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Scanning Helpsheets

av1

E2

What scanner should | use?

Digital format  Book, bound volume, ~ Book, bound volume, Photograph More than one
needing OCR document document or single loose leaf sheet
Larger than 8 Y2 x 11 8.5 X 11 orless sheet

I | l
l ]
=— - T

Large Small Fujitsu Scanner
Proceed to Epson Epson with Document
“What software Flatbed Flatbed Feeder
should | use?”
onp.2
|
Proceed to

“What software
should | use?”
onp.2
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What software should | use?

. I >
Digital Typed Photographs
format docurnent document and other

‘ images
— ¢

i
%

et

L
S
Ve

Text in tabular Text only, in Text only, in Text and images
form, spreadsheets relatively clear non-Western both of which
Western font font need to be preserved

‘ v
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What specifications should | use?

How will the digital document be used?

$

Web pages or Print OCR Keep as an
other material Optical Character Recognition archival copy
viewed on a

monitor

\/
Is the original
document in color?

—

Are the results

acceptable?
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Scanning from Epson Scanners into Adobe Acrobat (PDF)

I. Open Adobe Acrobat Professional by selecting the program from the Start Menu (an icon may also appear on

the desktop).

2. Click the Create PDF button, and then
select From Scanner from the drop-down
menu.

3. Choose the appropriate scanner model
located at the workstation from the Scanner
drop-down menu then click Scan.

Note: Do not choose WIA.

B adobe Acrobat Professional

File Edit Yew Document Comments Tools Advanced “Window Help

% @ % ’-E] - E-I' -5;' Ch ﬁSearch %’r A%CDmmem&Markupv &
From Multiple Files. ..
@ From Web Page. .. Shift+Cer4+0

@ Fram Clipboard Image

Howe To...Create POF

Create PDF from Scanner i

Scanner: | EPSON Perfection YS00 Ll
I

Scan:

L WA on Y500
Destination: S DOCOmeTic

|¥ Recognize Text Using OCR Settings... I

I~ Add Tags to Document (Improves accessibility For disabled users)

Help | Image Settings... | I Scan I Cancel |

4. After clicking Scan, the Scan driver window will appear. From the Mode =T
H . o Mode:
drop-down menu choose Professional. Next choose the appropriate h? EPSON Scan  |errmemm=
specifications from page 3, the Auto Exposure Type (whether the item is a i e
lame: urent Setting =
document or photograph), place the document face down on the glass (in the S e |
corner with an arrow or triangle), and click Preview. — ‘
riginal
Document Type: Reflective vl
Document Source: Document Table vl
Auto Exposure Type: 'ﬁ
| Destination ‘
i 24:bit Color -
Resolution: 300 | dpi
Document Size: W’l 850 HI 11.70 Inn ¢
| Taraet Size [Ungmax > gl

| Adjustments ’

o) ul 8 3 zf e

+| ¥ Unsharp Mask
_+| I Descreening
™ Color Restoration

| I Backlight Corection
+| I Dust Removal

I~ DIGITAL ICE Technology

LJ Preview | Eg oot |
™ Thumbnail

Help I Configuration... | Close I

Z
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Scanning from Epson Scanners into Adobe Acrobat (PDF)

5. Once the preview scan appears, crop, rotate, or make adjustments as needed then click Scan.

6. Once the page has been scanned a window will prompt you to add additional pages.
If your document is more than one page, put the next page on the scanner and then Next Page
click Next. Once you are finished adding pages, click Done. { _

Mexk I Crone

7. Once you have finished scanning, your PDF document will display in Adobe. Remember to save the document to a
safe location such as your home directory (J: drive) rather than the Desktop.

v TIP: If you cannot save or manipulate the document after it has been scanned, you may need to close the Scan
driver by clicking the Close button underneath the Scan button.
V' See page 3 for suggested file formats.
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Scanning from Fujitsu Scanners into Adobe Acrobat

Open Adobe Acrobat Professional by selecting the program from the Start Menu (an icon may also appear on

the desktop).

Click the Create PDF button, and then
select From Scanner from the drop-down
menu.

Choose the appropriate scanner model
located at the workstation from the Scanner
drop-down menu then click Scan.

