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WELCOME 

We’re so glad you’re here 
We have developed this User Guide to ensure that you have the best experience possible. We will walk you 
through logging into the Scan123 website, downloading the Scan123 desktop software, setting up your scanners 
with Scan123, and all of the functions that are included with your Scan123 services. We have also included 
information about User and Admin Reports, and how to best utilize Cabinets.

Minimum system requirements 
To ensure a quality user experience with our product, we suggest the following minimum requirements for 
computers that will be using the Scan123 desktop software: 

• Windows 7 or newer 
• Intel Core i3 processor or equivalent  
• 8GB RAM or greater installed 
• 15GB free disk space available 
• USB 2.0 ports 
• An Internet connection of DSL, cable, or better 

Questions? 
If you have any questions about this User Guide or your Scan123 services, please create a Support Ticket
www.scan123.com/support/ 
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RECOMMENDED SCANNERS 

Why Fujitsu scanners? 
We stand behind Fujitsu scanners for their solid construction and durability. These scanners are inexpensive, fast 
and will work on any Windows computer without proprietary software. They are tough enough to handle scanning 
all of your documents with minimal maintenance. From card stock to receipts, these scanners are highly adept at 
handling any paper you throw their way. 

Recommended scanners 

Fujitsu fi-7160

Designed for workflow efficiency and built to last, the Fujitsu fi-7160 scanner offers exceptional return on 
investment through increased scanning speeds and easy setup. With smart technology, this scanner efficiently 
reduces rescans by cleaning documents automatically in a single pass. This is the best choice for high volume 
workstations. 

• 120 pages per minute 
• Large capacity 80 page feeder 
• Automatic image cleanup with PaperStream IP drivers 
• Smart skew technology aligns papers in feeder 
• Powers up in less than 4 seconds 
• Supports long documents up to 18 feet 
• Capable of scanning sticky notes, taped receipts and labels without 

mis-feeding 
• Detects text and images on back side of paper for double sided 

scans 
• Auto blank page skip 

Fujitsu fi-7030

Fast and compact, the Fujitsu fi-7030 is capable of scanning a wide range 
of paper, great for small to medium sized workstations. Reliability is 
enhanced with new skew prevention technology for exceptional paper 
handling.  

• 54 pages per minute 
• Medium capacity 50 page feeder 
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• Smart skew prevention technology aligns papers in feeder 
• Capable of scanning sticky notes, taped receipts and labels without mis-feeding 
• Powers up in less than 1 second 
• Supports long documents up to 18 feet 
• Auto blank page skip  

Fujitsu alternatives
While we recommend Fujitsu scanners for their durability and compatibility with Scan123 software, some other 
models work just as well. Contact Support at www.scan123.com/support to find out if your current scanner setup 
is compatible with our software.  

Scanner maintenance
Regular maintenance is required in order to get the best performance from your Fujitsu scanner. By maintaining 
your scanner you will get cleaner scans (no spots or lines) and the scanner will feed paper properly (no slipping or 
mis-feeds). 

Order Fujitsu replacement parts from Fujitsu online: https://fujitsuscannerstore.com/parts-consumables/

Regular maintenance Items to keep in mind:
• Cleaning Fujitsu scanners 
• Replacing consumables & resetting the page counter: 

• Replacing the pick roller 
• Replacing the pad assembly 
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LOGGING IN TO THE WEB 
app.scan123.com 

Logging in for the first time
Open your browser and navigate to app.scan123.com. Log in with the username and password provided in your 
setup email. 

Once logged in, click on your name in the top right corner of the screen and select My Settings. Enter the current 
password from your setup email and choose a new password to replace it. Click Save. 

	 	         Login portal	 	 	       	             Home screen - My Settings access 
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A note about secure passwords 

To ensure your account stays secure, Scan123 requires that your password be longer than 8 characters and 
contain at least one letter (uppercase or lowercase) and one number. We suggest you use a combination of upper 
and lowercase letters, numbers, and special character  ( ~ ! @ # $ % ^ & _ ).
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Forgot password

Click Forgot Password to reset your password. You will be prompted to enter 
your email, which will trigger a response email with further instructions on how 
to reset your password. 
 

Find help

Click Find Help to be taken to the Scan123 Help for answers to Frequently 
Asked Questions and How-To Videos. If you need immediate assistance, 
please submit a Support Ticket. You may also call 888-481-3727 Option 1 for 
Support. 

