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PURPOSE:
To provide instructions for scanning marriage licenses filed with the Clerk of Court.
OBJECTIVE:
· To provide the necessary direction to ensure that the images of the marriage license and associated documents are clear and complete.
EVENT DRIVER:

· Completed marriage licenses are received in Recording Services.
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 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. Cleaning logs are also available at S:/COC/IMAGING/Cleaning Logs if you need to print extra copies. 

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 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. The test batches for the Truper scanners also include a legal-size sheet which should be scanned as part of the test batch. Scan the test batch each day after cleaning and 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 desktop icon. (See Figure 1)
Figure 1 
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2. The Create Batch screen will open. (See Figure 2)
Figure 2
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3. Select Marriage License from the Batch Class field drop down list. (See Figure 3)
Figure 3
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4. Copy the batch name you have entered in the Batch Name field in the Batch Log. Copy by using Ctrl+C or right click and select Copy (See PRO-EDMQC-1017: the Batch Log Application.)
5. Paste the batch name into the Name field in the Create Batch screen using Ctrl+ V or right click and select Paste. (See Figure 4)
Figure 4
[image: image4.png]Name: 'MLO04 CCC 05/07/14.

Documents perbatch: 0





6. Fan the batch to make sure no loose staples are in the batch, and no documents are stapled together.
7. Click Scan.
TIP: 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. Audit each page to ensure the images are clear and legible. Use the Enter key to scroll through the batch. (See Figure 5)                              
Figure 5
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2.  Check for:

A. Clear images
B. No lines or redacted areas

C. No skew

D. Legible marriage license numbers


3.  Check that the license matches the affidavit.

4.  Check for documents that may need to be split in two.

A. Use the Enter key to scroll through the images in the Batch Contents window


B. Focus on the Batch Contents window, not on the large image.
C. Split any document that contains more than one marriage license.

a. Highlight the license where the new document begins
b. Right click for a menu
c. Click on Split Document (See Figure 6)
Figure 6
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5. Verify that the document count in Kofax matches the count on the batch slip. Resolve any discrepancies between the counts.
6. Fill in the document and page counts fields on the Batch Log with the document and page counts from Kofax.
7. Close the batch using the Close Batch button. (See Figure 7)
Figure 7
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IV. Validation:
1. Open the Validation Queue by clicking on the Validation icon. (See Figure 8)
Figure 8
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2. Highlight the batch to be validated, and click OK.  (See Figure 9)
Figure 9
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3. Compare the Marriage License number on the image to the number in the index field labeled License #. 
A. If the number is incorrect or missing, type in the correct number. 
4. Press Tab. 
5. Any field that is underlined must be filled in.   
A. Compare the names and dates on the keywords with the names and dates on the license. 
B. If the marriage date is not filled in, add the date as it appears on the marriage license. Update the marriage license database after validation is complete. 
C. If a recorded date is not filled in, add today’s date. Record these licenses in the marriage license database after validation is complete.

6. Once all fields have been filled, press Tab again. 
7. Press Enter. The program will roll over to the next document. (See Figure 10)  Click Yes.
Figure 10
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8. After the final image in the batch has been verified, click Yes to close the batch. (See Figure 11)

Figure 11
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9. Validate your batches as soon as possible. Do not allow batches to stay in Kofax validation for longer than three days after scanning.

V. Options for correcting images:
1. Replace an image/page

A. Highlight the page in the Batch Contents 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) in the Batch Contents Window
B. Right click for menu
C. Click Delete
TIP:  More than one page may be selected at a time. For consecutive pages, hold down the Shift key, and click to highlight the first and last pages. The pages in between will automatically be highlighted.  For pages randomly placed, hold down the Ctrl key, and click on the pages you wish to delete.
3. Insert an image/page

A. Highlight the page in the Batch Contents window after which 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 
VI. Multifeed Function:

The scanners will stop for a thick or taped sheet, like returned mail, or if more than one page passes through the scanner at the same time. To process multifeeds on the Kodak Truper 3600/3610 Scanner:
1.
For multifeeds with taped documents:


A. Confirm that no pages have dropped from the exit opening onto the tray
B. Press the Clear/Ignore Multifeed button once to release the pages caught in the exit opening
C. Press the Clear/Ignore Multifeed button again and hold until the light blinks

D. Return all pages that need to be rescanned to the feed tray
E. Click the multifeed message on the monitor to continue scanning

2.
For multifeeds where two or more pages go through the scanner at once:

A. Confirm that no pages have dropped from the exit opening onto the tray
B. Press the Clear/Ignore Multifeed button once to release pages caught in the exit opening
C. Return all pages that need to be rescanned to the feed tray.
D. Click the multifeed message on the monitor to continue scanning.

VII. Checking Batches in OnBase: 
Always verify that the batches are in OnBase after being scanned. Batches will usually be available in OnBase about fifteen minutes after closing the batch.

1. Open OnBase Thick Client. (See Figure 12)

Figure 12
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2. Select Marriage License under Document Type Groups. (See Figure 13)

Figure 13
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3. Enter today’s date in the From and To fields in the Dates section. (See Figure 14)

Figure 14
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4. Copy the batch name in the EDMS Batch Log using Ctrl+C (or right click and select Copy) then paste it to the Batch Name keywords field using Ctrl+V (or rght click and select Paste).
5. Press Enter or click Find. (See Figure 15)

Figure 15
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6. 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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7. To check the number of documents, highlight the first document, hold down the Shift key with the down arrow key to the last document on the list. A count of the documents will appear at the bottom left corner of the window. This count must match the number of documents on the batch slip.
8. 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 documents missing, contact EDM QC by sending a message to the ECR Hotline at ECRHotline@mail.maricopa.gov.
After confirming that all the documents are in OnBase, add your initials to the OnBase field in the EDMS Batch Log.

V. Reporting Scanner issues:
1. To report a scanner problem (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 17)

Figure 17
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1. Location Info TTT CSC-ML M5669 P8529 Truper 3600

2. SupervisorInfo  Cheryl Marzella CSC-ML 506-3249

3. Scanner Issue  |Message - roller cleaning - needs to be reset *|

4. Additional Info

5. Have you shut down, then turned on scanner and PC>  Yes [] No

6. Areyou able to continue scanning? Yes[J No

7. Is there another scanner you can use? Yes[J No

« Select File, then send as an atfachment to an email
+ If necessary, add a screen shot 1o the body of the email
+ Address the email like this:

To: €OC Scanner Issues
ce: Your Supervisor
Subject:  Scanner AAA, BBB, CCC..




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:

· Recording Services Staff
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
· ML2000

· 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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