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Remote Scanner

The Scan2Us Remote Scanner isa standa one software package that enables the user to scan documents, labd it for
future reference and upload it to the Web based Remote Filing Cabinet.

This process requiresa PC workgtation with astandard scanning device, internet access and the Scan2Us Remote
Scanning software.

A complete Remoate Scanning training video isavallable a thefallowing internet location:
Scan2Us Remote Scanning Training

Once you haveindaled the software, updated the FTP informeation and uploaded your computer ID, User information
and Pass Code, you can begin scanning.

Activating the Scan2Us Remoate Scanning Software:
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1 Fomyour desktop, select the CFCRe mote Scan.exeioon
or

Hat Star t/ProgramsCFCRe mote Scan.exe.

2. Sdect Fle/Preferencesfrom the M enu bar. (Alternatively, seect the Pr efer ences | con)



/¥ CFC License Manager E| EJZ[

Comunications lHegislration] About |

Login: ] Demo
Password: ]"’"‘"

Port: ]—21

FTP Server.  |ftp.scanus net

Sawve | Close |

3. Sdect the Communications Tab and enter:
e Login User Name

e Password
e FTPPort No (21)
e FTP Address (ftp.scan2us.net)

/ CFC License Manager

Comunications Fegistration IAbuut ]

Account j Dema

Login \Demo

Fassword 1****

web Server Jhltpsz /fsecure. scandus. netAWebServices/

Aclivate
Activation Key

{ SCES42EB5E7EDF2ES3E 3CAEE 14293423

Save | Close |

5. Now sdlect the Regigtration Tab and enter:
e Account Name

e User Name
e User Password

e \Web sarver address (httpsi/secure.scan2us.net/WebSarvices)

6. Click the Activate button.

(Note If dl theinformation has been correctly entered, your Activation Key number will be downloaded into
your software and automaticaly displayed.)

7. Click SAVE. Y our Scan2Us and Print2Us software is activated.



A CFC License Manager

Comunications | Registration  About

Werzion:
{1.0.3377.23553

Save | Close |

8. Thiswindow displaysthe current verson of Scan2Us software.



Print2Us Driver
Print2Us - Standalone

SCAN D=

o F
- Sample IndexTemplates - (See sample pop-ups below.)
Downloads =—
*Business »

Software Downloads: = Medical

- Scan2Us Remote Scanner * Retail ’

» Print2Us Remote Scanner -mo

* Scan2Us Remote Viewer Marketing & Training Videos

» Software Installtion Training
« Scanz2Us Scanner Training
« Print2Us Training

« [ndex Training

» Scan2Us Viewer Trainino

To download astanddone copy of Print to us, go to Scan2Us.com/downloads, select Print2Us download. Follow the
directionsto load the software onto your system.

A complete Print2Ustraining video isavallable a the following internet location:

Pint2Us Training Video

Using Print2Us Software

j Pt s _Swnphe L u-tm doc - Microsaf) Iln;i
Glo £ Yew (et Forma Iou: mh ik m

Erider page nemibers andfor

separ obed by oomndbes, 'GW 152

&][@pm

Pael S i MMt Wi G

pret gt fooouere __I Popmpersieet:  [ipse v

LR pe———— =] meetpwer e feiam -]

| e | ] e
alalalsls] Type myy ket iy yuee (e wend e e Miermef) Wied, by ey
wame b O apsese N NCOOBAR 8- L-A-SFERE.




From any document editor, Word, Word Perfect, Excel, Adobe Acrobat, any editor with a print function:
1. Create New Document or Open an existing Document in your editor.
2. Select File/Print
3. Scrall down under Printer Name, to Print-2-CFC (bw). for black and white or Print-2-CFC (color) for color.
Note: Do not use color setting above 125t DPI . See Scan Screen Control
4. Select Ok.
Note: If you make Print2Usyour default printer, any document from any editor can be uploaded to your
Remote FHling System by just clicking on the Print | con from the Editor's menu bar.
5. The Solomon Ingtitute Security Logo gppears, dick OK. It checksyour sysem ID and opensyour Remote FHling
Cabinet Uploading software.

Activating your Print2UsDriver - One Time Only
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1. Sdect Fle/Preferences from the menu bar, Saect the Communications Tab.

2. Enter the User Name and Password.
(If thisisthe origind set up, wewill have sent you the L ogin and Password I nformetion which you can change))
The FTP Port No should be 21 and the FTP address should be ftp.scan2usnet.
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4. Next select the Registration Tab.

