Infrastructure Planning and Facilities Kodak Capture Pro Software —
MICHIGAN STATE UNIVERSITY .
Setup Instructions

pir
R

Purpose

How to setup the kodak capture pro software for scanning documents on desktop scanners.

Procedure

1. Open Kodak Capture Pro

2. Batch Manager screen will appear, once open, click Close

Batch Manager ? X
Available jobs: <« Batches of the selected job:
o Job Mame Batch Name Time Created Batch Status Server Lo

[C]PDFa single page
[AReady to Scan
[~]5¢an to PDF
[]5¢can to e-mail

The "Ready to Scan”
application is predsely what
the name indicates: Itis
ready to start scanning
images.

Refresh Show Options...

Open Mew. .. Rename. .. Delets Output | Close

3. Open the File menu, then select Job Setup...

" Alaris Capture Pro

Batch  View  Capture

Job Setup...

[5 Page Setup.. by F5
Workstation Setup...
Intelligent Job Select...

Import Job Setup...

4. Under Job name you will want to create a job called Scan To PDF-A.
1) Click on the blue floppy disk icon to add
2) Type Scan To PDF-A.
3) Click Save



Job Setup ? *

Job name: PDFa multipage

Capture Index Output

-~ General
i Batch Settings

Barcode, OCR & Mark De  Scanned image location: | c:\seanProl | Browse. ..

Separation

Sort / Pause Output image location: |M:‘|Ker1dras_5tufF'|, | Tree

.. KODAK Scanner: i1410/i1.

Description: The "Ready to Scan” application is predsely what the name ~
indicates: Itis ready to start scanning images.

any indexes defined and places all
ructure under the C:\ScanPro

Job name:

|S&:r‘|toPDF—A] |

[J automatically output wh

5. To save where the scan will be saved:
1) Stay on the Capture Tab
2) Click on General
3) Next to Output Image Location, click Browse.
4) Select where the scans will be saved (talk to your supervisor. This is dependent on your
computer and if you are sharing a scanner/computer with others)

5) Click OK

Job Setup

Job name: 1 |PDFa multipage ol | HEEEE
output

et e

~Batc] I

: Barcode, OCR & Mark De Scanned image location: | C:\ScanPro’, T
Separation
Sort / Pause Output image location | Wendras_Stuffy T

L. KODAK Scanner: i1410/i1.

Description: The "Ready to Scan™ application is predsely what the name ~
indicates: Itis ready to start scanning images,

Scanned Image Location

Browse For Folder S 2nd places all

ScanPro

Select a folder: bt

Page setup: Setup...
_Files and folders that have been mowved to Sh: ~

>
[ automatical > 16 MIM MICROFILM INFORMATION '_\
> adamss
>
>

) pick the correct
[] Automatical ARCHIVES ROOM destination in M

ASBESTOS PROJECT INFORMATION - H

[keep batch drive - ask your
Asset Management - FCA supeNisor.
GEMERAL RECORDS INFOR| /
Jills_Stuff
I Kendras_Stuff
OPERATIONAL VAULT

PROJECT ARCHIVES - DOCUMENTS_GEMERAL
PROJECT ARCHIVES - DRAWINGS

PROJECT ARCHIVES - EQUIPMENT AMND MATEF ,
|: < > e Apply

ETa N 5 ) e .

v v v vlvv v




6. Open the Index tab, delete any information in the grid — check all tabs under Index.

Job Setup

Job name: |PDFa multipage > | H @J iB| @|@

Capmr Cutput

Action when audit fails: |Conﬁnue sCanning ~ | [(IBypass audit during navigation

I Batch Document PDF Properties Database Lookup I

Indexes:
MName Type Default Value _ Input Format __Output Form... Read-only Hidden Double En
< >

Edit... Delete Move Up Move Down

| SharePoint Index Setup Wizard | | 0K | | Cancel | Apply

7. Open the Output tab
1) On the left side under Destination make sure only File(1):Searchable PDF is checked
2) Uncheck the Index option
3) On the right hand side, make sure the All option is checked.
4) From the drop down menu choose Searchable PDF
5) Click Options

