ePhoenix
Document Capture User Manual
Version 1.6

Summary

This manual describes the process of converting paper documents into digital images and index
data, using the ePHOENIX indexing and scanning modules.

It is intended for users with the responsibility for indexing, scanning and loading documents into
PXI.
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1

11

1.2

Introduction

This manual describes the process of converting paper documents into digital images and index
data by using the epoline® Phoenix (ePHOENIX) indexing and scanning modules.

Audience

This document is intended primarily for users with the responsibility for indexing, scanning and
loading documents into PXI.

It may also be required by managers and system administrators.

Overview
This document has the following general structure:

chapter 2 gives an overview of document capture using ePHOENIX and epoScan
chapter 3 covers indexing

chapter 4 describes batch transfer

chapter 5 defines preparing the scanner

chapter 6 covers login

chapter 7 describes the epoScan initial screen

chapter 8 defines the batch concepts

chapter 9 gives detailed information about error handling
chapter 10 covers troubleshooting

chapter 11 defines how to reset the epoScan settings
chapter 12 gives examples of document correction
chapter 13 contains information about CD-ROM creation
chapter 14 describes CD-ROM loading

chapter 15 covers paper storage

chapter 16 describes database management

chapter 17 gives sample control sheets

chapter 18 contains the status diagram.
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2

2.1

2.2

Overview

Before using this manual

Users should first familiarise themselves with the ePHOENIX system, as described in the
ePHOENIX documentation.

Users should be familiar with:

Windows basics
general MADRAS operations
other ePHOENIX operations as specified in the procedures in this manual.

Advanced users who wish to make configuration changes should refer to the epoScan Installation
and Configuration document.

Note

Only those sufficiently qualified and experienced should attempt to use the advanced
options to modify the default installation and configuration settings.

Overview of the document capture process
This document covers
paper handling
indexing of documents and creation of batches
transfer of batch data

scanning of batches
image enhancement

CD-ROM creation
CD-ROM loading
paper storage.

It also describes error handling and troubleshooting associated with these procedures.

There is also one annex containing a sample quality control programme and another containing the
various sheets used as part of the process.

The following diagram shows the process.

=

Document ’ ) CD-R . Boxing & Dossier
Collection Indexing Scanning Generation Loading Storage Display
epoScan
Paper Indexing CD Load Storage Dossier
Procedures GUI GUlI GUlI GUlI

ePHOENIX System

Figure 1: eposcan process
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3

3.1

3.2

3.3

3.4

3.5

Indexing

Starting and using MADRAS/ePHOENIX

This manual assumes that users know how to start the MADRAS program, that they know how to
use the MADRAS menu, and how to close the program at the end of work.

Creating and modifying batches

The ePHOENIX system can be used to create and modify batches of incoming mail or other
documents. All documents entering the ePHOENIX system must be placed into batches and be
indexed.

Note:

In ePHOENIX, indexing is equivalent to creating a batch.

Indexing information

It is important to enter the correct indexing information. After batches have been transferred for
scanning (Batch Transfer), it can be difficult and time consuming to correct mistakes. It requires
reindexing and/or rescanning.

The information entered during indexing of documents determines what happens to those
documents in the system. Documents are stored inside dossiers and, within dossiers, inside
procedures such as PCT.

Pre-indexing

Each document receives a Document Code and this determines whether a MADRAS user will
receive a Message and which user that is. Hence, the Document Code given at this stage
determines who will process the document later on. Once that person has seen the document they
may determine that a different code is more appropriate. Hence, this initial indexing is sometimes
called pre-indexing since the values used may be changed later on.

Indexing steps

Some manual actions may be necessary to make it easier to scan the paper and to improve quality
and efficiency. Examples are

the removal of anything which could cause a jam, such as staples, rivets, ribbons, seals etc.
counting pages.
if required, enlarging or reducing documents that are smaller or larger than the standard A4
size by photocopying.
separating sets of documents or batches with different dates or with different urgency and
marking or identifying them clearly.
separating sets of documents requiring different scanners or settings such as
single sided
double-sided
colour
entering the index data
inserting the Documents Separator Sheet (DSS) in the correct place
inserting the printed Package Data Sheet (PDS) in the correct place.
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3.6 Indexing terms
Indexing terms
Term Meaning
Batch A set of packages with the same date of indexing. A batch is a

conveniently-sized stack of paper which is handled as a unit during
scanning and later storage. A batch may be scanned in black and white,
in greyscale or in colour, when the scanner supports it. A batch consists
of single sided pages or double sided pages.

Batch Cover Sheet

A (coloured) sheet printed at the indexing station containing basic
information about the Batch, including the unique Batch ID printed in both
character and barcode format.

Document

A set of one or more pages relating normally to the same application and
dealing with one or more subjects. A document has a single date of
receipt by the Office. If a document relates to more than one application, it
is scanned into one application dossier and copied using the ePHOENIX
copying feature. A document is either single sided or double sided.

Document
Separator Sheet

A pre-printed (coloured) sheet with a barcode, indicating that what follows
is another document in the same package. A DSS is usually pre-printed
and available in large quantities for indexing staff. Several types of DSS
may be produced with extra, human-readable text, checkboxes etc. on
them. As long as the barcode is in the correct place the system will simply
regard it as a regular DSS.

Leading document

The first document in a package. Any Message generated by the package
and it's routing by the distribution program depends on the characteristics
of the leading document and not on any subsequent documents in that
package.

Message

A Message is an ePHOENIX object which links a package to a target user
or mailbox. This message then appears in the relevant mailbox and
opening it displays the document(s) in the package together with the rest
of the dossier.

The system decides automatically whether to trigger a message or not
depending on the Document Code given to the leading document. The
indexer is shown default values but these can be overridden by allocating
specific distribution details to the current package. In such a case a
message will be generated containing information about the leading
document code and some ad hoc text if necessary.

Package

A set of one or more documents relating to the same application, with the
same date of receipt (or dispatch, in the case of outgoing documents).

Once entered into the system, a package cannot be deleted. Users can
close all the documents in a package in order to hide them to others, but
the data of that package remains recorded in ePHOENIX for ever. In
some cases, the data of a package can be modified. If the images of a
package have been loaded into the system, the number of modifications
permitted is very restricted.

Package Data
Sheet

A (coloured) sheet printed at the indexing station, containing basic
information about a package, including the unique Package ID in both
character and barcode format. A PDS indicates that what follows is a new
package.
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3.7 Indexing tools
This is the list of indexing tools provided by MADRAS. Please see the MADRAS user manual for full
details.
Indexing tools

Term Meaning

Create Batch Create a batch by adding documents to dossiers or adding packages to
the batch. This module is used to add documents to newly filed
documents.

Edit Batch To edit or close package(s) or to print PDS. After editing a batch a new
Batch Cover Sheet (BCS)is printed. When editing a batch before
scanning, a new Index file is required.

Create Backfile Similar to Create Batch, but used for indexing backfile (existing) dossiers.
No messages are generated and documents with a date for which a
package already exists are not added to this package.

Edit Package To correct indexing errors, for example, a package rejected owing to page
count errors discovered during scanning.

Batch Transfer During the batch creation the Document Management System (DMS)
index file created during batch creation is copied to the scanning server,
in order to enable error checking.

Paper Storage Used to manage the physical location of boxes used to store scanned and
loaded documents. This feature is only used if original paper copies must
be retained for some period for legal reasons

3.8 Indexing procedure

3.8.1 Creating a batch
Choose Create Batch in the MADRAS menu,. The Create Batch- Administration screen is

displayed.
+~ Create Batch - Administration [_]C]
Batch |XX200401140006 & Black & White & Simplex
Location |TH : EPO, The Hague LI " Grayscale " Duplex
Packages
1D |Pages| Leading Document Status

Total Pages: 0

¥ Sticky Procedure Add Documents ... | Add Packages ... |

[¥ Transfer Batch after Release | |

Close Window

Figure 2: create batch - administration
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The Batch field is automatically filled in with the batch number. When the batch is released, the XX
in the Batch ID is replaced with the letters identifying the user's location.

The Location field is linked to the team of which the user is a member. If the location is not correct,
select it from the drop-down list.

Select the options by clicking on a radio button.

Options
Option Result
Black & White Monochrome images for black on white pages
Grayscale If batch contains colour images select the Grayscale radio button. A flag

in the DMS file will ensure that the scanner automatically switches to
colour if the connected scanner supports this. If this is not supported then
the batch can not be scanned on this scanner.

Simplex Single-sided documents
Duplex Double-sided documents
Note

A batch can contain only either single side or double sided documents; a mix is not
possible.

Double-sided documents must be scanned separately on a duplex scanner. They must be put into
separate, duplex batches and indexed separately. The reverse pages of single-sided documents in
duplex batches should be marked, for example. with an X or a stamp, to make it clear that it is a
blank page.

Click on Add Documents... The Add Documents to Dossier (application) dialogue appears.

fose01506 [ Type Name:

Annatation
Date Codes | Pages Fax Annatation
[ns-12-2000 [acra 3 |l =]
aot | Mooy | Deete | clear
Message distribution Document details
Message v | Procedure [Patent-ES =]
Prioity @ High © Medum ¢ Low el
© Auto
@ Manual Team [Recall <
Mermber [Gutierez, Char =
Pages: 6 in Bateh: 0 ok | appy | cancel
$imenu_ @ Create Batch - T
Dossier / application number Annotation

Figure 3: add documents to dossier (application)

Enter the Dossier / application number, including check digit if required. The background colour of
the dossier number changes

from red to green if the number is entered correctly
from red to yellow if the application is not yet in the DMS.

After a check, the cursor is automatically positioned in the Date entry field.
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The date in the Date field is always initially set to the current date. If a user needs to change the
date

they can type in the new date in the format ddmmyyyy

or to change the day, press the Up Arrow or Down Arrow key

or to change the month, press the Page Up or Page Down key

or they can select part of the date by double-clicking on it, then change it by clicking on the Up
or Down button next to the date.

The date will now stay the same until the user changes it, or when they start a new dossier.

Enter the document Codes in the field next to the date. If a user is not sure of the code they can
select one from the complete set of codes by clicking on Codes to gain access to the DocCode
helper. See 3.8.4 Code helper.

Note

Document Code attributes are set up by the ePHOENIX Administrator using the Management
Tool.

Use the Tab key or Shift + Tab keys to switch between fields.

Go to the Pages field and enter the number of pages. For double-sided documents, this is always
an even number. If in the Pages field, press Tab then spacebar to tick the Fax box. Alternatively
the user can click on the Fax box. A tick will appear in the box.

If a user wishes to add an annotation for the document, they must select it from the drop down
menu, or type it into the Annotation field. If the cursor is in the Annotation field, pressing the ¢
button will also display the drop down menu. Press the ¢ button again to select an annotation and
then press Enter to add.

The annotation should include any relevant information which may help the further processing of the
documents. An example might be that the indexing officer has noticed that the applicant has failed
to file a set of claims, or that the quality of the pages is bad, or some pages are missing. This
information assists the end-user in further processing of the dossier.

Note

A user can ask the ePHOENIX Administrator to add frequently used annotations to the list.

The Message, Priority, and Team and Members field contents are automatically inserted, the
contents depending upon the DocCode.

Message distribution
Field Insertion
Message Yes or No, Auto or Manual
Priority High, Medium or Low
Team and Member By default, based on the distribution algorithm

To change the Team, tick Manual, and select the option from the drop-down list. Overriding the
default setting and manually selecting a specific team should only be done by prior arrangement.

If a user needs to or wants to specify a particular individual in a team they can then select the
Member from the drop-down list.
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3.8.2

3.8.3

Depending on the DocCode, a certain Procedure is automatically selected, for example,
Search/Examination, Opposition, Appeal. If instructed by the pre-indexing staff, users should
change the Procedure field contents. Select an option from the drop-down list as indicated on the
indexing card.

If users are instructed by the pre-indexing staff to indicate, for example, the participant in (for
example) the opposition procedure, select the option from the Participants drop-down list as
indicated on the indexing card.

To finish the document, click on Add, or press the Enter/Return keyThe document is added to the
Documents to Add list.

Repeat the steps between the red, dashed lines to add further documents to the same dossier. This
should be done as often as there are documents for the same dossier with the same date. The
assumption is that a given piece of mail will often contain several documents which are all relevant
for the same dossier, for example a covering letter and several attachments. As successive
documents are added a Document Separator Sheet (DSS) should be inserted between them. To
finish the dossier, click on Apply.

At this point a package is created in the DMS. A Package Data Sheet (PDS) will be automatically
printed on the local (default) printer. The PDS should be put on top of the package with the DSS
inserted between individual documents in the package.

The PDS and the DSS contain barcodes that are required for scanning. It is very important to keep
the PDSs, DSSs and the documents in the same order as they are indexed. Misplaced packages
will cause problems during scanning. The number of pages in the batch is indicated in the bottom
left corner.

To add documents belonging to other dossiers to the batch, repeat the steps between the blue,
solid lines, using the appropriate dossier numbers.

To complete the whole the batch, click on OK. The Add Documents window closes, and the user
returns to the Create Batch window.

If required, select Sticky Procedure or deselect it. This depends on the National Office (NO) having
ticked the Sticky Procedure box.

If required, select Transfer Batch after Release.
To finish creating the batch, click on:

Release, Next Batch if creating another batch
Release, Close Window if finished.

The Create Batch window closes and a Batch Cover Sheet is printed.

Sticky procedure

When checked, all documents for the same application will be put in the same procedure as the
leading document of the first package.

When unchecked, documents will be added to the default procedure of the leading document of
each package.

Hence if National and PCT documents arrive together they can be added to the procedure relevant
for whatever happened to be the first document to arrive (sticky) or they can be added to their own
procedures (non-sticky).

Transfer batch after release

When the user chooses Release and they have selected Transfer Batch after Release, the batch
index data, which is a DMS file, is ready to be transferred. If, for whatever reason, they do not want
to transfer the Batch Index file at this stage, they must uncheck the Transfer Batch after Release
box before releasing the batch.

To transfer a batch at some other time please see 4, Batch transfer.

If the user has selected the transfer option, the Batch Transfer dialogue screen opens, with the
Batch field already completed.
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3.8.4

¥ Madras - van Bart, Arie _Version: 020926238

|DPXDH

Batch [TH200211030001

[~ Create Contractor Copy  fIE:C\Program Files\EPOScanDmsinbox

Il Create EFD Copy.

Content

BATCH ,20021103THOO0L, AVO1454 J01,2
PACKAGE ,E1 9880153501P1 ,29

DOCTMENT 1001 .6

DOCTMENT 1002 Gel

DOCUMENT , PRICDOC 12

DOCUMENT , DESC 1

DOCUMENT , CLMS .3

DOCUMENT ,ABST Gel

DOCUMENT , DREW .2

PACKAGE ,E1 0880153401P1 ,18

DOCTMENT 1001 .7

DoCTMENT 1003
DOCUMENT ,DESG
DOCUMENT , CLMS
DOCUMENT ,ABST
DOCUMENT , DRAW
EOB

PR

oK Cancel Help

Hmenu @ create Batch - P

Figure 4: batch transfer dialogue

Click on OK. The Index file is transferred to the scan server. Any ticked boxes in the dialogue show
the exact location to which the file will be copied. From here the scanning software can collect the
data to allow scanning to proceed.

Note
The server and directory to which the index is transferred are specified in two places:

by the System Administrator, using the Management Tool
as part of the configuration of the scanning software.

If there is a technical problem, and the batch index file must be transferred later or a second time,
use the Batch Transfer procedure please see 4, Batch transfer.

