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RocketSCAIRroduct 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 (8) 9569000 24 hours a day, 7 days a week or by
emailing your request to support @imagecom.

Call Systems Design

for support:
210.496.2877
ronaldh@systemsdesignusa.com
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RocketSCANerminology

Every effort has been taken to make RocketSCAN the most powerfukfrigselly meal
application scanning system available. Howeverwith any new system, there are always
terms that must be defined:

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

x  Application ID:The number given to an application after scanning. The ID is a 10 digit
number beginning with the currersichool year followed by a 6 digit sequential number.
(e.g. 2010000001)

x Attachmenty ! y& adzZLlJR2NIAy3d R20dzySyida adzOK |a 2H
that may be turned in with the application by the family. All attachments should be
scanned and left witlthe application, not discarded.

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

x  Batch ID The number assigned to the batch after scanning, starting with 1. This number
will continue to grow every year and Whever repeat.

x 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, ChinesegHsuonali), and the
run number (each applications order is assigned a number to distinguish them)

x Intelligent Character Recogniton (ICREKS &2F G ¢ NB FSI (dz2NB (0 KI
character on the application.

x Intelligent Name Recognition (INR)The same ad / w o0dzi aLISOAFAOIf f &
student names.

x POS Point of Sale- refers to the software that you use to make the eligibility
determination. yn Etc.)

x  Student Database (Student Lookupk copy of student dat from your POS systems.

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

x  Twain One of two scanner drivers supported by RocketSCAN and the most commonly
used. Acronynt, Technology Without An Intelligent Name (not the real acronym
R 2 S &gfually stand for anything)
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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 vehaliethings 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 workfrom 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.

¢CKAd &SI NDRa (SOKyeldde3IA Ot FROIyOSYSyida Ay

x  Brand new interface

X

Online application submission
x  Enhanced recognition of data
x Improved Hold functions

x  New audit CD functionality

x  Ability to Print batch coversheets during the scan process



http://www.rocketscan.com/fma/support.htm
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DocumentPrep

Overview

The first and most important step to successfully scan documents i
prepare them carefully. The scanner is onethed document imaging
aeaisSyQa Y2NB SELSyairgdsS FyrR S
damaged or sitting dormant a large percentage of the time due
poor document prepyour internal costs go up as productivity goe
down.

y2f23A¢

The key to being arefficient 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 mechnics of loading and unloading ageick and smoothit is posdble to be very efficient at
scanning and thus help overall system performance.

2008-2009 2008-2009 2008-2009 2008-2009 2008-2009 2008-2009 2008-2009 2008-2009 2008-2009 2008-2009 2008-2009 2008-2009
Il 2008 - 2009 YOUR COUNTY PUBLIC SCHOOLS Family Application for Free and Reduced Price Meals ﬁ rree o] Date: 11

READ INSTRUGTIONS Ot BACK, USE BLACK INK. FRINT NEATLY VATHIN 8015 PLEASE USE CAPITAL LETTERS, COMPLETE ONE APFLICATION PER HOUSEROLD OR PER FOSTER CHILD Sigraturs.

Households with a FOSTER CHILD; Place an X heew # this appbcation I for o chld Homeless, Migrant, Runaway: Place an X In o azpropratn bor for homaiess (<5, mgeant
EACH FOSTER CHILD MUST BE ‘wmsm)@lumhlqdnwauaqmw N, o 3 rusawsy (R If pou befeve the child for whom you are appling is homclees, mqvml:ra H M R
IN A SEPARATE APPLICATION or ward of the court, Ship Secturs 2 4.5, 64 9 D00 for Bomeless o (000 XXX X

Tunoway, cal (00X X,

X for mgrant status corfrmation

STUDENT INFORMATION - Print the birth date, name, grade, schaol and income of EACH ENROLLED child. i you: hawe & foster chid wiite STUDENT'S Food Stamp or TANF Bemfits ¥y

e Toster chid's brth date, rame, ganr srlco and ra rsanal use Income, enter I rr\ rmmnal um ncome 15 e 2 d an’t DO NOT list any INLY Now recewe Fooe Rarp o TANT teretix, I

other chitdren, USE AN ADDITIONAL A F MORE LINES ARE NEEDE ANDYOR SECTION School /M Ny sy w3ges, Foter 3 canwT came rumeer o TADH OO0 Thie
e :

