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1. Introduction
The Document Data Extractor is a powerful and immediate software for the automatic extraction of
relevant information from paper and electronic invoices. The system is able to identify a document
with the main fields that characterize the invoice and the various parties involved (sender and
receiver).
This quick guide to the use of DDE software allows the user to be able to understand the logic and
learn to use the tools of the application. This version is a demo version of DDE made accessible
remotely to all interested users to personally test the product software.
The access credentials to the application will be provided via e-mail or attached to sending in this
user guide as customized per customer.

1.1 Notes about the installation
To run properly the ‘manual check interface’ is required the installing java on your pc.
Make sure that Java is not already installed on the machine you intend to use (generically checking
if the folder C:\ program files \ there is a sub-folder within a Java jre at least version 6).

In the event that Java is not installed on your PC you can download it for free.
Search on a search engine the word "Java".
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One of the first links that emerge from research that will appear for free download.

Enter the linked page and click Free Java Download.

Double click on the downloaded file (which will have the extension.Exe) and click Run, and then
Install.

Wait until the installation is complete, press Done.
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2. Web interface
The GUI of DDE is the Web interface to configure and monitor the system.
You can access directly from the browser by invoking the following address:
http://nic.ing.unimo.it/AdminGUI/login.iface
The initial screen of the Gui requires login to the application using Username / Password.
It is possible to change the UI language (English or Italian) by selecting the corresponding flag at
the bottom right. This choice will not impact the language of the documents processed (which may
be defined, as we will see later, in the import settings), but only on the interface of the DDE Admin
GUI.
 By clicking the link "Click here to launch Verifier on your local PC" you can access the
module system verification (DDE Verifier), which will be described later in this document. It still
possible to launch this form also when logged in to DDE Admin GUI (the download link will be
proposed at the top right in the web interface See the section on the verifier to use the proper
application of verification).

2.2 Import tab
In the "Import tab" you can configure the input folders, within which are stored the documents to be
processed.
As shown in Figure, the interface contains a table with information about the input folders, having
the following columns.
In particular, the general section defines the following fields:
-

Preferred Language: Specifies the language of the documents in the folder, this can be
either Italian, English, None (in this case the search will not be optimized for a specific
language, but will seek terms of both);

-

Type: determines the types of files in the folder, this can be either "Documents", "Print
Spooler" or "Data Files". By choosing the "Data Files" you have the possibility to choose the
name of the mapping for the processing of structured documents from one format to
another (to insert a path mapping, see section Verifier Tools Mapping of tracks);

-

Separation mode: The following alternatives are possible:


BARCODE: is searched for a bar code as a separator of the various documents.
The format of the barcode can be defined as a regular expression in Java in the
space that can be edited with this setting: Regex barcode
5

-



FILE 1 - 1 DOCUMENT: Each file represents a single document to be processed;



PAGE 1 - 1 DOCUMENT: every page of the file is a single document.

PA documents allowed: indicates the ability to export documents in the path defined for
the public administration.

To import the documents and start the process in the Resources section press Choose File and
select the document you want to import. Once selected, press Upload to load the system.

Select the type of cycle of documents that you are dealing with: cycle activesingle sender/
passive cycle single receiver: the chosen option indicates whether you are managing the
loop respectively passive or active company defined here.
Sender Data: It is possible to select the document template of the selected vendor (if any),
otherwise select Unknown. You can also select the company name if it already exists into the
anagrafic system, select Unknown to enter the business data in the registry.
Please note that if you have made your selection Possibility of processing documents for PA,
when you enter personal details will present additional fields required for export to the track PA.
Recipient Data:
If you want to treat a new customer / supplier select Unknown. Even in the case in which the
model of the document provider's reference is new is unknown can select from drop down.
While curtain was chosen then the value unknown within the application will be able to enter
these missing data.
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Press Confirm to save the configurations included.

Click

on the line configured to start the import process.
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2.2 Export tab
From the Export section of the DDE Admin GUI, you can view the final stage of the process of
document processing export.
Each row in the table corresponds to a batch processed and exported:

By clicking on the blue link with the name of the batch you can view the details. The export CBI
provides a folder that contains the track layout export in accordance with the CBI and a folder
containing DOC document images processed in the selected batch file and a summary of data in
xml format.

