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March 2, 2022       REFER TO:  2020-0802 
 
VIA Email: wjo@mindspring.com  
 
Dear Mr. Olson: 
 
This responds to your Freedom of Information Act (FOIA) request dated June 1, 2020, and 
received by the Bureau of Alcohol, Tobacco, Firearms and Explosives (ATF) on the same day, in 
which you requested records concerning the ATF Processing of Dealer “Out of Business” 
Records.   
 
This is a rolling production and this is Release One.  In response to your request, we have 
processed a total of 312 pages of responsive material.   
 
You have requested material that ATF is required to maintain pursuant to the Gun Control Act 
(GCA) and/or is information contained in ATF Firearms Trace System database.  This 
information is exempt from disclosure pursuant to Exemption (b)(3) of the FOIA and Public Law 
112-55, 125 Stat. 552. 
  
Exemption (b)(3) of the FOIA permits the withholding of information prohibited from disclosure 
by another statute only if one of two disjunctive requirements are met:  the statute either (A) 
requires that the matters be withheld from the public in such a manner as to leave no discretion 
on the issue, or (B) establishes particular criteria for withholding or refers to particular types of 
matters to be withheld.  Thus, a statute falls within the exemption's coverage if it satisfies any 
one of its disjunctive requirements.  
 
Beginning in 2003, Congress placed restrictions on ATF’s disclosure of certain GCA related 
information.  In short, ATF can only provide certain GCA data to a law enforcement agency or a 
prosecutor solely in connection with a criminal investigation or prosecution.  Beginning in Fiscal 
Year 2006, Congress included a provision within each iteration of the restriction, which 
effectively made the law permanent. 
  
The most recent iteration of these various restrictions was included in ATF’s 2012 Appropriation 
Bill, Public Law 112-55, 125 Stat. 552.  Some of the information in the requested records falls 
within this restriction.  Since the Fiscal Year 2006 through 2008 restrictions satisfy all the 
requirements of FOIA Exemption (b)(3), and the 2012 language is perpetuated from those  
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Mr. Robert Olson 
 
restrictions, I am withholding the trace data pursuant to 5 U.S.C. § 552 (b)(3) and Public Law 
112-55, 125 Stat. 552. 
 
We are withholding third party information, including the names of ATF employees, under 
FOIA Exemption (b)(6).  To disclose personal information about a living individual to a member 
of the public, we need the written consent from the persons whose information you requested.  
Without written consent, proof of death, or an overriding public interest, personal information is 
exempt from disclosure under the FOIA.  The FOIA does not require agencies to disclose 
information that would constitute a clearly unwarranted invasion of the personal privacy of third 
parties (5 U.S.C. § 552(b)(6)).   
 
We are withholding the specific law enforcement techniques and procedures used in our 
investigation pursuant to Exemption (b)(7)(E) of the FOIA.  Exemption (b)(7)(E) exempts from 
mandatory disclosure records or information compiled for law enforcement purposes when 
production of such records or information “would disclose techniques and procedures for law 
enforcement investigations or prosecutions, or would disclose guidelines for law enforcement 
investigations or prosecutions if such disclosure could reasonably be expected to risk 
circumvention of the law” (5 U.S.C. § 552(b)(7)(E)).  The information withheld reveals specific 
law enforcement procedures and techniques used in this investigation.  Disclosure of such 
information could enable individuals outside of the agency to circumvent agency functions and 
gain access to sensitive investigative information. 
 
For your information, Congress excluded three discrete categories of law enforcement and 
national security records from the requirements of the FOIA.  See 5 U.S.C. § 552(c).  This 
response is limited to those records that are subject to the requirements of the FOIA.  This is a 
standard notification that is given to all our requesters and should not be taken as an indication 
that excluded records do, or do not, exist. 
 
You may contact our FOIA Public Liaisons, Darryl Webb or Zina Kornegay, at (202) 648-7390, 
for any further assistance and to discuss any aspect of your request.  Additionally, you may 
contact the Office of Government Information Services (OGIS) at the National Archives and 
Records Administration to inquire about the FOIA mediation services they offer.  The contact 
information for OGIS is as follows: Office of Government Information Services, National 
Archives and Records Administration, Room 2510, 8601 Adelphi Road, College Park, 
Maryland 20740-6001, e-mail at ogis@nara.gov; telephone at 202-741-5770; toll free at 1-877-
684-6448; or facsimile at 202-741-5769.  
 
If you are not satisfied with my response to this request, you may administratively appeal by 
writing to the Director, Office of Information Policy (OIP), United States Department of Justice, 
441 G Street, NW, 6th Floor, Washington, D.C. 20530, or you may submit an appeal through 
OIP's FOIA STAR portal by creating an account following the instructions on OIP’s website: 
https://www.justice.gov/oip/submit-and-track-request-or-appeal.  Your appeal must be 
postmarked or electronically transmitted within 90 days of the date of my response to your 
request.  If you submit your appeal by mail, both the letter and the envelope should be clearly 
marked “Freedom of Information Act Appeal.” 

mailto:ogis@nara.gov
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Sincerely, 
 

 
 
 

Enclosure 

 
 

Adam C. Siple 
Chief 

Information and Privacy Governance Division 



Media Conversion Data and Image Upload for ECM 
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Response to FOIA 2020-0802: 

• records identifying the current number of pages of records housed by the OOB Records
Center;

All counts are as of 9/25/2020 

Total of OOB Pages (imaged in ECM-OBR and pending imaging) = 461,235,863 
o Total OOB Pages in ECM-OBR = 420,350,563
o Approximate pages to be imaged from the Warehouse = 40,885,300.

Total Digital Reel Image Count = 397,009,542 
o 382,797,000 images from microfilm rolls in Digital Reel
o 14,212,542 images from microfiche in Digital Reel

*The Digital Reel system is utilized by the NTC Division to store and retrieve OOB
records that were received and processed by ATF prior to 2006 using
microfilm/microfiche.

• records showing how OOB records are currently stored by ATF, including whether Forms 4473
and/or "bound books" are being scanned into digitized form, and/or turned into a searchable
database through manual entry or use of "optical character recognition" software;

In mid-February of 2017 all OOB records stored in the Out-of-Business Records Imaging 
System (OBRIS), were migrated over to the new ATF Enterprise Content Management (ECM) 
system.  The Enterprise Content Management (ECM) system utilizes Oracle WebCenter to 
provide a set of modular Commercial off the Shelf (COTS) products, which meet ATF high 
volume content management requirements, delivering the information via a web portal.  The 
ECM system allows digital content to be centrally managed and shared by multiple applications 
and business groups across the ATF enterprise. The products support the high volume capture, 
Indexing, Storage, Search, and Retrieval of digital content received from high volume scanners, 
data conversion utilities, and native electronic content.  
User Roles include user and system administration for Capture, Content, and Portal.  System 
access is controlled by pulling credentials from Active Directory via WebLogic. Access 
variables set in the WebCenter framework are mapped to the roles and privileges in the Active 
Directory groups of an identical name. 
The security groups for the Enterprise Content Management project include FELC, FFLC, FEIB, 
AFMER and OBR. As users are added to the system, they will be assigned to one or more 
groups dependent on their job function and depending upon what Groups’ documents they 
should be granted access.  The National Tracing Center (NTC) Division utilizes the OBR 
security group to store digital images (.tiff or .pdf format) of OOB records, which includes 
acquisition and disposition logbooks, along with Forms 4473 and other required records.   



When paper records are received from a FFL that has discontinued business, the NTC Division 
scans the documents as .TIFF image files using high-speed IBML scanners.  The Post Scan 
process, utilized to upload the .TIFF image files into the ECM-OBR repository, converts the 
images to a .PDF format for storage and retrieval.  The files are stored as images (with no optical 
character recognition software).  OOB records cannot be searched using free-form text queries.  
The OOB image files are indexed (tagged) by FFL number.  This allows NTC personnel to 
identify a group of OOB records through a FFL number search, and then manually scan through 
the FFL records to locate a particular transaction.   

