
 

 

How to use the Disk Scanning Operation 
 
1. Select Operations and Management > Operation Actions > Disk Scanning. 
 

 
 
2. Select the Disk Scanning option from the list.  
 

 
 
3. Select the New Record icon. 
 



 

 

 
 
4. The Operations Job Detail window will appear.  Enter a Job Name.  
 
5. Type a Job Description.  
 
6. Click Ok. 
 

 
 
7. Click on the title of the job that was created from the operations tree.  
 



 

 

 
 
7. On the right of the screen, the Inventory Data screen will appear.  Click the Add 
Machine button.  
 

 
 



 

 

8. Click and drag the computer you want to add and drop it into the machine list window. 
(Note: If you have more than one computer you want to add, hold the CTRL key while 
clicking on each machine). 
 

 
 
9. Specify the file extensions you want scanned and select the locations you want to scan.  
 
 



 

 

  
 
10. Choose the Run Now button.  
 

 
 



 

 

11. You should now see a Last Run item under the Disk Scanning menu. Click on the 
menu item and the Disk Scan results are displayed.  

 


