A-PDF Paper Manager Lite

Process paperwork quickly and easily

User Documentation

Note: This product is distributed on a ‘try-before-you-buy’ basis. All features described in this
documentation are enabled. The unregistered version will be unable to scan files or add images
after 30 days, but you can still manage files stored before.

About A-PDF Paper Manager Lite

You may have to deal with thousands of paper files every day, like invoices, sales receipts, account notes,
tax documents and so on, do you want to streamline complex paper physically store, manage or transport?
Is there any easy but efficient way to manage these paper documents?

A-PDF Paper Manager Lite is powerful and lighting fast software to help you manage your paper
documents with ease. The intuitive program will perform complex paper processing tasks and organize the
paper files into different categories.

With using A-PDF Paper Manager Lite, you can batch scan paper forms, invoices and bills into digital images
or PDF files, you can also add relevant properties for the files, like Amount, Invoice No. and Bill Date etc.,
then you can search, group and manage your paper documents quickly in future.

Professional features include:
® Scan paper into digital images or PDF files.
® Group files with easy category feature.

® Define properties such as amount, description, company.
® Search files based on name, path, category, create time, etc.
® Optimize scanned files with multiple tools, like crop, rotate, bright up/down, etc.

® Export paper files as images, PDF format, email or print directly.
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Using A-PDF Paper Manager Lite

A-PDF Paper Manager Lite can be started either by launching the application via the desktop
short cut, or directly from Windows Explorer.

Start the program, you will see the below initial window:

=] NOTICE e

Please choose a directory to store papers!

A&ll files will be stored in directory you selected,so you have
to set it before using paper manager.
You can use the default directory or select another.

(@ Iwant to use the default directory: C:\Users\Administrator\Documents\A-PDF\PaperMar

() Iwant to select another directory

(o] (e

After choosing "Save path", click "OK" to enter into processing interface:
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Main Functionalities:

The program exhibits four main functions of A-PDF Paper Manager Lite: Scan paper, Category, Search and
Export file.

. Paper Manage
File Edit View Option Help

s + (] @ 0 | [ (B | o [0 (] o e | o | @

E: LS b @ Rename a5 sl Romame _JEr.h [[[] Delete + Deswoy -_é.n.rdw:
E Sean protncal | rame Drectory Page count Create tme Moy trme
@ TWAIN Scannes |Dm1141-2ﬁ_z 1Page 2011-01-26 16:06:51
= WA Scanrer [F] 2011-01-26 1 1Page 20130126 16:06:47
Select profile:  Manage scan profies
loefact |
) N @G - [y
| Evovepmpes | @z =4 1) || @ o | @1

Scanmer: TWAIN_32 Sample Scurce

[ Scanner dialiog viskie =
File name:

{date}_{index) -

-
Cumentnden: 3 W) Resstindex TWAIN

Linbstag Tnapos Bilh Applications

' Scan paper B =
 List 2 fles, Seloct
|
1. Scan Paper Scan profoc2
@ TWAIN Scanner
() WIA Scanner
(1). Scan settings Select profile:  Mansqe scan prafies
—
Click "Scan Paper" icon — Wl you have connected some Scanner: TWAIN_32 Sample Source
scanner with your computer, then the program will detect the Yl 5canner dizlog visible
scanner automatically and show you the left panel: e i
{date}_{index} -
Current index: 3 M%) Resetindex
™ Scan paper
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You can choose "Scan protocol" as TWAIN or WIA, then set two or more profiles for different scanners.
Define "Scanner Settings" (take TWAIN protocal as example) as below interface:

i Scan profiles e

Select ccan profile:  SonyScanner v | G IR F- 4

Scanner Settings | Image enhancement |

Select seanner: TWAIN_32 Sample Source -

Basic setting Custom DPI
¥ Duplex scan [¥) auto document feeder DPI-X: 300
| Auto border detection || Buffered transfer CPI-Y: 300

Acquire framefunit : Inch) Max paper size (read only)
Acquire left: 22,00 Acquire top: 22.00 Page width:  8.50 Inch
Acquire right: 22,00 Acguire bottom: 22.00 Page height; 11.00 Inch

[ soveandsan |[ o || cos |

Check Basic settings, define DPI and Acquire frame for the files which to be scanner (the values of "Max
paper size" are the detected maximum values of your scanner supports, so they are "read only" values).