Student's Birth Date Student's Last Name Student's First Name Grade  Name i ot el beidonats:

ndicate Income Pay Period (1) =Monthly, () =Weekly, (W =Every Other Week, or (1) =Twice a Month] by iling in the appropriate ¢ BPPIopiisse Lo
: YES! 1AM NEW No. | AMNOT
TO PASCO ’ NEW TO PASCD.
oLS

ALL OTHER HOUSEMOLD MEMBERS: 0O NOT INCLUDE THE STUDENTS LISTED ABOVE. Report all mcoine samed before taxes and deductions. b A you NEW 0 Pasco Schoas? Srecs an Xin the

Lok Last & i s f averpoma s = L) CiTas satvegs bfoe deckeaate VW N [ r s, S gt Partt, Titha oirk, Bacil Sactaty | Sripcy beoit gy Ay

o e, B v Boons fachade ol ks Fii e werory, Hi bt Bhe spprcgenhs pay #11 in Lhw soprazeiios pay pened um(‘:.ml u ¥ SCHOOL 8
EoNBT IRELUBE THE D in wprcde g setoe e sy

SUSE S LATED ABOVE Ol Pew ¢ n wit| INCOuL d v Cari? | INCOR o Cher | SOCIAL SECURITY NUM

~ " G spplication myel an

b ‘ ENTER THE TOTAL HOUSEHOLD MEMBERS Add the Names listed in Parts 2 & 5

111 i I|| mﬁ&ll ||
Cy State p Caytme Telephone Number
ral) enizan b= i n
Piuse wad ‘\ o A bk Mt o ' 5 Oget
IR Qo ) c

Hatww My
Ctrwr P

n:mn-u:.m-. ar
b Crgn
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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 theotrect batch size for your district. (Recommended
size = 25 Applicationdyirst, checleach applicatiorfor these three items:

1) Barcode Qualityf smudged omissing 4SS da. R . NO2RSk! LI AOFGAz2Yy

WEsRl

. ETHNC OENTITY Cyeorw

2) Signature(MustExist). ¥ YA &aaAy3Isx LI SFaS aSS a{AIyl GdzNB¢ 2y

3) Ink Color(Black Recommended)f not, pleaseseéd Ly 1 [/ 2f 2NE 2y LI IS mMmo

Next, checleach application ithe stack foranything that may damage the scanner and/or may not be
read properly by the software

Staples; Remove if found

Paperclipg; Remove if found

Folds in the paper Unfold and smooth out

Food Productg Remove if found

Rubber bandg Remove if found

Coffee/food/drink stains Let Dry overnight. Do not place wet paper into the scanner!

Paper Conditiom Tape up Rips, Tears, Holes Etc.

Paper Size should be the stand » format that you ordered (For those with issues,

aSS 4&. R . I NO2 RIKAI 2Lt A201 (it A 2SS /vemyOR

x  Paper Thickness Application should not berinted on photo paper or cardboardHor those
with issues, seéBad Barcode/Application Conditibon Page 11)

x No Faxedr photocopiedapplicationsc (For those with issues, sa®ad Barcode/pplication

Conditiort on Page 11)

X X X X X X X X

10

——
| —
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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)misdged, has been
marked with pen or crayoar is just in poorcondition, follow thesesteps

A. Take all the information that is on the bad application drahdwrite 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 caterie clear handwriting
etc.)

B. Asyou cannot sign the applicatiph y G KS &aA 3yl (idz2NB H2E oNARGS a{ S

C. Take a black marker anghark out any remaining parts of the barcode on the original
application. If it is ripped remember to tape it up.

