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RocketSCAN Product Support 

Image One Corp. is committed to providing the best possible technical support for RocketSCAN 

and all of our products.  

Technical support is offered on an annual service contract basis. You can reach Image One Corp. 

toll-free technical support by calling (800) 956-9000 24 hours a day, 7 days a week or by 

emailing your request to support @image-1.com. 

  

Barbie
Callout
Call Systems Design
for support:
210.496.2877
ronaldh@systemsdesignusa.com
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RocketSCAN Terminology 

Every effort has been taken to make RocketSCAN the most powerful, user-friendly meal 

application scanning system available. However, as with any new system, there are always 

terms that must be defined: 

× Application: A single family application turned in by the student. 

× Application ID: The number given to an application after scanning. The ID is a 10 digit 

number beginning with the current school year followed by a 6 digit sequential number. 

(e.g. 2010000001) 

× AttachmentΥ !ƴȅ ǎǳǇǇƻǊǘƛƴƎ ŘƻŎǳƳŜƴǘǎ ǎǳŎƘ ŀǎ ²нΩǎΣ ƴƻǘŜǎΣ ƛƴŎƻƳŜ ŘƻŎǳƳŜƴǘǎ ŜǘŎΦ 

that may be turned in with the application by the family. All attachments should be 

scanned and left with the application, not discarded. 

× Batch: The group of applications scanned at the same time. Recommended size is 25 

applications. 

× Batch ID: The number assigned to the batch after scanning, starting with 1. This number 

will continue to grow every year and will never repeat. 

× Barcode: The PDF417 type barcode in the bottom right of your application. Contains a 

unique identifier that marks the application belonging to your district, as well as the 

language (i.e. English, Spanish, Creole, Portuguese, Chinese, Hmong, Somali), and the 

run number (each applications order is assigned a number to distinguish them) 

× Intelligent Character Recognition (ICR): ¢ƘŜ ǎƻŦǘǿŀǊŜ ŦŜŀǘǳǊŜ ǘƘŀǘ άǊŜŀŘǎέ ŜŀŎƘ 

character on the application. 

× Intelligent Name Recognition (INR): The same as L/w ōǳǘ ǎǇŜŎƛŦƛŎŀƭƭȅ άǊŜŀŘǎέ ǘƘŜ 

student names. 

× POS: Point of Sale - refers to the software that you use to make the eligibility 

determination. (e.g. PCS, Schoolhouse, Nutrikids, Systems Design Etc.) 

× Student Database (Student Lookup): A copy of student data from your POS systems. 

Including, Date of Birth, Last Name, First Name, Grade, Etc. 

× Twain:  One of two scanner drivers supported by RocketSCAN and the most commonly 

used. Acronym ς Technology Without An Intelligent Name (not the real acronym ς It 

ŘƻŜǎƴΩǘ actually stand for anything) 

  

Barbie
Rectangle
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Introduction 

Congratulations on selecting RocketSCAN FMA, the most automated and advanced Free and Reduced 

Meal Application processing system available. 

Before the first Free and Reduced Meal Application is scanned a whole lot of things happen concurrently 

each year in order to be ready for processing applications. Software design, creation and testing, form 

design and testing, printing and printing quality control and meal application distribution. Each year 

Image One works from the input of you, our customers, during the previous year and incorporates the 

latest technological advancements to ensure a constant improving of user experience with even faster 

and more accurate processing. 

¢Ƙƛǎ ȅŜŀǊΩǎ ǘŜŎƘƴƻƭƻƎƛŎŀƭ ŀŘǾŀƴŎŜƳŜƴǘǎ ƛƴclude: 

× Brand new interface 

 

× Online application submission  

 

× Enhanced recognition of data 

 

× Improved Hold functions 

 

× New audit CD functionality 

 

× Ability to Print batch coversheets during the scan process 

 

We are always interested in your feedback.  For all questions, concerns,  Software enhancements and 

software bugs, please go to: 

 

  http://www.RocketSCAN.com/fma/support.htm  

http://www.rocketscan.com/fma/support.htm
Barbie
Rectangle
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RocketSCAN FMATM 

Document Prep 

Overview 

The first and most important step to successfully scan documents is to 
prepare them carefully. The scanner is one of the document imaging 
ǎȅǎǘŜƳΩǎ ƳƻǊŜ ŜȄǇŜƴǎƛǾŜ ŀƴŘ ŜǎǎŜƴǘƛŀƭ ǘŜŎƘƴƻƭƻƎƛŜǎΣ ƘƻǿŜǾŜǊ ƛŦ ƛǘ ƛǎ 
damaged or sitting dormant a large percentage of the time due to 
poor document prep, your internal costs go up as productivity goes 
down.  
 
The key to being an efficient scanner operator is to have well prepped batches of applications 
strategically placed to facilitate loading and unloading of the scanner. If the batches are well prepped 
and the mechanics of loading and unloading are quick and smooth, it is possible to be very efficient at 
scanning and thus help overall system performance.  
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RocketSCAN FMATM 

 
 

Prep Process 
 
There are a few key items that are very important to pay attention to while completing the prep process 
of the applications.  Sort the applications into the correct batch size for your district. (Recommended 
size = 25 Applications). First, check each application for these three items: 
 

1) Barcode Quality If smudged or missingΣ ǎŜŜ ά.ŀŘ .ŀǊŎƻŘŜκ!ǇǇƭƛŎŀǘƛƻƴ /ƻƴŘƛǘƛƻƴέ ƻƴ ǇŀƎŜ мм  
 
 
 
 
 
 

2) Signature (Must Exist) LŦ ƳƛǎǎƛƴƎΣ ǇƭŜŀǎŜ ǎŜŜ ά{ƛƎƴŀǘǳǊŜέ ƻƴ ǇŀƎŜ мм 
 
 
 
 
 

 
3) Ink Color (Black Recommended).  If not, please see άLƴƪ /ƻƭƻǊέ ƻƴ ǇŀƎŜ ммΦ 

 
 
Next, check each application in the stack for anything that may damage the scanner and/or may not be 
read properly by the software: 
 
× Staples ς Remove if found 
× Paperclips ς Remove if found 
× Folds in the paper ς Unfold and smooth out 
× Food Products ς Remove if found 
× Rubber bands ς Remove if found 
× Coffee/food/drink stains - Let Dry overnight.  Do not place wet paper into the scanner! 
× Paper Condition ς Tape up Rips, Tears, Holes Etc.  
× Paper Size should be the standard Image One format that you ordered (For those with issues, 
ǎŜŜ ά.ŀŘ .ŀǊŎƻŘŜκ!ǇǇƭƛŎŀǘƛƻƴ /ƻƴŘƛǘƛƻƴέ ƻƴ tŀƎŜ ммύ 

× Paper Thickness ς Application should not be printed on photo paper or cardboard (For those 
with issues, see άBad Barcode/Application Conditionέ on Page 11) 

× No Faxed or photocopied applications ς (For those with issues, see άBad Barcode/Application 
Conditionέ on Page 11) 

 
  

Barbie
Text Box
scanning
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Exceptions 
 
1. Bad Barcode/Application Condition 
If you receive an application where the barcode does not exist (i.e. torn off), is smudged, has been 
marked with pen or crayon or is just in poor condition, follow these steps: 
 

A. Take all the information that is on the bad application and handwrite it on a brand new 
blank application. Remember to include names, incomes, birthdates etc. Also remember to 
follow the standard rules for the application. (Ink color, upper case letters, clear handwriting 
etc.) 

B. As you cannot sign the application, ƛƴ ǘƘŜ ǎƛƎƴŀǘǳǊŜ ōƻȄ ǿǊƛǘŜ ά{ŜŜ !ǘǘŀŎƘŜŘ.έ  
C. Take a black marker and mark out any remaining parts of the barcode on the original 

application.  If it is ripped remember to tape it up. 
D. Place the new application you filled out in front of the original with the scratched out 

barcode. The original with a bad barcode will be an attachment to your new application and 
now the correct data will be ICRed and the original signature is on file for the auditors if 
needed (see Attachments on page 19). 

 
2. Signature 
An application MUST be signed in order for it to be processed by RocketSCAN.  You will only have a 
couple options to correct this issue: 
 

A. Send the application back to the parent ς either through the school or via USPS ς 
requesting the signature.  This would be the recommended way 

B. {Ŏŀƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ŀƴŘ ŀƭƭƻǿ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ǘƻ ōŜ ǎŜƴǘ ǘƻ ǘƘŜ άIƻƭŘ vǳŜǳŜέ όǎŜŜ ǇŀƎŜ 
55) then call the parent and have them fill out a new application. 

C. If setup in your POS, have the application sent through and a letter of denial printed and 
sent to the parent 

 
3. Ink Color 
Ink in any shade of red or in any color composed of red (including pink, orange and purple) cannot be 
read by RocketSCAN. The scanner automatically drops out any shade similar to Red. If you receive an 
application filled out in any of these colors you will need to complete the following, similar to  the above: 
 

A. Take all the information that is on the bad application and handwrite it on a brand new 
blank application. Remember to include names, incomes, birthdates etc. Also remember 
to follow the standard rules for the application. (Ink color, upper case letters, clear 
handwriting etc.) 

