Captiva Capture: ScanPlus & Completion
Quick Steps

Updated: January 3, 2017
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ScanPlus

Login

Captiva ScanPlus is used to scan paper documents. The process consists of logging into ScanPlus
and using a scanner to create a batch.

1. Turnonthe scanner

2. Start ScanPlus

3. Loginto ScanPlus and fill in the fields as follows:
0 Server name: pcapture

0 When working from your desktop, select Use Windows logon
O Leave Username, Password and Domain blank
(0]

Click Logon
;4- InputAccel ScanPlus @
EMC
EMC"® Captiva® Capture

Server name: pcapture
|:| Connect to server group
Use Windows logon
Username:
Password:

Domain:

Logon ] [ Cancel

Scan pages

The ScanPlus menu displays. When scanning, you will usually create a new batch. You may have to open
a saved batch if you were interrupted when processing a batch and signed off before it was completed.

% InputAccel ScanPlus S
2
Start by selecting a batch

wehere information lives

{:} Scan To begin working in ScanPlus, sslect Create new batch or Open saved batch.

o Settings Creste new batch /
ﬁ Create a new batch based on an existing process.
Summary
gty AP
z Help Select from a list of existing batches.

CAMPUS\jderos | Connected (1)
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Create new batch

Use this to create a new batch. Your paper documents should be grouped by process (e.g. Admission,
School, Student, Financial Services).

1. From the Scan menu, click Create new batch
2. Select the Process on which the new batch will be based from the process list.

3. Type a name for the new batch in the field New batch name. A date-time stamp will

be automatically added to it. Contact your supervisor for naming conventions for
your unit.

4. Click the Create button to create the new batch.

. InputAccel ScanPlus = =5
EMC
C Create a new batch
where information lives
__“% Scan Process on which the new batch will be based: Search:  Typeprocess nametoseath
) AdmissionDocument |
ﬂa Settings
JHDocument <
Summary SchoolDocument
StudentDocument
z Help
Related Tasks
Open saved batch
New batch name:
Admissions-JDR|
Name schema '@(Name)_@(Now)' result:
Admissions-JDR_20161017-171509
Batch priority:
Default pronty from the batch process '
[ create ][ Cancel

Open saved batch
Use to open a previously created batch.
1. From the Scan menu, click Open saved batch.
2. From the Scan menu, select the batch from Pick a batch from the list

3. Click the Open button to open the batch (or double-click on the batch name)
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. InputAccel ScanPlus

> scan
[#¥0 Settings
‘ Summary

[ 2 Help

Related Tasks
Creste new bstch

EMC’

Start by selecting a batch

Pick a batch from the list:

o[- e

Batch Name
_20141124-161430
cos_viatia_st_20130521-095924

ES_JaneDoe_20150114-120833

Nitsa Testing

test1234
testing888_20141125-085416
transcripts_20140212-035616

unofficial trans_20141124-112508

+ Creation Date Friorty

24/11/2014 414 PM | Normal
21/06/2013 8:59 AM | Normal
14/01/2015 12:08 PM  Normal
24/11/2014 10:00 AM | Normal
24/11/2014 10:40 AM | Normal
25/11/2014 8:54 AM | Normal
12/02/2014 556 AM | Nomal
24/11/2014 11:25 AM | Normal

Refresh list

[

or enter the batch name manually:

Whether you create a new batch or open a saved batch, use the Settings tabs to view settings, view and
update scanner settings, and view batch summary. See pages 7 to 12 for details on these tabs.
Scanning the pages
1. Place the pages in the scanner. Consult your scanner’s documentation for instructions on how to
load pages. If you are opening an existing batch, click the thumbnail image in the Tree View

pane after which you want the newly-scanned pages to be inserted.

a. From the Scan menu, click Scan Pages.

EMC

where information lives

___:}, Scan

Lo Settings

Summary

Actions !
| Scan Pages ‘

| Finish Batch ‘
Defer Batch

Preview Pages Import Files
Print Pages Export Pages

2. Asettings panel for the scanner displays.

3. The Scanning in progress screen displays. Your scanner will begin scanning the pages and the
new pages will appear in the Tree pane. During this time, a small Scanning progress window
opens showing the number of pages that have been scanned. If you want to stop scanning,
select Stop scanning in the Scanning in progress window.
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Batch name : FINANCE2-JDR_20161013-...

