
Imaging/Scanning Procedures

8 AM]file:///C|/Documents and Settings/ruthie.tate/My...My Web Site/Imaging/Scanning Procedures/Home.htm (1 of 13) [12/9/2008 11:48:4

 
 

Click "Help" on the ImageNow Toolbar for shortcuts, definitions, toolbars, icons, and more.

NEVER TURN OFF YOUR SCANNER!

ImageNow software is used for scanning documents. ImageNow captures and manages data from e-
mails, reports, and non-image file format such as DOC and TXT. The entry point into ImageNow is 
the ImageNow toolbar, which is used to view, scan, process, and search for documents as well as 
peform administrative configuration and management tasks for the file system. Click on help, located on 
the ImageNow toolbar, to learn more. 
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The scanner should ALWAYS remain on. If the scanner is turned off:

Records that are to be scanned have specific preparation guidelines. These guidelines are established to 
protect the Scanner device itself and to provide the user with the most efficient process for document 
imaging and maintain a specific file structure.

Launch ImageNow

ImageNow 6 Login:

Preparing the Document

Scanning the Document

1.  Turn off the PC.

2.  Turn on the scanner.

3.  Turn on the PC.

●     When preparing documents for scanning, always remove all stables, paperclips, or any fastners of any kind.

●     Once the documents are unbound, seperate each sheet one at a time to ensure a single sheet feed during the scanning 
process.

●     Unfold all bent edges and flatten them. Any torn sheets may need to be taped.

●     Follow the guidelines above for proper grouping and order placement of the documents. When a group of documents 
have both standard and legal size sheets, be sure to note them as it will be necessary to scan them separately.

1.  Click/Open the ImageNow 6 icon. The ImageNow 6 screen appears. 

●     Be sure all posted notes are removed or secured appropritately. It may be necessary to put the posted note on the 
back of the document being scanned or put it on a blank sheet that is inserted after the document it was orginally 
applied: NOTE: Use the "Text" overlay function during the "QA" process to apply an explanation as to the 
posted note and its orgin.
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ImageNow Toolbar:

2.  In the User Name field, enter the username.

3.  In the Password field, enter the password.

5.  Place the document (s) to be scanned head down, face down, in the document feeder.

6.  On the ImageNow toolbar, click "Capture." 

4.  Click Connect to initiate the connection to the ImageNow Server. The ImageNow toolbar will display if you are 
successfully logged in to ImageNow.
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Scanning Profile:

ImageNow Screen:

 

 

7.  The "Select Scanning Profile" window opens. Use the drop down menu to select the appropriate profile for the 
document (s) being scanned.

8.  The Scan Preview window automatically displays during the scanning process. 

9.  After the document feeder is empty, the confirmation dialog box appears and displays: The document feeder is 
empty.Do you want to continue scanning." Click "Yes" to continue, or "No" if scanning is completed. If "No" is 
selected, the batch will close. (As the result of scanning, a batch is created)
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You can only Q/A a document if it has been marked in ImageNow as Scanned or Imported and the 
system acknowledges that it is ready for Q/A. Quality assuring documents takes place in the PowerView Batch 
Q/A Mode, and by default, the Batch Q/A toolbar displays in the bottom left corner of your window. Similar to 
all other ImageNow toolbars, you can move this Batch Q/A toolbar anywhere on the canvas and save 
that position. 

Whether you are quality assuring one page, a document (which may contain multiple pages), or a batch 
of documents, you can always use the Page OK button to mark it Q/A complete. If when reviewing a batch 
that the first few pages meet the standards you require, you have the option to Commit Batch, which 
approves all pages in the batch as Q/A complete. When a page does not meet your standards of 
quality assurance, you can discard and rescan, and it is not required that you discard a page before you 
rescan it. 

Follow the steps below:

ImageNow Screen

Quality Assure a Batch

Quality assurance (Q/A) in ImageNow is the process by which you verify that a document meets the 
standards of image quality that you require in order to store, view, and work with that document online. 
After you scan or import a single document or a batch of document objects, the first step in processing them 
is Q/A. The task of quality assuring a document in ImageNow means deciding, which pages to keep, discard, 
and if needed, rescan. 

Two other options on the Batch Q/A toolbar are Suspend Batch and Stop Batch Processing. When you 
suspend working on documents, you can then switch to Q/A another document or batch. When you stop 
working on documents, you end your Q/A mode session. However, anytime you complete a Q/A 
process, ImageNow alerts you. Note that quality assuring documents is not required in ImageNow but it 
is recommended. If you choose not to Q/A your documents, then ImageNow provides you an option to 
bypass this step and go directly to document linking. 

 

1.  After scanning is completed, to view and quality assure a batch, from the ImageNow toolbar, select and click 
"Batches."

2.  The batch opens in "ImageNow Viewer - QA" mode.
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Alternately, you can:

ImageNow Explorer Views Pane set to Workflow:

Linking a Document or Batch Using PeopleSoft

 

1.  From the ImageNow Explorer Views pane, click the "+" next to Workflow to view the expanded list of 
workflows. 

2.  Click the "+" next to a workflow to view the expanded list of queues in that workflow.

3.  Click on a Workflow queue to list the documents contained within that queue. 

4.  Double click on an item to open it for viewing and processing. 

1.  Double click on the PeopleSoft Icon to launch People Soft

2.  Login using your UserId and Password 
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Example of PeopleSoft Student screen:

3.  Enter information to search. Information displays. (The screen below is an example of a "student" information.)
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4.  Position the PowerView window and the PeopleSoft application record so they are both visible on your computer screen 
(you may have to adjust the size of the windows).

Note The entire host application record may need to be visible for linking to be successful. Resize 
the PowerView window if both the windows will not fit (only the Batch Link toolbar needs to be 
visible in the PowerView window).
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Batchlink Toolbar:

 

Workflow Toolbar:

 

5.  Click the Link icon  (gold key) in the Batch Link toolbar to create a link between the two systems 
(ImageNowand the PeopleSoft application). If the link is successful, the Batch Link Completed dialog 
box will display, or if you are linking a multi-page batch, the next page of the batch will display in the 
PowerView window. Repeat steps 3, 4, and 6 until the entire batch is linked and the Batch Link 
Completed dialog box appears, and then click OK.

6.  To complete the linking process, the document must be in the ImageNow Viewer Workflow mode. Click 

the Route Forward  icon to send the item to a subsequent queue. 

Note: If there is more than one possible subsequent queue, the Route Forward icon displays a 
menu of possible destination queues. Select a destination queue by clicking on it. 

7.  Click the Route Back  icon to send the item back to the queue from which it came. 
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ImageNow enables you to quickly search for and view linked documents. The View icon initiates a search 
of records that have already been view-enabled (linked) by PeopleSoft. The search takes information 
from PeopleSoft and cross-references it with records linked and stored within ImageNow. The Document 
Search grid will display any documents found that match the DocKeys defined in PeopleSoft.

Notes: 

Note: The Route Back icon is only available if the route back option is enabled for the queue. 

Viewing a Document 

1.  Open the record inside PeopleSoft against which you want to view documents. 

2.  Open ImageNow Client, then on the ImageNow Client control bar, verify your applet name, and 

then click the View  icon. 

�❍     The applet determines which defined DocKeys are searched within PeopleSoft. 

�❍     When you are finished viewing a document, simply close the PowerView window. You do not 
need to click Save. 

�❍     If multiple matching documents are found (different document types for the same record), 
the matches will be displayed in a list in the Document Search grid. Double-click the 
selected document that you want to view. A copy of the document is opened and displayed 
inside PowerView View Mode. 


