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PURPOSE:

To provide instructions for scanning paper documents filed with the Clerk of Court.
OBJECTIVE:
· To provide the necessary direction to ensure that the images of the scanned paper documents are clear and complete and contain legible file stamps and case numbers.
EVENT DRIVER:

· Paper documents are filed at the File Counters.
PROCEDURES:
I. Cleaning and Maintenance

1. To obtain clear images, the scanner must be cleaned regularly.  Always use the cleaning products supplied by your supervisor or EDM QC staff.  Never clean the scanner with any cleaning products from home, such as Windex. 
2. Each scanner is assigned a blue binder that contains cleaning instructions, procedures, and logs. If your scanner doesn’t have a blue binder, ask EDM QC for assistance.  Cleaning logs are in the blue binder. Follow the schedule for each day of the month on the log. 

3. The person who turns on the scanner each morning is responsible for performing the daily cleaning. Follow the daily cleaning log and initial the log where indicated.

4. Clean more frequently if problems occur, such as lines on documents, misfeeds, or barcodes not reading properly. If you have performed additional cleaning and the problem has not been resolved, contact the ITG Help Desk at 506-6077 for assistance, or email a Scanner Issues Form to COC Scanner Issues or COC JUV – Scanner Issues and copy your supervisor.

5. EDM QC has provided a test batch to each of the scanning areas. The test batches consist of a barcode, two Target Test Sheets, and a return mail form. Scan the test batch each day prior to scanning, using the default batch name as it appears on the Create Batch Screen (today’s date and time). 
II. [image: image1.png]


Scanning
1. Open Kofax by clicking on the icon (see Figure 1) on your desktop. 
Figure 1 
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2. The Create Batch screen will open. See Figure 2.

Figure 2
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3. The Batch Class field is a drop down list.  See Figure 3.
Figure 3
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4. Select the correct batch class from the drop down list. Most scanning areas will only use one of these batch classes. A few areas may use more than one batch class. 
· Criminal Sentencing ME: (Sentencing Minute Entries only)

· GRAND JURY Documents: (Grand Jury Staff only)

· Inactive Document Batch Scanning: (CSC Staff)

· JUV Sealed Doc Batch Scan: (Juvenile Court only) 
· 240 DPI Juvenile Scanning or 300 DPI Juv Scanning Conv: (Juvenile 
Court only)
· Juvenile Sentencing ME: (Juvenile Court only)

· Marriage License: (for Marriage Licenses only)

· 300 DPI Priority Barcode – A or 240 DPI Priority Barcode – A1: (the 
majority of Adult Court documents are scanned in these batch 
classes) 

· Sealed Document Batch Scan: (D&C only)

5. Highlight the batch name entered in the Batch Name field in the Batch Log and copy using Ctrl+C on the keyboard or right clicking using the mouse and selecting Copy.  (See PRO-EDMQC-1017: Completing the EDMS Batch Log.)
6. Paste the batch name into the Name: field in the Create Batch screen using Ctrl+ V or right clicking using the mouse and selecting Paste. See Figure 4.
Figure 4
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7. Enter the Received Date: field using the MM/DD/YYYY date format. (Use the date entered on the batch slip.) See Figure 4.
8. Enter the Machine ID: field by typing the scanner letter (i.e. QQQ) or using the drop down list. See Figure 4.
9. Enter Your Initials: field with your initials. Use three initials. See Figure 4.
10. Page through the batch of documents to make sure that no documents are stapled together. Fan the batch to make sure that no loose staples are in the batch.
11. Check the barcode sheets for streaks or lighter areas.  If there are streaks or lighter areas, return batch to the area supervisor to have the barcodes reprinted.
12. Click on Scan.
· If you’ve misnamed a batch, don’t rescan it.  Instead, change the name of the batch as it appears in the Batch Log to match the name as it appears in OnBase. 
III.  Quality Control Review
1. Perform page by page audit to ensure legible, clear images with a complete file stamp and case number.  See Figure 5.                              
Figure 5
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A. Use the Enter key on the keyboard to inspect each image page in the batch.  

