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It is the reader's responsibility when discussing the information contained this
document to maintain a level of confidentiality that is in the best interest of Ricoh
USA INC and its member companies.

NO PART OF THIS DOCUMENT MAY BE REPRODUCED IN ANY FASHION AND/OR
DISTRIBUTED WITHOUT THE PRIOR PERMISSION OF RICOH USA INC

All product names, partner’s brands and their products, domain names or
product illustrations, including desktop images used in this document are
trademarks, registered trademarks or the property of their respective holders
and should be noted as such.

Any trademark or registered trademark found in this support manual is used in
an informational or editorial fashion only and for the benefit of such companies.
No such use, or the use of any trade name, or web site is intended to convey
endorsement or other affiliation with Ricoh products.

Copyright © 2021 Ricoh USA INC
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1 Preface

This guide provides the details on how to use the workflow File Splitter.

About This Guide

This guide is divided into following primary sections:

. Introduction
This section lays the foundation for understanding the workflow specification

. Cloud Service Connection

This section describes how to service connection with external cloud Services like
Box, Dropbox, Google Drive, OneDrive for Business, SharePoint Online

. Configuring Dictionary and Default Values

This section contains step-by-step instructions on how to configure settings
related to File Splitter application in Smart Integration Portal.

. Operation of File Splitter Application

This section contains step-by-step instructions on how to operate File Splitter
application on MFP Operation panel

. Limitations

Product Limitations

. Appendix

This section contains additional reference materials

Note: The operation panel screen shot images and User Site images provided in

this document are for illustrative purposes only. These images may not reflect the
exact image you experience on your multi-functional printer (MFP device).
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2 Introduction

What is File Splitter workflow?
File Splitter is a workflow application developed on Ricoh Smart Integration Platform.

This workflow enables users to Scan stack of document and split them into multiple files
based on user settings on the operation panel. Files are uploaded to the cloud
destination. File is named based on File Name formula configured by default; however,
user can enter the filename of their choice. Split files are named as follows.

xyz, xyz(1), xyz(2), xyz(n-1), where ‘xyz’ is value generated by File Name Formula or file
name set by user on operation panel.

Workflow Specification

Folder Root folder selection

Sub Folder Sub Folder

Optional Field, if the Sub Folder does not
exist it will be created.

Division Method e Each Pages

e Specified Pages

e Pages Equally

Start Page Index Available when ‘Specified Pages’ are
selected, comma separated page
numbers to set division based on
specified pages

Divide By Number of Pages to be divided equally.
Example: 2
Document is divided by every two
pages

OCR Off, PDF, PDFA, WORD, EXCEL
Default: Off

File Name Optional (If entered, this value is used as
flename)

If filename is left blank, filename is
created using the formula programed in
User Site (Refer to section ‘Configuring
default Values’)

Default Formula:

MONTH(NOW()) & DAY(NOW()) & YEAR(NOW()) & "-" &
HOUR(NOW()) & MINUTE(NOW()) & SECOND(NOW())

Example:
6212021-16561
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A. Default values can be configured for Scan settings, OCR, Date format and Division
Method.
B. Sub Folder field can be hidden from the Operation Panel User Interface.
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3 Cloud Service Connection

What is Cloud Service Connection?

Before using File Splitter workflow, user need to establish connection (authentication) with
Cloud service of choice. As of now following Cloud Services are supported.

Box

Dropbox

Google

OnebDrive for Business [Office 365]
5. SharePoint online

robN -

For each Cloud Service there is a separate File Splitter application available On MFP
Operation Panel.

Refer to Smart Integration Cloud Service Connection User Guide for step by step
instructions.

8 | RICOH USA INC




Version 1.1

4 Configuring Dictionary and default Values
Smart Integration Portal URL

https://na.accounts.ricoh.com/portal/login.html

Login to above site using your credentials.

Admin Mode

admin
) @ Tenant ID: 2172914435

Application

L Eg'.

RICOH Intelligent Vioice ico AppDM110.png
Control

Click on 'Application Settings’

RICOH

Application Settings
(General Users)
Device Enhancement Add-O_|

@

# Application Settings (General Users)

Admin Mode

&op
lAplecatlon Settings (General Users)

P 7o confivm o change the settings (parameters) of an app, clic the ion of the app

Application List
Home

External Service Connections File Sphtter-Box File Splitter File Sphitter-Dropbox =

GoogleDrive

File Splitter- File Splitter-SharePoint Scan to Email Office
Legal Add-On OneDriveBiz 365

Healthcare Add-On G
l - ' ]

Smart Integration Connectors

SDCA Test Package

O Device Enhancement Add-On

g}
g

pocon Kb Jummcrn Auto Name and Route-Meta

Click on ‘File Splitter’. This will display a page where all necessary parameters can be
configured.
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{—.d-r.m:'.".n'. List