For those FFL’s who submit OOB records in an electronic format, the NTC Division converts 
the data to a .PDF file format that is consistent with the processing of paper records.  In addition 
to indexing the electronic Acquisition & Disposition records by FFL number, the eMedia 
conversion process also extracts metadata relative to the firearm description (Serial Number, 
Manufacturer, Type, Caliber/Gauge, Model, and date of acquisition).  This allows NTC 
personnel to query the ECM-OBR repository by serial number, rather than having to search by 
FFL number and then manually scan through all of the FFL’s OOB records to locate a particular 
transaction.   

The OBR Security Group within the Enterprise Content Management system does not allow 
users to search by name.  As illustrated in the screenshots below, users can only conduct a “FFL 
Search” and a “Serial Number Search”.  The available fields for each type of search are 
displayed below: 

FFL Search 

FFL Search leverages WebCenter Portal to perform a search and view scanned and imported 
images/documents. By default, the images will open in the configured image viewer on the user 
workstation. 

1. Initiate an FFL Search by clicking the Search button. A dialog box is displayed.

FFL Search Criteria 

2. Enter the search criterion. Click the Search button to initiate the search.

    

      
 

  

  

 

 

    

   
  



Note: To search using a wildcard by clicking the checkbox next to the label ‘FFL Number 
Wildcard Search’. To use the wildcard in front of the string enter %12345 and click the FFL 
Number Wildcard search checkbox. 

3. The system displays the returned search results based on the selected criterion.

FFL Results Summary 

4. To narrow the returned search results, filter by entering additional criteria over each of
the column labels if a white box is displays. Note: This filter is case sensitive. If the white
box is not displayed, click the Query by Example icon to filter by the available fields. A
user can filter results using the fields above the labels FFL Number, Document Type,
Roll, Frame, Batch Description, Batch Name and Documents.

Query By Example 

5. Select a document/image to view, by clicking the View icon in the View column on 
the item row to view the document.

Serial Number Search 

Serial Number Search leverages WebCenter Portal to perform a search and view scanned and 
imported images/documents. By default, the images will open in the configured image viewer on 
the user workstation. 

1. Initiate a Serial Number Search by clicking the Search button. A dialog box is displayed.

        

    

 

   

   
   
    
   
   
        
        
      
    
   
      
        
        
   
    
    
   
        

       

        
 

     
 
 
 
  

 
 

  
  
  
  
  
  



Serial Number Search Criteria 

2. Enter the search criterion. Click the Search button to initiate the search.
Note: To search using a wildcard click the checkbox next to the label ‘Serial Number Wildcard 
Search’. To use the wildcard in front of the string enter %12345 and click the Serial Number 
Wildcard Search checkbox. 

3. The system displays the returned search results based on the selected criterion.

Serial Number Results Summary 

4. To narrow the returned search results, filter by entering additional criteria over each of
the column labels if a white box is displays. Note: this filter is case sensitive. If the white
box is not displayed, click the Query by Example icon to filter by the available fields. A
user can filter results using Serial Number, Document Type, FFL Number, Roll, Frame,
Manufacturer, Weapon Type, Caliber, Model, Batch Description, Batch Name and
Comments.

        

     
      

   

   
  

  

  

 

 

    

    

  

    



Query By Example 

5. Select a document/image to view, by clicking the View icon in the View column on 
the item row to view the document. The web application will display the selected file in 
the native viewer setup on the user’s desktop/laptop. By default, the document/images 
display in the default viewer in a separate window. 

For more information, please reference the attached “REF-Media Conversion Process Chart” and 
“WI–Media Conversion_v11”.  Additionally, “Media A&D Upload File Examples” provides 
examples of how electronic A&D’s are converted to PDFs, and depicts the associated XML file 
(ties the PDFs to the FFL and correlated batches for ECM upload), and weapons file (contains 
firearm and batch information only, no PII).  

• records describing the capabilities of any digital database of OOB records that may exist, such
as ability to search for all 4473's ever completed by a particular person;

As outlined in the response above, the Enterprise Content Management - OBR Image repository 
only allows NTC personnel to search OOB records by FFL Number and Serial Number.  Please 
reference the attached document titled “WI-Imaging-v6” for additional details on the NTC 
Division’s Imaging and Quality Control process.  

• any ATF policies or procedures governing access to OOB records; and

All requests for access to ATF systems/applications are centrally managed through the Access 
(formerly eRequest) module within the ATF Service Catalog.  As noted in the screenshot below, 
access to ECM – OBR Imaging is limited to NTC (National Tracing Center) use only. 

 

 

  

  

  

 
  

 
  

    

 
 
 
 
 

 

 



ATF employees working at the NTC can be granted access to ECM – OBR Imaging if the 
Access request is approved by their supervisors, and also by the System Owner (or 
designee).  ATF employee requests are approved/rejected by their supervisors and those 
approved requests are then transferred to the system owner/designee for approval.  NTC contract 
employees may request access to ECM – OBR Imaging and those requests are forwarded to the 
COR (Contracting Officer Representative) or designee for approval.  Once access is approved by 
the COR/designee, the requests are then transferred to the system owner/designee for 
approval.  All approved system access requests (for both ATF and Contractors) are then 
forwarded to the database administrators for account creation.   

Current user counts for ECM–OBR Imaging are as follows: 

ECM_PROD: OBR_SEARCH - 335 
ECM_PROD: OBR_ADMIN - 64 

• any ATF records discussing how any such digitized database of OOB records that may exist
comports with the 18 U.S.C. § 926(a)(3) prohibition on maintenance of a national gun registry.

Excerpt from ATF Order 3310.4C: 

Out-of-Business Records. The NTC collects and maintains firearms transaction 
records for those FFLs who have discontinued business. These records are used 
to complete firearms trace requests where a dealer within the chain of distribution 
has gone out-of-business. Out-of-business records are maintained on microfilm 
or stored as digital photographs within the Out-of-Business Records Imaging 

 
    

           

   

 

   

  

        

     

     

        

 

 

   



System (OBRIS). No records are retrievable by name. Microfilm or digital photographs are 
visually inspected to determine disposition data to complete firearms trace requests. 

Excerpt from ATF Order 1340.6A: 

COMPUTERIZED RECORDS.  The FFL/FEL/FEP must print out the required records or 
download them to a physical storage device (i.e. hard drive, CD, DVD, USB Flash Drive) 
or at the discretion of the licensee, both.  The complete printout or download must 
provide an American Standard Code for Information Interchange (ASCII) text file 
(conforming to common industry standards) containing all acquisition and disposition 
records, and a file description.  The complete printout or downloaded ASCII text file (and 
file description) must contain all information prescribed by regulation. The NTC converts 
these files into image files not searchable by name. 

Excerpt from ATF Publication 3312.10A: 

What is the NTC’s Out-of-Business Records Repository? 
In 1986 Congress mandated that ATF centralize out-of-business records of Federal Firearms 
Licensees (FFLs) by establishing a records repository. The purpose of the Out-of-Business 
Records Repository is to maintain records (for use in firearms tracing) of FFLs who have gone 
out of business. 
Law/Regulation 
18 U.S.C. 923(g)(4) and 27 CFR 478.127 generally requires that FFLs who have discontinued 
business must forward their required records to ATF within 30 days of discontinuance. 
Penalty 
FFLs who willfully fail to forward their required records to ATF upon discontinuance face a 
penalty of $250,000 and/or 5 years in jail. Note: It is the licensee’s responsibility to send records 
in a manner that enables the FFL to prove that the records have been received by ATF. 
Required Records 
Original Federal firearms license; Acquisition/Disposition (A&D) records; ATF Forms 4473, 
Firearms Transaction Records; ATF Forms 3310.4, Report of Multiple Sale or Other Disposition 
of Pistols and Revolvers; ATF Forms 3310.12 Report of Multiple Sale or Other Disposition of 
Certain Rifles; ATF Forms 
3310.11, Federal Firearms Licensee Theft/Loss Report; and law enforcement certification letters. 
If the licensee maintained a computerized record keeping system, the required records must be 
printed out or download to a physical storage device (i.e. hard drive, CD, DVD, USB Flash 
Drive) or at the discretion of the licensee, both. The computerized records (if applicable) must be 
provided in American Standard Code for Information Interchange (ASCII) text file format 
(conforming to common industry standards) containing all acquisition and disposition records 
and file description. The NTC converts these files into image files not searchable by name. See 
27 CFR 478.129 for details on the length of time records must be kept. 







































               
 
       

ImageTrac daily preventive maintenance   
 Each of these steps should be performed once per 8 hour shift.  

