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About File Scanner 
Using File Scanner you can scan all unstructured files like PDF, Word Document, PPT, Plain Text and RTF files 
across your enterprise data landscape, load their data to an internal database and perform a number of profiling 
activities like profile columns, find patterns, profile domains. 

Scanning Unstructured Files 
This topic teaches you to scan unstructured files located in any system in your network. 
To scan unstructured files: 

 Right click on the desired system from the left hierarchy pane and select Scan Unstructured Files option. 
Scan Unstructured Files wizard appears. 

 On Step 1 of the wizard: 
o Select a source 
o Specify a directory or select appropriate checkbox to scan the entire system. 
o Specify any Unstructured file type you want to scan. By default all types of unstructured files are 

scanned. 
o Select appropriate checkbox to: 

 scan compressed files  
 scan unstructured files in emails 

 
Figure 1: Scanning unstructured files 

Click Next. 
 On Step 2 of the wizard: 

o select the appropriate radio button to run the task now or schedule it for a later time 
o Assign a priority level by choosing between five priority options (Background, Low, Normal, 

High, Critical) 
o Select the Run tasks in parallel check box to enable running more than one task at the same time 

and specify Maximum tasks to run in parallel 
o You can also add time restrictions by clicking on the Add Time Restrictions link. Click Finish. 
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Viewing scanned unstructured files 

You can select the system scanned for unstructured files from hierarchy pane and click on Scanned Files tab to view 
all scanned unstructured files. Expand the folders to view unstructured files. 

 

Scanning PDF Files 
This topic teaches you to scan PDF files located on any system in your network. 
To scan PDF files: 

 Right click on the desired system from the left hierarchy pane and select Scan PDF Files option. Scan 
PDF Files wizard appears. 

 On Step 1 of the wizard: 
o Select a source. 
o Specify a directory or select appropriate checkbox to scan the entire system. 
o Select appropriate checkbox to: 

 scan compressed files  
 scan PDF files in emails 

 
Click Next. 

 
Figure 2: Scanning PDF files 

 

 On Step 2 of the wizard: 
o select the appropriate radio button to run the task now or schedule it for a later time 
o Assign a priority level by choosing between five priority options (Background, Low, Normal, 

High, Critical) 
o Select the Run tasks in parallel check box to enable running more than one task at the same time 

and specify Maximum tasks to run in parallel 
o You can also add time restrictions by clicking on the Add Time Restrictions link 

 

Click Finish. 
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Viewing scanned PDF files 

You can select the system scanned for PDF files from hierarchy pane and click on Scanned Files tab to view all 
scanned PDF files along with other unstructured files. Select the folders to view files.

 

Figure 3: Viewing PDF files 

Scanning Document Files 
This topic teaches you to scan Word document files located on any system in your network. 
To scan Word document files: 

 Right click on the desired system from the left hierarchy pane and select Scan Document Files option. 
Scan Document Files wizard appears. 

 On Step 1 of the wizard: 
o Select a system  
o Specify a directory or select appropriate checkbox to scan the entire system 
o Specify any document file format you want to scan. By default all types of document files are 

scanned. 
o Select appropriate checkbox to: 

 scan compressed files  
 scan document files in emails 
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Figure 4: Scanning Word document files 

Click Next. 
 

 On Step 2 of the wizard: 
o select the appropriate radio button to run the task now or schedule it for a later time 
o Assign a priority level by choosing between five priority options (Background, Low, Normal, 

High, Critical) 
o Select the Run tasks in parallel check box to enable running more than one task at the same time 

and specify Maximum tasks to run in parallel 
o You can also add time restrictions by clicking on the Add Time Restrictions link 

 
Click Finish. 

  
 
Viewing scanned Word document files 

You can select the system scanned for document files from hierarchy pane and click on Scanned Files tab to view 
all scanned document files along with other unstructured files. Select the folders to view files. 

 

Scanning PPT Files 
This topic teaches you to scan PPT files located on any system in your network. 
To scan PPT files: 

 Right click on the desired system from the left hierarchy pane and select Scan PPT Files option. Scan PPT 
Files wizard appears. 

 On Step 1 of the wizard: 
o Select a source.  
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o Specify a directory or select appropriate checkbox to scan the entire system. 
o Specify any PPT file format you want to scan. By default all types of PPT files are scanned 
o Select appropriate checkbox to: 

 scan compressed files  
 scan PPT files in emails 

 
Figure 5: Scanning PowerPoint files 

Click Next. 
 

 On Step 2 of the wizard: 
o select the appropriate radio button to run the task now or schedule it for a later time 
o Assign a priority level by choosing between five priority options (Background, Low, Normal, 

High, Critical) 
o Select the Run tasks in parallel check box to enable running more than one task at the same time 

and specify Maximum tasks to run in parallel 
o You can also add time restrictions by clicking on the Add Time Restrictions link 

 

Click Finish. 
 

  
 

Viewing scanned PPT files 

You can select the system scanned for PPT files from hierarchy pane and click on Scanned Files tab to view all 
scanned PPT files along with other unstructured files. Select the folders to view files. 

 

 

Scanning Plain Text Files 
This topic teaches you to scan Plain Text files located on any system in your network. 
To scan plain text files: 
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 Right click on the desired system from the left hierarchy pane and select Scan Plain Text Files option. 

Scan Plain Text Files wizard appears. 
 On Step 1 of the wizard: 

o Select a source.  
o Specify a directory or select appropriate checkbox to scan the entire system. 
o Select appropriate checkbox to: 

 scan compressed files  
 scan plain text files in emails 

 
Figure 6: Scanning Plain Text files 

Click Next. 
 

 On Step 2 of the wizard: 
o select the appropriate radio button to run the task now or schedule it for a later time 
o Assign a priority level by choosing between five priority options (Background, Low, Normal, 

High, Critical) 
o Select the Run tasks in parallel check box to enable running more than one task at the same time 

and specify Maximum tasks to run in parallel 
o You can also add time restrictions by clicking on the Add Time Restrictions link. 

 

Click Finish. 
  
 
Viewing scanned plain text files 

You can select the system scanned for plain text files from hierarchy pane and click on Scanned Files tab to view all 
scanned plain text files along with other unstructured files. You can select the folder to view all files in it or expand 
it to filter your scanned file list. 
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Scanning RTF Files 
This topic teaches you to scan RTF files located on any system in your network. 
To scan RTF files: 

 Launch Unstructured File Scanner 
 Right click on the desired system from the left hierarchy pane and select Scan RTF Files. Scan RTF Files 

wizard appears 
 On Step 1 of the wizard: 

o Select a system  
o Specify a directory or select appropriate checkbox to scan the entire system 
o Specify any RTF file format you want to scan. By default all types of RTF files are scanned 
o Select appropriate checkbox to: 

 scan compressed files  
 scan RTF files in Emails 

 
Figure 7: Scanning RTF files 

Click Next. 
 On Step 2 of the wizard: 

o select the appropriate radio button to run the task now or schedule it for a later time 
o Assign a priority level by choosing between five priority options (Background, Low, Normal, 

High, Critical) 
o Select the Run tasks in parallel check box to enable running more than one task at the same time 

and specify Maximum tasks to run in parallel 
o You can also add time restrictions by clicking on the Add Time Restrictions link 

 

Click Finish. 
  
 

Viewing scanned RTF files 

You can select the system scanned for RTF files from hierarchy pane and click on Scanned Files tab to view all 
scanned RTF files along with other unstructured files. Select the folders to view files. 
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