Scanning Documents

There are several screens in Crossroads where it is possible to scan documents such as proof of income, health information and
medical documentation of dietary needs.

After documents have been scanned and saved, they can be viewed by going in the Quick Links under Certifications < Scanned
Documents. To view a scanned document, click on the magnify glass on the right-hand side of the title.

If you have a document with several pages, scan each page separately and use titles that connect the documents.
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3. After the document has been
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4. If the scanned document is what you want, enter a title and click Save.
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5.

If you click Re-Scan, place the
document in the scanner and scan
it again.

If you click Cancel, another box
opens. To cancel the scan, click
No.
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NOTE: If you forget to put the document in the TW-EBrother ADS-2000 Scanner 5

scanner, you will get an error message. Place the

document in the scanner, click OK and scan the Mo document is set in ADF (Automatic Document Feeder),
document again. l %, Please set your document in ADF and try again.
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