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Introduction

E-Dispatch is a process involving several stages whereby a final disclosure bundle completed by an EO
Caseworker is sent to the correct recipient in a timely fashion. The task is sometimes completed entirely by one
AA or more usually broken down in to sections with one person completing the first part of the process and

somebody else continuings

Section 1
Locating bundles marked ‘IM for Dispatch’ on Sabre & noting them down on the dispatch spreadsheet proforma.
Fast Track cases to be checked first.

Instructions

Sign in to Sabre & select ‘Search’ from the main screen

In the casework field, select ‘IM for Dispatch’ then click on ‘Search’.
This will display all cases ready for dispatch. Click on ‘completed’ at top of page to place the entries in date order. You should find a

list like this:
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Copy down the DPU numbers of the cases you wish to dispatch on to the spreadsheet proforma. See below: -

ol
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E-Dispatch

Name:
Date:

DR Number/5upjact Name

Netes
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Section 2
Locating these same files in the ‘Disclosure Final’ folder in ‘In-House scanning’. Opening each of these files

briefly to check the date and DPU number is correct. Copying & pasting them one by one from the Poise system
on to the EClypt portable hard drive:

Instructions .
Once the DPU numbers have been noted on the spreadsheet, each file must be opened briefly to check that the date and DPU

number are correct. .
If they are correct, each file must be copied from the ‘Disclosure Final' folder and pasted on to the EClypt portable hard drive. The
operator may create a folder on the EClypt hard drive if required.

Once pasted on to the Eclypt Drive, tick each case off in the column marked ‘moved’ on the spreadsheet proforma.

If the details on the letter are not correct, a note / email must be forwarded to the caseworker/if known'or to their manager, asking
them to correct the error as soon as possible and then to inform us the correction has been'made.

Once all cases have been moved to the EClypt Drive, this can be removed from the PC on the Poise system and taken to the Copy

Room.

Section 3
Moving files over from the Eclypt portable hard drive to the ‘IM Dispatch’ folder in the Copy Room:

Instructions _
Plug the Eclypt Drive in to the stand-alone computer in the copy room.
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Enter the password and open a window on the drive so you can see the files for disbatch you have moved over.

Open the ‘file storage’ folder on the Copy Room computer.
Select and highlight the files on the Eclypt drive.
Drag them over in to the 'IM Dispatch’ folder.

Check all relevant files have been moved.

Delete the files from the Eclypt Drive and unplug this from the Copy Room computer.

These files can now be accessed from all computers / copiers in the Copy Room.

Section 4
Printing the bundlesin the copy room.

Instructions _
Load the relevant Photocopier (which will act as a printer) with recycled paper where possible.

On the computer, open the ‘IM Dispatch’ folder in ‘File Storage’
Select the PDF file yo'u wish to print and open this document.
Click on ‘File’

Select ‘Print’ and then click on ‘Properties’.

Select ‘2-sided printing’ and click on ‘OK’
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Click on ‘Print’ and the document will print to the copier numbered at the top of the window.

NB: You can choose to print to any copier in the room by selecting a different Copier number from the drop-down menu.

After each file has been printed, check all the pages are present by scrolling through the document on the PC and then delete the
PDF file from the ‘IM Dispatch’ folder. .

Tick the relevant box on the spreadsheet proforma to indicate the bundle has been printed.

Secure each bundle with an elastic band and place in a trolley ready for Dispatch.

Section 5
Dispatching the bundles in the main office area using Sabre to double-check details and the address. Updatnng

Sabre with the caseworker’'s/name once the'btindle has'been dispatched!

Instructions
Check Subject details on Sabre BEFORE sealing.each envelope

Choose envelope for bundle according to size using the smallest envelope possible.
Open 'Request Subject’ on Sabre and cross check the following against the final disclosure letter: Subject name, DOB & natipnality
Open ' Admin Notes’ on Sabre and check address against the address on the final disclosure letter addressing the envelope.

If the address matches, copy it neatly by hand on to the’ envelope and seal the envelope with the flnal disclosure bundie secured
inside. Secure bundtes with sellotape if required.

Copy and paste the address from ‘Admin Notes' in to ‘Caseworker’s Notes' and update Sabre to say you have dlspatched the
bundle to that address on that date.
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If the address does not match, refer the case back to the Caseworker or their manager before dispatch.

Change the Caseworker status on Sabre from 'IM for Dispatch’ to the caseworker's name. This should be in the Caseworker notes.

Close the case on Sabre.

Enter the date dispatched on the spreadsheet pro-forma.

Put the sealed envelope in the correct place (shelf) for dispatch.

Section 6
Updating the shared Spreadsheet with the dispatch date of all bundles dispatched.

Instructions
Open the Shared Allocation Spreadsheet and enter the password

Click on Ctrl and F to open a finder window on top of the spreadsheet

Enter the DPU Number in the ‘find & replace’ window and click on Enter. The case will be highlighted on the spreadsheet.

Go to the column labelled * Dispatched’ and enter the date of dispatch.

Click on the ‘SAVE' icon in the top left corner of the screen. Repeat for each case dispatched and then tick off each case on the

spreadsheet proforma.
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Background

This SOP outlines:the process all staff should follow w

)

Table of cdntents

Section/
page no

Section Heading

1| Setting up your.devices and printers

2 | Extracting andssaving data from Warehouse

3| Extracting and saving data'from CID

4 | Combining and saving documents

o
UK Visas
& Immigration

hen saving Electronic IT records.




Official

Intrbd uction

E-IT is a process whereby the data of a particular subject is extracted and saved to a specific folder. The data is extracted from 2 Systems:
Warehouse and CID. This data is then combined into a PDF file and saved into a particular folder for EQ’s who begin the process of electronic
redacting. It is essential that E-IT is performed in the exact order as stated in this document.

N.B. This is not a comprehensive guide. It is assumed that you would have some knowledge of how to print/save CID records.
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Section 1 (Setting up your devices and printers)

Open up the Start button and select ‘Devices and Printers’

click on the quick lau
button next to ‘Start’
to log a call or reset

colleague's passwor:

f H3 Miccosolt Ofice Ward 2007 Bl Documents
o : or
Acrosoft Qifice Outlook 2007 Recent Items call the service desk
0845 000 0050

= Adobe Acrobar X Pro Help g Computer

Control Panel

- (I

Devices and Printers

iy Adobe Acrobar X Pro .

- i
25 panters, and pimnt jobs |

. Google Chiome

2 SRBRE 3.0.6

Celaudstor
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From ‘Devices and Printers’ right click on ‘Adobe PDF’ and select ‘Set as default printer’.

S

»aowi b Co

ol Panel »

l"r-\' Eoit View Tools Help

| A s dbmaca A

| # Duvices (4)
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4 Printers and Faxes (8)

|
|

Adobe Pl -
T ....? J

See what's printing
Set as default printer
Printing preferences
Printer properties
Create shortcut

Troubleshoot |
Remove device

Properties

Py

‘Set as defautt‘printer’ should be ticked as shown

above.
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This icon indicates that Adobe PDF is now your
default printer.
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Right click on the Adobe PDF icon once again, and select ‘Printing preferences’. The ‘Adobe PDF Printing Preferences’ window should then
open up as follows:

Adobe PDF Printing Preferences

1 Layout f Paperlduam_yj Adobe PDF Settings !
Adobe PDF Conversion Settings

Use these settings to create Adobe PDF documents suitable for reliable viewing and printing
of business documents. Created PDF documents can be opened with Acrobat and Adobe

Reader 6.0 and later

Default Settings. [Standard___

Adobe PDF Segurity None ‘

Adobe PDF Output Folder gPro}11pt for Adétge PvDF'fj!eﬁglvﬁve” o

Adobe PDF Page Sige 1A4. | L0 - el

View Adobe PDF results
7" Add document 1n!0|matiovj

]';l; Rely an system fonts only, do not use document fonts

"V Delste log files for successful jobs

"™ Ask to replace existing PDF file

e

Under the ‘Adobe PDF Settings’ tab un-tick the foIIowing:

¢ View Adobe PDF results
e Ask to replace existing POF file

Under the ’Paper/Quality’ tab ensure the colour is set to
Black & White.

