
Scanning documents with WebXtender 

To scan documents, the scanner must be connected to the PC the user is working from and that scanner must be 

supported by ISIS drivers that have been installed on the PC. 

Creating a batch of documents 
This method is used when documents are scanned in bulk and indexed later . 

1. Login to WebXtender 

2. On the Application List page, click the Batch Import button in the toolbar to create a batch 

 
3. In the New Batch Document window 

a. Ensure that the correct application is displayed int the Application field 

b. Enter a descriptive name for the batch in the Batch Name field 

 

c. Click the Next button to open the Interactive viewer in preparation of scanning documents into the batch 

 



d. Ensure the scan settings are correct such as Auto Feed, Simplex or Duplex, etc.. Click on the Scanner Setup 

button in the toolbar of the Interactive viewer and modify the settings accordingly. 

 

 
 

e. Place documents in the scanner tray and click the Scan button in the Interactive Viewer toolbar to start the 

scanning of the documents. 

 

 
 

Note: make sure the lower portion of the status bar indicates for scanner readiness.  

 

 
 

f. Once the scanning has completed, the document pages will display in the Interactive Viewer. Click the Batch 

List button in the toolbar to return to the batch list page. 



 
 

g. Locate the batch just created. The batch state should be ‘idle’ which indicated that the batch is complete 

and saved and can now be opened and indexed. 

 

 
 

h. Click the icon to the left of the batch created to open the batch for indexing. 

 

 
 

 



Scanning documents using the New Document Method 
 

This method is used when scanning a single document and all the pages belong to the same document . This method is 

also favored when the document needs to be indexed right away. 

1. Login to WebXtender 

2. On the Application List page, right-click on the application you wish to index documents into and select New 

Document 

 

 
 

3. The Interactive Viewer will open 

 

 
 

4. Prepare the documents in the scanner and select Scanner Setup to modify any configuration necessary 

such as Auto Feed, Simplex or Duplex and select the appropriate scanner model. 

5. When ready, click the Scan  button in the Interactive Viewer toolbar to start scanning the documents. 



6. Once the scanning has completed, the document will display in the Interactive Viewer. Here you have two 

options: 

a. Leave the scanned document in the system for indexing at a later date and time 

b. Index the scanned document by clicking on the New index  button 

 
 
Note: Although this New Document method does not explicitly start with the creation and naming of a batch, 
WebXtender creates and names a batch for the document. Essentially, document scanning is done into a batch whether 

it is explicit or implicit. You can rename the batch and give it a more descriptive name by clicking on the Batch List  
button, locate the batch, right-click on it and select Rename 
 

 
 
If after scanning the document the user did not index, but rather navigated away from the Interactive Viewer to another 
interface in WebXtender, the scanned document would be retained in a batch. 

If the user opened the Batch List page  they would see the batch in the list, named using the username of the user 
and the date and time that the batch was created. 


