Link/Inject Pictures, Floor Plans, PDF Images, etc.
and
Scan Documents

Link vs. Inject explained: RIS recommends using the inject function rather than

the link function. The inject function will take the selected document, copy it to
the RIS Riscoc folder and create an internal link (shortcut) on the letters list. The
link function will not make a copy of the document and only create a link
(shortcut) on the letters list to that document. If you move or delete or rename
that document, the link (shortcut) is broken. [You can disable the link function in
Utilities->Utilities->More Utilities->Scanning Button.]

Link/Inject to Letters Program (Tenant, Apartment, Property, Company, Vendors)|

Select the letters program where you are linking/injecting the file (Tenant
Letters, Apartment Letters, Property Letters, Company Letters or Vendor
Letters).
Click on the Scan/Link/Inject a File button. (The default filter is Tenant
letter. Keep the default selection unless you are adding the document to
the Legal Category of ChargeBack Category).

The following window will appear.

ScanlinkWnject a File

" Inject a Documentto RISDOC 7 Scan a Document to RISDOC

Descriptinn:|

Choose to link or inject the file.

Type a description of the document you are about to link or inject and click
the Continue button.

A standard Windows® browse window will open. Locate the file on your
computer and click the Okay button.

The link/inject is now complete. Double Click on the description and the
file will open.

If you want to delete the link, click once on the link description, then click
on Remove Description. You will be asked to confirm you want to delete
the letter. Click on Yes. NOTE: Deleting the link description does not
delete the actual document. It only deletes the link.

Scan to Letters Program (Tenant, Apartment, Property, Company, Vendors)

Select the letters program where you are linking/injecting the file (Tenant
Letters, Apartment Letters, Property Letters, Company Letters or Vendor
Letters).

Click on the Scan/Link/Inject a File button. (The default filter is Tenant
letter. Keep the default selection unless you are adding the document to
the Legal Category of ChargeBack Category).



The following window will appear.

ScanlinkWnject a File

" {Link a Document! © Inject a Documentto RISDOC  Scan a Document to RISDOG

Descriptinn:|

e Choose Scan a Document.

e Type a description of the document you are about to scan and click the
Continue button.

¢ RIS generates a file name. You can change the name if you choose. Click
the Continue button.

e A window opens. You can select a different scanner and different options.
Once you set the options, the program will repeat your selections. There
are additional settings for Black and White, Grayscale, Color and dots per
inch. RIS recommends Black and White and 200 dpi for the smallest and
most efficient file storage.

Scanner. | KODAK i820 Scanner Select Other Scanner
Paper Source:
() Flatbed
() Feeder
() Duplex
@® None Scan New

SHOWADDTIONAL SETTINGS

e Click the Scan Now button.

e After the page(s) are scanned, you can scan additional pages using the
Scan and Insert button, you can view the document using the Open
button.

e Lastly, click the Finish button.

e The scanned document is now added to the letters list.

IScan to anywhere on your computer]

On the Utilities->Utilities menu, there is a Scan To button. Here you can scan to
any location on your computer. RIS does not save these items inside the RIS
program.



Scanning Settings|

Settings are found in Utilities->Ultilities->More Ultilities->Scanning Button

RIS recommends that you use the WIA G

setting. This will produce an excellent
quality image with the smallest file size. @ WA
Not all scanners support WIA. ||

To disable the Link function from the O Naone
Link/Inject Scan menu, select Disable.
Link Documents:

These settings are by workstation and @ Enable () Disable

not systemwide.
By Wark Station

Cancel Save

Scan to Deposits, Bank Statements, Journal Entries, Checks, Accounts Payable|

Scanning to these items is basically the same as scanning to letters except that
there is no screen name associated with the scan. RIS names the file and stores
the file in the associated Risdoc folder.

When you scan to these areas, you have an option to add an additional comment
onto the scanned image. Mostly, this is totally unnecessary, but on occasion you
may wish to do so. After the document is scanned/injected in the standard
interface, you can view the document(s) in the scan/view button. If there is a
scanned image(s) , it/they will be listed on the screen. You have the option to
scan/inject additional files, open the file or add a comment to the file. When you
add a comment, a ~ will automatically be added to your text comment. To edit or
delete your comment, simply use the Add comment button to edit or delete your
comment.

- Scanfinject |
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Files are stored in the following folders:
e Deposits: ...\risdoc\ b[checkbook short name] \ [year] \ zdeposit
e Banks Statements: ...\risdoc\ b[checkbook short name] \ [year] \ zbalance
e Journal Entries: ...\risdoc\ c[company short name] \ [year] \ zjournal
e Checks & Accounts Payable:
o New Program: ...\risdoc\ c[company short name] \ [year]
o Old Program:
= Checks: ...\risdoc\ b[checkbook short name] \ [year]
= Accounts Payable: ...\risdoc\ c[company short name] \ [year]

Scan to Checks, Accounts Payable]

Before the last update (March 5, 2019), RIS maintained separate file storage for
images for checks and for accounts payable. This has been eliminated. In the
newest version, images are linked in only one area (...\risdoc\ c[company short
name] \ [year] ). Files are named with the vendor name_invoice number. It does
not matter if you scan the image to the check or to the invoice. The file will be
linked to both the check and the invoice in RIS.

You can link numerous images but they will appear to the interface for both.
If you desire, you can add a comment to the file name.

The interface for checks is slightly different from the interface for accounts
payable for two reasons: First, a check can actually pay more than one invoice,
and second, we needed to preserve backward compatibility for images that were
attached to checks. (Images attached to invoices are automatically backward
compatible.)

Sample Screen for Accounts Payable Image:
If there is more than one image, the additional images will be listed.

ACCOUNTS PAYABLE VIEW FOR 19-0122, COM1B

Double Click to Open or Select "Open”

File Year m
COM1B_19-0122 PDF 20189
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Close




Sample Screen for Check Image:

This screen show that there were two invoices paid by this check. To view each
image or in inject more images, click on the invoice on the left navigator panel.

If there were other images that were scanned under the old program that were
not scanned to the invoices but were scanned to the check, you can view those
items by clicking the button on the bottom — View Old PDF Scheme Docs.

CHECKS VIEW FOR 2352, LEADUP

Double Click to Open or Select "Open”
0057

File Year A
Invoice ~ | |LEADUP_0057.PDF 2019

0058

View Old PDF Scheme Docs