Clicking on the name of the file within the folder will start the download of the file.
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Please note that in case you have selected Possibility of processing documents for PA
between folders within the batch there will also be the folder FE-PA.

To return to the previous level click on the link

.

2.3 Batch manager tab
From Batch Manager section of the DDE Admin GUI, you can view the various stages of the
production process and their status. Clicking on a row corresponding to a batch, you can view the
details of each stage of processing.
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3. Invoice manual checking
The Verifier is the user interface of DDE to verify and control the extraction of information from
documents.
Click the link

to download the manual check interface.

3.1 Notes about the first time use of the application
For the first start of the test instrument may have to indicate how to start the application properly. In
this case, right-clicking on the downloaded file select the option Show in folder.

This will open the download folder of your PC.

Select the file and click with the right mouse button. Choose the Open With  Default Program.

Click Browse ... in the next pop-up.
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Once you click the Browse ... button will open a WINDOW to try to install this on your pc java
(typically look for it in C: \ Program Files \ Java).
Enter the Java folder, enter the folder under jre # and enter into the bin folder.

Inside the bin folder, select the file and press Open javaws.exe.

By following steps is described how open with Java Web Start. This procedure is only necessary
for the first start since for subsequent boots you can use a shortcut on the desktop.
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Please note that at the time of first use of DDE Verifier automatically generates a link to the
application on the desktop, from which you can log back into the system. At each subsequent
access will be automatically checks for updates to ensure that you always use the latest available
version of DDE Verifier.

3.2 Manual check interface
Similarly to what happens with the DDE Admin GUI, you are prompted for user credentials to login
to the application of the Verifier.
To access you need to select the flag for your preferred language (English or Italian). This choice
will not impact the language of the documents processed (which can be defined in the import
settings), but only on the interface of DDE Verifier.

When the web interface in the Batch Manager progress is being Verification, been waiting means
that the interface you can download the document/s to verify.
When you open the interface verification is grayed because it was not yet uploaded any document.

12

Click
to see the new batches to be verified
The list of the batch to check updates automatically when the system has to pass a new batch
verification.
You can return to the module interface by clicking Cancel.
A double click on the row of interest or pressing the Verify button will open the first of documents
to verify the batch indicated.
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.
When you open a new invoice to verify there are two possibilities:
-

The invoice responds to the model of a well-known supplier and recorded in DB
template providers.

-

the issuer of the invoice is unknown.

Uniquely identify the issuer of the invoice processing is done through its VAT code.
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If the correct VAT number is not among the possible values selected from dropdown list-box, the
user has the option of going to locate the desired value directly on the image of the document,
available on the right side of the interface.
To do this, simply press the "Magic stick"

.

With the button Absent you can indicate that the departed VAT is not present on the document. In
this case, in the terms of the model of the document you can define anchoring elements to
recognize the document and to calibrate the position of the other elements on the page as a
function of the anchoring elements defined.
If, since these first steps, the document is not of interest (perhaps because they ended up
accidentally among those to be extracted), you can switch over via the Discard button and the
document will be removed from the production process and transmitted to the folder specified
waste in the settings.
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After confirmation of the VAT number, the Verifier will populate the left side of the interface with the
extracted information. It is possible to switch from one panel to another by using the Next and
Back buttons at the bottom left.
In Figure we can see that, for the particular document displayed, the model is unknown: it is the
first document processed by the system for this particular supplier, which does not have a
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template. In the event that the issuer is instead known and correctly recognized by the system, it
would appear the name of the issuer in place of the word "unknown".

To the left of each field, we find the colorful signage that sends the user an immediate perception
of the reliability of extraction for the specified field:
Green

The field is reliable: the extraction is very probably correct.

Yellow

The field is suspect: the field is syntactically correct but may
not be semantically.

Orange

The field is invalid: the field is correct but missing a part, for
example, could be the case with a date which lacks the
information by year.

Red

The field is empty, that was not found on the document.

SIMPLE FIELDS
Most of the proposed fields are of type "simple", having only one possible value.
The user can change the values identified by the system, for example by choosing a different value
from the respective tendon. In Figure shows, as an example, the drop down with the values of
possible dates of issue, found the image of the invoice in question.

