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1 SPLOSNO
V teh navodilih je na kratko opisan postopek za zajem dokumentov v poslovno informacijski sistem MS
Dynamics NAV (kratko: NAV).

Funkcionalnost je namenjena sluzbam, ki skrbijo za digitalizacijo prejetih dokumentov.

2 DOSTOP V NAV

Za zajem likvidature skrbijo usluzbenke oz. usluzbenci v VIoZiS¢u, ki je v organizacijski enoti imenovani
Tehnicni servisi.

Funkcionalnost za opti¢ni zajem dokumentov se v NAV nahaja v meniju preko modula Vodenje financ >
Likvidatura > Vnos
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Nahajanje funkcionalnosti v NAV

3 LIKVIDATURA

V pogledu za vnos likvidature v spodnjem delu okna najdemo gumb Likvidatura na katerem sta dve moznosti:

1. Pripravi barkode / pri tej moZnosti se nam odpre moznost pri kateri izbiramo katero Steviléno serijo
bomo tiskali in Stevilo strani, ki jih Zelimo nastisniti (najve¢ 10 naenkrat). V primeru, da izberemo
Stevilcno serijo za dokumente, bo ¢rka pred Stevilko »D«, v primeru, da bomo prirpavili barkode za
ovojnice pa bo ¢rka pred Stevilko »E«. Barkode tiskamo na ustrezno samolepilno predlogo. Za vsako
likvidaturo porabimo eno nalepko.

2. Uvozi skenirane dokumente / pri tej moznosti se nam odpre okno, kjer je nas datotecCni sistem.
PoiS¢emo, kje so skenirani dokumenti, shranjeni v .pdf. Ko oznacimo datoteko v kateri so shranjeni
pdf dokumenti, potrdimo okno in sistemo bo uvozil datoteke v NAV in pripravil nove Stevilke
likvidatur. ObiCajno se bodo vnosi z dokumneti povsem na koncu seznama likvidature. Do
dokumentov lahko dostopamo tako, da v rubriki Skenirani dokumenti pritisnemo gumb Odpri
dokument.
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4  OPTICNI ZAJEM

PriporoGamo, da prvi zajem opravite s sodelavcem iz Sluzbe za poslovno informatiko.

Pri opticnem zajemu smo vezani na tiskalnik Fujitsu (fi-6230Z), ki se nahaja v VIoZiSCu 0z. na program
ScandAll PRO. Preden nameS¢amo program je priporocljivo, da imamo aktivno povezavo s tiskalnikom (SX

Virtual Link), odpiranje drugih programov pa v primeru optiénega zajema tujih raunov, ni potrebno.

Program ScandAll PRO si namestimo na racunalnik. Datoteka (SAOV218) se nahaja na povezavi \\u-
fps.ijs.si\SPI$\Fujitsu - Skener fi-6230Z - Vlozisce. ZaZzenemo SAOV218.exe aplikacijsko datoteko in preko
¢arovnika namestimo program. Ob zagonu je potrebno preveriti oz. nastaviti nekaj nastavitev, ki so prikazane
v slikah v nadaljevanju (datoteke lahko shranjujete na poljubno mesto).

PriporoGamo nastavitve optiénega zajema po zgledu slik v nadlajevanju:

Scan Settings X

[ Save ta file
Folder Name : | D:\scantest l Browse...
File Name scan2 l
[[] Use the Name Rule Mame Rule
File Format : PDF File (*.pdf) A PQF Opgion... ;
Colo Format . Use Detail Scanner Settings i v
Compression:  Follow software-determined comprassion o JPEG Ouiality
Document
(®) Save all pages to single file(Q)
(O Divide a document into files, each consists of 1=

File Overwrite Waming
(®) Display confirmation dialog on file ovenwsite
(O Do not display confimation dialog on file overwite

MNumber of pages to scan
(® Scan al
(O Scan the specified number of pages 1

Enable continuous scanning(H)

Perform ADF virtual duplex scanning

[ Display scanned mages immediately after scanning
[[] Dpen TWAIN didlog before each batch scan processiZ)

Scannes Se.ﬂ'ng..l Scan Cancel | vHelp

Nastavitve opticnega zajema
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tings

[ Save ta file
Folder Name : | D:\scantest Browse... 1
File Name: [scanz
[[] Use the Name Rule NameRule... |
FleFomat:  PDFFile(pd) | PoF option... |
Colot Format; | Use Detail Scanner Settings v|
c ion: | Follow softy d comp for /| JPEG Cuaiy... |
Document
(@) Save all pages to single file(Q)
(O Divide 2 document into files, each consists of =
File Overwrite Warning

(®) Display confimation dialog on file overwite
(O Do not display confimation dialog on file overwrite

Number of pages to scan
@ Scanal
(O Sean the specified rumber of pages
[4] Enable contiruous scanning(H)

Perform ADF virtual duplex scanning

[ Display scanned mages immediately after scanning
[[] Open TWAIN dialog before each batch scan processiZ)

3Scan;-;55;t'n§.: I S;:on 0K Cmce{ ! He{p*

* TWAIN Driy
100 20 |mage Scanner. f62302dj Browse...
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200 —]
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E Image Mode: Brightness:

&

|’ H Grayscale
sck/White
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Scanning Areal mm ]

Left: 0
Width:  [210

Top:
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[ I?