B. As ȅƻǳ Ŏŀƴƴƻǘ ǎƛƎƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ǎƻ ƛƴ ǘƘŜ ǎƛƎƴŀǘǳǊŜ ōƻȄ ǿǊƛǘŜ ά{ŜŜ !ǘǘŀŎƘŜŘέ 
C. Make a photo copy of the original application. That way when you scan the copy it will 

be in black ink. 
D. Take a black marker and mark out the barcode on both the original application and the 

photocopy. 
E. Place the new application you filled out in front of the original with the marked out 

barcode and the photocopy with the marked out barcode. This will make the original 
with a bad barcode and the photocopy attachments to your new application and now 
the correct data will be ICRed and the original signature is on file for the auditors if 
needed (see Attachments on page 19). 
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Scan 

Overview 
 

The scan module is used to convert the paper application into a 

digital format to be processed in the AutoProcess module. It is one 

of the easiest steps in the workflow process, but it is very important 

to complete this step to the best of your ability.  

Support Scanners 

RocketSCAN has certified the following scanners: 

Panasonic Fujitsu Canon 

KV-S2026C Fi-5120C DR-3080C 

KV-S2046C Fi-5010C  

KV-S1025C   

KV-S3065CW/CL   

 

Any scanner with a TWAIN driver interface that supports color dropout (Red specifically) should also 

work. Please check with Image One for any scanner not listed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Barbie
Callout
Contact Systems Design
210.496.2877
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Launching Scan 

 To start the scan Module: 

1. Launch by going clicking the Start Menu, All Programs, Image One, RocketSCAN FMA Scan 

 
 

OR 

From the icon on your desktop 

 

 

 

 

 

 

Note: If this is the first time you have launched any RocketSCAN module you will be 

prompted with the following box. Please contact your administrator to obtain this 

information. 

 

 

 

 

 

 

 

 

 

 

 

 

Barbie
Callout
Contact Systems Design
210.496.2877
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RocketSCAN FMATM 

2. Enter your User Name and Password and select OK 

 

 

 

 

 

 

3. The Scan Module will then launch 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Menus: Dropdown menus: File, Scan and Help (see page 15). 

Main Viewer: Displays the current/last page scanned in the center of module. It can be resized by 

dragging the splitter bar between it and the thumbnail viewer to the left or right. 

Thumbnail Viewer: Displays thumbnail images of every page in the scanned batch (both applications 

and attachments). 

Control Buttons: Used to start the scanning, save the batch and view the scan module settings 

 User Names are not case 

sensitive. 

 Passwords are case sensitive.  

 Passwords are created by 

your administrator 

If you try three times with an invalid 

username/password combination you will be 

temporarily locked out. 
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Menus 

 File Menu  

 

   

Save Batch Saves the batch (performs the same function as the Control Buttons) 

Save Images Exports the scanned images out of RocketSCAN to a directory of your choice 

Clear All Deletes all the scanned applications and attachments and does not save them. 

Settings Takes you to the Settings Screen ς See Page 21 

Exit Exits RocketSCAN Scan and takes you back to your desktop 

 

 

 Scan Menu 

 

Twain Select Source Select your scanner 

Twain Settings Opens your scanner Settings ς See Page 22 

Twain Scan Starts scanning ς Same as the Control Buttons. 

Import Directory Import applications that have already been scanned and saved into RocketSCAN 

 

  

Help Menu 

About Opens the version number and other software info 
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See Page 18 for further details on these 

exceptions 

 

Scanning Batches 

1. Load the paper into the scanner. 

2. CǊƻƳ ǘƘŜ ά/ƻƴǘǊƻƭ .ǳǘǘƻƴǎέ ŀǊŜŀ ŎƭƛŎƪ ά{ŎŀƴέΦ 

 

 

 

 

 

 

 

3. Once the entire batch has been scanned, use the scroll bar to view all the thumbnail images. 

Look carefully for any exceptions such as: 

 

4. /ƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ƻƴŎŜ ȅƻǳ have corrected any discrepancies 

 

 

 

 

 

 

a. Invalid Barcodes 
 

b. Bad Barcodes 
 

c. Attachments 
 

 
 
 

 

 Make sure the paper guides are 

flush against the paper 

 It is best to have all paper facing 

the same direction 

 Watch for folded corners 
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5. You will then get the Pre-Save confirmation. Click OK. 

 

 

 

 

 

 

 

 

 

 

 

6. Note the Batch number and click OK. 

 

¶ LŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ŀ .ŀǘŎƘ ŎƻǾŜǊ ǎƘŜŜǘ /ƭƛŎƪ άtǊƛƴǘ ŎƻǾŜǊ ǇŀƎŜέΦ Lǘ ǿƛƭƭ ǘƘŜƴ ōǊƛƴƎ ǳǇ ȅƻǳǊ 

standard Windows Printer box. Select your printer and Click OK. Once printed click OK 

on the Post-Save Validation box above.  This is only time you are permitted to print a 

cover sheet. If you click Ok you will not be able to reprint the cover sheet at a later time 

 

 

 

 

 

 

 

 

 

Be sure to note the batch number, initials of 

the processor and processed date on the file 

folder when you store the paper applications. 

Pay special attention to the counts in the 

Pre-Save Validation box.  If there are no 

attachments, the Images count should 

match the Applications Count. 

Barbie
Callout
NEW! Batch cover sheet! 

Barbie
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Exceptions 

A. Invalid Barcode ς Indicates an application that has not been setup in the RocketSCAN system. 

¢Ƙƛǎ Ŏŀƴ ƻŎŎǳǊ ǿƘŜƴ ȅƻǳ ǊŜŎŜƛǾŜ ŀƴ ŀǇǇƭƛŎŀǘƛƻƴ ǘƘŀǘ ŘƻŜǎƴΩǘ ōŜƭƻƴƎ ǘƻ ȅƻǳǊ ŘƛǎǘǊƛŎǘ ƻǊ ƛŦ ȅƻǳ 

order additional application throughout the year. Each time you order/print additional 

applications they are created with a different barcode.  

 

 

 

 

 

 

 

If you see applications highlighted in red or receive a message like: 

 

 

 

 

 

 

 

 

 

Please call Image One. Image One support is responsible for setting up each application design 

in your RocketSCAN system. 

 

 

 

 

 

 

B. Bad Barcode ς If the barcode is damaged or has marks through it, it will be necessary to return 

this application to the preparation area to be re-prepped and inserted into a batch or returned 

to the household and have them complete a new application. 

 

 

 

 

 

Image One Support is available 24/7 for your 

convenience. Call 1-800-956-9000 Option #2.  

Barbie
Rectangle

Barbie
Callout
Call Systems Design
210.496.2877
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C. Attachments ς Attachments are any supporting documents received with the application. They 

should always be scanned and never discarded. While scanning if you see an attachment in a 

batch that should not have attachments, check carefully to ensure it is not a barcode that did 

not read, and that the attachment is with the correct application. 

 

 

 

 

 

 

¶ If attachments are scanned in the wrong orientation (i.e. upside down, or portrait 

instead of landscape) the can be rotated by right clicking on the thumbnail of the image 

and selecting the appropriate rotation degree (90, 180, 270) 

Do not rotate the applications. They need to remain in the 

landscape format. 
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Advanced Options 

1) Deleting Applications ς Right click inside the green box and select 

delete 

 

 

 

2) Deleting Individual Pages ς Right click on the image you want to delete and select delete. 

 

 

 

 

 

3) Cut and Paste ς If you need to move an attachment from one application to another you can 

ά/ǳǘ ŀƴŘ tŀǎǘŜέ ƛǘ ōȅ ǊƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ƛƳŀƎŜ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ƳƻǾŜ ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘƛƴƎ ά/ǳǘέΦ 

¢ƘŜƴ ǊƛƎƘǘ ŎƭƛŎƪ ƛƴ ǘƘŜ ƎǊŜŜƴ ōƻȄ ƴŜȄǘ ǘƻ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƛǘ ōŜƭƻƴƎǎ ǘƻ ŀƴŘ ǎŜƭŜŎǘ άtŀǎǘŜέΦ !ƭǎƻ ȅƻǳ 

can Drag and drop applications by left clicking, holding the button and dragging the selected 

application to the appropriate application. 

 

 

 

 

 

Zooming ς ¢ƻ ȊƻƻƳ ƛƴΣ ƭŜŦǘ ŎƭƛŎƪ ǘƘŜ ƳƻǳǎŜ ƻƴ ǘƘŜ ƛƳŀƎŜ ƛƴ ǘƘŜ άaŀƛƴ ±ƛŜǿŜǊΣέ ŘǊŀƎ ŀ ōƻȄ ƻƴ ǘƘŜ 

ƴŜŜŘŜŘ ŀǊŜŀ ŀƴŘ ǘƘŜƴ ǊŜƭŜŀǎŜ ǘƘŜ ƳƻǳǎŜΦ ¢ƻ Ǝƻ ōŀŎƪ ǘƻ ǘƘŜ Ŧǳƭƭ ǎƛȊŜ ƛƳŀƎŜΣ ǊƛƎƘǘ ŎƭƛŎƪ ŀƴŘ ǎŜƭŜŎǘ ά½ƻƻƳ 

hǳǘέΦ   
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Settings 

¸ƻǳ Ŏŀƴ ŀŎŎŜǎǎ ǘƘŜ ǎŜǘǘƛƴƎǎ ŦƻǊ {Ŏŀƴ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ά{ŜǘǘƛƴƎǎέ ŦǊƻƳ 

ǘƘŜ ά/ƻƴǘǊƻƭ .ǳǘǘƻƴǎέΦ  

 

 

 

Clicking Settings will open this box. 

