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Introduction 

 
What Is FileNexus® ? 

 
The FileNexus® ® Document Management System gives organizations the ability to capture any type of 
document from any source, including but not limited to: paper, host system reports, client statement and 
payment streams, PC files and IVR recordings. FileNexus® ® organizes and archives files for future recall. It 
provides  a single, cohesive repository for all your document management, workflow, management reporting, 
retention, compliance, and business continuity needs.  

 
 

FileNexus®  Server Licenses 
 

 

Overview 
 

Server Modules are the core of the FileNexus® System – you must have at least one Server Module before options 
are added. All Server Modules include one concurrent user for archiving purposes and this user license is available 
for data recall by a user when not actively archiving. Server Modules are differentiated from one another by the 
type of data they will be handling. 
 
Text Server License – Text Data Only 
FileNexus® can capture, automatically index and handle text (ASCII) reports from your host system(s). This module is 
captures reports from AS400’s, UNIX systems, Mainframes and Baan Systems. Data captured and processed through 
the SCM module can also be used to update index values of previously archived documents, such as scanned 
records. 
 
PC Data Server License - PC Data Only 
Users can archive and manage virtually any PC file in this module. A small program called FileNexus® Client Archiver 
sits on a user’s PC and monitors a folder. Whenever a new file is added to the folder, the Client Archiver prompts the 
user to input the appropriate index values. The document is then transferred to the FileNexus® server to be 
compressed and archived. Alternatively with the FileNexus® Web Client, users can browse and select files for upload 
using a standard web browser. This module is often used to archive word processing documents, spreadsheets, 
sound files and video files. 
 
Image Data Server License – Image Data Only 
This module allows for archival and management of  scanned images (one scan station license is included with this 
Server Module – more can be purchased as options). With the addition of the IPS Option detailed below, it can also 
allow for archival of data from fax machines and advanced photocopiers, among others. 
 
This module license also incorporates the following capabilities: 

 
Bar Code Recognition:  This feature allows a FileNexus®  scan station to recognize and use barcode values to  

automatically index documents. FileNexus® can identify multiple barcodes on any 
given record, which can be oriented in any manner and on any page. Each scan station 
features this capability. 
 

Duplex Recognition: If you are only scanning in simplex mode (i.e. only capturing one side of a scanned 
page) you don’t need to enable the duplex option. However, if your scanner has 
double-sided scanning capabilities and you want to capture both sides of a page, this 
feature allows a FileNexus® scan station to recognize and capture both sides of a 
page. 
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PDF Server License – PDF Data Only 
FileNexus® can capture, automatically index and manage PDF files containing text. This module captures reports 
from financial systems such as: payroll reports, cheque run reports, invoices, statements, trial balances and  account 
ledgers. Data captured and run through the PDF module can also be used to update index values of previously 
archived documents such as scanned records. The PDF files can contain both text and images. A single PDF file can 
be automatically “bursted” into separate reports, if desired. 
 
Email Server License – Email Data Only 
FileNexus® can automatically capture and handle all data contained in email text and attachments in your internal 
Exchange based email server(s). 
 
AFP Print Server License – Custom AFP Data Capture 
FileNexus® can automatically capture and handle AFP data from host applications (some custom set-up required). 

 
 
 

Concurrent User Licenses 
 
Concurrent User Licenses allow users to log into the FileNexus® Server to index, archive and/or retrieve documents.  For 
example, a 20 Concurrent User License would allow 20 people to be logged into the FileNexus® server simultaneously 
(although an unlimited number of users can have the user software loaded onto their computers). If a 21st user tried to log 
in, they would receive an error message stating, “There are too many concurrent user connections. Please try again later”.  
The concurrent user license tracks both Client and Web Browser Client users. 
 
 
 

Options 
 

Extra Scan Station License (each) 
Each extra license allows another scanner to be used with FileNexus®. The scanner can be connected in the local 
network or seamlessly positioned remotely and connected to the Server by WAN, LAN, or Internet. For example, 
using three scanners with FileNexus® would require the Image Data Server module (which includes one scan station 
license as described above) and two Extra Scan Station Licenses. This module license also incorporates: 

 
Bar Code Recognition:  This feature allows a FileNexus® scan to recognize and use barcode values to 

automatically index documents. FileNexus® can identify multiple on any given 
record; which can be oriented in any manner and on any page. Each scan 
station features this capability. 

 
Duplex Recognition: If you are only scanning in simplex mode (i.e. only capturing one side of a 

scanned page) you don’t need to enable the duplex option. However, if your 
scanner has double-sided scanning capabilities and you want to capture both 
sides of a page, this feature allows a FileNexus® scan station to recognize and 
capture both sides of a page. 

 
Extra Auto Archival License (per extra node) 
To provide scalability for larger sites, FileNexus® Archival Service can run on multiple workstations. Each station that 
runs the FileNexus® Archival Service requires an Auto Archival license.  The Auto Archival service is the FileNexus® 
component that compresses documents and appends them to a FileNexus® archival file. This option is generally 
required only in data intensive applications that process hundreds of documents per day. 

 
Forms Overlay License (for site) 
This option allows you to associate the scanned image of a paper-based form with previously archived text 
documents. The overlay option allows FileNexus® users to view text and form artwork simultaneously. When a 
document with a Form Overlay is reprinted from FileNexus® it looks just like the original—containing both the text 
and form artwork. This feature is commonly used for invoices, purchase orders, check runs, and other records where 
information is placed on to pre-printed forms. 
 
Full Text Indexing License (works with: Text; PC Data; Image Data; Laser Print; Email) 
With this option installed, FileNexus® can index the content of your reports.  Users can search for any word or 
phrase that may have appeared in a single or group of documents without having to read the contents themselves. 
This option requires Microsoft SQL 2005 server or higher. 
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Web Client License (for site via standard browser) 
This option, combined withInternet Information Server installed on your FileNexus® Server allows users to log in, 
search, retrieve and display previously archived documents using a standard web browser (Firefox or Internet 
Explorer). No active-x or java components necessary. Browser users accessing the Server are counted along with 
standard Client users toward whatever size of Concurrent User License you have elected to deploy. 

 
 

IPS (Image Processing Station) License (Multi-Function Devices and Personal Scanners)  
Working in conjunction with your photocopy machine, personal scanner, or other multi-function image capture 
device, the FileNexus® IPS takes electronic multi-page TIF image files and processes them liked scanned images. 
FileNexus® performs image enhancements, reads barcodes, and separates documents. This option lets you capitalize 
on your exisiting hardware and significantly reduces the need for hard copy printing.  A single FileNexus® IPS can 
handle output from several devices simultaneously.  
 

IPS Fax Capture License 
This module works with hundreds of industry standard fax boards to capture incoming faxes automatically and route 
them to the FileNexus® Indexing Station for further processing. 
 

FileNexus®  “Portal Out of the Box” License 
This module allows you to deploy one or more “ready to go” portals that can be branded uniquely. User-based 
account creation is supported, with no IT administration required. The core license includes the first portal license – 
additional portals and registered users can be added for a low annual cost. 
 

FileNexus®  Forms License  
This module allows for creation of one or more custom web-based forms. These permit the input and capture of 
data, automated document creation and associated workflows as necessary. Forms are provided through a low-cost 
annual license. One time set-up and subsequent modifications are billed as ‘Professional Services’ and vary 
depending on the complexity of the form and associated workflow (if any). 
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Installing FileNexus®   
 

Setting up the FileNexus®  Server 
 
What you need 

▪ Microsoft Windows Server 
▪ Microsoft SQL Server 
▪ .NET 
▪ IIS 
▪ FileNexus®  installation CD or .msi installation files 

 
For specifics, please see the FileNexus 7.31 Technical Requirements for additional details. 
 
Step 1 
Install Windows Server. 
 
Step 2 
Install IIS and .NET 
 
Step 3 
Install MS Sql Server with the latest Service Packs.  When asked for the "sort order" choose accent 
insensitive and case insensitive.  This means that when you are searching in FileNexus®, a search for JOHN 
SMITH will be the same as a search for john smith. 
 
Step 4 
Install FileNexus®  on a dedicated server from the installation CD. 
 
Step 5 
Run the FileNexus® Database Setup program from the Windows Start menu.  This will link FileNexus® to your 
SQL database.  
  
Step 6 
Install the FileNexus® Client on a user PC and test the connection to the FileNexus® Server. 
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 Installing the FileNexus®  Software 
 

1. Insert the FileNexus® Installation CD, run the setup program and select the component(s) you want 
to be installed. 

  
NOTE:  You must have a valid FileNexus® Serial Key in order to install FileNexus® for the first time on a 
Server or PC.  Contact Loris Technical Support at (416) 252-4701 ext. 230 for more information.  

 
FileNexus® Server Install 
(Installs the Server components plus the Work Station and Client components) 
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2. After you have inserted the FileNexus® CD and selected the FileNexus® Server install, you will need 
to accept the terms  of the FileNexus® End User License Agreement.   

 

  
 
 

3. Once you accepted the terms of the agreement, choose the installation type.   
If you had a previous version of FileNexus® installed, the program will  default to the previous install 
location (ex. C:\Program Files\FileNexus®).   
For the Server installation, you should choose Custom instead of Typical install when prompted.   

 

  
 

4. Verify the components being installed.   
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FileNexus® Server, and Workstation Components 
 

 
 

5. After you have completed installation wizard, you will be prompted to reboot the Server to 
complete the installation to complete. 
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FileNexus®  Workstation Installation 
(Installs the Work Station components) 
 

 
 
1. After you have inserted the FileNexus® CD and selected the Work Station install, you will be prompted 

to uninstall the previous version of the client (if installed).   
 
NOTE: The workstation components should be installed onto any PC that you want to act as either a Scan 
Station, Image Indexing station or a Comport server.  
 
2.  Next agree to the FileNexus® End User License Agreement.  After this , you will be prompted to provide 

a destination folder for FileNexus® installation.  If you had a previous version of FileNexus® installed, 
the program will default to previous install location (ex. C:\Program Files\FileNexus®).   

 
 
 
Work Station components 
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FileNexus® Applications 
 

 Overview 
 

FileNexus® is comprised of three application suites specifically designed to aid in the viewing and archiving 
of documents: 
 

Workstation Applications 
 

Server Applications  
(Includes all Workstation Applications) 

File Transfer Program Database Setup 

Image Indexer FileNexus®  Management 

Scan Station FileNexus®  Server Properties 

Data Capture Setup Program  

Script Editor   

 

FileNexus®  File Transfer Program 
 

FileNexus® File Transfer Program 
 

The FileNexus® Transfer Program is designed to transfer documents to the FileNexus® server without 
creating any shares on the server.  FileNexus® Transfer Program does this automatically, no user 
intervention needed. 
 
To start the program, click on the FileNexus® File Transfer Program (FTP) icon located in the FileNexus® 
folder.  
 

 

 
After you have started the application, a window will appear like the one below. 
 

  
 
To create a new FTP session, click on the File menu and click New or select New from the File menu. 
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A Session Name dialog will open similar to the one below. 
 

  
 
Rename the session to something relevant so if several sessions are running, you can distinguish the 
functions of each session easily and make changes if necessary.  After selecting a session name, press 
OK. After clicking OK, the Transfer Settings window will appear. 
 
 

 

 
Source Path 
The location of the files to be transferred. 
 
Rename Transferred Files 
Renames the files after they have been transferred ensuring unique file names in the destination folder. 
 
Auto Start 
Automatically starts the FileNexus® Transfer Program session after the PC has been started. 
 
Transfer Script Files Last 
If you are transferring both the data (.tiff, .pdf, .txt, etc.) file and the script file (.NXS) to the FileNexus® 
Server,  transfer the .NXS script file last.  This will prevent any FileNexus® processes running that 
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monitor the destination folder for the files from stating the data file associated with an .NXS cannot be 
found.   
 
Create Script File 
If this option is selected when the FTP Session transfers a file, an .NXS file will be automatically created 
to accompany the data file.  This may be helpful if the indexes for the data file need to be updated 
through use of a custom VB Script running through a Preprocessor or Archive Session on the FileNexus® 
Server. 
 