The selected field is highlighted in red on the image of the document, as can be seen in Fig. In the
same figure is also known that the selection of green which has been recognized as a possible
label for the date of issue.

If the correct value is not one of the possible made available in the tendon, the user can select it
directly on the image plane of the document, through the Magic Wand icon
field.

to the right of the

When you press Enter, the value will be copied to the drop-down field and will still be further
modified manually.
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If you hit Esc will cancel the operations of selection of the field and will restore the original
interface.

TABLE FIELDS
Unlike simple fields, Detail and Body VAT Invoice have a table structure: documents then appear
in tabular form, consists of different lines, each of them showing more information. Each line is
characterized by the usual traffic light indication: the traffic light will be green if all the row data are
reliable, yellow if the row contains data plausible, given some orange line if the line is not valid or if
there is no algebric check between the amounts of line, if the red line is blank. Similarly, a traffic
light denotes the reliability of the entire field, its color will correspond to that of line with worst
rating.
By clicking on the traffic light corresponding to the row of the table can be highlighted on the
document.

It is possible to highlight the area associated with each column by passing the cursor over the
"Magic Wand" in the header of the column. For example, the cursor brings out the detail of the
column of taxable VAT.
A click on the "magic stick" of the column enables the editing functions of the relevant area. The
confirmation of the new column is obtained with the Enter key, the cursor on the image. To exit
from the change press the ESC key while the cursor is placed over the image.

When areas have been appropriately configured or correct, you can proceed to the re-extraction of
the values using the Extract button just below the frame of the table.
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The Align command columns, to the left of the Extract button, align all the columns of the table
to the last selected.
In addition to using the rerun of the extraction, you can still manually edit the individual fields of the
different rows of the table, and add or delete rows using the buttons located to the left listed below
the table.

The promote button

allows you to promote the green light lines plausible.

GROUPS

References and deadlines and the Body of the document constitute a third type of fields (called
groups), do not have a precise structure on the document but identified by a set of information to
multiple cardinality. As in the case of the tables, there can be multiple lines for each field (most
references or more deadlines), each accompanied by an color indication; the field itself will have a
colored light that serves as a summary of the reliability of the various rows (through logic already
seen previously for the tables).
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For each rectangle a curtain will indicate the page in which to look for him. It is possible to add,
delete or modify the rectangles by pressing the buttons that are located under the marquee.
Deadlines for the field is only possible to define a rectangle and are not therefore present the list of
rectangles and their buttons of insertion and deletion described above. The buttons View Area and
Magic Wand respectively allow you to view the image plane and the only change rectangle
proposed deadlines.
As with tables, you can re-perform the extraction in the rectangle defined by the Extract button,
add or delete rows in the group, to manually edit the individual values and promote the lines
plausible.
When you have validated all the fields in the document, you can complete the verification phase by
pressing the End button at the bottom left.

3.3 Suspend/Resume manual checking activity
The user may decide to suspend the process of verification of the documents of the current batch,
possibly to switch to another batch. To suspend the current session must select from the menu of
the application entry File  Suspend current session.

At the request to suspend a message will appear to confirm the operation we conclude "Do you
want to save the current invoice?"
Yes : the invoice is prepared for export; when you proceed with recovery of the batch will be
opened directly next document to be verified (if not more exist, the export of the batch will be
completed).
No : the restoration will open on the same bill without taking into account the recent changes to the
values extracted.
ESC: the operation is canceled the suspension of the session.

To restore a previously suspended session occurs, the user must select the menu item File 
Resume manual checking session.
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3.4 Save a new template model
At the end of the verification of a document belonging to a supplier not yet stored in the system, the
user is prompted to add it to the list of suppliers.

If deemed appropriate by the NO button, the invoice will be exported without further operations.
If yes, the user can define the template of the supplier, that will be used for the extraction of the
fields in the next few titles from the same supplier that will be processed by DDE.
It is emphasized that the creation of the template is facilitated by the system, which already offers
automatically deducted from the previous phase of verification, and the user only need to add the
missing information.
The mask that is presented consists of two sections to configure:
-

Invoice template: allows the association between the fields extractable and the image
of the bill which was taken as a model for the supplier in question.

