
Updated: August 2023 

 

 

 
 

7230 Lee Deforest Dr 
Suite 106 

Columbia, MD 21046 
410.844.4222 

www.nowapplications.com 
www.ezjury.com 

 
 
 
 
 

 

 
 

SCANNING WORKSTATION 

USER’S MANUAL v1.8.1  



Updated: August 2023 

 

 

Table of Contents 
 

1. INTRODUCTION ................................................................................................. 1 

2. OVERALL PROCESS: JUROR QUESTIONNAIRES ..................................... 1 

2.1 Receiving/Organizing Questionnaires ................................................................................... 2 

2.1.1 Undeliverable Items ....................................................................................... 2 

2.1.2 Paper Questionnaires .................................................................................... 3 

3. EZJURY™ SCANNING WORKSTATION APPLICATION .......................... 3 

3.1 ezJury™ Scanning Workstation Areas ................................................................................. 4 

3.1.1 Data Areas ............................................................................................................... 4 

3.1.2 Button Panels ........................................................................................................ 5 

3.1.3 Menu Items ............................................................................................................. 5 

4. QUESTIONNAIRE & DOCUMENT SCANNING ........................................... 5 

4.1 Scanning Questionnaires .................................................................................................. 5 

4.2 Scanning Damaged Questionnaires ................................................................................. 7 

4.3 Scanning Questionnaires with Documents ..................................................................... 8 

4.4 Scanning a Single Document .......................................................................................... 12 

5. CORRECTING QUESTIONNAIRE ANSWERS ........................................... 13 

5.1 Starting the ezEditor....................................................................................................... 13 

5.2 ezEditor Overview .......................................................................................................... 13 

5.2.1 Questionnaire Information ............................................................................................ 14 

5.2.2 Address............................................................................................................................. 14 

5.2.3 General Information ....................................................................................................... 15 

5.2.4 Qualifications................................................................................................................... 15 

5.2.5 Possible Exclusions.......................................................................................................... 15 



Updated: August 2023 

 

5.2.6 Possible Exemptions........................................................................................................ 15 

5.2.7 Special Instructions/Questions ....................................................................................... 16 

5.2.8 Juror Name List & Image Display ................................................................................ 16 

5.3 Closing the ezJury™ ezEditor ....................................................................................... 16 

6. UPLOADING DATA TO THE CLERK PORTAL ........................................... 16 

7. EXCLUSION/DEFERMENT FORM PROCESSING .................................... 18 

8. APPLICATION PREFERENCES ..................................................................... 19 

8.1 Scan .................................................................................................................................. 19 

8.2 Process .............................................................................................................................. 20 

8.3 Form Setup ...................................................................................................................... 21 

8.4 Database ........................................................................................................................... 22 

8.5 Web Setup ........................................................................................................................ 23 

8.6 Options ............................................................................................................................. 24 



ezJury™ Scanning Workstation Manual   

1 

  Updated August 2023 

1. Introduction 

This ezJury™ Scanning Workstation User’s Manual is designed to introduce the user 
to the ezJury™ questionnaire scanning process and scanning system.  It explains the 
overall process of gathering your returned questionnaires, how to categorize each 

type of returned item, and the process of scanning, correcting, and uploading the 
data extracted from these returned paper questionnaires.  All of the ezJury™ 

documentation can be accessed utilizing the following URL: 
 
http://www.ezJury.com/docs 

 
Additionally, all users can find this link directly within the ezJury™ Clerk Portal by 

clicking on the username in the upper right-hand corner of the screen and selecting 
“ezJury™ Documentation”. 

 
It is important to note that while every circuit court does the same things at a high-
level, many of them do things slightly differently from a detailed process perspective.  

We believe that our applications, including ezJury™, should work to support the 
specific processes of each customer.  In order to support this approach, the ezJury™ 
system is designed with configuration switches that enable it to behave differently 

depending on its settings.  This guide may contain instructions that are not applicable 
to every locality.  However, it is generally useful for the user to understand the 

options that are available within the system. 
 