File Splitter-Box

* Mancartony fald
| Sarvice Settings
Serdice Bax

Open Exemal Senicd Conne: s [

Common Settings

Dubaile Sorgen fod ;
N LISt Sirean b
Fuldar Browsineg

Dietault Layous for
Fobder Browse

Diefault Parameter Settings

File Maive: Formida © MOMTHIMNOWD) & DAY[MOWTT] R YESR] MW &
Sul Foddar
Hids: in application
Dévtabon Mathod Eaichi Pz il
Diivide By 2
oCR OfFF b
OCR Language Enolish

Start Page Index

Stan Page Inedex
Déctiorary Label
Drictianary Defimiter

Dicticsnaiy

La bl

Dikcticrany Calamn S— o
‘Widzh

| Fila Marne

Fila: Marma
Dictiorary Label

Dictianary Delimitas

Above settings are available to configure.

& HOURTMOWT) 8 MIMUTEMOW

B SECOMDMCN
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Selecting Default Root folder

File Splitter-Box @

* Mandatory field
ISer\rite Settings
Service Box

Folder * All Files

Open External Service Connections [2

IC ommaon Settings

Default Screen for
Folder Browsing

Default Layout for
Folder Browse

Click on ‘Select Folder’ to select required default folder for this application.

(I) Select Folder
WAl Files
4-To Upper Folder
( B (EIearSearch)
S

[ 3
01162019
[
W ATMTP
H2011_Outp
i 1H2012_Outp hd

Camcel @

Select required folder and click ‘OK’.
Sub Folder

Sub Folder

O Hide in application

User can enter a Sub Folder name, if the folder does not exist, it will be created under the
root folder selected above. These settings can be hidden in operation panel, by checking
‘Hide in application’
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Start Page Index

Start Page Index

Start Page Index
Dictionary Label

Dictionary Delimiter

Import Dictionary

Dictionary ~
Label Value —
Every 2 3,5,7.911,13,15.17.18,21,23,25 27,20
Every 2 4,7,10,13,16,19,22,25,27,20,23,36,20,
Every 5 6,11,16,21,26,31,36,41,46,51,56,61,6¢
r b
Everv 10 11.21.31.41.51.61.71.61.91.101
4 .3
Dictionary Column _
o Standard W

Width

Dictionary can be setup to easily select values for ‘Specified Pages’ selection of File Split

parameters.
Divide By
Division Method | Pages Equally v
Divide By 2

When Division Method is set o ‘Page Equally’ depending on the value in ‘Divide By’
document gefts split.

Example: Divide By = 2

Document is split every two pages.

OCR
Default value for OCR can be configured.
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Setting up Default File Name & File Name Key Words

IFiIe Name

File Name
Dictionary Labe

Dictionary Delimiter

Import Dictionary

Dictionary e

Value -
TimeCard
Invoice
PO -
L] 3

Dictionary Column

Standard
Width i

Enter Required Filename Default Value and also can setup dictionary of Keywords which

can be used in the filename. A delimiter/separator can also be configured, if multiple
keywords are used for naming the file.

Setting up File Name Formula

Note: If you want to create Filename based on Formula, do not enter ‘File Name’ above
also leave ‘File Name'’ field blank on Operation panel. User entered File Name has higher
priority than the File Name generated using Formula.

MONTHINOW() & DAYINOW() & YEARINOW) & °-° 8 HOURIMCWID) & MINUTE{MOW() & SECOMNDINOWI) m
File Mame Formula *

Default Formula:

MONTH(NOW()) & DAY (NOW()) & YEAR(NOW()) & "-" & HOUR(NOW()) & MINUTE(NOW()) &
SECOND(NOW/())

Use the ‘Check’ button to verify Syntax of the formula.

Note: Refer to Appendix for Functions related to formula, samples and how to validate
formula before saving in User Site.
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Scan Settings

Default Scan settings can be configured here

I Default Scan Settings

Scan Color Mode
QOriginal Sides
Document Orientation
Scan Resolution
Document Size
Manual Density

Scan Method

Preview

dpi W

L
Nommal
On W

14
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5 Operation of File Splitter Workflow Application

Touch on ‘Smart Integration Workflows' to access File Splitter Workflow

\Q‘a' Deny admin.'s operation, tap here Al ¥ H Login HZ

© ¢ 3

Scanner Copier (Classic) Printer (Classic)

@ e

S| Devu Smart Integration Print/Scan (Memory Web Browser NX
Workflows Storage Device)

. ‘.ﬁ
1 SystemiMessage L
172302:65

HostNameRNPO02673GGBLER Icemfp ricohact

=: Box Login

File Splitter-Box Advanced Scan to Folder Auto Route Scan

Auto Route Scan - Shared Mulii Destination Scan Print from Box

f-\ i .»
i? &) ‘ O] | =6

Print QR Cover Sheet QR Cover Sheet QR Read and Route

Above screen shows workflow application related to Box Cloud service.
Select ‘File Splitter’ application

End User is requested to Login. Press ‘Login’ Button to Login. Use your credentials to login.