 
1. Clean the feed tires (Black) with mild soap and 
water.  
Feed tires should be replaced when they are worn and / or don’t feed well.  
 
2.  Clean and rotate the direction of the gray reverse 
belts.  
This helps increase the effective life of the belt. Also brush back to a "rough" 
texture with a hard bristle brush if debris has accumulated on the belt. Replace 
when the surface can no longer be brushed to a slightly "rough" texture. NEVER 
apply any moisture to these belts. 
 
3. Clean tracking sensors with a dry cotton swab. 
Never use any type of cleaners or solvents on these sensors. 
 
4. Clean picker and de-double rollers with a damp cloth 
if necessary.  Do not use soaps or solvents, only water: rollers must be dry 
prior to scanning. 
 
5. Inspect the rear camera Glass.   
Clean with a lint free non abrasive cloth if necessary. 
  
6. Vacuum or blow dust and particles off the track. 

JKR 







Safety Instructions

Please read all safety instructions, warnings, and precautions thoroughly before operating the
ImageTrac. Follow all operating and other instructions carefully. Pay attention to the following
symbols:

The Electrical Hazard symbol indicates that there are dangerously high voltages present
inside the enclosure of this product. To reduce the risk of fire or electric shock, do not
attempt to open the enclosure or access areas of the ImageTrac where you are not
instructed to do so. Refer servicing to qualified personnel only.

The User Caution symbol indicates a condition where damage to the equipment or injury to
the operator/installer could occur if operational procedures are not followed. To reduce the
risk of damage or injury, follow all steps and procedures as instructed.

The Danger! Laser Energy symbol indicates that this equipment contains Class II laser prod-
ucts. Before working on this equipment, personnel must be laser safety qualified and use
proper eye protection. Do not stare into the laser beam.

Operation Safety

As an operator, it is important that you follow these guidelines to maintain a proper environment for
the ImageTrac and ensure safe operation.

Operating Temperature

To reduce the risk of operator error or accident, the ImageTrac should be operated between 59º F (15º
C) and 90º F (32º C). It is the responsibility of the purchaser to ensure that adequate environmental
conditions aremaintained in the equipment operating area.

Lighting

The supplier of this equipment does not provide local lighting as part of the product installation. It is
the responsibility of the purchaser to ensure adequate lighting is provided to reduce the risk of
accidents or operator eyestrain. For information on lighting conditions, consult local laws regarding
human factors engineering.

Body Strain/Accident
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Maintenance

Maintenance

To maintain optimum throughput and protect the life of the scanner and its parts, it is essential to
perform maintenance tasks regularly, especially in environments under excessive production.

Themaintenance tasks described here can be performed by operators, lead operators, and supervisors.
Since duties and roles differ between customer sites, customers should discuss maintenance tasks with
an ibml Implementation Specialist to help decide who should perform each task.

Familiarize yourself with the tasks in the Daily Maintenance Checklist and review the steps for
performing each task. You may see the Daily Maintenance Checklist each time you launch Scan Client if
your administrator has enabled this option.

Daily Maintenance Tasks

l Remove all paper, dust, and debris (staples, paper clips, rubber bands) using a vacuum cleaner or
a dry, lint-free cloth.

l Clean the feed tires with soap and water and rotate the set to allow the tires to dry.
l Clean the reverse belts with a dry brush provided with the scanner and rotate the direction of the
belts on the reverse belt assembly.

l Clean sensors with a cotton swab or similar dry material.Do not use solvents or compressed
air/canned air on the sensors.

l Clean picker and de-double rollers with a damp cloth; removemoisture and wipe clean with a dry
cloth.Do not use soaps or solvents, only water: rollers must be dry prior to scanning.

Additional maintenance tasks should be performed as needed.

Additional maintenance tasks

Themaintenance tasks described below should only be performed as needed by designated personnel:

l Gently dust across the glass surface of the Barcode Reader lens using a dry, soft cloth. Be careful
not to alter the position of the reader.

l Gently dust and clean front and rear camera glass. Use Optical Lens Cleaning Wipes (ibml part
#042-00125).

l Clean the MICR read heads with a small amount of alcohol and a cotton swab.
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l Using a cotton TexWipe®moist with de-ionized or distilled water, wipe ink and other build-up off
of the inkjet print head and electrical interconnect pads.

l Clean stainless steel track surface components with an ibml-approved stainless steel cleaner (ibml
part #003-00055) and a lint-free cloth. (Do not spray cleaner directly on steel surfaces.)

Cleaning feed tires

The feed tires should be cleaned daily after every 8-hour shift to remove dirt and grime. The feed tires
should be cleaned with soap and water and should then be allowed to air dry. Install a clean set of feed
tires while the freshly washed set of tires air-dries. A toothbrush or lint-free cloth may be used for deep
cleaning or scrubbing purposes.

Feed tires should be discarded and replaced when they begin to wear badly or when document feeding
becomes inconsistent. Be sure that an ample supply of feed tires is kept at your site for replacement
purposes.

The feed tire assembly is comprised of three primary parts:

idler drive pulley belt

To clean the feed tires you must first remove them using the following procedure described below.
Once the tires are cleaned, consult the procedure for replacing the feed tire assembly.

Removing Feed Tires
To remove the feed tires, complete the following steps:

1. Set the Feeder Throat Adjustment to open.
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2. Remove the front frame cover of the Feeder module by pulling it toward you.

3. Remove the stainless steel base plate by pulling it toward you.

4. Lift up the De-Double cover; this exposes the De-Double assembly.

5. Remove the outer feed tire by sliding it toward you and off of the shaft.
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6. Remove the two feed tire spacers by sliding them off the shafts. Take note that the spacer on the left
is larger than the spacer on the right.

7. Remove the inner and outer feed tires.

At this time, you should also remove and clean the reverse belts. see Cleaning reverse belts

Replacing Feed Tires
Once the feed tires have been removed and cleaned, they must be replaced using the following steps.
Before replacing the feed tires, be sure that the reverse belts have been cleaned and replaced.

1. Place the feed tire on the idler and drive pulley; the idler should be in your left hand and the drive
pulley in your right hand. The drive pulley shoulder should face you.
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2. Slide the idler on the left shaft approximately a half-inch; then, while stretching the feed tire, slide the
drive pulley onto the right shaft. Work the idler and drive pulley down the shafts until you feel the drive
pulley lock into place on the shaft indention.

3. Slide the large spacer on the left shaft and the short spacer on the right shaft.

4. Install the outer feed tire in the samemanner as described in Step 1. However, for the outer feed tire
you should have the idler in your right hand and the drive pulley in your left hand.

5. Install the stainless steel base plate.
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6. Pull down the De-Double cover.

7. Install the Feeder module front frame cover.

8. Reset the Feeder Throat Adjustment to the desired setting.

Note: New/cleaned feed tires may require a different Feeder Throat Adjustment setting.

Cleaning reverse belts

Reverse belts should be cleaned daily or every 8-hour shift with a stiff brush like a toothbrush.Do not
clean reverse belts with any type of liquid. The De-Double reverse belts should be replaced when they
show signs of wear or when feed quality decreases and/or double feeds increase. As a guideline, the
belts should be replaced every 2,000,000 documents, or every 30-60 days.

To clean the reverse belts, you must first remove the reverse belt assembly using the following
procedure. Once you have removed, cleaned, and replaced the reverse belts, replace the reverse belt
assembly.

Removing Reverse Belt Assembly
To remove the reverse belt assembly, you must first remove the feed tires. Then, complete the
following steps:

1. Remove the outer reverse belt assembly by sliding it toward you.

2. Remove the reverse belt spacer located on the left shaft.
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3. With the spacer removed, remove the inner reverse belt assembly. Once the inner reverse belt
assembly has been removed, clean out any dust, staples, paperclips, or other debris.

Removing, Cleaning, and Replacing Reverse Belts
To clean the reverse belts, remove them from both the inner and outer reverse belt assemblies.
Complete the following steps for each reverse belt assembly:

1. Press inward on the spring-loaded pulley until it locks into place.

2. Once the pulley is locked in place, enough slack is created so that you can easily remove the belt.
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3. Clean the belt with the dry brush provided.