 

 

 

 

 

 

 

General Tab 

Thumbnail size determines the size of the images on the 

Thumbnail Viewer. The default is 4 percent, and is 

recommended as it makes a clean row of applications down 

the side of your screen 

 

 

 

 

 

 

 

It is not recommended to change any of these 

settings without specific knowledge and 

guidance from an administrator or Image One 

Barbie
Callout
Systems Design will perform all correct settings (pgs. 21-23) when the new forms are set up on the application scanning computer before the new school year.
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Select Source: Selects which scanner you would like to use. Generally there will only be one in the list. 

 

 

 

 

Twain Settings: Opens the scanner driver settings. Please note that though these screens may differ 

between scanners, you will want to focus on the same settings. 

 

Resolution: Must be set at 300 DPI (Dots per Inch) as 

the system will not save anything else so that it can 

read both the barcode and handwriting. 

Image Type: Must be set to Black and White.  

Deskew: This setting will autocorrect images to be as 

straight as possible, however, it is still very important 

to make sure paper feeds in the scanner correctly. 

 

 

Brightness and Contrast:  This is a sensitive setting 

that is different for every scanner.  During the 

RocketSCAN install,  experienced, certified Image 

One Technicians shall determine the optimal settings. 

Please write those down and put them in a safe place 

in case you ever need to reset them. 

Dropout: This MUST be enabled and MUST be set to 

wŜŘ ƛƴ ƻǊŘŜǊ ŦƻǊ ǘƘŜ ǎŎŀƴƴŜǊ ǘƻ ƴƻǘ άǎŜŜέ ŀƴȅǘƘƛƴƎ 

red on the application to cause the lines to disappear.   

 

 

 

 

 

It is not recommended to change any of these 

settings without specific knowledge and 

guidance from an administrator or Image One 

Barbie
Callout
Contact Systems Design
210.496.2877
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Image Processing 

These settings handle any post process rotation or deskew settings. As most scanners handle deskew in 

the driver settings, this option should not be enabled unless instructed to do so. Enabling both this 

deskew and the scanner driver deskew will cause the image to distort and stretch.  

 

 

 

Plugin Tab 

This tab contains some additional settings for RocketSCAN. 

 

Enable pre-save prompt: enables the first box to tell you your 

application and image count after click save 

Enable post-save prompt: enables the second box to tell you 

your batch number and be able to print your cover page 

Enable post autorotate software deskew: an additional post 

process used if the scanner does not have a deskew option. 

 

 

 

 

 

 

It is not recommended to change any of these 

settings without specific knowledge and 

guidance from an administrator or Image One 
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Exiting Scan 

As with any Windows-based software, it is extremely important to properly exit RocketSCAN when you 

have completed using the software or leaving your desk for an extended period. Properly exiting 

ensures that databases are kept intact and that system settings are properly saved. Never power off 

your system while RocketSCAN is still running as it may cause system corruption. To properly exit 

RocketSCAN you can either: 

 

1. From the File menu, select Exit 

 

 

 

 

 

 

 

 

 

 

2. /ƭƛŎƪ ǘƘŜ ά·έ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ŎƻǊƴŜǊ 

 

 

 

3. tǊŜǎǎƛƴƎ ά!ƭǘ Ҍ Cпέ ƻƴ ȅƻǳǊ ƪŜȅōƻŀǊŘ 
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Troubleshooting Errors 

 

Connection Properties 
The system cannot locate the database. Contact 
your administrator for this information. 

 

a) Check to make sure the scanner power is 
on 

b) Check to make sure the cable is plugged 
into the back of the scanner and the back 
of the computer 

c) Try and reselect your scanner 

 

Invalid Barcode 
a) Check the application to make sure it 

belongs to your district 
b) If application is a reprint, contact Image 

One to setup the new form 

 

On the first application scanned, the barcode did 
not read successfully or was an attachment. Delete 
the first application/page and have it re-prepped. 

 

Only one application scanned and it did not have a 
readable barcode. 

 

The DPI setting is something other than 300. Check 
your scanner settings (see page 22) 

 

Invalid Barcode 
a) Check the application to make sure it 

belongs to your district 
b) If application is a reprint, contact Image 

One to setup the new form 

 

There is a paper jam. Clear the paper from the 
scanner and try to scan again. 

 

Your workstation has not been configured to scan. 
Add your worƪǎǘŀǘƛƻƴ ƛƴ !ŘƳƛƴΣ ǳƴŘŜǊ άaƛǎǎƛƻƴ 
/ƻƴǘǊƻƭέΦ 
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You do not have permission to save to the 
directory. Contact your system administrator. 

 

The path RocketSCAN is set to save to does not 
exist. Contact your system administrator. 

 

Check the cover of the scanner. Make sure it is 
firmly closed. 

 The Database is not configured correctly. Please 
contact Image One for further assistance. 

 

 

  

Barbie
Callout
Contact Systems Design
210.496.2877
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Validate 

Overview 

In the Validation module, the owner will be double checking to ensure that the 

ǎȅǎǘŜƳ άǊŜŀŘέ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴǎ ŎƻǊǊŜŎǘƭȅΦ  aƻǎǘ ƻŦ ǘƘŜ ƘǳƳŀƴ ƭŀōƻǊ ǘŀƪŜǎ ǇƭŀŎŜ 

her so it has been designed to balance speed with accuracy. After an operator 

becomes efficient, 15 seconds of labor per application is an attainable goal. 

Validate is task based and has controls designed to speed validation/correction of each different area on 

the Free and Reduced Meal Application. Validate also has the USDA/DOE guidelines built into the 

workflow to ensure compliance. 

  

Barbie
Text Box
here
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Launching Validate 

 To start the validate Module: 

4. Launch by going clicking the Start Menu, All Programs, Image One, RocketSCAN FMA 

Validation  

 
 

 

OR 

From the icon on your desktop 

 

 

 

 

 

 

Note: If this is the first time you have launched any RocketSCAN module you will be 

prompted with the following box. Please contact your administrator to obtain this 

information. 
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5. Enter your User Name and Password and select OK 

 

 

 

 

 

 

 

 

 

6. The Validate Module will then launch 

 

If you try three times with an invalid 

username/password combination you will be 

temporarily locked out. 

 User Names are not case 

sensitive. 

 Passwords are case sensitive.  

 Passwords are created by 

your administrator. 
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Validating an Application 

This section will go over how to validate a standard application with all tasks. See the detailed Task 

listings on pages 33-36 for a listing of all keystrokes available on each screen (Also located in Appendix 

B).  

 

Foster Task: Verify the check box in the work area is 

the same as the checkbox on the image snippet. If it 

ƛǎ ƛƴŎƻǊǊŜŎǘ ǳǎŜ ǘƘŜ ά{ǇŀŎŜ .ŀǊέ ǘƻ ŎƻǊǊŜŎǘ ǘƘŜ ōƻȄΦ 

Hit “Enter” to go on to the next task. 

 

 

 

 

 

Student Information Task: The goal is to make the 

ōƻǘǘƻƳ άCƛƴŀƭ [ƛǎǘέ ŀǊŜŀ ƳŀǘŎƘ ǿƘŀǘ ƛǎ ƭƛǎǘŜŘ ƻƴ ǘƘŜ 

ŀǇǇƭƛŎŀǘƛƻƴΦ  9ŀŎƘ ǎǘǳŘŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŜƴǘŜǊŜŘ 

individually and will be highlighted in one of three 

particular colors:  

 

Blue: RocketSCAN found a match in your POS system. Please verify the correct match is selected. 

Remember to confirm the TANF/Food Stamp field as well as any Student income. 

Red: RocketSCAN did not find a match in your POS system. Please check all the information and try some 

different combinations (i.e. Birthday and First Name Only) to see if you can find a match. Also try partial 

matches if the name in not readable. 

Yellow: RocketSCAN found more than one match for a single student with the same last name, first 

name, and birth date. Please select the correct student. 

Once you have found a match, or determined that there is no match, select the student and use “Alt-A” 

to add the student to the final list and move on to the next student in this section.  

If you determine that the individual is not in school in your district you can use “Alt-D” to delete this 

individual.  You may want to add them to the Household section in the next task. Doing this will draw a 

line through the deleted individual. 
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Once you have completed adding all the students to the Final List, your work area will be grayed out, the 

ƘƛƎƘƭƛƎƘǘǎ ǿƛƭƭ ƴƻ ƭƻƴƎŜǊ ōŜ ƻƴ ǘƘŜ ƛƳŀƎŜ ŀƴŘ ǘƘŜ άCƛƴŀƭ [ƛǎǘέ ǿƛƭƭ ōŜ ŎƻƳǇƭŜǘŜ ǿƛǘƘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǘƘŀǘ 

ƳŀǘŎƘŜǎ ǘƘŜ ǎǘǳŘŜƴǘ ŀǊŜŀ ƻŦ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴΦ Iƛǘ άEnterέ ǘƻ Ǝƻ ƻƴǘƻ ǘƘŜ ƴŜȄǘ ǘŀǎƪΦ 

 

 

 

Household Members Task: Just like in the student 

ǎŜŎǘƛƻƴΣ ǘƘŜ Ǝƻŀƭ ƛǎ ǘƻ ƳŀƪŜ ǘƘŜ ōƻǘǘƻƳ άCƛƴŀƭ [ƛǎǘέ 

match what is listed on the application. Each 

household member is listed individually and 

highlighted in green. There is no need to confirm 

the actual name of the household member, just 

confirm if one is listed and then confirm either the 

income or that the no income box is checked.  

