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Login
1. When you log on to a Kofax Capture V11 server you will be prompted for your Capture
credentials. This should be your scan station name for the User ID and no password.

Kofax Capture - Legin X
Liser ID: [ITSSCAN| |
Password: | |

[#] Remember User ID

OK Cancel Change Password
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Scanning
1. Click on the Windows Start button to bring up the Start menu. Then click on the Scan icon to
open the Scan module.
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2. When the Create Batch window opens click the dropdown to the right of the Batch class field.

Create Batch X

General Totals Scan

Batch class: [ AA Backdile Fied Pages YL\\Jf — B
Description:
Name: [3/372021 11:20.03 M |
Description: | |
Pagesperdocument: [0 &) Documertsperbatch: [0 %] Pages per baich: [E
Batch Fields:

Sen [ OK | Cancel | Hep |

3. Using the scroll bar select the batch class that you’d like to scan.

Create Batch X

General Totals Scan

Batch class: AA Backiile Fixed Pages | Priorty: 5 |34
Fesciint: Insurance - Smplex "~

Name: irwoice - Mipge Smplex w S Sit
- Search
Description: Invoice Process - Bectronic

Pages per document: |MOU One Page -Simplex batch: 0 5‘]
Muiti Page Duplex - NonlD

< Muti Page Simplex - NonlD
Buich Ficki Mutipage Duplex w Sep Sheets
Mutipage Smplex w Sep Shests

One Page Smplex - NonlD
Payrol - Duplex

Payroll - Mkpg Simplex w S Sht
Payrol - Multipg Dplx w S Sheet

PS - Multipage Duplex w 5 Sheets

Purchase Card Fixed Pages

Purchase Card Ms vy —
T Cancel | Hep |
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4. Click the Scan button.

Create Batch x

General Ta.ﬁlb‘um

Bachcass: One Page -Splex v Poa: [ fE]
Descripton:
Name: [3/372021 11:2039 AM |
Descption: | ]
Pages per document: Documents per batch: Pages per batch:
Batch Fiekds

[ I e [ e |

5. The scanned document will appear in the Scan module window.

3/3/2021 11:20:39 AM - Kofax Capture Scan

Scanned

Document

Example
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If you need to add a single document to the batch insert the page into the scanner then click the
Scan button.

EEEE Y 1] R 3/3/2021 11:20:39 AM - Kofax Capture Scan - o x

LQ- Scanned

Document

Example

If you need to add a multiple documents to the batch insert the pages into the scanner then
click the Scan All button.

EEET Y B 3/3/2021 11:20:39 AM - Kofex Capture Scan - o x

it

< e hszmwnons | Rl 0D coner rofes: e Pae - Sepe Ve

LQ- Scanned

Document

Example
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When you have completed scanning documents click the Close button.

: TR 20N 3/3/2021 11:20:39 AM - Kofax Capture Scan
] Scanned
Document
Example
B
S

When prompted to close the batch click Yes.

Kofax Capture Scan X

0 Are you sure you want to dose this batch?
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10. When returned to the Create Batch window click cancel.

Create Batch *
General Totals Sean

Batch class: |One Page - Smplex | Proy: S
Description:

Name:
Deseriptien: [ [
Pages per document: Documents per batch: Pages per batch:

Batch Fields:

s [[ o J[ coe J[ b |

11. To exit the Scan module click the Kofax Button in the upper left corner of the window.
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12. Click Exit on the dropdown menu.

a Create Batch
E] Qpen Batch
§ Delete Batch

O Suspend Batch
4) Close Batch
eruw Batches
g Batch Properties

11
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Validation

13. Click on the Windows Start button to bring up the Start menu. Then click on the Validation icon

to open the Validation module.
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14. When the Open Batch window appears select a batch to validate then click OK.

Open Batch (1 batch) X

HName Class Date &Time 1 Status Priority

Mumber of documents: 1 Mumber of pages: 1

TN RN R

15. When the batch opens click in one of the fields to enter ID information (in this example the
Student ID field is used).

3/3/2021 11:20:39 AM - Kofax Capture Validation

Scanned
ot Document
Example




16. Press the Tab key to tab out of the field and to auto-populate what can be auto-populated for

FileNet P8 Configuration Information

the batch (Student ID in this example).

385006

2

3/3/2021 11:20:33 AM - Kofax Capture Validation

X OnePage -Simp

[

Fak

Index Fields
SSN:

Document Type:

Brth Date:

(19591228

s o~

Comments:

|

Scanned

Document
Example

Document

Example

14
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18. Select a Document Type from the Document Type list.

19.

3/3/2021 11:20:39 AM - Kofax Capture Validation

[rraim i

Document
Example

e
P — Scanned
e Document
Comes: [BorsRComend ]

Example

15
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20. When all information has been entered click the Close button to close the batch.

