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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.

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.
x  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)
x AttachmentY | y& adzZLJR2NIAyYy3d R20dzySyida adzOK & 2H
that may be turned in with the application by the family. All attachments should be
scanned and left with the 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 will never 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, Chinese, Hmong, Somali), and the
run number (each applications order is assigned a number to distinguish them)
x Intelligent Character Recognition (ICR): ¢ KS &2F {461 NB FSI (dzNB (Kl
character on the application.
x Intelligent Name Recognition (INR): The same as L / w 0 dzii ALISOATAOI ff e
student names.
x POS: Point of Sale - refers to the software that you use to make the eligibility
determination.
x  Student Database (Student Lookup): A copy of student data 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. Acronym ¢ Technology Without An Intelligent Name (not the real acronym ¢ It
R 2 S &cfulllfistand 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 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.

CKAa &SFNRaE GSOKyadde 3AO0Ft | RAIyOSYSyida 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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Document Prep

% Doc 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
aeaidsSyoa Y2NFB SELJS)/ arAdS IyRrR S
damaged or sitting dormant a large percentage of the time due to
poor document prep, your internal costs go up as productivity goes
down.

y2f 234 ¢

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.

2008-2009 2008-2009 2008-2009 2008-2009 2008-2009 2008-2009 2008-2009 2008-2009 2008-2009 2008-2009 2008-2009 20
Il 2008 - 2009 YOUR COUNTY PUBLIC SCHOOLS Family Application for Free and Reduced Price Meals ﬁ rree o] Date: 11

READ INSTRUGTIONS Of BaCH, USE BLACK INK. FRINT NEATLY WATHIN B01ES, PLEASE UsE CAPITAL LETTERS, CONPLETE ONE AFFLICATION PER HOUSEHOLD 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 who I5 the Jegal responsibiity of a welfare agency NG, of 8 rusavary (R]. I pou bebeve the chid fe whom you #re 3pphing is Somelees mqrml:ra H M R
IN A SEPARATE APPLICATION or ward of the court, Ship Sectom 2 4 5 849 ey, call (OO XXK000 for Bomeless or (3000 XOUGC KOG far mgrant status corfimation

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

e Toster chid's beth mw rame, g‘anﬁ srl:o‘ and ra rHONal use mmme enter I If no parsonal m.« ncome I8 recanad an1 DO NOT list any ¥ Now recewe Fooe Rarp o TANT teretix, I
other children, USE AN ADOIT ION IF MORE LINES ARE NEEDED IN SECTION 2 ANDYOR SECTION School tst an\'z;:rl:r« ﬁv Foste! 3 cuneT came ruee for TADH O Thin

niame e C
Student's Birth Date Student's Last Name Student's First Name Grade  Name 2 . 5 538 ot el beidonats:

RITE |

ALL OTHER HOUSEMOLD MEMBERS: 0O NOT INCLUDE THE STUDENTS LISTED ABOVE. Report all mcoine samed before taxes and deductions ey NIW‘J Pasco Schows? Frece an Xin the
ndicate Income Pay Period (M) =Monthiy, () =Weekly, 6w =Every Other Week, or (3 =Twice a Month) by fling in the appropriate circle. sy -
(A ————— gis (D Gioas sarvegs befoe decketark s s, 0 g Punaen, retrument, Zocd Secuty | rpony icore, Mguary duesity, Ve 'OA:,“NE“ ’ NE.::?TIOA,;:Q‘;
your houms, B surs 15 ‘,,_, ,_,, Ath oo "-'*-;‘:1 fachade o e Pl e wevory FE 1t Be pprcgenis poy #1310 e soprosesde pay pencd um(‘aml u N B aggrigeni SCHODLS SCHOOLS
wgechildren BONOTIRCLUDETHE Rap s wpropride puy setod et
!i\-‘?mﬂ’lu"w‘ﬂﬂﬂ oo - ¢ ~ wi?| INCOML ww Cerr? | INCOS o G0t SOCIAL SECURITY SUMBER: The adult whe completed this
. ) o " el el "y urky nimter A
posuly give falye
eiefls, oo 1 M9y be
A B + —* | prosm 480 Urder st ang lede e
ADULT SIGN iE REQUIRED
b X
b ‘ ENTER THE TOTAL HOUSEHOLD MEMBERS Add the Names listed in Parts 2 & 5
Maing Adaness Apt 8

State dp Caysme Telephone Number
Hatiw Hoywsion af e | ETHNIC IDENTITY = c Pt of Mespane ot
. "

Ctrwr Pacihe st reiet Labrs Crign

9 2008-2009
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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 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 missingZ &SS &. FR . F NO2RSk! LILX AOFGA2Y

Ll

. ETHNC OENTITY Cyeorw

Y -~ - o o .~ o 2 > = et

2) Signature (MustExist) L ¥ YA &aaAy3I> LI SFaS &aSS a{AIyl GdzNB¢ 2y

3) Ink Color (Black Recommended). Ifnot, pleaseseead Ly 1 / 2f 2NE 2y LI IS mMmoP

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 ¢ Remove if found

Paperclips ¢ Remove if found

Folds in the paper ¢ Unfold and smooth out

Food Products ¢ Remove if found

Rubber bands ¢ Remove if found

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

Paper Condition ¢ Tape up Rips, Tears, Holes Etc.