Code helper
The Code Helper helps the user find the right code for a document if unsure of the code to be used:

Click on Codes... The Document Codes screen is displayed.
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epo _,@)) line)

3.8.4.1 To see all the codes beginning with a particular letter or number

= Document Codes

From List | Document Set| Deseription|

of 1[2[3]4]s[s]7[s]s]

alsfclofe|rle]nf1]y|[c|m[n]o|r|a|r|s|[r[u]v|w|x|v|z|

Select: |2|

DocCode ~ Description
2001 Examination report g
2002 Communication under Rule 112 EPC {CAS...
2004 Communication under Rule 51(4) EPC
2004A Communication under Rule 51(4) EPC
2005 Communication under Rule 51(8)EPC
2006 Decision to grant a European patent pusua...
2006A Decision to grant a European patent pusua...
2007 Decision to refuse the application (Article 9...
20081 Summons to attend oral proceedings
2008-1PH Summons to attend oral proceedings
2008-2 Notice to conference room service
2008-2PH Motice to conference room service
2NN Mntira tn tha infarmatinn nffira _'I

oK Cancel |

Figure 5: document codes

click on the appropriate button:
example:
clicking on 2 shows a list of all DocCodes beginning with the number 2 and clicking on
P shows a list of all DocCodes beginning with the letter P

type the first letters of the required code in the Select box. The first code beginning with those
letters is highlighted.
select the code from the list.

s [98801506 [ Type Name

Annotation: |

Dacuments to add

Annotation Procedure Participant(s)

Cades. | Pages Fax Annotation

[05-12-2000 [acPA EmN= | =
Add | Modfy | Delete | Clear
Message Document
Message & | Procedure [Patent-ES =]
Priority & High " Medium © Low Public [
© Auto
& Manual Tearm [Recal ~
Member [Gutierez, Chari k4|
Pages. 6 inBatch: 0 oK Apply. Cancel
$iveru &9 Create Batch- T

DocCodes Annotation

Figure 6: add documents to dossier
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3.8.4.2 To search for a specific DocCode by keyword

= Document Codes

From List| Document Set Desctiption |

Search for: | Searnch |

= Al

" Current list

Select: (201

DocCode ~ Description
20091 Minutes of the oral proceedings (Examining... |
20092 Minutes of the oral proceedings (Examining..._
2010 Further processing allowed - Article 121(3}) ...
2011 Refusal of the application according to Rul...
2011R
2012 Communication regarding the request for a...
2013 Processing of the re-establishment of right...
2013R
2014 Restitutio in integrum allowed
2014R
2015 Noting of loss of rights - Rule 83{1) EPC
2015A Noting of loss of rights
N1RAR Ramindar _ Tima limit Nl TR hae avhirad _'I

OK | Cancel |

Figure 7: document codes description tab
Select the Description tab. Type in a key word, for example invent.

Select the option All to search though all DocCodes, or Current List to search the currently
displayed list. Click on Search. A list appears of all DocCodes containing the key word for example
invent, inventor, or invention

Select the code from the list.

| © Document Codes

" From List| Document Set Descriptionl

. Searchfor: Iappeal i Search |
I

& All

" Current list

Select:
DocCode - Description

20048 Communication under Rule 51(4) EPC (afte... |~
2032 Grant of a patent after appeal {internal)

L2701 Processing of Appeal (Checklist)
2703 Appeal to DG3
2704 Dutcome of the appeal

| |2705 Appeal filed (information to First Examiner)

' [3003 Letter Boards of Appeal

. [3005 Letter Boards of Appeal, with label space

. |3019 Rule 69(1) communication: Non-payment a...
3025 Loss of rights because of deficiency: Non-...
3026 Termination: Non-payment of the appeal fee

1 |3034 Termination: Non-submission of the transla...
MNA3 ™ Aanfi tinm Af tal imatinm AF I heara LT

OK Cancel

Figure 8: completed document codes description tab
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3.8.4.3 To search in a specific document set

= Document Codes

From List Document Set | Description|

Name ~

DG1FO =
DG1FO 1200
DG1 MAN/FO
DG1 Manager
DG2FQ
NEW DG1 FO
Opposition
Pre-index
nrofdis1 ;I
Select:

DocCode ~ Description
1003 Authorisation of representative f’
1004 General authorisation
1200 Request to enter regional phase (EPCT)
1201-1 Info on entry into regional phase (pages 1-2)
1201-3 |Info on entry into regional phase (pages 3-4)
1202 Info on time limit for EXAM request
1203 Info on forthcoming publication
1204 Comm. to designated Inventor
1205 FFEEI/SFEE/DEST not paid/ADWI
1207 Comm. on impossible DEST in Euro-PCT a...
1208 No translation filed in due time/ADWI
1209 No valid request for Examinationf/ADWI
1210 RPannaet far dariimante fram WIBMN ll

oK Cancel

Figure 9: document codes search
Document Sets are sets of document codes related to a specific task.
To search for a specific document set:

select the Document Set tab

select the document set to see

select the code from the document set
Click on OK.

s [98801506 [ Type Name

Annotation: |

Dacuments to add

MMsg Pkg | Date |Doccode| Pages|Fax Annotation Participant(s) Public

Cades. | Pages Fax Annotation

[os-12-2000 [acPa 3 Ol =]
Add | Modfy | Delete | Clear

Message Document

Message & | Procedure [Patent-ES =]

Priority & High " Medium © Low Public [

© Auto

& Manual Tearm [Recal |
Member [Gutierez, Chari k4|
Pages: 6 inBatch: 0 oK Apply Cancel
$iveru &9 Create Batch- T
DocCodes Annotation

Figure 10: add documents to dossier
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3.9 Contents of the batch

3.9.1 Sheets

The result of the indexing operation is a batch containing sheets.

Sheet names

Sheet

Function

Batch Cover Sheet (BCS)

Lists all the packages in the batch

Package Data Sheet (PDS)

Lists all the documents in a package

Document Separator Sheet (DSS)

Separates documents in a package

End of Batch identifier (DSS or BTS)

This is a DSS which is recognised by the
scanning software as the end of the batch. A
special DSS can be created containing
scanner quality/calibration marks and this is
then called a Batch Terminator Sheeet or BTS

Batch X
Package N
Package 2
Package 1
Document N
Document 2
Document 1

Figure 11: batch sheets

Note
The BCS must NOT be scanned

It is recommended that a Barcode Reader is attached to all indexing and scanning

workstations.
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Batch sheets

Sheet Comment

Batch Cover Sheet (BCS) On coloured paper, for example, blue.

Package Data Sheet (PDS) On coloured paper, for example, blue.

Document Separator Sheet (DSS) On different coloured paper, for example,
yellow.

Document

Document Separator Sheet

Document

Package Data Sheet (PDS) Other dossier, or document for the same
dossier but with a different date.

Document Separator Sheet

Document

Document Separator Sheet

Document
End of Batch identifier Document Separator Sheet (DSS) or Batch
Terminator Sheet (BTS).
Note

For reasons of efficiency the total number of sheets in a batch should be kept below 500
pages.

The user must always insert a DSS or BTS as the last page of the batch.

Keep packages in the same order that they are indexed. Misplaced packages cause
problems during scanning and may result in rejection of the whole batch.
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3.10

3.10.1

3.10.2

3.10.3

Indexing corrections

Index errors made while entering the index data can be modified immediately, but page count errors
discovered during scanning can only be corrected by editing the data in the DMS and then
repeating the scanning process.

All index items can be modified during indexing.

Only page count errors are detected during scanning.

Corrections during data entry
To correct the indexing:

Select the document in the Add Documents window (see Figure 3: add documents to
dossier).

When highlighting the document, bring the index data back to the indexing line.
Make the required corrections.
Click on Modify.

The user can continue to work in the batch as usual.

Corrections before releasing the batch

After finishing the batch (OK has been pressed), but before releasing it, errors can still be corrected
by editing the indexing data.:

The user will be in the Create Batch dialogue which will the list of packages added so far.
Select the Package the user needs to edit.

Click on Edit Package. This produces the Edit Package window which is the same as the Add
Documents window. Select the document in the Edit Package window.

Make the required changes to the indexing data.

Click on Modify.

Click on OK.

A new, corrected, PDS is printed. Discard the old PDS.

Note

If the user changes the date of a document when editing a package then this will
produce a new package (all documents in a package have the same date). More than
one PDS may be produced.

Release the batch.

Corrections after releasing the batch

If the user discovers errors after they have released the batch, but before the batch is scanned, they
can still correct the errors.

Note

Editing of batches should only be done if the whole paper batch is physically present.
Editing the data while the batch is being scanned is technically possible but should be
avoided at all costs.

The user must remove the package to be edited from the batch, and put it in another.
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Click on Edit Batch from the MADRAS Menu. The Edit Batch screen will be displayed.

+~ Edit Batch 1 [

Batch ITH200501310010

‘Packages ‘Batch Properties
ID Pages| Leading Document Status
EZEP 041319402P1 18[1011SA 1 : preindexed Location [TH: EPO, .. ¥
EZEP 041437102P1|  140[101ISA 1: preindexed
E2EP 041467103P1 38[101I1SA 1: preindexed
EZEP 041477102P1 24/101ISA 1 : preindexed - e oo
EZEP 050018102F1|  16[1011SA 1 preindexed E i
E2EP 041360102P1 28/101ISA 1 : preindexed ¢ Grayscale  C Duplex
EZEP 041362102P1 43[1011SA 1 : preindexed = =
|E2EP 041409102P1 19[1011SA 1 : preindexed
E2EP 041491101P1 28[101I1SA 1: preindexed
E2EP 041429102P1 20[10115A 1 : preindexed Save | Undo |
EZEP 041449702P1 26[101ISA 1: preindexed
E2EP 041448702P1 22[101ISA 1: preindexed
E2EP 041456202P1 27[1011SA 1 : preindexed

E2EP 041489702P1 S011011SA 1 : preindexed Box l—
Location
Room

Edit Package... Close Package Print Package Data Sheet Print Batch Cover Sheet |

ok |

Figure 12: edit batch

Enter the Batch ID, preferably using a barcode reader. The package details are displayed.

- Edit Batch M=

Batch ITH2001 01240001

‘Packages Batch Properties
1D Pages|Leading Documen Status

E1 971119160PP1 14|DREX 7 : treated - Location [TH:EPOQ, .. ¥
E1 9594101201P1 23|DREX 7 : treated

F1 971182910DP1 29|DREX 7 : treated

E1 9710329001P1 69|DREX 7 : treated . .

E1 971047800LP1 2/2036-1 13 : noloaded O © Ehpls
E1 971047800MP... 220353 13 : noloaded © Grayscale Duplex
E1 971047800NP1 332004 13 : noloaded = =

E1 961160820YP1 212035-1 13 : noloaded

E1 961160820ZP1 220353 13 : noloaded

E1 9611608210P1 38/2004 13 : noloaded Save | Undo |
E1 969035420FP1 2/2035-1 13 : noloaded

E1 969035420HP1 220353 13 : noloaded

E1 9690354201P1 29/2004 13 : noloaded

E1 969004770QP1 2/2035-1 7 : treated

E1 969004770RP1 220363 7 : treated Bod 2001012052

E1 9690047705P1 45,2004 7 : treated Location |TH

E1 951081360YP1 2/2035-1 13 : noloaded

|E1 9510813602P1 2/20353 13 : noloaded Room |D00108

|E1 9510813610P1 35/2004 13 : noloaded

|E1 971032900JP1 4/2035-1 7 : treated =

Edit Package... Close Package Print Package Data Sheet Print Batch Cover Sheet |

ok |

Figure 13: package details
Select the package to be edited.
Click on Edit Package.
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" Edit Packag -

Dossier;: IEP0413601

Type

| Name

E2

Publication Number: |

[EP0413601 |

Annotation: |

rDocuments to add

| Msg | Pkg | Date |DocC...|Pages|F...| Annotation | Procedure | Participant(s) |Pub|ic|
1/31-01-2005 1011SA 5 PCTISA APPLICANT 0 B
1/31-01-2005 DESC 16 PCTISA APPLICANT = I
131-01-2005 CLMS 4 PCTISA APPLICANT vl
| | 131012006 ABST | 0] |PcTISA APPLICANT | © .|
Date Codes.. |Pages Fax Annotation
[31.01-2006 ={[DESC [16 mf | =l
Add | Modify | Delete | Clear |
-Message distribution rDecument details
Message O | Procedure |PCTISA LI
Priority. € High & Medium € Low Public #
@ Auto
£ Manuial Tieam | =]
Member| j
Pages: 28 OK Cancel

Figure 14: edit package

Highlight the document in the Edit Package window.

Make the required changes to the index data.
Click on Modify.

Click on OK. A new corrected PDS is printed. The package is deleted from the batch and

disappears from the list in the Edit Batch window.

Click on OK. A modified BCS is printed. Discard the old BCS and put the new one on top of the

Batch.

Note

When the user edits the batch before scanning, a corrected index file must be transferred to

the scan server. Use the Batch Transfer procedure.

3.10.4 Rejected package

When an index or counting error is discovered during scanning, the scanning software rejects the
complete package. The error package must be returned to the indexer and corrected in ePHOENIX.

Rejected packages can be corrected.

Choose Edit Package from the MADRAS menu. The Select Package for Editing screen is

displayed.

+~ Select Package for Editing

Package ID: | E1 0110011001p1

Edit Package... Close Package

Status:

1 =]

Print Package Data Sheet |

Figure 15: select package for editing

_ox |
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3.10.5

Enter the Package ID, preferably using a barcode reader. To type the ID, type, for example, E1(two
spaces)0110011001P1(one space)

Click on Edit Package...

" Edit Packag —

Dossier: [EP0413601 | Type ‘ Name
E2 EP0413601
Publication Number: | | |
Annotation: I
rDocuments to add
| Msg | Pkg | Date |DocC...|Pages|F...| Annotation Procedure |Participant(s) |Public|
A 1/31-01-2005 1011SA 5 [ PCTISA IAPPLICANT O |=
1/31-01-2005 DESC = I
1/31-01-2005 CLMS 40 PCTISA IAPPLICANT o
| | 131012006 ABST | 10| |PCTISA IAPPLICANT | P ||
Date Codes... |Pages Fax Annotation
[31.01-2006 —={[DESC [16 | =l

Add | Modify | Delete | Clear |

Message distribution & rDocument details
Message [ | Procedure [PCTISA =]
Priority  © High & Medium € Low Public ¥
& Auto
£ Manual Team I LI
Memberl LI
Pages: 28 ﬂﬂl

Figure 16: edit package

Select the document to be edited in the Edit Package window. When the user selects the
document, they bring the index data back to the indexing line.

Make the required changes.
Click on Modify.
Click on OK. A modified PDS is printed.

Click on OK, or repeat this procedure again commencing with entering the Package ID, to edit other
packages.

Note

The corrected package is no longer part of the batch. Make sure that the corrected package
is added to a new batch.

Re-scanning

After images have been loaded into ePHOENIX, it may be necessary to re-scan documents,
perhaps to improve the quality of the images. Re-scanning of documents can be done only on
whole packages. When one document in the package has poor quality, the whole package must be
re-scanned.

Batches that have been scanned and loaded are stored in boxes. The storage information can be
found in the Dossier « .Document s Details « Storage

Open Dossier MADRAS main menu, , entering the dossier number.
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= Jpeh Dossier
Enter a Number of Dossier:

9 [=] E3

& EP  Publication  Appeal

Recently Opened Dossiers:

03076042

Cancel |

Figure 17: open dossier

In the TOC, select the document to be corrected.

Right click on the document, and choose Details... from the pop-up menu.

Figure 18: details
Select the Storage tab.

=103076042.5(08-04-2003) : Jouve FR  |[MISCDH
Dossier Document Message Windows C:DEWP | B:EPSV | A: OV | NUFI
Cover [LCIS| Checkiist| Status | Structure [ History| N
All
Show: |Active =l
Date - | Code | PackagelD | Pages | A-Pub | Public | Annotation
09-04-2003 1010 E1 0307604201P1 1 Yes
09.04-2003 1001P E1 0307604204P1 T Yes
09-04-2003 1002 E1 0307604204P1 1 Yes
09-04-2003 APPL - E1 0307604204P1 1 Yes
0904-2003 PRIGDOC E1 0307604204P1 33 Yes
09-04-2003 CLMS E1 0307604204P1 TP Yes
09.04-2003 ABST E1 0307604204P1 1F Yes
09-04-2003 DRAW E1 0307604204P1 3P Yes
09-04-2003 e o ST R I
1704.2003  PAYME New.. Ctri+N 1 No
24-04-2003 LABEL Close 1 No
25042003 1014 Refresh Status 2 No
03-06-2003 1048 = = 1 Yes
03062003 1048  AddtoViewer Sl 1 Yes
03062003 1048 Remowe From Viewer Ctri+L 1 Yes
26062003  FREP RN 1 Yes
14-08-2003 ABSTN A k. Annotation 1F Yes
25082003  Podsg _ EP 1P Yes
25082003 P0O410h_ Only Show D 1 No
25082003 1503  print.. 1P Yes
2508-2003 1507 - 1 Yes
28082003  RPUBQ | oReEes 2 No
10092003 1133 =°0d 1 Yes
27-10-2003 1081 Stamp... 2 Yes
17032004 1038 gopy.. 1 Yes
17-03-2004 FEES Clone 1 Yes
25032004 FPAYME - 1 No
Move...
Join...
Split...
Set Handled
Select All Ctrl+A
Deselect All
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= Document Details Bl
General| Status| Publication [Storage |
rInformation About Paper and COR Storage

PXI Document ID: |E1 0307604207P1 Offset: |1

Original Dossier Number: |03076042

Logical Package: [7 Seq. Number: [1
Batch Number: |TH07-05-2003 0169
CDR Number: |07-05-2003 0002

Box Number: [08-05-2003 36 Location: [CT

Room: [MADRID

Edit Package... Print Package Data Sheet | Package History

Ok | Undo | Cancel

Figure 19: document details

Note the location. Use whatever procedures are in place to remove the affected package from the
box and return the package to the indexing/scanning section. If there is no box location shown then
the package is still somewhere in the scanning environment and will have to located.