Support ticket

Click Support Ticket to submit a Support Ticket for assistance. 
www.scan123.com/support/ 

 

 

Switching companies on the web

If you belong to multiple companies, you will use one email address 
login to manage multiple Scan123 company accounts. Click the 
company name in the top right of your screen to toggle between 
your companies. If one of your companies is not present, you have 
not been granted access to view their documents. Contact a 
current admin at your company to request an invite. 
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Logging out

To log out, click your name in the top right of your screen. Click 
Logout. By default, you will be automatically logged out after one 
hour of inactivity. You may change the Inactivity Settings in the 
Admin menu if you are an administrator (page 36). 

My settings
My Settings can be found by clicking on your name at the top of 
the screen. From here, you will be able to change your display 
name, phone number (for 2-factor authentication), and 
password. 
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DOWNLOADING THE DESKTOP SOFTWARE 
app.scan123.com  

To start 
What You’ll Need: 

• Scanner connected to your computer 
• Personal computer 
• Ability to install software on to your computer 

Installing scanner drivers 
When connecting your scanner to Scan123, please make sure that you are installing the correct driver. You must 
install a 32-bit TWAIN driver. 

Open your Scan123 software and click Tools and select Settings from the dropdown. In the scanner dropdown, 
confirm you have selected your scanner model, not beginning with WIA. 

 
If there is no TWAIN driver available, you will need to download a new driver. Contact Support for help with this 
process: www.scan123.com/support. The most common Fujitsu driver can be found at http://
imagescanner.fujitsu.com/global/dl/setup/psip-twain32-1500.html  

Installing the desktop software
From either the Login portal or under the Help tab in the Navigation menu, click the Download Scan123 Client 
button. 
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Confirm the download location on your personal computer, and double click to select. Accept all default options 
and install the software. Log in to the desktop software using your username and newly changed password. 
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SCANNER KEYS 
 
Install required scanner keys

Once logged in to the desktop software, you will be prompted for a Scanner Key. This is a unique set of letters and 
numbers and is unique to your computer. This key marries your computer and scanner to your Scan123 desktop 
software. You can use the same key across multiple Windows accounts on the same computer. Refer to the 
instructions below to locate and install your scanner key: 

Locate scanner key
Refer back to the Scan123 web application at app.scan123.com (where you initially logged in and changed your 
password). Click the Admin Menu on the left and select Scanner Keys from the dropdown menu.  

Install scanner key

Select and copy the alphanumeric text next to the key icon and paste it into the prompt on your Scan123 desktop 
software. Click Add. 

	 Scanner keys listed on app.scan123.com		 	     	 Input the scanner key in desktop software 
 
 
Click Close to exit the Key Manager. You are now in the Settings window. Find the Scanner dropdown, and 
expand the menu. Select your scanner model number from the list. Click Save. 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START SCANNING & SEARCHING 

Login 
Open the Scan123 desktop software and enter your email address and password.  

Prepare your documents 
Remove all staples from your papers and align them neatly in the scanner’s feeder. Refer to your scanner’s manual 
on how the papers should be placed in your specific scanner.
 

Scan
Press the spacebar on your keyboard or click Scan on the 
software window to begin scanning. Your scanner will scan all 
pages loaded. If you need to add more pages after the initial 
scan, add more page(s) and click scan for each additional 
batch. All pages in a scanned batch will upload as one file. 

All modern Fujitsu scanners are equipped with double-sided 
detection technology and can be configured to automatically 
skip blank pages. Talk to Support if you would like to take 
advantage of this feature. 
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Send to Scan123

Review your documents. On approval, click Send to upload the files to the web. Select the appropriate cabinet 
from the dropdown menu, enter the folder name, file name and any keywords you want to use to find this 
document later. Refer to the section on Organizing Folders and Files (page 23) in this User Guide if you are unsure 
of how to use the folder or keywords functions. If no file name is provided, it will default to the folder name. 
Please note: you can only send documents to cabinets you have permissions to. If the cabinet you are looking for 
is not listed, contact an admin at your company to grant you access. 

 

Switching companies on the desktop  
To switch companies while in the desktop software, you do so 
by switching scanner keys. Click File > Settings at the top of 
your desktop software. Select the key you would like to switch to 
from the options available to switch companies. 
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Manual Uploads
Don’t print documents just to scan them! Save time and paper and do a Manual Upload. If you have a document 
or file on your computer that is ready to be uploaded to Scan123, follow these steps to upload it. You can upload 
files from your computer directly into app.scan123.com, skipping the desktop software portion. 

From the web:


Uploading via web is good for when you want to send only one file to a folder, and are already in the cabinet that 
you want to upload to.

