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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



Chapter 1 - Introduction 
 

 

 

Rocketscan FMATM 

6 

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! 
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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
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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 
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