You can also define "Image enhancement" methods to optimize scanned pages simultaneously:

Colar type
i@ Color ) Gray () Black/White
Deskew and blank page Brightness and contrast
[ Auto deskew [] Auto brightness
[ orop blank page Brightness: 0 =
f;J = KB Contrast: o j':-;

At last, click "OK" to save above Scan Profile settings or click "Save and scan" to scan paper directly.
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File name
You can also define "File Name" pattern with using {date}_findex) q
date, profile name, user, index and so on. P e {profile}
| {user}
Click "Reset index" to set Current index as "1" when = I {datetime}
needed. = Scan paper ' fdate}
- e

(2). Scan and Save

.| F Scan paper S o
Click to start scan, the scanned pages will be listed in the right list box, you can process

scanned files with below tools:

i. Rename

Input new name and then click "Rename" to modify names for the scanned files:

Rename as: 2011 Invoice | =] Rename |

ii. Edit

[+ % Edit |
Click "Edit" LA to enter into image optimizing interface:

ACCEFTE £ NS Ko Bon ™y 9 G wal o oo Qo

You can sharp image, change contrast, brightness, grayscale, (counter) clockwise rotate, flip
horizontal/vertical, rotate, crop, black/white, clear selected area, etc..

iii. Delete

If you don't want to save the scanned files, you can remove them by clicking:

| Delete | ] )
: move file to Recycle Bin;

| = Destroy| .
— 1. delete file permanently.

Released: January 2011 Page 5 of 14
Copyright © 2011 A-PDF.com - all rights reserved



A-PDF Paper Manager Lite

Process paperwork quickly and easily

User Documentation

iv. Archive S Archive
The scanned files will be stored -'I;E. Select directory,select document category and edit properties.
automatically in "Scan cache". You can click |75 et

i % Arichive | o Document category: | Invoice ij
"Archive" button "=—=———" save the n
. . e . - nveice
files to related folder and define category ) Tnvaic Not gy Statements
. . Ch
properties instantly (New category types S
. . . . . [y i : ; :
define instructions will be stated in the i (i e IO
. . .. 1/ 1/2011 Warran OCUMEn
Main Functionalities part 2—Category): Lo
(¥} Company:
Description:
Amount: 2%

(3). Merge or Split
If there are two or more scanned pages belong to a same file, like Invoice couple pages or Book chapters.

After moving files to common folders (except "Scan cache" and "Recycle" folders), you can integral two or

more pages as a single file by clicking |con|@—l, or drag out the images directly from merged file:
|| -@ ; :- Rename as: F‘;ooi:'l;new .:I_ Rename ﬁ'{ Edit Delete _ Destroy oy Cut @ Copy [

Paper name Directory Page count Create time Modify time

_L\I Scan58422 Rootinew 1 Pag; 2011-01-74 14:56:49

| | Scan43477 Rootinew 1Page 2011-01-24 14:56:43

Drag pages directly to the panel.
~

I = TR o P _—

| [} Maintsin pages L ey | &

Invoice 201 WUDC2813, ariginsl
Date af ransackorn: 2079-10-27 7004
Dzt af inveios; 2010-10-27.07:00:51

Selier Recelver
Mama: frpl Sp, z0.0, Mame: Alice Li
Acdrass Baladyny 26 Address, JlanZnonglu 28
TP Pastal Code: 61-523 ZIP:Parial Code: 510680
| City: Gelyria, FOLAND City: G2t
I Caumiry: Poland EsataProvnce/Aagion: SuangDorg -
a4 e | b
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= T bl

- e t u ﬁ
s o Rons) Path: Root|Tnvoice
- :—-I::j;:lj Creale B 0310104 152038 B
Ml Feryesic) Moy e Soan TS
Cotegery:  lnvoce - ke
e
1) Dnwoue Date: 2--"073:
Paperigr com
Doicrpton:
- | Lot i Sl St
(1). Define folders
Te Add = Rename 3% Delete
Click "Folder" button or the icon “— to manage [¥] Indude subdirectaory

filesin the below folder tree: o
4 - Root{ 5)

f; Scan cache{ 2)
- i1 Recyde(4)

You can add directories or sub-directories to store different types
of files, such as Invoice folder, Check folder, Tax Folder and so on.

