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)ÎÔÒÏÄÕÃÔÉÏÎ ÔÏ )ÍÁÇÅ1ÕÅÓÔ 

Welcome to ImageQuest!  
 
The ImageQuest product line is a complete enterprise content management system consisting of document/file 

management, forms processing and workflow components.  ImageQuest is designed to facilitate access to and 

the distribution of document-oriented information within your organization.  By putting documents at your 

fingertips and leveraging the related data, ImageQuest will improve efficiency while helping you deliver better 

service. 

Informa Software has a strong commitment to customer service and product quality.  If you have questions, 

please contact an Informa Client Services Representative immediately.  Thank you for using ImageQuest and 

please share your ideas on how we can make ImageQuest better for everyone. 

Please contact us below for technical support and/or troubleshooting: 

Toll Free:  (877) 475-7778 
Outside US:  (407) 215-1291 
Email:  support@informasoftware.com 
Website:  http://www.informasoftware.com 
 

 

 

 

 

 

 

 

 

 

mailto:support@informasoftware.com
http://www.informasoftware.com/
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3ÃÁÎÎÉÎÇ ×ÉÔÈ )ÍÁÇÅ1ÕÅÓÔ ɉ/80ÄɊ  

 
ImageQuest integrates with many different models of Hewlett Packard MFP devices by publishing a button on 

the front panel of the device which allows users to easily scan documents into ImageQuest.  These documents 

are sent ƛƴǘƻ ŀ ǳǎŜǊΩǎ LƴŘŜȄƛƴƎ vǳŜǳŜ ǿƘŜǊŜ ǘƘŜȅ ŀǊŜ ǘƘŜƴ Ƴŀƴǳŀƭƭȅ ƛƴŘŜȄŜŘ ŀƴŘ ǎŀǾŜŘΦ  See the ImageQuest 

!ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ DǳƛŘŜ for a complete list of supported devices and for instructions on how to configure this 

feature. 

To scan with ImageQuest (OXPd), select the IQmfp button on the front panel of the device: 

 
 

 
The next screen will allow you to select an ImageQuest user who will need to manually index this document.    
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Select another user by touching the box where you see the name: 

 

 

 
CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ άŀōŀƪŜǊέ ƛǎ ƴƻǘ ǘƘŜ ǳǎŜǊ ȅƻǳ ǿŀƴǘΣ ǘƻǳŎƘ ŀƴƻǘƘŜǊ ƴŀƳŜ ǘƻ ǎŜƭŜŎǘ ŀ ŘƛŦŦŜǊŜƴǘ ǳǎŜǊΥ 
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The screen should then change to reflect the new username: 

 

 
¸ƻǳ Ŏŀƴ ŀƭǎƻ ǎŜƭŜŎǘ ǾŀǊƛƻǳǎ ƻǇǘƛƻƴǎ ƛƴ ǘƘŜ άaƻǊŜ hǇǘƛƻƴǎέ ǎŜŎǘƛƻƴ ǇǊƛƻǊ ǘƻ ǎŎŀƴƴƛƴƎΦ  The default options are 

shown here: 

 

 
bƻǘƛŎŜ ǘƘŀǘ ǘƘŜ άWƻō .ǳƛƭŘέ ƻǇǘƛƻƴ ƛǎ ƻƴ ōȅ ŘŜŦŀǳƭǘΦ  This feature allows you to scan multiple batches and 

combine them into one batch.   
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After pressing ά{ǘŀǊǘ {Ŏŀƴέ, the following screen will appear:  

 

 
Once the scan is complete, the screen will prompt you for further actions: 

 

 
You can press άFinishέ to send the batch to IQ or άScanέ to scan more pages. 
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)1ÄÅÓËÔÏÐ 

 
IQdesktopτinstalled as a Windows applicationτis the primary ImageQuest component used to store and 

retrieve documents.  IQdesktop provides all of the features necessary for document indexing and retrieval, 

including advanced features such as document routing, document revision, complete document history review, 

adding and viewing of notes, and the ability to export documents to folders.   

In addition to basic searching, Full-Text Search is available in IQdesktop.  Most common Windows file types such 

as .txt, .doc, .pdf, and .xls documents are compatible with Full-Text search after they have been indexed.   