4. Rotate the direction of the belt. Then, replace the belt and slide the spring-loaded pulley outward to
lock the belt in place. On each assembly, grasp the ends of the spring slides and pull; this causes the
belt to snap tight to its original position.

Replacing Reverse Belt Assembly
Once you have replaced the new or cleaned reverse belts, replace the reverse belt assembly by
completing the following steps:

1. Install the inner reverse belt assembly by sliding the brass bushing onto the left shaft.

2. Install the reverse belt spacer on the left shaft.

3. Install the outer reverse belt assembly.

Once the reverse belt assembly is in place, you can then replace the feed tires.
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Removing paper, dust, and debris

During normal operation of the ImageTrac scanner, it is common for small pieces of paper, dust, and
debris to become lodged inside the scanner.

l Use a vacuum cleaner to remove any small pieces of paper, dust, paper clips, and staples that
remain on the track.

l Use a lint-free cloth with a non-moisturizing soap to remove glue on the track that items such as
envelopes and mailers may have left behind. Standard antibacterial soap is recommended.

l Remove any tape left on the track; if the area remains sticky, use a lint-free cloth with a non-mois-
turizing soap to clean the area.

Ultrasonic De-Double maintenance

Note that extra caremust be taken with ImageTrac scannners that have the Ultrasonic De-Double
Detector. Nothing should ever touch the emitter or receiver units. The ultrasonic signal of the emitter
has a self-cleaning effect, so no, or very little, maintenance is needed for the Ultrasonic De-Double
Detector.

If cleaning is required, use a vacuum to pull any particles away from the emitter unit being careful not to
touch the emitter unit with the end of the vacuum nozzle.

The LEDs on the Ultrasonic De-Double Detector indicate detection of air, a single document, or more
than one document.

l Yellow= detection of air
l Green = detection of a single document
l Red = detection of two documents
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the track. Some ImageTracs may have an Ink Jet Printer that prints information about documents during scanning, if
necessary.

After a batch of documents is scanned, it may go through a QA process in which someonemanually examines the batch for
quality and completeness before allowing it to proceed further. Next, images can be archived or processed through another
software tool. Some customers may use ibml's Post Scan processing to transform data and images captured by the
ImageTrac into information that can be used by a host system.

ImageTrac components

Your ImageTrac scanner is comprised of a number of frames and modules that contain components important to the
operation of the scanner.

View the following photos to see where themost essential scanner components are located. A full description of the
components on the ImageTrac is provided following the photos.

ImageTrac Series 5 Scanner Frames and Options
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Some ImageTracs may be equipped with a Patch Code Reader responsible for reading patch code labels. The Patch Code
Reader is located on the Registration module.

MICR Reader

TheMICR Reader is located on the Registration module and is responsible for reading the E13-B or the CMC-7 font.
Depending on your scanning needs, you may have a Top-Side MICR Reader or a Bottom-Side MICR Reader, or you may
have the Touchless Top-Side MICR Reader.

Cameras 

The ImageTrac scanner is equipped with a front camera and a rear camera that capture images and relay them back to the
Host PC.

S-Turn Module

The LCD buttons on the front of the S-Turn are used for clearing jams. They both function in the sameway and can be used
simultaneously:

l Press and Hold: Track moves forward.
l Press Twice and Hold: Track moves in reverse.

Pocketing Configuration

The pockets are the final destination for documents. Your scanner may have any number or combination of pockets with full
sort capabilities that support a wide range of document sizes.
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l Red: error
l Yellow: ImageTrac busy
l Green: normal operation

To bring up the Image Server application, double-click the tray icon.

How do you close the SoftTrac Capture Suite Image Server?

1. Right-click on the Image Server system tray icon

2. Click exit

If we are using a Legacy SoftTrac version on the same computer as SoftTrac Capture Suite, how
do I close the Legacy Image Server?

1. Right-click on the Legacy Image Server system tray icon

2. Click exit
3. You must also close the Legacy Server App.

a. Right-click on the Legacy Server App

b. Click exit
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Preparing documents for scanning
Before you can scan a batch of documents, you must prepare those documents properly to prevent possible damage to the
scanner and to ensure optimum output.

Guidelines for Preparing Documents

l Gather all documents and separate them into groups, also called batches. Your administrator tells you how to form
batches for specific jobs.

l Make sure that documents are normalized to the relative humidity level of the scanner room prior to their being
scanned. This is important if you are prepping documents that come from a separate storage location where humidity
differences between the storage location and the actual scanning location are an issue. It may be necessary to give the
documents a day or so to acclimate to the scanning environment before prepping them.

l Inspect each document and remove all paper clips and staples.

l Make sure that all documents are separated. Some documents may have been taped together using clear tape. Make
sure that the tape is flat, has no ragged edges, and is not hanging off of the document. Remove any excess tape. If
pieces of paper are stuck together, this creates double feeds that result in jams.

l Watch out for cuts and tears in documents. If possible, carefully tape the document back together using clear tape.
Make sure the tape is flat, smooth, and contains no ragged edges.

l Look for small folds or ragged edges and smooth them out.

l Prepare envelopes according to your administrator's instructions. If you are asked to open envelopes, use a letter
opener.

l Documents, such as envelopes and mailers, may contain glue, which could cause a problem during scanning. To pre-
vent this from happening, make sure that the glue is dry and not sticky.

l Stack documents according to your administrator's instructions. How you stack documents is related to the direction
the batch is scanned. Generally, you stack documents with the upper left corners on top of each other.This is especially
important if you are stacking amixed batch (long and short documents).

l Turn all documents face-up. Make sure the text of the document is facing you. If it is a double-sided document, make
sure that page one is facing up.

l Use a jogger to stack and align batches according to your administrator's instructions.

For more information about document preparation, consult the Document Preparation Guide provided by your ibml
Implementation Specialist.
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Starting and shutting down the ImageTrac
Start the ImageTrac

Before starting the scanner, be sure that the track is clear of any obstructions or debris. To properly start the ImageTrac
scanner, follow these steps:

1. Turn on the Host PC.
2. Log in to Windows.
3. After Windows completes loading, make sure that Image Server is running properly.
4. Power on the scanner by flipping the operator switch to theOn position.

Shut down the ImageTrac

It is critical that you follow these steps to properly shut down the ImageTrac scanner; failure to do so may result in
malfunction.

1. Close all applications running on the Host PC.
2. Turn off power to the ImageTrac by flipping the operator switch to theOff position.
3. With the ImageTrac off, follow theWindows shutdown procedure to turn off the Host PC.
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Scan Client Overview
Click the links below to learn more about the different parts of the Scan Client user interface:

Ribbon bar

Feed buttons

Document tree

Image viewer

Messages

Document Data

Performance

Pocketing

Status bar

Ribbon bar

The ribbon bar is located above the document tree and represents various functions used when scanning documents. See
also, Feed buttons.
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l Total Transactions: Total number of transactions in the batch.
l Total Documents: Total number of documents in the batch.
l Total Images: Total number of images for the batch.
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Customization dialog box
Adding columns

Add a column by right-clicking a column header and selecting Column Chooser from themenu. In theCustomization
dialog box that displays, click and drag the columns you want to add to the column header area. You can also select the
column in the Customization dialog box, right-click, and select Show This Column.

You can display the following columns in theSelect Job dialog box:

l Job Description
l Job Group
l Job ID
l Job Name
l Parmfile

You can display the following columns in theSelect Batch dialog box:

l Batch Directory
l Batch ID
l Batch Name
l Data Connection
l Database Version
l Date Created
l Document Count
l Job Description
l Job ID
l Job Name
l Locked By
l Locked On
l Log Directory
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l Machine Used
l Operator Group
l Operator ID
l Operator Name
l Parmfile
l Parmfile Version
l Process Date
l Remarks
l Scan Client Version
l Scanner ID
l Scanner Version
l Status
l Status ID

Moving columns

Change the order of the columns in the dialog box by clicking and dragging them to different locations in the header.