When the user has the paper package with its PDS select Edit Package in MADRAS.

+7 Select Package for Editing 1 [=]
Package ID: |USI]9 /78420401P1 Status: 2 : contractor
Edit Package... | Close Package | Print Package Data Sheet |
OK

Figure 20: select package for editing
Type in or scan the Package ID and select Edit Package.

Highlight the relevant document and make the necessary changes to the index data, usually the
page count.

Click on Modify.
Repeat the process if other documents need to be edited.
Click on OK. A new PDS is printed. Destroy the old PDS.

Note

The corrected package is no longer part of the original batch. Make sure that the corrected
package(s) are added to a new batch.
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3.11 Adding packages to batches

Packages created and indexed by other staff, and rejected packages, must be added to a batch. In
most cases, scanning staff will do this. This procedure must also be carried out on corrected
packages.

In the Create Batch window, shown in Figure 2: create batch - administration, choose Add
Packages... The Add Packages to Batch screen is displayed.

+7 Add Packages to Batch

Packages to Add
ID | Pages | Leading Document | Status |
Package AddtoList || clear || Defete |

aK | Cancel

Figure 21: add packagers to batch

Enter the complete package number in CAPITALS into the Package field, or use a barcode reader
to enter the number.

Click on Add to List.

To remove any package wrongly entered, select it in the list and click on Clear.

To add further packages enter the package number of each and click on Add to List in turn.
Click on OK.

Repeat if more packages have to be added.
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3.12

Correcting XX batches

If the ePHOENIX system fails during creation of a batch, the data for the documents the user has
already entered is present in the database, but the batch is not properly created. The corrupted
batch is given an XX number as its Batch ID.

In the MADRAS menu (see 2.1), choose Dossier, then

enter the dossier number of a document that is part of the corrupted batch, and click on Open.
go to the TOC tab and select the document.
right-click on the document and choose Details... from the pop-up menu.
in the Document Details dialogue, select the Storage tab.
write down the Batch ID:
example:
XX-29-01-2001 0001.
click on OK to close the Document Details dialogue.
close the Dossier.
choose Edit Batch from the MADRAS menu.
type in the Batch ID in the Batch field:
example:
XX-29-01-2001 0001.
select the correct location from the Location drop-down list,.
enter any other details as appropriate.
click on Save.
click on Print Batch Cover Sheet. The BCS is printed.
click on OK to close the Edit Batch screen.
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4 Batch transfer

After a batch has been finished, the index data (DMS file) must be copied to the correct directory of
the scan server.

Note

The location of the target directory is specified in ePHOENIX using the Management Tool
with the Global variable SCANF_XX.

Choose Batch Transfer from the MADRAS menu, . The Transfer Batch for Scanning screen is

displayed
+7 Transfer Batch for Scanning - Administration = [=IE3

Batch |

¥ Create Contractor Copy ftp:gvepl28.internal.e...
[ Create EPOICopy:

Content

9]¢ | Apply | Cancel |

Figure 22: batch transfer

Enter the Batch ID. The batch information appears in the Content box. Ensure the Create
Contractor Copy box is ticked and then click on Apply.

Repeat for all batches to be transferred and then click on OK to close the dialogue.

The file transfer is then complete.
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5 Preparing the scanner for scanning

The scanning operator can scan the indexed batches once the DMS file has been transferred using
the batch transfer function,

It is assumed that epoScan has been properly installed on the user’s workstation with the
appropriate settings for their scanner. For more information consult the epoScan Installation and
Configuration document.

Before starting the scanning process, make sure to:

clean the scanner (this should be done regularly).

calibrate the scanner

use the Calibration Manager to ensure that the proper scanner settings are used.

decide the page orientation required, portrait or landscape; landscape gives a 25%
performance improvement because the paper is fed along the width and not along the length.

5.1 Calibration Manager
The Calibration Manager should be used to calibrate the scanner. In the main window:

select Setup.
select Calibration Manager.

The wizard will guide the user through the calibration process.

If the quality of the image is not satisfactory then changes to the scanner settings, such as
brightness and contrast, can be made.

Changes to the scan area can also be made.

Set Scanning Area K

I s [Milimeters - .

Abceswens  Batch Terminator |

¥ 0% Gheat
X Position: IU_UUU ' i
¥ Position: Io_ooo “W_W
i

Width: |209,9
Length: |295,9

Tips: you can load a previously
scanned image and select the region
in the image.

Load sample image... |

OK | Cancel |

Figure 23: set scanning area

Use the batch terminator sheet as a calibration sheet.
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»

Login

Double click on the epoScan icon on the desktop to start epoScan. The login window will be
displayed.

7 epoline® epoScan - Lugi: i ] A

UszerlD |a|:|min

Password |===1

Database: i+ Applications
i~ Patents
" Others

K Cancel |

Figure 24: epoScan login

Enter the UserID and Password, and select the database.

Login UserID and Password

Field Default
Userld admin
Password ADMIN (Case sensitive)

These values can be changed by the administrator. Please see section 12.1.1 in epoScan
installation and configuration.

In order to use epoScan the settings have to be configured.

Note:

Only those sufficiently qualified and experienced should attempt to use the advanced
options to modify the default installation and configuration settings.
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7 epoScan initial screen

Note:

The scanner is configured and set up by the administrator. Any changes made to these
settings may cause image quality problems.

. EPOScan - [epoline® epoScan - d:\firebird\200401_app.gdb] C=]x]
Il gstch €O |mage Setup Admin Datebase Bepors Help M ETE|
o g “ o Q Q m
Print Fit wicith Fil window Ratate left Fotate right Zoom in Zoomoul e
& =
2 ErfEn G et Opticns
Brein [ Vet
| A Partrait Applications (Stop mode)

Figure 25: eposcan initial screen

The menu bar gives access to all of the available functions.

EPOScan functions

Function Meaning Availability
Batch Scan

List

Troubleshooting

Exit
CD Generate

Re-generate
RQC Troubleshooting

Quality control

- Systematic
Interactive
- Random Sample

Maintenance
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EPOScan functions

Function

Meaning

Availability

Image

View

Print

Print Setup

Uploading

Downloading

Cleaning

Send Email

Transfer by FTP
Automatic post-indexing
Manual post-indexing
Indexing correction
Batch image enhancement
Clipping

Test incrustation

Quality control

Not available for applications
Not available for applications

Not available for applications

For use with "Flowport"™
Not available for applications
Not available for applications

Not available for applications

Not available for applications

Setup

Options
Bar code reading

Image enhancement

Email options
FTP options

Calibration manager

For use with "Flowport"™

For use with "Flowport"™

Admin

Users

Permissions

Database

Info

Select

- Application
- Patents

- Others.

Batch status modification.

Reports

Daily production
Rejected package
Batches partially scanned
CD Contents

Quality control

Scanning

Help

Contents
About
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EPOScan functions

Function

Meaning

Availability

Batch

Scan

List
Troubleshooting
Exit

CD

Generate
Re-generate
RQC Troubleshooting

Quality control

- Systematic
- Interactive
- Random Sample

Maintenance

Image

View

Print

Print Setup

Uploading

Downloading

Cleaning

Send Email

Transfer by FTP
Automatic post-indexing
Manual post-indexing
Indexing correction
Batch image enhancement
Clipping

Test incrustation

Quality control

Not available for applications
Not available for applications

Not available for applications
For use with "Flowport"™

Not available for applications

Not available for applications

Not available for applications

Setup

Options
Bar code reading

Image enhancement

Email options
FTP options

Calibration manager

For use with "Flowport"™

For use with "Flowport"™

Admin

Users

Permissions

Database

Info

Select
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EPOScan functions

Function

Meaning

Availability

- Application
- Patents
- Others

Reports

Daily production
Rejected package
Batches partially scanned
CD Contents

Quality control

Scanning

Help

Contents
About
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8 Batch

" EPOScan - [epoline® epoScan - d:\firebird\200401_app.gdb]
Ml Batch €O Imege Setup Admin Datebase Bepords Help

Bl B - o @ A (Godine
Print Fit wicith Fit windaw Fotate left Fotate right Zoom in Zoomoul e —"
& =
|magdentancemEnt Options
Brein [ Vet
| | ‘ A Fortrait ‘Ap;pll‘muns (Stop mode)

Batch

Figure 26: epoScan initial screen

Click on Batch. The batch drop-down menu will be displayed. Select Scan, and the Batch ID Entry

screen will be displayed.

% Batch ID Entry {Applications (Stop mode))

Output Path:

S _ Clgar |

Setup << Carrectiohs.. ]

Cancel

Figure 27: batch id entry
Click on Setup.
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The Batch ID Entry screen is displayed

7% Batch ID Entry (Applications (Step mode))

paten & _ Clgar |

Cutput Fath:

Setup << Carrestions... 0] Cancel

—Scanning mode
& Stop mode: automatic indexing with on-line contrals
= Maon stop mode: automatic indexing with off-line contrals

' Postcontrols: all pages scanned|inthe batch

— Scanning configuration

—Fage loading —Image
Black and White T Color
A < Image type: [TIFF (= TIF) =l
Colar format: IBinary j
V > Compression: ICCI'I_I' Group 4 j
[T IPEG Cuality
|
" Software rotation e
Best Foar
v Automatic colar detection Adjust... |
—Mode —ADF
¥ Auto-start
I Rectoverso Timeout (sec.): I [

Scanning configuration |

Figure 28: batch id entry

Enter information and adjust the settings as required. Click on Setup to return to the initial screen.

Note

A scanner must have already been set up.
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8.1

8.2

Scanning mode

Options

Option

Result

Stop

Index file is used during scanning. Scanning will stop if a mismatch
between pages indexed and pages scanned is found. Scan operator is
able to correct scan/index errors immediately.

Non stop

Index file is used during scanning but scanning doesn’t stop. When
scanning is complete an automatic index process will run. During this
process the comparison between pages indexed and pages scanned is
made. If errors are found they are displayed in a list and the operator can

correct the errors using the Document Correction functionality.

Post controls No index file required.
Used for scanning other- and patent documents.

If patent document are scanned in this mode, images can be used for
manual indexing afterwards

Scanning in stop mode

Once the setup is complete and the paper batch with its Batch Cover Sheet is available. The
indexed data for the batch will already have been sent to the scanning sever by means of Batch
Transfer.

Type or scan in the Batch ID.

7% Batch ID Entry (Applications {Stop mode))

b R R 200402130001 Clear

Output Path:— A\ScanDatatOutputiimagesiepHX2004

R

Setup »» | Caorrections.. | Ok Cancel

Figure 29: output path

The output path is shown indicating that the corresponding index file has been found in the
DMS\inbox and that the data will be written to the specified output path.

To start scanning

make sure that paper is in the automatic document feeder
click on OK.

Depending on the scanner type, scanning will start automatically or after pressing the Start/Run
button of the scanner.

During the scanning process the user is able to view the images.

Note
Do NOT scan the BCS. Start at the first PDS.
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The scan complete message is displayed:

The End Ed

@ Batch zcanning succesfully completed,

Figure 30: scan complete
Click on OK.

8.3 Scanning in non-stop mode

If scanning batches in Non-Stop mode the comparison between pages indexed and pages scanned
is executed after batch scanning is complete (Automatic Indexing).

To start scanning proceed in the same way as in Scanning in stop mode

make sure that paper is in the automatic document feeder
click on OK.

Depending on the scanner type, scanning will start automatically or after pressing the Start/Run
button of the scanner. During the scanning process the user is able to view the images.

When the whole batch has been scanned the prepare scanner message appears.

Prepare Scanner I

Kodak i200 Series

—Mext Page

Cantinue Scanning

" Back of sheet [

Stop Scanning

—FPage Count
e All sheets in stack

 Number of pages: I ™ Use Flatbed

Figure 31: prepare scanner

Select Stop Scanning. The automatic indexing process will start. The indexing results are
displayed.

Fiesults summar
’7F!esu\l' Batch 20040308THO0227: Scan successfully done.

~ Results in

% Checking indexing results [=<]

Package Page indexing Scan pa. Idx pa. Fiesult N
E2DE 020338712P1 10 10
55

oc 1 IPER
55
oc 2 IPERAMD
E2DE 02029912DP1

37

oc 1 IPER
55

oc 2 IPERAMD
E2DE 020292011P1

oc 1 IPER
55
oc 2 IPERAMD

o/ojo/o8ojooogoooool

m o] (@ (o (oe] o
m o] (@] o |els] (o

Figure 32: process results
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8.4

8.4.1

8.4.2

8.5

If errors occurred a warning screen is displayed.

7, Checking indexing results
 Results
~Results in detail
Package Feags indexing Scan.pg | Idkpg Frasult -
E1 030004270GP1 36 32 Nb pages scanned > Nb pages indexed.
D58 Ok,
Doc PRIODOC 36 32 Nb pages scanned > Nb pages indexed.
E1 0407535606P1 84 84 Ok.
3 0ss Ok
Doc1 INCANMEX, 84 a4 Ok,
E1 0407535607P1 8 8 Ok
Dss Ok,
oc SRCH g g Ok,
E2US 02151120RP1 56 56 Ok.
> Dss Ok,
Doc1 FRIODOC 56 56 Ok,

Figure 33: reported errors

To correct the reported error(s) select Corrections to open document correction.

Scanning configuration

Page orientation

Dependent on the paper quality (for example; position of staple holes, position of perforated date)
specific page orientation can be selected.

Scanning in landscape mode gives a 25% performance increase.

Software rotation

Most scanners can cope with pages fed in widthways and will rotate the image accordingly.
However, some devices may have difficulties in which case this setting will allow the epoScan
software to do the rotation (this is slower).

Checking this box will solve a known problem with Kodak 1500D.

Image

This setting determines the quality of the image scanned. Use binary for plain black text on white
paper and for documents with shades of grey use the appropriate level of grey. The more shades of
grey the larger the image file becomes.

—Image —Image
‘Black and White T Color Black and White T [}s Col
Image type: [TIFF (<TIF) | Image ype: [TIFF ¢ T1F) =]
Color format: IEIinary j Color format: |24 hit Color j
Compression: ICCI'I_I' Group 4 j Compression: ISequentiaI JPEG j
[T JPEG Cluality [ JPEG Quality
. o - B S .
Best Faoor BEest Faar

Figure 34: image tabs

Click on Adjust. The Color detection settings screen is displayed

Page 48 of 113



8.6

8.6.1

Colour scanning
Colour scanning is available in all scanning modes, for all document types.

During application scanning, automatic switching between black white and colour is executed based
on a flag in the DMS file. Please see ePHOENIX Document Capture User Manual, section 3.8.1.

Automatic colour detection

Automatic Color detection causes an image to be processed as colour once the set threshold has
been reached.

Note:
Automatic colour detection is only available for application scanning.

75 Color detection settings

—aettings
Threshald: 100 between 0 and 256 (0: all color; 256: no colors)

Sample size: |3 between 1 and 7

— Test

—Image preview
Load testfile... |

Detect calar |

Fesult:

Colar Image (33.17374% of color in the
image]

{(NB: final result must be greater than 2% in
order to be detected as calaor image)

Default | [5]:4 Cancel

Figure 35: color detection settings

The Threshold property is the minimum colourfulness threshold level. The average threshold of a
neighbourhood is compared to the threshold value that is set. If the threshold value is set to 0, then
all neighbourhoods are colourful because the average threshold of each neighbourhood is probably
greater than 0. If the threshold value is set to 256, then no neighbourhoods are colourful.

For most applications, the default colourfulness threshold is probably suitable. However, some
applications might require adjustment of this parameter. If only bright colours should trigger colour
processing, the colourfulness threshold might be increased to 200. If very pale colours need to be
detected, it might be lowered to 50.

The image is broken into cells and the Sample Size property sets the cell size for checking the
colour content.