1. Log in to your Scan123 account at app.scan123.com. 
2. Click on the cabinet that you would like to add the file to.  
3. You will need to select a folder in order to do a Manual Upload. If you do not already have a folder, create 

one by clicking New Folder at the top of the screen. Name your folder, and click Submit. Your new folder will 
automatically be added to the list and is ready to use. 
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Tips for Quality Scans

• No Staples - Remove all staples from documents before loading into the feeder. 
• Quality Paperwork - Use quality originals of your documents. Documents that are copied may scan too 

faint or illegibly. 
• Clean your Scanner - Regularly clean the lenses inside your scanner often for the best performance. 
• Stationary - Consider changing your forms or stationary to avoid light colored text such as gray.  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4. Click the name of the folder you want to upload to, and open it. Click Upload at the top of the page. 
 
  

5. Click Choose File to find the file you would like to upload. Add keywords (optional). Click Upload. 
 

 

 
From the desktop

Desktop uploading is most useful for sending multiple uploads to the same folder. It is recommended to use this 
upload method rather than the web when sending a large number of files to the same location. 

1. Open and log in to the desktop software. 
2. Click on the Manual tab at the top. 
3. Select the files you would like to upload from your computer.  
4. Select the cabinet and folder you would like to send the file(s) to. If you need to change the file name or add 
keywords to a manual uploaded file, you’ll need to do it from the web. 
5. Click Send.  
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Search for documents in Scan123 
There are multiple ways to find your files in Scan123. All of the search options are dependent on your Cabinet 
Permissions. If you have access to the cabinet the document is held in, you will be able to find it. If you do not 
have access, the document will not return in any searches. To update Cabinet Permissions, refer to the Admin 
Menu section (page 34) of this User Guide (you must be an admin to update Permissions). 

Navigation Menu Search
Click Search on the left Navigation menu when logged into Scan123. There are two types of searches available 
from here: Global Search and Advanced Search. The search options differ in the information you provide to find 
your file.  

Global Search

Global Search searches all Cabinets. This is especially helpful if you aren’t sure how your documents are filed in 
Scan123. If Optical Character Recognition (OCR) is activated for your company, you may search for text on the 
first page of your document as well. This search returns all folders, files, and keywords that match your query.

Enter a search term and click Search.  

Any of the below search terms will return results:
• Folder name - example: Check Number “126846” 
• File name - example: Benefits Renewal 01-01-18 
• Keywords - example: Vendor Name, Check Date, Check Amount 
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      Global Search, before entering a search 

	 	 	 	 	       Global Search, with search results 
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DMS Interfacing 

You can eliminate keyword data entry by using DMS Interfacing (see page 29). Data from your DMS will map to the 
correct folders and populate keywords for each scan. When scanning to a DMS Interfacing Cabinet, only the folder 
name is required when scanning. Contact Support to enable DMS Interfacing at 888-481-3727 or submit a 
Support ticket at www.scan123.com/support/
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Advanced Search

If you know what Cabinet your document was scanned into, use Advanced Search. Using the folder name, file 
name, or keywords associated, Advanced Search will allow you to filter by a variety of fields: date range, scanner 
station, user name, file name, file type or file size. This search will provide more succinct results. If you have OCR 
activated for your company, this search will not return OCR text from documents.

Select a Cabinet to search in. Enter a search term and Cabinet name, as well as any of the optional fields to 
narrow down search results. Click Search. 

 
 

 
Advanced Search, before entering a search 

Advanced Search, with results 
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Folder Name Search (within a Cabinet)

If you already know which Cabinet your document is scanned in and have navigated to the Cabinets page within 
app.scan123.com, use the Folder Name Search. From here, enter the beginning part or full name of the folder you 
are looking for into the search box. The search will return matching folder names. After 3 characters, the Look 
Forward feature may be used to search for matching folders more quickly.

Enter a folder name. Click Go.

 
DMS Search (within a Cabinet)

If Support has enabled DMS Interfacing for you, keywords will import from your DMS Import routines, and you will 
be able to search by the terms listed at the top of the folder list (seen below). With this option, you can search 
using several fields imported from your DMS to find your document. See page 29 for more information. 
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If DMS Interfacing is not enabled for your company; this search will return results as if you were using the 
Advanced Search described above (page 19).

Click the green Search button. In the popup window, enter search terms into one or more fields. Click the blue 
Search button or press enter on your keyboard. 