3/3/2021 11:20:39 AM - Kofax Capture Validation

Scanned

Document
Example

T

21. When prompted to save data before closing document click Yes.

Kofax Capture Validation *

A Save data before closing document?

I T

16
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22. When returned to the Open Batch window click Cancel.

Open Batch (0 batches) *
Hame Class Date & Time | Stats Priority

Description:

‘Number of documents: o MNumber of pages: 0

Coot o ]l A e e

23. To exit the Validation module click the Kofax Button in the upper left corner of the window.

o X

17
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24. Click Exit on the dropdown menu.

18
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Batch Manager

Batch Manager can be used as a one-stop application to scan and validate without having to go into the

individual scan and validation modules.

1. Click on the Windows Start button to bring up the Start menu. Then click on the Batch Manager

icon to open the Batch Manager module.
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When Batch Manager opens click the Create Batch icon on the upper left corner.

:§ e &) Kofax Capture Batch Manager - 0o X
Home | RemoteSite  View -

= =N
1 Nl
| |

Create Batch (Ctri+N) e &Time Queue | | Status Station D Priority | Document count | Page count Batch ID.
| =3 Create 3 new batch

Filter Batches X

Add Critera v [0 Enable filtering Help

For Help, press F1

When the Create Batch window opens click the dropdown arrow to the right of the Batch class
field then select the batch class.

Create Batch *

Gereral Totals Scan

Batch class: A7 Backiile Fived Pages w | Priorty: ‘5 =
» HR Requisiton Record ~
Description: Insurance - Simplex

Invoice
Name: Invoice - Backfile w Sep Shests
Invoice - Mitpge Smplex w 5 Shit F
Description: Invoice - Search |
Invoice Process - Biectronic -
Pages perdocument; | Manual Checks batch 0 2
MOU One Page -Simplex

Ficlds: Muti Page Duplex - NonlD
Betch Feids Muti Page Simplex - NonlD!
Mhitipage Duplex w Sep Sheets
Muttipage Simplex w Sep Sheets
Non Specfic - Non 1D

One Page - Duplex

One Page Duplex -

One Page Smplex - NonlD

Payroll - Duplex

Payral - Mepg Simpiex w 5 Sht

Payrol - Mutipg Dpbe w S Shest

Payroll - Simplex

President Gpeeches

PS -

P35 - Multipage Duplex w 5 Sheels

PS5 - Multipage Smplex w S Shest

PS - Smplex

Purchase Card - Backfie

Purchase Card Feed Pages b
[sEE Close Help

20
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4. Once the batch class has been selected verify the batch class then click Save.

Create Batch b4

General Totals Scan

Batch class: One Page - Smplex | Priotty: |5_|$|
Description:

Name: [3/272021 20448 P |
Description: | |
Pages per document: 1 = Documents per baich: 0 B Pages per batch: [
Batch Fields-

5. Click Close.

Create Batch *

General Totals Scan

Batch class: One Page - Smplex «| Prioty: |5_|e|
Description;

Name: [3/2/2021 40509 P |
Description: | |
Pages per document: 1 B Documents per batch: 0 = Pages per batchr [
Batch Fields:

I Save I %E Help

21
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6. When returned to the main Batch Manager window select the batch just created then click the
Process button in the upper left corner.

Name: Process Batch (Ctrl+R)
e 3 Send the batch to the next

Filter Batches. x

7. Insert the document into the scanner then click the Scan button.

3/3/2021 4:04:48 PM - Kofax Capture Scan

22
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8. Once all documents have been scanned into the batch click the Close button.

3/3/2021 4:04:48 PM - Kofax Capture Scan

] Scanned
Document
Example
< I > .

9. When prompted to close the batch click Yes.

Kofax Capture Scan 4

0 Are you sure you want to dose this bateh?

IuDJ|nn

23
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10. The document will now show that it is in the Validation queue. Select the batch to validate then
click the Process button.

Filter Batches x

Scanned
- Document
Dateof Documert: [332021 |
. Example

24
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12. Click Close to close the batch.

3/3/2021 4:04:48 PM - Kofax Capture Validation

Scanned

Document
Example

13. When prompted to close the batch click Yes.

Kofax Capture Validation X

‘ All decuments have been processed. Close batch?

TN

25
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14. The batch will now be in the KCN Server queue which means that it’s ready to be transferred to
the server then into FileNet. It will be automatically uploaded or can be forced immediately by
using the Remote Synchronization Agent described in the Remote Synchronization.