Number of scanned pages :
 Batch time =

Summary

Stop scanning

4. When the scanner's document feeder is empty, or when you select Stop scanning, the ScanPlus
module prompts you to continue scanning or finish scanning. To continue scanning, place
another set of pages on the scanner's document feeder and select Continue scanning.
To finish the scanning process, select Finish scanning.

Tree view ~File View
[T I e 1 |

Seanning... ~2

Batch name : FINANCE2-JDR_20161013-...

Number of scanned pages :

Batch processing time :

Continue scanning -- _ - :
| ¥
: Finish scanning K 03 =i - :
- e — _ Mireredor-

A screen displays the batch containing all the scanned pages. The Tree View is a graphical
representation of a batch. It contains a thumbnail image of each page and displays it as a node in
the tree. You can click on the thumbnail to view the page in the File View. You can use the controls
found at the bottom of the file view to zoom or shrink the view. Click and drag the borders of
different sections to make the section you're interested in wider/narrower.

Trvw View  Fike View p
EMC' T r— —
e -
> s B McGill g Physician's
Gg Settings
Dur Porss 110000044
w Sumenary E_WI!-“ ., McGEID e
2w |
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[y s
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5. To delete any page in the batch, right click on the page in the Tree View and click Delete.

File View

Document 1 l’_:\'i

: |4 Go to first page
Pl in
Go to page...
Insert

Delete *"‘

Cut

Insert nodes before focused node

Click Yes to delete the page.

Inputhccel ScanPlus =

h You have selected 1 nodes to be deleted. Are you sure?

Yes | [ Ne

6. When you are finished scanning pages into the batch, click Finish Batch. This will allow you to
open and process the batch in Completion for indexing.

EMC

where information lives

> Scan

Lo Settings

Summary

z Help

Actions

l Scan Pages ]

“ Finish Batch I ‘

Defer Batch

Preview Pages

mport Files

Print Pages Export Pages
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Change File View default settings

The File View settings allow you to set or update the way you view files in ScanPlus. It allows you to

customize the scaling, orientation, brightness and contrast of images. It does not affect the way the files
are saved. Settings will be applied only to currently open batches.

1. Click Settings from the menu

2. Click Change File View default settings

i InputAccel ScanPlus - jdr_20150304-004626

2
..-.EM(; Settings

Select a group of settings to be changed.
> Scan arap ¢ e
General settings:
.ﬁn Se“mgs Select/Modify scanner settinos
Summary Before the scan process starts, create a scanner configuration or choose one from the list of defined configurations
z Help Set up step selfings

For changing step settings

Miscellaneous settings
For changing refresh rate and print scan report seffings

View settings:

Change File View default settings.

For customizing default File View settings. Settings will be applied only to currently open baiches.

Change Tree View seftings.

For customizing celers or fonts in the Tree View window,

3. The Default File View Settings screen displays. Make changes to scaling, orientation (portrait,

landscape), brightness and contrast, if required. It is recommended that you select Scaling = Fit
to width).

Default File View Settings
Change the default file view settings.
Scaling:
@ Fit to window
@ Fit to width
(@) Fit o height
© Zoom

v

Orientation:
@ Portrait

® Landscape
© 180 degress

@ 270 degrees

Miscellaneous:

Brightress

8] 1282
Contrast

0] 1282
[E] Smocthing
[ Invert

4. Click Back to Settings Pane to return to the Settings screen.
|
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This does not affect the way the files are saved. It allows you to set or update the way you view the
files in ScanPlus. It is recommended to select Scaling = ‘Fit to width’. There is no Save button.

Note

Select/Modify scanner settings

Use to select the scanner and its settings. These steps should be done once for each Process on which
the new batch will be based that you use (AdmissionDocument, SchoolDocument, StudentDocument,
JHDocument).

1. Open ScanPlus.

Create a new batch.

3. Before you scan, click Settings from the menu.
Click Select/Modify scanner settings.

N

. Inputisccel ScanPlus - LMW_20161220-142350 [E )
2 :
EMC Settings
‘where inbormation fver’
Selact a group of settings to be changed.
_1_‘2 Scan

General settings:

$ia Setings  TETEES

Before the scan process starts, create 8 scanner conBiguration or choose one from the list of defined configurations
ﬁ Summary 1
Set up step seftings
2 Help For changing step settings

Miscellarsous settings
For changing refresh rate and print scan report settings.
View settings:
Change File View default setlings.
For customizing default File \View sethings. Settings will be applied only to currently open batches.
Change Tres View setfings,
For customizing colors or fonts in the Tree View window.