15
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After successful user login ‘File Splitter’ Application Screen is displayed

Following Settings are available:

TOmTmOO® >

Folder

Sub folder

Division Method

Start Page Index

Divide By

OCR [Off, PDF, PDFA, WORD, EXCEL]
OCR Language [English, French]

File Name
& File Splitter-Box Jayasimha Nuggehalli Logout Job log
o Auto Colo... /7
Folder = All Files 1 Sided LI'_—
Readable ... R
Sub Folder 300 dpt
Scan Settings
Division Method = Each Pages
< File Splitter-Box Jayasimha Nuggehalli Logout Job log =
) Auto Colo...
1 Sided Ly
Divide B 2 Readable ... «R]
300 dpi
OCR = | OFF Scan Senings

OCR Language = English

File Name

Version 1.1
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Folder
< File Splitter-Box Javasimha Nuggehalli Logout Job log =
“ Mandatory fald Aatte Colo. . I"':_
i 1 S1ded H
Folder = | All Files
Feadable .. &R
300 dpi
Sub Folder

Scan Setfings

Division Method * Each Pages

(W}

i.'l.;
1]
i)

Touch on Folder to browse and select desired folder.

Folder Cancel “

All Files | §|® Q
“REA - =] <]

35l 01162019

123 17MTP

1H2011_Output 1H2012_Output

1H2014 Cutput TH2017 Deliverables

17 | RICOH USA INC
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Sub Folder

< File Splitter-Box Jayasimha Nuggehalli Logout Job log =
“ Mandatory Seld Auto Colo...
1 Sided
Folder = All Files L'J:
Readable .. &R
300 dpi
Sub Folder

Scan Settings

Division Method * Each Pages

Division Method

< File Splitter-Box Jayasimha Nuggehalli Logout Job log =
“ Mardztory Sld Auto Colo...
1 Sided
Folder = All Files Lrt'
Readable ... &R
300 dpi
Sub Folder

Scan Settings

Division Method * | Each Pages

Touch on Division Method to select ‘Division Method'.

RICOH USA INC




() Specified Pages

() Pages Equally

Cancel

Version 1.1
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Start Page Index

< File Splitter-Box Jayasimha Nuggehalli Logout Job log
« Mandatory feld Auto Colo... #
) 1 Sided L5
Folder * All Files -
Readable .. R
300 dpi
Sub Folder

Scan Settings

Division Method = ' Specified Pages

Start Page Index 1,

Specification Details

Specifies the start page to split. (Valid only when the division method is Specified Pages) If
you specify a positive integer of half-width numbers, a value larger than the PDF of the
valid input only with a comma (,), or 0, it is ignored.

Duplicate values are ignored, and the entered values are sorted internally in ascending
order for processing. If there is an empty string between commas, it is ignored. If only

commas or 0 are specified, the same processing as when the default value is set is
performed.

Default value: 1,

Example: If you enter an 8-page PDF and specify '"0,3,7,10", 0 and 10 will be ignored and
the PDF will be divided info 1-2 pages, 3-6 pages, and 7-8 pages. Is output.

20
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Touching on ‘Start Page Index’ will open the following screen, where user can enter page
numbers to be split or use pre-programmed values in dictionary.

Start Page Index Cancel “
1, Q
Dictionary
Every 2 Every 3
Every 5 Every 10

21
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When Division Method is set o ‘Page Equally’ depending on the value in ‘Divide By’

document gefts split.

Example: Divide By = 2

Document is split every two pages.

< File Splitter-Box

Sub Folder

Javaszimha Nuggehalli

Division Method

*  Pages Equally

Start Page Inde 1,
Divide By 2
OCR * | OFF

Job log =
Auto Colo... )
1 Sided L3
Readable ... <R
300 dpi

Scan Settings

22 |
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OCR

BT

Start Page Index 1,

OCR * OFF

OCR Language * English

File Name

Touch on OCR to select available options.

Cancel

23
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OCR Language

OCR * OFF

OCR Language * English
File Name |

Touch on OCR Language to Select available options.

24 | RICOH USA INC




File Name
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If flename field is empty below filename formula is used to create filename, otherwise user

entered filename is created.

Touch on File Name field to enter filename or select from configured dictionary as shown

below.