Note: Do not choose the WIA option.

The scanner’s driver window will appear-.
Choose the specifications from page 3.

If you are using the Automatic Document
Feeder to scan multiple pages select ADF as
the Scan Type and place the documents into
the feeder face down and click Scan.

If you are scanning from the glass select Flat
Bed as the Scan Type and place the item to
be scanned face down on the glass in the
corner marked with either a triangle or an
arrow and click preview. Make adjustments
as needed and then click Scan.

B adobe Acrobat Professional

File Edit Yew Document Comments Tools Advanced “Window Help

@ % ’E] — E." UC;' Ch ﬁSearch ﬁ hd A%CDmmem&Markup' W

[ ) [hsoect a1 | 1 0 © % Erome. I
From Multiple Files. ..
@ From Web Page. .. Shift+Ctrl+0

ﬁ'j Fram Clipboard Image

Howe To...Create POF

Create PDF from Scanner

Scannet:

Mone

MNone

Scan:

WIA-FI- d]
TR LIOCLMEnT

Deskination:
v Recognize Text Using CiCR

Setkings. .. |

[~ Add Tags bo Document {Improves accessibility For disabled users)

Help Image Settings... | SEant I Cancel |
¥t TWAIN Driver {32) R x|
LAk e el S Image Scanner: fi-5220Cd] 16MB  Browse... I
IlII|IIII|IIII|IIII|IIH|IIIIlIIII]lIIIIl . . -
L= Setting Files: Igg; Current Setting j Config... I
&= Besolution Scan Type:
=
3% 300 » 300 :J | ADF [Front Side) j
:E W__l_l o Paper Size:
sé I Predefine | @ Letter (8.5x11in) E| J
= I~ Enable Software |PC
=
= Front I I= | Individual Setting
9
lné Image Mode: Brightness:
=52 2 '— 128
:; EY % % | Black & Whie j i — 12
= Blackw/hite: Threshold:
= |5tatic Threshold =l J [128
Scanning Area[ inch | i i -
alftone; ontrast:
Left  [ooo0  Iep  [oomo I" 2 3 = [ B
Width: |8.5l]0 Length: |11.000 C ——
Ad 8.l
Preview | ﬁl
Close | Reset | Option... | Help l About... |

|TWA!N driver. Press [F1] key to show help.

|Data Size about: 1.1MB
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Scanning from Fujitsu Scanners into Adobe Acrobat

5. Once the document(s) have been scanned, a window will prompt you to add further
pages. If you are scanning from the glass and have multiple pages or the document Next Page
consisted of too many pages to insert into the feeder at one time, place the additional |7

page(s) onto the scanner or into the feeder and then click Next to add pages. Once

you are finished adding pages, click Done.

Mexk I Crone

6. Once you have finished scanning, your PDF document will display in Adobe. Remember to save the document to a
safe location such as your home directory (J: drive).

v TIP: If you cannot save or manipulate the document after it has been scanned, you may need to close the Scan
driver by clicking the Close button underneath the Scan button.
V' See page 3 for suggested file formats.
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Scanning from Epson Scanners into Adobe Photoshop

I. Open Photoshop via the Start Menu (an icon may also appear on the desktop).

2. Next, click Import from the File menu. Choose the appropriate scanner

. . . dil | il ind I
model located at the workstation from the list and then click Scan. '?Zj L e e e e B
o I anti-zliased | Styles [Normal
Qpen... Ceri4o
Browse. ., Shift+CErl4+0
Note: Do not choose the WIA option. Open 8. A+cil+o
Qpen Recent: »

3. After clicking Scan, the Scan driver window will appear. From the Mode
drop-down menu choose Professional. Next choose the appropriate
specifications from page 3, the Auto Exposure Type (whether the item is a
document or photograph), place the document face down on the glass (in the
corner with an arrow or triangle), and click Preview.

4. Make adjustments as necessary and click Scan.

5. Once the image has been scanned, the image will appear in Photoshop.

6. Locate the Scan Driver window and maximize the application.

Editin ImageReady  Shift+Ctrl+mM

Close
Close Al
SavE
SayYe As,,

SEvE & VeSO ...
Save for Web,,,  Alershift+Crl+s

Revert

Ll R

Fal [ R R

G5

o ShiftHCHS

il

Flace:.

onling Services...