Job Setup 7 b

Job name: |PDFa multipage V| H@ ii” f|@

Capture Index | Output

.. Destination

|Seard1able PDF

Location: [ "M:\Kendras_stuff\"<BATCH_NAME> |
..... Setup..
File name: | <DOCUMENT _SEQUEMCEMUMEER._5> <DEF#\ULT_|
[IBlack & white: TIFF ~ Options...
D Info Input Express Laocation: <EXPORT_PATH="\"<BATCH_MNAME ="\"<DOCUM
..dinfo Activate Solution Setup...
.. Advanced Options Filz: namne: <IMAGE_SEQUENCEMUMEBER. _3><DEFALLT_EXT.
..[Jimage Processing
5----|:|Invoke Other Program [ colorjGrayscale: IPEG ~ Options...
1 mm i SEVDODT DATH-"I"~RATOH KARME - "\"~Tir] I




8. In the Options for the Searchable PDF setup, select the following settings:

1) Group By: Multi-Page

2) For each: Document
3) Compatibility: PDF/A-1 1.4 (128 bit — AES)
4) Click OK

Searchable PDF Setup

Compatibility:
Password;

PDF format:

QCR. Setting:

Primary language:

Custorn Dickionary:

Qutput Range
Al

() Images

Group by: () single Page
1

For each:

| | Document w

I|PDF,-'A—1 1.4 (128 bit- AES) v I

Secondary Languages:

[JFast web view
POF BookMark

[JrPoF-MRC

Faster

More Accurate

Engiish

[JAfrikaans
[CJalbanian
[JAaymara
[Ceasque

Enter page numbers and/or page ranges
separated by commas, For example, 1,3,5-12

Browse

o|0'<||

Cancel

9. Back on the Output tab, click Setup

Job Setup

Job name:

|PDFa multipage

v H| 2 9] 0%

Capture Index Output

Destination

OFile(2

L. 1Email

OcCredentials
[#IFile(1):5earchable POF
Oindex

a System(1)
Osystem(2)

10. Under Location

B al:

Location:

File name:

|Seard’1aHEPDF V| | Options...

| "M:\Kendras_Stuff\"<BATCH_NAME> |

| <DOCUMENT_SEQUEI\JCEI\JUMBER_E><DEFAULT_|




1) select the text in Location Formula

2) click delete formula.

Location Setup

ocaton | File name

Select from this list to build the location formula:

ocation formula:

Default output path
Multi-user path

Job name

Batch name

Document ID

Document Sequence Mumber
Page Seguence Number
Image Sequence Mumber
Image-side label

Station ID

Station name

User name

Date (DD)

Date (DDMMYY)

Date (M)

Date (MMDDYY)

Date (vY)

Date( VVVY)

"M:Kendras_Stuff\"<BATCH_NAME > |

Add Item Delete Item

w Browse...

Add leading zeroes

Image side label

11. Click Browse and select the folder you want the scans to save into.
12. Then choose Batch Name from the list of formulas and click Add Item

HUU LU

w I Erowse... I

Browse for Folder

Select a folder:

w == DocsStagingArea$ (Vipps-filesrv2) (M:) A
> 16 MM MICROFILM INFORMATION
> adamss
» ARCHIVES ROOM
> ASBESTOS PROJECT INFORMATION -H
Asset Management - FCA
> GEMERAL RECORDS INFORMATION

H > Jils_Stuff
> OPERATIOMAL VALLT v
g | £ >

[ ox 1

Cancel

13. Open the File Name tab

LI L 1L

Delete Formula

Location Setup

Location  File name

Select from this list to build the location formula:

Location formula:

Default output path
Multi-user path

Cocument ID

Document Sequence Number
Page Sequence Mumber
Image Sequence Number
Image-side label

Station ID

Station name

User name

Date (DO}

Date (DOMMYY)

Date (MM)

Date (MMODYY)

Nizta AV

1) Select the text in Filename formula

2) Click Delete Item

"M:\Kendras_Stuff\"<BATCH_NAME =

Delete Item

|-



Location Setup

Locationl File name

Select from this list to build the filename formula:

Default file extension
Job name

Batch name

Document ID

Document Seguence Mumber
Page Sequence Mumber
Image Sequence Number
Image-side label

Station ID

Station name

User name

Date (DD)

Date (DDMMYY)

Date (MM)

Date (MMDDYY)

Date (1Y)

Date( YY)

Julian Date (YYDDD)
Time {AM/FM)

Filename formula:
0 <DUCUMENT_5EQUENCENUMBER_5><DEFAULT_EXT>I

Add Item e Delete Ttem | | | Delete Formula

14. From the Filename Formula list

1) Select Document Sequence Number
2) Check the box labeled Add Leading Zeroes
3) In the Number Length put 5

