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1 Introduction

L1 Purpose

This document is a guide for users who will be scanning documents as well as users who will be
monitoring the Kofax Ascent Capture System.

Kofax Ascent Capture is a product that works with the Scanners to scan documents, read barcodes,
validate documents, and then eventually store the documents in Content Manager so that they can be
retrieved by BOC personnel.

The two Primary Applications are ‘Scan’ and ‘Release’. Scan is the application used to scan
documents into the Kofax database. Documents are not scanned directly into Conteat Manager,
instead they are scanned into the Kofax Ascent Capture database on the \BOCSVR1 Windows 2600
Server.

The “Release’ program runs on a server and takes the batches created by the Scan application and
stores them to Content Managér. It also updates the WIPSCAN table and writes the stored images to a
file server used by the Microfilm application.

Other applications include ‘Batch Manager” and ‘Quality Control’. Batch manager allows you to see
which batches are in the database. Batches with errors from Release go to the Quality Control
application.

1.2 Related Documents

The document is located in in Wbocsvr Nd$\BOC Customizations\Documentation\BOC Kofax Scan
User Guide.doc

Other Useful Documents o review are;
o Fujitsu 4099D Scanner Users Manual

e Kofax Users Manual
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2 Kofax Ascent Capture Scan Application

2.1 Overview

Kofax Ascent Capture is a set of applications that are used to scan, validate, and store images. This
section primarily discusses the Scan application.

2.2 Batch Preparation and Batch Cover Sheets

Batch Preparation is the most important step in the scan process. Doing a good job at batch
preparation will make the scan process run smoother and will help ensure that all documents and pages
are scanned correctly.

During batch preparation the following should be done:
- Remove Staples from Documents

- Place Barcode labels on documents

- Photocopy any poor quality pages

401484
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2.3 About the Scanner
The power button is on the front of the scanner.

If the scanner gets an error (paper jam, etc) press the blue cancel button on the front of the scanner 1o
clear the errot.

There is a folder called ‘Fujitsu 4099 Doc CD’ on the desktop of the scan station. This contains
various information about the scanner, including video files showing how to open and maintain the
scanner. You can double click on the folder to view the contents.

2.4 Starting the Scan Application

Click on the “Scan’ icon on the desktop to start the Scan application. Also note that there is a folder
on the desktop of Scan Station A called ‘Fujitsu 4099 Doc CD’ which is a copy of the documentation
CD for the scanner.
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2.5 Scanning a Batch of Documents

First, load your paper in the scanner. The first page mush have a barcode on it. Pages should be face
up with the top of the page away from you.

2.5.1 Creating a Batch

If you haven’t done so already, start the Kofax Scan application using the ‘SCAN” icon on the desktop.
The following window will be displayed. All you need to do is select your initials from the *Scan
Operator’ list and press Scan. At that point, it will start scanning paper until it runs out of paper.

Create Batch
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2.5.2° Fditing a Batch

After you scan the documents, you'll see something similar to this in the main window:

L.380 STATE OF HaAW,
QOFFICE OF Assss’fﬁfﬁ gmsmm

MAY 09, 2ot B8:07 AM

Dos Nays) 2901325
on Certis} 495,945
issuance of Certis) 610,643

. f, Is{ CARL T. WATA Isd 5
ASSISTANT nsszsﬁf::gg A

1 w2 76 pgss CONVEYANCE TAX: 3200

17

-

é; AFTER RECORDATION, RETURN BY MAXIL TO!

TIMESHARE LIQUIDATORS OF HAWAII, LLC
P.O. BOX 2408

While vou are viewing documents you can:

Use the Page/Replace menu to rescan a single page and replace the selected page.
Move pages with the mouse

Use the Page/Split Document button to force a page in the middle of a document to become the first
page of a new document. You should only have to do this if the system does not recognize a barcode.
If you find that you have to do this more than a few times a week, let your supervisor know,

You can also select two or more documents and use the ‘Document/Combine’ menu to combine
multiple documents into a single document containing the pages of all selected documents.