B. Look at the first page of each document.  Check that there is a case number and file stamp. 

· If you notice any problems with the file stamp or case number, remove the document (documents) from the batch and give to your supervisor after the scanning session.  Delete the image from the scanning program and add the information in the Documents Removed section at the bottom of the batch slip.
Note:  Sometimes a document contains an attachment that is a copy of a previously filed document.  Don’t be confused in thinking that this is a second document.  If you have any questions, ask your supervisor.
C. Check each page for lines or skews.
2. Perform the Document Split audit to ensure that each document has split at the barcode sheet.  This prevents documents from being misfiled because they are attached to another document.
A. Review the documents again, this time focusing in the Batch Contents window.  Be sure that every document has split correctly. 
B. If necessary, split the document at the barcode. 
a. Right click on the barcode
b. Select Split Document.  
C. There should be no barcode sheets in the middle of a document.  See Figure 6. 

Figure 6
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· NOTE:  An efficient way to perform this check is to use your mouse to scroll back up through the batch slowly, reviewing the Batch Contents window for any document images with two barcode sheets.

3. Perform first page audit to ensure each document has a first page with a file stamp and case number.
A. Split the viewer screen. Go to View / Layout on the Menu Bar. Select the Two Columns icon. See Figure 7.
Figure 7
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C. To quickly change the screen view from single-screen to double-screen, and back again, click on the Toggle option on the lower menu bar in Kofax. See Figure 8.
Figure 8
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D. Double click on the Batch icon in the Batch Contents window.  See Figure 9. This will collapse the batch.
Figure 9
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E. Double click again on the Batch icon and the document image icons will appear.
F. Using the Down Arrow on the keyboard, review each document to ensure that there is a barcode in the left screen and the first page of the document in the right screen. See Figure 10.
Figure 10
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4.  Verify that the count in Kofax matches the count on the batch slip. Resolve any discrepancies between the counts.
5.  Fill in the document and page counts on the Batch Log with the document and page counts from Kofax. 
6.  Close the batch using the Close Batch button. See Figure 11.
Figure 11
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IV. Options for correcting images:
1. Replace an image/page 
A. Highlight the page on the left side of the window.

B. Right click for menu.

C. Click Replace.
D. Place page in scanner (automatically rescans).

2. Delete an image/page 

A. Highlight the page(s) on the left side of the window.

B. Right click for menu.

C. Click Delete.
TIP:  More than one page may be selected to be deleted at a time. For consecutive pages, hold down Shift  key, then click to highlight the first, then the last page.  The pages in between will automatically be highlighted.  For pages randomly placed, hold down the Ctrl key, then click on the pages you wish to delete.
3. Insert an image/page

A. Highlight the page/image on the left side of the window to insert after where you want the inserted page to appear. For example, if you want the inserted page to appear after page 7, highlight page 7.

B. Right click for menu.

C. Click Insert.

D. Place page in scanner (automatically rescans).

4. Combine a document (Use this process if a document splits in the middle, resulting in two documents instead of one.  Use the Combine function to combine the pages back into one document.)
A. Highlight all the pages of the first and second document.

B. Right click for menu.

C. Click Combine.
5. Rotate an Image
A. Highlight the image.  
B. Right click for a menu.
C. Click Rotate and Save.
6. Drag and Drop (Use this process to relocate pages)
A. Left click on the page and hold down.

B. Drag the cursor to place the image in the correct spot. 
C. Release.
V. Multifeed Function. The scanners will stop if the sensors detect a thick or taped sheet, like returned mail, or if more than one page passes through the scanner at the same time. 
1. Processing Multifeeds on the Kodak i4650 scanner:
A. For multifeeds with taped documents like returned mail: The image on the screen will show the page where the multifeed occurred. 

a. To accept this image and continue scanning, click Accept.  

b. The page will automatically be released.
i. The taped page MUST be followed by a single sheet of paper

ii. If the page with the taped item is the last page in the batch, place the batch slip at the back of the document.

iii. Press the Start/Pause button on the scanner to send the page 
through.

iv. Delete the image of the batch slip before closing the batch.
B.  For a true multifeed, where two or more pages go through the scanner at once: the image on the screen will show the page where the multifeed occurred. 

a. Check that no pages have dropped from the exit opening onto the exit tray. 

b. Return all pages that need to be rescanned to the feed tray. 
c. Click Rescan to continue scanning.
2. Processing Multifeeds on the Kodak Ngenuity 9125  scanner:
A. For multifeeds with taped documents like returned mail: The image on the screen will show the page where the multifeed occurred. 
a. To accept this image and continue scanning, press Multifeed Ignore once. 

b. The page will automatically be released.