Export » £
Automat , -
SQ_Ta ° ,  WIAEPSON Perfection 4570..
G WIA Suppart...
IS e
I Mode:
fo° EPSON Scan s
[ Settings
Name: [ Cunent Setting ~
Save Delete
Original |
Document Type: Reflective ']
Document Source: Document Table vl
Auto Exposure Type: Photo ~|
| Destination ‘
| Image Type: 24-bit Calor -]
Resolution: 300 ~| dpi
Document Size: w850 H[ 1170 [in ¥
] Target Size: anglnal 2 ||

| Adi ‘
3‘ H Q E‘ g Feset |
+| ¥ Unsharp Mask
_+| I Descreening

I Color Restoration
#| ™ Backiight Corection
[T Dust Removal

I~ DIGITAL ICE Technology

L] e | o] e |
|

™ Thumbnail

Help I Configuration... Close |

Z
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Scanning from Epson Scanners into Adobe Photoshop

7. If you have finished scanning all your items, click Close. This will allow you to manipulate the document and save
any changes. You cannot save or manipulate the document in Photoshop until the scan driver is closed.

8. Once the document is in Photoshop and the scan driver is closed, you can perform such tasks as cropping,
rotating, image clean up, adjusting the color balance, and much more.

v" TIP: If you cannot save or manipulate the document after it has been scanned, you may need to close the Scan
driver by clicking the Close button underneath the Scan button.

v TIP: When saving an image, it may be necessary for you to manually change the extension in the filename box. The
default format for saving an image is Photoshop (*.PSD, *.PDD). If changed to a different file format the .psd
extension is often retained in the filename and will need to be changed to the appropriate file extension.

V' See page 3 for suggested file formats.
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Scanning from Fujitsu Scanners into Adobe Photoshop

Open Photoshop via the Start Menu (an icon may also appear on the desktop)

Next, click Import from the File menu. Choose the appropriate
scanner model located at the workstation from the list and then click

Scan.

Note: Do not choose the WIA option.

3. The scanner’s driver window will appear.

Choose the specifications from page 3.

If you are using the Automatic Document
Feeder to scan multiple pages select
ADF as the Scan Type and place the
documents into the feeder face down and
click Scan. In Photoshop, each page
will be a separate file. To create
one file with all the pages/images,
use Adobe Acrobat Professional.

If you are scanning from the glass select
Flat Bed as the Scan Type and place
the item to be scanned face down on the
glass in the corner marked with either a
triangle or an arrow and click preview.
Make adjustments as needed and then
click Scan.

1 2 3 4 5 6 7

&) Adobe Photoshop

File Edit Image Layer Select Filter ‘iew Window Help

Anti-alias

Style: INovmaI

Variable Data Sets..,

P Apnotations

New. ., Chr+N
Open... Ctri4+0
Browse... Alt+Ctrl+-0
Open As... Ale+Shife+Clri+0O
Open Recent 2
Edit in ImageReady Shift+Ctrl+M
Close Chri+-W
Close All Ale+Cerl+-y
Close and Go To Bridge. .. Shift+Chrl-+wW
Save Ctri+S
Save As... Shift-+Ctrl+S
Save a Yersion...

Save for Web,., Ale+Shift+Ctri+S
Revert F12
Place...

Expork

Automate >
Scripts »
File Info. .. Alt+Shift+Cri+1
Page Setup.., Shift+Ctri+P
Prink with Preview. .. Ale+Cr+P
Prink... Ctrl+P
Print One Copy Alt+Shift+Ctr+P
Print Online. ,,

Jurnp To 4
Exit Ctrl+Q

Image Scanner: fi-5220Cd]

i, TWAIN Driver (32) N

‘WIA Support. ..