:Eg T L E LR Kofax Capture Batch Manager - o x
s
> Home Remote Site View

S D AR § D

Create Process Fecal Create Remove | Delete Unreject Unreject Batch Class  Batch
Remote | Log ess All  Selected Update Properties
Batch Edit
Name Class Date & Time Queue ! Status Station ID | Prionity Document count Page count. Batch ID
EE 3/3/2021 404.. One Page ... 3/3/2021...  KCN Server

Ready ST624.. 5

Filter Batches

Add Criteria v [] Enable filtering

For Help, press F

15. To exit click the Kofax Button.

3 e @ | ) )¢ Kofax Capture Batch Manager s [u} X
< i At Ciha Al @ >
X Kofax Button
2382 Giick here to perform batch 'lj £ O
*“  operations, to select the color theme,
c 10 select the display language, of to reject Batch Class  Batch
1 close the application. lected Update Properties
Batch £dit
Name Class Date & Time  Queue ! Status  StationID | Priority | Document count

Page count Batch ID
[ 3/3/2021 404..  OnePage..  3/3/2021.

KCN Server

Filter Batches

Add Criteria v [[] Enable filtering

For Help, press F1

| 0003 Batches:1 Document:1  Pages:1 iiersa AP NUML ScEL

26
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16. Click Exit on the dropdown menu.

27
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Remote Synchronization Agent (RSA)

The Remote Synchronization Agent (RSA) can be used to immediately transfer documents to the server
so that they will be ingested into the FileNet system. It can also be used to renew the scan station
license if you get a message stating that it’s expired.

1. Inthe lower right of the Windows Desktop click the up arrow to show hidden icons.

2. Doubleclick the Remote Synchronization icon to open it.

Remote Synchronization Agent - Done

3. When the Remote Synchronization Agent window opens click the Synchronize Now button.

Note: This will also renew the scan station license if it’s expired.

&4 Remote Synchronization Agent X
Last send attempt: 3/3/2021 3:00:59 PM
Status Done

B/3/2021 3:00.58 PM, (103) Classes received successfuly: , Central Site: CAPTURE1, Station 1D: ST6240:Sess 3 (ST6240).

37372021 3:00:56 PM., (108) New user tracking statistics have been sent - , Central Ste: CAPTURET, Station ID: ST6240:Sess 3 (ST6240)

3/3/2021 3:00:55 PM, (102) No batches found to send: . Station ID: ST6240-Sess 3 (ST6240)

3/3/2021 11:00:47 AM, (108) New user tracking statistics have been sent.. , Central Ste: CAPTURE1, Station ID: ST6240:Sess 3 (ST6240)
3/3/2021 11:00:46 AM, (103) Classes received successfully. , Central Ste: CAPTURE1, Station ID: ST6240:Sess 3 (ST6240).

3/3/2021 11:00:44 AM, (112) Batch was successfully inseted: 3/2/2021 1:19:08 PM, Central Site: CAPTURET. Station 1D: ST6240:Sess 3 (ST6240)
3/3/2021 11:00:44 AM, (102) No batches found to send: . Station ID; STE240:Sess 3 (STE240)

3/2/2021 3:00:33 PM, (108) New user tracking statistics have been sent.. , Central Ste: CAPTURET, Station ID: ST6240:Sess 2 (ST6240).

3/2/2021 3:00:32 PM, (103) Classes received successfuly: , Central Site: CAPTURE1. Station 1D: ST6240:Sess 2 (ST6240).

3/2/2021 3:00:30 PM, {(111) Batch was successfully uploaded: 3/2/2021 1:19:08 PM, Central Site: CAPTURE1, Station ID: ST6240-Sess 2 (ST6240)
3/2/2021 11:12:52 AN, (103) Classes received successfully: , Central Ste: CAPTURET1, Station ID: ST6240:Sess 2 (ST6240)

3/2/2021 11:12:51 AM, (108) New user tracking statistics have been sent.: | Central Ste: CAPTURE1, Station 1D: ST6240:Sess 2 (ST6240)
3/2/2021 11:12:43 AM, (102) No batches found to send: . Station ID: ST6240:Sess 2 (5T6240).

3/2/2021 10:58:26 AM, (108) New user tracking statistics have been sent.- , Central Ste: CAPTURE], Station ID: ST6240:Sess 2 (ST6240)

272021 10°58-22 AN (103 Clasaes mosived siicreasfilly:  Cantral Sta: CAPTIIRFT Station 1IN STR240-Sare 2 (STR24M v
Syndrorr{e Now Download Batch Classes Download Batches Credentials Hide Help
v

28
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4. Looking at the Remote Synchronization window verify that the batch or batches successfully
uploaded.

