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EXECUTIVE SUMMARY

Executive Summary

The opportunity is not to make the copier more impressive. It is to remove the repeated steps that begin
after someone presses Scan: separating pages, naming files, typing invoice details, finding the right
approver and filing the record where another person can retrieve it.

A modern multifunction printer (MFP) can be the front door to that process. It can capture paper cleanly
and send it to email, a folder, cloud storage or a document platform. Searchable PDF may be available
through OCR. Secure print release can hold confidential jobs until the user authenticates. Remote
monitoring can report toner levels, meter readings and device errors.

The more valuable steps usually happen outside the machine. Intelligent document processing software
can classify mixed batches, identify where one document ends and another begins, extract fields such as
supplier name, invoice number and date, apply file-naming rules, and pass the result into an approval,
accounting or filing workflow. This broader approach is often described as intelligent document capture;
invoice-focused versions are commonly sold as automated invoice scanning or accounts-payable
automation.

The management message: Do not buy an 'Al copier'. Choose one administrative process, map every
step, and confirm which combination of device, software, licence, connector and human control is needed
to improve it.

What this report will help you decide
» Which functions are ordinary scanning or OCR, and which use rules, machine learning or other Al
techniques.

» Which capabilities may be built into an MFP and which normally require extra software, subscriptions
or integration.

» Where human review remains essential, especially before an invoice is posted, approved or paid.
* How to run a small pilot using your own documents before committing to a broader rollout.
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MAIN ARTICLE

The Copier Is No Longer Just a Copier

How intelligent scanning can reduce filing, invoice capture and document-processing work

1 The real work often begins after the scan

Putting paper through a document feeder is usually the fastest part. The hidden workload is everything
around it: removing staples, checking page order, deciding whether a page belongs to an invoice or
delivery note, typing reference data, choosing a filename, sending a copy for approval and later answering
the question, 'Where was that document filed?"

A simple illustration makes the point. If an accounts team handles 100 paper documents a month and
spends an average of three minutes naming, routing and filing each one, that is five hours of administrative
handling before any checking, approval or payment work is counted. The number is not a benchmark; it is a
reason to measure your Own process.

Measure the avoidable work: Monthly avoidable hours = documents per month x avoidable minutes per
document / 60. Exclude the review and approval steps that must remain. Time released is useful capacity,
but it is not automatically a cash saving unless overtime, outsourcing, delays or staffing requirements
actually change.

2 Five different technology layers

What it does Where it usually sits

Feeds and digitises pages; may deskew, remove blank pages

1. Capture . > - Scanner and MFP hardware
and improve image quality.
2 OCR Turns the image of text _|nto machine-readable text so a PDF Device, server or cloud OCR
can be searched or copied.
3. Workflow Names, routes and stores documents using defined conditions, Workflow or document software
rules buttons, barcodes or metadata.
4.1DP / Al Classifies document types, splits mixed files, extracts meaning  Document-processing models and
’ and returns confidence scores. services
5. Fl_eet Monitors usage, toner, errors and service history; may support Managed print and service platform
intelligence predictive analysis.

Current platforms illustrate the difference between these layers. IRISXtract focuses on document
classification, data extraction and transfer into business-process applications. Ricoh's Tungsten
ControlSuite combines print, capture and output management with workflow automation, secure release,
cloud connections and analytics. Both are software platforms around the MFP, not standard features
included with every copier.

Important distinction: A searchable PDF can be produced by standard OCR. Calling that advanced Al
overstates the capability. The 'intelligent' step begins when the system interprets, classifies or extracts
meaning and manages uncertainty.
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3 From scanned image to searchable document

A basic scan may create a PDF that looks correct on screen but behaves like a photograph. You cannot
reliably search for a supplier name, copy an invoice number or index the document by its contents. OCR
adds a text layer behind the page image. That makes filing and retrieval far more useful even when no
further automation is introduced.

Searchability is therefore a sensible first step, but it is not the end of the workflow. OCR may recognise
every printed number on an invoice without knowing which number is the invoice number, customer
account, purchase order or VAT amount. That interpretation needs extraction logic, a trained document
model, a template or a combination of these.