Paper Size should be the standard 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 be printed on photo paper or cardboard (For those
with issues, see 0Bad Barcode/Application Conditioné on Page 11)

x No Faxed or photocopied applications ¢ (For those with issues, see 6Bad Barcode/Application

Conditioné 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), 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.)

As you cannot sign the application,A Y (G KS &A 3yl (idzNB H2E gNAGS a{ S

C. Take a black marker and mark out any remaining parts of the barcode on the original
application. Ifitis 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).

w

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 ¢ either through the school or via USPS
requesting the signature. This would be the recommended way

B. { Oy GKS LI AOFGA2Y YR Fftt2¢ GKS | LILIX AOI (
55) then call the parent and have them fill out a new application.

C. Ifsetupin 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.)

Ase2dz OFyy2G airdy GKS LIWLX AOFIGAZ2Y a2 Ay (KS

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).

w

11
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RocketSCAN FMA™

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-52026C Fi-5120C DR-3080C
KV-S2046C Fi-5010C

KV-51025C

KV-S3065CW/CL

Chapter 3 - Scan

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.

Contact Systems Design
210.496.2877

——

12
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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

‘«Z“—* G@“"‘ 2
AU Advwwt: stive Took .

2 bochatsan A e Q@ coea s .

@_}mmu&- L YEwS o e

T sochatican i B Mronst ete

) Accewseres .
3 Mrwniviive Tek
) Ascbe »

B Bockeesimn A A
) Moot Offer 8
£ Mooeft 50K Servee @ N Rpckathom PR Ve
O 2ene .
EEEX -

Pl wacn [G) st coem

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.

Please specify the variables needed to connect to the
RocketScan database.

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 select OK ) ) o
If you try three times with an invalid

username/password combination you will b
temporarily locked out.

( % ROCKETSC:

e the parnbdites

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

.

3. The Scan Module will then launch

Bl - ey

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

14
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Menus

File Menu

Chapter 3 - Scan

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 ¢ See Page 21
Exit Exits RocketSCAN Scan and takes you back to your desktop

Scan Menu

Twain Select Source
Twain Settings

Twain Scan

Import directory...

Twain Select Source

Select your scanner

Twain Settings

Opens your scanner Settings ¢ See Page 22

Twain Scan

Starts scanning ¢ Same as the Control Buttons.

Import Directory

Import applications that have already been scanned and saved into RocketSCAN

Help Menu

File Scan

About

Opens the version number and other software info
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« Make sure the paper guides are

flush against the paper

Scanr"ng Batches = Itis best to have all paper facing
the same direction
1. Load the paper into the scanner. 4+  Watch for folded corners

2. CNRY (KS &/ 2yiNRt .dziG2yasé

| :
e

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:
a. |Invalid Barcodes b. Bad Barcodes

C.

See Page 18 for further details on these
exceptions
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5. You will then get the Pre-Save confirmation. Click OK. Pay special attention to the counts in the
Pre-Save Validation . ﬂ Pre-Save Validation box. If there are no
attachments, the Images count should

Confirn you are about to save the following: match the Applications Count.

25 Application(s)

25 Image(s) . _J

__ Concel |
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 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

Post-Save Yalidation

Batch has succesfully saved.
) Batch ID: 3

Be sure to note the batch number, initials of
the processor and processed date on the file
folder when you store the paper applications.
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Exceptions

A. Invalid Barcode C Indicates an application that has not been setup in the RocketSCAN system.
¢tKAAd OlFyYy 200dz2NJ 6 KSy @&2dz NBOSAOGS |y FLILX AOFGAZ2Y
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:

RocketScan FMA x|

’ Possible new barcode detected.
& Please contact Image One support
1-800-956-2000

N O

Please call Image One. Image One support is responsible 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 re-prepped and inserted into a batch or returned
to the household and have them complete a new application.

18
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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 a barcode that did
not read, and that the attachment is with the correct application.

i 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 —r Rokate %0
P ' Rotate 180
Rotate 270

L)

19

——
| —



RocketSCAN FMA™ Chapter 3 - Scan

Advanced Options

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

Delete

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

ot 20
" Dwiete
3) Cut and Paste ¢ If you need to move an attachment from one application to another you can
G/ dzi FyR tlatdSé AlG o0& NAIKIOOIAYR @KHSYKESATFOES
¢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 application.

Rotate 90 p———

Rotate 180
Rotate 270

Zoomingc¢t 2 1 22Y Ay>X tS8SFG OftA0] GKS Y2dzaS 2y GKS AYLl 3¢

YySSRSR INBI FyR (KSy NBfSIFaS GKS Y2dzaSed ¢2 3I32 o611 O
h dzii ¢ @
EEEE s || ECURITY NUMBER: The adultwho
== e o o peve o i ety his application must sign and include their ——
~ ity Number. A Social Security Number is not
S isanieg e nFood Stamp, TANF or Foster Child |
BT e v e 5. If you DO NOT have a Social Securlity
smmmem et | | e ek the bax provided.
30— T
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It is not recommended to changey ofthese
settings without specific knowledge and
guidance from an administrator or Image On

S
pe
S

al
ay
CC
ne

Scan shows manufacturer’s user imteriace

Image processing

[ &) otston | [ ) Desten |

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 Source: Selects which scanner you would like to use. Generally there will only be one in the list.

