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Quick Reference Guide

There are # steps to complete this task:

1. Confirm workstation and scanner are prepared.

2. Open ScanSnap Home.

3. Select Auto Scan tab.

4. Press Edit Profiles icon.

5. Configure Auto Scan settings.

6. Press Save.

7. Confirm scanner integrates properly with CityLaw / CountyLaw.
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Standard Guide

Step 1. Confirm workstation and scanner are prepared.

In order to setup an iX1500 ScanSnap scanner to work with CityLaw / CountyLaw,
the scanner must be connected to the user’s workstation, turned on, and the proper
ScanSnap software must be installed and updated. The user should be logged on as
usual.

Step 2. Open ScanSnap Home.

To open ScanSnap Home, press the Windows key and begin typing ScanSnap. If
installed correctly, ScanSnap Home will appear in the Apps list and should be
highlighted. Press the Enter key or select with the mouse to open ScanSnap Home.

To add ScanSnap Home to the Taskbar, before pressing Enter or selecting with the
mouse to open ScanSnap Home, right-click and select Pin to Taskbar.

B 0O © Filters \/
Best match

| ScanSnap Home
Desktop app

Apps
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Step 3. Select Auto Scan tab.

After completing Step 2, the ScanSnap Home - Scan window appears. Select the
Auto Scan tab located near the top-right side (red circle with a white star inside).

ScanSnap Home - Scan

Select a scanner :| @ X1500-C08+012816

@ ® % B

Manage Household Send Manac
anage ouseholc end to T anag

Auto Scan : emt ;
Busine... Expense ScanSn... Busine.

e

Step 4. Press Edit Profiles icon.

The Edit Profiles icon can be found in the top-right corner of the ScanSnap Home -
Scan window.

ScanSnap Home - Scan

Select a scanner :| @ X1500-C08H012816

* B B &

Manage Household Send to
Busine... Expense ScanSn...

W ELET)
Busine.

Auto Scan Auto Scan
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Step 5. Configure Auto Scan settings.

To configure the scanner, change or confirm all the following Auto Scan settings:

In the drop-down for Scanning side, select Simplex.

Scan settings

Modify settings for each document type

oocomer: | [ I IS
i

Color mode: e Automatic L
Scanning side: @ Duplex
Image quality: @ Duplex

Title: Simplex N

Press Detailed settings...

Scan settings

Modify settings for each document type

oo | [ R IS

Color mode: Q Automatic
Scanning side: @ Simplex

Image quality: @ Automatic

Select the Title tab.

a

Detailed settings

Document type: | Document
Ly ‘zm--_-a_

Title format : (@) Title is generated automatically
Extracts the Date and the Title from the document.
[[] Use scanned date instead

Use scanned date

_) Customize file names

Dateformat : | yynsMMdd
Include hr/min/sec

Language of document : English

Example: [Date on a document]_[Titie]

.
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Select the Customize file names radio button and press OK.

g Detailed settings

Document type: | Documents
e [ et ] e ] e

Title format : () Title is generated automatically
Extracts the Date and the Title from the document

Use scanned date instead
Use scanned date

® Customize file names
no title

Date format

Include hr/min/sec

Language of document : | (@) English

Example: no title

o, | o

In the drop-down for Feed, select Continuous scan.

Tag: | (P) Add atag ‘
Feed: @ Normal scan &r\,

Save destination @ Normal scan

Type: @ [
Contin scan
Save to: uu{} | Browse..

Application ’f‘;‘ Manual scan ‘

Send to: _None (Scan to file) Set...

Press Browse... beside the Save to field.

Tag:| (P Adda tag ‘

Feed: @ Continuous scan Option...
Save destination
Type:| L PC
Save tox | C:\Users\396824\AppData\Roaming'\PFU\S{ d
Application
Send to: | None (Scan to file) Set...
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Navigate to the C:\CycomsSql folder and select the CyImports folder.

