“Solutions” Image Services
Scan vs Batch Scan in Black Ice
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Introduction
This document demonstrates the difference between using the Scan feature vs the Batch Scan feature in Black
Ice.

Scan

Select the appropriate document in Document Locator and right click to check out the document.
Click on the Scan icon to scan in an additional page/s.

Scan allow for the scanning of a single sided page at a time.
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State of Towa
County of CLAY

Date to be Paid 12/26/2012 |II'IInlIlIII]|I

—Voucher Description
Claim$ 19868 Warrant# _139956

Vendor & 314 bace ordered 13/13/2012 (AT

Janitor's Closet Ltd Date Delivered 12/13/2012

JCL Solutions

502 Southmoor Dr SW Claim Date 12/26/2012

PO Box 454

Spencer IA 51301-0454

Invoice Account Amount iption

978611 01000 09100 232 53 37 14.20 Admn mop & gloves
978611 01000 09100 232 53 38 14.20 Cthse mop % gloves
978611 01000 09100 232 53 39 9.10 Jail mop
978611 01000 08100 232 53 41 9.10 Mop
978611 42000 09100 232 53,36 5.10 vinyl gloves

Amount Claimed 51.70 [{LLGWED

Amount Allowed

DEC 26 2012
AYE NAY

CLAY COUNTY
ave Y G0ARD OF SUPERSORS
AVE NAY.

Append
Select to append the page/s to the existing document. Create new will create a brand new separate tiff
document.
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Tiff Viewer ot

There is an already opened TIFF document in Tiff Viewer.
Do you want to append the new scanned document or create a new file?

Create new | Append | Cancel |

Selecting Append will place the page/s at the end of the existing document. Once scanned in, click and drag the
page/s where necessary or click on Tools and move the page/s. Save and close the document. The document
should automatically check in. If not, right click on the document and check in.

Additional pages can also be added if they are already in electronic format by clicking on Insert Pages on the
Tools tab.

Insert Image(s) ot

|nzert Image(z] ta the File

" |nzert Image(z] Befare the first image
" Inzert Imagelz] After the last image

" Imzert Image(z] Before image number
T
{* Insert Image{s] After image number i (1..30]

e | 9

Specify where the additional page is to be inserted and click ok to browse for the file. The type of items that
can be inserted depends on the extensions specified in Black Ice options.

Scan Batch
Scan batch allows for the scanning of multiple pages-front and back to a separate file that can then be merged
with the existing tiff file.
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The Output TIFF File Path and Mame :

IE:"-.U zerghboppedalhDocumentzhS cannedD ocument. tf Browse... |

¥ Femember Directory

Mumber of Pages to Scan I‘I W Scan sl Pages

Image Compression IN.;. Compression 'vI

] I Cancel |

Specify a location to save the scan page/s. You may want to check the box to save the location for future use.
Check to scan all pages or enter in a specific number of pages. No compression is recommended.
Click ok.

A dialogue box based on your specific scanner will appear. Make any changes necessary and click ok/scan.
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Setting Shortcuts:
\id Save b Save As... il Delete = Rename.. 4 Reset

& oerau *
N 4

= Black and White Perfect Page Document

Color Perfect Page Document

=
i Color Photograph

" Input document is:
% |Two Sided V| Place documents face down

B

The newly scanned pages will appear in a new Black Ice window. Click back to your original document.
Click on Tools and Insert Pages.
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Annotation

Document Cleanup Scan

4} Flip horizontal | €% Rotate 90

ﬁ Delete page

-2- Flip vertical % Rotate 180 | J Move page
B 1nwert % Rotate 270 | = Cut page

Page operations
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Insert | Merge text Split Cut  Delete Convert Convertto Convert
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Insert an image into a TIFF file (Ctrl+1) T ——
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Select where the new pages are to be inserted.

— |nzert Image(z] ta the File

7 Inzert Image(z) After the last

™ |nzert Image(s] Before image number
% |nzert Image(z] After image number

™ Inzert Image(s) Befare the firgt image

image

4 1..4]

Cancel | gl

Locate the newly scanned in page/s. Highlight the file and click Open.
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ForMetxt
Text Document
409 bytes

Scan with Separator Sheet
Read Me.pdf
Adobe Acrobat Document
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Shortcut
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HR Packet Sample.tif
TIF File
281 MB

| ScannedDocument.tif
| TIFFile
=] 2.99MB v
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File name: | ScannedDocument.tif

v|  Alimage Formats (" TIE~TIFF; |

| Open | | Cancel |
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Select all or one page to be inserted.

% pll pages

™ Select one page

Select the page nurmber ko insert I 1 vl
|

Considerations

If the existing document is a .pdf, the document will open in Adobe Acrobat. You are not able to scan additional
pages through Adobe Reader, you must have a pro version of Adobe.
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