Underthe ‘Layout’itab ensure the orientation is set to
Landscape.

Press OK once completed.
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Section 2 (Extracting and saving data from Warehousé)

Open up Warehouse.

Insert the Home Office reference number into the relevant field (as shown below).

Narie | (=Natonalty': Al v . System: Al (Excluding INDECS/Landing Card v ,

B I e T

On the left hand side under ‘System Hits’ {as seen below), click on CID and find your subject. Highlight and copy the subject’s name, then check
for any aliases.

Search hits

0

System(Hits)
ASYS()
FTS(1

D)

N.B. Check and confirm that the subject’s name is matches that which is on the DPU folder as well as in ‘SABRE’.
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Save all data that appears above CID and matches the subject’s name with the exception of ‘FTS’.
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Right=click on the screen and select ‘Print’.
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i Print

pn s]

" General | l

Select Printer \
S Add Printer
[57Adobe POF ] ; @

‘ 43 Fax

: oo ST R '

Status: Ready T Print to file LP ferences
Location: ‘
Comment {“ O

} ‘Make certain that Adobe PDF is highlighted
N
=

Page Range
o Al Number of copies: 1 —:—
Selechon T Current % e h

. ) Pages: 1 V Coliate s )

Enter either a single page number or a
single page range For example, 5-12

o | [ canesl | ey |

i




Official

As [aid out on scree

Only the selected frame

) Al frames individually

it fable of links

pint_ | [, Cancol ]| o

Under ‘Options’ select ‘As laid out on screen’.



Save your document(s) under the relevant folder.
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!4 7 Favorites
J . )
K Desktop
Iy Downloads

i Recent Places

"I Librarsies

% Documents

& Computer

04/01/2016 15:57
28/01/2016 08:21
290172016 1231
1671042614 0902
208720140128
300872034 0642
05702420461 102

12/02/2016 1502

File folde:

File folier

File folder

File fraldder

File folder

e folde
File folder

File folder

il fokde

fo

File folde

et AR S R e R i TS |t ]
| L.« Sab » Electronic SARs » In House Scanning » v‘*’f ! Search In Fouse S... /OE
E Organize ~ New folder -
. . . - - - - - S
Date moifiod Type Size

= Hide Folders

T T
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Place an asterisk next to the reference number and search. If anything other than FTS or CID appear under ‘System Hits’ then you must save all
these documents.

Under the ‘Systems’ drop-down menu, select INDECS/Landing cards’ and search.

[ ~ Mame ;| T Hatumahty. o A ’ v @(Excludmg moecs:Lano@

Pef, Nurber, r»--—» T . DoB: r T, i_““ SearchTyp-; Swap Saﬂch v

~ Before saving any documents that%ppear under ‘system hits’ check that the name matches that of your subject.
¥

If the data matches, then save ail doicum;%ts.

Clear the screen.

Paste the subjects name into the 'Name' field'and searchiIfany data appears under ‘System Hits’ then you must save all these documents.

Under the ‘Systems’ drop-down meﬁu select ‘INDECS/tanding cards and search. If any data appears on the left hand side under ’System Hits’
then you must save all these documents )

Reduce the subjects name to 3 letters per name (wildcard search), and place an asterisk after each one for example:

ﬁ_f Natoralty T syt g WOECS v G +

Ref. Number:i B Do | vr ' SearehType SV-BD Search v

Click ‘Search’. Check to see if any more data appears, and if s0, you must save all this data.
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If your subject has one or more middle names, then simplify to a first and last name and search. Save any data that appears.

~ Alias names.

If your subject has an alias or a number of aliases then you must check to see if any more data appears under these names. Alias names
without DOB’s do not need to be searched.

Enter the alias name into the ‘Name’ field and search save any data that appears.

N.B. You will not need to save anything twice. Once you have clicked on a document, it will turn pink, that way you will know that you have
already opened or saved this document. Items in blue have not yet been opened or saved.

4
H
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Section 3 (Extracting and saving data from CID)

Please note:

"~ Upon opening C!D you will notice a number of icons to the left of the screen. If you hover over these icons an information bar. will
appear informing you of what data is held under this icon.
~ You will only need to select the icon with a red asterisk beside it.
~ To exit out of any screen, select the Red Door icon at the top of the screen.
~ Associated cases at the bottom of the screen will advise whether there is a linked case attached.
~ You must ensure that you are saving to the correct DPU folder.
~ . By selecting ‘print’ at the top of the screen you can save any data.
~ Please see appendix 1 for a very handy aid of CID icons.

Input the subjects’ full name only — search. If morethan‘onemname appears:then narrowsthe search down by inputting one or more of the
following fields: : p

*

Year of birth,
Month of birth,
Day of birth,
Nationality, or
Postcode.

Select ‘Report’ at the bottom of the main screen and save the document that opens up.
Once saved, close the document and exit back to the main screen.
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Above search results there are 3 tabs namely: CID People, Landing Cards and IS (as seen below):
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Select the ‘Landing Cards’ tab. A GSCID information box will appear and ask ‘Are you sure you wish to continue? Click ‘Yes'. The second box is
a GSCID warning box; once again click ‘Yes’.

Only save this screen if any data appears on it.
Select the ‘IS’ tab. A GSCID warning box will appear, click ‘OK’. Only save the screen if any data appears on it.
If no data appears on either of these two screens then there is no need to save these pages.

Return back to ‘CID People’.
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From the left hand icons select ‘Case Details’. From the Case maintenance screen save the following:

M 6.5...D. - General Settiemant Case Information Datshase (i
et Scree d:laiesﬁcpoﬁ:' r

Record sheet — Located at the bottom of
the page

And from the left hand icons, save the
following (they must have an asterisk):

~ Case payment

~ Standard events

~ Case offences

~ Musical notes (Only if this is a linked
case. Use the scroll bar on the right-
hand side of the note box to
capture all the data as you save).
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From the left hand icons select ‘Person Details’. From the Person Details screen you will see 5 tabs namely: Person, Alias, Person Notes, IS Links
and Related Case/Sureties. '

Save all documents with an asterisk* showing on the tab.

If under ‘Person Notes' thére'are'a nlimbér of entrigste'beprinted, you'ean print thesejas onedocumentfrom ACID. Open ACID, bring up the
relevant record and select case details from the bottom of the screen. Click on ‘Record Sheet’, and save the'dogument. This will appear as an

ASU call note.
N.B. ‘Case/Sureties’ will nat have an asterisk, but still needs to be saved.

Exit when completed and return to GSCID.

Select ‘Appeal Details’ from the left hand icons.

in the Appeal maintenance screen capture the entire data showing. Use the scroll bar to capture the data held under ‘Appeal Details’ and
‘Hearings’.

You will need to select the appeal details individually and capture the related data under ‘Hearings’.