5. Enter you Account Name, User Name and Password. The web server entry should be:
https://secure .scan2usnet/WebService §/
6. Click onthe Activate Key.

(Note If dl theinformation has been correctly entered, your Activation Key number will be downloaded into
your Software and automeaticaly disolayed.)

7, Click SAVE to save the changed options. The Scan2Us software is activated.

You are now ready to upload documentsto your Remote Filing Cabinet.



Scan2Us Remote Viewer

The Scan2Us Remoate Viewer dlows usersto accessfiles and documents from your Remote Filing Cabinet. Eachtime
the Viewer is opened, security ischecked. The viewer may beleft runningidle, but it will be available to anyonewho
has access to your PC work station.

The Remoate Filing Cabinet can be accessed by multiple Scan2Us Viewers, eech with individud security parameters.

If you have nat placed the Scan2Us Viewer [con on your Desk top, pleasegoto Create a Scan2Us Viewer | con
from the Scan”2Us Remoate Viewer, How from the Helps Menu.

Gaining Accessto your Remote Viewer

1. From the desktop, click on the Scan2Us Remote Siteicon.

2. Thefollowing screen will be displayed.
3. Enter your Account ID Name, User Name and Password

4. Sdect Logon.
& Computer Filing Cabinet - Web Access - Windows Internet Explorer
R | , ! oI | — =
A, € | https:|/secure.scanzus. net/ v o ‘ *21 % |Goodgle ‘ pe
. File Edit View Favorites Tools Help @ Snaglt
n . 2 — ¢ E - »
W W (€ Computer Filing Cabinet - Weh Access [ | - B g v :p Page ~ {C Tools ~
SCAN D= -
‘ k1 2 us
™
S
Account ID: | |
User ID : | ‘
Password (8 to 12 characters) : i |
| Clear | | Logon |
s

5. The Scan2Us viewer will be displayed.
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End-User License Agreement for Scan2Us

Scan2Usisa " try-before-you-buy" software product. Thismeans:
1. All copyrightsto Scan2Us are exclusively owned by Scan2UsLLC.
2. Anyone registered may usethis software during an evauation period of 30 days. If you wish to continueto use
Scan2Us efter this period, you mugt register.
3. Thereare 2 basic types of licensesissued for Scan2Us, theseare:
a A sngle computer USAGE license. The user purchases ONE license to USE Scan2Us on ONE computer.
b. A Multiple USAGE licensa The user purchasesanumber of USAGE licensesfor use, by the purches, the
purchaser's employees or accredited agents, on the same number of computers.
Onceregigered, the user isgranted a non-exclugive license to use Scan2Us on as many computers as defined by the
licenang terms above according to the number of licenses purchased, for any legd purpose. Theregistered Scan2Us
software may not be rented or leased, but may be permanently trandferred, init's entirety, if the person receiving it
agreesto thetarmsof thislicense. If the softwareisan update, the trandfer must include the update and dl previous
versons.

4. Thelicense key recaived after regidration of Scan2Usmay not be distributed. If your license key isfound to be
published anywhere, your licensefor usng Scan2Us will beterminated.
5. The Scan2Us unregistered copy, may befredy distributed, with exceptions noted below, provided the digtribution
packageis not modified.

a No person or company may charge afeefor the didribution of Scan2Uswithout written parmissonfromthe
copyright holder.

b. The Scan2Us unregistered copy may not be bundled or didtributed with any other package without written
permission of the copyright holder.

c¢. Hacks/crack, keys or key generators may not be included on the same distribution.
6. Scan2Usis didributed ASIS. No warranty of any kind isexpressed or implied. Y ou use this software a your own
risk. The developer will not be ligble for dataloss, damages, loss of profits or any other kind of losswhile using or
misusng this software,
7. Y oumay not use, copy, emulate, clone, lease, sdll, modify, decompile, disassemble, otherwise reverse engineer, or
trandfer the licensed program, or any subset of the licensed program, except as provided for in thisagreement. Any
such unauthorized usewill result inimmediate and automeatic termination of thislicenseand may result in criming and/or
avil prasscution.
8. Thereare NO additiona licensefees, except for optionsthat are purchased by the user. Legally registered users may
usether copies of Scan2Us to manage documentsin any supported format and to distribute those documents free of
any additiona roydtiesrdated to Scan2Us.

9. Ingaling and using Scan2Us s gnifies acceptance of these terms and conditions of the license.

10. If you do not agree with terms of thislicense you must removethefiles of the product from your storage devices
and ceaseto useit.

All rightsnot expresdy granted here arereserved by the copyright holder .