Removing columns

Remove a column by right-clicking the column header and selecting Remove This Column from themenu. You can also
drag and drop columns into the Customization dialog box to remove them.
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Sorting columns

Each column has sorting capabilities. Right-click a column header and choose either Sort Ascending or Sort
Descending to change the sorting order for that particular column. You can also click the column header to change the
sorting order from ascending order (listing from lowest number to highest number) to descending order (listing from
highest number to lowest number).

Grouping Columns

By default, the jobs in theSelect Job dialog box are listed by the group to which they belong. To remove this group, click
Job Group at the top of the dialog box and drag it to the column header area. Group by job ID, job name, or job
description by clicking a column header and dragging it to the top of the dialog box. If you drag more than one header, the
grouping is organized hierarchically.

By default, the batches in theSelect Batch dialog box are grouped by job name. To remove this group, click Job Name at
the top of the dialog box and drag it to the column header area. Group by another option (see the preceding list of available
columns for the Select Batch dialog box) by clicking the column header and dragging it to the top of the dialog box. If you
drag more than one header, the grouping is organized hierarchically.

Creating Custom Filters

When you hover over a column header, a small filter icon displays in the upper right corner. Clicking this icon lets you create
a custom filter (Custom) for the column, turn off the filter (Blanks), or show all possible entries, including columns that have
blank entries (Non blanks).
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In cases where you cannot autobatch because you do not have batch headers to separate each new
batch, you can use theNew Batch option located in the Scan Client application menu or the keyboard
shortcut Ctrl + N to create a new batch of the same type without having to close the current batch and
return to the Scan Client Getting Started screen.

This is considered manual autobatching. When this option is selected, the current batch is closed, a new
batch of the same type is automatically created, and the batch ID is incremented.

If the batch belongs to a job that has a batch input parameter associated with it, the batch input dialog is
displayed when the new batch is created. Both DocIDs and inkjet keywords are reset when this option is
used.
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Set maximum number of batches

By default, themaximum number of batches that are loaded into the batch viewer is 2000.
Any time you change filtering options, refresh the list, and attempt to retrieve a batch list
that exceeds this maximum value, amessage displays that prompts you to confirm loading
all batches before this command is executed.

This default number of batches can be changed by clicking Edit> Max Number of
Batches in the application menu and changing themax batches value in the dialog that
displays.
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Change the current operator
There are scenarios where a different operator needs to log in to view a currently open batch. For example, if an operator
does not have the permission to delete an image but an incorrectly scanned image needs to be replaced, amanager-level
user with the permission to rescan documents may log in to Scan Client and do so by selecting Change Operator from the
application menu (keyboard shortcut Ctrl + Shift + O).

The operator who is logging in must have permission in the User Admin to view the current job to log on successfully.
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Flag documents for rescan
You can flag documents in the tree when they need to be rescanned due to poor image quality.

Use the hotkey F7 to flag a document; select and de-select F7 to flag and un-flag the selected item(s) in the tree.

When navigating the tree for flagged documents, use the hotkey F8 to move from one flagged document in the tree to the
next.
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Hand feed documents
While operating the scanner, it may become necessary to hand feed documents in the case of a jam or skew or in the case of
appending or inserting documents in a batch.

The Registration module has four sensors located along its back edge. Generally, documents are hand fed from Sensor 1,
which is the first sensor on the left side of themodule. A document is hand fed by either placing it over Sensor 1 and pressing
Hand Feed or by pressingHand Feed and then placing it over Sensor 1.

Depending on the parameters your administrator has set, you may hand feed documents from Sensor 2 as well. If you can
hand feed from Sensors 1 and 2, note the following:

l When hand feeding from Sensor 1, you must first pressHand Feed and then place the document over the sensor.
l When hand feeding from Sensor 2, you can first pressHand Feed and then place the document over Sensor 2, or
place the document over Sensor 2 and then pressHand Feed.

Scan Client remains in hand feed mode until you press Stop Feed,Auto Feed, or Close Batch.
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Move inkjet print heads
To clean the inkjet print heads or replace inkjet printer cartridges, selectMove Inkjet Printer Heads from Inkjet in the
application menu (keyboard shortcut Ctrl + Shift + M).

When you select this option, the pre-image inkjet head and/or post-image inkjet head moves out over the track, and a
disconnect command is issued to the scanner transport.

After you have cleaned the print heads (See Inkjet Maintenance) or replaced ink cartridges, clickMove Inkjet Printer
Heads again from the application menu. At this time, a connect command is issued to the scanner transport to move the
inkjet printer(s) back to their home position(s) so that you can resume document feeding.
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Print Preview with image only
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Under the Filemenu, click Page Setup to change paper size, orientation, and margin sizes prior to printing. You can
define a header and footer for the image by clicking Header and Footer in the toolbar. Within the header or footer, you could
insert page numbers, insert the user name of the logged in user who printed the image, and insert the date and time the
imagewas printed.

Within this dialog box, you can also zoom in and out on the image, change the background color of the image, or insert a
text or picture watermark to be displayed in the background of the image.
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Search for documents and document data
You can search for specific documents in the tree by document ID or document type. Or, you can search the tree for
document data, including IJP data, barcode data, and MICR data.

Access the search feature by selecting Search from the application menu or by using the keyboard shortcut Ctrl + F.

In theSearch for Documents dialog, click on the item you want to search by—document data, document type, or
document ID.

If you want to search for specificdocument data, type in the data you are looking for in the box provided. The application
searches for document data in all columns (Name, IJP Data, Barcode Data, Pocket, and MICR Data) even if the particular
columns are not currently shown in the tree.

If you select document ID, enter or select the specific ID number you are looking for in the box provided.

If you select document type, choose the document type to search for from the drop-down menu. The document types
listed here are those that are set up within the scan job.

After you have typed in your search criteria, click Find Next to begin the search from the top of the treemoving down.
Continue clicking Find Next or press F3 to continue searching for items throughout the batch that match the criteria you
entered.

Click Select Allwhen you want to highlight all instances of thematched item in the tree.

Click Flag All to flag all instances of thematched item in the tree. ClickUnflag All to remove flags from thematches item(s)
in the tree.
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Select the Filters check box to enable filtering in the document tree. Select Filter By to filter the tree by the item that
matches your search criteria. You can choose the Filter Out option to filter out an item from the tree.

To turn off filtering in the tree, clear the Filters check box.

Click Cancel to end the search and close theSearch for Documents dialog.
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View batch log
The batch log opens in a text editor and shows a record of all activity that occurs during batch processing per the job's
instructions. This includes batch information, database errors, scanner errors, scanner information, document mapping
errors, scanner event information, interface information, document mapping information, pocket information, inkjet printer
information, database information, scanning events, and timer information.

This option is primarily used by ibml personnel to troubleshoot scanning issues.

To view the batch log, select Support>View batch log from the Scan Client application menu, or use the keyboard
shortcut Ctrl + L.
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View and edit document data
You have the option to view and edit the data captured for documents during scanning. Permission to view and edit
document information must be granted by your administrator in User Admin (permission name: View and Edit
Document Data).

To view the data specific to a particular document, double-click the document in the tree. You can also select the document
in the tree and press Enter on the keyboard.

In theDocument Data dialog that displays, view and change document data as needed. Notice that you can view and/or
delete the images associated with the selected document from this dialog as well.

If you would like to view and edit data for other documents in the tree, use the navigation buttons located at the bottom of
the dialog (First Document, Last Document,Next Document,Previous Document) to move through the other
documents in the batch.
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General

Batch ID 

Number assigned to uniquely identify each batch

Batch Directory

Path to the directory location where batch images are stored

Document ID

Document identification number

Document Type

The type of document as defined in Scan Job Setup. You can rename an item here by choosing a new level

name from the list of available names.

Level Number

Document level based on tree hierarchy, i.e. references if the document was a level 1 (transaction-based jobs)

or level 0

Document Status

The status of the current document as either flagged (value of 1) or not flagged (value of 0). This is also a

custom field that some back-end systems use to set a status for a document.

