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1.1 Purpose 

This document is a guide for usas who will be scam@ d o c m m ~  as well as users who will be 
monitoring the Kofax Ascent Capture System. 

Kofax Ascent Capture is a product h t  works with the Scanners to scan documents, read barcodes, 
validate documents, and then e v e n m y  store the documents in Content Manager so that they can be 
retrieved by BOG 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 Content Managm, 
instead they are scanned into the Kclfax Ascent Capture database an the \\BQCSVRl Windows 2000 
server. 

The 'Release' program runs on a server and takes the batches created by the Scan application md 
stows them to Cantent Manager. It also updates the W S C A N  table and writes the stored inrages to a 
fiIe server used by atbe Microfilm application. 

Otber applications include 'Batch Manager' and 'Quality Control'. Batch manager allows you to see 
which batches are in the database. Batches with errors f ioa Release go to the Qdi ty  Contra1 
application. 

The document is located in in \bocswl\d$V30C CustomizationsUDocumentationVBOC Kofax Scan 
User Guidedoc 

Ofher Useful Documeats to review we: 

Fujitsu 40993) Scanner Users Manual 

Kofa Users Manuaf 
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2 Kofax Ascent Capture Scan Application 

Kofax Ascent Capture is a set of app1ications that are vsed to scan, validate, and store images. This 
section primarily discusses the Scan application. 

2-2 Batch Prepatatian and Batch Cover She& 

Batch Prepasation is the most important step in the scan process. Doing a good job at batch 
p r e p d o n  will make the scan process m smoother and will fieip ensure that dl documents and pages 
me scanned correctiy* 

During batch prqmtion tke following should be done: 

- Remove Staples from Documents 

- Place Barcode labels on documents 

- Photocopy my poor quality pages 
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2.3 About fke Scanner 

Tbe power button is on the front of the scanner. 

If the scanner gets an error (paper jam, etc) press the blue cancel b u m  on the front ofthe scanner to 
clear the error. 

There is a folder called 'Fujitsu 4099 rloc 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 Applkatian 

Click on the 'Scan3icon 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' wbich is a copy of the documentation 
CD for tbe scanner. 
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2.5 Scanning a Batch of Docuwnis 

First, load your paper in the scmer. The first page mush have a b a d e  on it. Pages should be face 
up with the top of tbe page away k r n  you. 

Kyou haven't done so already, start the Kofm Scan application using the ' S G W  icon on the desktop. 
The following window will be displayed. All you need to do is select your initials &om the 9 ~ c a n  

Operator' list and press Scan. At that point, it will start s c h 8  paper until it rms out of paper. 

4. * Q  3 ~ n d S  
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2.5.2 Edirirrg a Bad& 

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

T r n -  LIm1mm W W A I f  r fiffi 
P.0. BOX 3408 

W l e  you are viewing documents you can: 

Use the PagtIReplace menu to rescan a single page and replace the selected page. 

Move pages 6th the mouse 

Use the PagelSpfit Document button to force a page in the middle of a document to become the ftrst 
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 9~ocument/Combiie' menu to combine 
oadtiple documents into a single document containing the pages of dl selected documents. 

You caa deiete the entire batch, a docurnen& or a page. mere are many other options for the Scan - 

application. Refer ta the K o f a  documentation for more details. 
3 0 1 3 9 7  
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There are two new buttom added to the left window. 

Ues the Replace Page battan which executes the m m ~  items Page I Replace, without having to 
navigate through the meau items. There must be a page selected first, or it will do nothing. 

Use the Load Scan Prome which just executes the menu items Scan / Profiles, rather than having to 
nm it from the Menu, and the various scanner profiles are disptayed for you to pick  om. This makes 
it easy to change the Brightness setti~gs that are already set for the Users. 

Note: The default scan profile, BOC Documenf win always re-load when a new batch is created. 
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After s c d g  the document, press the Validate Bateb button. This will display a window containing 
a list of documents, the b m d e  values, and my validation errors as shown below 

gyou position the Batch Validation window toward the bottom of the screen, as you select different 
documents in the Batch Validation window the document will automatically be displayed in the scan 
application, making it easy to validate bas codes. 
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The 'ReValidate' button can be used to revalidate the documents if you change something outside of 
fhe 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 Rescau 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 e m r  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 lhe wind~w is Glled 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 e m r  message which indicates if a document is sc-4 twice within the same batch. 