You can delete the entire batch, a document, or a page. There are many other options for the Scan
application. Refer to the Kofax documentation for more details.
301387
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There are two new buttons added to the left window.,

Ues the Replace Page button which executes the menu items Page / Replace, without having 1o
navigate through the menu items. There must be a page selected first, or it will do nothing.

Use the Load Scan Profile which just executes the menu items Scan / Profiles, rather than having to
run it from the Menu, and the various scanner profiles are displayed for you to pick from. This makes
it easy to change the Brightness settings that are already set for the Users.

Note: The default scan profile, BOC Document, will always re-load when a new batch is created,

o 2002/05/27 09:41:18
&8 11 BOC Document
B Page 1,Image 1

1 Page 2, Image 2

B Page 3,Image 3

¥
) ss.
COUNTY OF ﬁy, ¥

g1 5
B Page 6, Image & on this %ﬂ:}: of . %‘, before me appe
B Page 7,Image 7 CHARLES JAMES ., to perscnally , Who being by me
3 Page 8, Image 8 sworn or affirmed, did say that such person executed the forec |
B page 9, Image ¢ instrument as the free act and deed of such person, an

appiicable in the capacity shoun, having been duly authorize -
exwugy%;}ch instrument in such capacity. ,

-8 Page 16, Image 10
8 page 11, Image 11
B Page 12, Image 12
Page 13, Image 13
- B Page 14, Image 14

8 PATRICTIA S. GING

) Page 15, Image 15

- Page 15, Image 18
. -B page 17, Image 17
- 2: BOC Documernt
&8 3. BOC Bociamertt
-5 4 BOC Document

STATE OF ﬂ}/}b’m.@ 2

NOTABY PUBLIC, in and for the
above-pamed State and County

My commission expires: 4¢-/F~ |
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2.5 3 Validating a Batch

After scanning the document, press the Validate Baich button. This will display a window containing
a list of documents, the barcode values, and any validation errors as shown below

LAND COURT 8YSTEM

fud

Do LOZBEI 325 st bsund in WIPSTAN. Page sourts dis not match;
Do BAKTEONF not bgund in WIPSCAN: Pane eounts do ol m

Do TZEZ0TR704 not foursd in WIPSLAR: Page eounts do not mesich;
Doo RATETIY not fosindd in WIPBLAR: Page counts do not malch;
Do RZOOMZE73F not found in WIFBLAN; Page counis do not match;
Do F20020767 8 st fovind in WIFSCAN; Page counts dg not mateh;
Don R2DIATIZE net foumd in WIPSCAN, Paps courds do not match;
{on RAI207E742 vot fnund in WIPSCAN, Pags counts do not malch;
Dor FAOOAVEFEY notfound in WIPSTAN: Page counts do nat maleh:
Doe RR070748 nat foird wn WIPSTAR; Pags counts do not mateh;
Doc FZGTET4 ot found in WIPSTAN; Page counts da not malch;
Doc R2EINIFE?ST e found in WIPSLAN: Page counts do not malety
Dron: HRIE2EY not fownd i WIRSCAN, Page counts de oot smatehy

found 8 do et malch;

Tl BN Y S B0 L) b R T e o BN

If you position the Batch Validation window toward the bottom of the screen, as you select different
documents in the Baich Validation window the document will automatically be displayed in the scan
application, making it easy to validate bar codes.

30

[
i
L2
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2.5.4 Revalidating a Batch.

The ‘ReValidate’ button can be used to revalidate the documents if you change something outside of
the Scan application to fix an error. The Scan application will only re-validate the documents if the
contents of the batch change. For example, if you add, delete, or move a page or document.