IsCheck

Value indicates whether document was recognized as a check (True) or not (False)

Matched

Value indicates whether the documentmatched a Document Size rule (True) or not (False)

Pocket

Pocket number where the document was sent
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Logical Pocket 

The logical pocket number the document was sent to

Width

The physical width of the document as measured in inches

Height

The physical height of the document as measured in inches

Images 

Lists images associated with the document. From here, you can see the camera and image window the image

was captured from as well as the width, height, DPI, file size, and image type data associated with each

document image. When you open an image from theDocument Data dialog box, the image displays in your
system's default image viewer. SelectDelete to remove an image from the list.

Inkjet

Lists the print line associated with the Pre-Image Inkjet and/or Post-Image Inkjet.

MICR Data

Lists any MICR data read by the MICR Reader. This area also shows the merged result from the MICR + ICR

read, if available, and indicates, using True or False, if the MICR readmatched the value specified for the MICR

property/rule.

Pre-Image Reader

Lists any data read by the Pre-Image Reader.
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Hardware Barcode Reads

Lists any data read by the hardware Barcode Reader. Barcode data is displayed in the order it was on the

document with respect to the direction in which the document was scanned.

Image Barcode Reads 

Lists Image Barcode data captured and includes the camera and image window where data was captured as

well as the symbology type and coordinates. Image Barcode data is displayed in the order it was on the

document with respect to the direction in which the document was scanned. This area also indicates, using True

or False, if the Image Barcode readmatched the value specified for the Image Barcode property/rule.

ICR Reads

Lists any ICR data captured during scanning.

Doc Typing

Lists any IDR data captured during scanning, including confidence, the camera and image window from which

the result was taken, and whether or not the result matched the value specified for the Document Type

Recognition property/rule.

Logo Finder

Lists any logo data identified during scanning, including the coordinates of the logo on the document (top, left,

bottom, right) and the camera and image window from which the result was taken.
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How to recover from a skew

A document skew is a slanted or crooked document. A skew often results from a bent or curled document edge. Skews
usually occur after a document leaves the De-Double and before the document reaches the front camera; they are usually
detected by one of the Ink Jet Printer module's six sensors (usually sensors 1 and 2). If your scanner is not equipped with an
Ink Jet Printer, skews are detected by the six sensors on the Ink Jet Filler module.

When the scanner detects a skewed document, a "Document skew detected" error message is issued by Scan Client and the
scanner track is halted; this message tells you where on the track (module and sensor) the skew occurred.

To recover from the error, complete the following steps:

1. Using the information provided in the error message, locate the skewed document on the track.
2. SelectOK on the error message in Scan Client.
3. Gather the documents left on the track, or select Flush Track in Scan Client to send the documents left on the track

to the flush pocket. Take note of any documents that were not properly scanned before the skewwas detected. Take
the document that caused the skew error and smooth it out, if necessary.

4. Hand feed the documents that were not properly scanned, including the document that triggered the skew error.
5. When you finish hand feeding the documents, pressAuto Feed to continue scanning into the batch.

How to recover from a jam

Jams can occur at any point on the track, but they most likely occur when a document gets stuck under the rear camera or in
a pocket. These particular areas on the scanner have belts that touch both sides of a document; therefore, when a document
with a tear or fold is pinched by these belts, a jam can occur. When a jam is detected, an error message is issued by Scan
Client, telling you where the jam is located and halting the scanner track.

If frequent jams occur in the same location, make sure that all sensors in that location are clean and clear of debris. Also,
make sure that documents are being prepared and fed properly.

Jam recovery consists of clearing the jam, clearing the track, locating the last scanned document, and hand feeding the
documents left on the track.

To perform jam recovery, use the following steps:

1. Given the information provided by the error message, locate and clear the jammed document. Clear the track of
remaining documents, making sure that you keep them in correct scanning order. You may clear the track by phys-
ically gathering documents or by selecting Flush Track in Scan Client. If you flush the track, all documents are sent to
the pocket designated as the flush pocket. Remove the documents from the flush pocket, making sure that you keep
them in correct scanning order.

2. Locate the last document scanned successfully before the jam error was issued. (This document should match the doc-
ument image currently in the image viewer.) If the document that caused the jam was not successfully scanned,
smooth out that document, if necessary, before feeding it again.
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3. Hand feed the documents that followed the last successfully scanned document, which may include the document that
caused the jam.

4. After you are done hand feeding documents, select Auto Feed to continue scanning the remaining documents in the
batch.

Using the LCD Buttons to Clear a Document from a Module

Pocket Button

l Press the pocket button once to empty the pocket.
l Press the pocket button twice to empty all pockets.

S-Turn Module

The LCD buttons on the front of the S-Turn are used for clearing jams. They both function in the sameway and can be used
simultaneously:

l Press and Hold: Track moves forward.
l Press Twice and Hold: Track moves in reverse.
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By moving the Feeder’s adjustable registration wall in, long documents may be fed closer to the registration edge to assist in
correct document alignment on the Registration module. This adjustment is designed for documents ofmore than 11
inches in length that need Feeder adjustment for optimal registration.

By moving the Feeder’s adjustable registration wall out, small documents, such as checks, may be fed optimally, ensuring
that they ride on top of the third belt in the Feeder module. This decreases the probability of paper jams and tearing. This
adjustment is designed for documents less than 5 inches in width that need Feeder adjustment to assist transport across the
spaced belts.

Adjusting document alignment

Turn the Document Alignment Adjustment Knob, as shown below.

l Turn the knob left to push the Feeder's registration wall back for long documents.
l Turn the knob right to pull the Feeder's registration wall forward for small documents.

Adjust Picker Sensor Arm

Located to the left of the Picker and Picker Tension Knob, the Picker Sensor Arm Knob controls the number of documents
pushed into the Feeder by controlling the sensitivity of the Picker Arm Sensor and the angle at which documents are fed into
the Picker. Picker Sensor Arm adjustments may bemadewhile the ImageTrac is powered on.

Adjusting the Picker Sensor Arm
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Move the black Picker Tension Knob, as shown below.

l Move the knob up to increase sensor sensitivity and allow fewer documents into the Feeder.
l Move the knob down to decrease sensitivity and allowmore documents into the Feeder.

Note that double feeds occur less frequently when fewer documents enter the Feeder throat at one time.

Adjust Picker tension

The Picker Tension Spring controls the weight the Picker arm places on a batch of documents in the Automatic Feed Tray.
The correct level of tension is determined by the weight of the documents in the batch; if you are scanning thin documents,
you should decrease the Picker arm tension.

Adjusting Picker tension

Move the gray knob directly above the Picker, as shown below.

l Move the knob up to decrease tension.
l Move the knob down to increase pressure.

Items to note:

l Picker tension can be adjusted while the scanner is powered on.
l Setting the Picker arm tension too high may cause documents to bunch up or bow if the scan speed is set too fast.
l Setting the Picker arm tension too lowmay cause a delay in moving documents into the De-Doublemodule.
l If the Picker arm bounces while feeding paper, the Picker tension is set too low.
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Use Feeder Throat Adjustment

The Feeder Throat Adjustment lever is used to adjust the pressure between the feed tires and reverse belts. With the lever
set to a lower number, less pressure is applied to documents. Increasing the number increases the pressure.

It may be necessary for you to adjust the throat pressure based on the type of documents you are scanning; thicker
documents may requiremore pressure, while thinner documents may require less.

Items to note:
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l Use the lowest possible setting unless continuous double feeds occur. If this occurs, increase the pressure setting by
one.

l As wear increases on belts and tires, increased pressuremay be needed.
l If double feeds still occur with the pressure set at maximum, replace the feed tires and reverse belts.

Get ibml Customer Support data

When scanning issues arise, it may be necessary to send log file data to ibml Customer Support for troubleshooting.

From the Scan Client application menu, select Support>Get Support Data, or use the keyboard shortcut Ctrl + Shift +
D. Also, any time you receive an error message, you have the option to click Collect Support Data from themessage
dialog itself.