CTT— %

Souces

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.

# wmren 4V SHEIE STl | e s =
o = Sme Sutrg

= e »” Resolution: Must be set at 300 DPI (Dots per Inch) as
: T the system will not save anything else so that it can

Swpe henire Pan Tow
K3 egee }

read both the barcode and handwriting.

Faw [ lamtineree | bind | ame

Image Type: Must be set to Black and White.

Deskew: This setting will autocorrect images to be as

L 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
WSR Ay 2NRSNJI F2NJ G6KS a0l yySNJ
red on the application 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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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.

sepale e

‘:—:."( PV Eaailng el AL Wy
Image processing ¢
tnable rotaton =
— . = e Enable deskew
G| Fotavon ) Desiew . .
Front side
Minimum angle (degrees) 0.1
Save Cancel

Back side Maximum angle (degreesk 120

oK

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
RocketScan FMA Scan .
your batch number and be able to print your cover page

v Enable pre-save prompt

B it paatsravi iR Enable post autorotate software deskew: an additional post

X process used if the scanner does not have a deskew option.
Enable post autorotate software detkew

Save Cancel

It is not recommended to changay ofthese
settings withait specific knowledge and
guidance from an administrator or Image Or

23
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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

& RocketScan FMA Scan

File | Scan Help

Settings

Exit

2./t A0] GKS a-£& A g ’ 02 N

)

3. tNBaaAy3d a!'fd b Cné 2y @2dzNJ 1S@o2l NR
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Troubleshooting Errors

Chapter 3 - Scan

I =
y l. Phayie (o 0 nathhen rmadnt by vy e

. Pkt van oo wtace

)

Save N

Ll e

e

Farvere

*Eu%l el |

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

source message T

N

Mo Target Device 1!

{ID : 3056)

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

¢) Tryand reselect your scanner

x| Invalid Barcode
P e a) Check the application to make sure it
LER0EN00 belongs to your district
b) If application is a reprint, contact Image
One to setup the new form
Document Soperation x On the first application scanned, the barcode did

Not ol mages aw atsooaied with 3 paend goup Save
Moorted

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

ok ]
x| Only one application scanned and it did not have a
A Uit readable barcode.
L3 Mo applicationsfimages found.
vabdovt x The DPI setting is something other than 300. Check
Q Not oimazes e ot ey 00300 . S Absred your scanner settings (see page 22)
x| Invalid Barcode
g Aok barceds wat fourd S Atartid a) Check the application to make sure it
__ ) belongs to your district
LT b) If application is a reprint, contact Image
One to setup the new form
x| There is a paper jam. Clear the paper from the

'E Jam ocuured, Please open the door and remove the paper.
(1D : 3076)

scanner and try to scan again.

x

5 Theie s ro actwe scacnes axoosied wih this wokstaton 0
Flock Plaas corlact sn sdmeyator Save Aboried

Your workstation has not been configured to scan.
Addyourwor]l &Gl GA2Y AY | RYA
| 2y UNRT €@

——
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I T — x| You do not have permission to save to the

Irsuicas denchoy s on i IS Kasmague’ directory. Contact your system administrator.
Inveld irape Destiation x| The path RocketSCAN is set to save to does not

bbb osa M il eyt exist. Contact your system administrator.
x| Check the cover of the scanner. Make sure it is

': Scanner Door is open! Please close the door. firm Iy closed.
(1D : 3003)
x| The Database is not configured correctly. Please

6 mm-ummmghmw contact Image One for further assistance.

Contact Systems Design

210.496.2877
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Validate % Validate

Overview

In the Validation module, the owner will be double checking to ensure that the
a2aiSY aNBFR¢ (GKS LWL AOFGAZ2Yya O2
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.

27
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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.

ConnectionProperties P X}

» l- Please specify the vanables needed to connect to the

W RocketScan database.

Server Name: |

Database Name: |

Usemame: |

Password: |
I 0K I Cancel
[ 5 )
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5. Enter your User Name and Password and select OK

é B
+ User Names are not case
sensitive.
+ Passwords are case sensitiv If you try three times with an invalid
+ Passwords are created by username/password combination you will b
k your administrator J temporarily locked out.

6. The Validate Module will then launch

- =

UCT PUBLIC SCHOOLS Family
. PRINT NEATLY WITHIN BOXES. PLEASE USE CAPITAL

LD: Place an X here if this applicatio
who is the legal responsibility oi
or ward of the court. Skip Sectior

irth date, name, grade, school and income of E
, school and personal use income, enter "0" if no ¢

o -m 5
o a0 X mwrmod I B reen 10 1) Pl & Sl T 8 ey ¢
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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).

CT PUBLIC SCHOOLS Famil
Foster Task: Verify the check box in the work area is RINT NEATLY WITHIN BOXES. PLEASE USE CAPITAL
the same as the checkbox on the image snippet. If it 0t Place an X here if this applicatic
A AYORNNBOG dAS GKS &{ LI OS] I Nisardorin cory Sedec b 5
Hit “Enter” to go on to the next task.

th date, name, grade, school and income of [
school and personal use income, enter "0" if no

Student Information Task: The goal is to make the
02G02Y AaCAylLt [A&adé I N
F LILIX AOF A2y ® 91 OK &adadz
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 “ A-A t
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 “ A-D fto 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.

