
 

 

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

 
 
2. Select the New Record button.  
 

 
 



 

 

3. Enter a Job Name.  
4. Type a Job Description.  
 
5. Click Ok.  
 

 
 
6.  Double-click the File Scanning listed on the operation tree.  
 



 

 

 
7. Click once on the job you created.  
 



 

 

 
 
8.  Click the Add Machine button.  
 

 
 



 

 

9. Drag and drop the machine(s) from the Drag ‘n Drop Machines window over to the 
Machine Queue.  (Note: In order to move more than one machine, press CTRL and click 
on each of the machines to include).   
 

 
 
10. Select the File and/or Directory from the drop down menu.  (Note:  The Browse 
button and search button are also available to the right to allow you to search for a 
specific file.) 
 



 

 

 
11. Place a checkmark in the box to include Sub-Directory if you wish to have those 
searched as well.  
 

 
 
12. Select the Run Now button.  
 



 

 

 
 
13.  Select the Last Run under the Operations Tree to see the results of the search.  
 



 

 

 
 
14. The results of the Last Run scan will appear to the right, similar to the example 
below.  
 