Use one or more of the fields to locate your file: 
• Folder Name 
• Last Name 
• First Name 
• RO Date 
• Work Phone 

• Home Phone 
• Stock No 
• License No 
• VIN 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CABINETS

Locked vs Unlocked Cabinets
The Scan123 Administrator can limit access to specific documents by locking cabinets. Unlocked cabinets may 
be viewed by all users. When our Support department creates your Scan123 account, your cabinets will 
automatically be set to locked by default.  

Adding Cabinets
Each department in your business has the capability to start scanning and reduce the amount of stored paperwork 
in your office. To add cabinets in Scan123, contact the Support team at Scan123 to request a new cabinet. Your 
Scan123 account allows for unlimited cabinets, providing the opportunity for your business to go paperless and 
reap the benefits of eliminating filing cabinets and misfiled documents. 

Deleting a Cabinet 

Users must contact Support to delete a cabinet. The selected cabinet must be empty before Support can delete 
it. You cannot delete cabinets as a user. 
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ORGANIZING YOUR FOLDERS AND FILES 
 
Naming your folders and files

Your scanned documents will have a file name, folder name, and the option to add keywords. Think of this like 
how you name your files on your computer. How will you or your coworkers be searching for these files later? 
Name files and folders in a consistent manner so that searching later is simple.  

Generally, you will want to name a document a unique number that coordinates to that exact documentation, such 
as: deal number, repair order number, check number. Adding keywords to your scans and uploads will give you 
more ways to find your document later. Keywords of your document could be: customer name, vendor name, 
phone number, or license plate number. 

If you are scanning or uploading more than one document to a folder, make sure to name each scanned or 
uploaded file with a unique name so that you can differentiate the documents later.  
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Create a new folder

When scanning from the Scan123 desktop software, folders are automatically created when you scan a document 
and send it to the cloud. If you are doing a Manual Upload from the web, you will first need to create a new folder 
before uploading a document into that folder. 

To create a new folder, find the cabinet where you would like to add the folder. Click New Folder, type in the folder 
name, and click Submit.

From here you can now complete a Manual Upload or move a file to this cabinet by clicking the Import button at 
the top. 

Edit a folder name
Open the Folder you want to edit the name of. Update the folder name (you can also move the folder to another 
cabinet from here) and click Save.
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Edit a file name

To rename a file, open the folder with the file you want to edit the name of. Click the pencil icon below the name of 
the file. Change the file name and/or the file’s keyword and click Save.

 

Move a Folder

To move Folder(s), click the checkbox(es) to the left of the Folder name(s). You may move one or multiple files at a 
time, as well as all files in a folder by clicking the checkbox at the top of the column. Click Move.

 
Select the cabinet where you would like to move the Folder to. Click Move.
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Move a File

Files are simple to move, you just need to know where the file is going. To move a file, click the checkbox to the 
left of the file and click Move. Select the cabinet where you would like to move the file (create a new folder if 
needed.). Click Next. Enter the name of the folder you would like to move the file to. Click Move. Like folders, you 
may select multiple or all files within a folder and move them at the same time. 

Delete folders and files

Similar to locked cabinets, the ability to delete files and folders is limited to Admins and the users you have given 
permission to. Any files you delete go to the Recycle Bin and will remain there for 90 days. Within that 90 days, 
anyone with access to view the Recycle Bin can restore files to their original cabinet. 

Deleting folder(s)


Click the checkbox to the left of the Folder to select it, or the checkbox at the top to select all folders on the page. 
Click the Delete button on the top of the screen. 
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Deleting file(s)

Files that are deleted are able to be restored from the Recycle Bin by an Admin within 90 days of when you delete 
it. Inside the folder, click the checkbox to the left of the file name to select it. Click the Delete button at the top of 
the page. 

Confirm deletion of the document by clicking OK. 

Download multiple files
You can download multiple files from one cabinet to a compressed zip file onto your computer.  

Open the Cabinet > Folder with the file(s) you wish to download. Click the checkbox next to the files you want to 
download. Click Zip at the top of the page. 
 
You may set a password for the zip file (optional). Click Download.
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Email files

Email files directly from Scan123 to any individual in a compressed zip file. When sending a file via email, the 
recipient gets an encrypted link to the downloaded file. Like zip files, emailed files can be password protected. To 
send emails to multiple addresses, separate email addresses by a space when entering them.  

Open the folder with the file that you wish to email. Click the checkbox next to the file and click the Email button at 
the top. 