2. Overall Process: Juror Questionnaires 

The ezJury™ system supports the end-to-end juror questionnaire process from the 
design and printing phase, testing, mailing, and gathering information from returned 

questionnaires to the data upload to the Clerk Portal.  Your juror questionnaires have 
been specifically designed to your specifications and include many intelligent 

markings to allow ezJury™ to be able to recognize the handwritten answers as well 
as the checkboxes.  Questionnaires have the following intelligent features to allow 
ezJury™ to perform processing: 

 

http://www.ezjury.com/docs
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• Orientation marks (bullseye) in 3 of the 4 corners of the questionnaire  

• CODE39 barcode under the mailing address that encapsulates the 
questionnaire ID for scanning undeliverable questionnaires 

• QRCODE on the front upper right for that encapsulates the juror’s full name 
• QRCODE on the front and back that encapsulates the questionnaire ID to 

ensure the front and back match during the scanning process 

• Handwriting capture boundaries color coded to “drop out” during scanning 
• Other USPS markings for postal delivery systems 

 
 

 
 

 

2.1 Receiving/Organizing Questionnaires 
Once your questionnaires have been mailed by the USPS, they will be received in two 
different ways when being returned via the USPS; 1) in a return envelope of some 

sort ready to be opened for processing or 2) an undelivered envelope unopened 
returned by the USPS stamped as such. 
 

The recommended procedure is to divide the questionnaires into two categories for 
pre-processing; one for the undeliverable items and one for all others. 

 

2.1.1 Undeliverable Items 
 
It is important to note that the undeliverable items DO NOT need to be opened in 
order to process them with ezJury™.  Your questionnaires have been designed to 
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allow the questionnaire ID barcode to show through the envelope window so it can 
be easily scanned with your hand scanner and recorded in the system.  To process 

the undelivered items, navigate to your current annual pool where you are gathering 
responses.  The second menu item is Scan In Returned/Undeliverable Mail.  

Choose this menu item and you will be presented with a box to start scanning your 
undelivered items.  Simply use the hand scanner and scan the barcode under the 
mailing address.  You will hear a “beep” as each item is scanned.  You can enter in 

as little as one at a time or several items in a row.  When complete, click the Save 
button and each item will be processed and recorded as being undelivered in the 

Clerk Portal.  You will notice that your annual pool process graphs will be updated 
accordingly. 
 

 
 

 

2.1.2 Paper Questionnaires 
 
Questionnaires will arrive in several different states; a questionnaire with no 

additional documents, a single questionnaire with one or more additional documents, 
or a damaged questionnaire.  A damaged questionnaire is one that has been torn, 

spilled on, damaged in the rain, scribbled on, or otherwise not readable by the 
scanning system.  These questionnaires will not be recognized by the ezJury™ 
scanning system and will need to be handled separately.  It is recommended to 

separate each one of these types of questionnaires to increase processing efficiency.  
Questionnaires with additional documents should be paperclipped together to ensure 

the additional document stays with that questionnaire.  DO NOT staple anything to 
the questionnaires. It is recommended to hand write the questionnaire ID on the 
additional documents for easy correlation later.  Scanning these documents is 

covered in section 4.3. 

3. ezJury™ Scanning Workstation Application 

The ezJury™ scanning workstation is a small application that resides on 
your local PC which interfaces with your scanner(s) to facilitate the 
scanning of the returned paper questionnaires.  This application acts as a 

local repository for the data gathered from the questionnaires before it is uploaded 
to the Clerk Portal. 
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Once the ezJury™ system has uploaded the questionnaire data and images to the 
Clerk Portal there is no data left on the local PC. 

 

3.1 ezJury™ Scanning Workstation Areas 
The ezJury™ Scanning Workstation consists of three data areas and two button 
panels. 

 

 
 
 

3.1.1 Data Areas 
Juror Information – this area will list the questionnaires and supporting documents 

after they are scanned into the system. 
 

Questionnaire/Document Images – this area will show the image of a 
questionnaire or document when selected in the Juror Information area. 
 

Status – the status area is used to present informational messages regarding the 
processing of the questionnaires and documents.  Here you will see if any issues are 

detected with the operation of the application or scanning of the paper 
questionnaires.  
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3.1.2 Button Panels 
Questionnaire Processing: 

- Scan Questionnaires 
- Scan Damaged 

- Edit Questionnaire Data 
- Upload Data 

 
Document Processing: 

- Add Multiple Docs 

- Add Single Doc 
- Flatbed Scan 

- Upload Additional Docs 
 
Exclusion Processing: 

