X

File

Connections Classification Tasks

Classification Tasks

MEDREC

JHOE_Cloud_MedRec

 Fiecabner
Searchdiion
 Resundisiog v

Default Result List
Manage query MR-Result-OM
MR-Class-Result

Connection

Click Apply and use the “Manage Query” button to DISPLAY and FILTER the results in the selected file cabinet. This
MUST be done before moving to the Classifications Tab. For example, if the Classification needs to be run for all
documents that have a STATUS of “InProcess”, then this configuration will be filtered by that criteria. This is the
filter that will run on the documents in the file cabinet when the service runs. Click Search in the dialog to see the
result of the filter. Click “Run Evaluation” to test the effect of the filter.

Classification Management - o x
File
Connections Classification Tasks
Classification Tasks

MEDREC

Connection

Manage query

DWDOCID Last Name First Name Visit# MedRec #

Indexing

S
3
S
=
O

Run Evaluation
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MEDREC

JHOE_Cloud_MedRec

Connection

lassifications

Classification Management

File

Connections Classification Tasks

Classification Tasks

MEDREC

JHOE_Cloud_MedRec

onnection

o

s
<
&

Schedule

[UEELFEIETIN J & H Office Equipment, Inc. v
[ Fiscatios]
N 5

SR It List
Search Dialog

OAd @ Or
Last Name ~
First Name
Visit #

MedRec #
EMPL #
DOB
Document Type
Section
Date
Fadility
Emai
Status
Patien!
v

[OILERTZULLIN ) & H Office Equipment. Inc. v

MedRec

Run Test Evaluations Cancel

Default Search Dialog v

etias T 5

Manage query

DWDOCID Last Name First Name Visit # MedRec # EMPI # DOoB
O e Jiemes Ji7000adse7 Josess | ] ___|;
68 maddock courtland 1700034565 4875982 c
65 andripov pikup 1700012345 2233445
60 cruz ii 1700045678 7456654
57 smith james 1700044567 75688
54 Mccarthy John 1700023456 3344556
47 Murphy Gavin 03342678 12345678
43 andripov pikup 1700012345 2233445 4/3/2003
maddock courtland 1700034565 4875982 4/3/2003
smith james 1700044567 75688 4/3/2003
Mccarthy John 1700023456 3344556 4/3/2003
andripov pikup 1700012345 2233445 4/3/2003
andripov pikup 1700012345 2233445

Run Test Evaluations Cancel
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Indexing Tab

The Indexing Tab allows the administrator to set the index fields that will be updated through the classification
process.

Classification Management - (m] X

File

Connections Classification Tasks
Classification Tasks
MEDREC

JHOE_Cloud_MedRec

Setup up to 2 fields to update (cannot be classification field)

Schedule
Connection

@ None O OnSuccess @ OnFailure @ OnSuccessor Failure

Select field to update Doc Status v

Success value

Indexing

@ None @ OnSuccess O OnFailure @ OnSuccess or Failure

Failure value NO MATCH

Classifications
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Classification Tab

Select the “CLASSIFICATIONS” tab on the left to identify the Document Type field that will be updated
when a classification is successful. Also identify the Full Text Field. In this way two recognition engines
will be used to identify the phrases.

Classification Management - o x

File

Connections Classification Tasks
Classification Tasks

MEDREC

JHOE_Cloud_MedRec

O Search term matching

Classification field Document Type M B Awoys use textshotfirst
Fullext Memo Feld W Fultxtsource s memof

¥ Import classification value in uppercase B B

PassPriority | Value Pattern IsCaseSensit| IsExactMatch| Id

Indexing

Classifications

Run Test Evaluations Cancel

If you have a DocuWare Result List for the Medical Records File Cabinet available, then you can look in
the Full Text Memo Field for the possible search phrases. You can click the Yellow PLUS sign to add
Values (Document Types) and Patterns (Phrases) that determine the document type. A dialog box will
appear that will allow you to enter the search phrases and the classification.

.
Pater -

Is case sensitive

Is exact match
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If you Select the “Run Test Evaluations” button on the bottom left. This will load the list of documents in
the file cabinet based on the filter that was set under Search tab.

Classification Management - o X

File

Connections

cation Tasks - Remove

MEDREC

JHOE_Cloud_MedRec

Document Type

Fulltext Memo Field FT_Memo itext source is memo field

Import classification value in uppercase

PassPriority Value Pattern IsCaseSensitive | IsExactMatch 1d
Registration REGISTRATION | | ] 5330633-491e-
Discharge Aftercare Instruct: | | n 2d6bd313-bbf7-4.

Regustration EMERGENCY PH. | | n b033a121-d77d-.