“ Stodent's Birth Date Student's Last Name Student's First Nams Grade Name E—

N r
CT YT R TT D L 3 LA |7 I T Vv e
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Once you have completed adding all the students to the Final List, your work area will be grayed out, the
KAIKEAIKGAE gAff y2 f2y3aSNI oS 2y GKS AYIF3IS IyR GKS
YI§OKSE (KS &0dzRSYy (i EneEl (2T IBK 2 yHIBLIIKEE YSEWD GIF A{ @

Household Members Task: Just like in the student ,

4500GA2ys G(KS 32rt A4 (25¥VF 1S GKS 620G02Y GCAYLt [A
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 O3 Sin g orias, 0w LS SRS A 0o todun Rt 6 Foti 3 4§ ‘
confirm if one is listed and then confirm either the T— s IRI
income or that the no income box is checked. m

Once you have authenticated all the information .

for the highlighted household member, you willuse “Alt-A2 | RR (G KS K2dza SK2f R YSY0
[Aaléd

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 fide " i it
household member is the same as a student in the student section, then

you can use “ A-D fto remove that household member. Hit“ E n ttogge

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 T E——
iKSe R2y Qi YI GOK &2mokebAff 0SS LINRPYLIWISR gAGK |

o —

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

DY 23RS

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. “.:’Eg&"ﬁwﬂfi on e B
A ) ¢ on nlomaior
Hit“ E n ttogge ohto the next task. /0. | undorstand Ihat schook offcials may venify (check)
P T e T IR
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/

/

Pns Lt An Signature Verification Task: Verify that the application is signed and dated.
feer 4 To check or uncheck the box(s) hitthe* S p a ¢ €TheBpplication must be
seer | Pl signed or you must send it to Hold. Hit“ E n ttosge ohto the next task.
SR 7o
:. e O

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 ¢ Sends the application to Export and moves on tothe  E Mgt e
next application in the batch =t i

2) Send to Hold ¢ Sends the application to Hold for further review and
moves on to the next application/batch

3) Start over ¢ 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 Enter Next task
- Verify that the box on the application is NOT F2 Show hotkeys
checked and that RocketSCAN read the box Tab Move cursor to next field
correctly. Shift-Tab Move cursor to previous field
Space Toggie check box
ICT PUBLIC SCHOOLS Famil
PRINT NEATLY WITHIN BOXES. PLEASE USE CAPITAL
.D: Place an X here if this applicatic
who is the legal responsibility o
or ward of the court. Skip Sectio
rth date, name, grade, school and income of E
school and personal use income, enter 0" #no |
Special Circumstance (Optional) Enter Next task
-Verify if the student is Homeless, Migrant, or Cirl-B8 Previous task
Runaway. F2 Show hotkeys
Tab Move cursor to next field
1#ree ) - ; p Shift-Tab Move cursor to previous field
Space Toggle check box
| Recuced Signature:
Yomeless (H),
e s
o 00"
Food Stamp or TANF Benefits: If
you now receive Food Stamp or
If you find yourself using the mouse, place tt
mouse somewhere out of reatike behind your
monitor.
( ]
33
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dent Information Enter Next task
-Checkeachlineof t KS { (1 dzRSy (i Qa Ay F| CtE Previous task
DOB, Last Name, First Name, Income and Food Stamp (or F2 Show hotkeys
other state specific meal program) case number. Tab Move cursorto nextfield
Shift-Tab Move cursor to previous fiek
P e Space Toggle check box
TR Alt-A SaVemdeualtoﬁnalltst
gt Alt-D Delete individual from applic
Alt-N Create a new individua!
Al-T Convert a student to 2 housi
B e Sl Ctrl-C Turn clone TANF mode on
;-%:ETEE\ g Sy : ' Ctrl-O Turn clone TANF mode off
| Ctrl-0 All cents fields become 00
: s Cirl-D Delete all TANFs
A Ctrl-U Undelete an individual ‘
T e S e
Household Members Enter Next task
-Check each of the household members on the application | Ctr-28 Previous task
including whether they have income or not 2 Show hatkeys
Tab Move zursor to next field
:u‘-'i"ﬁﬁ “Smar  SEpen Teosost mmowwsss | Shift-1ab Move cursor to preyious field
toues, s ¥ : & | Space Tog_'gle';heck box ‘
= | Alt-A Save individual to final fist
w | Alt-D Delete individual from applice
&t | Space Toggle check box
= | Alt-A Save individual to final list
X s s Alt-D Delete individual from applic
P Alt-N Create a new individual _
e - l“ Alt-T Convert a household membe
oy - . —— W Ctd-R Remove individual from final
L = P il
Ctrl-0 All cents fields become 00 |
Household Total Enter Next task
-Verify the total number of members in the household Ctrl-8 Previous task
- F2 Show hotkeys
e T e Tab Move cursor te next field
i iy it Shift-Tab Move cursor to previcus field
Space Toggle check box
B ] e e .