-

Other data: contains the biographical information of the supplier and the data formats
(particularly that of the dates that can appear on the document structure in the typical
Italian day-month-year, or, especially for foreign invoices, in the year-month-day and
month-day-year). Before any changes the system indicates the information collected
automatically by the previous phase of Verification (Figure 47).
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The interface to define the model of the document is very similar to that of verification with the
document image on the right and the data to define the left.

In the Invoice Model defines the mode of searching for information on the model of the supplier.
The Fields pane shows all the groups of information terminals (according to the subdivision already
seen for the verification phase).
With the + or - you can open and close the different sections, and then show or hide the related
fields.
A colored icon provides an indication of the completeness / incompleteness of the search
configuration for each field:
Green check mark

The field has adequate search configurations.

Red cross

Indicates that have not been setting all the minimum settings
for the field research.

Similarly, the sections are characterized by these icons: the green check mark indicates that all
fields in the section are complete, the Red Cross indicates there is at least one missing
information.
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By selecting a specific field are activated its search configurations, which must be carefully
maintained to optimize the extraction and verification.
How to save the template info
As already described in the verification section, DDE manages three types of fields: simple fields,
having a unique value; tables, consisting of one or more lines of information; groups, unstructured
data sets. Now we explore what can be defined in the template for each type of field.

SIMPLE FIELDS

Per ogni campo semplice è possibile specificare una serie di informazioni:
-

Field indicated on the document: If a field is never present on the documents of the specific
supplier or is not of interest (and therefore should not be extracted from the invoices from that
supplier), you must uncheck this item, in this way, the system will avoid find the corresponding
information in the next few documents of the supplier. You cannot deselect this option for the
required fields of the invoice:


Issue date and invoice number
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Recipient Data: are loaded directly (without image research) on the
configurations of the Batch Manager - Settings, if set in Single Mode Receiver.



VAT Customer: is loaded directly (without image research) on the configurations
of the Batch Manager - Settings - exploitation, if set in Single Mode Receiver.



Supplier VAT code



Invoice total

-

Optional field: to select in the case where the field is not always indicated on the documents
of the supplier, in order to avoid stopping in verification because of its absence.

-

Reference page: from the dropdown menu you can specify the page in which the information
should be sought. The options are:


First page;



Last page;



Current page (the currently page displayed in the image of the document);



Any page

-

Search by field position: activating this option you can select the position of the field in the
template provider in question. The user must click the Correct button and proceed to select the
position of the image to extract the information sought. Confirming the selection with the Enter
key, will automatically be transmitted to the position values (x, y, width and height).

-

Field type: the user can indicate the variability of the position of the field, choosing from the:


Field in a fixed position (the field is looked up in a neighborhood of the indicated
position, which takes account of small displacements)



Field Mobile only vertically or horizontally only



Mobile field
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-

Field label: Enabling this option can be associated with a specific label in search of
information. The user must identify clearly from the template: it must, then, click the Fix it
button and proceed to select the image to be associated with the label field. From the rectangle
selected, the extraction can be indicated by confirming the selection with the Enter key, the
extracted text will be automatically transmitted as the value of the label, as will be indicated
appropriately position values (x and y coordinates, width and height). So be careful that the
extraction is correct. In Figure 50, we see an example of selecting label for the Total field
invoice, the value of which will then be sought in the vicinity of the expression TOTAL
DOCUMENT.

-

Set default value: for some fields will be assigned a default value to choose from a drop down
menu.

-

Force extraction in the rectangle: This option, when selected, forces the system to identify,
as the value of a field, the contents of the rectangle drawn explicitly by the user. Use of this
item requires particular attention from the user, as it could lead to an association of incorrect
information. The definition of the rectangle is not accurate, could cause even more information,
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are considered in the value of the field. Anyway, in case you decide to force the extraction, you
should always specify the position of the label.
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TABLE FIELD

In Figure we see how it changes the mask for the specific field values of type table (detail VAT
invoice or body), for which you can define the following information:
-

Explicit field: similar to the case simple field;

-

The field can be empty: if the field is similar to the simple;