D. Place he new application you filled out in front of the original with tiseratchedout
barcode.The original with a bad barcodeill be an attachment to your new application and
now the correct datawill be ICRedand the original signature is ofile for the awitors if
needed (see Attachments on pag®)l

2. Signature
An application MUST be signed in order for it to be processed by RocketSXOANwill only have a
couple optiongo correctthisissue:

A. Send the application back to the pareqteither through the school owria USPS;
requesting the signatureThiswould be the recommended way

B.{OFly GKS LI AOFGA2Y YR Fftt2¢ GKS | LILI AOI (
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 inany shade ofed or in any color composed of red (includirighp orange and purplg cannot be
read byRocketSCANThe scanner automatically dreput any shade similar to Red. If you receive an
application filled out in any of these colors you will need to complete the following, simildretabove:

A. Take all the inforration 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 et.)

B. Ase2dz OlFlyy2@( airdy GKS FLIWLX AOIGAZ2Y a2 Ay (KS

C. Make a photo copy of the original application. That wayen youscanthe copyit will
be in black ink.

D. Take a black marker and mark out the barcode on both the originaicgtionand the
photocopy.

E. Place the new application you filled out in front of the original with tharked out
barcode and the photocopy with thmarkedout barcode. This will make the original
with a bad barcode and the photocopy attachmetd your rew applicationand now
the correct data will be ICRed and the original signature is on file for the auditors if
needed (see Attachments on pag®)1

11

——
| —
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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. Itis o

to complete this step to the best of your ability.

upport Scanners
RocketSCAN has certified the following scanners:

Panasonic Fujitsu Canon
K\tS2026C Fi5120C DR3080C
K\t S2046C Fi5010C

K\¢S1025C

K\S3065CW/CL

Any scanner with a TWAIN driver interface that supports color dropout ¢pedfically) should also
work. Please check with Image One for any scanner not listed.

Contact Systems Design
210.496.2877

12
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| —
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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

(5 vt tagpurer g T At

JM—*— GW"‘ 2
AU Advwwt: stive Took .

2 bochatsan A e Q@ coea s .

a:mmnn-— L 39 YIS o Py

T sochatican i B Mronst ete
) Accewseres .
3 Adwiviive ek #
) Acbe .
()
) Moot Offer
£ Moot 5k Servee ¢

2 e .
B

Pl e [G) st cowm

OR
From the icon oryour 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.

Contact Systems Design
210.496.2877

Database Name: I

Username: I

Password: I
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/
/ 2. Enter your User Name and Password and séDct

If you try three times with an invalid
username/password combination you will b
temporarily locked out.

( -

4+ User Names are not case
sensitive.
+ Passwords are case sensitiv
+ Passwords are created by
your administrator
J

.

3. The Scan Module withen launch

Menus Dropdown menusEile ScarandHelp(see page 16

Main Viewer. Displays the current/last page scanned in teater 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

14
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Menus

File Menu

Chapter 3 Scan

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

Save Imageg Expots the scanned images out of RocketSCAN to a directogryusfchoice

Clear All Deletes all the scanned applications and attachments and does not save tl
Settings Takes you to the Settings ScreerSee Page 21
Exit Exis RocketSCAN Scan and takes you tmag&ur desktop

Scan Menu

Twain Select Source
Twain Settings

Twain Scan

Import directory...

Twain Select Source

Select your scanner

Twain Settings

Opens your scanner SettingSee Pag@2

Twain Scan

Starts scanning Same as the Control Buttons.