34

——
| —



RocketSCAN F’If—\

Chapter 4 - Validate

e/Ethnicity (Optional) Enter Next task
- Confirm the Race and Ethnicity of the family. Only one FP'"B Previous task
may be selected. k= Show hotkeys
= Tab Move cursor to next field
?-E—r._..:_:s Shift-Tab Move cursor to previous field
Space Toggle check box
=t = ™
St By
T TOTAL SO D MERERE TS fort S beew — . & v
£sge €’
i BER]
SSN Enter Next task
- Authenticate that the SSN is complete or the Ctrl-B Previous task
household member has checked the No SSN box F2 Show hotkeys
— Tab Move cursor-to next field
Socal Security number is not required on Food Mmu Shift-Tab Move cursor to previous field
‘e-uc:g" - x" Fyaut mmm ? ’s“oud sourz Space Toggle check box
Statement on the back of this form).
~\
SIGNATURE: | certify (promise) that all information on this
ppication is true and that all income is reperted. | understand
Pt the school will get Federal funds based on the information 1
ve. | understand that school officials may vernfy (check) the
Signature Enter Next task
-Make sure that a household member has signed the E;'"B Previous task
application F2 Show hotkeys
Tab Move zursor to next field
g e ] Shift-Tab Move cursor to previous field
— e e - Space Toggie check box
St B?H
sedinPas385 S UL \'
goge €S
Anr
L TR
T e A r—
- v TTHMC OORTTY -
L and —m - — - a—— -—
( )|
35
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/

s

Guardian Printed Name (Optional) Enter Next task
-Check the Guardian has printed their name in the Ctrl-8 Previcus task
boxes. F2 Show hotkeys
| Tab Move cursor to next ficld
{Shift-Tab Move cursor to previous field
SUE
togees I
BRERY| -
Guardian Address (Optional) Entar Next task
-Validate the guardian address. This is optional, and Ctrl-B Previous task
can overwrite the data in the POS. Depending on your F2 Show hotkeys
POS setup it may revert back to the original Tab Move cursor to next field
‘ Shift-Tab Move cursor to previous field
O ] ENTER T FOTAL MOUBENGO MEMIERE s S Ve et . e 3 43
Final Check Enter Next task
-Approve that the application is complete and Ctrl-B Previous task
accurate, and sends it through to the POS import file F2 Show hotkeys
‘ Tab Move cursor to next field
Shift-Tab Move cursor to previous field
Alt-P Complete application
Alt-D Delete this application
Ait-S Start over
( )|
L * )
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MES

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

82dz 12 SAGKSNI FAE GKS LINRo6fSY 6% dz&dz8 & ST 2INNIK dzRHZK S N.
(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.

e R Special Circumstance Task

TG SOPICBIoN 18 Markisd % homeless: R of Some districts require that Homeless Migrant or
foneney 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
1 Srcaen i —_— i Student Information Task
Shiclenis Wicoe RMARLES Feporiie on s Tosker Repicalon The USDA requires that foster children have an

o Indcate S0 00 f no personal.use mcome 1= recelved by

S income of some type. This rule requires you place

- ané 2NJ ANBIF G§SNI ydzYyo !
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

T —— CKA&Z Nz S NBIj dZA NB& GKI
gt be checked or that the household supplies income
in one of the fields.

@ Hag thb apphication for hold

Household Members Task

The $500.00 reported as income mist aiso specity how You did not select a frequency for the Household
B iroseg member. You must select one for each field with
income.

B Flag this apglcation for hald

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)

-1, Housenad Incoms tofa! excesded.
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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.

. The nousenoid membec count i INConet

2 )

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.

¥, Guardian name = missing or momplote

B Llay this sppbication for hold
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Functions

" Help F1 F1 ¢ Help: Will open the Validate About screen and if available help contents. You can
also access the Image One Meeting Center for tech support. ro L L ae S
"'-lll',lzf'f'n\

Call Systems Design [
210.496.2877 a !

- Hotkeys F2JIEAS Hotkeys: This will launch a menu to assist with remembering the hotkeys and

their functions. [ —————————————— ™

Valdahon hotkeys

=] View app F3 I3 ¢ View App: You can view the entire image by hitting BT Emr(E AT AEiE BLEl TSz, Yol G20
leave this viewer open on one monitor and tl

validate module open on the other, the view
will automatically switch applications as yot
process the applications through validate

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

Printing — You can print the applications by right clicking and
aStSOGAY3I GtNAYyGéED LG gAff G
Zooming( If you need to look at something closer in validate you can zoom by left clicking (on

GKS AYIF3S Ay (GKS dalAy *AS6SNEO YR K2f RAy3as |
releasing the mouse. It will then zoom to the requested area. To go back to the full size image,

NAIKG Of AO01 YR aStSOG al22Y 2dzié o

Deag

T s

e N i Sy, = &

T« e TR AT v Zoom
YWoen -

Zoom out

L ey~

Del F12 ¢ 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).
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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

. . # Foater
jump forward again.

Students

Household Membeors

Howusehold Count

SSN

Signature

Final

Information Panel (Bottom Right)

Batch Progress- Displays how many applications are left in the current PRI SRR DN
batch.

Time Remaining in Batch — RocketSCAN will only allow you a set amount of time to validate a
batch (default ¢ 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.

time remaining in 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 average time per appiication
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

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:

02 N.
21 NR

voe

—+ ~
~h

D¢ O

Z
Eﬁ> >
Q¢ —°
>
‘~<‘ (et
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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.