How To Order

Threewaysto do busnesswith Scan2Us LLC.
e  Download afully functiond copy of Scan2Us online directly from our web Site, Scan2Us.com.

° From and authorized Scan2Us dedler.
° CAdl our officesin Miami, Horida at 1-305-267-4888 ext 2.

Thelategt pricing informationisavaladeon our Web site.

Initial Start-Up Cogts Renot e Scanni ng Sof tware $495

Uhlimted Viewer Stations (software)
Trai ni ng Vi deos | ncl uded

E- Support | ncl uded

User Bl og | ncl uded

I ndex Tenpl at es | ncl uded

User Security Included

Single User Print2Us | ncluded

Monthly Fees Initial File Room- $75 per nonth

(500 pages/nonth & cumnul ate storage i ncl uded)

e HPPA File Room- $80 per nonth

e Additional File Roons - $25 per nonth
(Plus Storage Fees)

e Additional H PPA File Roons - $30/nonth
(Plus storage Fees)

Pr ing Fees e Additional pages at 4.5 cents per page

e HI PPA Additional Pages 5 cents/page

. St and- al one Print2Us $295.
Options:

Per sonal Trai ner $60/ hr
I n- House Trai ni ng $495
St and- A- Lone | nhouse Mrror $595
Additional Scan Stations (software)
($295/ st ati on)
(I'ncludes Single User Print2Ws)
e Stand-A-Lone Print2Us User Software
($295/ st ati on)

(For Corporate Bulk Termina Pricing (larger than 5 stations) please call our home office for specid pricing)

Todownload atrid verdon of Scan2Us, Print2Us or Scan2Us Remoate Viewer, go to Scan2Us.com/Downloads. Fll
out the short order form, no credit card information isrequired. We only ask for the information we need to set up
your account and FHleroom security. Anytime during your trid period you may purchase the license and activate your
software regigtration. Storage and usage fees are billed monthly.




Upgrades

L egally registered users of Scan2Us, havetheright for free upgradesto any newer minor version (for example,
from 1.0toany 1 .x verdgon). Or, havetheright for free upgradesto any newer mgor verson (for example, from 1 .xto
2%, 3X,4.x, and so on) if the period is one year Snce your order date has not yet elgpsed or if the period isone year
snceyour last paid mgor verdon upgrade has not yet € gpsed.

In other cases, you havethe right to receive a50% discount from our current retall pricefor an upgradeto any newer
magjor version of Scan2Us.

For moreinformation about recent rleases, pleesevigt our Web steat:
Scan2Us downloads




File Room

The Fle Room can dso bethought of asthe Fle Cabingt. It isthe container of al your documentsin your Remote
Hling Sysem.

- 'Y ou can have more than one File Room/Cabinet

- Each Fle Room/Cabinet has an independent Security System
- Each File Room can contain "'n" number of Fle Drawersand Folders.

- Each Folder can contain "n" number of Documents

If you havea Sngle FHle Room system, thet Fle Room will displayed autométicdly. If you have multiple Hle Rooms,
Scroll down to the selected Fle Room.

= Computer Filing Cabinel - Remote Scanning

Notice how the File Room Name gppears within your Remote Fling Cabingt, filefolder. It isthefirst identification of
the document and istotaly searchable.



Search € Open # Edit (4 Cross MG Text ¥ Help & Lo

| | (o ) 21925 Coundi Minutes Ttems
[ Foiders  [] Documents Document Name ‘ DATE

File Room [Z pgcemseR 1, 1925 12/01/1925

|CITY OF HIALEAH v|[co | 14,1925 12/14/1925

21, 1925 12/21/1925
[Z DEcemser 28, 1925 12/28/1925
[Z pEcEMBER 31, 1925 12/31/1925
[Z noveMBER 16, 1925 11/16/1925

& CITY OF HIALEAH A
- Annual Budget
[+ Markup Agendas

= Minutes
S El NOVEMBER 16, 1925 11/16/1925
& 1925 Council Minutes
— [E| novemBER 2, 1925 11/02/1925
|~ 1926 Coundil Minutes
i El NOVEMBER 21, 1925 1121/1925
1927 Cound Minutes

EI NOVEMBER 23, 1925 11/23/1925
_— E] MNOVEMBER, 30, 1925 11/30/1925

1928 Coundil Minutes
1929 Coundl Minutes

I El NOVEMBER. 8, 1925 11/08/1925
1930 Coundl Minutes
Lo E OCTOBER 18, 1925 10/158/1925
1931 Council Minutes
s EI QOCTOBER 2, 1925 10/02/1925
1932 Coundl Minutes 7=
EI QCTORFR 21. 1925 MnMP11925