- Process Exclusions 
 

3.1.3 Menu Items 
File 

- Scan Questionnaires 
- Scan Damaged Questionnaires 
- Scan Exclusions 

- Upload Data to ezJury™ 
- Exit 

Edit 
- Application Prefs 

View 

- Log File 
Documents 

- Add Multiple Documents 
- Add Single Document 
- Upload Documents 

- Clear Documents 
Questionnaires 

- Edit Questionnaires 
- Rollback Last Batch 
- Clear Questionnaires 

Help 
- Technical Support 

- About ezJury™ 
 

4. Questionnaire & Document Scanning 

4.1 Scanning Questionnaires 

Questionnaires should be loaded into the scanner’s Automatic Document Feeder 
(ADF) face down & upside down.  You may load as little as one questionnaire at a 
time or as many as the ADF will accommodate. It is recommended to work in batches 

of 10-25 questionnaire at a time.  From the Questionnaire Processing Button panel 
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click Scan Questionnaires button to initiate the scanning process. Depending on your 
scanner you may be presented with a driver interface to select scanner specific items 

or profiles. 
 

 
 

Once scanning is completed the ezJury™ Scanning Workstation will verify that each 
questionnaire scanned contains a valid juror name by validating it against the data 
in the Clerk Portal.  You will see each name validated in the Status window.  A list of 

juror names will appear in the Questionnaires/Document Window.  Clicking on a juror 
name in the window will display the questionnaire image on the right-hand side as 

shown below.  Clicking on the image displayed with rotate between the front and 
back of the questionnaire. 
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Next step is to Edit the Questionnaire Data which is covered in section 5. 

 

4.2 Scanning Damaged Questionnaires 

Scanning damaged questionnaires is handled in a different manner since the 

intelligent markings on the paper cannot be recognized and used by the ezJury™ 
system.  These types of questionnaires have been torn, spilled on or otherwise 
damaged in a way that the ezJury™ scanning system cannot extract the data from 

the paper.  From the Questionnaire Processing Button panel click Scan Damaged 
button to initiate the scan damaged process.  You will be presented with a small 

screen to where the damaged questionnaire IDs can be entered.  
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Use your hand scanner to scan the address barcode to populate the window with the 
questionnaire IDs from the questionnaires.  Alternatively, you can manually enter the 

questionnaire ID with your keyboard.  It is important to keep the order of the 
questionnaires on the scanner as they were entered in the window to ensure the 

images match the data that is received from the Clerk Portal. 
 
Place the questionnaires on the scanner as you normally would and click the Scan 

button.  A front and back image of the questionnaire will be captured; however, no 
data will be recognized with this process.   

 
Once the questionnaires are scanned the ezJury™ system will retrieve the names of 
the jurors from the Clerk Portal based on the questionnaire IDs you entered and 

present the same display screen as if they were scanned intelligently. 
 

You will need to enter all the data from the questionnaire manually with the use of 
the ezEditor covered in section 5. 
 

4.3 Scanning Questionnaires with Documents 

Scanning questionnaires with additional supporting documents is the same as 

scanning questionnaires except after your initial scan you will scan and associate 
secondary document(s) with the juror questionnaire. 

 
First, take your stack of questionnaires with the paperclipped documents and while 
separating them write the questionnaire ID on the document with a pen.  If the 
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document contains more than one page write the ID on all pages.  This will help 
speed up the time it takes to associate the documents in the application. 

 
After scanning the questionnaires, you will then scan the stack of additional 

documents that you wrote the IDs on.  The ezJury™ system will scan and image of 
each document.  If your scanner has intelligent capabilities, it may perform some 
additional imaging functions like auto-rotate, de-skew, and drop blank pages.  You 

will end up with a screen that looks similar to the one below: 
 

 
 
Clicking on each document will display it in the image window on the right-hand side.  
If the document appears to be upside down or rotated you can correct this by clicking 

the blue Rotate Page button on the upper right of the display window. 
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Now that you have your questionnaires scanned with your additional documents you 
can begin the process of associating each document to a specific juror questionnaire.  

To do this, right-click on a document to be presented with a list of jurors who appear 
in the window. 
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Select the name of the juror that matches the document you have selected.  Notice 
that the questionnaire ID is displayed alongside the juror’s name to make it easier to 

match up the document to the right person.  Once you click on the name of the juror 
the document will be renamed and marked as being associated with that juror.  If a 

juror has multiple documents or a multi-page document you will use the same 
process and the system will add them to the system as multiple pages.  Continue to 
associate each document to a juror until you complete the process.  You will end up 

with a screen similar to the one below.  
 

When you upload the questionnaire and data the additional documents will also be 
uploaded and appear in the jurors additional documents section within the Juror 
Qualification Questionnaires. 
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4.4 Scanning a Single Document 

Sometimes it is necessary to scan a single document and associate it with an already 

established juror record.  For instance, if a juror completes his/her questionnaire 
online then decides to send in a supporting note or document you will need to scan 

and upload this to associate it with their record.  
 