3 0 1 3 Y f ~  
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2.5.5 Editing Barcode V d w  

The Wit Barcodes.. .' button allows you to manusrlly enter barcode v h s  for barcodes k t  could not 
be read by the system. 

In the example above, document 1 is a Doubie System document. However, the Scan application only 
read one of the barcodes and thus gets a validation emr. At this point you should fast try to rescan the 
page with the bascode to see if the system can read it. ]I% this does not work, then you carn manually 
enter the barcode vdue 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 cm also edit the other barcode value, although this should 
nomally not be required. 

When you are done press OK. The window will be closed and all of the docuna.ents will be re- 
validated. 
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Note: For Double System d o c ~ ~ ~ m t s ,  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 lhat the two labels document image go together in 
Content Manager. 
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You can close a batch by pressing the 'Accept Batch' brrtton on the Scan application, or by selecting 
the Batchi'Close menu. 

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

If there is an error on a document that you can't fix, you will need to remove tbe papex 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 Comt mismatches are warnings and you will be dowed to close the batch if the page 
counts don't match. MI other e m s  must be fixed before closing the batch. If there are other errors 
and you try to close the batch, you will get an enor tike the following: 

2.6 Scan Log FiIe 

Many events corn the Scan application are stored in the Scan log file. There is a file for each scanner 
located in \\bocsvrl\e$V30CFilesVx,~iles directory. Tbe log file is specified in the environment 
variable called BOG-SCAXLOG-FTLENAME on each Scan station. To check the value go to 
Control Panel / System / 

May 28,2002 A~chivers Users Guide Page 13 



Archivers Usem Guide 

3 Other Ascent Capture Applications 

3.1 Xofax Batch Manager Application 

The Kofa  Batch Manager application shows you a list of d l  batcbes that are in the Kofax database. 

The window n o d y  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 Viewkfresh button to get the latest 
Iist of batches. 

It is nomai to see one batch in thi: 'Scaa' 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 m r  occurred in Release. 

If you see extra batches in the 'Scan' queue they may be 'suspended' batches. You'll need to have a 
Scan operatar open the batch and close k. 

If you see mare 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 b&h. When the batch is closed, it will go back to 
the Release queue to be stored. 

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

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

3 0 1 3 9 4  
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The Release Module m s  on a Server and stores the document into Content Mmger. It looks for new 
batches that have been closed by the scan application and Veleases' them (stores the to Content 
Manager). After they are stared to Content Manager, the batches are deleted from the Kofa database. 

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

The Release application does several things: 

1) It validates dl barcodes against the WPPSCAN table, 

2) It stores the document to Content Manager. 

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

If Release gets an error, the batch is moved to the Quality Conlroi Application which is described in 
the next section. 
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The Quality Coatroi application is used to process dwments that got mom in Release. You can open 
a document in Quality Control %om Batch Manager by selecting the menu item below. 

When you select the 'Process' menu it will open the batch in Quality Control. 

If there we a large number of batches in Quality Control, it is faster to start the Quality Control 
application and process the batches Erom there because the Quality Conk01 application doesn't have to 
be restarted for each batch that way. 

3 0 3 3 9 6  
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The Quality Control application looks like this: 

m-2 03 W R M  

KB#111 u.2, XEEl BY THPISE m m :  

Thmt K A W X  N&Z!XWaL BbB%C, e natUxxiL b a a W  as-htioa, *%* 

primips1 =*f ie@ and wsF 0ffim addEct9a I s  P. 0- Box 3740, 8onolulu, 

City ana Comoty cf i b ~ ~ l u l a t  9iate eI BauLiL, heving r*eclpiuf Cull 

d a m  January 21 . 1 9 A ,  *hioh said mrzgaqw Is fiL& is the 

ogfid* uf t h e  Abeirtdni: Registrar of the Land Doucf oL the state at 

The ertor text is displayed in the 'Document note' at the bottom o f  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. 

Nomally, you wouldn't see this type of error because the Scan appfication 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 dl docs in the batch and use the 'Documen~nreject' menu to un-reject the documents. 
Then, close the batch and the batch will go back to the Release module to be stored. 
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