There are some cases where you can make other changes that can fix Batch Validation errors. For
example, if the Batch Validation window indicates that the batch was already scanned the problem
may simply be that someone forgot to click the Rescan button in BCIS. You can open BCIS, press the
Rescan button for the document, and then press the ‘ReValidate® button. The system will then re-
validate the documents and that error should go away.

Note: If you press the ‘Validate Batch” button and the Batch Validation window shows up very
quickly, that indicates that the Scan application is using the Batch Validation information from the last
time it was validated. If the window is filled with the document list more slowly, then it is checking
the barcode values and validating them again. Batch Close always re-validates a batch.

Also, there is an error message which indicates if a document is scanned twice within the same batch.

Doc R2GITBO0E rot tourd in WIPSCAN, Page counts do rol mateh;
amﬂmmmmrmuwwsmﬂ Page counts do not match;
Dmﬁmﬂ-ﬂ not found in WiPS! i3 camdomc stoh

305380
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2.5.5 FEditing Barcode Values

The *Edit Barcodes...’ button allows you to manually enter barcode values for barcodes that could not
be read by the system.

Ny, L-230 SYATE OF HAWAH
: OFFICE OF ASSISTANT
. et DEDREGSSI’RAR

MAY 03, 2002 0%t AM
Doc Nofs) 2001328
o0 Certs) 496,945
*ssuamaafcmg;mg,m

It IE 15/ CARL T. WATANARE
gg@sgmam:smg AR BN R ACTH
6 Rsze ANCE TAX: $200 REQISTRAR QF

L1230

XYY FERVEFINSY NENTY TAY. - Sy XY

In the example above, document 1 is a Double System document. However, the Scan application only
read one of the barcodes and thus gets a validation error. At this point you should first try to rescan the
page with the barcode to see if the system can read it. If this does not work, then you can manually
enter the barcode value using the ‘Edit Barcodes” button on the ‘Batch Validation’ window.

When the window is displayed, any barcode values that were read will be pre-filled. You can then

enter the barcode value that is missing. You can also edit the other barcode value, although this should
ally not be required. P

normally req 1019 97

When you are done press OK. The window will be closed and all of the documents will be re-
vatidated.
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Note: For Double System documents, both bar codes must be entered, and both bar codes will be
validated against the Labels file. Consequently, if the document is not Labeled Double System, then

only one label is allowed to be entered. This insures that the two labels document image go together in
Content Manager.

301392
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2.5.6 Closing A Batch

You can close a batch by pressing the “Accept Batch’ button on the Scan application, or by selecting
the Batch/Close menu.

Before closing a batch all batch validation errors must be fixed.

If there is an error on a document that you can’t fix, you will need to remove the paper document from
the batch, and delete the document from the Scan application. You can then resolve the problem with
the document and rescan it later, in another batch.

Note that Page Count mismatches are warnings and you will be allowed to close the batch if the page
counts don’t match. All other errors must be fixed before closing the batch. If there are other errors
and you try to close the baich, you will get an error like the following:

2.6 Scan Log File

Many events from the Scan application are stored in the Scan log file. There is a file for each scanner
located in \\bocsvr1\e$\BOCFiles\LogFiles directory. The log file is specified in the environment
variable called BOC_SCAN LOG_FILENAME on each Scan station. To check the value go to
Control Panel / System /
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3 Other Ascent Capture Applications

3.1 Kofax Batch Manager Application
The Kofax Batch Manager application shows you a list of all batches that are in the Kofax database.

The window normally updates every minute, as long as it is the ‘active’ window with focus. If it does
not look up to date, click the mouse on the window and select the View/Refresh button to get the latest
list of batches.

It is normal to see one batch in the ‘Scan’ queue for each scanner. There may also be 3 or fewer
batches in the ‘Release’ queue. In the example below, there is a batch in the ‘Quality Control” queue
which means that an error occurred in Release.

If you see extra batches in the *Scan’ queue they may be ‘suspended’ batches. You’ll need to have a
Scan operator open the batch and close it.