In some cases there will be multiple headers. You will need to use the scroll bar on the top right-hand of the screen to move to the next header
and capture all the data as instructed above. Exit back to GSCID.
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From the left hand icons select ‘Removal Details'.
Capture all data via the scroll bar under ‘Current Barriers To Removal'.

In some cases there will be multiple departures (as highlighted betow). Use the scrolt bar to view the next departure and capture all the data as
instructed. \

Oatabase (C) 20077
| ports  indow Help

Exit when completed and return to GSCID.
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From the left hand icons select ‘Calendar Events’. Click ‘Report’ at the bottom of the page and save the document that opens up. Exit back to
GSCID. )

From the left hand icons select ‘Restrictions’. Individually select all restriction types and save the data.

In some cases under ‘Restriction Type’ you will see ‘Detention - IS’. From the left hand icons under ‘Detention Management’ check to see if -
there is a red asterisk showing.

If so, open this case in ICID, and save the data under the following tabs:
~ Bed Occupancy,
~ Movements,
~ RFO Transfers,
~ Detention Closure, and
~ Detention Notes.

N.B: Under ‘Movements’ you'willneed to select all transfers individually, capturing the data held.at-the bottom of the screen. Detention Notes
will also need to be saved individually by clicking on each note. Ensure that you use the scrol! bars to capture all the information within the
notes.

Exit when completed and return to GSCID.

From the left hand icons select ‘Standard Events’. Capture and save all the data via the scroll bar. Exit back to GSCID.

From the left hand icons select ‘Arrivals/Encounters’. Check the issued date/time. Only save the data if the date is pre today. Exit back to
GSCID.
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From the left hand icons select ‘Judicial Review Details’. Capture and save all the data via the scroll bar under ‘Judicial Review Details’ &
‘Judicial Review Challenges’. In some cases there will be multiple Judicial Review Headers. Use the scroll bar to view the next header and
capture all the data as instructed above. Exit back to GSCID. :

From the left hand icons select ‘Landing Details'.. Save alf screens. Exit back to GSCID.

From the left hand icons select ‘Person Details’.

Select ‘images’ from the left hand icons.

On the keyboard select Alt & Print Screen together to copy the image.

Open a new document in Microsoft Word. Paste the image into the Word document.

Click the ‘Office Button’, and Save As ‘PDF or XPS'. Select the right DPU folder and select Publish.

Return back to ‘Person Details’ and from the left hand icons select ‘Application Registration Card Details’. Save the data and return to Person
Details.

From the left hand icons select ‘Breaches’. Captiire and'save all the entriesivia the serollbar. Return to the Person Details screen.

From the left hand icons select ‘Documents Submitted/TraveI Documents’. Capture and save all the entries via the scroll bar. Click the Red
Door twice to return back to the main GSCID screen (Person/Case Search).

You must save all information from al! associated cases showing on the ‘Person/Case Search’ screen. To do this, you must select the next
record, and select ‘Case Details’ from the bottom of the screen. From ‘Case/Maintenance’ save the following information:

Record sheet — Located at the bottom of the page
And from the left hand icons, save the following {they must have an asterisk):

~ Case payment
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.~ Standard events
~ Case offences
~ Musical notes (Only if this is a linked case. Use the scroll bar on the right-hand side of the note box to capture all the data as you save).

Select each associated case in turn and follow the instructions as above:

You must conduct a wildcard search to check no further applications appear.

Finally, you must conduct a search using the Home Office reference number. No other information is used during this search.

N.B. The instructions provided inthis guide also apply to ‘Fast Track’land ‘Witson{ cases.
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Section 4 (Combining and saving documents)

Once you have saved all the relevant documents they will then need to be modified in date order and combined into one PDF ready for the
EQ’s. To do this you will need to:

Find and open the relevant DPU folder

Click ‘Date modified’ which will sort the documents in date/time order. Be sure to check that the blue arrow is facing UP.

On the keyboard select Ctr! and Ato highlight all the documents.

Right click the highlighted documents and from the menu select ‘Combine supported files in Acrobat...”. > The ‘Combine Files’ window
should then pop up.

The documents should be highlighted already, but if not then sélect CtrbA on the keyboard to highlight all the documents.

Modify the documentsitarsort into date/time order: ‘

Now select ‘Combine Files’.

Once the document has combined in Adobe Acrobat Pro, you must now save.

File > Save As PDF.

Open the ‘In House Scanning’ folder, select the correct DPU folder > Records > IT > save as file name DPU ref no_IT MERGED.

Select Tools > Recognise Text > AA In This File (ensure that the language is set to English UK. If not, edit and adjust to the same). > OK. -
A pop up dialogue box will appear. Tick “ignore future errors in this document” and press OK.

File > Save As PDF > EO Ready > save as file name DPU ref no_|T SAVED. '




Appendix 1 - CID icons
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Person/Case Search screen:

Document Generation and Printing

View Dump

ACase Det;ils
Persgn Details
Appea] Details
Notes

Removal

Case References
Maintain Address

Centre Support

{ Calendar Events

Restrictions

Arrivals/Encounters

Judicial Review Details

TCU Out Case Events
TCU In Case Events

Landing Details

Create a new case for this applicant
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Case Maintenance screen:

| Search for applicant

Document Generatioﬁ and Printing
View DQmp

Sponsoring Organisations

Person Details

Case References

Appeal Details

Removal Details

Landing Details

. Notes

Maintain Address

. Admin Events

Key Document Tracking
Case Offences
Standard Events
Judicial Review Details
Case Payment

Data Capture:
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Person Maintenance screen:

Search for applicant

Document Generation and Printing

View.Dump
Appeal Details
Removal Details

Images

Maintain Address

) m..{ Application Registration Card Details

Calendar Events

Breaches
Documents Submitted/Travel Documents
= Arrivals/Encounters

Centre Support

%
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Background . |

This SOP outlines the process staff should follow when making cases IM EO Ready. This term
describes.the moment when the case has been completed in Case Prep up to the point where it
has been unpicked,.scanned, extracted, had E-1T_done and all records have been checked against
records on Sabre. The case is then/marked as/IM EO Ready"jon Sabre and added to the shared
Allocation Spreadshéet for allocation fo @ caseworker who will redactthe case.

Table of contents

Section
Ipage Section Heading
no , ;
1 Introduction ‘ /
2 Section 1: Making cases EO Ready

i
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introduction

Making cases EQ Ready is important as it provides a thorough checking mechanism to ensure all
relevant documents have been saved on the Poise system ready for redaction by the caseworker.
Missing records waste time and can disrupt work-flow.

Section 1 Making'€ases [EO Ready

Open Sabre on desktop,and search for the DPU Number you are working on.

Minimize this window. Search for the same DPU Number in either ‘In-House scanning’ or ‘E3’, 'E-SAR' ifit's a
Wilson case. : '

Once the file has been located, open the ‘EO Ready’ folder for the saved case.

Check the IT has been saved in this folder as a PDF. '

If it is a Wilson Case, check in the ‘Records’ Folder for any other records present. If they are present and in PDF
form, copy and paste them in to the ‘EO Ready Folder'. If these are saved in Word format, save as PDFs before
copying and pasting in to the ‘EO Ready Folder'. If they are saved in any other format, seek advice from the
caseworker's manager as all records should have been converted in to PDFs by the caseworker.