< File Splitter-Box

OCR * OFF

Jayasimha Nuggehalli Logout Job log
Auto Colo_.. /]
- =
1 Sided L
Readable .. «R
300 dpi

Scan Settings

OCR Language * English

File Name
File Name Cancel “
Dhctionary
TimeCard Invoice
PO

25 |
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Scan Settings
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< File Splitter-Box Jayasimha Nuggehalli Logout Job log =
* Mandztory fisld Auto Colo...
1 Sided H
Folder * All Files L‘—
Readable .. &R
300 dpi
Sub Folder

Division Method * Each Pages

LA
]
|
]
o]

Scan Settings

Touch on ‘Scan Settings’ to display Scan Settings Screen

¢ Scan Settings

Scan Color Mode

5

f

‘/

Auto Color Select

Original Sides

L

1 Sided

Document Orientation

<]

Readable Direction

Scan Resolution

300 dpi

Document Size

Auto

Manual Density

0

- +

Scan Method

Normal

g Preview

Checking ‘Preview’ will enable Scan document Preview on MFP Operation Panel.
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Scan Settings

Available Options

Scan Color mode

¢ Scan Color Mode

7 Preview
@ Auto Color Select O B&W (Binary) Text
©) BW (Binary) TextPhote () ist‘w (Binary) TextLine
;
() B&W (Binary) Photo O Gray Scale
() Full Color Text/Photo () Full Color Phato
OI’IgIﬂCﬂ Sides € Scan Settings
Scan Color Mode . Document Orientation W Preview
. 1 Sided
T 4R]
- 2 Sided (Open to |
Auto Color Select Right/Left) @‘ Readable Direction
Scan Resolution %g)dea (Open to 5 Manual Density
300 dpi _
Spread Ell 0
- +
Scan Method
Normal
Document Orientation < Document Orientation
©0— -— .
— 5 W Preview
| &«
<R |« A
:. i | i v
(®) Readable Direction (—E
O Unreadable Direction (—@
Scan Resolution € Scan Resolution
7 Preview
() 100 dpi () 200 dpi
(® 300 dpi () 400 dpi
() 600 dpi

27
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Document size

< Document Size

@ Auto O Mixed ¥ e
(O A3 (Horizontal) O Jis B4 (Horizontal)
O A4 (O A4 (Horizontal)
(O JisBs () Jis B5 (Horizontal)
Ons () A5 (Horizontal)
i Document Size

O As (O) A5 (Horizontal) V' Preview
() 11 x 17 (Horizontal) () Legal (Horizontal)
() 8 1/2 x 13 (Horizontal) O Letter
() Letter (Horizontal) () Invoice (Half Letter Size)
O Invoice (Horizontal)

Manual Density Range -3 to +3

Scan Method & Scan Settings
Scan Kesoluton Uocument size wmanual Liensity o P

300 dpi

Auto 3

Normal

Batch

28
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6 Limitations

File Splitter Limitations

e Maximum Scan file Size: 50MB
¢  Maximum number of Pages supported is 500

Smart Integration Portal Site Limitations

e Supported Browsers for User Site are:
o Internet Explorer: 11 or later
o Edge: Latest Version
o Chrome: Latest Version
o Firefox: Latest Version
o User Management
o Email address is unique in the system; same Email address cannot be used
even if user belongs to different Tenants
o Users belong to same tenant cannot set different time zones
o User cannot change their login Email address, need admins assistance to

change email address

29
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General Limitations

Once Administrator has logged in to a Tenant on MFP, administrator from another
tenant cannot login to same MFP. Refer to guide on ‘How to remove registered
device’

Folder and File Search results varies from Cloud Service to Cloud Service, this
depends on the Search API for each service.

30
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File Name Formula

Formula functions are similar to Microsoft Excel Formulas. Not all Excel functions are

relevant and supported.

Following variables from the workflow application are available to use in the formula

1. Tenantld [Smart Integration Tenant ID]

2. Userld [Smart Integration User ID]

Sample Formulas

Formula

Result

YEAR(NOW()) & "-" & MONTH(NOW()) & "-" &
DAY(NOW()) & "-" & HOUR(NOW()) &
MINUTE(NOW()) & SECOND(NOW())

2018-12-21-102657

YEAR(NOW()) & "-INVOICE"

2018-INVOICE

_[Userld] & "-" & YEAR(NOW()) & "-" &
MONTH(NOW()) & "-" & DAY(NOW())

TOM-2018-12-21

Formula Functions

Formula Evaluation is based on Open Source, Apache POI

Note: Please see link below. All formulas listed may not be relevant to workflow

application. Here is list of formulas.

http://poi.apache.org/components/spreadsheet/eval-devguide.html
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