Transfer To Server 
Select this option if you do not want to set up a share on the FileNexus® Server as the destination folder 
for transferred documents.   
 
Server Name or IP Address 
Enter the Server Computer Name or IP Address of your FileNexus® Server. 
 
User Name  
Enter a FileNexus® user name. 
 
Password 
Enter the user’s FileNexus® password. 
 
 
 
Description 
By entering a description in the provided edit box, the FTP Session will push the documents to a 
predefined path on the FileNexus® Server.  A FileNexus® Administrator can set up the path on the 
FileNexus® Server that corresponds to the Description value on the FileNexus®  Server.  For more 
information on how to set up a Description Path, refer to the Description Paths section under FileNexus®  
Server Properties. 
 
Transfer To Path 
Select this option if you do not wish to use the Transfer to Server option.  If you use this option, then 
files will be transferred to the path specified.  You may need to create a share on the FileNexus® Server 
if you employ this method of transfer. 
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Starting and Stopping the FTP program 
 

Starting and Stopping the FTP program 
 

Starting 
To start the session, simply highlight the session name and click on the green arrow to start it.  Or right-
click the session name and select the Start option from the pop-up menu. 
 

  
 
Stopping 
To stop the session, simply highlight the session name and click on the red stop sign. Or right-click the 
session name and select the Stop option from the pop-up menu. 
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FileNexus®  Image Indexer 
 

Overview 
 

After you have scanned in one or more batches of documents, you can use the FileNexus®  Image Indexer to 
enter index values to documents and prepare them for archival.  The benefit of using the FileNexus® Image 
Indexer is that you can index documents scanned with or without barcode separators.  Also, when inputting 
index values, the Indexer shows only the relevant portions of the scanned image.  
 
Please see the FileNexus® Image Indexer manual for additional information. 

 

FileNexus®  Scan Station 
 

Scanning Overview 
 

When you have paper documents to be archived, use the FileNexus® Scan Station application.  As 
documents are fed into a scanner, FileNexus® will convert them into digital images which can be stored to 
the electronic media of your choice (CD, hard drive, optical, etc.). 
 
Most documents you scan will be from outside sources.  Documents created in-house (on a computer 
system) can be electronically archived with the FileNexus® PC Data Module, thereby eliminating the need for 
printing and scanning.  If your documents have signatures or handwritten notes, you may want to scan them 
whether they were generated in-house or not. 
 
Please see the FileNexus® Scan Station manual for additional information. 
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FileNexus® Login 
 

The FileNexus® Login 
 
Most FileNexus® applications display the FileNexus® Login dialog box when starting and require a user 
name and password before any further interaction with the application.   
 
 

 
 

 

Logging into the FileNexus® System 
 

Ensure the name (or IP Address) of your FileNexus®  Server is populated in the Server Computer Name 
text box, and enter your User Name and Password. Click OK to complete the login process. 
 
Server Name - Instead of typing in the name or IP Address of your FileNexus® Server, you can click on 
the arrow of the Server Computer Name drop down box and view a list of the five most recently used 
servers.  If the list is empty, you can click the icon beside the drop down box to view a dialog box 
containing a list of remote computers.    
 
Save Password - The Login dialog box will display the last User Name and Server Computer Name used 
to connect to FileNexus® and clears the password edit box by default.  If you check the Save Password 
checkbox, the last password used to connect will also be saved allowing you to login simply by clicking 
the OK button.   
 
Note:  The Computer Name, User Name and Password edit fields are case insensitive, unless you are 
using Active Directory authentication with FileNexus®. 
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FileNexus®  Data Capture Setup 
 

 
The FileNexus® Data Capture Setup program is an easy to use tool for Administrators to create Data 
Capture Settings that will be used by a FileNexus® Capture service to identify, burst, and index documents.  
Each FileNexus® Data Capture Settings File will indicate to the program how to identify a document, extract 
its index values, and set the destination folder in FileNexus®.   
 
FileNexus® Data Capture Setup 
A FileNexus® Data Capture Settings file contains information on how a capture service can identify and index 
a document sent to it.  It contains information including page headers  that identify document types; which 
index values to extract from documents and their locations; and how to burst single files comprised of many 
documents into separate documents.  A data capture settings file may also contain advanced information 
used to update other documents stored in FileNexus® or additional user-defined variables on the document 
that may be used in a custom VB Script.    
 
Data Capture Services 
There are five types of data FileNexus® can automatically identify and index: Text, PDF, AFP, Image, and 
Email (.eml) documents.   Each data type is processed through the FileNexus® Document Processor service,  
managed through the FileNexus®  Management program.   
 
 

Getting Started 
 
To launch the FileNexus® Data Capture Setup program, go to Start → Programs → FileNexus®  → Data 
Capture Setup, or right click on the FileNexus® Management Icon and select FileNexus® Data Capture Setup.  
Then log into the FileNexus® System with your user name and password and click OK. 
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Creating a Data Capture 
 

Creating a Data Capture 
 
Selecting New from the File menu in the Data Capture Setup program will display a dialog box that lets you 
define a new data capture setting.  This option is defines the automatic data capture of Text, Image, AFP, 
PDF, or Email documents. 
 
The New Data Capture dialog box lets users select the type of data capture file before continuing Document 
Class and Destination folder selection in the FileNexus® Client. 
    

 
 

Creating a Capture 
Once a selection is made for the type of capture file to create, the FileNexus® Folder & Document Class 
dialog will be displayed.   
 
The FileNexus® Folder & Document Class dialog box lets users select a destination folder for document 
archival and document class.  It also allows users to create, delete, rename, and move folders and customize 
the view of document classes provided they have appropriate FileNexus® access rights. 
  
NOTE: A document class will not be visible if all previously archived documents of that class have been moved 
to the Recycler folder.  Also, if the user does not have access rights to a folder, it will not be displayed. 
 

 
 
Only supported document classes will be displayed to the user in the Document Class list box.  For example, 
if you chose Text Document Capture in the New Data Capture File dialog, only Text document classes will be 
displayed for selection.   
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Select a folder and a document class for your data capture and click ok. 
 

Data Capture Environment 
 

 
The FileNexus® Data Capture Setup application is split into two parts once a FileNexus® Capture Settings is 
loaded or a new Capture Setup is being created. It is divided between the Settings Tabs (left pane) and the 
Sample Document Pane (right pane).  These sections are used to setup up or view how a document will be 
identified, indexed and/or used to update documents already stored in FileNexus®.   
  
 

 
 
 
Main Menu 
Each menu item provides options to control different aspects of the application.  
File Loading, saving, login, and exiting the application. 

View Showing/hiding the main toolbar and status bar. 

 
Main Toolbar 
The main toolbar provides quick access to most commonly used functions also found in the main menu.   

   New Displays New Data Capture File dialog to create a new Setting Capture file. 

 Refresh 
Refresh the items in the Data Capture Setting List 

   Save Saves the current FileNexus®  Capture Setting File. 

 Cancel 
Cancel changes and close the Capture Setting File. 

   Open Sample Displays a dialog to select a sample document. 

 Zoom Zoom sample document.  

 Page Page through sample document. 
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General Tab 
 
The General tab contains settings normally used to identify documents and set their destination folders.   
 
A Document Class can exist in any folder in FileNexus®, including folders that contain documents of another 

class.  Clicking the Modify Folder button  displays the FileNexus® Folder Selection dialog to edit the 
destination FileNexus® Folder.   
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Header Zone Tab 
 
Specifies what text will uniquely identify this document as belonging to a particular class. 

 
 
Identify First Page Only 
If selected, only the first page of a file will be checked for the header and the rest of pages ignored. When 
using multiple Captures, once the header is identified the file will be classified to that active FileNexus® 
Capture Setting. If the header does not find a match file will be moved to the Unknown folder of the Capture 
Session. 
 
Delete Header Page 
Removes the header page of a document before archiving. 
 
Add 
Displays a Class Header dialog box to enter a single header to add to the Find Header list. 
 
Remove 
Selecting a heading and clicking the remove button will remove a header from the list. 
 
Find In Area 
Choose this option when a selected header is highlighted in the Find Header list.  This option ensures the 
header must exist in a particular area of the document. 
 
Left, Top, Right, Bottom 
The values that denote the area the selected header must exist in. 
 



  
FileNexus Server Manual Version 7.41 

FileNexus Applications 
 

Loris Technologies Inc.  Page 23 of 109  
2020-06-05 

Separation Tab 
 
Specifies if document pages should be made into separate documents. 

 
 

You can specify how a document should be separated: 
 
Index Changed 
This option allows you to split a document based on a specific index value. If the value of the index 
changes, the document is split into a new document. 
 
Barcode Separator 
If your documents are barcoded, you can split the document once a new barcode value is found. 
 
Page Number Separation 
Split your documents based on the number of pages on the documents. 
 
No Document Separation 
This option processes the entire document as one item and will not split it into multiple documents. 
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Index Zones Tab 

 
The Index Zones tab provides settings for a data capture service to collect index values for a single 
document.  The information set here may also provide information on how a data file is separated into 
multiple documents of the same type.  
 

 

 
 

 
Index Zone Name List 
A list view of indexes that will be used for index values for a single document. 
 
Add 
Displays a Select Index dialog box to add indexes that currently belong to the document class to the 
Index Zone List. 
 
Remove 
Removes indexes from the Index Zone List. 
 

Location 
Fixed Location – Select this option if the text is in a static location on the page. 
 
Next Keyword (anywhere on page) – Choose this if the text could appear anywhere on the page, in relation 
to a keyword that you will select in the sample document, right click, and select ‘Add Keyword’.  The 
keyword will be added to the “Find Keyword” text box which appears on the tab after selecting this option. 
 
 
Next Keyword (in a fixed area) – Select this option if the text appears on the page in a fixed area, in relation 
to a keyword that you will select in the sample document, right click, and select ‘Add Keyword’.  The 
keyword will be added to the “Find Keyword” text box which appears on the tab after selecting this option.  
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After selecting this option you will also draw a box in the preview window to indicate where the text will be 
found.  After drawing the box right click inside it and select ‘Keyword Area’. 
 
Location Options 
On Each Page - FileNexus® will expect that the index value exists on every page of a document and will take 
the final value for the index from the last page. 
 
On Specific Page - If the value exists on a specific page of a multi-page document, you may specify the page 
number here. 
 
Separation Index – Check this box if the document should be separated into individual pages when the index 
changes.  This option should be checked on for at least one index or extra zone value in order to instruct a 
FileNexus® Capture Service on which value will be used to burst a document into separate reports. 
 
Index Relative Location 
Left  
The leftmost column or column number from which the index value begins. 
Top 
The highest vertical position or line number in which the index value resides. 
Right 
The rightmost position or column number to which the index value ends. 
Bottom 
 The lowest vertical position or line number in which the index value resides. 
 
Search Area 
Left 
The leftmost column or column number from which the index search area begins. 
Right 
The rightmost position or column number to which the index search area ends. 
Top 
The highest vertical position or line number in which the index search area resides. 
Bottom 
The lowest vertical position or line number in which the index search area resides. 

 
Use Regular Expression 
Check this box to enter regular expression to find index values 
 
Text Found 
Displays what text a Capture Service will find and populate as the data value for a given index. 
 
 
NOTE:  At least one Index (on the Index Zones or Extra Zones tab) must have the Primary option checked if 
the Index Changed radio button located on the Separation tab is selected.  
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Adding Index Zones 
 

 

After you have defined how to distinguish the document on the Document Class Information tab and you 
have an adequate sample document loaded, proceed to the Index Zones tab to add indexes. 
 
Click on the Index Zone tab in the left panel.  
 

 
 

Click on the Add button to select an index, and  an Index Selection dialog will appear. 
 