Go to the ‘Records’ tab on Sabre and cross check that all other files are present in the ‘EO Ready’ folder if
marked as ‘Received’ on Sabre. :
Click on ‘Edit Manual Records’
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Once satisfied that all records are present, change the status of ‘Ready to assign?’ to ‘Ready’

Doubie click in thi box, directly under ‘Status’ at the top of the Files window and a drop-down list will be available
next to ‘?tatus atthg Bottom of the window. - ' ‘

Select ‘Ready’ from the list.
Click on the ‘Update’ button. ?

Click on the ‘Close’ buttens

NB If any records are found to be missing, follow them up with those staff scanning documents'and by searching
in the scanned files waiting for RMS,

If this chasing proves to be a lengthy process,' the case you are working on may need to be put to one side and
made EO Ready at a later time.
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Open the ‘Caseworker Notes’ tab.
Update the notes with information such as who scanned the files and who made the case EO Ready.

Change the ‘Caseworker’ status on the left of the screen to ‘IM EO Ready’ or ‘E3 EO Ready’ if it's a Wilson
Case.; + , .

¥
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Once the case has been made EQ Ready, add the details to the Shared Allocation Spreadsheet.

A , :f
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Background

This SOP outlines the process staff should follow when moving scanned files from the ‘File
storage’ folder on the copy room PC using the Eclypt portable hard drive

Table of contents

Section
Ipage Section Heading
" no
1 INTRODUCTION
2 EXTRACHNGSCANNEDFwESFROMTHECOPYROOM
3 MOVING FILES FROM THE ECLYPT DRIVE .ON TO THE POISE .

SYSTEM
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Introduction

The scanned files eg Home Office files, NASS files and DPU folders need to be extracted from the
stand-alone system in the copy room and moved to the Poise system so the information can be
shared with all staff including Case Prep, AO zone and Caseworkers. Once stored on the Poise
system the files should be deleted from the Copy Room system so as to keep the file storage
space free to scarumore filesi& finaldisclosure bundles. '

Section 1 Extracting Scanned Files from the Copy Room
Instructions ' - ‘

’

o

Plug in Eclypt Drive to copy room PC (USB slots).
Enter password and open a window on the Eclypt. (A folder should already be present called ‘EXTRACTED’).
Open this folder. -

Leave this Eclypt window open on one side of your screen.

Open ‘File Storage’

Take each DPU folder and search for the scanned files by their due date OR by typing the DPU number in to the
search box at the top right-hand side of the screen.’ ‘ '

Once the correct DPU number has been located, drag the folder over in to the Eclypt drive window.

Repeat this process until all folders have been located and dragged across on to the Eclypt Drive.
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Unplug the Eclypt Drive and go back to the PC on the Poise system.
Take the Eclypt Drive with you and the hard copies of the DPU Folders.

Section 2 Moving files from Eclypt Drive on to the Poise System

Instructions

Plug in Eclypt Drive to Windows 7 PC in main office.

Enter password and open a window on the Eclypt. Find the folder called ‘EXTRACTED’ & open this.
Leave this Eclypt window open on the left of your screen.

Open 'IN HOUSE SCANNING’ via the pathway, SHARED DRIVE / SAB / ELECTRONIC SARS / IN HOUSE

.SCANNING

Move this window to thesright of the screen:

Take the DPU Folders one by one'and searchefor the DPUnumberin‘the search box at the top-right of the In

House Scanning window. ‘ _
If no E-IT has been saved for the case, a new folder must be created with the DPU number as it’s title:

Find a folder called ‘New Folder copy’ from the list in ‘In House Scanning’.
Right-click on this and select ‘Rename’ from the drop-down menu.

Type in the DPU number & press ENTER

Double click on this folder to open
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Once the folder is opened a window should appear as below: )

use Scanning

| File Edit View Tools Help

Organize ~ New folder
'1;‘( Faverites Name
‘ U Desktop " % Disclosure Final
E & Dewnleads £ EO Reacly
i ‘E\]'Re:ent Places 1 e-SaR
! i Final Dispatch
g Ubraries o Records
; " Decuments JmeERing Copy
% Computer
o (G:) BinksC (viPoise.
. v (L) Apps (Mpoize.he
¥ (S:) shared (\poisa.d
‘

Double click on the folder called ‘EO Ready’ to open it.
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Go back to the Eclypt drive window and double click on the DPU Number you have opened in EO Ready.
Use Ctrl & A to select all PDF files in this window and drag them across in to the EO Ready Folder.

The files have been extracted on to the Poise system and must now be deleted from the copy room system and
from the Eclypt drive. _ , -

UK Visas
& Immigration
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This SOP outlines the process all staff should foIIow when scanning and saving files in the copler
room stand-alone system.

Table of contents

Section/

Section Heading
page no

INTRODUCTION

1 COPYING THE FRONT COVERS OF EACH‘FILE

2 SCANNING THE FILES - P
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introduction .

Scanning and saving documents is the most efficient and cost-effective way of accurately storing
information which may then be shared with multiple users. The information provides a
comprehensive digital record of each page of the case files which can be easily accessed via the
Poise system at a later date. Staff can then access the information without needing access to the
paper copies of thesfiles: - '

\

Section 1 Copying the front covers of eachifile

Before beginning the 'scanning process, a photocopy must'be made of the front cover of the DPU Folder and 2
copies made of each front cover of the Home Office Files. If there are any barcodes or virtual subs inside the
front cover of a Home Office file, these must also be photocopied. .

‘MINUTES’ must be written clearly on one of the Home Office file covers and ‘FILE’ on the other. This can either
be done with a black marker pen or by using the options on the photocopier.

Once the front covers are photocopied, you can begin the scanning procedure

Section 2 Scanning the Files
Navigate to the File Storage folder on the Desktop and open it.
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Inside, you'll see a list of folders with dates referring to the Due Dates of the caées:

Include in librevy

¢ Faverites
B2 Deshiep
n Dewnloads

01-03-15
32-05-15
&, Recent Places 3

; Libraries
Decuments
&t Music 7-5-15
7 Pictures : 08-04-15 E
i videos 1009-04-15 L : 2k foideg
£ 10-04-43 File fulder
;& Cemputer & 13-04-15 frip fidar
22, Leeal Disk {C3) . 14.04-15 “de
Fug

Fite Sterage PADPULA-PC) (2 i 15-04-15

Fiby toiger

< Netwerk: Fite foides

Fils foidzr

ot avaitakble
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Find the dated folder corresponding to the due date on your DPU folder, and then open it. Once inside, right click
the white area. In the menu that appears, go down to ‘New’, and then on the right pane, click ‘Folder’. A Folder
will appear in the white area - type the relevant DPU number as the name of the folder. Eg DPU XXXXXX

NB. You may also select & click on ‘New Folder’ to complete this step. .

o 1, » Computer v File Stcrage (4

Y24-RQY 2 » 1404015

§ Grgenize v Inchide o fibrary v

B videcs
® Computer
£, Lecal Bisk (€

i3® File Sterage (OOPUSL-RC) (T

i betwor,

0 items i
j i
[ . Gififine

w felder

Thew

Date madiied Tepe

| Favarites e
1 E Dehes "
i Tewnloads ,
& Recent Flacer
= st by
o by v
. Grewp by »
i|Litranes
o Pafiesn
cuments .
Rusic Custemize this feider...
L tures

Feider

Droperties hoftout
il m— Wicrosch Office 2ecess 2007 Dstatase
Sitmap image

1 Contact

Micrasch Office Werd Document

G Jeumal Document

3t} Micrescht Office PewesPeint Presentatien

Micresoft Office Publisher Document

Tea Document

o $3] Microsctt Office Excet Werisheet
ine

sonilabie # Briefcase

4 Compressed ipped) Felder

e
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Once you have created your folder, minimise File Storage and open Capture Perfect 3.1 from the Desktop:

fet

sdins
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Ganen Print
Dervers
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Once the Application opens, select ‘Scan’ and choose ‘Select Scanner’ from the menu:

: _ CaptureP;rfect 3.0

Scan'| Edit View Page Options

Select Scanner...

