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Capture Desktop
Getting Started Guide

This guide provides a brief overview of Capture Desktop to
demonstrate how you scan and import documents. For more
information, refer to the online help provided with the software.

Starting Capture Desktop

From the Windows desktop, select the FileNet Capture Desktop
program from the Start/Programs menu, then select Capture Desktop.

You may have to enter a user name and password in the FileNet Logon
dialog box.

If you have only one library configured and that library is not available,
Capture Desktop will not start.

If this happens with an Image Services or a Content Services library,
go to the Windows Start/Programs menu. Select FileNet IDM and then
select Configure to add your library. For more information, refer to the
IDM Desktop Administrator’s Help and IDM Desktop Help.

When Capture Desktop loads, you will see the main window in the
Advanced Mode, as shown in the next illustration. You can change to
Scan Wizard mode using the Options menu.
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Starting Capture Desktop
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Selecting a Scanner

This section assumes that you will be using Capture Desktop to scan
documents. If you are using File Import only, go to “Importing Images”
on page 15.

To specify the type of scanner you are using, select the Options menu
from the toolbar and choose Select Scanner.

Select Scanner

Mame: HP Scanjet 4o
Cancel

X
— Scanner Details QE. |

Type:  SCAMJET.F=M
Help

|
.@ HF Scanjet 4100c [extended rezolutionz) ;I
. HP Scanjet 4c
@ HF Scanjet 4c [extended rezolutions]
@ HF Scanjet 4p
@ HF Scanjet 4p [extended resolutions)
#AHP Scanjet 5100c

@ HF Scanjet 5100c [extended rezolutiong)
FEIHP Scanet 5200c -
Iﬁllhi“' M e Tu el s ] 1 1 ot I'\ f

Select the type of scanner you are using from the list displayed. If you
are using a Kofax board and you created a source when you
configured the Kofax Source Manager (KSM), select the source hame
you specified (such as “Kofax Engine 17).
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Creating a New Folder and Batch

3  Click OK to return to the main screen. After you have tested the basic
scanner operation, you can return to the scanner configuration screen
to set the options available for your specific scanner.

Creating a New Folder and Batch

Note If you have not yet installed and configured your scanner, refer to the
Capture Installation Guide before you proceed. You must install and
configure your scanner before you can continue.

Before you scan or import images, you must create a batch to receive
the images. Use the following procedure to create a new test batch in
your selected library.

1 If you have more than one library available, select the library you want
to use from the list of available libraries, as shown in the Capture
Desktop window following. (Click the arrow to the right or the Library
field to display the available libraries.)
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File Options  Help
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Creating a New Folder and Batch

2

Click the browse icon next to the Batch Name field to display the Select
Batch dialog box.

¥ select Batch

x|
Select Batch
B o i
B+-_2] Config
_""'I Falder Cancel
2] Folder2
Create Folder
Create Batch
Delete
Eename
Filter
Refregh
Help
Repogiton: DSCPF3
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Creating a New Folder and Batch

3 Click Create Folder. Enter your folder name and click the OK button.

¥ Create Folder x|
Folder name: oK
|testfu:ulu:|er|
LCancel
Help

4  If you do not see the new folder in the Select Batch dialog box, use the
Refresh button to update the display.

5  Highlight your new folder name, and then click the Create Batch
button. The Create Batch dialog box appears.

a Enter the batch name. In the Document class field, use the drop-
down menu to select your document class.

¥ Create Batch X
Eatch name: oK
testhatch
LCancel

Document class:

Help

b Click OK.

c After you create the batch, you may have to expand the folder
shown in the Select Batch dialog box to select your new batch.
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6  If necessary, select the batch in the Select Batch dialog box and click

OK.

¥:5elect Batch

Select Batch

=4 DSCPFa
G- Folderl
-2 Folder2
Ejl testfolder
{E testbatcd

Batch: testbatch  Doc

hi

ument Class: General

LCancel

Create Eolder,
Create Batch
Delete
Bename
Filter,
Refresh

Help

Pl L B ]

Scanning Images

1  From the Capture Desktop window, verify that the Library field contains
the correct library and that the Batch Name field contains your batch.