For most applications, the default sampling neighbourhood is probably suitable. However, some
applications might require adjustment of these parameters. If the resolution is especially low (100
dpi or less), the sampling neighbourhood might be reduced to 1 x 1 or 2 x 2, and if it is high (600 dpi
or more), it might be increased to 5 x 5. Also, if the colour channel misalignment is particularly high,
the sampling neighbourhood might be increased to compensate.

Page 49 of 113



8.7 Auto-start
Checking the auto start means that the scanner will start scanning after a delay of five seconds.

hode ALE

¥ Auto-start
™ Recto-verso ‘ Timeout (sec.): I 5
3

Scanning configuration

Figure 36:auto-start

If the scanner which is connected to a single PC or on several machines connected to a central
server does not support automatic starting of the scanner when starting batch Scanning the Auto-
start” check box must be unchecked.

Select Batch & Scan
Select Setup
Uncheck Auto-start.
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9

9.1

9.11

9.111

9.1.1.2

9.11.3

9.1.2

9.121

9.1.2.2

9.1.2.3

9.1.3

9.1.3.1

9.1.3.2

9.1.3.3

Error handling

General errors

Scanner not switched on, or wrong scanner selected

Message
9 Error n°4536: Can't locate SCSI device; check cable and power.

If the scanner is well connected to the computer and if the scanner is on, the error
comes perhaps from the selected scanner driver that does not match with the scanner itself.

The current scanner driver loaded is 'Kodak Digital Science 5500 Scanners'. If you want to select a new
scanner driver click 'Ok’ else click 'Cancel' and shut down the scanner and the computer then
restart the scanner first and after the computer.

Cancel |

Figure 37: scanner not switched on, or wrong scanner selected

Problem

Either

the scanner was not switched on before opening the scanner program
or

the wrong scanner was selected.

Action
Note the on-screen instructions. Switch on the scanner and restart the scanning program.

DMS data not transferred

Message
ERROR: Indexation data not available.

Problem
The DMS data was not transferred to the DMS\INBOX of the scan server.

Action
Ensure that the batch is transferred and that the paths are correct.

Batch already scanned

Message
ERROR: Batch scanning already successfully completed.

Problem
The batch has already been scanned.

Action
None needed.
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9.2 Index errors

9.2.1 Wrong page count by indexer

9.21.1 Message

. We've got problems 111

An error occurred while scanning the 1st
document (1001) of pckg. E1 0110010007P1.
Flease count the actual number of SHEETS in
that document and enter it in the box below.

Murnber of sheets in the document; ¢ |E|

Figure 38: problems

9.21.2 Problem

During the scanning process the software compares the number of pages counted/indexed with the
number of pages scanned. Page counting takes place between Document Separator Sheets (DSS).
If a mismatch is detected, the problems message is displayed.

9.2.1.3 Action

Count the pages and enter the actual number of pages present. Click on OK. The indexation error
message is displayed.

|
Indexation error [

f\i;) Indexer officer A%01454 made an errar when counting the pages in this document. Package E1 0110071 0007P1 will be
rejected.

Figure 39: indexation error
Click on OK. The package rejected message is displayed.

Package rejected. Resume scanning i

Fleaze, remove package E1 011001 0007F1 from the batch being scannned, return it to the indexer officers and
rezume zcanning from the next PDS [ET1 0710071 1002F1].

Figure 40: package rejected

Remove the package from the scanner and put in the next package in the batch.
Click on OK.

The package is deleted from the batch and has to be modified before a rescan is possible.
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9.2.2 Scanner misfeed

9.22.1 Message

. We've got problems 111 M=l B3 |

An error occurred while scanning the 4th
document (CLMS) of pckg. E1 0110010007P1.
Please count the actual number of SHEETS in
that document and enter it in the box below.

MNurnber of shests in the document; ? M

Figure 41: problems

9.2.2.2 Problem
Mismatch of pages, probably caused by scanner misfeed.

9.2.2.3 Action
Enter the number of pages.

Click on OK. If a misfeed occurred, the misfeed problem message is displayed.

Scanner misfeed problem l

The 4th document [CLMS] of pckg, E71 071710070007F7 must be rescanned. Pleaze resume scanning from the first page
of thiz document, WITHOUT including the D55

Figure 42: misfeed
Go back to the first page of the document.
Click on OK.

Resume scanning.

9.2.3 Barcode sheet errors
The following errors can occur with the barcode sheets:

Barcode sheet not present, misplaced or upside down
Barcode not recognised (perhaps due to smudging of the ink).

Whenever a barcode is not recognized the barcoded page is displayed and an error message
appears.

Is the displayed image the PDS for pckg E2CA
03011600BP1

Figure 43: barcode sheet errors
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If the image corresponds to the data displayed then the barcode recognition software has failed.
Simply press Yes to confirm. If the image does not correspond then one of the other errors
mentioned in this section has occurred.

Note

If barcodes are regularly not recognized then ask the administrator to check if the area
where the scanning software expects the barcode to be is correctly defined.

If the barcode area is well defined and problems persist it is possible that the format of the
Barcode in not correct. Contact the administrator.

9.24 DSS missing

9.24.1 Message

s, epoline® Phoenix Scan - Attention, please

Is the displayed image a Document Separator
Sheet?
................... Yesi e

Figure 44: DSS sheet?

9.24.2  Action
If the scanned image is the DSS and is the right way up, click on Yes and resume scanning.

If the scanned image is not the DSS, click on No. The DSS missing message is displayed.

PHX432 x|

DSS mizsing or zcanner misfeed emor. Please, resume zcanning from the firzt page of thiz document.

Figure 45: DSS missing

Recover the page(s) scanned since the last good document and put them back in front of the pile in
the hopper, starting with the first page that should have followed the DSS (the user does not insert
the DSS into the scanner)

Click on OK.

The user can insert a DSS after scanning if they wish.
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9.2.5

9.25.1

9.25.2

9.25.3

9.2.6

9.26.1

9.2.6.2

DSS in front of PDS

Message
e —=1

Is the displayed image the PDS for pckg E2CA
03011600BP1

Figure 46: PDS image?

Problem
If the DSS is accidentally placed before the PDS then it will be read instead of the PDS.

Action
In this case the answer in No.
-

Is the PDS for pckqg E2CA 03011600BP1 physically
present in the batch and contig to the displayed
DSs?

| Ho

Figure 47: PDS phsically present

In this case the answer is Yes.

PHX432

The DSS for the first document of thiz package was mizplaced atnd wrangly put in front of the PDS. Please. resume scanning frarm
the dizplayed D55 [included), without scanning the PDS.

Figure 48: error message

Resume scanning as indicated. Note that the PDS does not get scanned.

Packages in wrong order in batch

Message
]

Is the displayed image the PDS for pckg E2US
03043100LP1

Figure 49: specific PDS image?

Problem

If the packages are inserted into the scanner in the wrong order (for instance if a large batch has
been split up into separate piles and the piles have been mixed up) then the system will read the
PDS barcode and determine that it is not the one it expected.
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9.2.6.3

9.2.7

9.27.1

9.2.7.2

Action

Is the displayed image a PDS?

Figure 50: PDS?
If the image is not a PDS then press NO. If it is a PDS, select Yes.

Is the Package "E2US 03043100LP1° present in the
current batch?

Figure 51: is package present

The expected PDS data is displayed. Select Yes.
1 |

@ Reorder the batch in order to put the whole package 'E2US 03043100LP1' on top (including the PDS).
Then click 'Ok’ to continue the scanning.

Figure 52: message

Remove the paper from the scanner and replace it with the correct Package .Select OK to resume
scanning.

Pages not scanned properly

Problem
The scan operator notices that pages are not scanned properly owing to

staples left in a document
pages damaged or folded
page upside down.

Action

With a misfeed the scanner may stop automatically. If not, then stop scanning by pressing the
STOP button on the scanner or simply by removing the paper from the feeder. The system will
respond with a dialog asking if the user wants to stop or continue. Select Stop. As the batch is now
only partially scanned a dialogue will remind of this.

To restart just redo Batch / Scan and read the batchid again from the Batch Cover Sheet. The
resume batch scanning message appears:
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&, Resume batch scanning EE I

Batch 20010126THO002 partially scanned.
Resume scanning from the 1st package (E1
0110010009FP1). 7th document (FRIODOC).
sheet 22 ? (without counting PDS's or DSS's)

Ermor Recovenp

Figure 53: resume batch scanning

Click on Error Recovery. The last page scanned is displayed. This may be the offending page or it
may be a later one because the scanner continued to scan.

__ epoline® Phoenix Scan 4.32 - Scanning Batch 20010329THO002

Batch CD Image Setup Admin Database FReports Help

oo umed

s

e

IR I RN R

[ 20010329THO002 [E1 002Z016740MF | =x 3 [Scanring

Figure 54: scanning batch

Click on the < button to can go backwards in the package until the (first) wrongly scanned page is
found.

Go back one more to the last correctly scanned page.
Click on OK.

To resume scanning reload the feeder starting with the wrongly scanned page (after removing
staples, creases etc. to prevent the same happening again).

The same procedure can be followed when a mistake occurred in an earlier scanned package by
clicking on the |<P button.

Explanation of buttons
Button Action
RP Go back to first page of first package of the batch
< Go back page by page
<P Go back to first page of the package being scanned
<P Go back to first page of last completely scanned package
OK Resume scanning
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10 Troubleshooting

This feature enables the user to correct mistakes during and after the scan process. To activate the
Troubleshoot feature, choose Troubleshoot from the Batch menu. The troubleshooting window

appears.

. Troubleshooting
—Batch -

Batch D entry TH200101260002| Status Scanned

RBeject | Purge |

-Package(s]

Package ID ! ID..._! Status ! Size .. ! Date Time l

E1 0110000049.. 1 Scanned 224835 26-01-2001 1253...

E1 011000004... 2 Rejected 305,03 26.01-2001 1254,

E1 01100000B... 3 Scanned 45540 26-01-2001 1254...

E1 0110Mmo0oc... 4 Scanned 267,23 260n-2001 1285...

Reject UnReject Rescan LCancel

Figure 55: troubleshooting

Explanation of functions

Function Result

Purge All scanned images are deleted, and the batch can be scanned again.
This is useful when it is not possible solve problems in any other way and
the complete batch must be rescanned.

Reject The batch file is deleted from the DMS Inbox. Required if, for instance,
the order of packages in the batch is completely corrupted and can only
be solved by creating a new batch in ePHOENIX.

Explanation of buttons on bottom of the screen

Button Action

Reject Reject a package. Scanned images are deleted.

UnReject Reverse the reject procedure if a package is rejected during scanning and
the package appears to be correct, and the complete batch must be
rescanned..

Rescan To rescan a rejected or error package, after successfully scanning the
batch.

After selecting the rejected or error package and selecting Rescan the
following message is displayed:

Single Package Scan i

;-
'\:!.?) Feed PDS of package E1 0110010004P1. Packane must be terminated with a D55,

Figure 56: single package scan
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Explanation of buttons on bottom of the screen

Button Action

Click on OK and resume scanning.

The End

v

l\:.l‘) Fackade scanning completed.

Figure 57: scanning completed
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11 Resetting the epoScan settings
Error messages and subsequent trouble shooting may suggest that the epoScan settings need to
be reset.

Note:

The epoScan settings are set up by the administrator. Any changes made to these settings
may cause image quality problems.

" EPOScan - [epoline® epoScan - d:\firebird\200401_app.gdb]
i Betch €0 [mege Setup  Admin Datebese Beports  Help =l=x|
L & B C3l (3] 128 Q @
Print it width Fit window Faotate left Fotate right Zoom in Zoom out
=
|mAnE eh i ERGETEn Ipticns
Frcin Il VAt
[ | | A Pttt | Applications (Stop mode)
Setup

Figure 58: epoScan initial screen
Click on Setup. The setup drop-down menu will be displayed.

e —
EPOScan - [ep_.ne® epoScan - ACCESS]
I Betch €O gege | Setup Admin Detabese Repdie
o Q =]
- T

‘Barcode Reading... b Rotate right Zoom in Zoorm out Image enhencement

Image enhancement..

ETP opions...
Calibration Manager...

Verso

Recto.
| [ A Portait |Patents (Stop mode) 10315

Figure 59: setup screen
Select Options.
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An alternative is to select Options from the menu bar.

EPOScan - [epoline® epoScan - ACCESS]
Il Betch CD Image | Setup Admin Database Reports Help

© Q Q
Print ‘Bercode Readin b Zoom in Zoom out e enfiEneee:
Image enhancement...
Email options. ..
ETP options.

Calibration Manager...

Recto Verso
| I | | A Potait |Petents (top mode) 10315

Figure 60: setup screen: options

11.1 Options

11.1.1 General

7 epoline® EPOScan Configuration Dptions x|

I F.odak. I 1515 I DataBases ISystem DatabasesI I agnifyer

Language: IEng"gh vl — CD-R's generation

LD imgs. output path
Type of Workstation IScan +Wiew + P j IC:\epoprogs\EF'DSc:an\phx\CD

Tupe of scanner IISIS 'l ED Drive: IF:\
CDRID site code: |03
—B de Reading
CD default size [ME] IBSD

¥ Check for available free space in HDD

¥ 15t DS5 present

— Dutput PathBase:

— Opti

I~ Auto Batch Entry

Output PathBase: |d:\phx\img
Min. Free Space [ME] |1D

—DMS Direct

InBiox |E:\ep0progs\E POS cantDmz\nbox

OutBox IE:\epoprogs\E POS cantDms\OutBox

Error |E:\epopr0gs\E POS cantDms\Ermor

ok Lancel

Figure 61: configuration options: general
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Configuration options: general

Iltem

Explanation

Setting

Language

GUI language

English or Spanish

Type of Workstation

Related to installed licenses and
purpose of workstation. See 1.1

Scanning, CD generation,

Quality Control

Type of Scanner

ISIS: ISIS driver used. See list
under ISIS Tab, Select scanner
to select/Setup your scanner.

KODAK: Kodak Twain drivers
used. See list under Kodak Tab

ISIS or Kodak

Barcode Reading

First Document Separator Sheet
(DSS) present.

Checked Yes/No

Auto Batch

If checked the Batch/Scan
window will be automatically
opened after completion of a
batch.

Checked Yes/No

DMS Directories

INBOX — Directory where Index
files are stored.

OUTBOX- Directory where
results files are stored.

ERROR: DMS file containing
error(s) will be moved here. (E.g.
Duplex batch with an odd
number of pages)

Drive:\DMS\Inbox

Drive:\DMS\Outbox

Drive:\DMS\Error

Output PathBase

Directory where images are
stored directly after scanning.
Directory has to be created
manually if not using the
directory installed during
installation.

Drive:\Images

Min. Free Space (MB)

Minimum required size to store
images. If size is less than
indicated a warning will be given.

Size in MB

CD-R’s generation

CD imgs. Output path - Directory
where the CD Image is stored.
Directory has to be created
manually if not using the
directory installed during
installation.

CD drive — Location of CD for
Quality Check

CDRID site code — Site Code is
part of CD number. See CD
generation

CD Default size — Maximum size
of CD/DVD. Prevents creating a
CD/DVD Image larger than the
allowed CD size

Check for available free space in
HDD

Drive:\CD

Drive letter

Two digits

Size in MB

Checked Yes/No
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11.1.2 Kodak
If Kodak is selected as Type of scanner then the Kodak tab will become available.

7 epoline® EPDScan Configuration Dptions ﬂ
General | Kodak I 1515 I [ataBazes ISystem DatabasesI M agnifyer
r—mage P
Model |DS 9500 Duplex =l Threshold (0-255)
Riesoluton (dpil [200 =l :
—Mode Faper Size
" Simplex |A4 'l
' Duplex Width 210 mm
Height W mm [+ Moise Filter
r— Mizalignment Offgets [mm)——————— [~ Cropping [mm)]
Frant Rear il
Horizontal I I I— I—
Wertical [q il I—
a
Ok Lancel

Figure 62: configuration options: Kodak

epoScan supports Twain drivers for large Kodak production scanners such as the 5500, 7500 and
9500. The scanner and configure scanner specific settings can be selected.

11.1.3 ISIS
If ISIS® is selected as Type of scanner then the ISIS tab will become available.

¥ epoline® EPDScan Configur ation Options ﬂ

General I F.odak, I 1515 I [rataBazes I System DatabasesI M agnifyer

Select Scanner

Setup Scanner

il Lancel

Figure 63: configuration options: ISIS

epoScan is delivered with PIXTOOL® licenses required to control the scanning process. ISIS®
drivers are also available to allow epoScan to communicate with the scanner. Select 1SIS® followed
by Select Scanner after which the scanner which has been installed can be configured.
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Scanner Selection %]

Kodak Digital Science 4500 Scanner (B defaut).=]l
KODAK 50 Cancel
KODAK B0

Kodak 620 Add
Kodak 30

|
Kodak 840 Setup
Microtek Scantaker XBEL =l

Figure 64: scanner selection
It is better to select the scanner setting later. Please refer to section 11.2.1 Scanner configuration.