X
16MB  Browse... |

II|||I|II|IIHIIIIIIIIIIIIIIlllllllllllh
= Setting Files: IUU: Current Setting 3 M
= Resolution Scan Type:
=
= 300 %300 :I ADF (Front Side) -
4= 2 =
. = 300 j e Paper Size:
= I™ Predefine @ Letter (8.5x11in) - .
7; I~ | Enable Software |PE
=
— Front | I= [dividusl Setting
1D§ Image Mode: Brightness:
= o —F— =
e —
e Black Awhite: Threshold:
= [static Threshold 5] —)— I'=
Scanning Areal inch ] = i - s
alftone; ontrast:
Left: ID.UUU Top: lD.UUD I 22 _l 7 ' 128
Width: l 8.500 Length: |1 1.000 C——
: Advance... I
Scan Preview |
Close | Reset I Option... l Help I About... |
|TWAIN driver. Press [F1] key to show help. |Dala Size about: 1.1MB

4. Make adjustments as necessary and click Scan.
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Scanning from Fujitsu Scanners into Adobe Photoshop

5.

6.

7.

Once the image has been scanned, the image will appear in Photoshop.
Locate the Scan Driver window and maximize the application.

If you have finished scanning all your items, click Close. This will allow you to manipulate the document and save
any changes. You cannot save or manipulate the document in Photoshop until the scan driver is closed.

Once the document is in Photoshop and the scan driver is closed, you can perform such tasks as cropping,
rotating, image clean up, adjusting the color balance, and much more.

TIP: If you cannot save or manipulate the document after it has been scanned, you may need to close the Scan
driver by clicking the Close button underneath the Scan button.

TIP: When saving an image, it may be necessary for you to manually change the extension in the filename box. The
default format for saving an image is Photoshop (*.PSD, *.PDD). If changed to a different file format the .psd
extension is often retained in the filename and will need to be changed to the appropriate file extension.

See page 3 for suggested file formats.
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Using ABBY FineReader for Optical Character Recognition (OCR)

There are several options for using OCR on a document. These vary depending on the type of document (whether or
not it is already in digital format — such as a PDF document) and the quantity of pages.

If you are using OCR on an existing file, refer to the Acquiring images from a file section below.

If you are using OCR with single or multiple pages acquired using an Epson Scanner, refer to the section on Acquiring

images from an Epson Scanner (page 14).

If you are using OCR on a physical document with multiple pages refer to the section on Acquiring images from a Fujitsu

Scanner (page 16).

Acquiring images from a file

I. Open ABBYY FineReader via the Start Menu

2. ABBYY will lead you through a 4 step process to complete

your OCR project.

3. Click the arrow next to step |: Scan. Select Open Image

from the drop-down menu.

4. Use the dialog box to locate the file(s) you wish to process.

5. Once all the pages have been acquired, click the arrow next

to step 2: Read. Select Read All Pages.

6. ABBYY will perform OCR on the scanned pages.
If there are a large number of pages, this may take
some time to complete.

Fle Edit View Batch Image Frocess Tools Window Help

[S5]w s @S ] @ |[Engin

A

Scan&Read

[Um @ m

Check Spelling Save

OpenImags...  Cil+0

Scan Image... Ctrl+K

Options. ..

% untitled batch - ABBYY FineReader 8.0 Professional Edition - [2 - Image]
File Edt Wiew Batch Image Process Tools Window Help

[SEEE L[

.

ScangRead

HIEEE=E(@n

T &

Check Spelling Save

ChrltR
Read All Pages  CtriShift+R

Options...

[ SIS

EHE

=loix

e




Using ABBY FineReader for Optical Character Recognition (OCR)

Check Spelling Save

7. Once the OCR process is complete, click the arrow next to
step 3: Check Spelling. Select Check Spelling. ‘

8. ABBYY will prompt you to correct the spelling of ===
words it could not recognize automatically. This ... o 2l 8 =
. . . . o
screen works just like spell check in Microsoft
Word. Depending on how clean and legible the |~
original document is there may be a substantial
amount of cleanup.

ut to man, or even to mind, in generaJl; Tt is of the very
language to represent what is immaterial in picturable

P Eamatas =

e 0BO8 S B Ctmemmmiiom |2

S [Sr—=T—a—

£ Untitled batch - ABBYY FineReader 8.0 Professional Edition - [1 - Text]

9. Once spell check is complete, click the arrow next to Step s B Ve (e Fremp e jes L GEG
EEEER I s HEEEr=&m

4: Save. Select Send all pages, then select your desired > &
output (e.g. Microsoft Word, PDF, etc.). ‘ s.:aﬁad ‘ é%n : R 'Ehgﬁng - ‘S;Ew“’i

Save Wizard...
Save Pages. Chrl+s

send Selected Pages To
e s To

[eantrarv are exolained as conseauences «

g
H

Optians...