Please note: If you would like to email files from different cabinets or folders, you will have to create a separate 
email for each group, or download the files to your computer and zip them together yourself before sending. 
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DMS Imports and Interfacing 

A member from the Scan123 Support team will build a report in your DMS and then show you how to run the 
report for a particular time frame to generate a .csv file. That .csv file contains the metadata for the records in the 
DMS (as in customer name, phone number, VIN for each Repair Order within that time frame, etc).  A user from 
your company imports that .csv file into their cabinet and it maps data based on a unique identifier which must be 
the same as the folder name. 

For cabinets with DMS interfacing, data from your DMS can be mapped to the individual folders and populate as 
searchable fields within the cabinet. If your DMS does not allow for automatic DMS Interfacing, DMS imports will 
allow you to import important keywords and eliminate data entry. When scanning to a DMS Interfacing cabinet, 
only the folder name is required at scanning. Contact Support to enable DMS Interfacing at 888-481-3727 Option 
1 or Submit a Support Ticket: www.scan123.com/support/

Scan123 will provide instruction on how to create the DMS import report. Complete the steps below to import 
DMS data into your cabinets. Your DMS report data must be saved as the file type .csv in order to upload properly.

Open the cabinet where you would like to import data. Click Import. Choose the file for upload. Click Upload. 
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Barcodes 

Scan123 software can use the barcode found on your Service RO or Car Deal to automatically populate the folder 
name for your uploads. Using barcodes in your dealership in conjunction with DMS interfacing can effectively put 
an end to data entry for your users. 

How to use Scan123 with Barcodes:
1. Log in to the Scan123 desktop software 
2. Click the checkbox for Read Barcode found next to the Scan button  

Once selected, the Read Barcode checkbox will remain selected  
3. Click Scan or the spacebar on your keyboard. You will no longer see an option for adding in the folder name 

or keywords, as this is taken care of by the barcode 
4. Select the Cabinet to send to and Scan123 will auto-populate the Service RO# 
5. Click Send 

Barcodes and DMS interfacing function as described above when you routinely run your DMS report and import it 
to Scan123. If you are not importing your DMS report or using DMS interfacing yet, you will need to enter 
keywords in order to search for the document later.
Ex: Service RO Cabinet keywords: VIN number, stock number, customer phone number, license plate number.  

Tips for Scanning with ROs with Barcodes
• Barcode must be on the first page of the scanned document 
• Use RO# for Folder Names 
• Review scanned pages for readability before sending to your cabinet 
• Utilize DMS Integration a few times a week for best results 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BOOKMARKS AND REMINDERS 
 
Bookmarks

New Hire paperwork, the employee handbook, and other forms you 
use frequently can be Bookmarked for easy access. Instead of pre-
printing several forms to later throw away after the next revision, 
upload your most up-to-date forms and have your managers print 
them when needed.  
1. Find the file you want to Bookmark. 
2. Click the Bookmark icon in the last column of the folder’s details. 
3. Enter the details of why you’re bookmarking this file. 
4. Once set, the icon will turn blue. You can only set one bookmark per file. 

Please note: Bookmarks are only available to the person who made them. They cannot be shared across users.
 

Reminders
Utilize Scan123’s Reminders to follow up on tasks. Examples of why 
you would set a reminder include: Vendor liability certificate 
expirations, Sales employee license renewals, repairs for your 
customer We Owe and Goodwill agreements. 
1. Click on the appropriate cabinet and find the folder you would 

like to set a Reminder on. 
2. Click the Calendar icon in the last column of the folder’s details. 
3. Enter the details of your Reminder, set the date and time when 

you would like to receive the Reminder and click Save Reminder. 
You will receive an email at that date and time from Scan123 
with your reminder details. You do not need to be logged in to 
Scan123 for your reminder to generate. 

4. The calendar icon will turn blue when a reminder is set for a 
folder. You may set multiple reminders for the same folder. A 
count will appear next to the blue icon. 

Please note: Reminders are only available to the person who made 
them. They cannot be shared across users. 
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ADMIN MENU 

User management - add/remove users 
Any time an employee changes roles or leaves your business, you should edit or add/remove their access in 
Scan123. Adding users in Scan123 is simple and allows for unlimited users at no extra cost. There is no reason for 
users to share their accounts/passwords. Sharing accounts can lead to high security risks when someone leaves 
on bad terms, but still has the login information for a current employee.

We want you to successfully manage your business using our tools. By allowing for unlimited users, you are 
always in control. As an admin, you have the ability to know who is scanning what, and what cabinets they have 
access to.  