Launching IQdesktop  
 
Once the user has scanned documents into ImageQuest, the user may launch IQdesktop as shown below.  Go to 

Start > All Programs > Informa Software > ImageQuest and click IQdesktop. 

 

 
Note:  If an IQ user has Single Sign-On enabled and is logged into the PC, they will be automatically logged into 

IQdesktop.  Otherwise, they will need to provide a username and password in order to access ImageQuest.   
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The screenshot below shows the default view of the Home ribbon, which contains access to LvŘŜǎƪǘƻǇΩǎ major 

features ƛƴ ǘƘŜ ά{ŜŀǊŎƘέΣ ά²ƻǊƪ CƭƻǿέΣ άbŜǿ 5ƻŎǳƳŜƴǘέ ŀƴŘ ά±ƛŜǿέ Ǌƛōōƻƴ ƎǊƻǳǇǎΦ  
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Indexing Queue  
 
Indexing Queue is the ǳǎŜǊΩǎ ǘƻƻƭ ǘƻ ŎƭŀǎǎƛŦȅ ŀƴŘ ƛƴŘŜȄ ŘƻŎǳƳŜƴǘǎ ǿƛǘƘƛƴ a scanned batch and export the images 

and their index values to the Cabinet; it also allows users to reassign document batches to other users or roles.   

To view the Document Indexing screen, ƛƴ ǘƘŜ άIƻƳŜέ ǘŀōΣ locate ǘƘŜ άWorkflowέ ribbon group and click 

άLƴŘŜȄƛƴƎ vǳŜǳŜέ button as highlighted below.  

  
NoteΥ  ¢ƘŜ ά!ŘŘ 5ƻŎǳƳŜƴǘέ ǇŜǊƳƛǎǎƛon is required to allow users to add a document for indexing.  See the 

ImageQuest !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ DǳƛŘŜ:  Manage Users and Roles for more information on this feature. 

The Indexing Queue shows all available document batches for the user logged into IQdesktop as illustrated 

below.  Document batches may be indexed, deleted or reassigned to another user or role.   
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Note:  Batches may be previewed by opening the Preview Pane using the button shown below. 
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The Index feature allows users to save documents in ImageQuest and establish their attributes so that they can 

be efficiently searched for within ImageQuest.  To index a batch, highlight the batch and click the Index button 

from the ά.ŀǘŎƘέ ribbon group, double-click the batch, or right-click the batch and select Index.   

To reassign a batch to another user or role, highlight the batch and click the Reassign button from the άBatchέ 

ribbon group, or right-click the batch and select Reassign.  To reassign all batches, press Ctrl+A to select all and 

then select Reassign.  The Ctrl key can also be used to select multiple batches. 
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Lƴ ǘƘŜ ά.ŀǘŎƘ wŜŀǎǎƛƎƴƳŜƴǘέ ǿƛƴŘƻǿ below, use the drop-down menu to select the User or Role to reassign the 

selected ōŀǘŎƘ ǘƻ ŀǎ ŘŜƳƻƴǎǘǊŀǘŜŘ ŀƴŘ ŎƭƛŎƪ άhYέΦ  Alternatively, the reassignment button may be used under 

ǘƘŜ ά.ŀǘŎƘέ Ǌƛōōƻƴ ƎǊƻǳǇΦ  

 

By reassigning the batch to a role, every member in that role has access to the document batch in their Indexing 

Queue.  By reassigning to a user, only that specific user has access to the document batch.  Once a user opens a 

batch, it will be locked for exclusive use for thirty minutes.  If the indexing process takes longer than this, the 

lock will be expired and the batch will once again become available for indexing to other users in that role.  Once 

a batch is indexed by a user, it is no longer available for indexing by any user.   
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To delete a batch from the Indexing Queue, right-click on the highlighted batch and select Delete, or highlight 

the applicable batch(es) and select Delete from the Batch ribbon group as illustrated below.  The user will be 

prompted with a confirmation window. 