10. Note that your project is not yet saved! Once all pages have been sent, the chosen application will now open

automatically. Check the document to make sure that it is correct, and then save it to a safe location (such as your
J: drive).
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Using ABBY FineReader for Optical Character Recognition (OCR)

Acquiring images from Epson scanners

I. Open ABBYY FineReader via the Start Menu

2. ABBYY will lead you through a 4 step process to complete
your OCR project.

NETE

Check Spelling Save

3. Click the arrow next to step |: Scan. Select Open Image

Elle Edit WYew Batch Image Process Tools Window Help
from the drop-down menu. EE R s H|E i mE e mn
R ot
= - o 5 = = r =
‘ Scan&Read Check Spelling Save
Open Image trl+0
Scan Im. trl+K
4. After clicking Scan, the Scan driver window will appear. From the Mode NSm
drop-down menu choose Professional. Next choose the appropriate 4 EPSON Scan
specifications from page 3, the Auto Exposure Type (whether the item is a [ [Cwenseing =]
document or photograph), place the document face down on the glass (in the i
corner with an arrow or triangle), and click Preview. = ‘
=
Document Type: Reflective v[
Document Source: Document Table vl
R h i dd f h Auto Esposure Type: Photo -
epeat the scanning steps as necessary to add further pages. |
| Destination |
5] imaoe Tope: 24+bit Color -]
Resolution: 300 >| i
Document Size: W| 850 Hl 11.70 |in. -/
] Terget Sie Original v] gl

R | | oz 2 |
+| ¥ Unsharp Mask
+| ™ Descreening
™ Color Restoration
+| ™ Backlight Correction

+| ™ Dust Removal

I~ | DIGITALICE Technoloay

L] evew o) s
|

™ Thumbnail

Hep | Configuration.. cose |

Z

5. Once all the pages have been acquired, click the arrow next
to step 2: Read. Select Read All Pages.

B Untitled batch - ABBYY FineReader 8.0 Professional Edition - [2 - Image]

File Edt Yiew Batch Image Process Tools Window Help

| 3 Jengin FH|EERCE S D

[ o> - oA [ o . gat -
ScanfRead Scan Check Spelling Save

|
|
i
Chrl+R
, 2 rHShift-HR
|

Optians...
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Using ABBY FineReader for Optical Character Recognition (OCR)

6. ABBYY will perform OCR on the e ~iax
scanned pages. If there are a large [
number of pages, this may take some ‘
time to complete. || B8 H
L
G| s il
EEa] 1 ) ;l;'
ms[ | =
7. Once the OCR process is complete, click the arrow next to = B B
step 3: Check Spelling. Select Check Spelling. = . @,’S s
Check Spelling Save

8. ABBYY will prompt you to correct the spelling of
words it could not recognize automatically. This
screen works just like spell check in Microsoft
Word. Depending on how clean and legible the
original document is there may be a substantial
amount of cleanup.

ut to man, or even to mind, in generz;l.'ﬁ,isﬂ of the very
language to represent what is immaterial in picturable

- I - - - = _ B =
TRala 1of

) @BOE S B Chmemmiiam | Homewei et [oareisos s 5

@ Untitled batch - ABBYY FineReader 8.0 Professional Edition - [1 - Text]

9. Once spell check is complete, click the arrow next to Step He Edt fen foch [nage Process Look Window o
. EEIE = R R ElEEEE=EET
4: Save. Select Send all pages, then select your desired A @ § =
. - - - 7 = - N
c>l‘|tput (e'g' MlcrOSOft Word’ PDF’ etc')' Scan&Read Scan Read All Check Spelling Save

Save Wizard...
Save Pages... Crits

send Selected Pages To »

Send All Pages To

Options...