The latest Kodak models (I series) are delivered with ISIS® drivers.

11.1.4 Databases

These are set up by the systems administrator. If this needs to be changed, ask the systems
administrator.

11.1.5 Magnifier

7., epoline® EPOScan Configuration Options

General l Kodak I 1515 I DataBases ISyslemDatabasesI Magnifyer.

—Magnifyer default zoom

The magnifyer is available when using the document view or document correction via the right
button click on the image

Default zoom (34) |1 it}

oK Cancel

Figure 65: magnifyer default zoom

The Default zoom (%) can be changed in this field. The magnifier is used during image viewing and
document correction.
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11.2

1121

Barcode reading
Select Setup & Barcode Reading. The Barcode Reader Configuration screen will be displayed.

Barcode Reader Configuration x|

—Bar Code Type

¥ Code 39 " Code 2 of& [C Codsbar ™ I1SBM Addon 2
[~ Code 123 I© UPC=4 [~ EAN-G ™ ISBM Addon &
™ Code 93 ™ UPCE [ EANA3

— Barcode orientation — Search option

Y I Use multiband analysis
™ Minimal barcode height 2cm
 Wertical

» ¥ Use region

¢ Diagonal Top |[| Left IU
_ Setregion area... |
Height |?35 Width |1595

v AT = QK Cancel |

Use region

Figure 66: barcode reader configuration

In this window the region, where barcodes are located on the different barcode sheets, can be
configured. To assist in this process a previously scanned barcode sheet can be selected to define
this area. The size of the region will have an influence on the barcode reading performance and
slows down the scanning process.

Scanner configuration

The scanner which is connected to a single PC or on several machines connected to a central
server must be configured.

Ensure that the ASPI32 drivers have been installed
Select Setup & Options in the main window
Select Type of Scanner:

If scanning with an I1SIS® driver select ISIS® and then select the ISIS® Tab
If scanning with a Kodak Twain driver select Kodak and then select the Kodak Tab.

To setup the chosen scanner

select Setup

select Default Paper size & A4
click on OK twice

select Setup Scanner.
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wm Scanner Settings

Made: Black and

Dither: INone d
opt [EE ]
Page Size:

[44- 210237 ram =

FIXDFLT “ersion 56 3.260.1571

DS1500Version 1.130

i Brightness

& Manual  Automatic

| Kl [ ]es

Darken I MNormal | Lighten |

— Contrast

@ hanual € Automatic

KA vl 128
I Duplex

Region Selection
’VRegmn

Front j

O

Cancel

i

Default

Area

'

Figure 67: scanner settings
For Mode Black and white:

select Mode: Black and White.
select dither:
none.
select DPI:
- 300.
select Paper Size:
A4 (210 x 297 mm).
click on More

Cropping:

Advanced Settings

Color Correction:

Page Layout
& Partrait

' Landscape

[Mixed 1 |

Binarizatian:

IFixed Processing (FF) d

Ditheritg:

INDne j
kore... | Area.. | (0] I Cancel |
About... | Calibrate... |

Figure 68: advanced settings colour

select automatic cropping
click on OK.

For Mode Color 24 bits:

select Mode: color 24 bits.
select dither:
none.
select DPI:
- 300.
select Paper Size:
A4 (210 x 297 mm).
click on More
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w_Scanner Settings x|
it - —Brightness
€ tanual @ Automatic
Ditier.  [fion- I T — Cancel
1= ETT =l i
I T Harrmal Light
. arken | Btz | =lanten | Default
Page Size
— Contrast
IScanﬂersMaanum j © Manual & Automatic
Fl=DFLT Yersion 56.4.260.1946 | B
EKI200 Yersion 1.1.10312.23001
I Duplex

Region Selection
’VREQiU”- Front and Back d

Area..

I

Figure 69: advanced settings black and white

select automatic cropping
click on OK.
For Mode color:

select Mode: Black and White.
select dither:
none.
select DPI:
- 300.
select Paper Size:
A4 (210 x 297 mm).
click on More

The advanced settings colour are displayed

Advanced Settings

Cropping: Fage Layout
& Partrait

Color Correction: ' Landscape

[Mixed 1 |

Binarizatian:

IFixed Processing (FF) d

Ditheritg:

INDne j
kore... | Area.. | (0] I Cancel |
About... | Calibrate... |

Figure 70: advanced settings black and white

select automatic cropping
click on OK.
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11.2.2

11.3

For a Kodak scanner

Kodak Twain drivers are available for medium/high volume scanners, such as the 5500, 7500, and
9500 series.

7 epoline® EPOScan Configuration Options
General Kodak 1515 DataBases Magnifyer
—Image Parameters
Model DS 3500 Duplex = Threshald (0-268)
J - IED
Resolution (dpi) |3DU = et
—Mode PaperSize——————— Contrast %
 Simplex Ad A0 T — I 30
& Duplex Width 210 mm
Height IZB? mm ¥ Moise Filter
—Misalignment Offsets (fnm)—————— [~ Cropping (mm)
Front Rear i]
Hatizantal
i 0 l—” l—”
Yertical
0 0 ID—
0K Cancel

Figure 71: Kodak scanner configuration
To configure settings

select Model
select Resolution:

300 DPI
select Paper Size:
. A4.

Image enhancement

During or after scanning the need to improve image quality may become apparent. With image
enhancement epoScan provides a range of tools which can improve the quality of scanned images.

Note

Please bear in mind that every applied enhancement takes computer/scanner processing
time and will slow down the overall scanning process.

Image enhancement implies some modification of the image. Test the settings first to ensure
that they do not cause any loss of data, such as faint text.

Never perform the same enhancement twice. It can produce very strange results.

In the case of colour scanning Black Overscan Removal and Deskew?2 have to be used,
otherwise the pages will be produced in black and white.

epoScan scan offers the possibility to enhance the quality of images , for example de-skew and
black border removal, by applying certain image enhancements. Enhancement of images can be
executed in three different phases of the process:

during scanning
during CD generation
as a separate process.
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For the first two options the user is required to select which enhancement options they intend to

apply. Select Image & Batch Image Enhancement &Setup in the main window.

The Setup of Image Enhancement screen is displayed. Click on OK.

. Setup of Image Enhancement x]
~Available Selected ~Image while cD—
Character Dilation ; = Border Removal j -
Character Erasion | | |Deskew ohe
Character Skeletonizhion - & Feskew o
Deskew? — - ‘
Halftone Removel € Apply selacted image enhancements
Hole Remaval
Image Inversian
Image Ratation
Image Scaling - Image while scanning
Line Removal
Margin Cropping & None
Noise Removal . |
Smoothing = © Deskew only
aq . e—— j © Apply selected image enhancements
Breview>> Ok Configuration.

Move one option item

Figure 72: setup of image enhancement

Note

Move all option items

EPO experience has shown that the order of the options is important; the options selected in
the window above, Border Removal and Deskew, are normally used and added in that order.

The image enhancement configuration screen is displayed.

7 Image Enhancement configuration

—Desk
IREEe Ul EmEE! ~Skew angle nent direcion Mode
Black Owverscan Removi
© Vertical
Border Removal ped  Graphic
- Character Dilation Horizonts) & Text
Character Erosion © Both /
Character Skeletonization
e Dipgkew —Angle options
e Diskew?
Halftane Removal Llizeile
Hole Removal kin. Angle Max. Angle Area Percent
5 250 100
- Line Removal il Geler
Margin Cropping  \White
Maise Removal
- Smoathing @ Black

Do NOT deskew the following kind(s) of document(s)

DRAW
ABSTFIG

[sB5TFIG

Remaove

Ok | Restare All

Bestore

Cancel

Figure 73: image enhancement configuration

When de-skewing pages, most image enhancement tools will in some cases not properly deskew
drawings. To prevent this the EPO has chosen to exclude drawings from deskewing.

Click on Image Rotation.
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¥ Image Enhancement configuration

Image enhancement

-------- Black Overscan Removal
order Remaoval

haracter Dilation
haracter Erosion
haracter Skeletonization

alftone Remoal
ole Remaoval
mage [nversion

—Image Ratation

Fiatation Degree

€~ Mo ratation
907 clackwize
€~ 90° counter clockwise

{+ 180°

Ok Restore All

BRestore

LCancel

Figure 74: image rotation

Rotation Degree should be set to 180° by clicking on that radio button. This allows rotating

individual pages during Document Correction, which are scanned up side down.
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11.3.1 Image enhancement preview

To preview the results of the selected image enhancement options select Image & Batch Image
Enhancement & Select a Batch & Select Setup & Select Preview in the main Window. In the left
window the image is displayed as scanned and in the right window the image is displayed after

enhancement.
[ Availoble  Selected . Image while o
Black Overscan Remaval dgli= Border Remaval j 5 M
Blank Page Detection Deskew?
Character Dilation = £ Deskeworly
Character Erosion
Character Skeletonization & Apply selscled image enhancements
Deskew
Helftone Removal
Hole Removal
Image Inversion  Image enhancement while scanning
Image Fiotation
Image Scaling & None
Line Removel -
Margin Cropping -  Deskewonly
T » Pemovec— | j © Apply selected image enhancements

" Preview<< ] Ok Corfiguration

Before

Package ‘

GERVEN -

Curent displayed page
. -

Figure 75: image enhancement setup

11.3.2 While scanning
The decision to apply image enhancement during scanning is dependent on several factors such as

the capacity of the scan work station

the performance of scan work station

the type of scanner

the page orientation (rotation) selected
the type of documents (simplex or duplex)

because all these factors influence and can slow down the scan process.

Select Batch &aScanasSetup in the main window and select by clicking on the radio buttons.

Image enhancement while scanning
& Mone

© Deskew anly

= Apply selected image enhancements

Figure 76: image enhancement while scanning

Page 71 of 113



11.3.3 While generating CD

If it is decided to execute Image Enhancement during CD generation (only applicable for Application
Batches) select this option on the General settings window.

Image enhancement while generating CD
" Mone

' Deskew anly

" Apply selected image enhancements

Figure 77: image enhancement while generating CD

11.3.4 As a separate process
In the main Window select Image & Batch Image Enhancement & Select Batch(es) & Select OK.

Image enhancement will now be applied to all images of the selected batches/packages.

Set Scanning Area =
Units: [% Millimeters h I Iiillll'l\ltlll\rllll N
A Docphoent Batc!

i
atch Terminator .
Sheet

X Position: Ig,ggg ! - rr—
¥ Position: Ig,ggg AR

1HHin!
width: |209,9 [y
Length: |295,9

Tips: you can load a previously
scanhed image and select the region
in the image.

Load sample image... |

OK | Cancel |

Figure 78: set scanning area

Use the batch terminator sheet as a calibration sheet.
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12 Document correction
Corrections can be made at page level. Pages can be

rotated
replaced
inserted

and pages out of order can be dragged to the right position.

To access document correction, select the Batch / List menu, select the batch ID that needs
correcting, and then click on Go to Document Correction.

Select the Batch /Scan menu, enter the batch ID that needs correcting, and click on Correct.

At the end of scanning in non stop mode click on Go to Document Correction in the result list.

. EPOScan - [Document pages]

—18]x|
&, baich CD lpue Sehup Adi Databese Reports Help -181x|
@ I £ = & Q Q I ) | =
113 [T FE WO EaEE Tt TISTaEe T o B OO0z EnareEmert | P
1zl

Image 1 Image 2

Image 3 Image5

Canecting decument pages

Image 4

fre— wnma

BachiD 20040308TH0060 e

Staus Scanned

Reseanbatch | _ Deltsbach | efeetban_|

[ET 0407546206P1 = a|»
Package status:

¢

Riescan package Reiectpackege | ™8

B | S El
Deletc pagefs) | _Inser pagelsls

e |
Replace page(s)

Docurent I ‘Sca"Dg [ \dx 0o
FAXE

Image 11 Image 12

ccode: [FaER — I~ Fax =
L
Image 16 Image 17

4

Image 18

Caxl Coaxz Co2xd 35
Clw2 C2w3 C3ed & 445

Number of thumbnails Thunbrals zoom

End of document correction

I I A

Figure 79: result list

The thumbnails of the scanned images are displayed on the right hand side. The first page of each

package is framed in blue. To select an image, click on the corresponding thumbnail. The currently
selected thumbnail is framed in white.

The control commands are on the left hand side.

To display a full size image, double click on the image. Double clicking on the image again will
display the previous thumbnail display.
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12.1  Magnifying images

% EPDScan - [Document pages] & x

& Botch CD Image Setup Adwin Database Reports Help —l@x
) = - > Q Q & LTy P
Prink Fit wickh Fit window Rotate left Rotate right Zoomin Zoom out i Image enhancement Options

X

—~ = Image 1 Image 2 Image 3 Image 4 Image 5§
Cortecling document pages —
LT | ‘ = - 15 =

PRI >0040310THO114
Status ’lnCD—

Flegean baich | Delete batch | Beiect batch | i n a I prod u Ct . A fu

I»

e — I =) | |
| o lfill - btained in slurry form faile™

| 3 id/or chamical properties of
I erstood to be that value of
e “size smaller than this v
Trmm o ine melt af

End of document correction |

Figure 80: magnifying images

Right click on the display of the image. While keeping right key mouse pressed, move to the area to
be magnified.

12.2  Modifying display options

_18]x]

X bstch CD Image Setup Admin Datshase Reports Help TR
& B £ - o a Q 5 LI

Print Fit width Fit window FRotate left Raotate right Zoom in Zoom out 3 Image enhancement Options -

3 ]
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Corecting document pages =
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E2US 03221270PP1 < a|»
Package status: o
[ | ey | =

pagelsh | Reg\aEJDEQe[s1|

Deelets pagels] |

- Dacuments of the package

Document Scan 1ds
[ZEREIE & & Image & Image & Image 7
4l 0}
[ Curentpage indexation—————————————————————
Deceodkr D5 I Fax
Annotation:
o
Cxl C2xz  GEwE O3k
Cinz Caws e e
Number of thumbnails Thunerals zoom
Endof

[ [ [ [ A Applications (Nonstop mode] | 1.04.01

Figure 81: magnifying images

Select the Number of thumbnails tab and click on the required radio button values ( 3 x 5 means
three lines of five thumbnails each).

Select the Thumbnails zoom tab.

Click on Fit window if it is expected that the height of the displayed page will fit in the whole height
of the screen.

Click on Fit width if it is expected that the width of the displayed page fits with the whole width of
the screen.

Page 74 of 113



epo _,@)) line)

12.3 Correcting page order

" EPDScan - [Document pages] =151 x|
& Bach (D Image Setup Admin Datzbase Reports Help =8 x|
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Figure 82: moving a page
Click on the page which is in the incorrect order, hold the mouse button down, and drag the page to
the correct position. Release the mouse button to drop the page. A dialogue box pops up.

Note
A Package Data Sheet (PDS) can not be moved.

Click on Yes. The pages are swapped.

12.4  Page deletion, insertion, and replacement

77 EPOScan - [Document pages] =18 x|
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Figure 83: page deletion, insertion, and replacement

12.4.1 Deleting pages
Click on the page(s) to be deleted, select Delete page(s) and confirm message.
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12.4.2 Replacing pages
Click on the page(s) to be replaced, select Replace page(s) and confirm message.

12.4.3 Inserting pages

Put page(s) to be inserted in the feeder, select Insert page(s) button, hold the left mouse button
and move the page cursor in between pages where new page(s) must be inserted, then release the
left mouse button to confirm the dialogue.

Image B Image 7

Figure 84: inserting pages

12.5 Correcting inverted images

Select the page, by clicking on it, select Image Enhancement or Rotate in the main menu bar. If
the page is not correctly rotated then the function has not been properly configured in Image
Enhancement setup.

12.6 Enhancing images

Select the page, by clicking on it, and click on the Image enhancement button. Select an image
enhancement option from the dropdown list.

=l

=18

apo Al lina
Image enhancemen ﬁnhnn: P Q |
Elack Owverscan Removal
mag

Elank Page Detection
Border Rermaoval

Character Dilation
Charcater Erosion
Charcater Skeletonization
Deskewz

Deskew

Halftone Remaval

Hole Removal

Image 9 Image Inversion
! Image Rokation
Image Scaling
Line Remaval
Margin Cropping
Moise Removal
Smoothing

Figure 85: image enhancement options
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12.6.1 Enhancement table

The enhancement table explains what each of the enhancements actually do. Please also see
Help within epoScan.

