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 Kodak Capture Pro Software –  
Setup Instructions 

 
 
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 

 
3. Open the File menu, then select 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 

Infrastructure Plann ing and Facilit ies 
MICHIGAN STATE UNIVERSITY 

Batch Manager 7 X 

Available jobs: B Batches of the selected job: 

~1~~~---~= 
0 ·•-
0PDFa single page 

0 Ready to Scan 

0 Scan to PDF 

0 Scan to e -ma il 

The ~ eady to Scan• A 

application is precisely what 
the name indicates: I t is 
ready to start scanning 
images . 

Page Setu p ... 

Workst ati on Setu p .. . 

Intel Ii gent Job Select ... 

Import Job Setup ... 

Job Name Batch Na me 

< 

F5 

Tim e Created Batch Status Server Lo 

> 

L Refresh 7 c=::s:how Options . . 7 

[ Close 



2 
 

 
 

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

 
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 
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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 

   

9. Back on the Output tab, click Setup 
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1) select the text in Location Formula 
2) click delete formula. 

 
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 

   
 

13. Open the File Name tab 
1) Select the text in Filename formula 
2) Click Delete Item 
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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 

   

15. From the Filename Formula List 
1) Click Default File Extension 
2) Click Add Item 
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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… 

    

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

 
19. Open the File menu and select Page Setup… 
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20. To add a new page type: 
1) Click the blue floppy disc icon. 
2) Type Color – Front and Back 
3) Click Save 

   

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

   

22. Under the General Tab: 
1) Set the Resolution (dpi) to 300 
2) Set the quality to better 
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23. Under the Adjustments tab 
1) Make the brightness 10 and contrast 5. 

   

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