& Browse for folder X
+ S » ThisPC » Windows (C:) » CycomSQL » v O Search CycomSQL y-]
Organize = New foldes -
DISCOVERY oy Name Date modified Type Size
& DVD RW Drive (F CustemActions 3 19824 AM  File
I+ OneDrive CycomPdf 4 AM ile
Cylmports 27/20198:24 AM  File f
8 This PC CyNetOfficeFileMgr 9 8:24 AM »
J 30 Objects
Il Desktop
2| Documents
& Dovmloads
D Music
& Pictures
B videos

= Windows (C)
= 396824 (\12viat

- APPS ()
v
Folder: | Cylmpents ,

* Select Folder Cancel

In the drop-down for Send to, select Add or Remove...

Save destination
Type: |_:_] PC

Save to: | C:\CycomSQL\Cyimport

Send to: | None (Scan to file) ‘L

None (Scan to file)

Application

o ol |
Scan to E-mail

Add or Remove...

Press Add...

Application settings

Available applications list

Up to 10 applications can be added

Page 6 of 10



0 EolimiyLaw

Setup iX1500 ScanSnap Scanner

Press Browse...

Application path
Display name

Available file format  : @

Application settings

Image data
(/] PDF("pa)
(V] JPEG(*jog)
Card data
& vCard(*nvd)
Unicode vCard(*vcf)
ContactX{ML{*xmil)

Navigate to the C:\CycomsSgql folder and select the CyImportFile application.

(& Select application

“a= Windows (C:)

. v » ThisPC » Windows (C:) » CycomSQL
Organize ~ MNew folder
~
~ 1
%] OneDrive Name
CustemActi
8 This PC Hee ene
) CycomPdf
B 3D Objects Cylmports
B Desktop CyNetOfficeFileMgr
[Z Documents %) CylmportFile
& Downloads [¥] pdftotext
b Music
&= Pictures
. Videos

= 306824 (\12vfat

= APPS (K:)

== Group Share (M:

o Network

v
File name: | CylmportFile

»

Date modified

Type

File folder
File folder
File folder

File folder
Application

Application

X
v Search CycomSQL 0o
- @ 0
Size
1,632 KB
919KB
Application file ~
o Cancel
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In the Display name field, enter CityLaw or CountyLaw.

g

Application settings

¢ |CACycomSQL\Cyimportgile.
¢ [citya]

¢ @ Image data
[] POF(".pdf)
[ JPEGL*jog)
) Card data
® vCard(*ncf)
Unicode vCard(*.vcf)
ContactXML("xml)

Application path
Display name

Available file format

Press OK.

Application settings

g

Application path : |CACycomSQL\CylmportFile.exe

Display name  : ICwquaA

Available file format ;@ Image data

[¥] PDF{".pdf)
7] JPEG( jog)
) Card data
® vCard(*ncf)
Unicode vCard(*.vcf)
Contact{ML{"xml)

Press Close.

g

Available applications list

Application settings

Citylaw

Up 1o 10 applications can be added.
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In the drop-down for Send to, select CityLaw or CountyLaw.

Application

Send to: | None (Scan to file)

None (Scan to file)

Verify and save
Scan to E-mai

Citylag,

Add or Remove..

Press Yes to continue.

The associated application is modified
If this happens, the current settings for the associated application that is

selected are reset.

Do you want to continue?

Step 6. Press Save.

Press the Save button located at the bottom.

Scan settings
Modify settings for each document type

" =

Color mode: 0 Automatic

Scanning side: Simplex

Image quality: | () Automatic

Title:
Detailed settings...
Tag: | () Add a tag
Feed: @ Continuous scan Option...
Save destination
Type: Q PC
Save to: | CACycomSQU\Cyimports Browse..

Application

Send to:  Citylaw

Shrme
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Step 7. Confirm scanner integrates properly with CityLaw /

CountyLaw.

Scan a document and verify the file is saved in the CyImports folder and that the user
is prompted by CityLaw / CountyLaw to provide/confirm a title and assign a matter.

Save scanned image as

Savein: l Cylmports ,

* Name

Quick access

Desktop

| |
Libraries

This PC
@
Network
File name:

Save as type:

~

No items match your search.

v| @ = @~

v Date modified

201505 17 11 21 33pdf

Type

[ Seve ]

X

PDF File (*.pdf)

Cancel
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