Separating mixed document batches

A mixed scan could contain six supplier invoices, two credit notes, four delivery notes and a signed
approval form. There are several ways to separate it:

* Blank pages, separator sheets, patch codes or barcodes can mark a boundary. This is predictable,
rules-based automation rather than Al.

» A document classifier can examine layout and language, assign pages to trained document types and
identify the page range belonging to each document.

« A hybrid process can use barcodes where available and classification for the remainder, sending
uncertain pages to an exception queue.

Classification is not automatic merely because a platform supports it. It may need sample documents,
configured classes, a splitting setting, confidence thresholds and ongoing testing when suppliers change
their layouts.

Extracting invoice information

Invoice-capture software can extract supplier details, invoice number, invoice date, due date, purchase-
order reference, totals, tax amounts and sometimes line items. Products such as IRISXtract and cloud
document-intelligence services demonstrate that this capability is available for scans, images and digital
PDFs. The result is structured data that another application can read.

What still needs checking: A correctly recognised number may still be the wrong business field. Finance
should define which fields require review, what confidence is acceptable and what happens when a
supplier format, scan quality or language falls outside the expected pattern.
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4 A supplier invoice: from paper to approval
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The value appears when separate capabilities are joined into one controlled process. A practical invoice

workflow might look like this:

mw Possible automation Control that remains

Receive the same intake queue.
Pages are deskewed, cleaned and converted to
2 Prepare
searchable text.
3 Classify & split Invoices, credit notes, statements and delivery notes
are separated.
Supplier, invoice number, dates, PO reference, totals
4 Extract .
and tax fields are proposed.
. Rules check duplicates, required fields, arithmetic or
5 Validate .
PO references where configured.
The document is routed by supplier, amount,
6 Approve
department or cost centre.
7 Post & file Approved data is exported or posted; the document

and audit trail are stored.

Paper is scanned; emailed PDFs and uploads enter

Keep the source and received date.

Reject unreadable or incomplete
pages.

Unknown types go to an exception
queue.

Show confidence and the source
image beside the data.

A passed rule is not approval to pay.

Authority limits and segregation of
duties remain.

Confirm connector behaviour,
backup and retrieval.

The MFP may perform Step 1 and part of Step 2. The remaining steps usually depend on capture software,
document management, an approval platform, accounting or ERP integration, and the rules chosen by the

business.

A useful design rule: Automate movement and repeated data entry first. Keep judgement, supplier-
change verification, approval authority and payment control visible and accountable.
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5 Automatic naming, routing and filing

Once reliable metadata has been captured, a file can be named consistently - for example,
Supplier_InvoiceNumber_InvoiceDate.pdf - and routed to a controlled destination. A rule can send invoices
under a defined value to one approval queue, capital expenditure to another, and missing purchase-order
references to an exception queue.

The destination might be SharePoint, OneDrive, a network folder, a document management system, an
accounts-payable application or an accounting package. A one-touch MFP button may start the route, but
the destination permissions, naming logic, retention rules and business-system connector normally need
separate configuration.

When the shortcut is not the solution

A button called 'Scan to Accounts' may only send a PDF to an email address. That can still be useful, but it
is not the same as extracting fields, validating a duplicate, obtaining approval and posting a draft
transaction. Ask the supplier to demonstrate the complete path, including the exception path, using your
own documents.

6 Automation should expose uncertainty, not hide it

Document models return probabilities, not certainty. Poor contrast, small print, stamps, handwriting,
skewed pages, merged table cells, unfamiliar supplier layouts and damaged originals can reduce extraction
quality. The correct response is a visible exception process, not a promise that errors have been
eliminated.

« Define mandatory fields and a minimum confidence threshold for each field, not one broad score for
the whole invoice.

* Require a human check for new suppliers, bank-detail changes, duplicate warnings, credit notes,
unusual tax treatment and values above an approval threshold.

» Keep the source image next to extracted data so the reviewer can check without opening several
systems.

» Record corrections so the team can measure recurring errors and improve rules or training data.
* Never allow extracted data alone to authorise payment.

For finance teams: The objective is not zero human involvement. It is fewer low-value touches, quicker
exceptions and a clearer audit trail for the decisions that still require a person.
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7 Secure print release and controlled access

Secure print release holds a print job until the user confirms their identity at or near the device. Depending
on the system, that may use a PIN, card or badge, device sign-in, release station or approved mobile
method. This reduces the chance that payroll, client, medical or management documents sit unattended in
an output tray. A configured find-me-printing service may also allow release at another authorised device.