  
FileNexus Server Manual Version 7.41 

FileNexus Applications 
 

Loris Technologies Inc.  Page 27 of 109  
2020-06-05 

 
 

You will need to add all the indexes that will be populated with a value found on the document to be 
archived.  Highlight the index you want to add and click OK.  As seen in in the window below, the Name 
index has appeared in the Index Zone Name list and is highlighted.  To select the index zone simply place 
your cursor at the start of the index value and highlight the complete area, then right click on the 
highlighted area and select ‘Add Value’. 
 
Select an index listed from the Index Zone Name list.  If an index does not exist, press the Add button to add 
it to the list.  Once an index is selected: 
 
If the index value is located in the same spot on each page of a document: 

• Highlight the area from the sample document where the index will be found, then right click 
on the highlighted area and select ‘Add Value’.  Located at the bottom of the Index Zones 
tab is a text box that will display the text found. 

If the index value may exist in a different location on each document:  

• Set the Location dropdown to one of the Keyword options and use the Find Keyword text 
box to set a key word anchor.   

 
NOTE:  At least one Index (on the Index Zones or Custom tab) must have the Primary option checked if the 
Index Changed radio button located on the Separation tab is selected.  
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Note:  When you are selecting an index location, be sure to select an area that represents the full field size of 
the index value to account for the maximum number of characters that an index can contain. 
  

For example in the highlighted area on the right-hand pane in the image above, the name "INDAL 
TECHNOLOGIES NAVAL SYSTEMS DIVISION" is highlighted beyond the end of the name.  By selecting this 
area you are setting the start and stop coordinates of the index.  If you were to only highlight the name 
"INDAL TECHNOLOGIES NAVAL SYSTEMS DIVISION", any names longer than 41 characters on the same type 
of report will be cut off.  You can confirm the value for the highlighted index that FileNexus® will capture by 
looking at the Text Found information box in the bottom left of the application window.  Once you have 
completed defining the Name index click on the ADD button and select the next index until you have 
completed mapping all of the indexes.  Once you have completed defining where to capture the values of all 
of the indexes, save the capture. 
 
Location 
Fixed Location – Select this option if the text is in a static location on the page. 
 
Next Keyword (anywhere on page) – Select this option if the text could appear anywhere on the page, in 
relation to a keyword that you will select in the sample document, right click, and select ‘Add Keyword’.  The 
keyword will be added to the “Find Keyword” text box which appears on the tab after selecting this option. 
 
Next Keyword (in a fixed area) – Select this option if the text appears on the page in a fixed area, in relation 
to a keyword that you will select in the sample document, right click, and select ‘Add Keyword’.  The 
keyword will be added to the “Find Keyword” text box which appears on the tab after selecting this option.  
After selecting this option you will also draw a box in the preview window to indicate where the text will be 
found.  After drawing the box right click inside it and select ‘Keyword Area’. 
 
 
 
 
Location Options 
On Each Page - FileNexus® will expect that the index value exists on every page of a document and will take 
the final value for the index from the last page. 
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On Specific Page - If the value exists on a specific page of a multi-page document, you may specify the page 
number here. 
 
Separation Index – Check this box if the document should be separated into separate pages when this index 
changes.  This option should be checked on for at least one index or extra zone value in order to instruct a 
FileNexus® Capture Service on which value to burst a document into separate reports. 
 
Index Relative Location 
Left  
The leftmost column or column number from which the index value begins. 
Top 
The highest vertical position or line number in which the index value resides. 
Right 
The rightmost position or column number to which the index value ends. 
Bottom 
The lowest vertical position or line number in which the index value resides. 
 
Search Area 
Left 
The leftmost column or column number from which the index search area begins. 
Right 
The rightmost position or column number to which the index search area ends. 
Top 
The highest vertical position or line number in which the index search area resides. 
Bottom 
The lowest vertical position or line number in which the index search area resides. 

 
Text Found 
Displays what text a Capture Service will find and populate as the data value for a given index. 
 
 
NOTE:  At least one Index (on the Index Zones or Extra Zones tab) must have the Primary option checked if 
the Index Changed radio button located on the Separation tab is selected.  
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Custom Tab 

 
Overview 
 
The Custom tab provides the ability for a FileNexus® Data Capture session to collect values from a document 
that may require reformatting or values that will be used to populate an index.  A value on the Custom tab 
can be used as the "primary" index to separate documents if no suitable index value exists on the Index 
Zones tab. 
 

 
 
 

Using the Custom Tab 
Click the Add button to add a new extra zone to the Zone Name list view.  The new zone appears in 
edit mode which allows for it to be renamed.   
 
After creating the extra zone and still selected, highlight the area from the sample document where 
the extra zone value will be found.   
 
The Text Find memo field at the bottom will display the value found for the currently selected Extra 
Zone.  If the extra zone value can exist in a different location on each individual document, use the 
Keyword option in the Location dropdown box to set a key word anchor.  The extra zone is used for 
modifying language or stripping out correct values for an index as the Extra Zone Script Example 
demonstrates (found in your Sample Scripts directory on the FileNexus®  Server).   
NOTE:  At least one Index (on the Index Zones or Extra Zones tab) must have the Primary option 
selected if the Index Changed radio button located on the Separation tab is selected. 
  

Index Zone Name List 
A list view of indexes that will be used for index values for a single document. 
 
Add 
Displays a Select Index dialog box to add indexes that currently belong to the document class to the 
Index Zone List. 
 
Remove 
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Removes indexes from the Index Zone List. 
 
Location Options 
Indicates the page number the index value will be found on.   
If Each Page is selected the index value will be collected from every page. 
If On Specific Page is selected, the index value will be collected from the page number specified   
 
Left, Top, Right, Bottom 
Values used to locate the index value on a page.  The values will be in  
relation to the Keyword value if one exists. 
 
Use Regular Expression 
Check this box to enter regular expression to find index values 
 
Text Found 
Displays what text is found and how it is formatted for the index value. 

 

The Location option on the Extra Zones tab works the same as the Location option on the Index Zones 
tab.  Please refer to the Index Zones section for more information. 
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Setting Tabs 

 
Overview 
Specify document settings such as: number of lines per document, barcode type, option to replace specified 
characters in the document and page break characters, among others. 

 
Status Bar 
Provides quick visual reference of the document class and information about the sample document view. 
 
Sample Document View 
The Sample Document View is the area on the right side of the window where a sample document will be 
displayed.  A sample document finds data that will be used to identify or index a document. 
 
If the text of a sample document has non-standard carriage returns, line feeds, tabs or page break 
characters, changing the values for the Carriage Return, Line Feed, Tab, or Page Break will reformat the text 
to contain the correct values 13, 10, 9, and 12 respectively. 
 
Convert Tabs 
Tab characters can be replaced by spaces once this box is checked.  The number of spaces is determined by 
the value of the Tab Size.  Converted tabs increase to the total number of characters in a line and the line 
may be truncated by the value of Max Characters Per Line. 
 
ASCII Replace Settings 
This option replaced the character that has the decimal value of 0 with the value entered.  If checked and 
Carriage Return, Line Feed, Tab, or Page Break options are not the default values, characters with the 
decimal values 13, 10, 9, and 12 will be replaced as well.   
 
Max Characters Per Line 
If no carriage return signal is found on a line of text and the total number of characters on the line reaches 
the value of Max Characters Per Line, a carriage return character is added and new line is started. 
 
Max Lines Per Page 
If no page break signal is found in a text stream and the total number of lines reaches the value of Max Lines 
Per Page, a page break character is added and a new page is created. 
 
Advanced Settings 
End of Line Text  
Not all text documents have correctly formatted end of line character sequences.  The End of Line Text 
allows for a string of data to represent the end of line signal as well.  If the string requires the use of non-
visual characters like a carriage return or line feed, enter the string using Binary Character Formatting to 
obtain the characters. 
 
Page Break Text 
Enter a string of text into the Page Break Text edit field that if found, signal the end of a page.  If the Delete 
Page Break Text is checked, only the text in the edit box is deleted.  However, if the "Delete Line" option is 
selected as the Page Break Line option, the whole line is deleted.  Selecting "On Current Page" sets the page 
break after the line and selecting "On Next Page" sets the page break before the line. 
 
 
 
 
 
 
 
Settings Tab for PDF and Image Capture: 
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Settings Tab for Text Capture: 

 
 
 
Settings Tab for Email Capture: 
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Sample Document Views 
 

Sample Document Views 
 
There are five viewing modes that load different types of sample documents:  text, Tiff Image files, PDF 
documents, AFP files, and Email documents (will be documented in an Email Module manual).  Once loaded, 
the location of text information for indexes and header information can easily be found. 
 
Text Sample Document View Views text files from many different sources. 

 

Image Sample Document View  Only TIFF images created by a multi-function device or image scanner  
may contain barcode values that can be extracted. 

PDF Sample Document View Displays only the text found in the PDF document. 
 

AFP Sample Document View Displays only the text found in the AFP document. 
 

Email Sample Document View Please see the section Creating an Email Capture Setup File 

 
Text Sample View 
 

 
The Text sample maintains and displays a small sample of text data one page at a time for quick and easy 
viewing analysis.  This view provides many features to aid in selection, navigation and location of index data 
throughout the data sample.  Each header or keyword found is highlighted for quick reference.  Features like 
block selection and cursor beyond end of line provide easy access to data zones like addresses and names.  
Gutter line numbers and status bar information provide a quick view of where text is located on a page. 
 

 

 
Loading a Sample Document 

To open a sample document, click the Open Sample File button  from the main toolbar or the menu item 
under File.  A dialog box will appear allowing the selection of a text file.   
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NOTE:  The text file will be opened in a read-only mode so no changes are possible to the original document.   
 
 
 

Image Sample View 
 
This view maintains and displays a small sample of a TIFF file for easy viewing analysis.  It  provides features 
to aid in selection, navigation and finding of data throughout the data sample.   
 

 
 
Loading a Sample Document 

Choose the Open Sample button  from the main toolbar or select Open Sample from the File menu.  A 
dialog box will appear allowing the selection of a TIFF file.     
 
NOTE:  Only TIFF images produced by a multi-function device or dedicated image scanner will contain usable 
barcode information (where appropriate) for indexing and identification.  For information on appropriate Tiff 
settings (compression, resolution, etc) please contact Loris Technical Support at (416) 252-4701 ext. 230. 
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PDF Sample View 
 

 
This view maintains and displays a sample of data within a PDF document one page at a time for easy 
viewing analysis.  It provides features that aid in selection, navigation and data retrieval throughout the 
sample document.  Each header or keyword found is highlighted for quick reference.  Features like block 
selection and cursor beyond end of line provide easy access to data zones like addresses and names.  Gutter 
line numbers and status bar information provide a quick view of where text is located on a page. 
 

 
 
Loading a Sample Document 

Click the Open Sample icon  in the main toolbar or the selection in the File menu.  An Open dialog box 
will be displayed allowing the selection of a PDF file.   
 
NOTE:  The PDF file will be opened in a read only mode so no changes are possible to the original document.   

 

  
 

Selecting a Document Header 
 

Selecting a Document Header 
 
The FileNexus®  identification process does not require a header, but if the documents sent to a FileNexus®  
Capture Service span more than one type of class, a header must be defined.  Click the Add button to enter 
the text of a header that exists in the document.  If the header is entered incorrectly, select it in the Find 
Header list and click on Remove.  The Find In Area checkbox enables searching of the header in a confined 
area.  Finding a header can sometimes be challenging.  In some cases it may not be possible to omit the use 
of headers if the report data contains more than one type of document class within a single file.  
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If there is a text string unique to a document class, you can set it on the Document Class Information Tab on 
the left-hand pane of the Data Capture Setup window.  Click on the Add button to enter the header present 
on the sample document.  In the below example, each Pathology Report has the string "Surgigal Pathology 
Report" located on the pathology report, so this is used as the "header".  It could still be used as a header 
even if it was not located at the top of the document. 
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Character Map Dialog 
 

Character Map Dialog 
 
The Character Map dialog enables the modification of how each character of a text stream is converted to 
ASCII standard text.  This dialog even provides a means of saving and loading the character map from a file. 
 