Once you have authenticated all the information 

for the highlighted household member, you will use “Alt-A” tƻ ŀŘŘ ǘƘŜ ƘƻǳǎŜƘƻƭŘ ƳŜƳōŜǊ ǘƻ ǘƘŜ άCƛƴŀƭ 

[ƛǎǘέΦ  

Occasionally the parent/guardian will add students that are in the student 

section to the household member section as well. If you determine that a 

household member is the same as a student in the student section, then 

you can use “Alt-D” to remove that household member. Hit “Enter” to go 

onto the next task. 

 

Household Total Task: Verify that the number entered in the box is the same as the number of 

household members and students on the application. If 

ǘƘŜȅ ŘƻƴΩǘ ƳŀǘŎƘ ȅƻǳ ǿƛƭƭ ōŜ ǇǊƻƳǇǘŜŘ ǿƛǘƘ ŀ broken 

rule. Hit “Enter” to go onto the next task. 

 

 

Household SSN Task: Check to make sure the SSN is the same number on 

the application or that the no SSN box is checked. The application must have 

a SSN number or check the no SSN box otherwise you will get a broken rule. 

Hit “Enter” to go onto the next task. 
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Signature Verification Task: Verify that the application is signed and dated. 

To check or uncheck the box(s) hit the “Space Bar”. The application must be 

signed or you must send it to Hold. Hit “Enter” to go onto the next task. 

 

 

 

 

 

 

Final Check:  The last screen gives an overview of all the data you validated on the application. You need 

to take a quick glance to make sure everything looks correct. You will then have three options: 

1) Release to POS ς Sends the application to Export and moves on to the 

next application in the batch 

2) Send to Hold ς Sends the application to Hold for further review and 

moves on to the next application/batch 

3) Start over ς Returns you to the Foster Check Task and erases the data. 

You will need to revalidate the entire application. 
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Tasks 

During Validation the software will guide you through the application focusing on each section, one at a 

time. We have determined that it is much more efficient to validate using the keyboard keys and to 

rarely use the mouse. Below is a list of tasks, descriptions and list of key strokes available on each task 

(please note that your application may not include the Optional sections): 

Foster Check 
- Verify that the box on the application is NOT 
checked and that RocketSCAN read the box 
correctly. 

 
 

 

Special Circumstance (Optional)  
-Verify if the student is Homeless, Migrant, or 
Runaway.  

 

 

  

If you find yourself using the mouse, place the 

mouse somewhere out of reach like behind your 

monitor. 
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Student Information 
-Check each line of ǘƘŜ {ǘǳŘŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴΣ ƛƴŎƭǳŘƛƴƎ 
DOB, Last Name, First Name, Income and Food Stamp (or 
other state specific meal program) case number. 

 
 

 

Household Members 
-Check each of the household members on the application 
including whether they have income or not 

 
 

Household Total 
-Verify the total number of members in the household 
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Race/Ethnicity (Optional)  
- Confirm the Race and Ethnicity of the family. Only one 
may be selected.  

 

 

SSN 
- Authenticate that the SSN is complete or the 
household member has checked the No SSN box 

 

 

Signature 
-Make sure that a household member has signed the 
application 
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Guardian Printed Name (Optional) 
-Check the Guardian has printed their name in the 
boxes.  

 

 

Guardian Address (Optional)  
-Validate the guardian address. This is optional, and 
can overwrite the data in the POS. Depending on your 
POS setup it may revert back to the original 

 

 

Final Check 
-Approve that the application is complete and 
accurate, and sends it through to the POS import file 

 
 

 

  



Chapter 4 - Validate 
  

 
37 

  

 
RocketSCAN FMATM 

Rules 

Rules are built into the software to help you with possible issues in the software. They also may force 

you to do certain things. Any of the rules can be disabled or enabled. By default, all rules are turned on 

as long as the areas they correspond to are on your application. (E.g. not everyone has a Homeless, 

Migrant Runaway area on their application so that rule would be disabled.) A mandatory rule will force 

ȅƻǳ ǘƻ ŜƛǘƘŜǊ ŦƛȄ ǘƘŜ ǇǊƻōƭŜƳ ǿƛǘƘ ǘƘŜ ǇŀǊǘƛŎǳƭŀǊ ŀǊŜŀ ƻǊ ǎŜƴŘ ƛǘ ǘƻ ǘƘŜ άIƻƭŘ vǳŜǳŜέ ŦƻǊ ŦǳǊǘƘŜǊ ǊŜǾƛŜǿ 

(See Page 56 for how to view the Hold Queue). Non-Mandatory will flag you of the possible problem but 

allow you to continue on and ignore the issue or send the application to hold for further review. Each 

rule can be customized for your district (Enabled or Not Enabled and Mandatory or Not Mandatory). If 

you see a rule that does not perform the correct task for your district, contact your administrator or 

Image One to change the method. 

 

Special Circumstance Task 
Some districts require that Homeless Migrant or 
Runaway students be pre-approved through a 
district liaison. This rule will give you the 
opportunity to Send the application to Hold and 
contact the liaison to make sure the requirements 
are met 

 

Student Information Task 
The USDA requires that foster children have an 
income of some type. This rule requires you place 
ŀ άлέ ƻǊ ƎǊŜŀǘŜǊ ƴǳƳōŜǊ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘ ƛƴŎƻƳŜ ƻǊ 
foster income box associated with the student. 

 

Student Information Task 
The USDA requires that applications marked as 
Foster only have a single child on it. This rule will 
notify you of more than one student on a Foster 
application. You can then send this to Hold to 
follow up with the guardian.  
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Student Information Task 
RocketSCAN has configured your system to accept 
a Food stamp, TANF or other case number of a 
certain length. If the number you enter is too short 
or too long you will get this Broken Rule. 

 

Household Members Task 
¢Ƙƛǎ ǊǳƭŜ ǊŜǉǳƛǊŜǎ ǘƘŀǘ ŜƛǘƘŜǊ ǘƘŜ άbƻ LƴŎƻƳŜέ ōƻȄ 
be checked or that the household supplies income 
in one of the fields. 

 

Household Members Task 
You did not select a frequency for the Household 
member. You must select one for each field with 
income. 

 

Household Members Task 
This rule will notify you if the Household makes 
more than the maximum amount of income 
specified by your district. The system prompts you 
to double check to ensure the Income figure is 
correct. (e.g. An extra zero was entered showing 
the Income as $5000 in the box but it should be 
$500) 



Chapter 4 - Validate 
  

 
39 

  

 
RocketSCAN FMATM 

 

Household Total Task 
RocketSCAN keeps tracks of how many students 
and Household members you add in each of the 
tasks prior to the count. If the count in this box 
does not match the number you have added, you 
will be flagged with this error.  

 

SSN Task 
The USDA requires every application must have 
either a Social Security Number specified or a 
check must be placed in the box stating that the 
signer does not have a SSN. 

 

Signature Task 
The USDA requires that all applications MUST be 
signed. There must be a signature in the box for 
the application to be valid. 

 

Guardian Print Name Task 
Certain Free & Reduced systems (i.e. Zangle) 
require a signee name be present on the 
application. Failure to enter a signee name in the 
boxes provided will prompt this rule. 
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Functions 

F1 ς Help: Will open the Validate About screen and if available help contents. You can 

also access the Image One Meeting Center for tech support. 

 

 

 

F2 ς Hotkeys: This will launch a menu to assist with remembering the hotkeys and 

their functions. 

  

 

 

 

 F3 ς View App: You can view the entire image by hitting 

F3. This will open the application in a viewer and give you two options: 

Printing – You can print the applications by right clicking and 

ǎŜƭŜŎǘƛƴƎ άtǊƛƴǘέΦ Lǘ ǿƛƭƭ ǘƘŜƴ ƻǇŜƴ ȅƻǳǊ ŘŜŦŀǳƭǘ ǇǊƛƴǘŜǊ ōƻȄΦ 

Zoomingς If you need to look at something closer in validate you can zoom by left clicking (on 

ǘƘŜ ƛƳŀƎŜ ƛƴ ǘƘŜ άaŀƛƴ ±ƛŜǿŜǊέύ ŀƴŘ ƘƻƭŘƛƴƎΣ ŀƴŘ ŘǊŀƎƎƛƴƎ ŀ ōƻȄ ƻƴ ǘƘŜ ƴŜŜŘŜŘ ŀǊŜŀ ŀƴŘ ǘƘŜƴ 

releasing the mouse. It will then zoom to the requested area. To go back to the full size image, 

ǊƛƎƘǘ ŎƭƛŎƪ ŀƴŘ ǎŜƭŜŎǘ άȊƻƻƳ ƻǳǘέΦ 

 

 

 

 

 

 

F12 ς Delete Application: Pressing F12 will permanently delete the application. If 

deleted, the Application CANNOT be recovered. It would need to be rescanned from 

paper or resubmitted online (if available). 

If your computer has dual monitors, you can 

leave this viewer open on one monitor and the 

validate module open on the other, the viewer 

will automatically switch applications as you 

process the applications through validate. 
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Going back to a previous Tasks – If for some reason you need to go back to a previous task you can 

either use your hot key (Ctrl-B) or left click on the task section of validate. Remember if you go back to a 

task you will be required to redo the rest of the application again. You cannot 

jump forward again. 

  

 

 

 

Information Panel (Bottom Right) 

Batch Progress- Displays how many applications are left in the current 

batch. 

 

Time Remaining in Batch – RocketSCAN will only allow you a set amount of time to validate a 

batch (default ς 2 hours). Leaving the Validation module running can lead 

to either a crashed computer or an inaccessible, un-validated batch open 

on the workstation of a user who forgot to log out of the application. After 

the set time you will be automatically kicked out of the software and be required to log back in. 