(2). Set properties for pages

Click icon "Properties" to define category and properties for the pages.
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You can choose Category as default Invoice, Bills and Statements, Cheque, etc., or create new
category to meet your needs in "Category Edit" interface which will show you in the next part—
Add or Modify Category and Properties.

After choosing Category, you can define detail properties for the pages, the icon "*" refers to the
items you need to define before saving. Take Invoice Category as example, you have to input
Invoice No., Invoice Date and Company, but the last two items without "*" added are the optional
items you can set or not (You can define the items required or not in the next part too).

H Sanve Hs-uvaa'ldrm

Path: Root\Invoice

Create time: 2011-01-20 17:33:26

Modify time:
Category: Invoice -

(%) Invoice Mo:

2010//DC ==

%) Invoice Date;

10/27/2009 B~
{¥) Company:

EEEE

Description:

Amournt:

At last click the "Save" button H to store all your settings. You can also click "Save and Next" to
edit properties for the next file.

(3). Add or Modify Category and Properties

If you want to change default Category properties for add more categories or o |
properties, just click "Category" icon to enter into the below Category Manage /7, Category |
interface: '
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E] Document category |@ Properties

H $ Add category ﬁ Copy category i Rename category (38 Delete category

.

d e ” % Add properties @- Up @' Down  ==m Delete properties

ng%uoemments Property Data type Default value Required Read anly

:;‘?adr:'?:ltilggsuments | Invoice Mo Text Trug False |
Inwvoice Date Date 2011-01-10 True False
Company Text True False
Description Text False False
Amount Float False Falze

The program provides six default categories. You can add, copy, rename or delete them.

You can also add or delete properties from default list, or create new properties in below panel:

E] Document category @ Properties

H % Add property Copy property (38 Delete property

Invoice Mo

Invoice Date
Company
Description
Armournt
;i?_lrm Data type:  Integer -
Bank
Cheque Number PR i

Chenie it Default value: 0110101
Claim Date
Warranty Date [7] Required [T read only
Receipt No

MName:  Invaice No [ Rename

Description:

Define Name, Data type, Default value or Description. There are six kinds of "Data type": Text, Integer, Float,
Yes/No, Date and Time. And checkable options "Required" means this property should be defined while
setting some page as related category, "Read only" means the property can't be modified.
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3. Search File

If there are multiple scanned files or images that you can't find out what you need in a hurry, the
time-saver A-PDF Paper Manager Lite will also help you manage all these files with the powerful

search functionality.

Ll Paper Manager e — = — — = — ey )
Eie fdt  Yerw  Qpaion  Help
wlﬂdﬂp L Fs.z:p-peu E—awl j"‘“"‘" 1 _E [Aj Categary mcmm |Hl-1ml @
r- i Remest Imocrronites - es ] peete 0 estoy ot (e
[ mx:mmmm-mm Lk e e o S M *.E_r’
.- cuerend deeciony. = —_——
,_: Path: oot - sty
o indude mbdenitory = B DRV L g
g et -rw‘:?v“:'b““ 5’;‘;‘;‘" :
' Create e * -
T - . I_-l . i E
g oo (P ira i) i Scanfad T2 ’
s empler e
[ — - T —
5 § Page
s seansazs T B T
Ervenice Diate "
1 L7 - sy tm B ):
Comgany: % ."'J'.
FagerMgr cam tPage
Dwesrorbeors Scana4TT
A x
0 ® L
2 | l—:i!ﬁn.s;lnlltr\w!'ﬁ-u;lﬂﬂ
j_) Search [
Click Search icon to Search papers
. ‘fou can find all the Papers you want in
define search terms. current directory,
Category:  Invoice -
Path: Root\Invoice - 2
You can limit on Path, Name, Create []include subdirectary Inyoice No: 2
time, Category to faster your search Input FeYour text® to do & fuzzy query
process Mame: Yoscan Yo Invoice Date:
[@] creats tima -1; 12010 [Ev to  1z3y2010 Hv
. P 7 Company: =
For example, you want to find out all sequsitane || 1 /2000 L L —
i . ) ==y . PaperMgr.com
invoice papers from Paper Mgr.com Fishind |l iR G B / e
between 1/1/2010 and 12/31/2010, s 7
. . . . a’ ory: Nyoice
you can define search limitations as i i Amourtt I
H H H n ] Invoice
right side, then click "Search", the g i ) -
i i i Cheque 7
search results will be listed in the 252 o I ) Search