43
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Launching Admin

To start the Admin Module:

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

P ASEETTRI Toon ’

Azmn*-
@ convect To ’
T Bckotscan TMA o Lt Perters s faves
B Mool ipdes
%WMOW »
g [ Adbe .
,;3‘4 F4 5 Cann D Sorec b
) Mcronclt Offics b O RochatScen FMA S
) Morosalt S0 Server b 5 Roxkatscan A Ve
™ 2t »
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.

ConnectionProperties B X}

» l Please specify the vanables needed to connect to the

w Rocket5can database.

ServerName: |

Database Name: |

Usermame: |

Password: |




RocketSC ™

8. Enter you User Name and Password and select OK

Chapter 5 ¢ Admin Module

+# User Names are not case
sensitive.
+ Passwords are case sensitive
<+ Passwords are created by youl

\ administrator

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

9. The Admin Module will then launch

You may not see this mission control scre
after launching Admin depending on youl
permissions.
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M :" IVJLATLOLGEL 1 iV ¢
File | Adminstration
File Menu Euit

\ Exit \ Exits RocketSCAN and takes you back to your desktop

Administration Menu

Chapter 5 ¢ Admin Module

Basedon your user privileges, you may nc
see some or all of these menu options.

Mission Control System monitoring and exporting

within RocketSCAN

Application Management | Primary area for determining where an application is located

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

Settings Menu Sattgh | He

Upcates

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.
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*Administrator function ¢ A full Description is available in the Administrator Guide

Help Menu i |Help| )
- e
About

5 Apps Scanned

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

47
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Mission Control does not show information il

awStft ¢AYSdé reffeshedieverd

60 seconds, however, it may be manually
refreshed by clicking this button:

&
o

Mission Control

Scan Status

1) Number of applications scanned into RocketSCAN for the

5 Apps Scanned

current school year

!! gg E!gl 2) Number of applications remaining based on your license

3) Remaining scans before the recommended Preventative

300000 Scans Left to PM Maintenance (PM) kit should be purchased

0.00 % Capaaty

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
0 Online Apps 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

0 applications today

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

48
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INR Status

5 Apps Through INR 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

INR Status: Watch 4) Monitors the service to make sure it continues to process

Validate Status

1) Number of applications waiting to be validated

0 Waiting For Validation

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

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

0 Apps Per Hour

4) Number of applications being processed per hour system wide

Hold Queue Status

1) Number of applications on Hold

0 Apps In 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
0 Apps Not Reviewed an operator
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Missing ID Queue Status

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

1 Students Missing [Ds

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

3) Number of students with missing IDs that have been in the
1 Apps > 7 Days Old system for more than 7 days

0 Possible Matches 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

0 lications Exported
i i exported to the POS

4 Students Waitin! 2) Number of students waiting to be exported

. 4) Percentage the export succeeded (0% or 100%
1007 Success Rate ) & P (0% 0)

Export Verify Status

0 Applicatiuns E:r'pl:lnr‘t Verified 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 C e.g. if you export 100 students and 3 fail

0% Success Rate

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.

ADMIN2 5 % 3/23/2010 10:11:36 AM

Server IORSTrainServ
Workstation ICRSTrainworkst

Tobin tflaptop

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:

wAIKG OftA01 FyesKSNB Ay GKS a{OFIyySNme¢ asoi
{OFYyYSNE AT &2dz  NB O2yyStybdaed I yv.8¢ allyy$s

modifying information for your current system, highlight the scanner on the
fAad YR aStSO0iA2y G9RAGDPE/ K224S 58t S

(0p))
(et
No

Input or modify the information needed. It is very
importantto gettheexacty  YS 2F (G KS
which the scanner is connected, otherwise it will not be
allowed to scan applications into RocketSCAN.

Tacreucn Nacseneccs Date P

AYF2NXEGARY

hyO0S @&2dz KIS 02YLX SGSR
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/ating a Maintenance Record

It is very important to keepyourscany’ SNJ Of Sy FyR 2LISNF GAy3a G Ad
{ OF yYSN¥2)2y t I 3§

QX
(@]}

w»
Q)¢

Should you ever replace the rollers or have the entire scanner replaced for any reason it is
NBEO2YYSYRSR @2dz AyLMzi I dalAyiaSylyy @S {viS@®aNR& SHiAl Aly
Mission Control. To do this:

WAIKG Of AO| 2y (KS éérnyNJézdzPNBmgéYL#AGAYH Yl A

Deinte

/| K22aS a!RR bSgé alAyuSyryOS wSO2NRé¢ |0 GKS o02002Y

Fill in your name and complete the notes section including
the type of maintenance performed and any other pertinent
information.

hyOS 0O02YLX SG4S=z Ot A0l a{l @S
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Export

It is very important to

understand how to
complete the Export
Process. If you follow

the steps you should

Lpelaman Rewunny Ihaes

|.«A -'; pind app cadars Lack iz Swport o§

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. 100% Success Rate % Success Rate

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
Ad FdAZ teé | OKASOSRI GKS a{dzO0Saa wl (iS¢ oAff

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.

Impart ta POS/Free &

Please follow the peocedare insde your POSTFres & Reduced system to
l % ’mport the export file

[ ok ]
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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

O2YLX SGSRX I YSaal3aS o62E Attt I LILadFND LT
not move on to the next step. Repeat Step 3. If the problem continues please contact

Image One tech su C

2.