 
 

Changing the Character Map 
 
First provide a name to the character map that will be created.  This provides visual reference of the type of 
mapping used in the Text Filter Properties Dialog.  The Character Map Grid contains 255 cell entries for each 
ASCII character.  The grid is arranged so a character’s hex value can be found easily.  To find the value $B8, 
follow the left-most column down until row $B0 is found, then follow the top-most row across until column 
$08 is found.  The point where row $B0 and column $08 intersect is where the cell for value $B8 can be 
found.  Once a cell is found that needs to be modified, click the cell until edit mode is available, delete the 
character currently in the cell and enter the correct ASCII character.  If the character requires the use of non-
visual characters like carriage return or line feed, enter the character using Binary Character Formatting to 
obtain those characters. 
 

Section Description 

Character Map Name The name of the character mapping. 

Character Map Grid A 255 cell grid that enables editing of characters. 

Load Map Displays an Open Dialog box to allow selection of a FileNexus® Character Map file. 

Save Map Displays a Save Dialog box to save a FileNexus® Character Map file. 
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Creating an Email Capture Setup 
 

Overview 
 
Since setting up an email capture is different from setting up Text and PDF Capture, the following section 
will provide a sample setup for an organization’s automatic email archival to FileNexus®. 
 
After creating  a new Email Capture (see Creating a Data Capture), you may choose to open a sample .eml 
file. 
 
The Email Sample View maintains and displays a small sample of data one page at a time for easy viewing 
analysis.  
 

 

 
Loading a Sample Document 

To open a sample document, click the Open Sample button  from the main toolbar or the menu item 
under File.  An open dialog box will be displayed allowing the selection of an email file.   
 
NOTE:  The .eml file will be opened in a read only mode so no changes are possible to the original document.  
Also, because this is only a sample of the document only a preset number of pages (which can be modified in 
the Filter Settings) will be loaded.   
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If you have already entered a DataCapture name and selected your Destination Folder and Document Class, 
you will not need to configure any additional settings on the General tab for an email capture setup file.   
 
You may proceed to the Index Zones tab. 
 
The Index Zones Tab  
 

 
 
On the Index Zones tab as shown above, click the Add button to add all relevant indexes.   
 
In the Select Index window, highlight an index and press OK to add it to the Index Zones tab.  You must add 
all of the indexes in this fashion (click Add on the Index Zones tab, select an index in the Select Index 
window, and press OK). 
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When you have finished adding your indexes, the Index Zones tab should look something like the following 
image. 
 

 
 
The actual size of your indexes may vary, but above are the standard indexes to include for email archival. 
 
Next, setup how FileNexus® will populate each of the indexes with values.  You will need to select a location 
from the Index Zones dropdown box in the bottom portion of the Index Zones tab. 
 
The Meta Data Tab 
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To set the value for each index, there are  three steps: 
1. Highlight the index 
2. Select “From Metadata” from the Location drop down 
3. Select “File” from the Location drop down 
4. Select the Meta data Name from the drop down provided that corresponds to the index 

 
NOTE:  For the Recipients and HasAttachments indexes, you may not find a corresponding value in the Meta 
data Name drop down.  In these cases, simply key in the values.  For example, for the Recipients index, key 
“Recipients” into the Meta data Name drop down. 
 
 
 
 
 
For the Email Preview index, proceed to the Zone Location tab and enter the values 1, 1, 200, 6 in the Left, 
Top, Right, and Bottom edit boxes provided.  See the following image. 
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This will capture the first 255 characters in the first six lines of the email as a sort of “Preview” of the body of 
the email. 
 
Before you complete your configuration and saving, select the To Index and on the Zone Location tab, check 
the Separation Index checkbox. 
 

 
  
Select Save or Save As from the File menu to save your settings.   

 
 
 

Now that you have set up your Email Capture, you will need to configure an Email Capture Session to 
identify and archive documents.  Please see the section on Email Capture Management. 
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Creating an Image Capture Setup 
 

Overview 
 
Since setting up an Image Capture is quite different from setting up Text and PDF Capture Setup files, this 
section will demonstrate a sample setup for an organization’s identification and archival of scanned Tiff 
images. 
 
After you have chosen to create a new Image Capture Settings file (see  Creating a Data Capture), you may 
have to set what type of barcode font will appear on your separator page, cover sheet or the first page of 
each multi-page document to be scanned.  It is best to set the barcode options before opening your sample 
file. 
 
To configure your barcode settings, select the Setting tab in the Data Capture Setup. 
 

 
 
Select the checkbox for the type of barcode font found on your documents (on the document or on the 
barcode separator pages). In the example above, the barcode is “Code 39” or Code 3 of 9 
 
Next open a sample .tif file that represents the types of documents you will scan. The Image Sample View 
maintains and displays a small sample of data one page at a time for easy viewing analysis.  
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Loading a Sample Document 

To open a sample document, click the Open Sample button  from the main toolbar or the menu item 
under File.  An open dialog box will be displayed allowing the selection of a Tiff file.   
 
NOTE:  The .tif file will be opened in a read only mode so no changes are possible to the original document. 
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If you are using barcode separator pages to separate documents scanned in a single batch, then your header 
may be “0000” if that is the value on your separator page. 
 
To add a header, click the Add button as seen below: 
 

 
 

 
The Edit Header Zone window will appear.  Enter a name for the Header and click OK. 
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Next, highlight the Header in the Header Zone list and then highlight the header on the sample document, 
right click the selection, and click “Add Header”. 
 
 

 
 

When using barcode separator sheets, be sure to check “Barcode Page Separator” on the Separation tab.  
This will ensure that the separator pages will not be saved with the individual documents. 
 
If you are not using barcode separator sheets, but will use some sort of Cover Sheet that contains a 
consistent barcode value(s), then you may wish to check Identify First Page Only.  Then, FileNexus® will 
know to only look for barcode values on the first page of the document. 
 
Like barcode separator pages, cover sheets also ensure individual documents will be correctly separated 
from within a single scanned batch of files.  In the example below using barcode separator pages, Delete 
Header Page has been selected. 

 
NOTE: You cannot check on both “Identify First Page Only” and “Delete Header Page”.  They are mutually 
exclusive.  Also, if your documents will have unique barcode values on the first page of each multi-page 
document within a scanned batch (i.e. you are not employing separator pages or cover sheets), you will not 
need to set any headers on the Document Class Information tab. 
 
If employing barcodes on cover sheets or unique values on the first page of each multi-page document, you 
will need to proceed to the Index Zones tab to set index values. 
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Index Zones Tab 
 
On the Index Zones tab, you can add any indexes in which barcode values should be populated and help 
define what  “valid” barcodes are for your documents using Regular Expressions. 
 
To add indexes to the capture setup file: click the Add button, highlight the index to add in the Select Index 
window and click OK.  The index will then appear in the Index Zones tab as shown with the “Document 
Type” index below. 
 

 
 
In the example above, the Document Type index should be populated with the barcode value shown, 
“123456”.  If this barcode will be used to separate documents (i.e. each time FileNexus®  encounters a new 
barcode, whether it is the same value or not, it will indicate the beginning of the next document), the Index 
Changed or Barcode Separator radio buttons should be selected on the Separation tab. 
  
To help eliminate or ignore external barcodes that may not be relevant to the document scanning and 
archival process, use Regular Expressions.  To do so, proceed to the Text Find area in the bottom half of the 
Index Zones tab. 
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The Text Find Tab 
 
The Setting tab lets you define the types of barcode values FileNexus® should search for, thereby ignoring 
other barcodes not using the specified syntax.  To do this, use Regular Expressions.   
 
Highlighting the index in the upper pane, as shown below with the Document Type index, proceed to the 
Text Find area and check on Use Regular Expression.  Enter the regular expression that corresponds with the 
syntax you will use for barcode values on your documents.  In the example below,  to only read in barcodes 
that begin with “HR”, the regular expression used is “12. +”.   
 

 
 
The Regular Expression above will match the entire barcode value shown; 123456. To ensure that 
FileNexus®  would only recognize barcodes beginning with HR, but remove the HR before populating the 
index value, the Regular Expression would change to “[^12].+” instead of “12.+”. 
 
Common Regular Expressions 
. Refers to a single character (include a single character) 
+  Matches the previous character 1 or more times 
^ Start of line or begins with the character(s) that follow 
 

After adding indexes and setting their values with the use of Regular Expressions, make sure to save your 
capture setup .ini file before exiting the program. 
 

FileNexus®  Script Editor 
 

Overview 
 
The FileNexus® Script Editor is a utility that allows you to open and edit FileNexus® created script files (files 
with an .NXS extension).  The Script Editor is a tool designed to make viewing and editing an .NXS file easier.  
To view or change a .NXS file prior to the Script Editor, you would need to locate the proper script file and 
edit it in an application like Notepad.   
 
Launching the Script Editor 
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Script Editor Options 
 
Using the Script Editor 
 
Script Properties 
 
Viewing the Document 
 
 
 
 
 

 
 
 
 

Launching the Script editor 
 

Launching the Script editor 
 
With the new "Script Editor" tool, all you need to do to view or change a .NXS file is launch the FileNexus® 
Script Editor from your Windows Start menu as shown: 
 

Start → All Programs → FileNexus®  →  or double click on an .NXS file.  If you launch 
the Script Editor from the Windows Start menu, you can open a specific .NXS file by selecting Open from the 

File menu or clicking on the Open icon  in the toolbar and browsing to the .NXS file.   
 

 
 
Once you have opened a specific .NXS file, you can view the indexes available for the document.   
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Whether you have double-clicked on an .NXS file to launch the Script Editor or you launched it from the 
Windows Start menu, you must login to FileNexus® --by selecting FileNexus® Login from the File menu—to 
edit any of the index values in the .NXS 
 
You can then edit index values by entering the correct values in the edit boxes provided.  Make sure to save 
changes before exiting the Script Editor. 
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Script Editor Options 
 

Script Editor Options 
 

There are several editor options to know before using the Script Editor.  You can access the Script Editor's 
Options window by selecting Options from the View menu. 
 

 
 

Prompt To Overwrite Files 
If this option is selected, anytime you use the "Save As" option in the Script editor and select a file in a folder 
that already exists, FileNexus® will prompt you to overwrite the file. 
 
Rename Document File 
If this option is not selected, every time a user saves an .NXS script file, the original document name will not 
change. 
 
Move Script to Save as Location 
This option moves the current .NXS script file (not copy) to the "Save As" location. 
 
Move Document File 
This option moves the "Document File" (not copy) to the "Save As" location. 
 
Display Login Dialog When Started 
This option forces the user to login every time the Script Editor is started. 
 
Auto Connect 
This option bypasses the login screen. Script Editor starts when Save Password is selected at the Login 
screen and credentials have been previously entered. 
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Using the Script Editor 
 

 Using the Script Editor 
 

When using the Script Editor, you can open more than one .NXS file at a time.  The opened script files will 
then appear as separate tabs in the Editor as shown below.  You can select the script you wish to view/edit 
by selecting the appropriate tab.   
 

 

 
To edit an index value, you may need to login if you have not already done so.  Select FileNexus® Login from 
the File menu, and log in as you would for any FileNexus® application.  You can then click in the edit box to 
the right of an index name and update its value.   
 

To save your changes, click on the save icon  or you close the Script Editor window. You will be prompted 
by a message box to save your changes. 

 
The Script Editor Toolbar should appear at the top with the following:  
 

Creating a New Script  
Create a new .NXS file by clicking on this icon.  You will need to select a destination folder in FileNexus® for 
the document from the top pane of the window below; then document class in the Class Name pane of the 
window below.  Click OK to save changes. 
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The new script file will appear in the Script Editor as a new tab, complete with the indexes available to the 
document class selected from the previous window.  Once you have entered all the necessary data in the 
index fields, select Save or Save As.   
 
If you have selected the Save option, there will be a new file generated with a .NXS extension and both files 
will be saved as the new name.   If you selected the Save As option, then a new .NXS file and a copy of the 
original file will be created in the new folder.  The original file will remain the name it was in the folder it was 
in. 
 