CAMPUS\morch | Connected (1) .

4. Click the Select scanner... link.

[ 2. Inputhcel ScanPius - LNIW_20161220- 142350 = | =
2
EMC Select the current scanner driver and configuration
ks ndoemtion Brex
% Sean Scanner Driver:
-
o Select gcanner
#io Settings et Eaner Mo scanner selected
Summary Currest Scanner Configuration:
2 Help Configuration Name: <There is no current configurations
Related Tasks
i siee setlings
r———— . Available configurations:
Change File View defyl settings Configuration name Scanner Driver

Canon DR 10C Caron DR-XI0C

FUIITSY fi-7140 (FUNTSU §-7140 with... PaperStream [P §-7140 =...
FUIITSY A-7140 for 32-bit (FUNTSU fi-... PaperStream IP £-7140 wi....
FUSITSY §-7140 (FUSTTSU #7140 wit...  PaperStrean_IP £-7140
Tmpcet Driver Emport Detver

Display configerations for the current scanner only

[ Back to Settings Pane|

CAMPUS\Umorch | Connected (1)
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5. Find the scanner PaperStream IP fi-7140 #3 with PixTWAIN from the list and click Select.

Available scanner drivers:
|.w Device with PaTWAIN
| Demo Driver

|

FaperStraam IP fi-7140 23 with P TWAIN

e — )

Total: 4

6. Click on the Configuration name: FUJITSU fi-7140(FUJITSU fi-7140 with TWAIN), click on the
checkbox Display configurations for the current scanner only at the bottom of the dialog box
and click Set as Current.

- ; I
& Inputiceel ScanPhus - LMW_20161220-142350 re= | (] -

EMC

‘where information fvet
__3 Scan
g Settings
ﬁ Summary
1 Help
Related Tasks
Sebp step setings
Change miscellaneoys settings

Change File View defauilt settings
Change the Tree View default setSings

Select the current scanner driver and configuration

Scanner Driver:
has 1 e
Current Scanser:  PaperStream IP fi-7140 @3 with PTWAIN (pictwain Version 2.0.11207.3
Current Scanner Configuration:
Configuration Name: FUJITSU fi-7140 (FUIITSU fi- 7140 with TWAIN)
Modify goefiguration..
Avallable configurations:

| ‘ation nams Seanner Driver
FUTITSU §-7140 (FUIITSU -7 140 with TWAIN) PaperStream [P §i-7140 l]MMWIIND

@‘ Display configurations for the current scanner only —

\Back to Settings Fane

FUITSU fi-T140 (FU... = podwain | CAMPUS\Umoech | Connected (1) .0

7. Click Scan to scan your batch.

Crientstion k-1 3
et ||
& Portrast
Landscape
T80 degrees.
70 degrees

View Settings Scan settings | Batch summary |

[ et et o S =

FUNTSU £i- 7140 (FU...  padwain | CAMPUS\Imorch | Connected (1) .;
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Miscellaneous settings

Use to change the refresh rate of the files you see when you are scanning.

1. Click Settings from the menu

2. Click Miscellaneous settings

3. Update refresh information, if required.

4. Click Back to Settings Pane to return to the Settings screen.

.,;. InputAccel ScanPlus - JDR_20150302-141230

EMC’

where information lives

3 Scan

1o Settings

Summary

z Help

.,,; InputAccel ScanPlus - JDR_20150302-141230

Settings

Select a group of settings to be changed.

General settings:

Select/Modify scanner settings

Eefore the scan process starts, create a scanner configuration or choose one from the list of defined configurations.

Set up step settings

For changing step settings.

Miscellaneous seftings

For changing refresh rate and print scan report settings.

View settings:

Change File View defsult settings.

For customizing default File View settings. Settings will be applied only to currently open batches.

Change Tree \iew settings.

For customizing colors or fonts in the Tree View window.

EMC

where information lives®

___:} Scan

o Settings

Summary

z Help

Related Tasks

Select/Modify scanner settings

Setup step settings

Change File \View default settings
Change the Tree View default settings

Miscellaneous Settings

User preferences:

[¥] Enable refreshing rate during ing/importing:

Refresh file view every |1 (£ |seconds &

| Automatically print the scan report when the application exits

Include information about all batches in the report

Module preferences:

[7] Fetch existing batches list on the new batch screen

Reset to Default ] [ Back to Settings Pane
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View Settings

If you have a batch open, click on View Settings from the bottom left of the screen to view orientation

(portrait, landscape), brightness and contrast.