Seedso:
Hle Room Security




Document Name

Enter the name of the Document

Use anamewhich isthe maost specific description of the document

Computer Filing Cabinet - Remete Scanning

Fitwindosd  Zoombn]  Zoom D AL

e ——— Clockuac Lot Ciochees

Notice how the document name gppears within your Remote Fling Cabinet. Thefilefolder, or file drawer containsthe
Sub-folder or foldersin thefile drawer. It isthe primary identification of the document and istotally seerchable.
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1931 Coundl Minutes
E OCTOBER 2, 1925 10/02/1925
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Folder/Drawer

The Remote Scanner

Thisisthe name of your File Cabinet/Drawer within your FHle Room if you have asngle Fle Room. If you have
multiple Fle Rooms, then think of thisasthe File Cabinet. It might belabded, Invoices, Payrall, Account Payables,
Sdes etc. Once you become familiar with thefile structure of your filing cabinet you will have no trouble placing
documentsin the proper folders.

- Compuler Filing Cabinel - Remote Scanning
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Remote Viewer

Within the Remote Viewer theinformation you placein Parent in the Scanner showsup herein theViewer.

S €2 Open & Edit (M Cross M Text Wl Help ¥ Lo
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=1 I3 pEcemBER 28, 1925 12/28/1925
[Z pecemser 31, 1925 12/31/1925
2 novemeer 16, 1925 11/16/1925
[E| novemser 18, 1925 11/16/1925
[Z nNoVEMBER 2, 1925 11/02/1925
[E novemeer 21, 1925 11/21/1925
[Z| novemeer 23, 1925 11/23/1925
1! B novemser 30, 1925 11/30/1925

(= CITY OF HIALEAH
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Sub Folder/Folder

In the Remote Scanner

Y ou will place your documents, which may be a angle page or multiple pages within the Cabinet, Drawer or File
Folder. You might labd the Sul/Folder with the name of an Employee, to be placed in the Payrall Drawer, or a

Vendor placed in your Payables Drawer, or a Customer placed in your

— Computer Filing Cabine! - Remale Scanning
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In the Remote Viewer

And in theViewer thiswould bethe document within a sub folder.
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Fle Naming and Structure:

Computer | iEimg Cabimel - Hemote Scanming
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Notice the File Structure Naming Conventions used on the Scanner Window.

1. FleRoom
2. Folder
3. SubFolder
4. Name

s Computer Filing Cabinet - Web Access - Windows Internet Explorer

———

o ad ~ phupsﬁsetueswimnetj vﬂ 2 X 2=
| Pl Edr Vew Favortes Took Meb @osaagh [
W B | @ conpurer Fllog Cabinet - Web dccess | B8 (e Groks~ ”
Search 2 Open ; A vl Help & Logout i
1 arron Pantng
[CJroders [ bocuments Dotument Name Date Reference
File Room [3 page 1 Ref 1
= i (&) 3 ragez Ref 11
3 page 3 04/06/08 der A
5 ACME WIDGETS
= Customens
| Arrow Painting |
Duade Recyding
Glades Box & Lids
- Gen/Admin
+- Payrol-Human Resources
* Vendors

Thet trandaesinthe Viewer asfollows

1. FileRoom - Theroot of thefile structure. Shown here as Acme Widgets.

2. Folder - Here we have four main folders, Customers, Gen/Admin, Payroll-Human Resources and Vendors.
3. Subfolder - Within thefoldersare sub folders. In thisexample, under the folder |abeled Customers, we have
Arrow Printing, Dade Recycling and GladesBox & Lids.

4. Name - Within the Sub folder Customers are the documents, in this example there are three single documents Page



1, Page 2 and Page 3.

Note: Y ou can create sub folders under a previous sub-folder, but it ishighly discouraged. Thisfeature is permitted
because there may be somelimited Stuationswhen that type of file structure is needed. For most applications you need
only threelevels of file sructure above the actua document. If you need additiona help isthe area, please vidt
support.scan2us.com and we will do our best to help you.




Options Tab

The Options Tab containsavariety of utility featureswhich differ from scanner to scanner. The features described here
areavaladewiththe Fujitsu line of scanners.

