ImageSourcesm (Version 7.7) Quick Reference Guide

TO BRING UP IMAGESOURCE

(
Double‑click on the ImageSource Inquiry icon.

to import a new cd‑rom

(
Each CD‑ROM contains an index that must be loaded to the hard drive.

(
Once loaded, indices will accumulate on the hard drive until deleted.

(
Insert the CD‑ROM into your drive.

(
Click on SETUP to confirm it is set to LOCAL and to the correct drive.

(
Select VOLUME; then IMPORT.

(
If the correct drive does not appear under DIRECTORIES:

-
Click on the down arrow under DRIVES.

-
Click on OK to select the appropriate drive.

(
Click on OK to select importing of the ‘Volume and Index;’ then YES to continue.

(
A message will appear when importing is completed.  Click on OK.

To Search

(
Load the index by importing the CD‑ROM as instructed above.

(
Click on the toolbar binoculars.

(
The search criteria will default to the system date and 30 days prior.

(
To select all items on the CD‑ROM:

(
Click on CLEAR; then RETRIEVE.

(
To search using non‑default criteria:

(
Click on CLEAR.

(
Input search criteria.

(
Click on RETRIEVE.

To Retrieve Images

(
After the search is complete, an index pick list will be displayed that contains all items meeting the search criteria.

(
The system loads 50 records at a time into the index window.  The first item will be highlighted and will appear in the imaging viewing window.

(
To move to a different group of 50 records, click on the FIRST, PREVIOUS, NEXT, or LAST button located beneath the index window.

(
To retrieve an individual image:

(
Double‑click on the index record, or

(
Single‑click on the index record; then click on VIEW.

(
The image is displayed in a separate window from the index.

(
To return to the index, click on the MINIMIZE button of the image window.

To CHANGE THE Sort Criterion

(
The system defaults to sorting “By Amount;” to select a different sort criterion for an entire CD‑ROM:

(
Click on the toolbar binoculars.

(over, please)

(
Click on CLEAR and RETRIEVE.

(
To select a different sort criterion, only for the records within the index window:

(
Click on SORT; then select your preferred criterion.

Viewing options

(
The default for image viewing is the front of the check; to display the front and back of the check together or separately:

(
Pull down the OPTIONS menu.

(
Select DISPLAY IMAGE; then make the appropriate selection.

(
To view two or three checks at once:

(
Pull down the OPTIONS menu.

(
Select # OF IMAGES; then select 1, 2, or 3.

(
To maximize the viewing screen:

(
Click on the MAXIMIZE button in the upper right corner of the window, or

(
Double‑click on the blue title bar at the top of the window.

Screen manipulation

(
The toolbar at the top of the image viewing window provides several screen manipulation buttons.  They read as follow, from left to right:

(
View Front of the Image

(
View Back of the Image

(
Rotate Right

(
Rotate Left

(
Zoom Out

(
Zoom In

(
Reverse Video

(
Zoom on Signature Line

(
Zoom on Endorsement

(
Zoom on Bank of First Deposit

(
To zoom on any piece of the image, also known as “rubber‑banding”:

(
Position the mouse at the outside corner of the area to be enlarged.

(
Click and hold to draw a box around that area.

(
To return to the normal check image from any option, click on the FRONT toolbar button.

To Print

(
Click on the toolbar PRINTER button; a menu of choices will appear.

(
To select which side(s) of the check to print:

(
Pull down the OPTIONS menu.

(
Select the PRINT IMAGE option; then choose your preferred printing option.

(
Click on OK to print.

(
If the system cannot find your printer, check the settings under FILE; then PRINT SETUP.

To Exit The System

(
Select FILE; then EXIT.
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