 

Note:  The ά5ŜƭŜǘŜ .ŀǘŎƘέ permission is required to delete a batch from the Indexing Queue. 
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Indexing and Committing Batches 
 
5ƻŎǳƳŜƴǘ ōŀǘŎƘŜǎ ŀǊŜ άǘƛƳŜ-ǎǘŀƳǇŜŘέ ǿƛǘƘ ǘƘŜ ǎǇŜŎƛŦƛŎ ǘƛƳŜ ǘƘŜȅ ǿŜǊŜ ǎŎŀƴƴŜŘΦ   

To index one of the batches, highlight the batch and select Index ŦǊƻƳ ǘƘŜ ά.ŀǘŎƘέ Ǌƛōōƻƴ ƎǊƻǳǇΣ ŘƻǳōƭŜ-click 

the batch, or right-click the batch and select Index. 

 

Note:  Multiple batch selection is NOT available when indexing; only one batch can be indexed at a time.         
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The Indexer screen allows a user to view the individual pages of the batch and designate pages as the beginning 

of documents for indexing.  See below ǘƻ ƭƻŎŀǘŜ ǘƘŜ άPagesέ and the άDocument Windowέ to άZoomέ, άRotateέ, 

άtǊƛƴǘέ or άSmoothέ the document image.  

 

¢ƘŜ άPagesέ pane allows the user to click each page number to view each scanned page.  

The άSmooth Imageέ button is on by default for better image quality, but may be disabled in order to increase 

performance. 

To make the image larger or smaller in the document window, click and select a size from the άZoomέ drop 

down menu as displayed on the following page. 
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¢ƘŜ άPanέ ŦŜŀǘǳǊŜΣ ŀǎ ǎƘƻǿƴ ōŜƭƻǿ, gives the user the ability to navigate an image when the zoom function is 

used and only part of the image can be viewed. When enabled from the ribbon, the user can use the cursor to 

move across the document to find the information they are looking for. 
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Click the Rotate 90¹ button to rotate the image as displayed on the following page.  This rotation will persist 

when the page is saved in ImageQuest. 

 

 

 
Note:  If Full-Text OCR is enabled, it is possible for a manually rotated page to be orientated so that the text is 

readable by the OCR engine.    
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The ά{ŜƭŜŎǘέ feature is a tool of the IQ Smart Indexer process and will be explained later in this document. 

To close the window and return to the Indexing Queue, click  ƻǊ ǇǊŜǎǎ ǘƘŜ ά/ŀƴŎŜƭέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ 

the attribute window. To close the Indexing tab altogether, click on the right of its tab as shown on the following 

page.  Any changes made to the current batch will be lost once the Indexer is closed. 

 

To begin indexing the documents in the batch, designate the first page of the first document by selecting it using 

the <SPACEBAR>.  The  icon will appear to the left of the page number indicating that the page is the 

beginning of the document. The user may also designate the first page by right-clicking on the document page 

and selecting Beginning of Document, as shown below. 
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In the ά5ƻŎǳƳŜƴǘ ¢ȅǇŜέ drop-down menu, select the document type to designate the first page of the 

document.  For example, in the screenshot below, the first page of the document is an Invoice. 

Note:  If there are no document choices in the ά5ƻŎǳƳŜƴǘ ¢ȅǇŜέΣ see the section for άaŀƴŀƎƛƴƎ 5ocument 

¢ȅǇŜǎέ ƻǊ ŎƻƴǘŀŎǘ ȅƻǳǊ {ystem Administrator. 

 

 

When a document type is selected, the indexing fields for that document type become accessible as shown on 

the next page.  The user may <TAB> through the index fields that appear for the document type; these fields are 

ŎŀƭƭŜŘ ά!ǘǘǊƛōǳǘŜǎέ ŀƴŘ ōŜŎƻƳŜ ǘƘŜ ƛƴŘŜȄ ǾŀƭǳŜǎ ǘƘŀǘ are used when searching for a document within 

ImageQuest.   
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άRoute Toέ ƛǎ ŀ ǎȅǎǘŜƳ attribute available for every Document Type that allows the user the option to select a 

User or Role to route the document to.  In the screenshot ƻƴ ǘƘŜ ƴŜȄǘ ǇŀƎŜΣ άtjones (Userύέ ƛǎ ǎŜƭŜŎǘŜŘ ŦǊƻƳ ǘƘŜ 