[eantrarv are exolained as conseauences «

Note that your project is not yet saved! Once all pages have been sent, the chosen application will now open
automatically. Check the document to make sure that it is correct, and then save it to a safe location (such as your J:
drive)
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Using ABBY FineReader for Optical Character Recognition (OCR)

Acquiring images from Fujitsu scanners

I. Open ABBYY FineReader via the Start Menu

2. ABBYY will lead you through a 4 step process to complete
your OCR project.

=

Check Spelling Save

3. Click the arrow next to step |: Scan. Select Open Image
from the drop-down menu. [B 5565 610 Rl HIE

Fle Edt Yiew Batch Image Process Tools Window Help

=

2 o>l & &
Scan&Read Check Spelling Save
Opkions.
4. The scanner’s driver window will appear. TS x|
Choose the specifications from page 3. i I‘ |2 I3 r f f |7 Is Image Scanner: 1522004 16MB _Browse.. |
LU
o = Setting Files: IUU: Current Setting 3 Config... |
If you are using the Automatic Document = Resoluton ———— Scan Tupe:
Feeder to scan multiple pages select 2% 300 300 :l ADF (Front Side] -
ADF as the Scan Type and place the = == =
. = 300 dpi Paper Size:
documents into the feeder face down and = E e e B
. = redefine LT| Letter (3.5x11in) -| ..
click Scan. In Photoshop, each page 9= R Sl
will be a separate file. To create :E [ ke sute T
one file with all the pages/images, = Front | S el 5ot
use Adobe Acrobat Professional. 0= Image Mode: Brightness:
. _| f—— [i28
= ]
If you are scanning from the glass select Black/Awhite: Thieshold:
Flat Bed as the Scan Type and place > - [static Threshold El —— B
the item to be scanned face down on the S'ia"‘:“"gA'rglo;gghl T oo || el e
. . . Left: . Top: .
glass in the corner marked with either a _ [ 7 _ } E
] . | Width: |3500 Length: |11<000 C —
triangle or an arrow and click preview.
) : Advance... I
Make adjustments as needed and then i Preview _ |
click Scan. Close | Reset | Option... I Help | About... |
|TWAIN diiver. Press [F1] key to show help. |Dala Size about: 1.1MB

b Untitled batch - ABBYY FineReader 8.0 Professional Edition - [2 - Image]
Eile Edit Wiew Batch Image Process Tools Window Help

6. Once all the pages have been acquired, click the arrow next
to step 2: Read. Select Read All Pages.

IEETY R s _ H|EEE([0E8 0
ar : g
ScangRead Check Spelling Save

Ctrl+R

=

Opkions. ..
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Using ABBY FineReader for Optical Character Recognition (OCR)

10. ABBYY will perform OCR on the : et
scanned pages. If there are a large I
number of pages, this may take some ‘
time to complete. | % g
SRoEITES T EE
=i e
‘ &
5 ]
3
gEg | Rl o
fEn| ! — ‘;f'
I'l. Once the OCR process is complete, click the arrow next to i B
step 3: Check Spelling. Select Check Spelling. . . @,’S .
Check Spelling Save

Check spelling... F7 _
g Options... |

g

12. ABBYY will prompt you to correct the spelling of
words it could not recognize automatically. This

screen works just like spell check in Microsoft g |
Word. Depending on how clean and legible the
original document is there may be a substantial
amount of cleanup.
sty 5 o st agm o1 y o
ut to man, or even to mind, in general. It is of the very g
language to represent what is immaterial in picturable
sy - - Zematen = z Eas z o
et @008 S B ihmemnuiion | e e [Surcisos = _‘__’4

@ Untitled batch - ABBYY FineReader 8.0 Professional Edition - [1 - Text]

I3. Once spell check is complete, click the arrow next to Step He Edt fen foch [nage Process Look Window o
. EEIE = R R ElEEEE=EET
4: Save. Select Send all pages, then select your desired A @ § =
. - - - 7 = - N
c>l‘|tput (e'g' MlcrOSOft Word’ PDF’ etc')' Scan&Read Scan Read All Check Spelling Save

Save Wizard...
Save Pages... Crits

send Selected Pages To »

serd 2P

Options...