This will display theSupport Data Contents dialog, which allows you to select certain types of log file data and/or to
control the amount of log file information to be included and saved in a batch log zip file that can be quickly and easily sent to
ibml Customer Support.

l Batch Logging - When checked, batch logging (which includes the current and most recent batch log files) will be
reviewed, and only necessary information will be included in the zip file.

l ImageTrac Logging (ImageTrac Manager, DocNetics) - When checked, and if theGet Backups option is
not checked, this option includes just the current and most recent log files for ImageTracManager and DocNetics in
the zip file.

l Get Backups - This option is only enabled if the ImageTrac Logging (ImageTrac Manager, DocNet-
ics) option is checked. When checked,Get Backups includes backups for all log files in the zip file.

l System Event Logging - When checked, this includes the system event logs in the zip file.
l Screenshot - When checked, this includes the screen shots in the zip file.
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Feed tires should be discarded and replaced when they begin to wear badly or when document feeding becomes
inconsistent. Be sure that an ample supply of feed tires is kept at your site for replacement purposes.

The feed tire assembly is comprised of three primary parts:

idler

drive pulley

belt

To clean the feed tires you must first remove them using the following procedure described below. After the tires are
cleaned, consult the procedure for replacing the feed tire assembly.
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Removing Feed Tires

To remove the feed tires, complete the following steps:

1. Set the Feeder Throat Adjustment to open.

2. Remove the front frame cover of the Feeder module by pulling it toward you.

3. Remove the stainless steel base plate by pulling it toward you.

4. Lift up the De-Double cover; this exposes the De-Double assembly.

5. Remove the outer feed tire by sliding it toward you and off of the shaft.
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Replacing Feed Tires

After the feed tires have been removed and cleaned, they must be replaced using the following steps.
Before replacing the feed tires, be sure that the reverse belts have been cleaned and replaced.

1. Place the feed tire on the idler and drive pulley; the idler should be in your left hand and the drive
pulley in your right hand. The drive pulley shoulder should face you.

2. Slide the idler on the left shaft approximately a half-inch. Next, while stretching the feed tire, slide the
drive pulley onto the right shaft. Work the idler and drive pulley down the shafts until you feel the drive
pulley lock into place on the shaft indention.

3. Slide the large spacer on the left shaft and the short spacer on the right shaft.

4. Install the outer feed tire in the samemanner as described in Step 1. However, for the outer feed tire
you should have the idler in your right hand and the drive pulley in your left hand.
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Removing, Cleaning, and Replacing Reverse Belts

To clean the reverse belts, remove them from both the inner and outer reverse belt assemblies.
Complete the following steps for each reverse belt assembly:

1. Press inward on the spring-loaded pulley until it locks into place.

2. After the pulley is locked in place, enough slack is created so that you can easily remove the belt.

3. Clean the belt with the dry brush provided.

4. Rotate the direction of the belt. Next, replace the belt and slide the spring-loaded pulley outward to
lock the belt in place. On each assembly, grasp the ends of the spring slides and pull; this causes the belt
to snap tight to its original position.

- 106- ImageTrac and Scan Client User's Guide





















Frequently Asked Questions
Q: In Scan Client, the feed buttons have keyboard shortcut, but the letter on the button that corresponds to its shortcut is
not always underlined. How do I turn on the underline characters?

A: Underline characters for keyboard shortcuts are aWindows standard, meaning that underline characters are
dependent on whether this option is enabled on your machine.

You can press the Alt key on your keyboard to make the underline characters appear, or you can edit the
Accessibility settings in Windows to make them visible all the time.

Go to Start> Settings>Control Panel>Display>Appearance > Effects. Clear theHide
underlined characters for keyboard navigation until I press the Alt key check box if you want
underline characters to always be visible. Leave this check box selected if you only want underline characters to
be visible when you press the Alt key on your keyboard.
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Feed Tires
All Models

Usage rates depend upon the abrasive qualities in documents being scanned, motor speed settings, 
amount of pressure being applied, operator, daily maintenance, and environment. 

Part Number and
 Description

Comments Item Usage Rate Price

 
016-00009

Feed Tire, Black

Items depicted are sold individually.  Order in mul-
tiples of two.

Use with gray reverse belts. Recommended for use 
with paper weights of 20 lb. (75 g/m2) or greater.

Approximately 
800,000 to 1 million 
documents

$13.00

016-00037 
Feed Tire, Gray

Items depicted are sold individually.  Order in mul-
tiples of two.

Used with yellow reverse belts.  Recommended for 
use with TAT airline tickets, (thin documents with the 
red carbon backs), and other fragile types of docu-
ments.

Approximately 
800,000 to 1 million 
documents

$19.00

016-00077
Feed Tire, Dark Tan

Items depicted are sold individually.  Order in mul-
tiples of two.

Feed tire has the same properties as 016-00070.  

Generally used with the gray reverse belts; only more 
fragile documents will require the yellow reverse 
belts.

Approximately 
800,000 to 1 million 
documents

$27.00

016-00085
Feed Tire, Gray Beveled

Items depicted are sold individually.  Order in mul-
tiples of two.

The Gray Beveled feed tires are used with the yellow 
reverse belts.  

Use with documents that have properties similar to 
rice paper.

This Beveled feed tire is made of the same material as 
the Gray feed tire, 016-00037, with the edges beveled 
to lessen the friction placed on the document as it is 
pulled through the feeder

Approximately 
800,000 to 1 million 
documents

$23.00
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016-00090
Feed Tire, 

Dark Tan Beveled

Items depicted are sold individually.  Order in mul-
tiples of two.

The Dark Tan Beveled feed tires are used with the yel-
low reverse belts.  

Use with fragile documents that are not as fragile as 
rice paper.  

This Beveled feed tire is made of the same material 
as the Dark Tan feed tire, 016-00077, with the edges 
beveled to lessen the friction placed on the document 
as it is pulled through the feeder.

Approximately 
800,000 to 1 million 
documents

$29.00

Reverse Belts
All Models

Part Number and
 Description

Comments Item Usage Rate Price

016-00093
Reverse Belt, Gray Foam

Replaced 016-00032

Items depicted are sold individually.  Order in mul-
tiples of two.

Works well with the majority of document types.

Approximately 
500,000 to 1 million 
documents

$32.00

016-00022
Reverse Belt,
 Yellow Foam

Items depicted are sold individually.  Order in mul-
tiples of two.

Works well with fragile document types.

Approximately 
800,000 to 1 million 
documents

$35.00

 
127-00067

This is the IBML recommended brush used to clean 
the Reverse Belts (only) during the Operator daily 
maintenance. $27.00

016-00032
Reverse Belt, Gray Foam

Phasing out, replaced by the 016-00093

Items depicted are sold individually.  Order in mul-
tiples of two.

Works well with the majority of document types.

Approximately 
500,000 to 1 million 
documents

$32.00
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Lamps
Scanner Models ImageTrac, 1.5, & ImageTrac II

Part Number and
 Description

Comments Item Usage Rate Price

030-00045
Lamp, Halogen

This item replaces 030-00004

3 per camera, 
items depicted are sold individually

1000 Hours $85.00

Scanner Models ImageTrac III & IV

Part Number and
 Description

Comments Item Usage Rate Price

030-00032
Lamp, Excimer

2 per camera
items depicted are sold individually 2000 Hours $ 288.00
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Ink
Scanner Models 
ImageTrac II, III, IV, 5 Series, and Series 6000 Ink Cartridges1

Part Number and
 Description

Comments Item Usage Rate Price

041-00054
HP Fast Dry,

 Black Cartridge

The shelf life for the HP cartridges is on average 14-
18 months if stored at proper temperatures.

Approximately 2.5 
million characters. 1 $38.00

041-00065
HP Red Cartridge

The shelf life for the HP cartridges is on average 14-
18 months if stored at proper temperatures.

Approximately 2.5 
million characters. 1 $47.00

042-00112
IBML Fluorescent Red car-

tridge

The shelf life for this cartridge is on average 14-18 
months if stored at proper temperatures.

Approximately 2.5 
million characters. 1 $57.00

041-00063
HP Versatile, Black Car-

tridge

The shelf life for the HP cartridges is on average 14-
18 months if stored at proper temperatures.

