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Foreword

This User Guide document has been designed for the purpose of training relevant
members of staff within Estates and Buildings.

System Support

If you require assistance please contact Ebisusers @ed.ac.uk in the first instance. All
urgent requests should be directed to the Ebisusers Support Desk on & 50 9683.

More information on the EBIS Project is available at:-

http://www.ebis.estates.ed.ac.uk

Logging on to EBIS Online

Login to the following url using user name and password which are supplied by
Ebisusers.

https://www-live.ebis.estates.ed.ac.uk

This will open menu bar showing what access you have been set up with.
Logging on to Archibus

Double click on the Archibus-FM 17 icon W! on desktop to open Core Archibus
Program.

In Project double clik on e=s=x= to open up Project
Enter User Name and Password — which are supplied by Ebisusers — then click OK

This will now open up the Archibus/FM Navigator showing all modules/groups you
have access to.
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Before you start scanning process ensure that all staples etc are removed from documents as
this will cause scanner to

Login to e-intranet 5.4 using MyEd user name and password

https://www.eintranet.is.ed.ac.uk/eintranet/ssoLogin.jsf

{Z e-intranet 5.4: - Windows Internet Explorer
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158 Kofax Capture Batch Manager
File Edit View Options Help

BrEY a0

Name Class Date & Time Queue ! Status Station ID Priority

For Help, press F1 00:05 NUM

4 start @& & @ ” | powmentt-Meosof... | /7 entranet5.4: -Win... 1% untitied - Paint | ture Batch ...

You are now ready to scan invoices/credits etc

Click File | New Batch to Create Batch

Create Batch

General |Tntals | Scan |

Batch class: |F|nanciaICorrtrcI vl Priarity:

Description:

Name:

Description: | |
Pages per document: |1 z Documents per batch: Pages per batch:

Batch Fields:

Transaction Type: ||NVO|CE v |

[ Save ] ’ Close ] ’ Help ]

Set Pages per document to maximum number of pages on one single invoice/credit which you
are scanning and set Transaction Type to INVOICE or CREDIT. Once completed click Save
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4 Kofax Capture Batch Manager
File Edit View Options Help

EEE% a0 0
Name Class Date & Time Queue ! Status Station ID Priority
FR 01/01/2010 14:45:30 Ready M

Batch class

Description:

Name: |2Uﬂ1f2011] 14:50:10 |

Description: | |
Pages per document: |1 = Documents per batch: Pages per batch

Batch Fields:

Transaction Type ‘lNVOlCE £ |

L Save ][ Close ][ Help J

For Help, press F1 00:04 UM

4 start ~ce % @ umentl -Microsof... (7 edntranet5.4: -Win... % untitled - Paint sture Batch ...

Click Close on Create Batch

Insert Invoices/Credits into scanner, on Batch Manager select File | Process Batch or click on

==

Process Batch icon ﬂ .
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€% 21/01/2010 14:45:30 - Kofax Capture Scan

Batch Folder Document Page Scan View Tools Help
QO &G =
= 4
Remaining Yolume
Image: 4008
Batch Cortents |
% 21/01/2010 14:45:30
For Help, press F1 Finandal Control Folder: Mfa | Doc: NfA | Page:NfA  Total Pages: 0 | Total Documents: 0 | Total Folders: 0 M

If you have any Invoices/Credits which are double sided click Scan | Properties

Source Properties - Kodak i100 and i200 Series

General Colar Mode
Source: |.-'-‘-.DF w | | Grayscale I
Deztination:
_ Other
Phzsalliesn 2P | 300 = | Auta Length Detection
Faper Size: |-":"-4 Size hd | Continuous Shest
Origntation: | Poartrait " | b anual Start
Timeout Sidez
Scan Start [secs): 5 E O Single-sided
i
I k. ] [ Cancel ] [ Options... ] [ Advanced...

Set Sides to Duplex — this will always default to Single-sided — click OK

Click Start Scan @

This will scan Invoice/Credit
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0 - Kofax Capture Scan

Batch Folder Document Page Scan View Tools Help
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untitled - Paint 1

Batch Folder Document Page Scan View Tools Help
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1 31 MAILES, 1N [STRIL MWIATLES ROAD MESELBSSH
. %wlw% E‘;{ﬂl]] 511130 0031 665256 voamoma  2G134%
Fomemace To R e TUBATLAT RACK Sl 4 52
4 NBURGH [TTEEN ! poLLOCE HALLS
H LOINGS DEPARTHENT b EOINBURGH
! TAL CONTROL 5E MER VAT WD §
© LD COLLEGE SOUFH R 50700 :
& EDINEURGH i
Remaining Yolume wrizias | oRGent - | oun thaus g
Image: 4006 e :
Batch Cortents |
21/01/2010 14:45:30 |
£ . ;
H ‘ ‘
it oo o md 8 LA ‘ S Geees 3.68]
o AN L 1P O S T | i 0.0
e o war AL 15.00% 0.58
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Click on Batch Close

File Edit View Options Help

MR a® @
=] . !
Name Date & Time Queue ! Status Station ID Priority

For Help, press F1 00:02 NUM

1
Queue status will change to Validation, click on Process Batch icon E .

Batch Folder Document Page Field View Tools Help

@‘%@@&xoiw
W EB OO DY W D XK ‘*f"“\vzz

(77675 | 5 Edmundson Electrical Ltd INVOICE wvocene. 562 - 023926 -
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For Help, press F1 Finandial Control Invoice Doc

Invoice Form | Folder: N/A Doc: 1  Page: 1 | Total Pages: 1 | Total Documents: 1 | Total Folder
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Enter Unique Invoice Id from scanned image into Invoice ID field and tab

Kofax Capture Yalidation

\il") Save data before dosing document?

| Yes | [ Mo ] [ Cancel

Always ensure you double check you have entered the correct unique invoice ID before
saving data. If Invoice ID correct click on Yes.

Kofax Capture Validation

\gj All documents have been processed. Close batch?

[ fes l [ Mo

Click Yes to Close batch

58 Kofax Capture Batch Manager

File Edit View Optons Help
Y 10 0

Name Class Date & Time Queue ! Status Station ID Priority
EES 01/01/2010 14:45:30 Financial Control 21/01/2010 14:50:08 PDF Generator

For Help, press F1 00:09 UM

b | 1
Queue now showing as PDF Generator, click on Process Batch icon ﬂ .
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158 Kofax Capture Batch Manager

File Edit View Options Help

MR a® @

EHEMEM !

Name Class Date & Time Queue ! Status Station ID Priority
i f01/2010 14:45:30 Financial Control 21/01/2010 14:50:08 telease

For Help, press F1 00:45 NUM

1
Queue now showing as Release, click on Process Batch icon @ .

58 Kofax Capture Batch Manager

File Edit View Optons Help

EEE% a0 @

Name Class Date & Time Queue ! Status Station ID Priority

For Help, press F1 00:02 UM

This batch has now been removed from Batch Manager

This Invoice will now show against Order within ATSR
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