To do this click on the Add Single Doc button in the Document Processing button bar.  

A window will be displayed for you to enter in the questionnaire ID associate with this 
document.  You will most likely need to look up the questionnaire ID for the juror 

through the Clerk Portal by using the Juror Search function then looking under Juror 
Qualification Questionnaires for the current Annual Pool questionnaire.  Type this ID 
into the window and click OK.  An image will be created of the document and 

associated to that juror’s questionnaire.  You can then use the Upload Additional Docs 
button to upload the image to the Clerk Portal. 
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5. Correcting Questionnaire Answers 

This section will walk through the process of correcting the questionnaires after they 
have been scanned by the ezJury™ scanning workstation. 

5.1 Starting the ezEditor 

Once you have scanned your questionnaires and any supporting documents you are 
ready to begin the process of correcting the data recognized by ezJury™ to prepare 

it for uploading to the Clerk Portal.  The ezJury™ ezEditor can be started by clicking 
the Edit Questionnaire Data button on the Questionnaire Processing button panel. 
 

Since each juror’s date of birth (DOB) is stored in the ezJury™ system, we first 
retrieve that information from the juror’s record and store that in the ezEditor for 

reference.  You will see this information being displayed in the Status window as the 
ezEditor is loading. 

 

 

5.2 ezEditor Overview 

The ezJury™ ezEditor is where all of the data from the questionnaire is displayed so 
that you can verify and correct the information.  There are several sections to the 

ezEditor: 
- Questionnaire Information 

- Address Information 
- General Information 
- Qualifications 

- Possible Exclusions 
- Possible Exemptions 

- Special Instructions/Questions 
- List of Juror Names 
- Image Display 
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Each section is described below. 

5.2.1 Questionnaire Information 

Static information is displayed in this section that is pulled from the Clerk Portal and 
cannot be changed by the editing process.   

The following information is displayed: 
- Juror name – cannot be changed 
- Questionnaire ID – cannot be changed 

- Date of Birth – retrieved from the juror record 
- Age - calculated based on DOB for the current date 

- Scan Order – order that the questionnaire was scanned in 

5.2.2 Address 

The Address section contains the postal address information that was scanned from 
the juror questionnaire.   
The following information is displayed: 

- Street Number 
- Street Name 

- City, State, ZIP 
-  Location (calculated based on the ZIP entered) 
 

To the right of the Address section, you will see the Current Address section.  If the 
juror has a record in the ezJury™ system its information will be displayed in this 

section and allow you to compare it to what was entered on the questionnaire.  If 
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any of the data is the same there is no need to correct it.  Simply blank the 
information on the left that is identical to the information on the right.  If the entire 

section is the same you can use the clear wizard button to the left of Street Number 
This can be used to clear all of these fields quickly in the event the juror entered 

information that matches his/her current address. 
 
The information is presented in tab order and you can quickly tab through the fields 

and make any corrections necessary. 
 

5.2.3 General Information 

General Information contains the general information from the juror questionnaire.  

Data captured in this section may vary from locality to locality.   
The following information is displayed: 
-  Home or Work Phone, Mobile Phone 

- Occupation 
- Employer 

-  Email Address 
 
There are two clear wizard buttons to the left of Street Number and to the left of 

Phone.  These can be used to clear all of these fields quickly in the event the juror 
entered information that matches his/her current address. 

 
The information is presented in tab order and you can quickly tab through the fields 
and make any corrections necessary. 

 
In addition to this information a messaged is displayed if the juror is likely qualified 

or not qualified based on the information that checked in the questionnaire.   
 

5.2.4 Qualifications 

The five standard qualifications are displayed in this area along with the check boxes 
to signify a positive or negative response.  There is an additional check box at the 

top titled ‘Check All’ that can be used to quickly check all five check boxes in the 
event answers were omitted. 

5.2.5 Possible Exclusions 

The exclusions utilized by your locality are displayed here along with areas for dates 

and text entry.  
 
There is a clear wizard button to the right of the section that will clear all the data in 

the exclusions section in the event the juror entered information improperly. 
 

5.2.6 Possible Exemptions 

The exemptions used by your locality are listed here along with the check boxes. 
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5.2.7 Special Instructions/Questions 

Any special instructions or questions are listed here.  Typically, this is where 
landowner information is collected. 