2 Select the Scan radio button.
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=10l x|

¥ FileNet Capture Desktop
File ©ptions Help

Batch Hame
I DSCPF3 j |DSCF‘F3: Mestfoldertestbatch g

Library

Scan T F'mcessingT Blank F'ageT Azzembly 1 OCcR TZDnaIDCHT F'mpert_iesT Status

Document 5ource

(= File Import

Document Orientation

= Fortrait A = Landscape

Paper Size

@ IEustUm j

Scan |

Adwanced Settings... Help |

Place a page in the feeder or on the flatbed of the scanner, and then
click the Scan button on the lower-right corner of the window.

Capture Desktop displays the Scan window. To display your images as
they are scanned, check the Enable Viewer check box in the lower-left

corner of the Scan window.
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_|o| x|
Statt  Stop Rescan Delete  Attributes  Wiew
@ | @ | B X
Start | Stop |Rescan | Delete
] ScanOperation Contents of testhatch
o .J testhatch M arne | Order | Created By | Create Date | Status
4 | I
Settings | Dione I Help |
A

5  Click the Start button at the top of the Scan window. The scanner
should initialize and scan the test sheet.

6 If the page was successfully scanned, the image appears under the
selected batch as a page icon in the Scan window. If you checked the

Enable Viewer check box, the scanned page will display in a separate
viewer window.
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: Imags '
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7  Onthe Scan window, click the Done button at the bottom when you are
finished. If you were not able to scan, verify each of the installation
procedures.
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Importing Images
1 From the Capture Desktop window, verify that the Library field contains

the correct library and that the Batch Name field contains your new
batch.

2 In the Document Source section, select the File Import radio button.

¥ FileNet Capture Desktop ;lglil
File ©ptions Help

Librarp Batch Hame
Idscpf3 j IdscpfS:r’importa’imporH g
Scan T F'mcessingT Elank F'ageT Aszembly T Ocg T Zonal DCRT Froperties T Status
Document Source
(" Scan
* File Import
Path
File Specification
I
Import |
Advanced Settings. .. Help |
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3 Click the browse icon next to the Path field. In the Select a Path dialog
box, select the folder and path containing the files you want to import.
Click OK to return to the Capture Desktop window.

¥ select a Path |
I = j ak.

T
3 Program Files Cancel
EFileMET D —
5 Capture
E35 amples Help
CAJPEG -
[CaAPDF

4 To import all the files in the folder, enter a wild card character and file
extension (*.tif or *.jpg) in the File Specification field on the Capture
Desktop window,.
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¥ FileNet Capture Desktop I ] 1
File ©ptions Help

Library Batch Hame

Idscpf3 j |dscpf3: fimportimpart g
Scan T F'rocessingT Elank F'ageT Aszembly 1 acR T Zaonal DCRT Froperties T Status

Document 5ource

(" Sgan
{* File Import

Path

|C:\Program FilessFileME ThCapturetSamplestTIFF 124

File Specification

|~ it

Import |

Adwanced Settings... Help |

5  Click the Import button on the lower-right corner of the window. The
status bar at the bottom of the window will notify you that the file import
was successful or unsuccessful.

1
I|Fi|e Impart for import_batch Successful. [4 pages]
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6  To verify that your batch contains your imported images, click the icon
next to the Batch Name field. Click OK when finished.

7  To view the imported images, check the Enable Viewer check box on
the bottom of the Processing tab (if you have Document Processing
installed), the Assembly tab with the Manual radio button activated, or
the Properties tab.

Document Processing

1 If you have the Document Processing package, select the Processing
tab on the Capture Desktop window. Verify that the Enable Viewer
check box is checked. (If you don’t have Document Processing,
continue with “Adding Properties and Adding a Batch to the Library” on

page 22.)

2  Select one of the .tif files, and adjust the viewer and Capture Desktop
windows as needed to display the Capture window and viewer.

3  Select an image that needs to be cleaned up and contains speckles, if
possible.

4  Click the Despeckle check box on the Processing tab.
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leNet Capture Desktop
File Options Help

|dscpf3:fimpurl.-’impurﬁfPresReH if

8l /e <[+ BlE| «

Library Batch Name
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=] FressRel3.tf [~ Bar Code Detection
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I~ Edge Erhancement
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[~ Streak Removal
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I~ Despeckle
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Start Processing |

Advanced Settings... | Help |

i 5tart|

J m @ I‘_;;l |J I@FileNet Capture Desktop %Paint Shop Pro | @Dnc Processing Yiewer | @ e

5 Use the viewer toolbar buttons to customize the display, if you wish.

6  If you want to customize the settings for the despeckle function, do the
following:

a Click the Advanced button on the Processing tab.
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Assembling Documents

b Click the Enhancement tab.

c Select None from the Rotation drop-down menu, and make any
other adjustments you wish.

d Verify that the Enable check box in the Despeckle section is
checked. Click OK.