Scanner Setting...

Scan Page

Scan Betch to File... T

Sc;an Batch to Printer...
wScan BatchitorMail...

: Scan To Presentation(D)...
Scan JOB

Use Continue Stanning dialog.

Cancel Scan

A box will appear as follows. Select the scanner you are working on and click OK:
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Select Scan again, then choose ‘Scanner Setting..." from thexmenu.
A box will appear showing you the ‘Basic! tab where you should\check your scanner is set up as follows.

It's VERY important to check your scanner is set to ‘Skip blank page’




Click on ‘OK’

?Probé'rties"fé'rgéanon ,'
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Basic [Bn'ghtness ; Image processing ] Cthers ! lmpdnienf'lﬁddon:‘

User Preference :

L

1 Save. . i

Mods

Page Size :

Dots perinch:

Scanning Side : -

" Moire Reduction :

| Black and White

(ad-210%297eom

| Skip blank page

(#Deskew

[Nore™ ™

Speed pronty

% Aea.. ] About... .

E

JOK

J [ cancel ][ petaut L

R A R e o T R )
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Click on the ‘Image processing’ tab and chveck the screen looks like this:

TR

’;fipropém;%‘ for Canor

Edge emphasis :

Document Orientation : [0 degrees |

[] Text Orientation Recognition
[7] Erase Dot

[7] Border Removal

[7) Punch Hole Removal

[} Prevent Bleed Thiough/Remove Background

Color drop-out

Front: . [ None

Seiting.

Back : {None
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If not, tick all relevant boxes &

Click on ‘OK’

Click on ‘SCAN'

Click on 'SCAN BATCH TO FILE' (NB. You now need to find the folder you created earlier)

Click on the yeliow envelope with the green arrow to navigate towards your file:
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* Scan Batch to File

- Y i
T

Recent Places

a0y -‘l“.;»J
Libraries

Save i'.': _

. \05/02/2016 15:28

ool Up Ohe Level}
Q05/02,2016 15:46
05,/02/2016 15:40
0NS,/02,2016 15:18
05/02/2016 15:24
0570272016 15:48

Type

Accbe Ac
Aclobe Ac
Acicbe &c
Acdicbe A
Acdcbe Ac
Lclobe Ac
Aclobe Ac

05:02,2016 15:43 Aclobe Ac

MNetwaork

File name: e

A

Save as type:

L3

L Seve |

[_Cancel |

(POFFie Codh

Batch Separator : { None

[_; S channejr Semng”“

MultiPage Settings :

[Mutti Pageal Pages) .

= o e

"] Scheme : [

Option...
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Keep clicking on this icon until you can locate the Folder with the relevant Due Date.

It will be located under ‘Fi[e storage’ as follows:

” % 19x02/201%‘ﬁ7’““ﬁm "

B 01-02-16 17/02/2016 10:59 File fol
2:01-03-16 : 19/02/2016 13:21 File fol,
113 01-06-15 . 24,00/2015 09:45 File fo!
£501-07-15 2170572015 15:08 Fite fol
01-08-15 0671072015 09:19 File fel
01-09-15 2015 11:15 File fol
s 01-10-15 File fcl
0114715 File foi
£ 01-12-15 Filefc!
Cemputer —:Aj:ll"3*1-16 p {:d 2 File fel
! 02-05-15. / R File fol

: File fol ™

R

Netw::rk

File name:

Save as type:

Batch Separater

MultiPage Settings ©




Once you have located the due date in file storage, select this and open the folder you created for the relevant

DPU Number:

Scan Batch t
-l . o

Save in: T E"E»GB-IG

Recent Places

Libraries
3
S

Computer

P
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& v @y
Date modified Tvpe
23/01/201€ 09:05 File foldler |°
28/0172016 15:43 File feider |
23/1/2016 12:18 Fite folcler
23/0172016 12:16
290172016 12:32
290172016 12:21

File folder

33,02/301510:00 File folder

Metwork
File name:

Save astype

8atch Separator :

$Mew document$

(PO e Coc)

Details of File Settings.

. Scanner Setting....

MultiFage Settings :

[ Huti Poge(Ali Paged) .

File felder |

File felder [§
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Click on ‘OPEN’

In the box next to ‘File name’ type the DPU Number and follow this by the word, ‘FOLDER' as follows:
‘DPU XXXXXX FOLDER' - '

Date medified

Mo items match your search,

Cemputer

Metwerk -
File name: DPLI XXXXHX Folder v

Save as type: [-PDF File {7 pdf) et i . ']

l Details of File Settings... o n

Batch Separator : i‘ﬁone . ’ o L v]

[ . ‘Scanner Setling... . ]

[Mutti Page{All Pages) o e )

MuttiPage Settings ©
B I
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_Place the contents of the DPU Folder (with the photocopied front cover on top) in the scanner and click on |
‘SAVE’ ‘

If you have to stop scanning mid-way because of a jam { staple etc, re-set your papers and then select ‘Continue
Scanning’ from the box which should appear on your screen: ’

S T E=S
. Continue Scannin
| Batch Separator: [ Hons )
Scanner Setting : [ ScamnerSetting.. J
Option Setting: [ Option... . b b
£ [ | Continue Scanning, i 1y .\ Stop Scanning _J B
| k
>

Once the whole folder is scanned, click on ‘Stop Scanning’
‘SCAN’

'‘BATCH TO FILE'

Your DPU Folder will be saved as a PDF
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Save .

= Date medified Type
ahrts _ 2200220151002 Adobe Ac |1
Recent Places :

s
Libraries

Ay

Computer

R .- S, 2
Netwerk

File name:

Save ac type: |0 FMFuig”{v'pdf)

~ Detais of File Settings...

Batch Separator . oo

canner Setting...

Setings LMuli Page{ll Pages)

MutiPage

'
s b
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Now repeat the scanning / saving process with all other files in the bundle.

Fill in the box next to ‘File name’ by writing the DPU Namber first followed by the File’s reference number eg.
DPU XXXXXX HO REF J0070070. If the Home Office file has two sub files, they would be written as follows:

DPU XXXXXX HO REF J0070070 - 01
DPU XXXXXX HO REF J0070070 — 02

Once you have finishedsseanningall the filessinsyour bundieyou need.to ‘combing’ the files.to obtain the total
number of pages scanned in the bundle. There is a separate SOP for this procedure:(Sege 'SOP — TOTAL
PAGE COUNT’)

Once the page count has been completed, you should write your name, the date and the number of pages on
the front of the DPU Folder and place this in the correct place (currently the trolley for extraction in the Copier
Room). .

The other files in the bundle should be secured safely with elastic bands and placed in the correct place ready .
for re-assembling & RMS tracking out.

I there are any notes on the front of the Bundle such as an Urgent File Request, check with your manager
before putting these files out for reassembling.
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Background

This SOP outlines the process staff should follow when scanning and saving final dlsclosure
bundies which have been redacted on paper.