Please not that when you log back on, you may get a different batch. 

 

Average time to Process an Application – Displays the average time, in seconds, per application 

a user processes to keep you aware of your personal efficiency.  The 

display changes color depending on your time. 0-30 seconds it will show 

Blue, 30-60 seconds it will show yellow and greater than 60 will show Red. 

These times are adjustable if needed 

 

Title Bar (Top Left) – Shows the batch ID you are processing and the application number you are 

currently processing. 
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Exiting Validation 

As with any Windows-based software, it is extremely important to properly exit RocketSCAN when you 

have completed using the software or leaving your desk for an extended period. Properly exiting 

ensures that databases are kept intact and that system settings are properly saved. Never power off 

your system while RocketSCAN is still running as it may cause system corruption. To properly exit 

RocketSCAN you can either: 

 

4. /ƭƛŎƪ ǘƘŜ ά·έ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ŎƻǊƴŜǊ 

5. tǊŜǎǎƛƴƎ ά!ƭǘ Ҍ Cпέ ƻƴ ȅƻǳǊ ƪŜȅōƻŀǊŘ 
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Admin 

Overview 

The Admin Module has three primary functions: 

1) Exception applications: Managing the applications that 

do not meet the correct requirements and finding 

students that were not matched during validation 
2) System monitoring: Confirming the system and the users are processing the applications 

correctly 
3) System Settings: Controlling the system setup and displays.  (This portion of admin will 

only cover basic user privileges. Please see the Administrators guide for more detailed 

explanation of each area)  
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Launching Admin 

 To start the Admin Module: 

7. Select from the Image One section of the Start Menu under Programs

 
 

OR 

From the icon on your desktop 

 

 

 

 

 

 

Note: If this is the first time you have launched any RocketSCAN module you may be 

prompted with the following box. Please contact your administrator to obtain the logon 

information. 
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8. Enter you User Name and Password and select OK 

 

 

 

 

 

 

 

 

 

9. The Admin Module will then launch  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you try three times with an invalid 

username/password combination you will be 

temporarily locked out. 

 User Names are not case 

sensitive. 

 Passwords are case sensitive.  

 Passwords are created by your 

administrator 

You may not see this mission control screen 

after launching Admin depending on your 

permissions. 
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Menus 

 File Menu 

 

Exit Exits RocketSCAN and takes you back to your desktop 

 

 

 Administration Menu 

 

 

Mission Control System monitoring and exporting  

Application Management Primary area for determining where an application is located 
within RocketSCAN 

Form Management* Manage all forms, field mapping, tasks and rules 

User Management* Create, deactivate and control users and permissions 

Reports Run reports to determine student/application progress and 
user based reports 

Audit Management Create an external application to be burned on CD for the 
auditors 

Historical Export Gives the ability to reproduce an exact replica of a previously 
created export file 

Database Services* Check the database status, service state, and database 
backups 

Hyperlinks navigate to a full description of the portal 

*Administrator function ς A full Description is available in the Administrator Guide 

Settings Menu 

 

 

 

Mission Control Settings* Change the basic settings of the Mission Control 
module 

Global Settings* Change behind the scene system settings 

Updates Access software updates sent by Image One 

Year Rollover* Archive data at the end of the current school 
year to prepare for the upcoming school year. 

Based on your user privileges, you may not 

see some or all of these menu options. 

Barbie
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*Administrator function ς A full Description is available in the Administrator Guide 

Help Menu 

 

 

About Displays the version number and other software information including a 
link to the RocketSCAN Online Support Web Page 
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Mission Control 

Scan Status 

1) Number of applications scanned into RocketSCAN for the 

current school year 

 

2) Number of applications remaining based on your license 

 

3) Remaining scans before the recommended Preventative 

Maintenance (PM) kit should be purchased 

 

4) Percentage of time the scanner has been active during the 

current day 

 

 

 

Online Applications 

1) Number of applications received from the internet for the 

current school year 

 

2) Percentage of online applications versus total number of 

applications (both paper and online) received for the current school 

year 

 

3) Percentage of students received from the web based on the 

total number of students 

 

4) Number of applications received from the internet since 12AM 

  

Mission Control does not show information in 

άwŜŀƭ ¢ƛƳŜΦέ ¢ƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ refreshed every 

60 seconds, however, it may be manually 

refreshed by clicking this button: 
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INR Status 

1) Number of applications that have been processed and sent to 

validation 

 

2) Percentage of students matched successfully by the process 

 

3) Number of applications waiting to be processed 

 

4) Monitors the service to make sure it continues to process 

 

 

Validate Status 

1) Number of applications waiting to be validated 

 

2) Number of applications in the system for more than 5 days 

 

 

3) Number of applications in the system for more than 7 days 

 

4) Number of applications being processed per hour system wide 

 

 

Hold Queue Status 

1) Number of applications on Hold  

 

2) Number of applications on hold for more then 5 days 

 

 

3) Number of applications on hold for more then 7 days 

 

4) Number of applications that have not yet been reviewed by 

an operator 
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Missing ID Queue Status 

1) Number of Students (not applications) that need IDs 

 

2) Number of students with missing IDs that have been in the 

system for more than 5 days 

 

3) Number of students with missing IDs that have been in the 

system for more than 7 days 

 

4) Number of students that may have a match based on Last 

name and birth date 

 

Export Status 

1) Number of completed applications that have been 

exported to the POS 

 

2) Number of students waiting to be exported 

 

3) Days since an export was run 

 

4) Percentage the export succeeded (0% or 100%) 

 

 

Export Verify Status 

1) Number of completed applications that have been 

exported to the POS and verified 

 

2) Number of students waiting to be export verified 

 

3) Days since an export verify was run 

 

4) Success Rate ς e.g. if you export 100 students and 3 fail 

you will have a 97% Success Rate. 
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Scan Management 

The top half of this screen contains statistics about the scanner operators. It will show you the username, 

number of scans completed, speed, average down time and the date the statistics apply. It will only 

show the most recent day that that user has scanned. 

 

 

 

 

 

 

 

The bottom half display some statistics from the physical scanner, such as number of scans, the 

workstation it is connected to and the amount of jams that have occurred. 

 

Creating/Modifying a New Scanner 

Before you can connect a new scanner, you must tell the RocketSCAN system some information about it. 

This prevents unauthorized scanners from inputting applications into the system. You can also modify 

your current scanner locations from here. To do so: 

wƛƎƘǘ ŎƭƛŎƪ ŀƴȅǿƘŜǊŜ ƛƴ ǘƘŜ ά{ŎŀƴƴŜǊǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ōƻȄ ŀƴŘ ŎƘƻƻǎŜ ά!ŘŘ 

{ŎŀƴƴŜǊέ ƛŦ ȅƻǳ ŀǊŜ ŎƻƴƴŜŎǘƛƴƎ ŀ ƴŜǿ ǎŎŀƴƴŜǊ ǘƻ ǘƘŜ ǎȅǎǘŜƳΦ  If you are 

modifying information for your current system, highlight the scanner on the   

ƭƛǎǘ ŀƴŘ ǎŜƭŜŎǘƛƻƴ ά9ŘƛǘΦέ/ƘƻƻǎŜ 5ŜƭŜǘŜ ǘƻ ǊŜƳƻǾŜ ŀ ǎŎŀƴƴŜǊ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ŎƻƳǇƭŜǘŜƭȅΦ 

 

Input or modify the information needed. It is very 

important to get the exact ƴŀƳŜ ƻŦ ǘƘŜ ά²ƻǊƪǎǘŀǘƛƻƴέ ǘƻ 

which the scanner is connected, otherwise it will not be 

allowed to scan applications into RocketSCAN.  

hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǎŜƭŜŎǘ ά{ŀǾŜΦέ 
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Creating a Maintenance Record 

It is very important to keep your scanƴŜǊ ŎƭŜŀƴ ŀƴŘ ƻǇŜǊŀǘƛƴƎ ŀǘ ƛǘǎ ōŜǎǘΦ όtƭŜŀǎŜ ǎŜŜ άaŀƛƴǘŀƛƴƛƴƎ ¸ƻǳǊ 

{ŎŀƴƴŜǊέ ƻƴ tŀƎŜ 62) 

Should you ever replace the rollers or have the entire scanner replaced for any reason it is 

ǊŜŎƻƳƳŜƴŘŜŘ ȅƻǳ ƛƴǇǳǘ ŀ άaŀƛƴǘŜƴŀƴŎŜ wŜŎƻǊŘέ ǎƻ ǘƘŜ ǎȅǎǘŜƳ ǊŜǎŜǘǎ ǘƘŜ ά{Ŏŀƴ ǘƛƭƭ taέ ǎŜǘǘƛƴƎ ǳƴŘŜǊ 

Mission Control.  To do this: 

wƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ǎŎŀƴƴŜǊ ȅƻǳ ŀǊŜ ŎƻƳǇƭŜǘƛƴƎ ƳŀƛƴǘŜƴŀƴŎŜ ƻƴΦ {ŜƭŜŎǘ ά9Řƛǘέ 

 

/ƘƻƻǎŜ ά!ŘŘ bŜǿ aŀƛƴǘŜƴŀƴŎŜ wŜŎƻǊŘέ ŀǘ ǘƘŜ ōƻǘǘƻƳ  

 

 

Fill in your name and complete the notes section including 

the type of maintenance performed and any other pertinent 

information. 

hƴŎŜ ŎƻƳǇƭŜǘŜΣ ŎƭƛŎƪ ά{ŀǾŜέ 
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Export 

It is very important to 

understand how to 

complete the Export 

Process. If you follow 

the steps you should 

not have any 

problems.  