right list.

Medical Claims
Warranty Documents
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4. Export

Besides saving scanned files in your defined Save Folder, you can also
export for other purposes.

Click "Export" icon to save scanned pages with your wanted format.

T @

Export
Export as PDF

images

Send mail

Print

(1)' Image @ Mowe up @ Mave downli . B
J| Select image type and save path, then save papers as images.
Choose image format as ®_E
JPEG, PNG, BMP or TIFF sami T Emage type; @ BMP 7 IPEG CIPNG
(multi-page supported): 15 | ©@TFF [Mitipage
5 th:  E:\Useful Do =T \
PE—— | ave pa SE oCUmen mages E
100%

Progress:

| 11-01-23 17:11:19 Save paper "Scan34335° as image success.
11-01-23 17:11:19 Load paper "Scan21545" success,
11-01-23 17:11: 20 Save paper "Scan21545" as image success,

Scan43477 11-01-23 17:11: 21 Load paper "Scan15861" success.

11-01-23 17:11:22 Save paper "5can153617 as image success.

(). PDF
Save % PDF format a nd @ — e 5"3"'-'”. Set saved PDF file name, set title subject,author and k rds.
define properties (Title, B e
Subject, Author and ‘

Keywords)- T .":F = Save as: E:\Useful Documents\POFs'0.pdf B

L4 Title: 1j1/2011
Subject: Tnvaice
Author: PaperMar
Keywords: |
[ OK ] l Cancel l
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(3). Send Email

Check one page or multiple pages to send out via Email directly.

Option |

You can click Options button E —' to define Recipients, Subject and Mail body in "Email

Settings" interface:

[l Basic path { | Email settings :

| : I it

Recipients:
Subject:

Mail body:

' We send email with outiook, so make sure you have installed outiook.

(4). Print

Print the images out directly with connected printer.

Common Organization options:

1. Manage images

Click "Add Images" button to move existing/scanned images
into the save path for managing together.

You can add images separately, add all images from a folder
directly, or import PDF pages as images:

ré;“ Add images i' E Scan papers
A

dd images
Add images from directory
Add inages from POF file
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2. Preview

Click "Preview" button to view details of pages:

3. Sort files

Mame {Ascending)

You can sore files by different serial arrangements: Name,

. . . Category (Ascending)
Category, Create time or Modify time.

Create time (Ascending)
Muodify time (Ascending)

Mame (Descending)

v Category (Descending)
Create time (Descending)
Muodify time (Descending)

4. View style @y [} Elegeary
L

View files in the List or Thumbnail way:
v Thumbnail

5. Path Modify

You might remember that you set "Save Path" at the beginning of using A-PDF Paper Manager Lite, if you

Option
want to change into some other folder, you can click "Options" button |Q—| to modify "Storage
path":
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Cptions

X

i Basic path L;stethngs'

Storage path: E:'Useful DocumentsImages),

-

{¥] Open monitoring -

[¥] Delete file when adding it into storage space

Select path: 'E:\Useful Documents\Images

=

o (e ]

You can also monitor some folder to move written in files automatically into the storage path.

At Last

With A-PDF Paper Manager Lite, you can batch scan invoices, checks, bills and other
papers, add relevant contextual information for the documents, distribute them in
multiple ways including archive, email and print.

Start to manage, search and share all your paper information now!

For more information: http://www.a-pdf.com
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