That control protects printed output. It does not automatically secure the scanned copy, the email route, the
cloud folder or the approval system. Those need role-based access, appropriate sharing settings, audit
logs, backup, retention and a process for removing access when people change roles.

Where documents contain personal information, scanning, storing, routing and cloud processing are all part
of the information-handling environment. In South Africa, POPIA requires appropriate, reasonable technical
and organisational measures to protect personal information. Where an operator processes it for the
responsible party, the required security measures must be addressed in a written contract. The practical
guestions are where the data travels, who can access it, how long it is retained and how an incident would
be handled. This report is not legal advice.

8 Toner and maintenance: monitoring is not always Al

Compatible networked MFPs can report meter readings, toner levels, component status, error codes and
service events to a managed print platform. Some services can automatically trigger toner replenishment or
notify a service centre when an error is detected. Genuine predictive maintenance also exists on specific
current device families: trained algorithms and device sensors may be used to estimate replaceable-part
life before a potential failure. Availability is model- and service-specific, not a standard capability of every
MFP.

Keep the language accurate: A rule that orders toner when the level falls below a set percentage is
automation. A trained model that uses sensor or usage data to estimate part life or likely failure is predictive
analytics. Both may be valuable, but they are not the same.

These functions can require a compatible device, data-collection agent, network access, monitoring
platform and managed service agreement. Ask what data leaves the premises, how often it is collected,
who receives alerts, whether toner orders are based on actual consumption, and what happens when the
device is offline.
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9 What is included - and what usually costs extra

The exact answer depends on brand, model, firmware, licence edition, contract and the systems already in
use. The table below is a buying guide, not a promise about any particular machine.

Capability Likely additional requirement

Scan to email or folder

Searchable PDF

Blank-page or barcode
separation

Al-based mixed-batch
classification

Invoice field and line-item
extraction

Automatic file naming and
routing

Approval workflow and audit
trail

Posting into accounting
software

Secure print release

Toner and meter monitoring

Predictive maintenance

Can be

Model/licence-
dependent

Model/licence-
dependent

Usually a
software layer

Usually a
software layer

Basic rules
sometimes

Usually a
software layer

Not by the MFP
alone

System/licence-
dependent

Service-
dependent

Model/service-
specific

Email server, folder permissions and address-book setup may still
be needed.

OCR option, cloud service or server licence may be separate.

Requires configuration; barcode modules may be licensed.

IDP platform, sample documents, model setup and exception
workflow.

AP/document-capture software, per-page or subscription pricing,
validation rules.

Workflow software and destination connectors for advanced routes.

Workflow, DMS, AP or ERP platform plus user/role configuration.

Supported connector, API or import design; testing and mapping are
essential.

Embedded app, print-management licence and authentication
method.

Compatible agent/platform, connectivity and service contract.

Compatible sensors or fleet data, trained analytics and participating
service provider.

Pricing may be per device, per user, per page, per transaction, per connector or a combination.
Professional services, training, support, cloud storage and future workflow changes should be shown
separately from the copier rental and cost-per-copy charge.
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10 When simple scanning is enough - and when to go further

Not every business needs intelligent document processing. A searchable PDF, a consistent naming
convention and a well-controlled folder may solve the real problem at much lower cost. The decision should
follow the work, not the novelty of the technology.

Basic scanning may be enough when

» Document volumes are modest, the documents are easy to find and little information is re-keyed.
 Approval delays are uncommon and the current filing process is consistently followed.

* Documents vary so widely that most still need careful manual interpretation.

* The recurring licence, connector and support cost is greater than the measured avoidable work.

A controlled automation pilot is worth considering when

« Staff repeatedly type the same fields, rename files, split batches or chase routine approvals.
* Retrieval is slow, documents are misrouted, or the audit trail is difficult to reconstruct.
 Volumes are growing and the common document types are stable enough to test.
» The business needs stronger visibility of exceptions, approval time and document status.
The renewal trigger: A copier lease renewal is a useful time to ask what the equipment and service can

support. It is not, by itself, a reason to buy more software or replace compatible hardware. Ask whether the
proposed workflow can be piloted with the MFP and digital PDFs you already use.