Length: {297

Preview I

Contrast:
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Advance... I

o

Reset I

Hep | abow. | f

TWAIN driver. Press [F1] key to show help.

8.7MB

Data Size about:

" Nastavitve opti¢nega zajema

Rotation Job/Cache |Generic| Startup | Fier | Compression |

Caching
Cache Mode: [T - |
Memory Size: I ijB
ADF Option o G I S
BatchDe INona ;Ig
Mulifeed Detection: INone LI
Pre-Pick: |Enable ]
™ Check ( g
W Paper Protection
Blank Page Skip
[V Blank Page Skip
Sensitivity:
SIS
Low High

0K

Help l

Y

n Settings

[ Save ta file

¥

100

Folder Name : iD:\scantest

o

[} Browse.. 7]

File Name |scan2

[[] Use the Name Rule

File Format : PDF File (*.pdf)

Nare Aule. |
PDF Option... |

8

Colot Format:  Use Detail Scanner Sdﬁ\gs

Xl

C ion:  Fallow software-determined
Document

(@ Save al pages to single file(Q)
(O Divide a document into files, each consists of

File Overwrite Waming
(® Display confimation dialog on file overwsite
(O Do not display confimation dialog on file ovenwrite

MNumbes of pages to scan
® Scanal
() Scan the specified numbes of pages
[ Enable continuous scanning(H)

Perfarm ADF vitual duplex scanning

Display scanned images immediately after scanning

[[] Open TWAIN dialog before each batch scan process(Z)

Scarnet Settng... | Scan |

fou || JPEG Qually.. |

8
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Preview
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Nastavitve opticnega zajema
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Ustvarimo profil preko katerega bomo zajemali dokumente:

Batch Scan Settings X

Profile -
Profile Type | Add.

, [ Com |
Archived documents Template FEERIDS S
Barcode-based job separation Template j Edi..
Batch scanning for monochrome documents  Template ; D elel
File naming using Zone OCR Template l i
Output color-monochrome simuktaneously Template
Patchcode-based job separation Template
Scan color documents at one tme Template
Searchable PDF Template 55 A.Upr

Down

Date updated: 20. 03. 2013 13:13:34

Nastavitve profila
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Profile Editor X

| Generdl Scan | Fiefomat and Name scheme  Document separation Fter  Liking

| Scomer:  [ATTIEIETAR Select Scanner.

Parametes
Pl Ty Use Detai Scaner Setngs B
Paper Use Deta Scarner Setings g
ScanType: | Use Detal ScamerSetngs 9
Reschton: [Use Detal Scammer Setig: v

etal Scamner Setings.

e (Depend on Hardware)
(Depend on Hardware)

e« Il s 4 9 x B 390

Nastavitve profila
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Profile Editor X

General Scan @ Fiefomat and Name scheme  Document separation  Fiter  Linking

Parameters
[CJ Output color and monochrome simultaneously
[[] Sort color and monochrome automatically

gl = ==
File Name - |SEPARATOR j
[ Use the Name Rue
- Name Rue
File Format : [ PDF File (" pdf) -
R0 Opion. |
IPEG sk
[[] Use a batch folder
File Overwrte Waming

(® Display confimation dialog on file overwrite
(O Do not display confimation dialog on file ovenwrite

Nastavitve profila
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Profile Editor X

General Scan  Fleformat and Name scheme Document separation Fiter  Linking

[[] Separate per

4
|

| pages
[ Use job separator (patch code)
Remove job separator

Remove next page of job separator {For Duplex Only)

[ Use job separator barcode)
[C] Remove job separator
[C] Remove next page of job separator

Use job separator (special paper)  (Depend on Hardware)

Remove job separator

Stop scanning

:
i
:
:

Nastavitve profila
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Barcode Properties X |
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‘ode types to be detected |
i 1
(® One-dmensional barcode | ] Separate per
IUPC 7 EAN /JAN I
pages
[ coDE3s
[/ CODE128 / EANT28 I
] Codabasth7) | [] Use job separator fpatch code)
ITF |
Two-dmensional code I L S v Onk)
- ey |
POF417 |
) | [ Use job separator barcode)
| [l Remove job separator
|
> ; | [[] Remove next page of job separator
cel H |
< o ][ con ek Seu..
|

sper)  (Depend on Hardware)

oK Cancel Apply Help

Nastavitve profila

Kot je nakazano v konkretnem primeru, moramo v svojem datoteCnem sistemu na disku D ustvariti datoteko
z imenom scantest

Ko so nastavitve urejene, lahko preko bliznjice oz. profila izvedemo zajem dokumentov. Ob zajemu je mozno
urejati od¢itan dokument.

Dokument ali ve€ njih se shrani na prednastavljeno datotec¢no mesto (D:\scantest) na racunalniku.

Ko v NAV uvozimo datoteke, se datoteke samodejno izbriSejo iz vasega lokalnega raCunalnika in so dostopne
le Se preko NAV.

Likvidaturi dopolnimo vsebino in jo potrdimo.
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