B. For a true multifeed, where two or more pages go through the scanner at once: the image on the screen will show the page where the multifeed occurred. 
a. Check that no pages have dropped from the exit opening onto the exit tray. 

b. Press F2 button on the scanner to release the pages caught in the exit opening.
c. Return all pages that need to be rescanned to the feed tray. 
d. Press Clear/Restart to continue scanning.
3. Processing Multifeeds on the Kodak Truper 3600 or 3610 scanner.
A. For multifeeds with taped documents like returned mail: Check that no pages     have dropped from the exit opening onto the exit tray. 
a. Press the Clear/Ignore Multifeed button once to release the pages caught in the exit opening. 

b. Press the Clear/Ignore Multifeed button again, and hold until the indicator     light blinks green. 
c. Return all pages that need to be rescanned to the feed tray. 
d. Click the multifeed message on your monitor to continue scanning. 

B. For a true multifeed, where two or more pages go through the scanner at           once: check to make sure that no pages have dropped from the exit opening      onto the exit tray. 
a. Push the Clear/Ignore Multifeed button once to release the pages caught      in the exit opening. 
b. Return all pages that need to be rescanned to the feed tray. 
c. Click the multifeed message on your monitor to continue scanning
VI. Checking Batches in OnBase
1. After your batch is closed it will usually be available in OnBase within fifteen minutes.  Always verify that the batches have released to OnBase after you have scanned them.
A. Open OnBase Thick Client. See Figure 12.
Figure 12
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B. In OnBase under Document Type Groups click on COSC-A. See Figure 13.
Figure 13
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C. Enter today’s date in the From and To boxes in the Dates section. See Figure 14.
Figure 14
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D. Highlight the batch name in the EDMS Batch Log. Copy it using Ctrl+C (or right click to select Copy) then paste it to the Batch Name field in the Keywords in OnBase using Ctrl+V (or right click to select Paste). Press Enter or click on Find. See Figure 15.
Figure 15
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E. The Document Search Results window opens. If the batch was processed successfully, the documents just scanned will be displayed there.  See Figure 16.
Figure 16
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F. To check the number of documents, highlight the first document, hold down the Shift key and arrow down to the last document on the list.  A count of the documents highlighted will appear at the bottom left corner of the window.  This count must match the number of documents on the batch slip.

G. If some or all of the documents in the batch do not appear, try the search again in a few minutes. If there are still missing documents contact your supervisor or EDM QC.

H. After checking the batch in OnBase put your initials in the OnBase field in the EDMS Batch Log.  
V. Preparing Box Label and Batch Log Report:
1. Each scan box must have a box label: 
A. Labels can be printed from F-EDMQC-1018 on the Controlled Document Index. 
B. Fill out the Scan Date, Scanner letter, Box range, Batch range, and the initials of each person who scanned that day. Insert the label into the plastic sleeve on the front of the scan box.
2. Print a Batch Log Report for each box: 
A. From the EDMS Batch Log, select Reports, then Batch Log Report.

B. Fill in the Scan Date – From and To fields, the Scan Location, and Box Number-From and To fields. 
C. Each box must have its own report. If there are 2 boxes, create a report for Box Number From 1, To 1, and a second report for Box Number 2 to 2. Place the printed report behind the box label in the plastic sleeve on the front of the scan box. See Figure 17.

Figure 17
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VI. Reporting Scanner issues:
1. To report a scanner problem (the machine is not operating properly), complete a Scanner Issues Form for your scan station, and send it as an attachment to COC Scanner Issues.  Copy your supervisor.  See Figure 18.
Figure 18
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2. Scanner Issues Forms are installed as shortcuts on your desktop. The original documents are located on the S drive under S:\Scanner Issues Forms.

POLICIES / RELATED DOCUMENTS:

· PRO-EDMQC-1016: Document Preparation
· PRO-EDMQC-1017: Completing the EDMS Batch Log
OTHER PARTIES INVOLVED:

· Filing counter staff
· Sorting staff
· Docketers
· Preppers
TIME / VOLUME:

· Approximately 20 minutes to one hour, depending upon the size of the batch being scanned.  Volume varies.
FREQUENCY:

· Daily
PERFORMANCE MEASURE:

· Documents scanned
· Scanning errors for 500 audited images per month
SYSTEM ACCESS REQUIRED:
· OnBase
· Kofax
· Batch Log
· Outlook
· S:/COC/IMAGING/Cleaning Logs. 

REPORTS / FORMS:

· EDM Batch Log
· Scanner Issues Forms
· Cleaning Logs
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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