Build the full cost comparison

Compare the measured avoidable handling time and documented process costs with every recurring and
once-off item: device or user licences, page or transaction charges, connectors, implementation, training,
support, storage, security configuration and future workflow changes. Do not assume that every minute
released becomes cash or that every late fee, duplicate or discount will disappear.
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11 A practical 30-day pilot

Start with one repetitive, measurable workflow rather than a broad promise to 'go paperless'. Supplier
invoices are a good candidate where paper still arrives, but a practice might obtain more value from client
forms, signed mandates, referral letters or case files. Thirty days is a practical test window, not a universal
implementation promise; extend it where volumes, integration or approvals require more evidence.

Step 1: establish the baseline

» Count the documents and pages received through paper, email and upload during a normal month.

» Time the manual touches: preparation, scanning, naming, keying, approval chasing, filing and
retrieval.

« List common exceptions, duplicate risks, missing references and approval delays.

Step 2: test a representative document set

* Include clean and poor scans, multi-page invoices, different supplier layouts, credit notes, stamps,
small print, delivery notes, duplicates and an unknown document type.

* Test both the happy path and the exception path. A one-page daylight-quality demo proves very little.
* Include an offline or failed-connector test so the team knows whether documents queue, retry or
disappear.

Step 3: measure outcomes

m How to record it Acceptance principle

Manual touch time Minutes per document before and during pilot ~ Reduction is measured, not assumed
Field accuracy Correct mandatory fields / fields tested Threshold set by finance and risk
Exception rate Documents requiring intervention / total Reasons are classified and reviewed
Misrouting or loss Count and evidence Zero untraceable documents

Approval time Receipt to approved/rejected Improvement without bypassing authority
Retrieval Time to locate final record and audit trail Authorised staff can retrieve it

Pilot acceptance rule: Proceed only when low-confidence items are reliably flagged, required security
tests pass, every source document is traceable, the recovery process works and the measured
administrative saving justifies the total recurring and implementation cost.
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PRACTICAL TOOL

Document Workflow Buyer and Pilot
Decision Record

Complete this before accepting an intelligent scanning or document-automation proposal

Workflow selected

Owner and approvers

Monthly documents / pages

Current manual time

Systems to connect

Licence and pricing basis

Data location and access

Exception owner

Pilot result Pass/ Gap /N/A  Evidence:

Decision Proceed / Revise / Stop  Date:

Questions the supplier should answer in writing

» Which functions are in the proposed MFP model, and which sit in separate software, cloud services or
managed support?

» Which licence edition, user/device count, page allowance, connector and implementation services are
included in the quoted price?

» How are low-confidence results, duplicates, unknown documents and failed integrations handled and
reported?

» How does the system handle damaged scans, handwriting, changed supplier layouts and unsupported
document types or languages?

* Where is document data stored or processed, who can administer it, and how can the business export
its records at contract end?

» What security, audit, backup, recovery and retention controls will be configured and tested?
» What training, support and future workflow-change charges are excluded from the quoted price?
» What measurable pilot result must be achieved before a wider commitment is made?
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CLOSING PERSPECTIVE

A better question to ask

The copier has not suddenly become an accountant, filing clerk or approver. It has become a useful
capture point in a wider document system. With the right software and controls, the same device can help
turn paper into searchable records, reduce re-keying, route work, protect printed output and support a more
reliable service process.

The better buying question is therefore not, 'What can this copier do?' It is, 'Which administrative process
are we trying to improve, what full solution is required, and how will we prove that it works with our
documents?'

Important note: This report is an educational guide, not legal, accounting or implementation advice. Product capability,
licensing, integration, security and compliance should be confirmed for the exact environment before purchase or rollout.

ENERGISE BUSINESS SOLUTIONS | SPECIAL REPORT 12



	1 The real work often begins after the scan
	2 Five different technology layers
	3 From scanned image to searchable document
	4 A supplier invoice: from paper to approval
	5 Automatic naming, routing and filing
	6 Automation should expose uncertainty, not hide it
	7 Secure print release and controlled access
	8 Toner and maintenance: monitoring is not always AI
	9 What is included - and what usually costs extra
	10 When simple scanning is enough - and when to go further
	11 A practical 30-day pilot