7  Click the Start Processing button. Note that the speckles have been

removed from the displayed image.

Assembling Documents
1  Select the Assembly tab on the Capture Desktop window.

2  Select the Fixed Pages Per Document radio button and enter 2. This
will restrict your documents to two pages.

3  Click the Assemble button. Your Assembly status appears in the Status
Bar.
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Assembling Documents

¥ FileNet Capture Desktop I ] 1
File ©ptions Help

Library Batch Hame

Idscpf3 j |dscpf3: fimportimpart g
Sean T F'rocessingT Elank F'ageT Assernbl_\l_] acR T Zonal OCR T Froperties T Status
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Adding Properties and Adding a Batch to the Library

1 Select the Properties tab in the Capture Desktop window.

a To add the document to the root folder on the library, select the File
in Root radio button.

b To add the document to a specific folder, select the File in Folder
radio button and specify the folder in the box below.

2  To perform full text indexing on the document, select the Perform Full
Text Indexing check box. (Not recommended for this example, as it
may take several minutes.) Refer to the online help for Capture
Desktop for more information on this option.

3 Select a security setting for the document using the Set Security radio
buttons. Refer to the online help for Capture Desktop for more
information on this option.
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¥ FileNet Capture Desktop I ] 1
File ©ptions Help

Batch Hame
|dscpf3:f’im|:-orta’irn|:-nrt'| g
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4  Click the Set Properties button. The properties fields for the first
document appear while the document is displayed in the viewer.
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|dscpf3:fimport-’imporﬂfDocument 1/PressRel1.tif

EI Q|Q| $ |4+|<-§->|a |E|||E|| ﬁl’l -| ¥ FileMet Capture Desktop

File Cptions  Help

Library Batch Name
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— Enter Document Propertie:
€ File ity Bioot
Streamline How Conteit & Filein Folder
- |.-"imp0rt

2 Dasings s aa

I~ Ferform Full Test ndexing Cancel Set Properties

Set Security
@ Default € &l Doc € Each Doe Help

|Set Froperties...

5  Fillin the properties fields for the first document. Press Enter after
entering each field. After you make the final entry and press Enter,
your batch is committed to the server and is no longer in Capture

Desktop.
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6  Select the Status tab. If your batch does not appear in the list, that
means it has been successfully added (committed) to the library and
no longer is in the Capture Desktop system.

¥2:FileNet Capture Desktop ;IEIII
File Options Help

Library Batch Mame
Idscpf3 j Idscpf3:f’import£imp0rt1
Sean T F'rocessingT Elank F'ageT Aszembly 1 OcR T Zonal DCRT Froperties T
Current Batch Status
Batch Mame | Document Clazs | Current Phaze | Phase Status |
dzcpf3: Aimpartimpart General Index Intenupted
dzcpf3: Aimport2 General Define Daone
dzcpf3: karen/test] General Define Dane
dzepf3:karendtest2 General Define Dane
Help
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Using the Help System

There are three ways to search for information, a specific topic or a
word in the online help:

» The Contents tab is organized much like the Table of Contents in a
printed book. Related topics and procedures are grouped together.

» The Index tab presents a list of specific words and topics, listed al-
phabetically.

» The Search tab locates all occurrences of a specific word or group
of words.

The following steps present a brief sample of each method.

Note To display help for a specific window or dialog box, click the Help but-
ton or press the F1 key.

Using the Contents Tab

1  Select the Help drop-down menu and choose Help Topics. (Refer to
the previous Capture Desktop illustration.)

2 Inthe Help Topics window, select the Contents button to display the
Table of Contents.
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E? Capture Desktop Online Help =] B3