Enhancements
Enhancement Action
Black Overscan Removes the black area created when the page scanned is shorter than
Removal the current setting (for example,. A4 when US legal is set).
Boder Removal Removes black borders which appear when the scanned area is larger
than the paper size (normal since it's better than an area that is too
small).

Character Dilation Makes characters appear fatter than they are (can help legibility, OCR
etc.).

Character Erosion Makes characters thinner (can help legibility, OCR etc.).

Character Reduces characters to one pixel wide.
Skeletonization

Deskew Straightens images up. Note that the software looks for reference lines
which it assumes are vertical and horizontal. Certain PHOENIX Document
Codes can be excluded from this process if they are likely to contain other
lines which are not vertical or horizontal (for example, drawings).

Deskew?2 Same as above but with performance enhancements

Halftone Removal Removes halftones such as a coloured background so that clearer text is
obtained

Hole Removal Looks for black circles and removes them. These are usually punched
holes but they may be badly reproduced letter "e" s!

Image Inversion Turns black to white and vice versa

Image Rotation Rotates images by set amounts

Image Scaling Enlarges smaller pages to fill the image at the current setting

Line Removal Removes lines (such as lines and tables on forms) . Can help OCR
processes

Margin Cropping Removes any unused white border and scales up the image to fit

Noise Removal Removes speckles (speckles can be reduced by keeping the glass clean)

Smoothing Smooths out the edges of characters by filling in gaps or removing

protrusions

12.6.2 Tuning enhancement parameters
Each available enhancement contains it owns parameters. These must be modified in order to
achieve the required result.
To modify parameters of an image enhancement option

select the "Image enhancement” item in the list
different parameters of enhancement option are displayed
set values according to the process to be performed.

Note that some information may be given at the bottom of screen. Information may vary according
cursor location. Refer to that information to set parameters.

Once the parameters have been modified, they will be saved and the next time EPOScan is used
these parameters will be used for the image enhancement.
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12.6.3

12.6.4

If the user wants to come back to the original configuration (default parameters which seem to be
optimised during epoScan test), click on Restore All. All the default parameters of all the
enhancement options are replaced.

To restore the default values of only one enhancement option, click on the option in the list and then
click on the Restore button.

Click on the OK button once all the required image enhancement option have been performed. This
will modify the parameters.

Note :
An A4 page is about 2480x3507 pixels at 300 dpi resolution.

Batch image enhancement mode

If it has been decided not to perform Image Enhancement during scanning or CD generation, a
separate batch image enhancement function is available in the Image menu.

7. Batch Image Enhancement

Batch CS006021 =l

j Selectall
- Deselect all

Do ts of the batch

—Package page range

& All pages

© From to

Figure 86: batch image enhancement

Click on the batch or package where image enhancement is to be applied. Clicking on one package
will select all packages belonging to the same batch.

The user can select several batches whilst keeping the CTRL key pressed.

Click on the All pages radio button in Package page range, or enter a range of pages to apply
image enhancement too.

Interactive image enhancement

Interactive image enhancement is available when page(s) is (are) displayed i.e. when processing
manual indexing, when checking indexing, when correcting scanning or when viewing pages.

Image enhancement process is performed using the current image enhancement values. These
values cannot be changed at that time but must be set prior to the launch of that process.

To enhance an image

select one page by clicking once onto the corresponding thumbnail (the selected page is
framed in white).

select the Enhancement icon from the toolbar to display list of enhancement process.
select the menu item that matches the image enhancement process to be performed on the
selected image.
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12.7 Ending the correction process
Click on the End of document correction button. Control of indexing against current scanning results
is automatically performed.
The Checking indexing results screen gives the result of the control of the database content and
the pre-indexing file.
Click
on the Correction button to go back to the correction process
on the Write result to file button to export that report to HTML or ASCII text file
on the Exit button to end the correction.
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13 CD-ROM creation

After successfully creating batches, the images must be written to a CD-ROM.

During scanning, the images are stored on the scan server, in the directory indicated in the general
settings of the scanning application (Output PathBase), for example, MAX0AIMG.

During CD generation all images are de-skewed, checked for quality and copied to the directory
indicated in the general settings (CDR imgs output path), for example, D:\OUTPUT.

13.1 CD generation

As part of the CD generation process, a Systematic Quality Control (SQC) takes place in order to
check the quality of the images. The system saves the quality control status of each package, batch
and CD. This status can be:

Unchecked
OK
Failed.

Choose CD in the main window of the scanning application followed by Generate to open the CD
generation window.

A CDR-ID is generated and displayed. Part of the CDR-ID is the location where scanning takes
place.

The CDR-ID format is YYYY MM DD LL SN, for example 200101309002.

CDR-ID format

Format Meaning

YYYY Year, four digits

MM Month, two digits

DD Day, two digits

LL Location indicator, two digits; this is set as the CDRID site code in the
epoScan options.

SN Sequential number.

Go to the Available Batches panel. Select the batches that that it is intended to generate. Hold
down the SHIFT key to select more than one batch. The Size of selected batch(es) indicator is
there to help the user not to exceed the maximum available size of the CD/DVD

Choose Add.

The status of the selected batches changes to SelforGen. This prevents another operator, using
another workstation, from generating the same set of batches.

To remove batches that have already been added, select them in the In the Selected Batches
panel and click on Remove.

Click on Go.
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13.2

13.2.1

13.2.2

The generation process starts and the Generate CD screen is displayed.

% Generate CD X
Available Batch{es) 119 m

BatchiD | Size ME) | Date & Time | Irmg. Path | Status ﬁ.l

+ Z0040308THOTRS 500 08403-2004 13:29.48 L:Aimgh Available

« 20040308THO170 23921 08403-2004 14:56:10 L:Aimgh Available

~ 20040208THO71 452 0803-2004 14:36:37 it Awvailable

~ 20040208THO174 7E7 0803-2004 13:36:22 L:Aimgh Available

< Z0040308THO175 1565 02-03-2004 14:04:05 it Available

« 20040308THO178 2300 08-03-2004 14:14:55 gt Available

f‘jﬂn.‘ﬂ‘)ﬂDTUﬂ10‘3 he] = mar Mo a2 2004 14-21.07 (I LY I edY J\..-.:I-.LII.-._IA

4 L]

Selected batch(es]) | 7 Bemove | [~ Digplay also rejected batches

Batchld | Size (ME) | Date & Time | Img. Path | Status |

+ 20040302THOT 41 5A0  08-03-2004 13:46:46 LAMGY SelForGen

~ 20040308THO142 2436 08-03-2004 13:28:06 LMMGY SelForGen

+ 20040208THO143 2284 08-03-2004 13:26:20 L:Aimgh SelFarGen

< Z0040308THO145 £32  0803-2004 12:28:25 it SelForGien

« 20040308THO146 1575 08-03-2004 13:16:06 L:Aimgh SelForGen

~ 20040308THO148 457 0803-2004 13:37.47 LAMGY SelForGen

~ 20040208THO1ET 2400 08-03-2004 13:30:56 i, SelFarGen

Progre CDR-D |2uu4u4uzuuu1
Completed I CD-R output path: | I:\img\output
Elapsed Time [ Mo. of imgs. in CD: | 0
FiaisiitE Tine I— Size of selected batchles] : 103.74 MB

Gol | Cancel

|Ready

Figure 87: generate cd

CD generation problems

Page count mismatch

During CD generation the application compares the number of pages scanned with the number of
images available on the server. If there is mismatch, the mismatch error is displayed:

Fage count mismatch eror [ <]

& The following batchies] did HOT pass the page count cross-check: 20010206THOOO1

Figure 88: mismatch error
Click on OK, and the generation process continues.

The error batch(es) are not generated. They are recorded as partially scanned and can be found in
the Partially Scanned Batches report.

To correct partially scanned batches see chapter 10 Troubleshooting.

In the troubleshooting window, package(s) causing a generation problem are marked as ERROR
packages.

More than one operator

If there are, for example, two operators, using different workstations, and both select the same
batch(es) at the same time, then one operator will, when selecting ADD, get a warning informing
them that the same batch(es) have been selected by another user.
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13.2.3

EPOScan

Ancther user has selected this batch, you can not choose this batch for the

moment

Figure 89: multiple users

After clicking OK the operator can decide to close CD generation in order to refresh the available
batch list or select the next available batches.

Batches can be removed from the Selected batches window by selecting them and pressing.
REMOVE.

Also, while selecting batches, both operators are likely to be using the same CDR-ID. If this is the
case the CD already exists warning appears after selecting GO to start CD generation process.

CD already exists, confirm appending

CDR 200404010005 already exists. Do you want to append the selected
batch(es) to this CDR?

Yes | No

Figure 90: cd already exists

Selecting No will automatically generate the selected batches using the next available CDR-ID. The
problem with choosing Yes to append the batches is that each operator only sees their own volume.

Selecting GO starts the generation process.

Batch status modification

If the scanning operator reports that a batch is no longer available for CD generation this is due the
fact that the status of this batch is such that it no longer appears in the list of batches available for
generation.

To correct this problem an operator with administration rights can correct or change the status of
affected batches by resetting the status back to - 1 - (Scanned).

To do this the administrator has to go to the Main window and select Batch status modification
from the Database tab drop-down menu.

| | | [Agpicatons ftcp mode]

Tk
| ctvmcsto ot ep.. [ erose mes e - e

f T
B8 |

Figure 91: main window

The next window is displayed with the batches in status 9 (CurrentStatus). Another status can be
selected if the batches sought are not in the list.

Page 82 of 113



epo _,@)) line)

7. Batch Status Modification -0 x|

The status will be replaced by status: I 1

Batch Status to be modified:

~ Batches to be
BATCH ID [ Batch Status |

~Batches with this status 2

BATCH 1D [ Batch Status |55
20040308THOT92 9 L
20040308THO133
200403087 HO195
200403087 HO196
200403087 HO197
200403097 HOO73
20040309THODS1
20040310THOT10
20040310THOT11
20040310THOT13
20040310THOT31

00D D D LD D D D L
i I3
I o
=
v

Befresh |

todify batch status LCancel

Figure 92: batches with this status

Select one or more batches from Batches with this status and click on Add to place them in
Batches to be modified.

atch Status Modification 10l =|
Batch Status to be modified: Ig vl The status will be replaced by status: I 1
—Batches with this status ——————————— — Batches to be modified
BATCH D | Batch Status | BATCHID | Batch Status |
20040308THO192 3
20040308THO93 9
20040308THO19E 3
20040308THO19E 3
20040308THOMS7 3
20040309THOO73 9
20040309THO0ET 9
g 20040310THa 10 3
< Hemave | 20040310THOT11 9
20040310THONMZ 3
20040310THOET 3
Befresh |
Modity batch status Lancel
[ 4

Figure 93: batches to be modified
Click on Modify batch status. Batches will be available again for CD generation.
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13.3 CD-ROM writing

Open the application used to write CDs. In these examples Easy CD Creator was used. When the
correct CD type is selected, for example DATA CD, the CD creator window is opened.

Create CD

éﬁijr.-UnlilIBd - Easy CD Creator
File Edit V¥iew CD Tools |Intemet Help
1 T
‘ @ . = @ ] + * e = ‘
Mew g Create CO Find Files fidd Hemove  Fiopeilies  Wiews CD Guide
Explarer —
E—J -y Gutsenla d [D:) ;I Tvpe [ Modified [ Attributes |
; :I:rﬂamvrl Fils Folder 300101 1140
i 0 Logs. File Folder 300101 1141
- L Netpint 30001 1747 A
A0-0101 17140 )
H -] output
L T
200101179004
-] 200101180005
1 200101180006
: -] 200101180007
1 200 01 30800
© B4 200101309002
G- bat00o =
4] - _>lJ
CD Lapout
<3 200001303002 Neme W[ Size | Tupe [ Moditied [ Remarks
=+ batl0m __Ibatingt File Folder  30-01-01 12:50.37
-1 Podot _Ibat0n0z File Folder  30-01-01 12:50.37
| i Poooz [s8] batchst 1KB 200101 1:41:24
;- PO003 [o8] et 1KE 00101 11:40:58
-] bat0d02
< | |
m
[obkes T T TiooMe T T Jeoome T 7 [aoo™el T JaooMeT T TsooMe T T TJeoomel T T
i Fes], i folders] [4.5 ME [Estimated C0 Free Space G456 ME] [Dats £O AUOLIET [Yamaha CRWA41ES [Ta0 o

Figure 94: easy cd creator example

Select drive and directory in the Explorer panel, for example, D:\OUTPUT. Select CDR-ID from the
list, for example, 200101309002, and double-click on it.

The number of batches, Batch list and CDR-ID are displayed in the top right window. Select all
items by activating the window and pressing CTRL+A. Hold down the left mouse button, and drag
and drop the items in the bottom right window.

Change the CDR-ID In the CD layout window.
Click on Create CD.

Note:

If the CD-ROM has to be shipped to another location it is strongly recommended that a copy
is created, and keep it until notified that the CD-ROM has been successfully received and
loaded.

13.4  Quality control

13.4.1 Overview

During generation images are systematically checked for Tag(ged) Image File Format (TIFF) errors.
The quality control status is saved for each package, batch and CD. It can be:

Unchecked
OK
Failed.
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13.4.2

13.4.3

Quality control status
Code Meaning
QCS-HD Quality Control Systematic Hard Disk
QCI-HD Quality Control Interactive Hard Disk
QCS-CD Quality Control Systematic CD
QCI-CD Quality Control Interactive CD

Verification is done for all (100%) generated images. The two verification tests are

that the image is a valid TIFF file
that the image size and resolution are within the specifications (A4, 300 dpi).

CD-ROM quality control
It is possible to check the quality of the images after they have been written to a CD-ROM,

The quality check can be executed in three ways:

Systematic
the application will check all images on the selected CD-ROM
Interactive
the operator can select the images he wants to check.
Random:
the software randomly selects images from which the operator can select the images to be
rejected.

If the image does not pass the quality control validation, it should not be loaded. It is then necessary
to re-scan the affected packages and regenerate the CD.

Choose CD In the main scan window followed by clicking on Quality Control.

Choose either Systematic, Interactive or Random.

Systematic Quality Control
If Systematic is chosen
insert the CD in the drive.
enter the pathname of the CD drive.

click on Apply.
click on Start Process.

Batches/Packages not passing the check are marked as Failed and recorded in the LOGS file. By
viewing the report log it is possible to find the Batch ID and Package ID of the faulty images.

To correct the images re-scan them using Troubleshooting ( see chapter 10 Troubleshooting).

Note

If the Show Images option is ticked, the images are shown in the space at the bottom of the
window during the verification process.

Reported errors:

Invalid TIFF size:

image contains a lot of black
Invalid Horizontal size

image has black borders.
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&% Systematic CD-R Quality Control ll

CD Drive [D\200307160301 [} 23| Legs path [n oGS
CDRID L Status

200307160301 | Unknown
—Checkings Info
&l 0K Failed Total

7 giggzontal lﬁ lzaﬁ% pixels Batches L soe
[V WeiticalSize  [2808 | [4210 pixels Packages - .- ---
¥ File Size ||35— 200 KB
¥ ¥ Resolution IT W dpi v Show Images
¥ ¥ Resaltion W W dpi

[ 1z operable

Start process |
Wiew report log... |
Save zettings |
Bestore default settings |
LCancel |

—Pr

9

% Completed I

Elapzed Time |

Femaining Time |

|Feady

Figure 95: systematic cd-r quality control

If the show images option is ticked the images will be shown in the small window, during the
verification process.

A report log is generated during the quality control and can be viewed by selecting the View report
log.

Note

If required the Systematic Quality Control process can be repeated.
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13.4.4 Interactive Quality Control
The quality of each image of a create CD volume can be controlled interactively.

Go to the menu CD / Quality Control / Interactive in Image Explorer.