Table of contents

Section/ . : Section Heading
page no

1| SCANNING & SAVING THE BUNDLE

PRINTING THE BUNDLE

EXTRACTING SCANNED & SAVED BUNDLES FROM THE COPY ROOM

o oWN

MOVING BUNDLES FROM THE ECLYPT DRIVE ON TO THE POISE SYSTEM

iz ¥
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Introduction

This duty is important because a digital copy of the final disclosure bundles redacted on paper is
saved for our records rather than a hard copy being sent to Iron Mountain Storage. This will cut
costs whilst keeping the information secure and accessible for the future. The scanned bundles
and DPU folders need to be extracted from the stand-alone system in the copy room and moved
to the Poise system so the information can be shared with all staff including Case Prep, AO zone
and Caseworkers. Once stored on the Poise system the files should be deleted from the Copy
Room system so as to keep the file storage space’free toscammore files & final disclosure
bundles - : : :

Section 1
Scanning & Saving the Bundle

In Copy Room on PC on the stand-alone system

Open ‘FILE STORAGE’

Navigate to ‘COMPLETED DISPATCH BUNDLES - paper redacted’ Folder.
OApen this folder.

Create a New Folder and call this 'DPU XXXXXX'
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Close 'FILE STORAGE’

Open ‘CAPT.URE PERFECT 3.7’

Click on ‘SCAN’

Click on ‘SCANNER SETTING’

Where it says ‘Scanning Side’, first choose ‘Skip blank page’ from the drop-down menu:
This setting is to scan the DPU Folder in case it has any double-sided pages

N.B. You will select ‘SIMPLEX’ wheh it's time to scan the bundie
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User Preference :

Mode :

Page Size :

Dots perinch :

[Black andWhte

ﬁu-zwxzszlm,m‘,
(300¢pi

Scanning Side :

Skip blank

Moite Reduction :

£

‘Duplex E .
{Skip blank page

Folio §

[None

0K

V[ cancet | [ Defaur [ e, |

When ‘Skip blank page’ has been selected, Click on ‘OK’

<
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' Click on ‘SCAN'
Click on ‘SCAN BATCH TO FILE’ (NB. You now need to find the folder you created earlier)

Click on the yellow envelope with the gfeen arrow to navigate towards your file:
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it
Recent Places

Aclobe Le
Adobe Ac
Adobe A
2016 15:18 2dobe &¢

Desktcp 2016 15:24 Adobe &¢
- 050272015 1548 Acdobe L
ey 0570272018 15:28 Adobe Ac
Libraries 05/02/2016 1543 adebe &¢

o

Computer
@ Py el QW B O '
Network D P
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Seve as type: i?ﬁo?ﬁle el - v Cancet |
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Batch Separator : | Nene o L vl
i Scanner Satting t
MultiPage Settings [Miki PageiMiPages) .. .. .7
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Keep clicking on this icon until you can locate the ‘'COMPLETED DISPATCH BUNDLES' Folder under ‘File storage’ as follows:

8 .
: i Date modified

Type
09/09/2015 12:42 File fol
1170972015 16:25 File fel
1771172015 10:07 File fol
29/01/2016 14:55 File fel
05/02/2016 15:26 File fel

oy 21/05/2015 16:14 File fol
R | 02/0272016 14:24 File fel
Libraries undtes - paper redact... 12/02/2016 1114 File fol
ey 24:09/2015 16:16 Fite fol
L&l 2 AL soatch Bundieh - raper red
Computer \de:

; Dote medifiads [O/02/20060T: 12
Gz e: 37.0 MB
& | Falders: DPU153363, 00U 153374, OPUILL

Netwerk I
File name $Hew document§ - ] _'tff.vf”.,
Save astype: | FDF File (pdf). . o) lcence |
o DetalyoiFle Setnge.. |
e — 1 : e i v.j
L scomersens.
MutiPage Settings Elﬂy)u FpggW_ng_eV_.s)
g e Bl
i Scl:mm; 7 i
‘ L
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Double click to open this folder and find the folder you created, 'DPU XXXXXX'.

Click on ‘OPEN’
Type ‘DPU XXXXXX Folder’ in the box next to ‘file na_,mé:’
(3 ¥
N *
- *
40
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b, DPLLXXXXKX

- (Q ‘i} s

(B Name Date modified Type
whzfe Ne items match your search.
Recent Places
Computer
ey < 1 B
Network R s A
File name: DRI XOOXXX Folder v
Save as type: {PDF File (" pdf}- o \ v
[ DetaisclFieSetingo.. . |
*Batch Separator © [.Nong. N ) M
| __ Scanner Setting..
MutiPage Setings : Il PageAl Pages) ... ...
f
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Piace the contents of the DPU Folder in the scanner and cliék on ‘SAVE’
Once the folder is scanned, click on ‘Stop scanning’

‘SCAN’

‘BATCH TO FILE’

Your DPU Folder will be saved as a PDF.

Now repeat the scanning / saving process with the final disclosure bundie (REMEMBER TO CHANGE THE SETTING TO
‘SIMPLEX’' FOR SCANNING THE BUNDLE.

When you fill in the box next to ‘Fite name:’ label the file 'DPU XXXXXX BUNDLE’

Section 2 Printing the Final Disclostite Bundle

Once finished scanning & saving, the bundle will be printed to send to the recipient as follows:
Select the PDF called ‘'DPU XXXXXX' and right-cligk.

Selct“Open with Adobe Reader X1’ to open your document.

Click on ‘FILE’

Click on ‘PRINT’

Click on ‘PROPERTIES’
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{pring

[ propenies || advanced |

Printer: | Copier§

~t

Copiex {{ {7 Print in grayscale (black 2nd white}

Pages to Print Comments & Forms
o Al l Dccument and Matkups
{3 Current page , ! 1

"sPages |i-7
Scale: 35%

. 8.27 x11.69 Inches

] Multiple Hr 2] Booklet !
N AR ) e o)

» Nere Options

Page Sizing & Handling (&)

[ BFeene L

" Shrink cversized pages

; 3 Custem Scaler | |12 S

rint on both sides of paper
© Fliponlong edge ) Flip on short edge
Orientation:
& huto pertraitfiandscape
"o Portrait

- Landscape

Page3of3

i Print ; {‘ Cancel |

In ‘PROPERTIES’, make sure to select '2-SIDED PRINTING’
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Then click 'OK’

il PageSize:  Copiesiax 11 te 9933
¢ E":"‘ i i rmnn Y] Onentation
At Biza® .
(o Outpue Size '_»\J 0% Pestrat _‘g & Landscape
{Maich Page Size . e ji o

= Manual Scaling

Page Layout:

]

i Booklet Parting: : Botkin

’ 17 2sided Printing . v
Binding Location* i !

vy

Long Edge {Left] SN ...l Guter... . i B ! i

Next choose the tab at the top of the page called ‘PAGE SETUP’

Once you have opened this, tick the box next to ‘Watermark’ and select ‘ File Copy’ from the drop-down menu:




A [Scaling: ,Aulo'i.

View- Settings

Profle: 415 Defoutt Setungs M
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3—.‘] Paga Size:

Outpun Size.

Copies

Orentation

_'1)1 ©: Portrat _4, s Landscape

Page Layour:

Tend -

1 Wanual Scaling : 4

o Wiatemark

Wiatermark Nams:

Click on ‘OK’
Click on ‘PRINT’

Your bundle should now print double-sided and with ‘FILE COPY’ applied on the diagonal.