4) Click Add Item

Location Setup

Location  File name

Select from this list to build the filename formula:

Filename formula:

Default file extension
Job name
Batch name

| Document Seauence Mumber
Page Sequence Mumber
Image Sequence Number
Image-side label

Station ID

Station name

User name

Date (DO}

Date (DDMMYY)

Date (MM)

Date (MMDDYY)

Date (YY)

Diada

<DOCUMENT _SEQUENCEMUMBER. 5>

Add Item || | Delete Ite

Mumber length:

15. From the Filename Formula List

Image side label

Front Color)Grayscale:

Fronk Black & ‘White:

1) Click Default File Extension

2) Click Add Item



Location Setup ? >

Location  File name

Eilemzma formla.

<DOCUMENT _SEQUENCENUMBER. _5><DEFALLT_EXT >

elect from this list to build the filename formula:

Job name
Batch name

Document ID

Document Sequence Mumber
Page Seguence Mumber
Image Sequence Number
Image-side label

Station ID

Station name

User name

Date (DD)

Date (DDMMYY)

Date (MM)

Date (MMDDYY)

Date (YY) Add Ttem Delete Ttem | | Delete Formula
Date( YYYY)

Julian Date (YYDDD)

Tirne FAM/PMY hd

16. Click OK to close the location setup window
17. Click OK to close the Job Setup Window.

18. Open the Batch menu and select New...

" Alaris Capture Pro

File View Capture Docurr
I,
W F3

1) Under Job Name drop down menu, select the Scan To PDF-A job that you just created
2) Then click OK

Mew Batch

Job name: | santorora | v
Batch name: |
Starting document ID: | 1 |

| oK | Cancel |

19. Open the File menu and select Page Setup...
" Alaris Capture Pro - Scan to PDF-A

File | Batch VWiew Capture [«
lob Setup... ]
Page Setup... F5
Workstation Setup...




20. To add a new page type:
1) Click the blue floppy disc icon.
2) Type Color — Front and Back
3) Click Save

Page Setup

Page setup name: Color - 300 DPI

Image AutoDelete Split  Me

Save as

D Scanner settings shortou

[ pisplay settings prior | Color - Front and Back| I |

% [IFlatbed delay:
! 0 3 second
[ T o

| Save | Cancel |

21. Click Settings
1) Select Color Document (OCR Quality)
2) Set Input document to Two Sided
3) Click Settings

™ KODAK i1440 Scanner

Setting Shortcuts:

[ Save &3 Save As.. [ Delete = Rename.. ¢ Reset 7

| Color Document (OCR. Q) . ettings...

(@ Defaui

ﬂ Black and White Document
Black and White Document (OCR Qualty)
Colar Document

Color Document (OCR Guality) o
Color Photograph

Black & White 200 DPI - Al Features Disabled

Black & White 200 DPI - Auto Rotate
Black & White 200 DPI

Black & White 300 DPI

i) coor1s00P

Color and Black & White 200 DPI

~

P

Input document is:
@ ITwo Sided e ~ | Place documents face down

w1 o |

Cancel

22. Under the General Tab:
1) Set the Resolution (dpi) to 300
2) Set the quality to better




I {Fr KODAK 11440 Scanner
| Side: Baoth ®
Size  Adjustmerts Enhancements

| Scan as:

Color (24-bit) ~

Document type:
Text with Graphics w

o W

Media type:

Plain Paper w

Resolution:

5T~ @
Compression
. E Type:
) >
'_r JPEG

e 2

23. Under the Adjustments tab
1) Make the brightness 10 and contrast 5.

B O

[i' KODAK 11440 Scanner

Side: Both ®
General  Size Enhancements ]
Brightness and Contrast » ]
Manual e '
Brightness: . 10 = L
Contrast: . e ;
Cnlar Balancs i

24. Under the Enhancements tab:
1) Check the hole fill on box
2) Blank image detection: none
3) Check the Streak filter on box



Side: Both ®

General Size  Adjustment

Hale Fil
On

Blank mage Detection

{none) w

ll Image Edge Fill

Color: {none} LY
Streak: Filter

On

Aggressiveness: 0 =

25. Click OK and then click apply before proceeding

26. Click Apply

27. Click OK

28. Now grab a document and test out the settings to make sure it is running correctly.

1) You can delete, rotate, insert pages, split documents, crop documents and fix black spots

and edges within the software.
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