 

 

5.2.8 Juror Name List & Image Display 
The juror’s name list is used to select a record for editing/correcting.  Each time you 
move to a new record the previous one is saved with all the changes made.  The 
image is updated for reference each time a new record is selected. 

 

5.3 Closing the ezJury™ ezEditor 

Simply click the X in the upper right corner of the window and it will close and save 

any final changes you made to the juror record. 
 

 
 

6. Uploading Data to the Clerk Portal 

The final step in the questionnaire process is to upload the data, questionnaire image, 
and document images to the Clerk Portal.  This is a one step process that is initiated 

by clicking the Upload Data button in the Questionnaire Processing button panel.  
Since this is a process that moves data from your local PC to the Clerk Portal database 

a message is displayed to make sure you want to proceed. 
 

 
 
Clicking Yes starts several processes: 

- The front and back of the questionnaire images are converted to JPG format 

and stitched together into a continuous image for web display 
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- The questionnaire data and image are then uploaded to the Clerk Portal to the 
corresponding juror questionnaire record.   

- Informational messages are displayed in the Status window to indicate success 
or failures.   

 
Your questionnaire processing is now complete and you can view the questionnaires 
and data in the Clerk Portal. 
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7. Exclusion/Deferment Form Processing 
 
Exclusion/Deferment requests can also be scanned by the ezJury™ system after the 

judge approves or denies the request.  This is a single form/one button process and 
is initiated by using the Process Exclusions button in the Exclusion Processing button 

panel. 
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8. Application Preferences 
Application Preferences can be accessed through the Menu bar and selecting Edit … 
Application Prefs. 

 
The Application Preferences are divided up into 6-tab groups: 

- Scan 
- Process 
- Form Setup 

- Database 
- Web Setup 

- Options 
The tabs can be accessed by simply clicking in the top of the tab entry. 

 
8.1 Scan 
 

The Scan Tab holds various settings that determine how ezJury™ interfaces with your 

scanner.  Scan Resolution, Threshold and Image Conversion Threshold can be 
managed here.  These settings are ONLY used if the “Display Scanner User Interface” 

is not checked.   
 

 
 
Image Directory is where all scanned questionnaires are kept during scanning and 

processing until they are uploaded to the server.  Changing any of the above settings 
could cause scans to fail and data loss. 
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8.2 Process 
 
The Process Tab is where the settings are set for the neural engines that are used to 

recognize the handwriting on the questionnaires as well as the checkboxes and other 
intelligent markings. 

 

 
 

These settings should only be changed by a member of the ezJury™ Support Team.  
Changing any of the above settings could cause scans to fail and data loss. 
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8.3 Form Setup 
 
The Form Setup Tab holds the values for three directory settings. These settings 
should only be changed by a member of the ezJury™ Support Team.  Changing any 

of the above settings could cause scans to fail and data loss. 
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8.4 Database 
The Database Tab holds the values for how ezJury™ creates the databases that hold 
the information scanned from the questionnaires. These settings should only be 
changed by a member of the ezJury™ Support Team.  Changing any of the above 

settings could cause scans to fail and data loss. 
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8.5 Web Setup 
 
The Web Setup Tab holds the values for how ezJury™ communicates to the backend 
server to retrieve and post information. These settings can only be changed by a 

member of the ezJury™ Support Team.  Changing any of the above settings could 
cause scans to fail and data loss. 
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8.6 Options 
 
The Options Tab holds several features that can be enabled or disabled through the 
use of the checkboxes.  

 

 
 

Enable ezEditor – enables the new ezEditor which has advanced capabilities to make 

editing and correcting questionnaires faster.  Enabled is the default setting 
 
Enable Over 70 Aggressive Clean Up (ACU) – enables a feature where the 

ezEditor will use the calculated age of the juror to determine if they will be over 70 
in the current year.  If so and they have checked the Exemption that they are over 

70 and do not wish to serve; then the ezEditor will automatically clear all the 
information blocks, check all 5 qualifications, and clear any other items.  This will 
place the juror in only the over 70 category for the Commissioners review. 

 
Force Upper Case Text Entry – enables a feature where the ezEditor changes all 

typed information to UPPER CASE except email address. 
 

Enable Multi-Batch Scan – enables a feature that allows multiple batches of 
questionnaires to be scanned. 
 

Disable Gathering Pool Check – disables the feature where ezJury™ checks for a 
current pool in the ‘gathering’ state.  This allows questionnaire to be scanned into a 

pool that has already been Certified. 