There are four Option categories containing Scanner oecific festures:

Scaling

Save As

Reset after Save
Barcode

— Computer Filing Cabinet - Remote Scanning

LR SR

Fle oot

Hame Urditlsd
Fdor [q |
Peet | [KJ
Dghons \ﬁ | Thumbnal
Goslng Flaset ahtet Sawe
() Momal [ Coosr-sefimence feids
() Sesle To Giay [ Dvexcument Hame
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(¥} Single Document [] Update Croas-etminnce belde
) otk Documments Sudact Ding -
(7 Barcode Documents [ Foides ame
Scames Seties ” Fle Sty J Fewndl 2o # | Fivhdt
——— ok v o Bension
Pre-vamwe L gt
Scaling

Normal - We do not use any featuresin this category.
Scaleto Gray - The system is set to default for these features. We suggest that you keep the default settings.

Save As

Single Document - Thisisthe default setting and places muitiple pageswithin asngle document labd withthe
document name,,

Individua Documents- Y ou can scan multiple pages within adocument and the sysemwill autométically giveeach
page the document name and the page number.

Barcode Documents - Using our optional Bar Code Software, Barcode2Us, you can cregte a cover sheet for your
document which has the name and indexing information and when you place that cover page on top of your documents
and into the scanner, the software will automatically labd the documents and place them in the proper folders.

Reseat after Save

Cross Reference Fieds - There will be occasions when you want to reset the crass reference fiel ds after each
document is scanned. If you choose this feature, when you complete the scan and press save, the crossreferencefields
will becleared.

Document Name - If you select thisfeature, after each scan and save the document name entry will be cleared for
your next scan.



Bar code

Update Cross Reference fidds - Withe optiond Barcode2Us software, you can use bar codes either on cover
sheets or embedded in the documentsto route your scanned pagesinto the proper folderswith the proper name and
index informetion.

Folder Name - Works with the above Barcode2us software to create folder names using bar codes.



Fields (Index)

The FHedds (index) Tab containsthe labels entriesyou will use as search criteria It isimportant to usethem wisdly.
Failing to remember how you labeed a document can be minimized if you have aplan before you start. Remember
when you have thousands of documents, your searchesdlow you to "drill down" to find the document. Think of your
index labels as away to categorize and group documents.

Note: Bar codes can be usad to insat information into FHad blanks.

Note: Google searchesthrough millions of documents using Smilar indexes. Y our effortswill beimproved if you plan
your indexes and make sure everyone enters documents using indexes properly.

Note: Y ou can change Document Label s after they have been uploaded into your Remote Fling System. So, do not
get frustrated if you decide to make changes as you familiarize yoursdlf with the system. If you need to changethe
index later as your indexing skillsimproves you can go back and make changes as necessay.

You can have asmany as 10 Index Field Labels.

Y ou choose the label names.

You can use one lndex for Filing Cabinets

You do not have to use every index labd for every type of scan. Depending on what you are
scanning, you can use only those index labels that fit those documents. Some universal index fidds like Date
and Subject may apply acrossavariety of documents placethem at thetop of your Index list.

Y ou can changeindex labd anytime befor e you pressthe Save button, beforeor after each scan,
aslongasyou doit beforeyou press Save. Note: If you want to changetheindex labesafter thedocument is
saved or uploaded, you can makethat changewith your Scan2UsViewer if you have security permissonsfor
that feature.

Y ou can chooseto dear thesefiddsafter each scan, or kegp them populated usng the Options
Tab/Clear Reference Fiddsfunctions.



Thumbnalil

Each time you scan adocument it gppearsin the thumbnail viewer window asathumbnail. If you need to move apage
within adocument, or view asngle page within adocument, you can accessit thru the thumbnall window.

You can also:

View the page (s) order within the document
Append or add additional page(s) into the document

Move page (s) within the document. If you would like to change the order of the pages withing the document, you
can.

Delete page () within the document. Thisis helpful when you have chosen the Duplex Function under
Options/Scanner Settings. In this case you might find that only half of your documents have information on the backs of

the pages, and those appears as blank pagesin the thumbnail window. Y ou can dd ete those documents before saving
and uploading them.
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Shortcut Definitions:
e Viewing Pages. Click onany thumbnail to disdlay it inthe viewing window on theleft Sde of the page.

e Appending Pages. After slecting the More Pages a the bottom of the screen, scan additiona pages and you
can gppend them into the document and move them into the correct order.

e Moving Pages. Left dick and drag over the thumbnail document, it turns black. Left click and hold the cursor
on the thumbnail and drag it to the new position. Release and you will be asked if you want to make that move.

e Deleting Pages. Left click and drag over the thumbnail document, it turns black. Pressthe delete key. Y ou will
be asked if you want to delete the page or pages.