Opening a Script File  
Clicking this icon allows you to open an existing .NXS file to view/edit. 

 

Saving Changes  
Clicking this icon automatically saves any changes made to the currently selected .NXS file. 
 
Script Properties  
See the section on Script Properties. 
 
Viewing the document  
See the section on Viewing the document. 
 
Help  
This will launch the FileNexus® Help file and open to the page on the FileNexus® Script Editor. 
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Script Properties 
 

Script Properties 
 
The Script Properties window has two tabs: Properties and Advanced.   
 
Properties Tab 
This tab lets you to view the Compression, number of Document Pages, and Separation Status. 
 

 

 
Compression 
You can choose None, ASCII or Binary compression.  By default, None is selected for most documents. 
 
Document Pages 
Here you can view or edit the number of pages a document contains. 
 
Separation Status 
This is helpful if you will be manually indexing the document using the FileNexus® Image Indexer program.  
In the Indexer program, you must select either Separated or Unseparated before you begin to index 
documents. 
 
Advanced Tab 
The Advanced tab allows you to add variables to the script that may be used by a custom VB script when 
archiving the document.  For more information on how to employ the variables in the Advanced tab, contact 
the support desk at Loris Technologies. 
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FileNexus®  Database Setup Program 
 

FileNexus® Database Setup Program 
 
Before you can run FileNexus®, you must create a link between FileNexus® and the SQL database that you 
created earlier.  To do this, run the FileNexus® Database Setup program from the Start menu. 
 
NOTE:  In order to run most of the functions in the FileNexus®  Database Setup program, all FileNexus®  users 
must be logged off the FileNexus®  system as you MUST stop FileNexus®  in order to proceed.  To stop the 
FileNexus® Server, you must right-click on the FileNexus® Management icon in your Windows System tray (on 
the FileNexus® Server) and select Stop FileNexus® Server. 
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FileNexus®  Database Tab 
  

  
 
If all of the edit boxes appear blank as shown above, click on Change Database which will open up a new 
window displaying a Connection Settings tab.  
 
1. In the FileNexus® Database Selector window, enter or select the name of the Server on which SQL 

Server is installed on the Connection Settings tab.  Leave Authentication as “SQL Server 
Authentication”. 

 
 

2. Enter a specific username and password to log into SQL Server.  The username should be SA or another 
user in SQL Server that has administrative or dbowner rights on the FileNexus® Database you created 
earlier. The password should be the user's password in SQL Server. 
 

3. Choose the FileNexus® database that you created earlier from the Database drop down.   
 
If you have not yet created a database in SQL Server to be used by FileNexus®, click on Create New.  In 
the Create New Database window, enter the name of your FileNexus® Database ( for example Nexus) 
and hit Create. 
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You will be prompted to confirm the creation of a new database.  Click Yes.  The Create Database 
window will disappear when the database has been created successfully. 
 

4. When you have finished, click OK on the Connection Settings tab.  This should return you to the 
FileNexus® Database tab of the FileNexus® Database Setup application window.   
 

 
 

5. Click on the Update/Build Tables button.  While FileNexus® is updating/building tables, the following 
window may appear.   
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6. After the update is finished, the Database Version and Last Update fields should be filled in and your 
window should look similar to the following image. 

 
 

You will now have one of three things accomplished.    
 
1. If this is the first time you are establishing a connection between FileNexus® and SQL Server, the 

necessary tables and links will be created in the FileNexus® database. 
 

2. If you have previously installed FileNexus® and are running an older version than the newly installed 
version, your existing database will be upgraded so that it can be used with the latest FileNexus® 
version. 
 

3. If you have recently had to reinstall SQL Server or restore a backup copy of the FileNexus®  database, 
clicking on Update/Build Tables will reestablish the connection between FileNexus®  and the SQL Server 
database it employs.  

 
 

As a FileNexus® Administrator, you may need to use the Advanced Tools offered in the FileNexus® Database 
Setup program from occasionally.  Proceed to the next section on the Advanced Tools tab for more 
information. 
 

 
 

Advanced Tools Tab 
 
  

The Advanced Tools tab in the FileNexus®  Database Setup program allows FileNexus®  Administrators to 
conduct queries directly on the FileNexus®  SQL database for information gathering or advanced trouble-
shooting.   
 



  
FileNexus Server Manual Version 7.41 

FileNexus Applications 
 

Loris Technologies Inc.  Page 61 of 109  
2020-06-05 
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FileNexus®  Query Tool 
 

To access the query tool, click on FileNexus®  Query Tool on the Advanced Tools tab. 
 

 
 
In the Query window, enter an SQL Query and press Execute.  Do NOT issue any Update/Delete commands 
in this tool as it may adversely affect the FileNexus®  System. This tool should be reserved for advanced 
users to query FileNexus®  SQL Database.   
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FileNexus®  Server Properties 
 

The FileNexus® Server Properties window is a tool that allows Administrators to manage certain aspects of 
the FileNexus® system.  To access the FileNexus® Server Properties window, right-click on the FileNexus®  
Management icon in your system tray (on the FileNexus®  Server) and select FileNexus®  Server Properties 
at the top of the list.  

 

 
The settings and information available to you include Users, System Paths, Archive Paths, Description Paths, 
Logging, and Email Alerts. 

 
By default, the Server Properties dialog will display the Users pane, displaying any users currently connected 
to FileNexus®.  From this pane, you can verify the number of User connections next to the Users Connected 
label (this number reflects the number of Concurrent Licenses currently being used), the number of 
Concurrent Licenses to which your organization is entitled (Allowable Users), and the total number of 
connections to the FileNexus®  system (Total Connections). 
 

 
 

Users Pane 
 

This pane allows you to see the name of every user and computer logged into FileNexus®. This screen also 
displays the total number of users connected to your FileNexus® server and the maximum users that you are 
licensed for.  From this screen, it is also possible to disconnect individual users, disconnect all FileNexus® 
users, or unlock locked user accounts by clicking on the appropriate button. 
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Disconnect 
Clicking this button disconnects the currently selected User in the User list. 
 
 
 
Disconnect All 
This button disconnects all users from FileNexus®.  Be sure to let users know that you will be disconnecting 
them prior to exercising this feature. 
 
Locked Users 
Clicking on this button will open the Locked Users dialog showing all FileNexus® accounts that are currently 
locked out.  Clicking Unlock will unlock the account of the selected user.   
 
 

System Paths Pane 
 

To access the System Paths, select the System Paths item in the left pane of the Server Properties window. 
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Cache Directory 
Each time FileNexus® retrieves a document from an archival file, the file is uncompressed and placed into 
the cache directory. Files in the cache directory are then sent to the requesting PC. 
 
Temp Directory 
Used for temporary files created by FileNexus® applications and Web Services. 
 
Annotate directory 
This is the directory where FileNexus® stores notes that have been added to documents.  
Make sure to back-up this directory regularly. 
 
Client Archive directory 
The FileNexus® Client Archiver program (used to archive any PC documents) sends PC files and their 
associated indexes (.NXS file) to this directory. This directory must be monitored by an Archive Session 
(automatically running or manually started by an Administrator) so that files placed into it are archived and 
made available in the FileNexus® Client. 
 
 
 
 

Archive Paths Pane 
 

To access the Archive Paths, select the Archive Paths item in the left pane of the Server Properties window. 
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The Archive Paths pane must include all of the paths to the directories that contain your archive (.FAR) files.  
 
Add  
To add a path, click the Add button.  Go to the directory in the Browse for Folder window containing your 
archive files and press OK.  
 
Edit 
To change an existing path:  click the Edit button, go to the correct directory in the Browse for Folder 
window containing your archive files and hit OK. 
 
Delete 
To remove an existing path, highlight it and click Delete. 

 
OK – Will exit you from the Server Properties window saving any changes made. 
 
Cancel – Will exit you from the Server Properties window without saving any changes. 
 

Description Paths Pane 
 

Description Paths are defined network paths accessible from the FileNexus®  Server that help FileNexus®  
administrators manage documents to being archived to FileNexus®  .  These paths may be used by 
FileNexus®  Client Archiver and FileNexus®  File Transfer Program, among others.  By employing a 
defined Description name, users can send documents to be archived to folders on a FileNexus®  Server 
that are not shared, helping to maintain network security. 

  
  

 
 
Setting Up A Description Path 
  

To access the Description Paths pane, select the Description Paths item in the left pane of the Server 
Properties window. 
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To create a new Description Path, click Add to prompt the Add New Folder Description window. 
 
In the Description edit box, enter a unique description name that will represent a path on the FileNexus® 
Server.  Be sure to make it relevant to the intent of the directory being referenced.  In the example 
below, the Description name includes the type of documents that will be routed to the directory, 
“HRDocuments”, and the application from which the documents will be routed, “ClientArchiver”. 
 

 
 
In the Path edit box, enter the full path to the directory on the FileNexus® Server to be represented by 
the Description name.  You can use the “…” button to browse to the directory.   
 
When finished, press OK to save changes or Cancel to ignore your changes.  You will then return to the 
Description Paths pane of the Server Properties window to verify the Description Paths you have set up.   
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If you need delete an existing Description Path, simply highlight it in the right-hand pane and click 
Delete. 
 

Logging Pane 
 

To access the FileNexus® Server log settings, you must select the Logging item in the left pane of the Server 
Properties window.     
 

 
 

There are two ways you can rotate your log files.  
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Maximum Log Size (Circular Log should be selected) 
Sets the maximum threshold for the log file size.  A circular log will begin to be overwritten once the 
threshold is met.   
 
Create New Log File (Circular Log should be unchecked) 
Selecting the period for which a new log should be created. For example Monthly, means FileNexus® will 
create a new Server log file each month.   

 

Delete the Old Log File –Will automatically delete old log files. 
 
Move Old Log File to – Specify a directory in which to save old log files. 
 

Log Levels –Change the amount of detail written to the log files. 
 

 
 
 

Email Alerts 
 

To access the Email Alerts pane, select Email Alerts in the left pane of the Server Properties window.     
 

 
 
FileNexus® can be set up so to email notify one or more Administrators in the event that the server, Auto 
Archive service or Capture Services encounter an error. 
 
To Enable Email Alerts: 
1. Select the Enable Administrative Email Alerts checkbox.  
 
2. Enter the name of your outgoing SMTP server and its port number (usually 25). 
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3. If necessary, enter your account name and password. 
 
4. Enter an address that will show as the sender’s email address.  
 
5. Click the Add button. 

 
6. Double-click on the NewUser text in the Name column to enter the user’s name and do the same to edit 

the user’s email address. 
 

 
 

7. Repeat steps 4 and 5 until all FileNexus® Administrators who should receive email notifications have 
been added as contacts.   
 

8. Click Test to verify that your settings are correct. 
 

9. Click OK to finish and accept your changes.  
 
Add Button: Creates a NewUser and NewEmailAddress contact line that can be set with a FileNexus®   

  Administrator’s name and email address. 
 
Copy Button: Copies an existing contact and adds it to the list of contacts to notify. 
 
Delete Button: If a contact is highlighted, clicking this icon removes them from the list. 
 
Test Button: Clicking on this icon sends a test message from the FileNexus® Server to all contacts in the list 
of contacts to notify. 
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Document Process Management 
 

Document Process Management refers to the setup, managing, or running of FileNexus® sessions.  The types 
of sessions managed in Document Process Management include: 
 

• Archive Sessions 

• Preprocessor Sessions 

• TextCapture Sessions 

• PDFCapture Sessions 

• EmailCapture Sessions 

• ImageCapture Sessions 
 

 The Document Processor Service is run as a Windows Service, called the FileNexus® Document Processor 
Service. It continually checks to see if any new documents have been put into one or more session 
directories. Any detected documents are processed accordingly by the appropriate session, whether it is 
automatically indexed by one of the Capture Sessions, processed by a Preprocessor Session or archived by 
an Archive Session. FileNexus® will archive documents to hard disks, optical disks, etc. 
 