Run Test Evaluations Cancel

Build the search words and the associated document type classification by double clicking a text field in
the row. The Classification Test Window will open showing the list of documents that need to be
classified, the text of the FT_Memo Field and an image of the document.

o

Classification Test

Viewing document with id 76

Load Clear selected

urination. you may have a unnary tract infection and your urologist should be notfied. 5. Strain
Il Only load first resut chunk your urine for one week, placing stone fragments in a small envelope, and bring them with you

when you retum to your urologist's office. During the first 24-48 hours following ithotripsy, you

may experience the following: 1. Pain in the region of the kidney or lower abdomen, usualy
minor or moderately severe and controllable with the pain pills prescribed. Should you develop
severe pain unrelieved by pain pills. cal your urclogist. 2. Bloody urine (ranging from pink to
very dark red with small clots). 3. Bruising-this usually occurs on the back and/or the abdomen

OWDOCKD 4| Laat Name First Name Vet # MedRec # a the ste of entry/ext of the shock wave. 4. The presence of 3 urethral stent may resut in
unnary urgency and discomfort on unnation and, perhaps. more bloody unne. If you have any
» __ 1700045678 questions or concems, or develop any of the unexpected signs and symptoms, contact your
n P 74 physician at . or call St. James Heatthcare's Emergency Department at 723-2585. Your follow-
o ! 1700045678 seest p vist with your physician s: Date Time The above instuctions have been discussed weh me.
12 oz i 1700045678 7456654 | understand them and have had my questions clarfied. Signature: Witness Relationship to

Patiert: Date: OUTPATIENT SERVICES!

1700045678
1700045676
1700034565
1700034565
1700044567
1700012345
1700012345
1700023456
1700044567
1700034565
1700012345
03342678
1700023456
1700044567
1700045678
1700012345
1700034565
1700044567

7456654
4575981
4875982
4875982
75688
2233445
2233445
3244556
75688
4875982
2233445
12345678
3344556
75688
7456654
2233445
4875982
75688

oz

jones
maddock

smth

andnpov
maddock

smth
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Use the COPY function (CTRL C) to copy and paste a phrase from the full text to the dialog. The VALUE is
the document type and the pattern is the wildcard or phrase (medical*daily flow sheet*). Click the
yellow plus sign in the upper right to get the classification dialog. Click EXECUTE to show you which
classifications are working. You can run EXECUTE after each time you add a new classification.

Here is the dialog box will appear that will allow you to enter the search phrases and the classification.

Id d129ccc3-a6b6-485a-b5d9-88d80f8be2e8

Pass priority

Value NEW ENTRY
patem -

Is case sensitive

Is exact match

Cancel

Create a search string and an associated classification for each page in the document. When you are
finished with the list, click the X in the upper right of the window. When you create the phrases and
document type classifications you can run the “Execute” button to see if the matches are correct in the
MATCHED column. This does not affect the DocuWare file cabinet database.

Classification field

Search

rst
Fulltext Memo Field mo field

% Import classification value in uppercase

PassPrionty Value Pattern IsCaseSensitive IsExactMatch id
CARDIAC REHAB CARDIAC*REHABILIT | | 592cc37e-9910-4b14

CARDIAC REHAB HOME EXERCISE LO 4afSfb3d-dc98-477-a

Classifications

| |
CARDIAC REHAB SESSION*REPORT" | | 842cibab-0fid-4d73-b
u n

PULMONARY REHAB | CARDIOPULMONAR b04acd74-0450-4d77

You will set the PassPriority value to establish which phrase will be evaluated first. If a match is found
the Document Type value will be set and the search will move to the next page. After the values have
been setDirect edit in grid

PassPronty Value Pattern IsCaseSensitive IsExactMatch id
- 0 CARDIAC REHAB CARDIAC*REHABILIT n n 592cc37e-9910-4b14
5 CARDIAC REHAB HOME EXERCISE LO. 4ai8fb3d-dc98-477-a

|
0 CARDIAC REHAB SESSION"REPORT" n 842cf6ab-0ifd-4d73-b
|

=
c
2
=
=
<
"
-
O

PULMONARY REHAB ' CARDIOPULMONAR b04acd 74-e490-4d77.
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When you are finished with the classification for each page in the document click “APPLY”.
Then Click SAVE and then Restart the Services.

To edit the Values or Patterns from the Classification Tab use the Filter to reduce the number of lines in
the list. Rearrange or expand the columns so that you can clearly see the current Values and Patterns.
By clicking in any cell under the Value Column or the Pattern Column you can add or delete text to meet
your needs. When you are finished editing click APPLY and then under the File menu item select SAVE.
You must stop and start the services for the new patterns to take effect.

Classification Management - [m] X
File

Connections Classification Tasks

Classification Tasks - Remove

MRSystem

Connaction

O Search term matching

Classification field Document Type Always use textshot first

Fulltext Memo Field FT_Memo ~ Fulltext source is memo field

B Import classification value in uppercase

Indexing

Pass| Value Pattern IsCase| IsExac| Id
DAILY FLOW SHEET *DAILY FLOW SHEET* n W 8b5..

ADMISSION ASSESSME... |*ADMISSION ASSESSMENT*

Classifications

|| ||
REGISTRATION RECORD | *REGISTRATION RECORD*admit* | | n
|| ||

directives * DIRECTIVE TO PHYSICIANS AND FAMILY*

When the classification is complete use the Export Icon to save the list in a separate file. In that way you
would be able to import the list to another computer or if you need to reload for any reason.
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Scheduling Tab

Select the “SCHEDULING” tab to set a date and time to run the Classification Manager.

Classification Management - a X
File
Connections Classification Tasks

Classification Tasks

MEDREC

Connection

Starton Time zone
WedAug 7, 2019 12:43 PM D)~ Q(UTC-06:00) Central America v
Schedule type

O Minute @ Hourly @ Daily @ Weekly

o
%
3

£

Recurring
Enabled

Recurs every m minutes

Classifications

Schedule

Run Evaluation
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