Approximately 2.5 
million characters. 1 $38.00

1 Based on a typical mix of characters from the 10 point New Times Roman set.  Ink usage will also vary based on 
the amount of ink jet homing, spitting and cartage cleaning.  Printing bar codes will use more ink than the normal 10 point 
mixed character set.  Actual usage may vary.
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Miscellaneous Items
All Models

Canned Air

Part Number and
 Description

Comments Item Usage Rate Price

003-00038
Canned Air

NOT available to our international customers – consid-
ered a hazardous material prohibited on air shipments. $16.00

Stainless Steel Cleaner

Part Number and
 Description

Comments Item Usage Rate Price

003-00055
Stainless Steel Cleaner

NOT available to our international customers – consid-
ered a hazardous material prohibited on air shipments $14.00

Batteries

008-00079
Batteries, AAA

Sold as one unit (one battery)
• Use in wireless keyboard and mouse. $1.15

008-00080
Batteries, AA

Sold as one unit (one battery)
• Use in wireless keyboard and mouse. $1.25
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Lint Free Wipes

Part Number and
 Description

Comments Item Usage Rate Price

042-00071
Wipe Cloth Inkjet

Sold per bag of 300
• Use to clean dried ink from the ink cartridge print 

head.
$51.00

042-00001
Wipe Card, Inkjet

Sold per box of 100
• Use to clean dried ink from the ink cartridge print 

head.
$112.00

 
042-00125 

Optical Lens Wipe

Sold per bag of 100 
(Optical Lens Wipe, 100% Polyester,  9” x 9”)
• Use to clean ImageTrac camera optics.
• NOT to be used on Ink Jet
• Use wipe dry; do NOT use any type of liquid on 

camera lens.

$53.00

Cotton Swabs

Part Number and
 Description

Comments Item Usage Rate Price

042-00123
Cotton Swabs

Sold per bag of 100 (5 3/8” wood handle) $5.00

Anti-Static Mat

Part Number and
 Description

Comments Item Usage Rate Price

021-00031
Anti-Static Mat

3’ x 12’, 3.8” thick foam, vinyl with grounding cord $583.00
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Rubber Gloves

Part Number and
 Description

Comments Item Usage Rate Price

042-00021
Rubber Gloves

1 box (100 gloves per dispenser box by weight) $19.00
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Scanner Model ImageTracDS 1150

Part Number and
 Description

Comments Item Usage Rate Price

HT-3277635-1
Pick Roller

Items depicted are sold individually.
Order in multiples of two.

Approximately 1 year 
or 1 million sheets $57.75

HT-3231933-2
Separator Roller

Items depicted are sold individually.
Order in multiples of two.

Approximately 1 year 
or 1 million sheets $57.75

HT-3248603-1
Reverse roller

Items depicted are sold individually.
Order in multiples of two.

Approximately 1 year 
or 500,000 sheets $41.25

HT-3220541-7 (Black)
HT-3220541-8 (Red)

Ribbon Cassette
Items depicted are sold individually.

Approximately 
300,000 characters $44.00

HT-3270994-1 (Black)
HT-3270994-2 (Red)

Ribbon Cassette, for Imprinting (Tank)
Items depicted are sold individually.

Approximately 2 mil-
lion characters $66.00

HT-5537087-8
Fluorescent Lamp

Items depicted are sold individually.
Order in multiples of two.

Approximately 900 
hours $115.50
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Scanner Model ImageTracDS 1085

Part Number and
 Description

Comments Item Usage Rate Price

HT-3277635-1
Pick Roller

Items depicted are sold individually.
Order in multiples of two.

Approximately 1 year 
or 1 million sheets $57.75

HT-3231933-2
Separator Roller

Items depicted are sold individually.
Order in multiples of two.

Approximately 1 year 
or 1 million sheets $57.75

HT-3277946-1
Reverse roller

Items depicted are sold individually.
Order in multiples of two.

Approximately 1 year 
or 300,000 sheets $33.00

HT-3287590-A
Roller Kit

Items are sold as a kit and includes two each of the fol-
lowing (total of 6 rollers):

HT-3277946-1 (Reverse roller)
HT-3231933-2 (Separator Roller)

HT-3277635-1 (Pick Roller)

See above $264.00

HT-5530267-1
Black Ink

Items depicted are sold individually.

Approximately
3.5 million characters

or
6 months after 

opening

$30.00

HT-5530267-2
Red Ink

Items depicted are sold individually.

Approximately
3.5 million characters

or
6 months after 

opening

$30.00
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FOREWORD 

ATF O 3310.4C 
03/19/2013 

TO: All Law Enforcement Personnel 

1. PURPOSE. This order provides guidelines for the implementation of the Bureau of
Alcohol, Tobacco, Firearms and Explosives (ATFs) Firearms Enforcement Program
under the Gun Control Act of 1968, as amended (GCA), and the National Firearms Act,
as amended (NFA).

2. CANCELLATION. ATF O 3310.4B, Firearms Enforcement Program, dated February 8,
1989, is canceled.

3. DISCUSSION. This order has been extensively revised to:

4. 

a. Update and consolidate the current firearms enforcement policies and
strategies.

b. Incorporate policy from the Assistant Directors (Field Operations and
Office of Strategic Intelligence and Information) April 30, 2012, Warning
Notice of Straw Purchasing memorandum; the Acting Director's November
3, 2011, Firearm Transfers memorandum; Assistant Director (Field
Operations} September 12, 2011, ata and Firearms
Trafficking Investigations memora , Director (Field
Operations) June 25, 2009, National Firearms Trafficking Enforcement
Implementation Plan memorandum; and Assistant Director (Field
Operations} January 30, 2006, Reminder of Gun Show Policy and
Practices memorandum.

c. Provide updated information on the resources, reports and programs
available through the National Tracing Center (NTC}.

REFERENCES. 

a. Department of Justice Order No. 985-85, Delegation of Authority to
Authorize Television Surveillance, dated August 6, 1982.

b. Firearms Technology Branch (FTB) Bulletin 2009-376 - NIBIN/IBIS Test Firing
Safety Precautions.

c. ATF B 3310.10, Stolen Firearms Program.

d. ATF B 3315.1, Ballistic Information Submissions For NIBIN Entry.

e. ATF O 1100.168A, Delegation Order- Delegation of Authorities Within the
Bureau of Alcohol, Tobacco, Firearms and Explosives.

f. ATF O 1340.5, Records Management Program.

g. A TF O 3210.1 B, Operational Planning.
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3. 

ATF O 3310.4C 
03/19/2013 

(1) Onsite qualification inspections are conducted for all original
applicants.

(2) Licenses are issued to all qualified applicants within the statutory
time frame, 60 days from the receipt of an accurate and complete
application.

(3) Applicants and licensees are advised of their privileges and
responsibilities as firearms licensees to include their conduct of
business and record keeping requirements.

(4) A program of licensee education by inspection, seminars, and
distribution of printed and electronic material is administered to
advise, inform, and clarify Federal firearms laws and regulations,
and to reinforce the concept that compliance with the act is an
integral part of the nationwide violent crime reduction effort.

(5) If a licensee is found to have violated Federal firearms law or
regulations, ATF will work with the licensee in an effort to bring the
licensee into compliance, unless the licensee has committed
willful violations of the GCA sufficient to warrant license
revocation, denial of a license or criminal investigation. Methods
of bringing the licensee into compliance may include licensee
education, compliance plans, reports of violations, warning letters,
and warning conferences. For further guidance on administrative
actions refer to the Federal Firearms Administrative Action Policy
and Procedures ATF O 5370.1 A.

(6) Any evidence of criminal involvement by applicants, licensees,
and/or their patrons is referred for criminal investigation.

c. It is not the policy of ATF to artificially control or otherwise limit the
number of complying dealers.

ENFORCEMENT POLICY. 

a. AT F's authority for firearms enforcement is derived from the Federal
firearms statutes. The purpose of the legislation is to prevent crime and
violence, to halt illegal international and interstate trafficking of firearms,
to keep firearms from the hands of criminals and prohibited persons, and
to assist State and local law enforcement officials with their law
enforcement efforts.

b. It is therefore the A TF firearms enforcement policy to:

(1) Enforce the applicable Federal firearms statutes in a professional
manner consistent with the intent of Congress as expressed in the
preamble to the GCA

(2) Target enforcement so as to have the greatest potential to reduce
the violent criminal misuse of firearms and to disrupt illegal
firearms activity, including:

(a) Armed members of criminal groups and gangs identified as
being actively involved in violent criminal activities.

(b) Armed violent offenders.
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