 
 
 
 
To access Document Process Management, right-click the  FileNexus® Management icon on your FileNexus® 
Server and select Document Process Management. 
 

 
 

Enter your login information and click Ok. 
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The FileNexus® Process Management window appears.  This console allows you to manage all FileNexus® 
sessions. 

 
 
Refresh 
Will refresh the number of documents in the Identify column for any running Image Capture Sessions. 

 
View All Messages 
Shows a list of the most recent error messages for the session selected in the Session Name dropdown.  
Clicking Clear All Messages will purge the list. 
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Archive Session Management 
 

An Archive Session is a service that monitors a folder for new documents to be archived to FileNexus®.  Any 
documents in the FileNexus®  system that can be searched for and viewed within the FileNexus®  Client, 
must first pass through an Archive Session to be compressed, encrypted, have index values posted to the 
FileNexus®  SQL Database, and then archived.   
 
Each archive session monitors only one directory for documents waiting to be archived.  Any files found in 
the directory are immediately compressed and added to an archive file (.FAR). The SQL database is then 
updated with the new information (index values) so that users can immediately find and retrieve archived 
documents in the FileNexus® Client. 
 
To access the Archive Sessions Management window, select the Archive Sessions tab in the Document 
Process Management window. 
 

 
 

 
The Archive Sessions tab deals with creation, running, and removal of Archive Sessions.  When archiving, 
FileNexus® adds documents to archive files (.FAR) which contain the compressed, encrypted and archived 
documents within the FileNexus® system. 
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Creating an Archive Session 
 
To create a new archive session, click New Session from the Archive Sessions tab in the Process 
Management window.  The Properties window will appear. 

 

 
 

Session Name 
Each archive session must have a unique name.  You may name the session for the types of documents 
being archived or the source of the documents.  For example, if the Archive Session will be monitoring 
documents coming from a Scan Station, you may call the session “Scan Station 1 Docs”. 
 

Archive File Name  
The name of the archive file that the archive session will write new documents to should be unique between 
each session.  If the archive file does not exist it will be created but the path to the file must be valid.  If you 
are creating a new archive file, it's a good idea to end the name with "-0001.far". That way when the file 
reaches its maximum size and the system creates a new file, it will use the same name but change the last 
character from a 1 to a 2.  
 
Document Search Path 
This is the directory that the archive session will monitor for any new documents to be archived. If it sees 
any .NXS files with matching data files (.TXT, .PDF, .AFP, .TIF, etc), it will immediately compress and encrypt 
the data file, append it to the archive file, and archive it to FileNexus® ready to be searched and retrieved. 
The contents of the .NXS (nexus script file) will be used to update the SQL database. 
 
 

Routing Script 
This optional setting lets Archive Session run a custom VB Script to populate/update index values or change 
the behavior of the document being archived prior to archival. For example, a routing script (written in 
visual basic) could be used to examine the value of an index named "salesperson" and if the salesperson 
field had the value John, change the destination folder that the archived document will go to. If the value 
was Sue, it could be set to go to another folder.   
 
NOTE:  If you modify the routing VB Script an Archive Session executes, you must stop and restart the archive 
session in order for any changes to take effect on subsequently archived documents.  

 

Maximum Number of Transactions 
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The archive service will wait until this number has been reached before it updates the SQL database with the 
index values of archived documents. For example, if the maximum number of transactions was set to 20 – 
the system would wait until it had archived 20 documents before it updated the SQL database. For high 
volume applications this can speed the archival process since only one SQL update needs to be done for 
every 20 records added.  
 
Maximum Archive File Size 
When this limit is reached the system will automatically create a new archive file and begin archiving to it. 
The archive file size box is represented in Megabytes, so a value of 1024 would mean archival files could not 
grow larger than 1024 Megabytes (650 Megabytes  a recommended size if you want to copy your archival 
files to a disk at a later date). The maximum archive file size is 2000 Megabytes. 
 
Quick Archival 
Archive files can be verified to ensure that they contain the files that are listed in your SQL database. Quick 
verification uses checksums built into the archive file to compare against the values stored in the SQL 
database. A thorough check does a byte-by-byte comparison and takes longer to complete. 
 
Allow Document Archived Workflow Script 
Selecting this option, the archive session will execute any workflow scripts matching the document criteria 
(class and user/group), after the document has been archived to FileNexus®. For example, the Workflow 
Script can create a document task and assign it to a group or add a note to the document. 
 
NOTE: For additional information about configuring work flow scripts please see the FileNexus® Web Client 
Administration Manual. 
 
 
Email Archiving User on Move to Problem Folder 
During Archiving when a document is moved to the Problem Folder an email notification will be sent.  
 
NOTE: For emails to be sent the Email Alerts in the FileNexus® Server Properties is required to enabled with 
a valid email account setup to send from. 
 
Problem Folder 
The Problem Document Path is optional.  If you provide a path for this option, documents will be 
automatically routed to the outlined folder if errors—such as an invalid index value—occur during archival.  
This will only work for some errors.  This feature has been added to allow documents to continue archiving 
even if one problem document is encountered by the archive session.  You must manually address any 
“Problem Docs” that route to the Problem Document Path, or set up another process for reviewing these 
files.  
 
Auto Start Session After Reboot 
If this option is checked, the Archive session will start automatically when the Windows FileNexus® Archive 
Service starts (usually set to Automatic start after reboot).  If it is not checked, you must manually start the 
session when you want it to run. 

 
How Many Archive Sessions? 
 
Q. When would you want to use more than 1 archive session?   
A. If you want to archive to different storage media, or if you require that different VB Routing Scripts be 
executed on varied documents being archived. 
 
For instance, you might create one session to archive all of your invoice files and store them to an optical 
disk, while another session simultaneously archiving daily inventory status reports to a hard disk drive.  Or if 
you wanted all image documents to go to one archive file and text documents to another, multiple archival 
sessions would be required.  If your organization has specific data retention policies in place, you may wish 
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to segregate your data so that specific types of data can be purged after certain periods due for regulatory 
compliance purposes. 
 
Removing an Archival Session 
If you no longer need an archive session, right-click on it and select Remove Session from the pop-up menu.  
 
NOTE: You can only remove an archive session that is stopped. 
 
Modifying an Archive Session 
 
To modify an existing archive session, right-click the session and select Stop Session, then right-click on the 
same session and select Session Properties.  In the Properties window, you can edit the properties of the 
Archive session as necessary. 
   

   
 

 

Starting or Stopping an Archive Session 
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To start an archive session, right-click on the session and select Start Session. 
 
To stop an archive session, right-click on the session and select Stop Session.   
 

Most Recent Error Message 
 

 
 

If any of your archive sessions encounter an error, an e-mail notification will be sent to a FileNexus®  
Administrator (if you have setup this option under FileNexus®  Server Properties), and the last error message 
will be displayed in the Archive Management window. Error messages should be descriptive enough to help 
isolate and correct any problem that might exist.  
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Image Capture Management 
  
The Image Capture Service runs on the FileNexus® server.  When .tif files are sent from one or more multi-
function devices to a directory monitored by and Image Capture Session, the Image Capture service can read 
any barcodes on the documents or barcode separator pages to help identify, burst, and index documents 
destined for FileNexus®.  The results are turned into multi-page .tif images with matching script files (.NXS) 
which can be archived by the FileNexus® Archive service. 
 
To access the Image Capture Sessions Management window, select the ImageCapture Sessions tab in the 
Document Process Management window. 
 

 
 
 

Creating an Image Capture Session 
 

Creating an Image Capture Session 
 

The Image Capture service runs on the FileNexus® server. This program monitors one or more directories 
looking for (.tif) files that have been sent to the server from a multi-function device capable of creating Tiff 
images.  
 
When an Image Capture Session detects a new .tif file in the directory that it is monitoring, it will read any 
relevant barcodes from the .tif file and then try to identify, burst, and index the document. Identified .tif 
documents are then paired with matching .nxs script files and both files are sent to an output directory to be 
archived (by the FileNexus® Auto Archive service). Tiff documents that cannot be identified are placed into 
an Unknown directory.To set up Image Capture Sessions, select the ImageCapture Sessions tab from the 
FileNexus®  Management), and click on the New Session button.  The Properties window will appear. 
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Session Name  
Enter the name of the session. Try to make the name of the session descriptive enough so that the purpose 
of the session is immediately recognizable (in the example above the session is identifying scanned AP 
Invoices). 
 
Document Search Path  
This is the directory that the session will monitor. When it detects a new .tif file in this directory, it will open 
the .tif file and look for any barcodes on the page or barcode separator pages. The barcode value(s) will then 
be used to identify, burst, and index the document.   
 
Document Output Path 
This is the directory that the session will output identified files to. 
 
Unknown Path  
This path is used by FileNexus® to route PDF documents in case the documents in the Search Path are not 
recognized.  Rather than deleting or ignoring files that do not match, FileNexus® will put the  file(s) in an 
"Unknown" directory.  
 
Problem Folder 
If the Image Capture service is unable to identify a document it will move the document to the problem 
folder directory. 
 
Capture Script  
If you have a custom VB Script written for the session then you will need to enter the full path to the VB 
Script document here. 
 
Capture Configurations 
Select capture configurations created via the FileNexus® Data Capture Setup utility.  The capture 
configuration is a report definition or template that tells FileNexus® how to identify a document and 
populate index values based on barcodes on or between documents.   
 
High Quality Detection 
When enabled will increase the detection level of FileNexus®. This is useful for low resolution documents; 
however, this will slow down performance as more time will be needed to process the document. 
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Delete Pages Where More Than X% of Pixels Are Blank 
For each page FileNexus® will determine how much of page is blank. If the percentage is more than X% the 
page will be deleted. For example, if X% is set to 99.8%, then all pages detected to be 99.9% blank will be 
automatically removed. 
 
Page Orientation Detection 
When enabled, FileNexus® will examine the page and change the orient (rotate) the page as needed. 
 
OCR Text Storage (PDF only) 
When enabled, FileNexus® will examine the page for any text and store the text in the document.  
 
Note: The format of the document must be PDF for this option be function. Other document formats are not 
supported. 
 
Auto Start After Reboot  
If this option is selected the Image Capture service will start as soon as your computer starts. In most cases, 
this option should be selected. 

 
Image Capture Session Right-click Menu 

 
 
Right-clicking on a session in the Image Capture Management window allows  you to do the following: 
 
Start Session 
Starts an existing Image Capture Session that is stopped. 
 
Stop Session 
Stops an existing Image Capture Session that is running. 

 
Remove Session 
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Allows you to remove/delete an existing Image Capture Session. 
 
Session Properties 
Opens the Image Capture Session Properties window so  you can edit an existing Image Capture Session that 
is stopped. 
 

PDF Capture Management  
 

Overview 
 
The PDF Capture Service runs on the FileNexus® Server and continually checks if any new documents have 
been put into one or more identification directories. Any found PDF documents will be identified, burst, 
indexed. A matching .nxs file will be created by the FileNexus® system to prepare the document for 
archiving. FileNexus® then automatically moves these matched file pairings to a directory monitored by an 
archive session to be archived by FileNexus®. 

 
To access the PDF Capture Sessions Management window, select the PDFCapture Sessions tab in the 
Document Process Management window. 
 

 
 
 
 

Creating a PDF Capture Session 
 

Creating, Modifying, or Removing a PDF Capture Session 
 
To create a new PDF capture session, click on the New Session button from the PDF Capture Sessions tab.  
The Properties window will appear. 
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Session Name 
Each PDF capture session must have a unique name. 
 

Document Search Path 
This is the directory that the PDF capture session will monitor. If it detects any new .pdf files, it will 
immediately prepare the files for archiving by retrieving and filling in index values.  The PDF file along with a 
matching .nxs file (created automatically by FileNexus®) will be moved to the directory specified in the Data 
Output Path.   
 
Note:  Any PDF files placed into this directory will be removed once the corresponding PDF Capture Session is 
started. 
 