Log in to your Scan123 account at app.Scan123.com and click on User Management under the Admin Menu. 
Toggle through the tabs to view Active Users, Disabled Users, Pending Invites and All Users.

Adding a new user


To add a new user, find the blue Invite button and enter the email address of the new user in the input box to the 
left of this button. Click Invite. They will receive an invite to the company’s Scan123 account via email. 

Once the invite has been accepted, the user will be able to scan documents and send files to Scan123. The user 
will only have access to the Needs Filing cabinet and any other unlocked cabinet(s) until more access is granted to 
them by an admin (See page 34 for Cabinet Permission). If a user cannot see a cabinet, they cannot upload to it.
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Editing user access


To edit a user’s access, find the user on the Active Users 
tab and click Edit on the right of their name. Here you 
can grant access for each user to:  

• Delete files 
• Retrieve files from the Recycle Bin 
• Create Zip files 
• Email files out of Scan123 
• See Admin Reports 
• Invite new users  
• Import Metadata (this allows users to import .csv 

files) 
 

 

Granting Admin access
To grant Admin access, find the user on the Active 
Users tab and click Edit on the right. Make this person 
an active administrator by clicking the radio button 
next to Admin. Click Save. 
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The difference between Admin and User rights


Admin rights: All admins have the same level of access, and can see into all locked and unlocked cabinets, 
Admin Reports, and the Admin Menu within a company.


User rights: Users may be granted or denied access to specific cabinets by admins. Users cannot view or 
scan into cabinets they do not have access to.
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Removing access

If you are an admin, you can remove another 
user’s access by finding the user on the Active 
Users tab and clicking Disable to the right. A 
warning message will pop up confirming that you 
want to disable access. Click OK to remove 
access.  

If there are no active Admins at your business to 
grant you access to Scan123, contact the 
Support team at Scan123. 

IP restrictions
IP Restrictions allow for more security to your account by restricting where your users can view/download your 
Scan123 documents. Contact the Support team at www.scan123.com/support to setup IP Restrictions to ensure 
your users are only accessing files from your business and not from elsewhere. 

Locked vs unlocked cabinets

The Scan123 Administrator in your company controls who has access to cabinets and documents. The 
administrator can limit access to specific documents by locking cabinets. Unlocked cabinets may be viewed by all 
Scan123 users. When our Support department creates your Scan123 account, your cabinets will automatically be 
set to locked by default.  

Cabinet permission
You are in control of who has access to what files in your account. Correct Cabinet Permission setup is vital in 
ensuring the safety of your files.  As an administrator you have control over who has access to what, but all 
admins have the same level of access in regards to locked and unlocked cabinets.  

Granting cabinet permission

To Grant Cabinet Permission, log in to your Scan123 account and click Cabinet Permission on the left under the 
Admin Menu. Select the unlocked Cabinet you want to grant access to and click the checkbox to the right of the 
user’s email. Click Save. You need to repeat this process for any locked cabinets you want access granted to. 
Click Save. 
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Removing cabinet permission


To remove a user’s access to a cabinet, repeat the same process as above and select the cabinet you want to 
remove access for and uncheck the box to the right of the user. Click Save.  

 
Recycle Bin

The documents you scan and send to Scan123 
remain online until you decide otherwise. You 
have the option to delete files if you uploaded 
them in error. Whenever a file is marked for 
deletion in Scan123, it’s sent to the Recycle Bin 
for 90 days and will no longer appear in that 
cabinet or folder. After 90 days, the files will be 
permanently deleted. If you need files deleted 
immediately, contact Billing or Support at 
Scan123 to complete an authorization form. 

Restoring Deleted Files
To restore files, log in to your Scan123 account and click Recycle Bin on the left under the Admin Menu. Click the 
checkbox next to the file you want to restore (make sure you are selecting from the correct cabinet as all cabinets 
appear in the same list) and click the blue Restore Selected button at the top of the page. Your file will return to the 
cabinet and folder that it was originally uploaded to. 

Scanner Keys
In order to upload your scans to the cloud you will need a scanner key. Under Admin Menu > Scanner Keys, you 
can view the list of scanner keys belonging to your company. You can see whether or not a key has been 
registered to a PC, and when it was last used to upload. 

Scanner keys are added through the desktop software. More information about setting up your keys can be found 
on page 11. 