άwƻǳǘŜ ¢ƻέ ƭƛǎǘ ŦƻǊ ǘƘŜ ƘƛƎƘƭƛƎƘǘŜŘ LƴǾƻƛŎŜΦ  If this batch were committed now, a four page Invoice would be 

routed to tjonesΩǎ άWork QueueέΦ     
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Optionally, an email notificaǘƛƻƴ Ŏŀƴ ōŜ ǎŜƴǘ ǘƻ ǘƘŜ άwƻǳǘŜ ¢ƻέ ǳǎŜr or users (if routed to a Role) to let them 

ƪƴƻǿ ŀ ŘƻŎǳƳŜƴǘ Ƙŀǎ ōŜŜƴ ǊƻǳǘŜŘ ǘƻ ǘƘŜƳΦ  {ŜŜ ǘƘŜ ά9Ƴŀƛƭ wƻǳǘƛƴƎ /ƻƴŦƛƎǳǊŀǘƛƻƴέ ǎŜŎǘƛƻƴ ƛƴ ǘƘŜ ImageQuest 

!ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ DǳƛŘŜ ŦƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴΦ 
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άDocumentGroupέ is also a system attribute, but will only be available to users that are assigned to at least one 

Document Group in IQadministrator.  Document Groups allow users to organize documents and further restrict 

access to Users or Roles in addition to the permissions set at the Document Type level.  Once a Document Group 

is created and Users or Roles are added, only Users or Roles in that group can assign documents to the group or 

search and view documents assigned to the group.  {ŜŜ άaŀƴŀƎŜ 5ƻŎǳƳŜƴǘ DǊƻǳǇǎέ ƛƴ ǘƘŜ ImageQuest 

!ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ DǳƛŘŜ ŦƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ƳŀƴŀƎƛƴƎ 5ƻŎǳƳŜƴǘ DǊƻǳǇǎΦ 

In the example below, the indexing user is a member oŦ ǘƘǊŜŜ 5ƻŎǳƳŜƴǘ DǊƻǳǇǎΣ ά!ǘƭŀƴǘŀέΣ άhǊƭŀƴŘƻέ ŀƴŘ 
άtƘƻŜƴƛȄέ. Each group represents a regional location and the Sales Managers for each location are assigned to 
their respective Document Group.  The first invoice is for Orlando and needǎ ǘƻ ōŜ ŀǎǎƛƎƴŜŘ ǘƻ ǘƘŜ άhǊƭŀƴŘƻέ 
group.  To do this, the indexing ǳǎŜǊ ǎƛƳǇƭȅ ǎŜƭŜŎǘǎ άhǊƭŀƴŘƻέ ŦǊƻƳ ǘƘŜ 5ƻŎǳƳŜƴǘDǊƻǳǇ ƭƛǎǘ ŘǳǊƛƴƎ ǘƘŜ ƛƴŘŜȄƛƴƎ 
process.  Once the document is committed, only the Sales Managers tƘŀǘ ŀǊŜ ŀǎǎƛƎƴŜŘ ǘƻ ǘƘŜ άhǊƭŀƴŘƻέ ƎǊƻǳǇ 
will be able to search and view this Invoice. 
 

 

As additional documents are indexed, separate DocumentGroup assignments can be made as needed.  If a 

particular document does not need to be assigned to a Document Group, the user does not make a selection 

and the default assignment is (None).  If a document is not assigned to a DocumentGroup, any user or role that 

Ƙŀǎ ǇŜǊƳƛǎǎƛƻƴ ǘƻ ǘƘŜ 5ƻŎǳƳŜƴǘ ¢ȅǇŜ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǎŜŀǊŎƘ ŀƴŘ ǾƛŜǿ ǘƘŜ ŘƻŎǳƳŜƴǘ ƻƴŎŜ ƛǘΩǎ ŎƻƳƳƛǘǘŜŘΦ 

If a list attribute is being assigned and a new item must be added to the listτe.g., a new Company must be 

addedτthen the new item may be ŀŘŘŜŘ ŘǳǊƛƴƎ ƛƴŘŜȄƛƴƎ ƛŦ ǘƘŜ ǳǎŜǊ Ƙŀǎ ǘƘŜ ά!ŘŘ [ƛǎǘ LǘŜƳǎέ ǇŜǊƳƛǎǎƛƻƴΦ 






























































































































































