This is ready for dispatch.
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The other hard copy (without watermark) & the DPU Folder can be destroyed as they have been scanned and saved. They do NOT
need to be sent to the Iron Mountain storage unit.

N.B. PLEASE SEE ‘SOP E-DISPATCH’ FOR A BREAK-DOWN OF THE DISPATCH PROCESS. MAKE SURE TO UPDATE
SABRE SAYING A DIG!ITAL COPY OF THE FINAL DISCLOSURE BUNDLE & DPU FOLDER ARE STORED ON THE SHARED
DRIVE.

]

Section 3 EXTRACTING SCANNED BUNDLES FROM THE COPY ROOM

After the bundles have been saved, they are extracted on to the Eclypt drivefas follows: | '

Plug in Eclypt Drive to copy room PC (USB slots).

Enter password and open a window on therEclypt. (Asfolder should'already be ‘present called ‘FINAL DISCLOSURE BUNDLES').
Open this folder. : i
Leave this Eclypt window open on one side of your screen.

Open ‘File Storage’

Navigate to the Folder called, ‘COMPLETED DISPATCH BUNDLES - paper redacted’
Open this folder and use ‘Control’ and ‘A’ to highlight all the DPU Folders in the folder.
Once highlighted, drag the folders over in to the Eclypt drive window.

Once all bundles are moved on to the Eclypt Drive, unplug the Drive and go back to the PC on the Poise system.
Take the Eclypt Drive with you. ’
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Section 4 MOVING BUNDLES FROM THE ECLYPT DRIVE ON TO THE POISE SYSTEM

Instructions _

Plug in Eclypt Drive to Windows 7 PC in main office.

Enter password and open a window on the Eclypt. Find the folder called ‘FINAL DISCLOSURE BUNDLES’ & open this.
Leave this Eclypt window open on the left of your screen.

Open the folder called, ‘Final Disclosure bundles -Paper Redaction’ ‘via the pathway SHARED DRIVE / SAB/ ELECTRONIC
SARS, ‘Final Disclosure bundles -Paper Redaction'.

Move this window to the right of the screen

Use ‘Control’ and ‘A’ to highlight'all the DPU Foldersin‘the folderom the Eclypt'Drive.
Once highlighted, drag thelfolders over in to the {Final Disclosure bundles -Paper Redaction’ window,on/the Poise system.

Once saved, the bundles must be deleted from the copy room folder as/thefinal part of the process.
Whoever dispatches the bundles should make a note on Sabre that a digital copy of the bundle is stored on the Shared Drive.

The non-dispatched paper copies are destroyed.

UK Visas
& Immigration
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Background
This SOP outlines the process staff should follow when scanning and saving final disclosure
bundles which have been redacted on paper.

Table of contents

Section/ : Section Heading
page no

1 | SCANNING & SAVING THE BUNDLE

2| PRINTING THE BUNDLE

3 | EXTRACTING SCANNED & SAVED BUNDLES FROM THE COPY ROOM

4 | MOVING BUNDLES FROM THE ECLYPT DRIVE ONTO THE PQISE SYSfEM
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Introduction |

This duty is important because a digital copy of the final disclosure bundles redacted on paper is
saved for our records rather than a hard copy being sent to Iron Mountain Storage. This will cut
costs whilst keeping the information secure and accessible for the future. The scanned bundles
and DPU folders need to be extracted from the stand-alone system in the copy room and moved
to the Poise system so the information can be shared with all staff including Case Prep, AO zone
and Caseworkers. Once stored on the Poise system the files should be deleted from the Copy
Room system so as to keep the file storage space free tosscan more files'& final disclosure
bundles

Section 1 :
Scanning & Saving the Bundle

In Copy Room on PC on the stand-alone system

Open ‘FILE STORAGE'

Navigate to 'COMPLETED DISPATCH BUNDLES - paber redacted’ Folder.

Open this folder. * .

Create a New Folder and call this ‘DPU XXXXXX' !
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Close ‘FILE STORAGE'
Open ‘CAPTURE PERFECT 3.1
Click on 'SCAN'
Click on '‘SCANNER SETTING'

- Where it says ‘Scanning Side’, first choose ‘Skip blank page’ from the drop-down menu:
This setting is.to scan-the DPU Folder in case it has any double-sided pages

N.B. You will select ‘SIMPLEX’ when it's time to scan the bundle
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User Preference :
Mode :

Page Size :
Dots perinch :

Dewte

1Skip blank page _
,Falio o y : ‘ ‘
i

[Nong_" N Uy A8 N '!

tar goanty >
[ omea. N[ . Abou

o

o)

1 [, concel | [ Defour | [ Heb

When ‘Skip blank page’ has been selected, Click on ‘OK’
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Click on 'SCAN’
Click on-‘SCAN BATCH TO FILE' (NB. You now need to find the folder you created earlier)

Click on the yellow envelope with the green arrow to navigate towards your file:
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Keep clicking on this icon until you can locate the ‘COMPLETED DISPATCH BUNDLES' Folder under ‘File storage' as follows:
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Double click to open this folder and find the folder you created, ‘DPU XXXXXX'.
Click on ‘'OPEN’
Type 'DPU XXXXXX Folder' in the box next to ‘File name:’
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Savein: J; DPLIXXKXXX - & 5 e @

. Name

- Date modified Type
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Recent Places

Ne items match your search,
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ir . . Details of File Settings... ‘

" Batch Separator : | None ) ' 'J'

i

| ) . Scanner Satting...
MukiPage Settings : | Mutti Page{#i Pages}

| Option...
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Place the contents of the DPU Folder in the scanner and click on 'SAVE’
Once the folder is scanned, click on ‘Stop scanning’

‘SCAN’

‘BATCH TO FILE'

Your DPU Folder wiil be saved as a PDF. ‘

'

Now repeat the scanning / saving process with the final disclosure bundle (REMEMBER TO CHANGE THE SETTING TO
‘SIMPLEX' FOR SCANNING THE BUNDLE. :

When you fill in the box next to ‘File name:’ label the file 'DPU XXXXXX BUNDLE'

Section 2 Printing the Final Disclostre Bundle

Once finished scanning & saving, the bundle will be brir)ted to send to the recipient as follows:
Select the PDF called ‘DPU XXXXXX' and right-click.

Selct 'Open with Adobe Reader X1' to open your document.

Click on ‘FILE’

Click on ‘PRINT

Click on ‘PROPERTIES"
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Printer. | Copier6 v” Properties H -Advanced ; @g@
> B b s .
Copiez: il n

g,

. ¥1Print in grayscale (black and white)
Pages to Print

Comments & forms
G Al

s
l Occument and Markups

= Current page

) D Pages {‘l -3

v More Opticns
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Page Sizing & Handling  {i3 .
[—: ) HS" Poster ] ‘ E_) Multiple

o Fit

E’_l Booklet |

7; Actual size

_ Shrink cversized pages

o

Custem Scale! %

"7 Cheose paper source by PDF page size
[V Print on both sides of paper
©: Flip en long edge ' Flip an short edge

Crientation: 7 .
$1 Auto portrait/landscape

7 Portrait

7 Landscape

Cancel

"
|
ISR

In ‘PROPERTIES’, make sure to select ‘2-SIDED PRINTING'
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Then click ‘OK’

Proiite:

" Quipdt Mathod:

Qutput Size:

onbegesae o3
i Page Layout:
' oA Tend . . -

2sided:Baokiet Printing:

2wided Printing v

CopiesiQ):
Oriartatice:
»\3 o' Pertrad
ot

Manual Scaling

Gutter,,. -,

Next choose the tab at the tdp of the page callec_i ‘PAGE SETUP’

Once you have opened this, tick the box next to ‘Watermark’ and select * File Copy’ from the drop-down menu:
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jﬂ Defauit Setings

2 Pant

“;:']I Page Siza:
T

() Outout Ste

Coples. 1o 5955

A) " landssace

Click on ‘OK'
Click on ‘PRINT’

Your bundle should now print double-sided and with ‘FILE COPY" applied on the diagonal.