Successful Refresh iled Refresh Message

F =N
[s:ocketsom A Adman X Fckatican Pt Adeee —_r

I’ 0 Thiere sas & prodiam rebusung e dstabece

%

:
I/ Pour (et atonn b boen rafathed pLccenchib
-

-

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 studentisseni 6 O1 (G2 GKS a1l 2f R v
FAdZNIKSNI NBZGASgd hyOS (GKS GSNAFAOFGAZY Aa
G5F-e8a {AyOS [lalé 2y araarzy O2yiGNRf &aK?2dz
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

Dste range
In rare instances, you may need to recreate an export file pesfioniadia Boabphs pfaide ot
from a previous day that has been fully exported. Selecting 2
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. Fle Lozation —
[
Fis save
(Cuaw s Lt )

Application Management

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

Application Management portal. To open any record, simply e et s pll saslenis el @rly

double click. those names with IDs will go on to your POS for
eligibility. Any name on an application that continue

. . to have issues will remain in the queue.

Mi ssing | D" 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

MF2NXYIFGA2Yy {@aGSYZ &2dz th{ 2N 02y il OlAy3d GKS LI

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

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

Ot A0l a{t @S I YR ofldtafdhSwinddw2T®@ 4§ SR Ay GKS
F LILX AOFGAZ2Y Attt Y2@S (2 SELRNI® LT &2dz | NB dzyl of

LS

Held Applications

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

YILydz ff& 2NJ @A | . NB1Sy wdzA So LG Ffaz2 Oz2yidlAya
CIAf SR LYLERNIE¢ &Gl G dzaHeldAppliStiods Gueud & a ragdiBasisa@mutdS A S5
as two to three times a day during peak processing) to ensure timely processing of every application.

¢t2 RSUSNNAYS G(GKS NBFazy F2N GKS K2t RX SAGKSNI K2@S
screen or double click the application to open it. The incorrect entries will be highlighted in red. If you

arestilldzy adzNB 2F (GKS NBlFazy K& Al Aa 2y aKz2f Ré Of A0}
it will give a description. OncethecoNNB OliA 2y a N8B YIRS Ot A0l a{l @S |y
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
O2YLX SGSR GKS I fARIGS LINPOS&aazr AyOfdzRAYy3I |1 2f R a
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

AYVF2NNYIEGAZ2Y AyG2 GKS {SFNOK [@02EX FyR OfA01 a{SI ND
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.).

2dz Oy @AS% | RSEtSGSR addzRSydQa | LILX AOFGA2Yy o8

5

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.

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 File

open the application by double clicking on it and have Application ';';_,,-'sto,,’. i Supporting documents |

the following options:

History: A workflow history for the application

Date Status Cperato
showing a list of users that have modified the 3/23/2010 10:11:35 AM  INAS ADMING
application and the date and time of the change. 3/24/2010 11:01:57 AM  ReadyForExport  STUDENTL
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porting Documents: If at any point during the school year you receive anything from the
LI NSy dak3Idzr NRAIyas &2dz gAfft gyl G2 YIS adaNB A
especially important during your verification time period). To add documents, search for the student
under Validated Applications, double click to launch the = 3
FLILE AOFGA2Y FyR 32 (2 GKS a{ dZ OdzYSy i aé
R20dzYSy i Ayd2 GKS a0FyySNI b yfz‘ %’A&Q\IJ ‘@Smgg;‘él- VE RO
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.

[N

Mission Control Settings

Configure basic Mission Control settings in this area.:

Work Week: Sets the number of hours, daily start time and days of
@2dzNJ RAAGNARAOGQa 62N 6SS 1o
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 ¢ Used for pulling any data about the students and the applications with
which they are associated (Student)

2) Operator Based Reports ¢ Used to show what your RocketSCAN users have done and which
applications they have worked on (Validation History, Application and Summary).

Using Query: None

Student Regont Reports

SN Student State:| & - | s Display o Student Valdation Hasory
free 1 Last Name Aspication 10 Appicaton Summary
Recuced Batch Nymber, | ~ v | FustName Bach D

Cote Range
Pald Schoat D% - E Ssudent Numder Sehoot 10 =
4 R~ -~ . -

Dwrecs-Cert Ml Sabin o fshou taience 3l 00w Cocncar i3]
N DesciCnt SR By Shosl | gnidem State Dwect-Cent

Sort ovdes - | i I Deacaril et 103 2 sy o e oy ) smemey

Student Report

st CANEGS 4S5t 800 4{GdRSyiGé Ay (GKS wSL2NI&
| Erae 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
Reduced —
_ applications.
Paid
Direct-Cert

NOT Direct-cet PSEUGZ 82dz Y@ FAEGSNI 22dz2N) a8t S0dA2ya o

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

udent Stave Sl
all designations, multiple reports will need to be run. Please note, for Student et
State, it is recommended that you choose only one designation as choosing SN o

G! £ €& AL ddRthmaltide tins aSheiagplicatitindzas Tooup By Sche

LN OS&adaSR (GKNRdJzZAK (KS aeaidSy ovyzaild O2yyzyfe e&2dz
aKz2¢a tf GKS &addRSyida G(GKId KIFI@S 6SSy &adz00SaatTd
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
Faelay to Drephay

they are to be displayed. You can select up to nine fields on any P A D
report. Frithame 2acn10
Student Nasber Schosl X0
Vel States Date
Stugens Seate Owrecr-Cent

et wg 10 § S T MUy B e st
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A date range is not required but you may use it to Gate Rance

narrow your records search. Enter the beginning and — | ==
| Show Calendar E § Show Calendar tf_g

—~ o

ending dates you wish to search (for only one day,
enter the same date twice) into the provided boxes.

hy OS 02 YL} SWiSLI2ZONIREOR d5WISY RAY 3 2y GKS ydzYoSNJ 2F NE
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 ¢ Shows each application processed by all of users in each date range
Summary Report ¢ Shows only the total number of applications processed in each module per user.