Package checked
Error package

Package not checked

. Image: Explorer

L oh glEpE0nlaa

|:\outputh 2004 04020001 4BAT 0001 4PO00T 40001
J e 9 Eatch name: 20040308THOO003

Fackage name: E2US 030449401P1

g Local CDs : D0 1006 8 TR PG LTI R AT e
- 200404020001

=k 4 Tl
=)

o ot Ty dir £ty b et o g
ey g e

E2US 030443401P1

! -

pCcT [ |
o o
E2s IS0Z2200wP I T e s v
E1 027932671WP1 smpan S T e

E2FR 020351516P1 by |
E2FR 02035171671 e ——— 7 .
E2FR 020343511F1 e
E1 000000020YF1 PoTUgRISIN =

E1 009033341 9P1

E2GE 03041000EP1

F1 N225129000P1 LI
e f =TT o=t g
00071t 57950  Microsoft Office...  08-03-2 e =
0002.tif EB1EE  Microsoft Office...  08-03-2C s e o e Lol e
0003.kif 53741  Microsoft Office. 08-03-2C 813 Curmootiary
(0004, tif 43322 Microsoft Office...  08-03-2(
(0005, tif 22871 Microsoft Office...  08-03-2C
(O00E. tif 54657  Microsoft Office..  08-03-2(
(0007 tiF 56997 Microsoft Office..  08-03-2(
0003 tif 47790 Microsoft Office...  08-03-2|
0004, tif 73863 Microsoft Office...  08-03-2
0070t 24105  Microsoft Office...  08-03-2C
0071.4if 41167 Microsoft Office...  08-03-2C
00712t 51594  Microsoft Office...  08-03-2C
0073t 17014 Microsoft Office...  08-03-2
| Status | 05-04-2004 [15:08 v

Click on -, list expands, and + displayed

Click on +, list contracts, and - displayed

Figure 96: image explorer
A list of available CDs is displayed.

Select a CD . Application retrieves CD information.

Select + to open Batches

Select Batch to display the Batch Terminator Sheet

Select + to open Packages

Select package to open list of images

Select image (0001.tif) in the lower window to view the image(s).

The user can navigate through pages with Up and Down arrow keys.

Batches/Packages not passing the check will be marked as Failed and recorded in the LOGS file. It
It is possible to find out the batch and package id of the faulty images by viewing the report log.

Faulty images must be rescanned.
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13.4.5 Random sample

If Random Sample is selected, a list of available CD volumes or the created CD in the CD drive is
displayed.

Percentage of images to be checked

CD will be read and no. of images to be checked will be calculated

Generate a random list of images

Start or stop the viewing process

Lock the status of the batches/packages in the epoScan
database

Mark a selected image as defective

By Random Sample QC

=& oonDH— o Blsla
Iﬁ images in selected CD = I__2 % = I—ﬂ imgs. to show

g‘_,!, CD-Rwvolumes P .
= mage gutputy @ D oo e Terstee o 4iToe e dum pocet suropeen. '
200404050001
& 200404050002
.44 Local CD Drive (FY)
[ Image [ size (KB) [ Batch [Pl
Jl'\nutput\ZDDdDdDZDDm\ 34 20040308THOD. E:
I\nulpul\ZDD4D4l]2l]l]El1\ 22 20040308THOD. E"
-("I\nulpul\Zl]EMEIdDZDDEH\ 45,2 20040308THOO. E”
v"l\nulpul\ZDDdDdDZDDD“ EE.7  20040308THOO. E”
€3 Noutput\ 200404020001 . 37.5 20040308THOD.. E°
+ LAoutput\ 2004040200015 .. 326 20040308THOD.. E°
+ [ Aoutput\ 2004040200015 .. 524 20040308THOD.. E:
+ [Aoutput\ 2004040200015 .. 43  20040308THO0.. E°
+ Lhoutput\ 2004040200015 .. 456 20040308THOD.. E
+ Lhoutput\ 2004040200015 .. 543 20040308THOD.. E°
+ LAoutput\ 2004040200015 .. 338 20040308THOO0.. E:
+ LAoutput\ 2004040200015 .. 594 20040308THO0.. E°
+ [houtput\ 2004040200015 .. 36 E
Lt 200404020001,
1 \outpUN 200404020001, .. 157 E
qI:\output\200404020001\... Iwa,v 20040308THO0... _E';I
. v

Figure 97: random sample

Select the CD volume.

Enter the percentage of images to be checked.

Press the @ button.The CD will be read and the number of images to checked will be calculated.

Click on the & button to generate a list of images selected randomly by the software. These images
are listed at the bottom. Before starting the viewing process the delay time can be set between
switching images in the menu item Options (default 250 ms, more useful is 500 ms).

To start viewing process click on the I or use the space bar. If a bad quality image observed, stop
by pressing the spacebar.

The arrow key can be used to navigate backwards.

To mark an image as defective use the @ button or use the Esc key on the keyboard. Use the arrow
key to select the next image and re-start the process.

When quality control is finished, use the & button to lock the status of the batches/packages in the
EPOScan database.

After doing this it is possible to correct images on the CD with the RQC TroubleShooting (see
chapter 10 Troubleshooting).
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13.4.5.1 Random Quality Control troubleshooting
To correct bad quality images found during the RQC, re-scan complete packages. On the main
menu select CD and RQC Troubleshoot. A list of all generated CD-R images is displayed.

Select CD to check. The failed packages table will be populated with packages containing the
images which were rejected during Quality Control:

w_ RGC TroubleShooting | x|

Available CD-R images on HDD

RQC Failed Packages

Package IO | Batch | SH | Diate Time | Pﬁgasl User |
€ EZEP 000000101P1 20031124THOO0Y 1 24-11-2003 14... 8 ADMIN
€3 EZEP D0000070LP1 20031124THO0O7 1 24-11-2003 14: 9 ADMIN
€ E2EP D0000080IP1 20031124THO008 1 24-11-2003 14.. 8 ADMIN
€3 EZEP D0000090FF1 20031124THO008 1 24-11-2003 14: 8 ADMIN
&) EZEP D0DODT1D2P1 20031124TH0011 1 24-17-2003 14 1 ADMIN

Remowe Batch from CO | BeScan Pckg. QC_ReGenerate CO Erint | Cancel |

Figure 98: rgc troubleshooting
To re-scan

find the batch and remove the failed package(s)
select ReScan Pckg (Scan window will be opened).

Single Package Scan

@ Feed PDS of package E2IB 030621806P 1. Package must be
terminated with a DSS. Iy

Figure 99: single package scan

Put the package, including a DSS as last page, in scanner.
: Select OK

Package will be scanned.

Repeat process for all failed packages

Select QC_Regenerate CD. Only re-scanned packages will be generated.

Page 89 of 113



14 CD-ROM loading

After successful creation of the CD or DVD image, the image must be loaded. During loading a
check is carried out comparing the packages and images written on the CD or DVD against
package data stored in the Phoenix database (DMS).

14.1  Settings

Before the CD Loader can be used, the default settings must be set up.
From the MADRAS menu, choose Settings and then select the CD Loader tab.

= Settings _[olx]|

& General Import Export Server Details —

';ﬂ Applications

Server Name |

Fﬂ' Versions Server Port

@ CD Loader General CD Details

Default CD Type < Scan CD ¢ Priority CD
Image vViewer

Local Formatting Scan CD Detalls

Phoenix CD Location | Browse...
B Ufo Preferences | | cp Index File | Browse...
Priority CD Details
CD Location | Browse...
CD Index File | Browse...
coiD |
Document Details
Default document choice view « Hide Details « Show Details
Default load result view « Hide Details « Show Details _
Log File Details
Leato file =

Qk Apply Cancel

Figure 100: settings

Enter the appropriate details. For details specific to the location, consult the Support Settings Desk.

Settings

Setting Function

Import/Export
Server Details

Server Name

Automatically filled.

Server Port

Automatically filled.

General CD Detalils

Default CD Type

Scan CD: CD or DVD containing scanned images

Priority CD: CD or DVD containing images and data from an external
source e.g. Priority Documents from WIPO).

Scan CD Details

CD Location Default path of CD-ROM drive, for example. E:\

CD Index File Default path index file, for example. E:\batchlst
Priority CD Details

CD Location Default path of CD-ROM drive, for example. E:\

CD Index File Default path of index file , for example. E:\contents.csv
CDID To be entered as part of loading process
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Settings

Setting

Function

Document Details

Default document
choice view

Hide Details or Show Details: selecting Show Details displays more
details concerning the packages to be loaded

Default load result
view

Hide Details or Show Details: selecting Show Details displays more
details of the load results

Log File Details

Tick this to create a log file. The log file contains following information:

- CD ID:
- CD Type: Scan or Priority CD
- CD Timestamp: Timestamp of read

DocumentCount: Number of documents on the CD or DVD
LoadDocumentCount: Number of documents/Packages loaded

PageCount: Total number of pages on CD or DVD

LoadedPageCount: Number of pages loaded
Size: Size of data on CD or DVD (bytes)
LoadedSize: Size of data loaded (bytes)

Read Duration: Time taken to read CD or DVD contents

Load Duration: Time taken to load CD or DVD into Import/Export Manager

Transfer Duration: Time taken by Import/Export Manager to process CD
or DVD

Click on Apply to add the details entered so far and leave the dialogue open or click on OK to add
the details and close the dialogue.
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14.2 Loading a CD or DVD-ROM
Choose CD Load from the MADRAS menu.

& CD Loader _[oLx]|

CD Type & Scan CD (" Priority CD

cD Locationle:\ Browse... |
CD Index File|e:\batchlst Browse... |

coin|

Count Contents > |ReadCD>> Process CD >>> | Help | Close |

Figure 101: cd loader
Select the CD Type, Scan CD or Priority CD, by clicking on the radio button.

Scan CD
CD or DVD containing scanned images

Priority CD
CD or DVD containing documents and data from an external source, for example Priority
Documents from WIPO.

The CD Location. is the default path previously set ( see 11, Resetting the epoScan settings). This
can be changed using the Browse button

Enter the location of the CD Index file. The user can use the Browse button to find it. This is
normally a file called BATCHLST in the CD directory

If the CD is a Priority CD, then the user must ensure that the correct CD ID is displayed.

The user can now process the CD (load the images), check the contents, or just count the contents.

Count Contents
This simply gives the CD or DVD statistics. This can be useful for record keeping
purposes

Read CD or DVD

: For a Scan CD or DVD, this starts the process of comparing package data on the CD or
DVD against data stored in DMS. Also during this process, the TIFF image is checked.
This can save time if errors are suspected

However, if the CD or DVD is a Priority CD, then the contents of the CD or DVD are only
read as there are no corresponding data in the DMS.

Process CD or DVD
This processes the contents. This is the same as Read CD or DVD except that the data is
also loaded
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When the process of reading the CD or DVD contents is finished the CD Loader screen appears:

[ CD Loader =[5[x]
Documents Pages Size (MB) Read Time 00245

CD Type | Scanned EPO Check Time 0:00:08
Loaded  1830of 183 78140f 7814 2890f 289 .
CDID | 200502280102 i our o out o oot 5| | teio 00423
D Timestamp | 01032005 08:18:06. eloade ° ° o Transfer Time 0:00:00
NotLoaded o o o
Total Time 0:07:47

Toadabie Documents
NotLoaded; 0 Loaded: 193
Baten D Package ID TowiPages | Szt | BatehiD | Packageld TowPages | Sz |
Iz |

120050228 TH0106 E2US 04256270CP1 5 14 5|
2 104

£20:
20080226 THO106 E1 013079260RPT 11 (73]
120050228 THO106 E1 041018620YP1 n 19

I | 200502267108 E2EP O4508341LPT 6 223 )

Not Reloaded: 0 Reloaded: 0
Batch ID | PackagelD |  TotalPages | Size (k) Batch ID | PackageID | Total Pages | Size (k) |

Reloadable Documents

Not Loadable Documents

Not Loadable: 0

Batch 1D Package ID Total Pages size (k) Status

Export Selected .. | ExportAll.. | PrintSelected | PrintAl

NextCD | Hide Details Help | close

2 Menu_[©CD Loader

Figure 102: cd loader

If documents/packages are in the Reloaded table, a problem occurred during the transfer of data to
the Import Manager, but registration has been done

If Not Loadable, corrections have to made by an indexing officer. A reason could be that the
packages have already been edited and/or added to another batch or that an invalid TIFF is present
on the CD or DVD.

The list of affected documents/packages can be printed or exported to a CSV file for import into, for
example, a spreadsheet.

Documents/packages can be selected for loading. Click on Load Selected and the load process
starts.

To load all loadable and re-loadable documents/packages, click on Load ALL or press the Enter
key.

To cancel the load process and go back to the CD Load dialogue, click on <<Back.

During the load process the images are stored onto the Import server and the status of the

documents/packages is updated. After successful loading of the CD or DVD the CD Loader window
will appear.
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W CD Loader B =

= [Esmaris] Fages [Fo= o)
(200106209002

20010620THO003  |E1 982000250CFP1 Package not found in Batch:20010620THO003 | =]
20010620THO003  |E1 982001250RF1 2 Fackage not found in Batch:20010620THO003 ’—

lililiﬁ

Figure 103: cd loader
To return to the CD Load screen, click on Next CD.
When all CDs or DVDs, have been loaded click on Close to close the CD Loader dialogue.
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15

15.1

15.1.1

15.1.2

Paper storage

Rules

General

All packages entering the ePHOENIX system, which have been scanned, written to CD-ROM and
successfully loaded, will normally be stored in boxes. This may be to satisfy legal requirements or
just to allow rescanning should errors be discovered some time after loading.

The ePHOENIX system automatically generates sequential box numbers and a simple application
allows each batch to be assigned to a given box.

However, each batch can only be assigned to a single box so it follows that a box must always
contain a whole batch. Batches may not be so large that they have to be spread across more than
one box. For all batches put into boxes, the box number and box location are recorded in the
ePHOENIX database.

A full box is normally taken to some secure location where the identity of each box is known so that
it may be retrieved if required. This may be done by simply labelling the box with the ePHOENIX
box number or the box may be re-labelled by a specialist storage contractor so that it can be stored
anonymously.

Whether a package can be put into a box depends on its status. By default, a batch must have a
CDR Number before it can be added to a box. This is to prevent documents being taken away for
storage before successful loading has taken place. Nevertheless, this can be overruled, for example
in situations where the volumes are so large that logistics become an issue, by setting the
BOXSTAT global in the Management Tool.

Retrieval of packages

To locate packages for re-scan, use the Details option of the Document menu in ePHOENIX
Dossier Manager.

When a package is removed from a box, the location of the package should be marked with a card
that indicates the batch/package number. The BCS must be updated by hand (cross out the
removed package).

If a re-scan is required, the document receives a new Package ID, it is put into a new batch and is
stored in another box. The card remains in the old box.

If a re-scan is not required, the package is stored in the original box . The card is removed when the
package is returned to the box.
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15.2  Storage of batches

15.2.1 Paper storage recording
ePHOENIX is used to record in which box batches are stored, and to identify the location of the box.

Choose Paper Storage from the MADRAS menu.

+ Paper Storage - Phoenix Test |DPXDH 1 =]

Matching Criteria

I+ Start Date |17-04-2004 [" End Date |17-05-2004 Find Boxes

[~ Location |TH : EPO, The Hague LI

rContaining Batch

Find Box

Available Boxes

New | Edit... | Delete | Aransfer... | Acknowledge Receipt Returned Back... | Export... |

ok |

Figure 104: paper storage

15.2.2 Creating a new box
Click on New. A new box number is created, for example, 20010201-1.

The new box(es) appear in a list headed Newly Created Boxes.
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15.2.3 Editing box details and adding batches
Select the box, and click on Edit. The Box Details screen is displayed.

+~ Box Details

Box: [20030401 -34
Location ITH LI
Room: [SO3NO9
Batches
Batch ID
TH200303230007 Add Batch Remove |
OK |

Figure 105: box details
It is then possible to change the details as required:

To change the location of the box, select from the Location drop-down list. The location must
agree with the Batch ID.

To specify the room, type the room number into Room.

To add a batch, type in the Batch ID and then click Add Batch. The batch is added to the this
box, and this can be repeated to add more batches, as long as they fit in the box.

To remove a batch added to the list, select it and click on Remove.

When all the batches have been added to the box, click on OK.

Note

The batch must have a status that allows it to be placed in a box, otherwise an error
message will be displayed.

EdError [=1E3
Q The batch contains a package not on COR

Figure 106: batch contents error

The allowed statuses depend on the local configuration, which is set up using the global
BOXSTAT in the Management Tool. By default, a batch must have a CDR Number before it
can be added to a box.
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15.2.4  Searching for boxes
A box can be searched for by

matching criteria
looking for a particular batch.