Whitelist
Do you have documents you want to upload to Scan123 but don’t always have access to a scanner? Whitelists 
allows you to send documents to a secure email address as an email attachment and upload to a specified 
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cabinet in Scan123. Send your emails to the email address listed at the top of the Whitelist web page. Contact 
Support to set this up for your company: www.scan123.com/support

Adding a Whitelist email

To add a Whitelist email, log in to Scan123 and click on Whitelist under the Admin Menu. Enter the sender’s email 
address and select the Destination Cabinet where you would like the documents to be sent in Scan123. 

 

How to use a Whitelist email

Send an email to the email address listed on your Whitelist web page. 
• Email Subject: folder name 
• Email Body: keywords (this will include any preformed signatures) 
• Attachment: uploaded document 

Inactivity Setting

Inactivity Settings are essential for your account’s security. The time-out for your business is customizable from 15 
minutes up to 4 hours. Under the Admin menu, click Inactivity Settings. Select a time limit from the dropdown. 
Click Set Time-Out. By default, it is set to one hour. While this can only be changed from the web, it will affect both 
the web and desktop software. 
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ADMIN REPORTS 

What are Admin Reports?
Admin Reports help you manage your scanning by allowing you to monitor scans by user and scanner, monitor 
manual uploads, file count and SSP.

Activity by User

Monitor an individual user’s scanning. Columns show total scan uploads per day by selected user. Click on a 
column to view a detailed list of uploaded scans. The report will display the last two weeks by default. Change 
date range by selecting new Start/End Dates. Change scan user by selecting from User dropdown. Click Show 
Totals to update.

 
Activity by Scanner

Monitor an individual scanning station. Columns show total scan uploads per day by selected scanner key. Click 
on a column to view a detailed list of uploaded scans. The report will display the last two weeks by default. 
Change date range by selecting new Start/End Dates. Change scanner by selecting from scanner dropdown. Click 
Show Totals to update. 

 
Manual Uploads

Review manual uploads into your Scan123 account. Manual uploads are files manually uploaded through the 
Scan123 website. Columns show total scans per month. Click on a column to view detailed list of files uploaded. 
Report will display the last 12 months by default. Click Annual manual uploads to view total uploads per year.

 
File Counts
Review total files uploaded per month into your Scan123 account. Columns show total file uploads per month. File 
counts represent total pages scanned and uploaded. The report will display the last 12 months by default. Click 
Annual file count to view total uploads per year. A detailed list of files is not available through this report. Use 
Activity by User or Activity by Scanner Reports to get a detailed list of scans. 
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SSP

Review total Standard Scanned Pages (SSP) on your Scan123 account. Columns show total SSP per month. SSP 
does not represent total pages scanned or uploaded. The report will display the last 12 months by default. Click 
Annual total SSP to view total SSP per year. Detailed list of files is not available through this report. Use Activity by 
User or Activity by Scanner Reports to get a detailed list of scans.
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USER REPORTS  

My Recent Activity

This is a user level version of the Activity by User report. Review your scanning history. Columns show total 
uploads per day. Click on a column to view a detailed list of scans uploaded. The report will display the last two 
weeks by default. You can change the date by selecting a new Start/End Date. Click Show Totals. All reports in 
Scan123 are only able to span a 31 day date range.

Use this report to locate scans that were uploaded to the incorrect cabinet. Review the list of detailed scans for 
any out-of-place documents. For example, if the Cashier typically scans Parts Tickets, she/he may review this 
report and find a scan filed into the Accounts Payable Cabinet. The misplaced file can easily be moved to the 
correct cabinet by clicking the folder name and following the steps to move a file (page 26).

All Recent Activity
Review scanning history for your Scan123 account. The columns only show total scan uploads per day into the 
cabinets that the user has access to. Click on a column to view the detailed list of scans uploaded. Report will 
display the last two weeks by default. Change date by selecting a new Start/End Date. Click Show Totals. The 
date range can be set for a maximum of 31 days.
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Sequence report

This report is useful for Cabinets that are filed in sequential order such as your Repair Orders, Health Record 
numbers, or Accounts Payable checks. Use the Sequence Report to help identify any documents that were 
misfiled or not scanned. This report will only show you files that are missing.

Select the starting and ending number for your folder names, select the Cabinet and click Show Report.  

Out-of-sequence scans range will display below the input fields after Start and End has been submitted. 

If you believe the documents were scanned and possibly misfiled, refer to the My Recent Activity Report (above) to 
learn how to move misfiled files. 
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FREQUENTLY ASKED QUESTIONS 

We’re here to help  
Occasionally you may run into an issue that prevents you from uploading your documents. Review the scenarios 
and solutions below to see if they apply to you. If that doesn’t work, please start a Support ticket: 
www.scan123.com/support/

I have access to multiple Scan123 companies and scanned to the wrong company. 