During the Export Process it is important to pay 

attention to the Export, and Export Verify 

sections of Mission Control.  It will show you 

where the application progress. 

 

1) Export Students: Clicking this button will take any students waiting to 

be exported and export them to a .txt file at the export file location. This process may 

take up a few minutes. Once this is complete both the number of students waiting to 

be exported as well as the days since last export should reset to zero (0). If the export 

ƛǎ Ŧǳƭƭȅ ŀŎƘƛŜǾŜŘΣ ǘƘŜ ά{ǳŎŎŜǎǎ wŀǘŜέ ǿƛƭƭ ōŜ млл҈Φ  

 

2) Import Students into POS: This step is NOT completed in 

RocketSCAN. The button is included only as a reminder.  You must perform this 

process in your POS system. For full instructions you will need to contact your POS 

directly. You will need to push this button before going onto step 3. When you push 

this button it allows buttons 3 and 4 to light up as well as display a message reminding 

you to go to your POS to import the data. 
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3) Refresh Student Database: To ensure RocketSCAN uses an up-

to-date copy of students from your POS, click on box 3 to refresh the RocketSCAN 

Database. Depending on your POS, your POS location, and your network bandwidth, 

this process could take as little as one minute or as much as forty five. Once 

ŎƻƳǇƭŜǘŜŘΣ ŀ ƳŜǎǎŀƎŜ ōƻȄ ǿƛƭƭ ŀǇǇŜŀǊΦ LŦ ǘƘŜ άCŀƛƭŜŘ wŜŦǊŜǎƘ aŜǎǎŀƎŜέ ŀǇǇŜŀǊǎΣ do 

not move on to the next step. Repeat Step 3. If the problem continues please contact  

     Image One tech support.  

 
Successful Refresh Message   Failed Refresh Message 

   

 

 
 

4) Verify Exported Students: Press button 4 to begin the process of 

comparing the Application ID of the exported application to the Application ID given 

back to RocketSCAN from your POS during Step 3.  If they match they are considered 

exported. If they do not match the student is senǘ ōŀŎƪ ǘƻ ǘƘŜ άIƻƭŘ vǳŜǳŜέ ŦƻǊ 

ŦǳǊǘƘŜǊ ǊŜǾƛŜǿΦ hƴŎŜ ǘƘŜ ǾŜǊƛŦƛŎŀǘƛƻƴ ƛǎ ŎƻƳǇƭŜǘŜ ōƻǘƘ ǘƘŜ ά{ǘǳŘŜƴǘǎ ²ŀƛǘƛƴƎέ ŀƴŘ 

ά5ŀȅǎ {ƛƴŎŜ [ŀǎǘέ ƻƴ aƛǎǎƛƻƴ ŎƻƴǘǊƻƭ ǎƘƻǳƭŘ ǊŜŀŘ ȊŜǊƻ όлύ ŀƴŘ ǘƘŜ ά{ǳŎŎŜǎǎ wŀǘŜέ ǿƛƭƭ 

be 100%.  

 Application Rerouting: Only access this drop down box if instructed to do so by your 

administrator or an Image One technician. 

 Set all unvalidated applications back to Auto Process:  When Image One or your administrator modifies 

any zone or field setup issues, this will take any application waiting to be validated and send it back to 

be reprocessed. Please select this option with discretion as it may affect system performance for a 

period of time. 

Set all POS Failed applications back to Export:  This function is only to be used in the event an item does 

not make it into your POS. Selecting this option will send everything that did not make it into the POS 

back to the Export Students queue. 

Set all POS Failed applications back to Export Verify:  This function will take the students that are POS 

failed and recheck them against the Application IDs provided by the POS. 
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 Export To Content Management Xcel (CMX): CMX is a powerful 

content management software solution designed to archive your applications and is 

available for purchase to supplement the RocketSCAN system. If CMX is enabled, this 

button will be labeled with the number 5.  Pressing the button will automatically export 

the data from RocketSCAN into the CMX database.  For more information about CMX go 

to: http://www.rocket-file.com/, or call Image One at 1-800-956-9000 Ext. 255. 

 

Historical Export  

In rare instances, you may need to recreate an export file 

from a previous day that has been fully exported.  Selecting 

this option will create an exact replica of any day(s) you 

specify. As this function should be used with caution, please 

contact your administrator for assistance.   

 

 

Application Management 

Once an application is scanned you will be able to locate it in the 

Application Management portal.  To open any record, simply 

double click.  

Missing ID’s 

Any student that an ID was unavailable for in the validation process will appear on this screen. Reasons 

for missing IDs may include: pre-school age children, graduated students, student not yet enrolled, 

withdrawn students and students not in your district. It is recommended to review the Missing ID queue 

immediately following Step 4 of the Export procedure as this is when RocketSCAN will receive any new 

student entered into your POS. Please be sure to review this screen often as researching each student 

can be an involved, user intensive process that includes researching students names in your Student 

InŦƻǊƳŀǘƛƻƴ {ȅǎǘŜƳΣ ȅƻǳ th{ ƻǊ ŎƻƴǘŀŎǘƛƴƎ ǘƘŜ ǇŀǊŜƴǘǎ ƻǊ ǘƘŜ ǎŎƘƻƻƭΦ  LŦ ŀ ǎǘǳŘŜƴǘ ǎƛǘǎ ƛƴ aƛǎǎƛƴƎ L5Ωǎ ŦƻǊ 

an extended period of time you may need to make a decision to delete the student 

 

 

 

 

 
If an application has multiple students listed, only 
those names with IDs will go on to your POS for 

eligibility.  Any name on an application that continues 
to have issues will remain in the queue.  

http://www.rocket-file.com/
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To process a student in Missing IDs, double click on the student 

you wish to search for. In the provided spaces at the bottom of 

the screen, correct the information to match that on the 

application. As in Validate, this list is interactive and based on 

Birth Date, Last Name and First Name.  As you change 

information in these fields, matches from your Free and 

reduced/POS system are displayed.  Verify each box as 

information may have been written incorrectly on the 

application. Once a match is found, highlight them in the list and 

ŎƭƛŎƪ ά{ŀǾŜ ŀƴŘ /ƭƻǎŜέ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ǘop left of the window.  The 

ŀǇǇƭƛŎŀǘƛƻƴ ǿƛƭƭ ƳƻǾŜ ǘƻ ŜȄǇƻǊǘΦ LŦ ȅƻǳ ŀǊŜ ǳƴŀōƭŜ ǘƻ ŦƛƴŘ ŀ ƳŀǘŎƘ ŎƭƛŎƪ ά/ŀƴŎŜƭέΦ 

Held Applications 

Held Applications contains any application that was sent to hold during the validation phase either 

Ƴŀƴǳŀƭƭȅ ƻǊ Ǿƛŀ ŀ .ǊƻƪŜƴ wǳƭŜΦ  Lǘ ŀƭǎƻ Ŏƻƴǘŀƛƴǎ ǘƘƻǎŜ ǘƘŀǘ ŦŀƛƭŜŘ 9ȄǇƻǊǘ ±ŜǊƛŦȅΣ ǊŜŎƻƎƴƛȊŀōƭŜ ōȅ ŀ άth{ 

CŀƛƭŜŘ LƳǇƻǊǘέ ǎǘŀǘǳǎΦ tƭŜŀǎŜ ōŜ ǎǳǊŜ ǘƻ ǊŜǾƛŜǿ ǘƘŜ Held Applications queue on a regular basis (as much 

as two to three times a day during peak processing) to ensure timely processing of every application.  

¢ƻ ŘŜǘŜǊƳƛƴŜ ǘƘŜ ǊŜŀǎƻƴ ŦƻǊ ǘƘŜ ƘƻƭŘΣ ŜƛǘƘŜǊ ƘƻǾŜǊ ȅƻǳǊ ƳƻǳǎŜ ƻǾŜǊ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ ƻƴ ǘƘŜ Ƴŀƛƴ 

screen or double click the application to open it.  The incorrect entries will be highlighted in red.  If you 

are still ǳƴǎǳǊŜ ƻŦ ǘƘŜ ǊŜŀǎƻƴ ǿƘȅ ƛǘ ƛǎ ƻƴ άƘƻƭŘέ ŎƭƛŎƪ ǘƘŜ ά/ƘŜŎƪ ŦƻǊ ŜǊǊƻǊǎέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŀƴŘ 

it will give a description.  Once the coǊǊŜŎǘƛƻƴǎ ŀǊŜ ƳŀŘŜΣ ŎƭƛŎƪ ά{ŀǾŜ ŀƴŘ /ƭƻǎŜΦέ  LŦ ŀƭƭ .ǊƻƪŜƴ wǳƭŜǎ ƘŀǾŜ 

been fixed, the application moves into the Ready to Export queue.   