-

Reference page: similar to the case simple field;

-

Table properties:

-

Constant table heigh: to select whether that table always has the same height in all
documents from this supplier;

-

Header type: indicates the mobility of the table (fixed or mobile location vertically).
In the table it is necessary to define the position of the individual columns on the document;
passing the cursor on the column, the corresponding area of the image will be highlighted
automatically assigned by the software, which can be redrawn by pressing the associated
change (the "magic wand" ). For each column you can then specify:
-

if the column is of interest (by unchecking search column, their values will not be sought);

-

The column header, deselecting the corresponding item will never sought any label for the
column, otherwise you can manage the position of the header using the Fix it button in the
same way as the simple field.
The button align columns height allows you to align all the columns of the table last
selected.

-
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For the definition of the columns you can select the column name from the dropdown list-box.
Selecting the column, the column will be highlighted on the image of the selected document to the
side. During the definition of the template columns with incomplete information will have the name
written in red to alert the user to edit/correct the field.

For the Body field Invoice is also an additional button, additional info, this option is also present for
the References field, as we shall see below, and is designed to allow the user to add additional
information specific to the field you are dealing with . In the case of the body invoice, selecting this
button opens the panel shown in Figure, in which you can specify the mutual alignment of the fields
where the description of the item in multiple lines.

GROUPS
For fields of type group (deadlines and references) you can specify the following information:
-

Range indicated on the document: similar to the case simple field;

-

Content of the optional field: if the field is similar to the simple;

-

Rectangles search.
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These are shown in the central area of the panel in terms of coordinates on the document. It can
view the area by selecting the row corresponding to the rectangle of interest, redraw it using the
Modify button, delete the selected rectangle using the Delete button or add a new one using the
Add button.

Single rectangle selected, you can specify:
-

The page reference within which to build the rectangle research (first, last, current or any);

-

The type of rectangle, a fixed or mobile location (horizontally and / or vertically)

-

the labels that you can define in the correct key, as already reported for simple fields.
References The field also has the ability to add additional information, in Figure 56 shows the
relative panel which can be accessed through the Additional Info button.

In particular, you can specify whether
-

Search only references to orders and documents of transport or accept other generic
references;

-

The date of reference is always present on the document or it may not be there (by
selecting this option, failure to read the date of the reference will not lead to the passage
occurs in the document);

-

In the syntax of the reference number, you can specify a regular expression to search for
the number. In addition to drop down, you can specify which type of reference refers to
(orders, delivery notes or other). Press Add, type the regular expression, select the item
from the dropdown and press Confirm to populate the text area above.

The field allows you to specify the model Anchors Text fields or areas of the document to be used
as references for the recognition of the document model.
CUSTOM FIELDS FOR SUPPLIER
To insert a custom field for the supplier to which you are defining the template select an item of the
tree of the extracted fields, press right button and select Add Field.
For the added field, you can define a name, a description, a domain tag.
To confirm the insertion of the new supplier, the user must select the "OK" button. Note how the
template cannot be added to the list until, for all fields in the section "model bill", they do not
include the necessary information. It should not therefore be no red cross on the field of research.
If the additional field is numeric, you can specify the sign and if it affects on other numeric fields
extracted from DDE as taxable, non-taxable, tax etc..
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Select from the drop down list box sign and the field on which he recorded.
The inclusion in this phase of an additional field to be extracted is associated with the Sender /
Recipient for which you are completing the template so changes will not be propagated to other
document templates on the system.
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4. Platform menu
The menu DDE Verifier is divided into four main sections: File, Templates, Tools, and Help.





Opens the File menu: shows entries for the Manual checking
Show new Batch: displays the list of new batches awaiting verification;
Resume / Suspend testing session: allow respectively to reopen a work session that
was suspended from the same location Verifier or suspend the current session to take it
up again at a later time;
Exit closes the application:

Submenu Models: shows entries for the management of models registered suppliers
 Show list of suppliers: Opens the list of registered suppliers, sorted by name/company.
The list can be filtered by typing part of the name in the text box located above the list.
The buttons to the right of the list, you can:
 Delete: delete the selected template provider;
 Properties: access the selected model;
 Close: Close the list of registered suppliers
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