g - &

Hide Back Frint  Optiong

= = 2 [ —
Contents | Indes I §earch| Previous  Mest Well—%lme W%l& .s’-‘«lb_nlut Pa@gm o
-] Orientation [ origntation - toCaptur.. MewinR... Docume...  Service:
----- ] Welzome to Capture Desktop ;I
""" 2] What's New in Pelease 4.0 Welcome to the Capture Desktop Online Help
----- ] zome bo the Capture
..... 2] &baut Documentation Welcome: Welcome Documentation
% ?ZE??F;::;;E:S This Help systerm describes the operations perforrmed using Capture
= ) Desktap. You can find information in the following ways:
----- 2] Tour of Content Services
----- ﬂ Motices
..... 2] FileMET End User Software Licens » Click on the Contents tab to select a topic from the table of
[],_Q Geting Started contents. The table of contents displays all topics in outline farm.
R 4 Wwiorking with Batches & Click on the Index tab to list topics associated with a keyword,
R 2 woking with Falders You can enter a keyword or select one from a supplied list.
[]--@ Warking with Document Classes
[]--@ Distributed Proceszing s Click onthe Search tab to list topics containing any word or
[]---@ Importing Files phrase.
i@ Wworking with Bar Codes and Patch Con
D"@ Viewing Documents If any of these features is not working correctly, this Help file has heen
[]--@ FRemaoving Blank Pages corrupted and must be reinstalled.
[]--@ Agzzembling Documents
[]---@ Optical Character Recognition [OCR]
[]--@ Wworking with Properties
- Document 5 ecurity
[]--@ Using the Scan Wizard
[]--@ Uzing the Advanced Mode
- Backup Procedures
- @ Reference
1] | i .

3 Double-click on the topic “Importing Files.” Choose “Import Files”
under that topic.
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E? Capture Desktop Online Help =] B3
e 3
Hide Back Frint  Optiong
LContents | Indes I ﬁearchl F're?ious I@t E E E @
A Owerview Deleting Irnportiny Using ™
=-A[J) Drisntation Al [l Imparting Files = of File Im... Files &fte.. Estemal [, File Impo
----- ﬂ Welzome to Capture Desktop =
----- 2] What's Mew in Releazs 4.0 Import Files =
----- ﬂ Welcome to the Capture Deskle
..... 2] bout Documentation Importing Files: Overview Procedures Reference

----- 2] Panagon Services
----- ﬂ Tour of Panagon

----- 2] Tour of Cortert Services . )
_____ (2] Matices 1. Selectthe C5 library towhich you want to add the documents

_____ (7] FileNET End User Software Lic: frofm the drop-down listin the Librany field.

]--@ Getting Started 2. Create ar select a bateh into which documents will be
]--@ Wiorking with B atches imparted.

E
B
EJ"@ wiorking with Folders 3. Qnthe Sean tab ofthe Advanced Mode, click the File Import
B

To importfiles into Capture Deskiop, follow these steps:

- wiorking with Document Classes radio buttan in the Document Source section.
]--@ Dishributed Processing

=1-A[0) Impotting Fil |
= ml %DDD[\IEW;ZSDE File Impart 4. Clickthe Browse hutton QI next to the Path field to navigate

| Ll to the source folder from which the docurments will be
fpar Fes imported. The system displays the Select a Path dialog box

- @ Deleting Files After Import

Importing External [ndex [Prope 5. The default drive and the list of folders it containg displays. If

) @ Using File Import Advanced Set necessary, select another drive frorm the drop-down list in the
i@ Wworking with Bar Codes and Patch drive field.
-4 Viewing Documents 6 Selectthe falder containing the files you want to impart.
[]--@ Removing Blank Pages _
[]--@ Assermbling Documents 7. Click OK to return ta the Scan tah. The selected falder appears
[]---@ Optical Character Fecognition [OCF— inthe Path figld.
[]--@ Wworking with Properties g. Enterthe name ofthe file{s) you want to impart in the File
[]--@ Docurment 5 ecurity Specification field. You can use the asterisk (%) wildcard
[]--@ Using the Scan Wizard - characterto import a range of files. For example, you can enter
"I“ e | : _'l—l *doc to import all of the Microsoft Word documents in the

folder. ;l
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Using the Index Tab

1  Select the Index tab and enter “im” to jump to the import topics.

2  Select the Import Files topic from the list, then click the Display
button to display it.

E? Capture Desktop Online Help =]
=
Hide Back Frint  Dptions
= = T
Contents  ndex |§earch| Previous MHext E E . -
A Owerview Deleting  Impartin Using ™
Tupe in the keyword bo find: .Impnrting Files = aof File Im... Files Afte...  Esternal [, File Impo
|Impc-rt Files -
Import Files

|ImEort Filz inta Samile Batch 4|

Import Procedures

Importing External Index [Froperties) Files
Imparting files

Keyboard Shortcuts

Libraries

license

Log Viewer

Logaging an

4 agnify an Image

Mon-zcanning Workstations

Motices

Other zources of information

Overview of Adding Propertizs Automatically
Overview of Azzembling Documents:
Oiverview of Batches

