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PURPOSE:
To provide instructions for adding the Scanner Issues form icon to the desktop.
OBJECTIVE:
· To provide the necessary direction to ensure that the correct Scanner Issues form icon is available so that the scanner can send accurate information regarding the scanner if an issue arises.
EVENT DRIVER:

· The scanning machine develops an issue and the scanner needs to send the Scanner Issues form to the Scanner Issues mailbox to alert ITG and EDM QC and the supervisor regarding the problem with the scanning machine.
PROCEDURES:

1. Open the Start menu box and select Computer option. (See Figure 1.)
Figure 1
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2. Select the S (Share) Drive. (See Figure 2.)
Figure 2
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3. Scroll down to the Scanner Issues Forms folder. (See Figure 3.)
Figure 3
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4. Open the folder and select the Scanner Issues form for the scanner being used. (See Figure 4.)
Figure 4
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5. Right click on the form and select Send to Desktop. (See Figure 5.)
Figure 5
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POLICIES / RELATED DOCUMENTS:

· None
OTHER PARTIES INVOLVED:

· None
TIME / VOLUME:

· Less than once per month/Thirty seconds.
FREQUENCY:

· Frequency depends upon the scanner machine assignment for each staff member.  If the staff member has not scanned on a particular scanning machine before, the Scanner Issues icon for that scanning machine would need to be sent to the desktop.
PERFORMANCE MEASURE:

· N/A
SYSTEM ACCESS REQUIRED:
· Windows XP or Windows 7
REPORTS / FORMS:

· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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