If you see more than a few batches in the ‘Release’ queue it could mean that the Release program on
the server was not started or got an unexpected error.

If you see batches in the Quality Control queue, a user needs to open the batches, look at the errors, fix
the errors, ‘unreject’ the documents, and close the batch. When the batch is closed, it will go back 1o
the Release queue to be stored.

Since the batch is validated in Scan, Release should get errors only rarely or in case of server
problems.

BOL Dooument
BOL Document

Note: There are only three workstations that can Process a Quality Control Error batch, Scan A, Scan
B and KOFAX, the Release Server workstation

301394
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3.2  Kofax Release Application

The Release Module runs on a Server and stores the document into Content Manager. It looks for new
batches that have been closed by the scan application and ‘releases’ them (stores the to Content
Manager). After they are stored to Content Manager, the batches are deleted from the Kofax database.

It may run as a Windows NT/2000 service with no user interface, or it can be run on the desktop. It
looks like this:

Upaned batch “2002/05/21 891344, ¢lass “BOC Document”
Openad dooument 81, class "80C Document,” farm "BOC Document”!
Redeased document #1, Script #1 (BOC Kolax Release}

Closed batelhs “2002/05/27 (0812:44"

Opened batch "2002/05/21 69:16:34”, clazs "BOC Docurment™
Ogpened document #1, class "BOL Dogument,” foim "BOC Document”
Beleased documernt 3#1, Sonpt #1 [BOL Kofax Releass)

Closed batch "2002/05/21 0316:34"

Opensd batch "2002/05/21 0%1%13", clasz "BOC Document”
Opened document B, class "BOC Document,” form “BOC Docurmsnt’'
Feleased document §1, %m§§$1 ggt Kofax Releass)

H

The Release application does several things:
1) It validates all barcodes against the WIPSCAN table.
2) Tt stores the document to Content Manager.

3) It updates the Microfilm directories and rotates the image before copying it to the microfilm
directory. It also determines whether or not a document is a Microfilm replacement document or
not.

If Release gets an error, the batch is moved to the Quality Control Application which is deseribed in
the next section. o
J61390
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3.3 Kofax Quality Control Application (for Handling Exceptions)

The Quality Control application is used to process documents that got errors in Release. You can open
a docurnent in Quality Control from Batch Manager by selecting the menu item below.

‘When you select the “Process’ menu it will open the batch in Quality Control.

if there are & large number of batches in Quality Control, it is faster to start the Quality Control
application and process the batches from there because the Quality Control application doesn’t have to
be restarted for each batch that way.

301396
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The Quality Control application looks like this:

Esar 1 (pfax Rel (10 No valy.

3 Page? lmage 113 . RELERST OF MORTGASE

KBOM ALL MEH BY THESE PRESINTE:

Thut HAWRIL NATIOWAL BANK, a natdonal banking associavion, whone
prinoipal wifice snd post office address is #. O. Box 3740, Bonolulu,
City and County of HSopeluly, State of Hawaii, having vecdived ol
peymant of the obligationy mentioned in sod secured by that pertain

mrrtgage £0 1T mads by CLAVION M. KANTAKT and WAREN HAOMY KANZRKI,

busbeand and wifs,

dated Jenuary 31 L 1% B4, which said mortgege ls filsd in tha

offive of the Assisvent Regisirer nf the Land Court of the Stane of

Hawzil as Dogument WO, m—womomseew anti nored on Translfer Certificats

The error text is displayed in the ‘Document note’ at the bottom of the screen. In this case, the release
failed because there was no document number. It appears that this is the last two pages of another
document.

Normally, you wouldn’t see this type of error because the Scan application wouldn’t allow it to be
closed and go to the Release module.

If there were a system problem, you may get batches in QC. In that case, fix the system problem and
simply select all docs in the batch and use the ‘Document/Unreject’ menu to un-reject the documents.
Then, close the batch and the batch will go back to the Release module to be stored.

301397
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