Validation History ¢ Shows user statistics such as accuracy and speed for each user in the Validation
Module.

Once you have selected thereportand i KS RFGS NI} y3S> Of A 01 awdzy wSLR2 NI

Query Options

Save Query ¢ Saves the report options for future use.

Use Saved Query C Retrieves previously saved queries.

[ wome ey |
[ swonepors |

[

Delete Query ¢ Removes previously saved queries.

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

FNNRg Ay (GKS G2L) tSFaG 27 éadwumy‘ﬁ%&“&éiéﬁ awSi

j dzZSNB o0dzA £ RSNX €

Once you have run your report you can print, 3 Ot - I
export and view results using the tool bar. You bl =
|

can export to Microsoft Excel, Adobe PDF, or
Microsoft Office.

( ]

60
L J



RocketSCAN FMA™ Chapter 5 ¢ Admin Module

Audit Management

Schools Date range

Audit Management is used to export the data Su Ma Tu We Th Fr 5 e Mo Tu We Th P Sa
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 AR D desn [ —

applications for them to view.

To create a CD:

1) Select the schools you wish to place

2y GKS /5 2NJ LdzAK a! fté G2 SELRNU | ff

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

ddzOK a a5Sai1id2Lx%
4 |/ £t A01 awdzy ! dzRAG wSLER2NI [/ 5¢

f 5SWISYRAY3I 2y (GKS Y2dzyd 2F RIGF @&2dz2Q@S OK

minutes. Fochesiens PAIA Kb =)

1 You will receive a message box when it is complete @ o viisronie

1 created

-

Once the export is complete, you can take the data and burn it to a CD using either Windows or a
01 yYRINR /5 0daNYyAy3 a2FiGsl NB 648dzOK | & w2EA2 2N bS
see this:

The software will automaticallysplit the
CD into 600MB sections. Ymaysee a
O#%$uvh #3$¢ AOA8 EI1 A
your Audit CD location.

Select all contents (there should be 2 folders and 22 files for the
program) and burn them to the CD.
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Updates
Occasionally Image One may send updates for the software. The Itis recommended to perform the

. X updates as soon as possible so as rot
updates are downloaded automatically by the system and displayed on ET OAOEAOA Ui 60 Al Di

the update screen.

2 KSy @2dz NBOSAGS |y dzLJR lbottSnXrighd of tielugpdate bexf Okc&3idnallg L y & G | £ f
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.

B i e

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

2LIGA2Yy a! €t dzZLIRFGS LI O1F3Saé NREY (K J R2gYy |
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Audit CD

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

1) 2KSy GKS /5 Aa LXIOSR Ay @2dz2NJ /5 wha RNAR@GS Al
/ 2YLdzG SNE (2 @2dz2NJ / 5 RNR ZgdnddodOtidS GKS awSkRYS

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/ tA0] GKS tAyl Fd GKS Oigﬂ?&%wd[rmyéK /5 +A$6S

, ReadMeFirst. htmi

5) IfyoureceidS UKS F2ff2Ay3 YS aJ'EtSTmﬁj"a,Sas ¢ KS
Audit CD will then launch. > S Wy

\ R

{?) AnActiveX control on this page might be unsafe to
ﬁ interact with other parts of the page. Do you want to
allow this interaction?

6) You can then search
for any student on the
CD by choosing your
G{SIFNOK oeé&é¢ TFTASE
typing the information
neededini KS & { SI NOK?£
02E® ¢KSy /fAO0]

If you want to go back
to your default search
Ot AOl aGa{Kz2g ! f¢f¢

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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/
/Zoomingq To zoom in, left click the mouse on the image in the e
GalAy *ASESNEE RNI D ank thah @lbase? y SV SSRSR. | NB

i
— «
emem
- P -' -

WALA_A A

the mouse. To go back to the full size image, right click and select
G%22Y hdzi¢ o

- ———ren s JU S
sto fwrin

-~
- el 0?7
1o Ye0 1979

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

= =4 =4 =4 4 -8 -8 -9

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.

wWSYSYOSNI y2i G2 dza$sS adGlr L)X Saxr LI LISNOfALEA 2N FyedkKa

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 CT 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.

3 Family Application for Free

To add a note you need to have the application open in a full view (not on " CANTAL LETRERS comnw o .
thumbnails). You can do this in Validation or anywhere in Admin-Application S - f',

Management. Once you have the application open in its full view, right click and
aSt SO0 a!'RR b2iS¢o

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. Sriet
e ———

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

the initial note by right clicking onthe note andseleOG Ay 3 da+ASé b20S¢
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.
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