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Steps to Override Scanning Options

Override Scanning is a highly valuable feature in TE. Taking full advantage of this feature can save
time by automatically entering an ‘override’ value that will replace the information for that data field.

Override options will differ depending on the type of form you are scanning.

Step

1.
Vou can use sither field overrides o field defaults Af d d
e feld overrdes will be appiied to al records, overriding even existing feld values read from the scanned answer sheets L ter records are scanne ,
The feld defoults will be appied only when there was 1o fisld value read from the scanned answer shiets

e Use the data field Overrides to apply to all
records in the scanned batch.

e Use data field Defaults to apply only when
a data field is empty.

Note! For simulated scanning, keep Select field
overrides selected.

o Click Next.

'+ Sebect field overrides (override empty and non-gempty scanned fiekds)
™ Select field defaults (replace empty scanned fields)

Front Overrides B

e From the Front Overrides window,

[ stte ¥ [colfomia -

3:9:" e ‘ o Use drop-down arrows next to each

= - B field to choose an Override value
i option.

Entry Date: r

T e A second window for Back Overrides will

display with dual-sided scanning.
Special Program:

e After applying Override values,
o Click Next

tain fiekds (which are not available in the supplied format) to be 1 W' d 'f d h
e e e et o ¢ The Scanning Wizard if ready to process the
information, one or more options (depending on the import format) are provided

the import file.

import process in case you don't have the ne
to auto-populate such fields from the existing dat

raw data.

Check "Auto-populate missing required contact names.. to have the person names derived from their identification codes.
Check "Allow record creation outside..” to enable the creation of date-bound records outside current program year
Check "Auto-populate start snd end dates..” to define sctivity date ranges using the program year boundaries.

IMPORTANT! Before you proceed, pay close
attention to information about the options and
default settings on this window, as they will

vary depending on the type of record you are
ol scanning.

(V! Automatically adjust dass and/or program sctivity ranges (recommended)
e (Click Next.
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