 

Validated Applications/Unvalidated Students 

Both Validated Applications and Unvalidated  Students are search 

based tabs used to find any application in the entire RocketSCAN 

system, view the application and see the current state of the 

student. Validated Applications contains applications that have 

ŎƻƳǇƭŜǘŜŘ ǘƘŜ ±ŀƭƛŘŀǘŜ ǇǊƻŎŜǎǎΣ ƛƴŎƭǳŘƛƴƎ IƻƭŘΣ aƛǎǎƛƴƎ LŘΩǎΣ 

Deleted, Etc.  Unvalidated Students allows you to search the raw 

unreviewed data so be warned that this may not be 100% 

accurate. Choose the field you want to search, enter your 

ƛƴŦƻǊƳŀǘƛƻƴ ƛƴǘƻ ǘƘŜ {ŜŀǊŎƘ ōƻȄΣ ŀƴŘ ŎƭƛŎƪ ά{ŜŀǊŎƘέΦ Lǘ ǿƛƭƭ ǘƘŜƴ 

show you a list of students matching those criteria. 
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Deleted Students 

Deleted Students contains all students that have been deleted from RocketSCAN at any point from 

Validation to Ready for Export.  Once an application is exported, it CANNOT be deleted.  Please use the 

delete feature with caution as deleted students CANNOT be brought back into RocketSCAN. You will be 

required to get a new application from the household or rescan the original. Since Students can be 

deleted at any point there may students in this section that do not have indexed data (e.g. Student 

number, last name, first name, DOB etc.).  

¸ƻǳ Ŏŀƴ ǾƛŜǿ ŀ ŘŜƭŜǘŜŘ ǎǘǳŘŜƴǘΩǎ ŀǇǇƭƛŎŀǘƛƻƴ ōȅ ŘƻǳōƭŜ ŎƭƛŎƪƛƴƎ ǘƘŜ ǊŜŎƻǊŘΦ 

Optional Tabs 

Not Exported Due to Direct Cert: Contains all students that submitted an application and the system 

determined they were Directly Certified from the POS. The application is sent to this tab and not 

exported to your POS. They will remain in the tab indefinitely. 

Not Exported Due to Meal Status:  Any student who has 

previously received an eligibility and submits another application, 

that application and any subsequent application are NOT 

exported to your POS and are instead held in this queue.  As 

eligibility requirements vary from district to district and/or are 

handled by the POS, RocketSCAN recommends this feature not be 

enabled without discussing with your Administrator.  Please contact Image One tech support with any 

questions or concerns. 

Not Exported Due to Verification:  If a student has been selected for verification, this option will stop the 

application from being released to the POS.   

Application Management Options 

 On all of the application management tabs you can 

open the application by double clicking on it and have 

the following options: 

History:  A workflow history for the application 

showing a list of users that have modified the 

application and the date and time of the change. 

 

 

 

If you would like to add or remove one of 

these optional tabs, please contact Image One 

Technical Support 

Barbie
Rectangle

Barbie
Rectangle

Barbie
Rectangle



Chapter 5 ς Admin Module 
  

 
58 

  

 
RocketSCAN FMATM 

Supporting Documents: If at any point during the school year you receive anything from the 

ǇŀǊŜƴǘǎκƎǳŀǊŘƛŀƴǎΣ ȅƻǳ ǿƛƭƭ ǿŀƴǘ ǘƻ ƳŀƪŜ ǎǳǊŜ ƛǘ ƎŜǘǎ ŀǘǘŀŎƘŜŘ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀǇǇƭƛŎŀǘƛƻƴ όǘƘƛǎ ƛǎ 

especially important during your verification time period). To add documents, search for the student 

under Validated Applications, double click to launch the 

ŀǇǇƭƛŎŀǘƛƻƴ ŀƴŘ Ǝƻ ǘƻ ǘƘŜ ά{ǳǇǇƻǊǘƛƴƎ 5ƻŎǳƳŜƴǘǎέ ǘŀōΦ LƴǎŜǊǘ ǘƘŜ 

ŘƻŎǳƳŜƴǘ ƛƴǘƻ ǘƘŜ ǎŎŀƴƴŜǊ ŀƴŘ ŎƭƛŎƪ ǘƘŜ ά{Ŏŀƴέ ƛŎƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ 

of the page.  This will scan in the supporting documents and 

attach it to the selected application.  Note: Scanning can only be done on your Scan workstation. 

 

 

Mission Control Settings 

Configure basic Mission Control settings in this area.: 

Work Week:  Sets the number of hours, daily start time and days of 

ȅƻǳǊ ŘƛǎǘǊƛŎǘΩǎ ǿƻǊƪ ǿŜŜƪΦ 

 

Application Life Span: The minimum number of days for Mission 

Control alerts to be activated. 

Mission Control: Areas of Mission control you would like to be visible 

to all users.  

 

Scan: Set the average down time expected between completely 

scanning one batch and beginning to scan the next batch. 

Export File: During the RocketSCAN Install, an engineer will setup the file location where RocketSCAN 

will export to and where your POS will look for the file to import. It is recommended not to change these 

settings without guidance from an Image One Support technician. 
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Reports 

Select the type of report to be run from the list on the right side of screen. There are two types of 

reports that may be run: 

1) Student Based Reports ς Used for pulling any data about the students and the applications with 

which they are associated (Student) 

2) Operator Based Reports ς Used to show what your RocketSCAN users have done and which 

applications they have worked on (Validation History, Application and Summary).  

Student Report 

CƛǊǎǘΣ ǎŜƭŜŎǘ ά{ǘǳŘŜƴǘέ ƛƴ ǘƘŜ wŜǇƻǊǘǎ ōƻȄ ƻƴ ǘƘŜ ǊƛƎƘǘ ƘŀƴŘ ǎƛŘŜΦ  aƻǾŜ ƻǾŜǊ ǘƻ 

the Status box and select the type of students you would like on the report. You 

may make multiple selections.  Check all boxes to search for all students with 

applications. 

 

bŜȄǘΣ ȅƻǳ Ƴŀȅ ŦƛƭǘŜǊ ȅƻǳǊ ǎŜƭŜŎǘƛƻƴǎ ōȅ ǘƘŜ {ǘǳŘŜƴǘΩǎ ǎǘŀǘŜΣ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ōŀǘŎƘ 

number or the school ID.  Each filter searches either by one designation or by 

all designations.    To see information for more than one designation but not 

all designations, multiple reports will need to be run.  Please note, for Student 

State, it is recommended that you choose only one designation as choosing 

ά!ƭƭέ ǿƛƭƭ ŘƛǎǇƭŀȅ ŜŀŎƘ ǎǘǳdent multiple times as their application was 

ǇǊƻŎŜǎǎŜŘ ǘƘǊƻǳƎƘ ǘƘŜ ǎȅǎǘŜƳ όƳƻǎǘ ŎƻƳƳƻƴƭȅ ȅƻǳ ǿƛƭƭ ǳǎŜ ά9ȄǇƻǊǘŜŘέ ŀǎ ƛǘ 

ǎƘƻǿǎ ŀƭƭ ǘƘŜ ǎǘǳŘŜƴǘǎ ǘƘŀǘ ƘŀǾŜ ōŜŜƴ ǎǳŎŎŜǎǎŦǳƭƭȅ ǎŜƴǘ ǘƻ ȅƻǳǊ th{ύΦ  /ƘŜŎƪƛƴƎ ǘƘŜ άDǊƻǳǇ ōȅ {ŎƘƻƻƭέ 

box will arrange all students in one school together on the report.  

Select the fields you would like displayed on the report in the order you would like them displayed. As 

you check them, a number appears next to it to indicate the order 

they are to be displayed. You can select up to nine fields on any 

report. 
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A date range is not required but you may use it to 

narrow your records search.  Enter the beginning and 

ending dates you wish to search (for only one day, 

enter the same date twice) into the provided boxes. 

hƴŎŜ ŎƻƳǇƭŜǘŜ ŎƭƛŎƪ άwǳƴ wŜǇƻǊǘέΦ  5ŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ƴǳƳōŜǊ ƻŦ ǊŜŎƻǊŘǎ ǎŜƭŜŎǘŜŘΣ ƛǘ Ƴŀȅ ǘŀƪŜ ŀ ŦŜǿ 

minutes for the information to display 

 

Operator Reports 

Application, Summary and Validation History are all Operator Reports. For these reports, you need only 

select the report on the right hand side of the screen and then a date range (the date range is required 

for Operator Reports).  All of the options in the Student Report box will be grayed out.    

Application Report ς Shows each application processed by all of users in each date range  

Summary Report ς Shows only the total number of applications processed in each module per user.  

Validation History ς Shows user statistics such as accuracy and speed for each user in the Validation 

Module.  

Once you have selected the report and ǘƘŜ ŘŀǘŜ ǊŀƴƎŜΣ ŎƭƛŎƪ άwǳƴ wŜǇƻǊǘΦέ 

 

Query Options 

Save Query ς Saves the report options for future use. 

Use Saved Query ς Retrieves previously saved queries.  

Delete Query ς Removes previously saved queries.  

 

If you wish to alter the query you have run, click the 

ŀǊǊƻǿ ƛƴ ǘƘŜ ǘƻǇ ƭŜŦǘ ƻŦ ȅƻǳǊ ǎŎǊŜŜƴ ƭŀōŜƭŜŘ άwŜǘǳǊƴ ǘƻ 

ǉǳŜǊȅ ōǳƛƭŘŜǊΧέ 

 

Once you have run your report you can print, 

export and view results using the tool bar. You 

can export to Microsoft Excel, Adobe PDF, or 

Microsoft Office. 
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Audit Management 

Audit Management is used to export the data 

from the RocketSCAN system and output it to 

a standalone environment. You can then burn 

that folder to a CD for use on a machine that 

does not have RocketSCAN access. This is 

useful to send to an auditor to avoid pulling 

applications for them to view. 