+ Paper Storage - Phoenix Test |DPXDH 1 =]

Matching Criteria

I+ Start Date |17-04-2004 [" End Date |17-05-2004 Find Boxes

[~ Location |TH:EPD,TheHague LI
rContaining Batch
Find Box
Available Boxes
New | Edit... | Delete | Aransfer... | Acknowledge Receipt Returned Back... | Export... |

& |

Figure 107: paper storage
Click on Find Boxes. The Box Details screen is displayed.

+~ Box Details

Box: [20030401 -34

Location ITH LI

Room: [SO3NO9

Batches

Batch ID

TH200303280007 Add Batch Remove |

_ox |

Figure 108: box details
It is then possible to change the details as required.
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15.2.4.1 Searching by matching criteria:
Select the one or more criteria to use to find the box(es):

Searching by matching criteria
Criteria Action
Start Date Tick the box and enter the date (dd-mm-yyyy)
End Date Tick the box and enter the date (dd-mm-yyyy)
Location Tick the box and select the location from the drop-down list

Click on Find Boxes.

+" Paper Storage - Jouve IMISCDH 1 [
Matching Criteria
¥ Start Date [01.03-2001 I End Date [0104-2003
I Location |TH : EPQ, The Hague j
Containing Batch
[t ]

Boxes matching criteria

Date Offsite Date Ack.
18-07-2001
7TH madrid 18-07-2001

8TH madrid 1807-2001

Location

9TH madrid 18-07-2001 =1
TH madrid 18-07-2001
TH madrid 18-07-2001
TH madrid 18-07-2001
TH madrid 1807-2001
TH madrid 18-07-2001
|madrid 18-07-2001
TH madrid 1807-2001
TH madrid 18-07-2001
TH Imadrid 18-07-2001
TH madrid 1807-2001
332001 mairid 1aN7.5001 =l
New Edit... | Delete | Transfer... | Acknowledge Receipt Returned Back... Export...

Figure 109: paper storage

15.2.4.2 Searching for a box containing a particular batch:
Enter the batch number under Containing Batch.and click on Find Box.

The found boxes are listed in the Boxes matching criteria panel.

15.2.5 Deleting a box
Select the box.

Ensure that no batches are registered to the box, as deletion is otherwise impossible. Remove
batches if necessary.

Click on Delete.
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15.2.6  Transferring a box
Select the box and click on Edit.

To

change the location of the box, select from the Location drop-down list.
specify the room, type the room number into Room.

Click on OK to close the Box Details window.

In the Paper Storage window, click on Transfer. A list containing transferred boxes is automatically
printed.

15.2.7 Acknowledging receipt
This is used by an offsite storage contractor.

Select the box and click on Acknowledge Receipt.

The current date is marked in the Date Ack. column.

15.2.8 Returning a box
This is used to register boxes returned to the Office.

Select the box and click on Returned Back... The Return Box window appears.

Location ITH LI
Room: [S03A20

OK Cancel

Figure 110: return box

Select the return location from the Location drop-down list, and type in the room number and click
on OK. The Date Ack.. entry for the box in the Paper Storage window is deleted.

15.2.9 Exporting a list of boxes

This option exports a list of selected boxes into a comma separated values (CSV) file, for import into
, for example, Excel.
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16

16.1

Database management

Database information
EPOScan allows the user to view part of the database content, depending upon which item has

selected (CD, Batch,...).

The chosen Information is given in an array whose content depends upon the selection.

Database information

Iltem Description

For CD:

CDRID Identifier of the CD

ODP Output path for storage of images for the selected CD(s).
STATUS Production status of the CD

Date time Creation date of the CD

For batch:

BATCHID Identifier of the batch

STATUS Production status of the batch

DUPLEX Indicates if input paper data is single- or double sided
CDRID Identifier of the CD that contains the batch

Date time Creation date of the batch

OPERATORID Identifier of the operator

WORKSTATIONID

Identifier of the scan workstation

For package:

PACKAGEID Identifier of the package

BATCHID Identifier of the batch

DMSSN Serial number of the package as given in the DMS file (pre-indexing file)
STATUS Production status of the package

Date time Creation date of the package

OPERATORID Identifier of the operator

WORKSTATION

Identifier of the scan workstation

For operator:

BATCHID Identifier of the batch

STATUS Production status of the package

DUPLEX Indicates if input paper data is single- or double sided
CDRID Identifier of the CD

Date time Creation date of the package

WORKSTATION

Identifier of the scan workstation
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16.2

Database information

Iltem

Description

For workstation:

BATCHID Identifier of the batch
STATUS Production status of the package
DUPLEX Indicates if input paper data is single- or double sided
CDRID Identifier of the CD
Date time Creation date of the package
OPERATOR Identifier of the operator
List of the Batch_Status values
Code Meaning
0 Partially scanned
1 Scanned
2 Unknown
3 In CD
5 Rejected Batch
9 Sel/Gen (Selected for Generation)
32 Page cross count Error
65 SelForGen
73 SelForGen

Using the Info screen
Select Info from the Database menu.

Selections can be made in this screen, for example Package, ID.

Note

Input is case sensitive.

Some example queries:

Query

Packages with ID > 1 and Status is Error

Result

List of Status 32 errors.
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epo _,@)) line)

w_Informa on scanned data
— Sh
o ot PR |
" Batch .
tatus: (Errar -
& Package I El
 Operstor Scanned From I Uil
 WWorkstation ID ¥ Any Dates o |
PACKAGEID BATCHID DMESN STATUS |PCKGDATETIME OFERATORID WORKSTAT\DP:I
E1 030772530GF1 20040128THOD32 16 32|28-01-2004 09:45:50 ADMIN DHPHJ10A
E1 030772540GF1 20040128THOD32 18 32|28-01-2004 09:46:03 ADMIN DHPHJ10A
E1 0307754501P1 20040128THOD32 15 32|28-01-2004 09:45:44 ADMIN DHPHJ10A
E1 0307780504P1 20040128THOO32 17 32|28-01-2004 09:45:57 ADMIN DHPHJ104
E1 0307787304P1 20040128THOO32 14 32|28-01-2004 09:45.40 ADMIN DHPHJ10A
E1 9591758317F1 20040128THO032 12 32|28-01-2004 09:43:28 ADMIN DHFPHJ10A
E1 9693433005F1 20040128THO032 1 32|28-01-2004 09:42:50 ADMIN DHPHJ10A
E1 963063420ZP1 20040128THOD32 20 32|28-01-2004 09:46:25 ADMIN DHPHJ10A
E1 968395800UF1 20040128THOD32 3 32|28-01-2004 09:41:06 ADMIN DHPHJ10A
E1 983566682HP1 20040128THO032 1 32|28-01-2004 09:38:33 ADMIN DHPHJ104
E1 9997130426F1 20040128THOO32 2 32|28-01-2004 09.38.37 ADMIN DHPHJ104
EZEP D2049711LF1 20040128THOO32 26 32|28-01-200409:48.34 ADMIN DHPHJ10A
E2EP 02092731AF1 20040128THO032 14 32|28-01-2004 09:46:16 ADMIN DHFPHJ10A
E2NL 000003910F1 20040128THO032 2h 32|26-01-2004 09:48:17 ADMIN DHPHJ10A
E2MNL 01005791EP1 20040128THOD32 13 32|28-01-2004 09:45:33 ADMIN DHPHJ10A
E2MNL 020012325P1 20040128THOD32 ] 32|28-01-2004 09:42:13 ADMIN DHPHJ10A
E2MNL 030047801P1 20040128THO032 24 32|28-01-2004 09:47:47 ADMIN DHPHJ104
E2MNL 03004830JP1 20040128 THOO32 5 32|28-01-2004 09:41.23 ADMIN DHPHJ104
I I o
26 results. Print G |

Figure 111: information on scanned data

: Query

: Packages with ID > 1 and Status is Any
. Result

: List of all packages in any status.

=_Information on scanned data

~Sho
‘® €D o[> <t
© Batch -
tatus: [am =
# Package [Any Bl
o= — Scanned Fram: | Until
£ Warkstation ID ¥ Any Dates ’—IDW
PACKAGEID [EATCHID DMSEN] __STATUS|PCKGDATETIME OPERATORID WORKSTATION |
E1 009054280=<P1 20040129THO01S 43 3|29-01-2004 10:23:05 ADRIN DHXBS30A —1
E1 00905705141 200401267 HO046 30 3[28-01-2004 13:01:27 | ADMIN DHPH.JT0A
E1_009059560MPT 200401287 HO0A0 128 3[26-01-200414:15:13 | ADMIN DHPH.JT0A
E1 009083010SP1 20040128THO090 119 3|28-01-2004 14:14:31 ADRAIN DHPH.J10A
E1_009121042WW/P1 200401297 HO058 ai 1[29-01-200413:33:28 | ADMIN DHXES30A
E1_0091226613P1 200401297 HO079 46 1[29-01-200411:30:05 | ADMIN DHPH.JT0A
E1 0091603316P1 20040129THO01S 29 3|29-01-2004 10:20:04 ADRAIN DHXBS30A
E1_0091745002P1 200401267 HO030 67 3[26-01-2004 12:3439 | ADMIN DHPH.JT0A
E1_009161180vP1 20040128THO121 EZ] 3[26-01-200414:58:37 | ADMIN DHPH.JT0A
E1 0091911331P1 20040129THO120 7 1/29-01-2004 13:21:48 ADRAIN DHXBS30A
E1 009193382071 200401297 HO120 35 1[29-01-2004 13:22550 | ADMIN DHXES30A
3 200401287 HO032 10 32[26-01-2004 09:42.37 | ADMIN DHPH.JT0A
E1 009236002EP1 20040128THO094 5 3|29-01-2004 07:57:47 ADRAIN DHPH.J10A
E1 00926467051 200401267 HO030 iH 3[26-01-2004 12:2547 | ADMIN DHPH.IT0A
E1_009265940NP1 200401287 HO0G5 13 3[26-01-200415:1262 | ADMIN DHPH.JT0A
E1 009320581UF1 20040129THO120 33 1/29-01-2004 13:22:46 ADRAIN DHXBS30A
E1_0093523700F1 |20040126THO021 37 3[26-01-2004 12:47:43 | ADMIN DHXES30A
E1_0093653815P1 200401 28T HO058 32 1[28-01-200413:3118 | ADMIN DHXBES30A
E1 00937784101 200401287 HO046 13 3[28-01-200412:5653 | ADMIN DHPHJT0A =
left
5042 results. Print Cancsl |

Figure 112: detailed information on scanned data
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Query

Operator with ID = ADMIN and Status is Partially Scanned
Results

List of all Partially Scanned batches, (Status = 0).

= Information on scanned data

R

Partially 5

20040203 THO002 0 ] 03-02-2004 12:47.27 DHPH.JT0A
20040203THO070 0 0 03-02-2004 12:41.52 DH=ES30A

Figure 113: information on scanned data
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Sample control sheets

The sample control sheets are
Batch Cover Sheet (BCS)

Package Data Sheet (PDS)
Document Separator Sheet (DSS)

Document Separator Sheet with extra information to help indexers

Batch Terminator Sheet (BTS).

These pages are shown at reduced size.

Batch ID TH200103200041
Creation date: 20-03-2001
Indexer Officer: HV03496
Simplex
B&wW
Paper Package 1D Leading Doccode Application/Appeal Number
E1 999408630EP1 EPLETT 89940863
E1 999408630FP2 PRIODOC 99940863
E1 9894212514P1 EPLETT 98942125
E1 9894212515P2 PRIODOC 98942125
E1 9894210913P1 EPLETT 98942102
E1 9894210914P2 PRIODOC 98942102
| E2US 00173020HP1 EPLETT 00978198
E2US 00173020IP2 PRIODOC 00978198
E1 009259620JP1 EPLETT 00925962
E1 009258620KP2 PRIODOC 00925962
E1 0094500107P1 EPLETT 003945001
E1 0094500108P2 PRIODOC 00945001
E1 0094877907P1 EPLETT 00948779
E1 0094877908P2 PRIOCDOC 00848779
E1 009181510EP1 EPLETT 00918151
E1 009181510FP2 PRIODOC 00918151
| E1 0091469907P1 EPLETT 00914699
E1 0091469908P2 PRIODOC 00914699
E2US 99288770PP1 EPLETT 98964118
E2US 99288770QP2 PRIODOC 99964118
E1 D130071307P1 EPLETT 01300713
E1 0130071308P2 PRIODOC 01300713
E1 0130071309P1 DRAW 01300713
E1 0110463407P1 PRIO 01104634
E1 0110463408P2 PRIODOC 01104634
E1 0130200201P1 PRIO 01302002
E1 0130200202P2 PRIODOC 01302002
E1 969042450NP1 EPLETT 96904245
E2US 991120812P1 PRIOC 99925711
E2US 991120613P2 PRIODOC 99925711 .
Total number of pages: 552
Date of delivery to the SC
Scanned by
Barcodes read by
Number of packages rejected e
(Please mark packages above)
Page 1

Figure 114: Batch Cover Sheet (BCS)
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E1 0081469807P1

Ml

Creation date: 20-03-2001
Indexing Officer; HV03496

Legal Date: 15-03-2001

R

Document No Doccode Number of pages
1 EPLETT 1
2 EPLETT 1

Total number of pages: 2

Rermarks:

Order of re-scan issued oN ...

Page 1

Figure 115: Package Data Sheet (PDS)
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Figure 116: Document Separator Sheet (DSS)
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Information entered on this sheet is obligatory indexing data.
Information not entered on this sheet can be found on the attached document,

RRANTINA

OENIX Janzing, Michagla
01.39

DOSSIER NUMBER:  ..coovoroeereeeeeeeree e eereeeemeesssssssssssssssnisnsenneed  FAX

U Whole pile to be indexed as:

O 1001D (wisioray O FREP O DRAW

0 1001P (Prec) 0 WDRA 0  ABSTFIG

o 1001 d FICO 0 MODEL

0 1038 O PRIO O INCANNEX
0O EPLETT O PRIODOG 0O RETURNED
0O URGLETT O PRIOTRAN 0

O FEES O SPEC m}

O INVT O DESC, CLMS, ABST

O DOCUMENT ANNOTATION:

O DOSSIER ANNOTATION:

O MESSAGE TEXT: OFLEX 0 DIVISIONAL.....cceceseurenercereennen(ADPL. 1O)
O MESSAGE TEXT: .ooocuerseireieessesssneesssssssssssssssseisssesesssssssssssssasssssssssessassesssmseomene

0O SUPPRESS MESSAGE

MANUAL DISTRIBUTION TO

rrompEmacse EP GAVPWINGTIFEINDXCRIYELLOWIEP2500.WPE Updatedon: 19 January 2001

Figure 117: Document Separator Sheet with extra information to help indexers
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Figure 118: Batch Terminator Sheet (BTS)
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Status diagram
The numbers indicate the package status in the Data Management System (DMS).

1 8
Indexed normal Indexed
(Create Batch) (Create Backfile)

2 12 3
Send to scanning Send to scanning Softscanned

6
Received on CD

A4

5
Accepted by Import From all statuses

Manager

99

Closed
10 13

Loaded in PXI Loaded in PXI

Message generated NO Message generated

7
Viewed by user

Figure 119: status diagram
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Glossary
Glossary
Abbreviation Meaning
BCS Batch Cover Sheet
BTS Batch Terminator Sheet
DMS Document Management System
DSS Document Separator Sheet
EPO European Patent Office
GUI Graphical User Interface
HDD Hard Disk Drive
ISIS Image and Scanner Interface Specification
NO National Office
OCR Optical Character Recognition
PDS Package Data Sheet
SCSI Small Computer System Interface
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image enhancement Setup ...........ccccvvvvvviinnnnnn. 72
image enhancement while generating CD ......... 73

image enhancement while scanning .................. 72
image rotation ..........ccooeeevieeeiiiiniineeeeeeeiiiennn, 70, 71
image tabs ...........vvviiiiiiiiiiiiii 48
INAEXING. +.ttvvvviiiiiiiiiiiieiie bbb 17
COITECLIONS ...t 29
INFOrMation ...........ouviii i 17
Pre=iNdeXiNg .......ee s 17
PrOCEAUIE. ... 19
SEEPS .o 17
BOIIMIS, e 18
EO0IS e 19
INAEXING «eevvveieieeeeiee e, 18, 19, 42, 47
LSS 64
K
KOAAK. ...evveiiieeiiiee e 64
Kodak scanner configuration ...............ccceevveenne 69
Kodak Twain drivers..........ccccceeiiiieiiiieeiiiine e, 69
L
[OGIN e 39
M
MAGNITIET ..ttt 65
Magnifying iMAageS. ..........uuuvririiiiiiriiiiiiiiiiiiiieninns 75
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R
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