View Settings
Orientation
@ Portrait

Lan
1

270

Miscellanecus
Brightness:
vl
Contrast:

~

Smeoothing

Imvert

il

Apply settings to all pag

TN e g ey

Batch summary

If you have a batch open, click on Batch summary from the bottom left of the screen to view Batch
name, Process name, Batch open time, and number of scanned or discarded pages.

:ly Ingroticeel ScanPlus - ADMM- JOR 1610180827
s et
2 sean
o Sellings
ﬁ Summary
£ rep

Actions

Finish Gatch.

Frocess mame:
Bateh apen time:
Member of pages:
Nember of scanned pagess
Mumber of dicanded pages:
Member of smported fies:

Seealio

Vi Frin detsiled scan nevcrs

T
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Log off

1. Click the icon on the top left of the screen.

S Inputhccel ScanPlus - enc 0150305104445
2
+ EMC
s e e
-_j Sean
$o Settings
ﬁ Summary
2 Hoip
Actions
Scan Pages

Finigh Batch

2. Click the Close button. Or press Alt-F4.

.;; InputAccel ScanPlus - eric_2(0
@ Restore
Move
Size

- Minimize

I'.»'1aximize/
Close Alt+F4

Captiva Completion

Login

Captiva Completion is used to index documents that were scanned using ScanPlus. To support
the indexing process, Completion connects with Banner to retrieve information such as
student’s first name, last name, primary faculty, fiscal period, fiscal year. The connection to
Banner is done automatically after you log into Completion and start indexing the document.

1. Start Completion

2. Loginto Completion and fill in the fields as follows:
0 Server name: enter pcapture
0 User: enter CAMPUS\ and your McGill short username
O Password: enter your McGill password, if required.
O Click Login
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” EMC!

EMC Captiva Completion

Server pcapture

D Connect to server group

User CAMPUS\jderos -

Password

Cancel

@ 2015 EMC Corporation. All Rights Reserved.

Process a batch
Select a batch

When the Captiva Completion module appears, open the batch of scanned pages that you
want to index by double-clicking on the batch. Or you can highlight the batch and click the Get

Work button. If you do not see the batch, click Refresh list :.

EMC Captiva Completion L jderos
Select & batch 1o get work. You can filter the kst using departments and batch name.

Departments  (Unassi gned) S| Select A

L]

Batch Name s} Tasks Crested Prigrivy
[All Batches)

1200
51700
S1400
s1500
1000

$3700

53900

The batch opens. You will see the Documents panel on the left (documents and pages), and the
Page View panel on the right. From the Documents panel, you can create a new document,
delete a page, and move a page.

Index the pages within a document

Select the document Type by clicking on the down arrow from the Documents panel. The list defaults
from ScanPlus and is related to the process you selected in ScanPlus (e.g. Admission, JHDocument,
School, Student).

————————————————————————————————————
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By default, all pages in a batch belong to one document. After you index the 1% page, all the other pages
in the document take on the same index values.

-

- . Document 1 /

£\ Choose Type =

R Start typing to filter e

Recently Used

1 SchoolDocument

JHDocument

All Document Types

AdmissionDocument
JHDocument

SchoolDocument

StudentDocument

The Form panel displays the index values; these depend on the selected process (e.g. Admissions). Enter
the required indexing fields; other index values are automatically retrieved from Banner and filled in.

For Admissions, School, Student documents:

» Select the Document type, McGill ID and any other index field that need to be filled in.
> Press Tab.

» All the other index values are automatically retrieved from Banner and filled in.

] EMC Captiva Completion

EMC Captiva Completion - Adm-JDR_20161006-112055

4~ ~ Document Page Table Edit View
DOCUMENTS L8~

Flag New Split/Merge Rotate Flag
~ & & noa m

TRl G CTRL+N . CTRL+1 CTRL+3 CTRL+D CRL+E | §

- - Document 1

m - Classification
AdmissionDocument ~
- Document Type Category I Admission I
Document Type Correspondence (Misc) v‘

1

Admission_...

r Index Values

McGill ID 110010110

L]
Last Name Issiyeva
First Name Adalyat
- Index Values
Display Record 'J

e
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For Finance documents:
> Enter the Document Number for the finance document.

