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Image Printer 

This add on allows you to ‘print’ documents to FileDirector. Using our Windows driver, 

which you can select just as you would any other printer and print the document and 

then index using the image capture window, saving you the cost of prinƟng it and 

scanning it in. This is parƟcularly useful where you want a date and Ɵme stamped 

copy of a document say an email that can be used in an evidenƟal way that is a record 

of the wording at that parƟcular moment in Ɵme. 

Document Capture 

Capturing Informa on 

With support for thousand’s of scanning and digital input 

devices, and with predefined Scan Profiles, scanning has 

never been simpler. FileDirector’s MicrosoŌ® Office 

IntegraƟon takes just a click of the mouse to capture 

documents, spreadsheets and email. 

 

Paper Documents 

FileDirector has capture capabiliƟes included within the 

standard client soŌware, so there is no need to run one 

applicaƟon for capturing, and another for retrieving. Also, 

scan profiles can be created, which hold the seƫngs for the 

capture device, and can also be configured to store 

documents under specific categories. FileDirector supports 

thousands of input devices, with its support for ISIS, TWAIN 

and its folder watch facility enabling you to send documents 

from your MFP directly to FileDirector. 

If you already have a document in a folder on your system 

then you can quite simply drag and drop the file into 

FileDirector and the index capture then allows you to add 

the index informaƟon to the document prior to filing it 

away. 

Electronic Content Management made easy... 

Find your documents  
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Finding and Viewing 

Viewing Documents 

Viewing documents cannot be more straighƞorward. Just double‐click on the document record, and it will be opened. 

FileDirector supports a wide range of different file formats. You can easily page through in either book or duplicate page mode, 

with or without thumbnails, and look at any previous versions of the document, if it has been revised. With duplicate view you 

can also open and look at several documents at once. 

Retrieving Informa on 

Retrieving documents is a simple task. Type in what you are 

looking for into the index fields, and you’ll get a list of 

documents back, which you can then view. Or use the full 

text search opƟon, to find documents that contain the word 

or phrase you want to look for. 

 

Finding Documents 

You can search across a whole cabinet, or just within one 

document type for the informaƟon you are looking for. Just 

use the index fields that have been defined within the 

cabinet, and these can be set to do specific match searches, 

or wildcard and range searches.  

The documents that are found that match the criteria you 

set will be shown in a list, which can be sorted and filtered. 

On this list, just double‐click on the document you want to 

see, and it will be shown in the document display window. 

FileDirector also includes retrieving documents using just a 

web browser. 
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