This is ready for dispatch.
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The other hard copy (without wétermark) & the DPU Folder can be destroyed as they have been scanned and saved. They do NOT
need to be sent to the Iron Mountain storage unit.

N.B. PLEASE SEE ‘SOP E-DISPATCH' FOR A BREAK-DOWN OF THE DISPATCH PROCESS. MAKE SURE TO UPDATE
SABRE SAYING A DIGITAL COPY OF THE FINAL DISCLOSURE BUNDLE & DPU FOLDER ARE STORED ON THE SHARED
DRIVE. '

Section 3 EXTRACTING SCANNED BUNDLES FROM THE COPY ROOM

After the bundles have been saved, they are extracted on to the Eclypt drivefas follows:

Plug in Eclypt Drive to copy room PC (USB slots),

Enter password and open a window on the Eclypt (Asfolder shouldialready be'presént called ‘FINAL DISCLOSURE BUNDLES').
Open this folder.

LLeave this Eclypt window open on ‘one side of your screen.

Open ‘File Storage’

Navigate to the Folder called, ‘COMPLETED DISPATCH BUNDLES — paper redacted’
Open this folder and use ‘Control’ and ‘A’ to highlight all the DPU Folders in the folder.
"Once highlighted, drag the folders over in to the Eclypt drive window.

Once all bundles are moved on to the Eclypt Drive, unplug the Drive and go back to the PC on the Poise system.
Take the Eclypt Drlve with you.
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Section 4 MOVING BUNDLES FROM THE ECLYPT DRIVE ON TO THE POISE SYSTEM

Instructions
Plug in Eclypt Drive to Windows 7 PC in main office.
Enter password and open a window on the Eclypt. Find the folder called ‘FINAL DISCLOSURE BUNDLES' & open this.

Leave this Eclypt window open on the left of your screen.

Open the folder called, ‘Final Disclosure bundles - -Paper Redactlon’ ‘via the pathway SHARED DRIVE / SAB / ELECTRONIC
SARS, ‘Final Disclosure bundies -Paper Redaction’.

Move this window to the right of the screen

Use ‘Control’ and ‘A’ to highlightrall the DPU Folderstinithe folder dnthe Eclypt:Drive.
Once highlighted, drag the folders over in to the ‘Final Disclosure bundles -Paper Redaction’ window on the Poise system.

Once saved, the bundles must be deleted from the copy room folder as the final part of the protess.

Whoever dispatches the bundles should make a note on Sabre that a digital copy of the bundie is stored on the Shared Drive.

The non-dispatched paper copies afe destroyed.

UK Visas
& Immigration
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Backg round This SOP outlines the process staff should follow when comblng files after
scanning documents to obtain the total page count.

Table of contents

Section/
page no

Section Heading

INTRODUCTION

1 | FINDING THE TOTAL PAGE COUNT
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Introduction

This duty is important as it informs staff working on the next stage of the process of how many
pages are included in the file and so gives an idea of the overall size of the case. If the page count -
is not done immediately post-scanning, it will need to be performed later on which can impede
workflow. ) '

Section 1 Finding the Total Page Count

After you've comp|eted_scanning'all of the files for one DPU number, you'll need to combine the files to get the
total page count. Go to the relevant Due Date folder, and then DPU number in the File Storage folder.
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Select all of the files in this location. Click the white area once, and then press CTRL+A to select all files. Then

Official

right click on one of the files, and on the menu that appears click: ‘Combine Supported Files in Acrobat'.
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(NOT ALWAYS ESSENTIAL - YOU MAY HAVE TO DO THIS STEP). If the box in step 4 doesn't appear, then
do this step: At the bottom of the screen, you'll see an Adobe Icon (Red & White), click this and click the right
window that pops up.

A box will appear containing all of the files to be combined. Click ‘Combine Files’ at the bottom right of the bo.x.‘
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Wait for a few moments whilst the files are combined. Once done, a file will pop up on the screen. We're only
interested in the total page count found at the top left of the screen. In this case, it is 426. Write this on the front
of the DPU folder at the bottom. You can now close this file, and click ‘No’ to save changes.




Official

S ecvbLE 4

UK Visas
& Immigration




K Visas _
mmigration

Q0 C

Subject Access Request Unit

Standard Operating Procedures
(SOPS)
How to Unpick Files

Standard Operating 110

Procedure No.

Revision No. _ 1.0 .

Original Date of Issue February 2016

Revision Date: ‘

Revised by: i e
Approved by:




Table of Contents

Page no Section Heading

2 | Introduction

3

Introduction

Case Prep receives Home Office (HO) files attached to correspondihg DPU folders
upon a SAR request. The files may come from Iron Mountain or live Home Office
Units. The HO files are unpicked i.e. remove all staples and treasury tags to pave the

way for efficient scanning of documents.
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8.

9.

Ensure details correct on DPU Folder

Identify specific requests and only scan specified pages

Ensure all files present\and checked on the front sheet and Sabre
Separate minures from main file contents |

Flag all country information sheets, fax headers and third party data

Remove all staples, sticky notes, marker tags, treasury tags file in sectrons to
be scanned

All Post it notes on application forms or file papers should be removed before
copying

When unpicking files, use Post it note to highlight which documents are
minutes and which has come from the main file

Keep all paperwork in the same order including correspondence in plastic
wallets

10. Check through all papers before scanning.
11. Highlight items not to be copied by putting a paperclip on the top unless they

are beingrplaced at the back-of the file

" 12.Keep the,tags on newly dated annexes. If an Asylum case keep all tags on

documents

NB: Files from live locations should be maintained in the same order as received e.g.
flags should be maintained, doouments in envelops and plastic pockets to be put
back as received.

YVVVY

YV VVYV

DocUMENTS NOT 10 BE SCANNED

Linking & File Request Sheets

Envelopes

Duplicates »

Dependant ONLY information - if the dependants name and the Applicants
name appear on the correspondence then scan.

Country Of Origin Reports

Newspaper Articles

Fax Transmission Sheets

Amnesty International
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9.

Case law — Check name on High Court of Justice documents. If not the
applicant do not scan '

Internet sourced material/data

CID Records — unless they have handwritten minutes on them

GCID Records — as these will come from Electronic IT process

Group photos :

Blank Print outs with no information

'DOCUMENTS TO BE SCANNED

. Any specific requests or status letters that are highlighted need to go straight

to the EOs
Single photos — one copy only. Staple balance to the side of the file

" Post-it notes with minutes on them — Place on separate white paper to scan

through

For numerous bank statements, utility bills and wage slips only a few are to be
scanned

Everything marked confidential should be scanned

Any paperwork in different languages should be scanned.

Draft letters should be copied

Check for original files inside the DPU folder These have an ofiginal Barcode
on them™They have to bescanned and placed with-the‘other'copies

All problem documents should be copled and will be sifted by the EOs

10. Character references

11. Biometrics card
12.Landing Card and Tickets
13. Passports

Note: Cards, passports and photos to be photocopied before scanning as they will
not through the scanner