> Press Tab.
> All the other index values are automatically retrieved from Banner and filled in
(e.g. Fiscal Period, Fiscal Year, Type, Deposit Number, Currency).

- Index Values

Document Number:
Fiscal Period: 01

Fiscal Year: 01

Type: CSR

Deposit Number: 1300100

Currency: USR

 Transactions:

425001 00310 700348 §705 D01597 000000 | $25 | 870016 A, Mondoloks |
425031 00310 700348 5705 001597 000000 | $75 | 970078 A, Hexdall |
425001 00310 700348 §705 001597 000000 | $50 | 990714 S, Pritchard |
425011 00310 700348 5705 001597 000000 | $50 | 872114 1. Marler |
425094 00310 700348 §705 001597 000000 | $50 | 981040 M. Zahara |
425037 00310 700348 5705 001597 000000 | $200 | 910173 D. Shasha |
425090 00310 700345 £705 001557 000000 | $60 | 990554 D. Runge |

 FOATXT:

C. Fisimisis 3902
Jennifer Marler $50.00
M. Zahars $50.

D. Shasha $200
Dieter Runge $60.

S. Shoemaker $90.

B. Gornstein $50.

Complete a batch

]
1. Once you are done indexing, press F10 or click on the . icon .

2. Click Cancel or close Completion. These indexed documents will be uploaded to Webtop in pdf
format.

Log off

1. Click the icon on the top left of the screen.
2. Click the Close button. Or press Alt-F4.

) EMC Captiva Completion
@ Restore
Move
Size
- Minimize
Maximize

x Close Alt+F4
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Create a new document

a. Right click on the first page to include in the new document and select New Document

. Document 1 @)
AdmissionDocument ~
) Flag CTRL+ G
1 2
Admission... | Admizsiol New Empty Document
. New Document CTRL + N
. Admissi
Cut CTRL + X
Delete Delete
Rotate Left CTRL +1
Rotate Right CTRL = 3
Rotate 180° CTRL+ 0
Previous Page CTRL + SHIFT + |

b. This will create a new document separator. You can now index this new document by
entering the required index fields.

- Document 1 [l)
AdmissionDocument
&
1
Admizsion...
. Document 2
-
- AdmissionDocument ~ a

1

Admizsion._..

- il
AdmissionDocument v
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Move a page
You can move a page to another location or document. To do this:

1. Select the page(s) to move and right-click

2. Click Cut
- . Document 1 1
SchoolDocument ~ o !
|j Flag CIRL+ G
1
SchoalD)
New Empty Document
- New Document CTRL + N
Cut CTRL + X
Copy CTRL+ C
1
SchoalD Delete Delate
Rotate Left CTRL+1
Rotate Right CTRL+ 3
Rotate 180° CTRL+0
Next Page CTRL + SHIFT + K

3. Go to the desired location where you want to insert the page(s), and right-click.

4. Select Paste to move the page (or pages) to the new location in the batch. Confirm you
want to move the page (or pages).

Flag CTRL+ G
1
-~ New Empty Document
New Document CTRL + N
Cut CTRL + X
Copy CTRL+ C
Paste CTRL + V
Delete Delete
Rotate Left CTRL+1
Rotate Right CTRL + 3
Rotate 180° CTRL+ 0
Previous Page CTRL + SHIFT + )

IT Services — www.mcgill.ca/it Page 18



Delete a page
You can delete page(s). To do this:
1. Select the page(s) to move and right-click.

2. Click Delete.

Flag CTRL+ G
1
SchoolDo
New Empty Document
New Document CTRL+ N
Cut CTRL+ X
Copy CTRL+C
Paste CTRL+ V
Delete Delete
Rotate Left CTRL+1
Rotate Right CTRL + 3
Rotate 180° CTRL+ 0
Previous Page CTRL + SHIFT + |

Confirm you want to delete the selected pages. After confirmation, the pages are deleted and
cannot be restored. Accidentally deleted pages must be rescanned.

» Click Delete to delete page(s)
» Click CANCEL to cancel the delete

DELETE SELECTION(S)

Deletion of pages, documents, and folders cannot
be undone.

= Delete

IT Services — www.mcgill.ca/it Page 19



View scanned files
The toolbar above the Page View panel enables you to:

» Zoomin and out
» Fit the image to the height, width and window of the File View panel.
> Rotate pages by clicking on the down arrow

= 4 [fttoWndow ¥y [o] 3] & Q- |&

CTRL+ Minus CTRL +Plus CTRL+5
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