Import Directory

Import applications that have already been scanned and saved into RocketS

Help Menu

File Scan

| About

| Opens the version number and other software info

15
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+ Make sure the paper guides ar
flush against the paper

Scanning Batches + Itis best to have all papéacing
the samedirection
1. Load the paper into the scanner. + Watch for folded corners

2. CNRY (KS a/2yiNRt .dziG2yasé

| :
e

3. Once the entire batch has been scanned, use the scroll bar to view all the thumbnail images.
Look carefully for angxceptions such as:
a. Invalid Barcodes b. Bad Barcodes

See Page 1®r further details on these
exceptions

4. | £t A0l GKS a{ I ¢ndve coratzddingyyfisciepabcies & 2 dz
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5. You will then get the Pr8ave confirmation. Click OK. Payspecialattention to the countsn the
Pre-Save Validation = x| Pre-Save Validation box. If there are n
— attachments, the Images count shoulc
Confitm you are about to save the following: match the Applications Count.
25 Application(s)
25 Image(s)
6. Note the Batch number and click OK.
f LF¥ &2dz ¢g2dA# R tA1S | .FTGOK O20SNJ aKSSid /7t a0

standard Windows Printer box. Select your printer and Click OK. Once printed click OK
on the PostSave Validation box ale. 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

Post-Save Yalidation

Batch has succesfully saved.
i ‘\/)‘ BatchID: 3

Be sure to note the &tch numberijnitials of
the processoand processed dte on thefile
folder when you store the paper applications

17
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Exceptions

A. Invalid Barcode; Indicates an application that has not been setup in the RocketSCAN system.
CKA& Oly 200dz2NJ 6 KSy &2dz NBOSAGS |y I LILX AOFGAZ2Y
order additionad 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:

RocketScan FMA . x|

’ Possible new barcode detected.
& Please contact Image One support
1-800-956-9000

N O

Please call Image One. Image One supisaesponsible for setting up each application design
in your RocketSCAN system.

B. Bad Barcode; If the barcode is damaged or has marks through it, it will be necessary to return
this application to the preparation area to be-peepped and inserted into a batch or returned
to the household and have them complete a new application.

.L
!
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C. Attachments ¢ 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 admtbat did
not read, and that the attachment is with the correct application.

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

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

landscape format. - 2:::&
S Rotate 270
( ]
19
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Advanced Options

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

delete 3 A
3 Delete

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

|
3) Cut and Paste If you need to move an attachment from one application to another you can
G/ dzi FyR tFadSé Ad 08 NAIKIODIAYR @KSY KESATOES
¢KSY NAIKG OftAO01 Ay (KS 3INBSYy o62E ySEG G2 (GKS
can Drag and drop applications by left clicking, holding the button and dragging the selected
application to the appropriate@lication.

Rotate 90 ———

Rotate 180 —
Rotate 270 e e .l aste |

Cut

Undo Cut — |

Delete

Zoomingc¢ 2 T 22Y Ay>X tS8SFG OftA0] GKS Y2dzaS 2y GKS AYLl 3¢

YySSRSR INBI YR (KSy NBfSIa4aS GKS Y2dzaSe ¢2 3I2 o1 O
h dzii ¢ @
|
o \’ rom—
N | ECURITYNUMBER: The adultwho
= B g oo Mot Vesety his application must sign and include their w——
~ ity Number. A Social Security Number is not
ISR ~— nFood Stamp, TANF or Foster Child |
BTV e e 5. If you DO NOT have a Social Securlity
smmmem et | | e ek the bax provided.
30— T
( ]
L %)
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/

J

Settings

2dz Ol I 00Saa

5

It is not recommended to changey ofthese
settings without specific knowledge and
guidance from an administrator or Image On

—< £
= E

Clicking Setti

3 | P |

brad sae: H percent -

g Select source al
g Twam settings ne
Scan shows manufacturer’s user imteriace

Image processing

[ & fowon | [ ) pesiew |

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

S<an thows manudacturer's Lset inderfsce

Image processeg

21
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Select SourceSelects whickcanner you would like to use. Generally there will only be one in the list.

Soucer

e
e

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 TypeMust be set to Black and White.

Deskew This setting will autocorrect images to be as
straightas possible, however, it is still very important
to make sure paper feeds in the scanner correctly.

Brightness and ContrastThis 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
WSR Ay 2NRSNJI F2NJ G6KS a0l yySNJ
red on theapplication to cause the lines to disappear.

It is not recommended to changey ofthese

Contact Systems Design settings without specific knowledge and
210.496.2877 guidance from an administrator or Image Or

22
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