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Batch Manager

suggestions for a more productive and effective batch process 

Batch Manager Plan


All batches should be processed the same way.

batch processing steps

1. Open 1st batch that appeared in batch manager by clicking on the green arrow.

2. Scroll down the entire batch with your down arrow key, and delete all unnecessary paperwork (counterparty paperwork) ONE PAGE AT A TIME by selecting the unwanted page and pressing the DELETE key.

3. Scroll up the entire batch using your up arrow key till you reach the very first page of the batch, and leave your mouse highlighted on that first page.

4. Obtain the correct stack of hardcopies to be verified. (power stack for a power batch and gas stack for a gas batch, etc.)

5. Begin scrolling down the batch ONE PAGE AT A TIME while viewing the hardcopies that correspond to each image. 

6. Once you have finished an entire batch, leave the mouse highlighted on the last image, at the bottom of the batch.

7. Start scrolling up ONE PAGE AT A TIME until you get to the first complete document (you have located all of the pages that correspond to that deal#).

8. When you have located all of the pages of the document, highlight the pages by holding down the SHIFT key and pressing the up arrow to highlight all of the pages you want to select.

9. As you finish highlighting the chosen pages, keep your finger that is holding the SHIFT key pressed while removing the finger that is on the up arrow, and place any available finger on the letter “C” key. (The document will only be created containing pages that are highlighted.)

10. Continue this step up the entire batch until you get to the top.

11. Write down the number of documents included in the batch for records.

12. When finished click on the yellow arrow in the upper left corner to close the batch.

13. As Ascent Capture closes and takes you back to batch manager, the batch should be in “Index Ready” mode.

14. Immediately open the batch to index.

15. You will type in the according deal# WITHOUT the leg information, and click TAB, then ENTER to bring up the next document.

16. Continue this task until all documents have been indexed.

17. Once again, click on the yellow arrow in the upper left corner to close the batch.

The batch is now ready to be released into Livelink.

NOTE: You may place the verified stack of paperwork in the blue tray marked “Incoming-Ready to Track” that is located on Eve’s desk as soon as you have verified it.  You may also wait until you have accumulated a large stack of verified paperwork before placing it in the tray.

batch processing rules to follow

· Process batches as they enter in batch manager. (Do NOT complete all power batches at once, then revert back to do all gas batches available and vice versa)

· Delete unnecessary paperwork ONE PAGE AT A TIME.  (Do Not delete multiple pages at once)

· Index batches as soon as they are ready to be indexed.  (Do NOT leave multiple batches in “Index Ready” mode or “Index Suspended” mode.

· When indexing Sitara, place an “S” in front of the deal#, so that it can be located in the index log and not be confused with power deal#s.

· When you have a missing document or an image that does not have a hardcopy that applies to it, inform Brenna and Pete immediately.  (Do NOT wait)

 Batch Processing Results

As i mentioned in our previous meeting, if batches are processed in a uniform manner, mistakes will minimize and productivity will increase.
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