Data Output Path 
The path specified in this text box will be used by FileNexus® to route PDF files and their matching .nxs files.  
This should be the directory that an auto archival session monitors to archive the document(s) into the 
FileNexus® system. 
 
Unknown Path  
This path is used by FileNexus® to route PDF documents in case the documents in the Search Path are not 
recognized.  Rather than deleting or ignoring files that do not match, FileNexus® will put the  file(s) in an 
"Unknown" directory.  
 
Capture Script  
This optional PDF Capture session runs a VB Script to populate/update index values or change the behavior 
of the document being identified. For example, a routing script written in visual basic could be used to 
examine the value of an index named "salesperson". If the salesperson field had the value John,  it could 
change the destination folder that the archived document will go to. If the value was Sue, it could be set to 
go to another folder.   
 
NOTE:  If you add or modify the routing VB Script a PDF capture session is/will be using, you must stop and 
restart the capture session in order for any changes or additions to take effect on subsequently identified 
documents.  
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Page Orientation Detection 
When enabled, FileNexus® will examine the page and change the orient (rotate) the page as needed. 
 
Capture Configurations 
Select capture configuration(s) created via the FileNexus® Data Capture Setup utility.  The capture 
configuration is a report definition or template that tells FileNexus® how to identify a document and 
populate index values based on barcodes on or between documents.   
 
High Quality Detection 
When enabled will increase the detection level of FileNexus®. This is useful for low resolution documents; 
however, this will slow down performance as more time will be needed to process the document. 
 
PDF DPI 
Set the DPI (Dots Per Inch) of a PDF document.  
 
Delete Pages Where More Than X% of Pixels Are Blank 
For each page FileNexus® will determine how much of page is blank. If the percentage is more than X% the 
page will be deleted. For example, if X% is set to 99.8%, then all pages detected to be 99.9% blank will be 
automatically removed. 
 

Problem Folder 
If the Image Capture service is unable to identify a document it will move the document to the Problem 
Folder directory. 
 
Auto Start Session After Reboot 
If this option is checked, this PDF Capture session will start automatically when the PDF Capture service 
starts. If it's not checked, you must manually start the session when you want it to run. 
 
PDF Capture Session Right-click Menu 
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Right-clicking on a session in the PDF Capture Management window will allow you to do the following: 
 
Start Session 
Starts an existing PDF Capture Session that is stopped. 
 
Stop Session 
Stops an existing PDF Capture Session that is running. 
 
Remove Session 
Allows you to remove/delete an existing PDF Capture Session that is stopped. 
 
Properties 
Opens the PDF Capture Session Properties window for you to edit an existing PDF Capture Session that is 
stopped. 

 
 

Text Capture Management 
 

Overview 
 
The Text Capture Service runs on the FileNexus® Server and continually checks if any new documents have 
been put into one or more identification directories. Any found Text documents will be identified, indexed, 
and FileNexus® will create a matching .nxs file to prepare the document for archiving. FileNexus®  
automatically moves these matched pairings of files to a directory monitored by an archive session in order 
to be archived by FileNexus® . 
 
To access the Text Capture Sessions Management window, select the TextCapture Sessions tab in the 
Document Process Management window. 
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Creating aText Capture Session 

 
Creating, Modifying, or Removing a Text Capture Session  

 
To create a new Text capture session, click on the New Session button from the TextCapture Sessions tab.  
The Properties window will appear. 
 

 
 
 
 

Session Name 
Each text capture session must have a unique name.  

 
Document Search Path 
This is the directory that the text capture session will monitor. If it sees any .txt files, it will immediately 
prepare the files for archiving by retrieving and filling in index values.  The text file along with a matching 
.nxs file (created automatically by FileNexus®) will be moved to the directory specified in the Data Output 
Path.   
NOTE:  Any text files in this directory will be removed once the corresponding Text Capture Session is started. 
 
Data Output Path 
The path you specify in this text box will be used by FileNexus® to route text files and their matching .nxs 
files.  This should be the directory that an auto archival session monitors to archive the document(s) into 
FileNexus®. 
 
Unknown Path  
This path is used by FileNexus® to route text documents in case the documents in the Search Path are not 
recognized.  Rather than deleting or ignoring files that do not match, FileNexus® will put the file(s) in an 
"Unknown" directory.  
 
Capture Script  
You may optionally have this Text Capture session run a VB Script to populate/update index values or 
change the behavior of the document being identified. For example, a routing script written in visual basic 
could be used to examine the value of an index named "salesperson" and if the salesperson field had the 
value John, change the destination folder that the archived document will go to. If the value was Sue, it 
could be set to go to another folder.   
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NOTE:  To add or modify a VB Script for a Text Capture Session, you must stop and restart the session in 
order for any changes or additions to take effect on subsequently identified documents.  
 
Capture Configurations 
Select capture configuration(s) created via the FileNexus® Data Capture Setup utility.  The capture 
configuration is a report definition or template that tells FileNexus®  how to identify a document and 
populate index values based on barcodes on or between documents. 
 
Problem Folder 
If the Image Capture service is unable to identify a document it will move the document to the problem 
folder directory. 
 

Auto Start Session After Reboot 
If this option is checked this Text Capture session will start automatically when the Text Capture service 
starts. If not checked, you'll need to manually start the session when you want it to run. 
 

Text Capture Session Right-click Menu 

  
 
Start Session 
Starts an existing Text Capture Session that is stopped. 
 
Stop Session 
Stops an existing Text Capture Session that is running. 
 
Remove Session 
Allows you to remove/delete an existing Text Capture Session that is stopped. 
 
Session Properties 
Opens the Text Capture Session Properties window for you to edit the session’s settings. 
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Email Capture Management 
  

 Preface 

In order to take advantage of the FileNexus® Email Module, your organization must have a Microsoft 
Exchange Server on which you have enabled Envelope Journaling.  For more information on setting up 
Envelope Journaling in Microsoft Exchange, refer to the Microsoft guide available for download at: 
www.microsoft.com/downloads/details.aspx?familyid=D357E733-0E22-477C-B884-
0C38FBB51533&displaylang=en 
 
OR contact Loris Technical Support at support@loristech.com for a copy of the white paper on 
“Journaling with Microsoft Exchange Server 2003”. 

 

 Overview 
 

The Email Capture Service runs on the FileNexus® Server and continually checks to see if any new email 
documents (.eml) have been put into one or more identification directories.  Any found email documents 
will be identified, indexed, and FileNexus® will create a matching .nxs file to prepare the document for 
archiving. FileNexus® automatically moves these matched pairings of files to a directory monitored by an 
archive session in order to be archived by FileNexus®. 

 
To access the Email Capture Sessions Management window, select the EmailCapture Sessions tab in the 
Document Process Management window. 

 

  
 
 
 
 
 
 
 

http://www.microsoft.com/downloads/details.aspx?familyid=D357E733-0E22-477C-B884-0C38FBB51533&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=D357E733-0E22-477C-B884-0C38FBB51533&displaylang=en
mailto:support@loristech.com
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Creating an Email Capture Session 
 

Creating, Modifying, or Removing an Email Capture Session 
 
To create a new Email capture session, click on the New Session button from the EmailCapture Sessions tab.  
The Properties window will appear. 
 

 
 
 
Session Name 
Each email capture session must have a unique name.  
 
Document Search Path 
This is the directory that an Email Capture Session will monitor. If it sees any .eml files, it will immediately 
prepare the files for archiving by retrieving and filling in index values.  The .eml file along with a matching 
.nxs file (created automatically by FileNexus®) will be moved to the directory specified in the Data Output 
Path.  Any .eml files in this directory will be removed once the corresponding Email Capture Session is 
started. 
 
Data Output Path 
The path you specify in this text box will be used by FileNexus® to route .eml files and their matching .nxs 
files.  This should be the directory that an Archive Session monitors to archive new document(s) to the 
FileNexus® system. 
 
Unknown Path  
This path is used by FileNexus® to route .eml documents in case the documents in the Search Path are not 
recognized.  Rather than deleting or ignoring files that do not match, FileNexus® will put the file(s) in an 
"Unknown" directory.  
 
Capture Script  
This optional setting lets you run a VB Script in the Email Capture session to change or manage the 
documents being identified.  To add or modify a VB Script for an Email Capture Session, you must stop and 
restart the session in order for any changes to take effect on subsequent documents to be identified.  
 
 
Capture Configurations 
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Select capture configuration(s) created via the FileNexus® Data Capture Setup utility.  The capture 
configuration is a report definition or template that tells FileNexus® how to identify a document and 
populate index values based on barcodes on or between documents.     
 

Auto Start Session After Reboot 
If this option is checked this text Capture session will start automatically when the Text Capture service 
starts. If not checked, you'll need to manually start the session when you want it to run. 
 

Preprocessor Management 
 

Overview 
 
The preprocessor service continually checks to see if any new documents have been put into one or more 
monitored directories.  Any found documents will be processed by executing a VB Script to manage the 
information in the .nxs file and/or reformat the document.  The document and its accompanying .nxs file 
may then be moved to an archival or identification folder for further processing.  
 

  
 

 
To access the Preprocessor Management window, select the Preprocessor Sessions tab in the Document 
Process Management window.   

 
 
 
 
 

Creating a Preprocessor Session 
 

Creating, Modifying, or Removing a Preprocessor Session 
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To create a new Preprocessor Session, click on the New Session button from the Preprocessor Management 
window.  The Properties window will appear. 
 

 

 
 
Session Name 
Each preprocessor session must have a unique name.  
 
File Types 
Specify which file extensions the Preprocessor Session should look for.  To specify more than one valid file 
extension, provide a comma separated list. 
 
Document Search Path 
This is the directory that the preprocessor session will monitor. If it sees any files that match the file type(s) 
specified in the File Types text box, it will process those files according to the specifications in the 
Preprocessor Script File.  
 
Data Output Path 
FileNexus® will use the path you specify to route the processed files.  This should be the directory that 
another session monitors (capture or archival session) which will capture index values and archive the 
document(s) into FileNexus®. 
 
Preprocessor Script  
Specify a VBScript file to process incoming documents. For example, a script written in visual basic could be 
used to convert the file type of a document (for example from .ps to .pdf). 
 
Delete File After Processing 
When option is enabled, the session will delete the file after processing is completed 
 
Search Sub Directories  
When option is enabled, the preprocessor session will search in the sub folders of the document search path 
for any files that match the files type(s) specified in the File Types text box, it will process those files 
according to the specifications in the Preprocessor Script File. 
 
 
Auto Start After Reboot  
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If this option is checked this preprocessor session will start automatically when the Preprocessor Service 
starts (usually when the computer starts).  If not checked, you must manually start the session when you 
want it to run. 
 
Problem Folder 
This path is used by FileNexus® to route documents to in case files placed in the Search Path do not meet 
the requirements for a specified File Type.  Rather than deleting or ignoring files that do not match a File 
Type, FileNexus® will move the file(s) to a Problem Directory.  

 
Preprocessor Session Right-click Menu 

  
 
Right-clicking on a session in the Preprocessor Management window allows you to do the following: 
 
Start Session 
Starts an existing Preprocessor Session that is stopped. 
 
Stop Session 
Stops an existing Preprocessor Session that is running. 

 
Remove Session 
Allows you to remove/delete an existing Preprocessor Session that is stopped. 
 
Session Properties 
Will open up the Preprocessor Session Properties window for you to edit an existing Preprocessor Session. 
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FileNexus® Task Management 
 

Document Task 
 

Overview 

 
This task sends reminder emails to users with document task(s). By setting the due date and/or the 
reminder date on a document task in the Web Browser Client. The user(s) assigned the task will receive an 
email notice, for any document task that are not completed or in progress on the date set. 
 
NOTE: For emails to be sent the Email Alerts in the FileNexus® Server Properties is required to enabled with 
a valid email account setup to send from. 
 
Here you can set the schedule, for the Document Task. For this task it is recommend to be scheduled to only 
run once a day 

 
Enabled 
Select to turn on full text indexing. 
 
Frequency 
Set indexing to occur once per day or every x minutes.  
 