To create a CD: 

1) Select the schools you wish to place 

ƻƴ ǘƘŜ /5 ƻǊ ǇǳǎƘ ά!ƭƭέ ǘƻ ŜȄǇƻǊǘ ŀƭƭ 

the data 

2) Select a date range for the software to export.  

3) Click Browse to choose the export location. This should be a location on your local hard drive 

ǎǳŎƘ ŀǎ ά5ŜǎƪǘƻǇέ 

4) /ƭƛŎƪ άwǳƴ !ǳŘƛǘ wŜǇƻǊǘ /5έ 

¶ 5ŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ŀƳƻǳƴǘ ƻŦ Řŀǘŀ ȅƻǳΩǾŜ ŎƘƻǎŜƴ ǘƻ ŜȄǇƻǊǘΣ ǘƘƛǎ Ƴŀȅ ǘŀƪŜ ŀ ŦŜǿ 

minutes.  

¶ You will receive a message box when it is complete 

 

Once the export is complete, you can take the data and burn it to a CD using either Windows or a 

ǎǘŀƴŘŀǊŘ /5 ōǳǊƴƛƴƎ ǎƻŦǘǿŀǊŜ όǎǳŎƘ ŀǎ wƻȄƛƻ ƻǊ bŜǊƻύΦ  hǇŜƴ ǘƘŜ ŦƛƭŜ ȅƻǳΩǾŜ Ƨǳǎǘ ŎǊŜŀǘŜŘ ŀƴŘ ȅƻǳ ǎƘƻǳƭŘ 

see this: 

 

 

 

 

 

 

Select all contents (there should be 2 folders and 22 files for the 

program) and burn them to the CD. 

The software will automatically split the 
CD into 600MB sections. You may see a 
Ȱ#$υȟ #$φ ÅÔÃȢ ÆÏÌÄÅÒ ÉÎ ÔÈÅ ÌÏÃÁÔÉÏÎ ÏÆ 

your Audit CD location. 
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Updates 

Occasionally Image One may send updates for the software. The 

updates are downloaded automatically by the system and displayed on 

the update screen.   

²ƘŜƴ ȅƻǳ ǊŜŎŜƛǾŜ ŀƴ ǳǇŘŀǘŜΣ ǎƛƳǇƭȅ ŎƭƛŎƪ άLƴǎǘŀƭƭέ ƻƴ ǘƘŜ bottom right of the update box. Occasionally 

there will be more than one update to install.  You will be prompted should anyone need to exit the 

software prior to performing the update. Please note that only one workstation has to accept or install 

the update. All others receive the update the next time they 

launch the module of RocketSCAN that was updated. 

A description of the update is displayed along with an explanation 

of the change and the version number. 

If you have any questions about the update contact support by 

email at: support@image-1.com 

You can also see all previous updates accepted by choosing the 

ƻǇǘƛƻƴ ά!ƭƭ ǳǇŘŀǘŜ ǇŀŎƪŀƎŜǎέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ŀǘ ǘƘŜ ǘƻǇΦ 

 

 

 

 

 

  

It is recommended to perform the 
updates as soon as possible so as not to 
ÉÎÔÅÒÆÅÒÅ ÙÏÕÒ ÅÍÐÌÏÙÅÅÓȭ ×ÏÒËȢ 

mailto:support@image-1.com
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Audit CD 

For Steps on how to create the Audit CD, See page 60. 

1) ²ƘŜƴ ǘƘŜ /5 ƛǎ ǇƭŀŎŜŘ ƛƴ ȅƻǳǊ /5 wha ŘǊƛǾŜ ƛǘ ǎƘƻǳƭŘ ŀǳǘƻ ƭŀǳƴŎƘΦ LŦ ƴƻǘΣ ōǊƻǿǎŜ ǘƘǊƻǳƎƘ άaȅ 

/ƻƳǇǳǘŜǊέ ǘƻ ȅƻǳǊ /5 ŘǊƛǾŜΦ [ƻŎŀǘŜ ǘƘŜ άwŜŀŘƳŜCƛǊǎǘΦƘǘƳƭέ file and double click. 

2) The Read Me file will launch in Internet Explorer. 

3) Microsoft .Net Framework is required. If your PC does not 

already have it go to the link provided and download/install. 

4) /ƭƛŎƪ ǘƘŜ ƭƛƴƪ ŀǘ ǘƘŜ ōƻǘǘƻƳΣ ά[ŀǳƴŎƘ /5 ±ƛŜǿŜǊέ 

5) If you receiǾŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƳŜǎǎŀƎŜ /ƭƛŎƪ ά¸Ŝǎέ ¢ƘŜ 

Audit CD will then launch. 

 

 

 

 

 

 

6) You can then search 

for any student on the 

CD by choosing your 

ά{ŜŀǊŎƘ ōȅέ ŦƛŜƭŘ ŀƴŘ 

typing the information 

needed in ǘƘŜ ά{ŜŀǊŎƘέ 

ōƻȄΦ ¢ƘŜƴ /ƭƛŎƪ ά{ŜŀǊŎƘέ 

If you want to go back 

to your default search 

ŎƭƛŎƪ ά{Ƙƻǿ !ƭƭέ 

When you find a 

student you want to 

view, double click on 

their name. It will then 

launch the application 

for you to view. 

In the viewer you can see the application. At the bottom of the 

window you will see any notes added to the application 

including the operator that added them and the date and time. 

 

You can sort the columns by clicking on the column 

title.  
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Zoomingς To zoom in, left click the mouse on the image in the 

άaŀƛƴ ±ƛŜǿŜǊΣέ ŘǊŀƎ ŀ ōƻȄ ƻƴ ǘƘŜ ƴŜŜŘŜŘ ŀǊŜa and then release 

the mouse. To go back to the full size image, right click and select 

ά½ƻƻƳ hǳǘέΦ 

 

 

 

If you leave the image viewer open, you can then go back to your main Audit CD screen and select a 

different student/application. The viewer will then automatically switch to the newly selected student.   

 

 

 

 

 

 

 

 

 

 

From the file menu you can print either just the selected or all of the 

applications on the Audit CD. From the print options you can choose to 

print in application order or alphabetical order. You may also choose if you 

want to print the notes. 
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Appendix A - Maintaining Your Scanner 

 
Use pure alcohol on a soft cloth; do not pour it on the glass. Clean all areas inside the scanner, including 

glass and rollers. Use a can of Compressed Gas Duster to spray any loose paper or dust out of the 

scanner. 

Use pure alcohol as well when you need to clean the scanner glass. Let's take a look at the things NOT to 
use 

¶ Abrasives, acetone, benzene and carbon tetrachloride can all cause damage to scanner glass.  
¶ Isopropyl alcohol and products containing it can cause streaks  
¶ Avoid products with ammonia  
¶ Never use coarse brushes  
¶ Don't use paper towels (they often leave lint)  
¶ Any product that creates a film or streaks should be avoided  
¶ Never spray lubricants near the glass  
¶ Never spray glass cleaners directly on the glass 

It is important to clean your scanner on a regular basis. You may want to even get in the habit of 
cleaning it before each use. 

wŜƳŜƳōŜǊ ƴƻǘ ǘƻ ǳǎŜ ǎǘŀǇƭŜǎΣ ǇŀǇŜǊŎƭƛǇǎ ƻǊ ŀƴȅǘƘƛƴƎ ƳŜǘŀƭ ƻƴ ǘƘŜ ƎƭŀǎǎΣ ŀǎ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ǎŎǊŀǘŎƘ ƛǘΦ 

If you are having a lot of electrical storms or power surges be sure to unplug the scanner. 
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Appendix B – System Hotkeys 

 

Enter Move on to Next Task 

Space Bar Check/Uncheck a box 

ALT-A Add Student/Household Member to Final List 

ALT-D Delete Student/Household Member from Final List 

ALT-N Add Student/Household Member to Application 

ALT ςT Transfer Student/Household Member to Opposite Task 

CTRL-C Turn on Clone Food stamp/TANF Number 

CTRL-O Turn off Close Food stamp/TANF Number 

CTRL-B Go Back to previous task 

CTRL-D Delete all Food stamp/TANF Numbers from application 

CTRL-U Undelete Student/Household member 

CTRL-R Remove Student/Household member from Final List 

Tab Move cursor forward one field 

Shift-Tab Move cursor backward one field 

Arrow Keys Select student from POS work list 
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Appendix C - Notes 

Notes are an important piece of RocketSCAN. They allow you to keep virtual notes with each application. 

Notes can be added anywhere in the RocketSCAN process from Unvalidated through to Exported.  

To add a note you need to have the application open in a full view (not on 

thumbnails). You can do this in Validation or anywhere in Admin-Application 

Management. Once you have the application open in its full view, right click and 

ǎŜƭŜŎǘ ά!ŘŘ bƻǘŜέΦ  

You then can type in the information you wish to keep with the application. You do 

not need to add your name or date/time. The System will automatically include that 

information.  

 

 

Rather then adding a note each time you reference the application you may add to 

the initial note by right clicking on the note and seleŎǘƛƴƎ ά±ƛŜǿ bƻǘŜέ ¸ƻǳ ǘƘŜƴ Ŏŀƴ 

view the information previously added in the note and also add to the note by typing 

in the box. It will then append to the note. 

 

Automatically Generated Notes 

Notes are also created automatically by validation. If at any point during the validation process you have 

a broken rule (see page 37) the system will automatically generate a note and place it next to the area of 

the application that breaks the rule. You can then add to that note if necessary.  

 

 

Notes are permanent. They cannot be deleted or modified 

once they are saved. 