Overview of Document Claszes
Overview of Document Security
Overview of File Inmport

Orverview of Folders

Oeverview of Patch Codes

Overview of Properties

Overview of the Advanced Mode
Orverview of the Scat Wizard

Overview of Yiewing Documents
FPanagon Services

Patch Code Tips

Print an Image

Process a Single Batch

Processing Tab ;I

Dizplay |

Importing Files: Overview Procedures Reference

Toimportfiles into Capture Desktop, follow these steps:

1. Selectthe C8 library to which you want to add the documents
frorm the drop-down list in the Library field.

2. Create or select a batch into which documents will be
impoarted.

3. Onthe Scan tab ofthe Advanced Mode, click the File Import
radio button in the Document Source section.

4. Click the Browse hutton QI next to the Path field to navigate
to the source folder from which the docurments will be
imported. The systermn displays the Select a Path dialog box

5. The default drive and the list of folders it contains displays. If
necessary, select another drive frorm the drop-down list in the
drive field.

£. Selectthe folder containing the files you want to impart.

7. Click OK to return to the Scan tab. The selected folder appears
in the Path field.

3. Enterthe name ofthe file(s) you want to import in the File
Specification field. ¥You can use the asterisk ) wildcard
character to import a range of files. For example, you can enter
*doctoimport all ofthe Microsoft Word documents in the

folder, LI
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Using the Search Tab

1  Select the Search tab. Type “import” in the search field then click List
Topics.

2  Select a topic from the list then click Display to display the topic.

E? Capture Desktop Online Help =]
<=
Hide Back Frint  Dptions
= = a5
Eontentsl Index  Search | Frevious MHext E E =T -
A Owerview Deleting  Impartin Using ™
Type in the word(z] to zearch far: . Imparting Files aof File Im... Files Afte...  Esternal [, File Impo
|impc-rt j ﬂ -
Ligt Topics | Diizplay | Imporl: Files
Select lopic: Found: 41 Importing Files: Overview Procedures Reference
Title | Location | Rai~ To importfiles into Capture Deskiop, follow these steps:
Usging File Import Ad...  Capture De... 1
'D'T'pmt.F'leer.l | Eap:we Be.._ % 1. Selectthe CS library to which you want to add the documents
WEMIEW OfF Flle Imp... apiure Ue... " e A
Soan Tab Capture De... 4 frorm the drop-down list in the Library field.
Deleting Files After ... Capture De... & 2. Create or select 3 bateh into which docurments will be
Importing External In...  Capture De... B imparted.
Configure File Import...  Capture De... 7 _ .
Overview of Adding ... Capture De... 8 3. Onthe Scan tab of the Advanced Mode, click the File Import
Owerview of Assemb... Capture De.. 9 radio button in the Document Source section.
Impart Procedures Capture De... 10 T @
lLIS'”gt:::’.'ite.mf' g”de”“' Eap:”[e Be"' }12 | 4. Clickthe Browse button —I nextto the Path field to navigate
mpar FIE 0 2AMp.... - L8PILIS L e to the source folder from which the docurments will be
Glozzary Capture De... 13 . ted Th i dign] the Seloct 3 Path diglog b
Attributes Capture De.. 14 imported. The system displays the Select a Path dialog box,
Owerview of Properties Capturs De... 13 5. The default drive and the list of folders it containg displays. If
What are the basic ... Capture De.. 16 necessary, select another drive frorn the drop-down list in the
Process a Single Bat... Capture De... 17 drive figld
‘Where do you start ... Capture De... 18 '
Owerview of Patch C... Capture De... 19 B. Selectthe folder containing the files you wantto import.
It blirg D ... Capture De... 20
Szﬁ?ﬂe::]% nedme C:Etﬂ: Dz... > T plickOK to return to the Scan tab. The selected folder appears
‘Wwhat is Capture Des... Capture De... 22« in the Path field.
‘I 4 g. Enterthe name ofthe file(s) you want to import in the File
s . Specification field. ¥You can use the asterisk ) wildcard
earch previous results )
¥ Match simlar words character to import a range of files. For example, you can enter
r E b il | *doctoimport all ofthe Microsoft Word documents in the
earch hitles anly falder. LI
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