Run At/Every 
If Frequency is set to ‘Every Day’ then this text box label reads ‘Run At’ – enter the time that Full Text 
Indexing should occur. 
If Frequency is set to ‘Every X Minutes’ then this text box label reads ‘Run Every’ – enter the time interval in 
minutes that Full Text Indexing should occur. 

 
 

Database Maintenance Task 
 

Overview 

 
This task perform maintenance on the FileNexus® database tables. Executing the task generates statistics for 
the tables and determines the level of fragmentation for the indexes. When fragmentation is between 5% 
and 30% a reorganization is done to the index. At over 30% fragmentation the index is rebuilt. 
 
Here you can set the schedule, for the Database Maintenance Task.  

 
Enabled 
Select to turn on full text indexing. 
 
Frequency 
Set indexing to occur once per day or every x minutes.  
 
Run At/Every 
If Frequency is set to ‘Every Day’ then this text box label reads ‘Run At’ – enter the time that Full Text 
Indexing should occur. 
If Frequency is set to ‘Every X Minutes’ then this text box label reads ‘Run Every’ – enter the time interval in 
minutes that Full Text Indexing should occur. 

 
 

Background Job Task 
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Overview 

 
Background Jobs received from users from the Web Browser Client are processed by the Background Job 
Task. For additional on the backgrounds please see the FileNexus® Web Client Manual.   
 
Here you can set the schedule, for the Background Job Task.  

 
Enabled 
Select to turn on full text indexing. 
 
Frequency 
Set indexing to occur once per day or every x minutes.  
 
Run At/Every 
If Frequency is set to ‘Every Day’ then this text box label reads ‘Run At’ – enter the time that Full Text 
Indexing should occur. 
If Frequency is set to ‘Every X Minutes’ then this text box label reads ‘Run Every’ – enter the time interval in 
minutes that Full Text Indexing should occur. 

 
 

Full-Text Management 
 

Full-Text Indexing Overview 
 
Full text indexing works with most Microsoft PC documents (word-processing files, spreadsheets, PDFs etc.) 
and text documents that have been archived into the FileNexus®  system.  If a document has been full text 
indexed, you can search and find the document, using any word or combination of words found within the 
document. Since the documents have been indexed, search speeds are very quick. 
 
Full text Indexing is broken down into two sections: 
 
1. The Full-Text Indexing Service, which actually does the indexing. 

 
2. The Full-Text Indexing Manager, which allows you to schedule when indexing will occur and which 

document types will be full text indexed. 
 

Full-Text setup 
 

Full-Text setup 
 

After installing or upgrading your FileNexus® server you must create a Full-text database.  Failing to do so 
will cause an error when client applications connect to the server and attempt to do a full-text search.  To 
create a Full-text database, right click the FileNexus® Management Icon and select Task Management. 
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The FileNexus® Task Management window shows all Tasks currently configured in the system.  Right click 
the Full Text task and select Task Properties. 
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Here you can set the schedule, classes, and actions for Full Text Indexing.  
 
Enabled 
Select to turn on full text indexing. 
 
Frequency 
Set indexing to occur once per day or every x minutes.  
 
Run At/Every 
If Frequency is set to ‘Every Day’ then this text box label reads ‘Run At’ – enter the time that Full Text 
Indexing should occur. 
If Frequency is set to ‘Every X Minutes’ then this text box label reads ‘Run Every’ – enter the time interval in 
minutes that Full Text Indexing should occur. 
 
Classes 
The document classes that are full text indexed are shown here.  Click Add to input more classes or Remove 
to delete a selected class from the list. 

 

View Status 
Opens a dialog box that shows details on the classes that are full text indexed, including the number of 
documents in each class that have been indexed, skipped, unindexed and the total number of documents. 
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Test 
Select a sample file and click Process to test Full Text Indexing.  The results are displayed in the window 
below. 
 

 
 

 
View iFilters 
This displays a list of every different file type that can be full text indexed. 
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Reset Skipped 
This will reset the flag on all skipped documents so that the system will include them in the next attempt to 
full text index documents. 

 
 

Retention Management 
 

The Retention Management feature allows a FileNexus® Administrator to setup one or more rules for 
FileNexus® document retention. When these rules are executed, all FileNexus® documents matching the 
criteria of the retention policy will either be moved to a new folder or deleted from the FileNexus® 
System, depending on the policy settings. 
 
The Retention Policy will act on a selected set of folders and document classes, which are defined when 
the policy is created.  The policy relies on an index field that is in the Date format to compare against 
and determine which documents to act on.  Any record in that document class(s) and folder(s) will be 
moved or deleted when the policy is executed. 
 
For information on how to setup, modify or delete a retention policy please proceed to the FileNexus® 
Web Client Administration Manual 
 

Retention setup 
 
 

To access the FileNexus® Retention Policy settings use the Web Browser Client. For additional information 
please seen the FileNexus Web Client Administration Manual. To access the Retention Task right click the 
FileNexus® Management Icon and select Task Management. 
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The FileNexus® Task Management window shows all Tasks currently configured in the system.  Right click 
the Retention task and select Task Properties. Enter a valid user name and password for an account that has 
Administration rights in order to view and update the Retention policies. 
 

 
 
To enable or disable the Retention task, select the Retention task and right click and select Retention 
Properties.  This will open a Retention Properties window. 
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Here you can set the schedule, for Retention.  
 
Enabled 
Select to turn on full text indexing. 
 
Frequency 
Set indexing to occur once per day or every x minutes.  
 
Run At/Every 
If Frequency is set to ‘Every Day’ then this text box label reads ‘Run At’ – enter the time that Full Text 
Indexing should occur. 
If Frequency is set to ‘Every X Minutes’ then this text box label reads ‘Run Every’ – enter the time interval in 
minutes that Full Text Indexing should occur. 
 

 
Deleting Documents 
  

When a Retention Rule is configured to delete the matching documents, the document entry is removed 
from the database which makes the document inaccessible under the normal search criteria, and the 
physical document will be removed the archive. 
 
Note: Deleting these documents from the archive file will not free up any disk space.  Instead, the disk 
space utilized by that document image is overwritten with binary 0’s. 
 
 
  
 
 
 
 

FileNexus® Script Wizard 
 
 Overview 
 

The FileNexus® Script Wizard window is a tool that allows Administrators to manage all the scripts in the 
FileNexus® system.  To access the FileNexus® Script Wizard window, right-click on the FileNexus®  
Management icon in your system tray (on the FileNexus®  Server) and select FileNexus®  Script Wizard in 
the list. 
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FileNexus® scripts from Workflows, to Sessions, to Tasks to Data Captures are stored within FileNexus®. 
The FileNexus® Script Wizard assists with creating, modify, validating and removing of scripts from the 
FileNexus® system. 
 

 
Adding a script to FileNexus® 

 
For scripts to be accessible to FileNexus® they must be added to FileNexus® first, by using the FileNexus® 
Script Wizard. To add a script to FileNexus®, right-click on the FileNexus®  Management icon in your 
system tray (on the FileNexus®  Server) and select FileNexus®  Script Wizard in the list. 
 
Once FileNexus® Script Wizard is launched click on the text editor and paste or write you script.  
 

 
 
Now that your script is the text editor, click on the Save button or or Ctrl+S on the keyboard, and a 
window asking where to save the script. Select FileNexus Server and click OK. 
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Another window will appear. Enter a Script Name, select a Category and select a Script Language.  
 

 
 

Script Name 
The name of the script, used to identify the purpose of the script.  

 

Category 
The category of the script is the type of script. The category selected will define where the script 
is available in FileNexus®.   

 
Other 

Other is the category intended for undefined scripts. Scripts in this category are not available 
outside of the FileNexus® Script Wizard. 

 
Template 

Template is the category intended for sample scripts that already have some details in place. 
Like with the category Other, scripts in this category are not available outside of the FileNexus® 
Script Wizard. 

 
Archive  

Archive is the category for Archived Session scripts. 
 

Preprocessor 
Preprocessor is the category for Preprocessor Session scripts. 

 
CaptureScript 

CaptureScript is the category for Data Capture Session scripts. 
 

Workflow 
Workflow is the category for Workflow scripts. 

 
ImageIndexer 

ImageIndeer is the category for Image Indexer scripts. 
 

Scheduled 
Scheduled is the category for Task scripts. 
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Modifying a script in FileNexus® 
As scripts are stored within FileNexus®, access to scripts must be done through the FileNexus® 
Script Wizard. There are two methods to access the FileNexus® Script Wizard to modify a script.  
 
Method 1 
The first is through FileNexus® Manager. Right-click on the FileNexus® Management icon in your 
system tray (on the FileNexus®  Server) and select FileNexus®  Script Wizard in the list. 
 

 
 
Now that the FileNexus® Script Wizard is opened. Select from the menu File and select Open 
from server.  
 
Enter your login information and click Ok. 
 

 
 
A window will appear then appear.  
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The scripts are organized by category. By selecting a category only those script within the select 
category will appear. To view/modify a script double click on the script on the right hand side.  

 
 
Once your changes are complete click save or Ctrl+S on the keyboard.  
 
NOTE: After modifying the script you must remember to stop and restart the task or document 
session, related to the script for changes to take effect. 
 
Another option to view the script is to enable the Preview check box. By enabling Preview, a 
preview pane and when a script is selected a the script text will appearing. 
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Method 2 
The second method is only available for Document Sessions and Tasks, and is found when 
modifying a Document Session or Task. Next to the script is an Edit button, and when clicked 
launches the FileNexus® Script Wizard. 

 

 
 
Enter your login information and click Ok. 
 

 
 
Opening script in the FileNexus® Script Wizard text editor.  
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Once your changes are complete click save or Ctrl+S on the keyboard.  
 
NOTE: After modifying the script you must remember to stop and restart the task or document 
session, related to the script for changes to take effect. 
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Starting, Stopping and Pausing FileNexus®  
 

Starting, Stopping, and Pausing FileNexus®  
 
At times you will need to start or stop FileNexus®.  To do this, right-click on the FileNexus® Management 
icon in your system tray and select the appropriate option. 
 
Caution: Before you close the FileNexus® Manager always stop the FileNexus® Server. 
 

 

 
Closing the FileNexus® Manager alone will not stop any FileNexus® archive or capture sessions.   
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Additional Administrative Topics 
 

Overview 
 
As a FileNexus® administrator, there are a few topics to consider ensuring the successful employment of 
FileNexus® for your archiving and document retrieval needs. 
 
Backing Up FileNexus®  
 
FileNexus® and Active Directory/LDAP authentication 
 
Event Scripts and FileNexus®  Workflow 
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Backing Up FileNexus®  
 

Overview 
 
As a FileNexus® Administrator, you must ensure that data is maintained through regular network backups, in 
the event of hardware failure or loss.   
 
What to backup 
 
1. FileNexus® SQL database(s).   
 
For example, if you have a SQL Server 2008 database called Nexus; a nightly back-up is recommended.  
 
2. FileNexus® Archive (.far) files.   
 
Current archive files (i.e. archive files that new data is still being added to) should be backed up nightly. 
Note: Your backup software must be enabled to back-up “Open” files.  
 
Older files (i.e. files that have reached their maximum size and have been closed) do not need to be backed 
up nightly if you have made a permanent backup copy to optical media such as CD or DVD.  
 

FileNexus®  and Active Directory/LDAP 
 

Overview 
 
In FileNexus®  version 5.326.xx and higher, you can use Active Directory or LDAP login authentication in 
instead of the user's FileNexus®  password to login to FileNexus®  applications. 
 
What this means to you, the FileNexus® Administrator 
 
Your users will no longer need to keep track of an additional password for FileNexus® separate from their 
Windows network login password.  If you employ Active Directory in your organization, users can log in to 
FileNexus® using the same login they use for your Windows network. If their Windows password changes, 
you avoid having to make the same changes to their FileNexus® passwords. 

 
 
 

If you require further assistance, call Loris Technologies at (416) 252-4701 ext. 230 for Technical Support. 