If you scan and upload a document to a folder in the wrong company, you can easily move the file to the other 
company. Download the file to your computer, go to the other Scan123 company and do a Manual Upload of the 
file to the correct folder. 

This is my first time using Scan123 and I cannot see the cabinet I need from the dropdown 
when uploading files to Scan123.  

Check with your Admin to confirm you were granted Cabinet Permissions to the cabinets you are scanning into. 
By default, everyone has access to the Needs Filing Cabinet. You are only allowed to scan and upload to Cabinets 
which you have access to on the Scan123 website. To update Cabinet Permissions, review the Admin Menu (page 
34) to learn how to grant permissions to individual cabinets. 

When I click Scan, nothing happens. 
This is most likely a Scanner Key issue. If you are have any questions about if your scanner key is set up, please 
start a Support ticket at www.scan123.com/support. Refer to page 11 to learn more about scanner keys.

No scanner key selected.  

This message indicates that you have not entered the scanner key for your computer. Open Scan123 on your 
desktop and follow the steps below: 
1. Obtain a Scanner Key from Scan123. Write the Scanner Key down for reference. You can get this by 

contacting Scan123 or copying it from the Admin Menu > Scanner Keys if you are an administer. 
2. Install the Scanner Key (page 11) 
3. You will now be in the Key Manager. Click Close to exit the Key Manager. You are now in the Settings window. 

Find the Scanner dropdown, expand the menu. Select the appropriate scanner for your computer (NOT WIA). 
4. Click Save.

!42

SCAN123 - FAQ

https://www.scan123.com/support/
http://www.scan123.com/support


 
I need to move my scanner to a new computer OR I got a new computer.  

After you have plugged in the scanner to the new computer you will need to update the scanner key. Contact 
Support at 888-481-3727 Option 1 or submit a Support Ticket. Use the instructions above to add the Scanner 
Key. The key must be released by Support. 

Scan123 keeps asking for a Scanner Key after I entered it and I share a computer with 
another user. 

This could be because the correct scanner key is not entered on your Windows login. If you share a user account 
on your Windows computer with another Scan123 user, and you belong to different Scan123 companies, you will 
need to re-enter the scanner key each time you log in to the desktop software. The scanner key pairs your 
computer to the Scan123 software - all Windows logins on a single PC can share the same scanner key(s) if you 
belong to the same company(s) (page 11). This is only an issue if you and the user you share a Windows account 
with log into the desktop software with a key for a company that user account doesn't have access to. 

See page 11 for more on scanner keys. 

My scanner is scanning documents slowly OR I cannot scan double-sided OR Scanner does 
not recognize long documents OR Scanner will not auto-discard blank pages 
There are several reasons these problems could arise: 
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Blank page skip has not been turned on by Scan123 Support


If you think this may be the case, please contact Support by starting a support ticket at www.scan123.com/
support.  

Incorrect driver installed

You will need to confirm the selected driver. Open your Scan123 Software and Click Tools and select Settings from 
the dropdown. In the scanner dropdown, confirm you have selected a scanner ending in TWAIN and that a WIA 
driver is not selected. If WIA is selected, choose the scanner ending in TWAIN and click Save.

If there is no TWAIN driver available, you will need to download a new driver. Download the appropriate driver for 
your brand of scanner. The 32-bit Driver MUST be installed for the driver to run on your computer (page 9).  

Follow the steps in the installation wizard to finish installing the driver on your computer. You may need to contact 
your IT department to do this.

Open Scan123 on your desktop and click Tools. Select Settings from the dropdown. In the scanner dropdown, 
select the scanner ending in TWAIN, Click Save. 

When I click Scan, the Scan123 software freezes. 
This issue most often happens when using a PaperstreamIP driver. Your computer requires the native interface in 
order to scan properly. Force close the Scan123 software and re-open it. Once logged into the Scan123 Software 
again, Click Tools then select Native Interface. Load your document(s) and click Scan. You will receive a prompt, 
select Scan again. If it is still freezing, it is possible that your anti-virus may be blocking the scanner drivers. 
Contact your IT department to configure your settings. 
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OTHER RESOURCES 

Support: www.scan123.com/support 

Web application: app.scan123.com 

Website: www.scan123.com 

Blog: www.scan123.com/blog 

Android app: https://play.google.com/store/apps/details?id=com.ocmusa.scan123 

Fujitsu Consumables: https://fujitsuscannerstore.com/parts-consumables/ 
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