#l Remote Synchronization Agent

Last send attempt: 3/3/2021 4:13:33 PM
Status: Done

3/3/2021 4:13:39 PM, (108) New user tracking smlsucs have been sent.. , Central Ste: CAPTURE!, Station I1D: ST6240:Sess 3 (ST6240).
3/3/2021 4 13:35 P, (103 Oasee:tecerved sfuly: Cemal Sne CAPTURE1. Station ID: ST6240:Sess 3 (ST6240
4:13:35 PM. (11 v des ] 14:04:48 PM, Ceniral Site: CAPTURE1, Station ID: ST
3/3/2021 3 :00:58 PM, (103) Claases successfdy Caird S!z CAPTURET. Station ID: ST8240 Sess 3 (ST6240).
3/3/2021 3:00.56 PM, (108) New user tracking statistics have been sent. . Central Ste: CAPTURE, Station ID: ST6240:Sess 3 (ST6240).
3/3/2021 30055 PM_ (102) No batches found to send- . Station ID: STE240Sess 3 (STE240),
3/3/2021 11:00:47 AM, (108) New user tracking statistics have been sent.: , Central Ste: CAPTURET, Station 1D: ST6240:Sess 3 (ST6240)
3/3/2021 11:00:46 AM, (103) Classes received successfully: , Central Site: CAPTUREI Station 1D: ST6240:Sess 3 (ST6240).
3/3/2021 11:00:44 AM, (112) Batch was successfully inseted: 3/2/2021 1:19.08 PM, Central Site: CAPTURE1, Station ID: ST6240:Sess 3 (ST6240).
3/3/2021 11:00:44 AM, (102) No batches found to send: . Station 1D: ST6240:Sess 3 (ST6240),
3/2/2021 3:00:33 PM, (108) New user tracking statistics have been sert - , Central Ste: CAPTURET, Station ID: ST5240:Sess 2 (ST6240).
3/2/2021 3:00:32 PM, (103) Classes received successfuly. , Central Site: CAPTURE]1, Station ID: ST6240:Sess 2 (ST6240).
3/2/2021 3:00:30 PM, (111) Batch was successfully uploaded: 3/2/2021 1:19.08 PM, Central Site: CAPTUREN. Station ID: ST6240:Sess 2 (ST6240).
3/2/2021 11:12:52 AM, (103) Classes received successfully: , Central Ste: CAPTURE1, Station ID: ST6240:Sess 2 (ST6240).
22021 11-12°51 AM {108 New user tracking stafistins have heen st - Cantral Séa- CAPTIIRF1 Station IN- STR24MN Sera 7 (STR24M) v

5. When the synchronization is complete the Status will be done. The window can now be closed
by clicking the Hide button.

#4l Remote Synchronization Agent

X

Last send attempt: 3/3/2021 4:13:33 PM
Status: Done
3/3/2021 4:13:39 PM, (108) New user tracking smm have been sent.. , Central Ste: CAPTURE1, Station 1D: ST6240:Sess 3 (ST6240). A
3/3/2021 4:13:35 PI. (103) Classes received successfuly:  Central Slle CAPTUREI Station 10: ST6240:Sess 3 (ST6240).

2021 4 35 3 p §:48 PM, Ceriral Site: CAPTURE1, Station ID 8
J/3Q02‘I 3:00.58 PM, (103) Oamnmvod aucmsﬁ.ly Cmral Sle CAPTURET1. Station ID: ST6240:Sess 3 (ST6240)
3/3/2021 3:00.56 PM, (108) New user tracking statistics have been sert - . Central Ste: CAPTUREY, Station ID: ST6240:Sess 3 (ST6240).
3/3/2021 3:0055 PM. (102) No batches found to send- . Station ID: STE240-Sess 3 (ST6240),
3/3/2021 11:00:47 AM, (108) New user tracking statistics have been sert.- , Central Ste: CAPTURET, Station ID: ST6240:Sess 3 (ST6240)
3/3/2021 11:00:46 AM, (103) Classes received successfuly: , Central Site: CAPTURE1, Station ID: ST6240:Sess 3 {ST6240).
3/3/2021 11:00:44 AM, (112) Batch was successfully inseted: 3/2/2021 1:19:08 PM, Central Site: CAPTURE1, Station ID: ST6240:Sess 3 (ST6240).
3/3/2021 11:00:44 AM, (102) No batches found to send: . Station ID: ST6240:Sess 3 (ST6240),
3/2/2021 3:00:33 PM, (108) New user tracking statistics have been sert.: , Central Ste: CAPTURET1, Station ID: ST6240:Sess 2 (ST6240).
3/2/2021 3:00:32 PM, (103) Classes received successfuly: , Central Site: CAPTURE1. Station ID: ST6240:Sess 2 (ST6240).
3/2/2021 3:00:30 PM, (111) Batch was successfully uploaded: 3/2/2021 1:19.08 PM, Central Ste: CAPTURE?. Station ID: ST6240:Sess 2 (5T6240).
3/2/2021 11:12:52 AM, (103) Classes received successfuly: , Central Ste: CAPTURE], Station 1D: ST6240:Sess 2 (ST6240).
/272021 1112°51 AN {108) New user trackinn stafistins have heen sent - Cantral Sta- CAPTIIRF1 Station ID- STR240:Sera 7 (STR24M v

29