[eantrarv are exolained as conseauences «

4. Note that your project is not yet saved! Once all pages have been sent, the chosen application will now open
automatically. Check the document to make sure that it is correct, and then save it to a safe location (such as your
J: drive).
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Using OmniPage for Optical Character Recognition (OCR)

There are several ways to acquire images for use with OCR. These vary depending on the type of document (whether
or not it is already in digital format — such as a PDF document) and the quantity of pages.

If you are using OCR on an existing file, refer to the Acquiring images from a file section below.

If you are using OCR on a physical document to be acquired by scanning, refer to page 20.

Acquiring images from a file

I. Open ScanSoft OmniPage via the Start Menu

2. OmniPage will lead you through a 3 step process to complete your scanning project.

3. Click the arrow underneath Step | and
choose Load Files.

Note: Steps 2 and 3 will remain
unavailable until Step | has been
completed.

4. Next, click the Step | icon located above
Load Files.

o= Untitled OmniPage Document - OmniPage
File Edit Yiew Format Tools Process Help

OuWHIes| L8 Blo ~ G E I 4|

b LoadFiles :I I_@] Automatic :I I) ./ SavetoFile :I

PP Scan Grayscale

“2b Scan Color

D LoadfromFTP

¥ ) Load fram SharePoint 2003

@= Untitled OmniPage Document - OmniPage
File Edit View Format Tools Process Help

EIFLIEY"] m—mlﬁllww :II@I

[ 123 [En LoadFies r@_] Automatic =P savetorie -

5. Use the dialog box to locate the file(s) you wish to process.

6. Once all the pages have been acquired, click the
arrow underneath Step 2 and select the layout
of the document (or choose automatic)

&= Untitled OmniPage Document - OmniPage
File Edit View Format Tools Process Help

OuHISS LB 0o o~ R [ )

M\-@ﬂd

@ 1-2-3 _I | I_/’ Load Files _I I . Spreadsheet I}_// Save toFile
[j Single Column, no Table
D Multiple Columns, no Table
Single Column with T able
Spreadsheet

—m
Edii FREE WHITE PERSONS, INO|

& s,
mmﬂ Custom [User defined) lvo Moo oo Mre Tlee Hse D10

lhe whole number of

Page 18



Using OmniPage for Optical Character Recognition (OCR)

7. Next, click on the Step 2 icon.

8. Once the program has finished reading the
document, OnmiPage will prompt you to
correct the spelling of words it could not
recognize automatically. This screen works just
like spell check in Microsoft Word. Depending
on how clean and legible the original document
is there may be a substantial amount of cleanup.

9. Once spell check is complete, click the arrow
underneath Step 3 and choose Save to File.

10. Next, click the Step 2 icon located above
Save to file.

o= Untitled OmniPage Document - OmniPage

File Edit ¥iew Format Tools Process Help

DoHSS L B0 fﬁll@l@l@l
(=

] B

[

[ 123 _j“)PLuadFlles RIIE

JERATE AN AFTF) IGHT, ENABLING.
TIOK OF MOSAJCS WITHIN THE HOUSE.

ative Commons license
Flickr user Kivang Nig

th

AB

rical

n of

Antioch”

Ethan Gruber

Uiversity of Virgania Libeary

it e e v e

ST
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I'l. Choose the location to where you want to save the document, name the file, choose the following options:
e The type of file you want to save the document as (Word, Excel, PDF, etc.)
e Formatting level (determines the layout of the page)

¢ File options
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Using OmniPage for Optical Character Recognition (OCR)

Acquiring images from scanners

I. Open OmniPage Professional via the Start Menu

2. OmniPage will lead you through a 3 step process to complete your scanning project.

3. Select the “Load Files” drop-down menu. Choose Scan I

File Edit ¥ew Format Tools Process Help

lor if the document is in color or h hs or .
Color if the document is in color or has graphs o VEL P mm\wmmu—_nm
images or choose Scan B&W if the document is text i ‘ E e—
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only.
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4. OmniPage will prompt you to add more pages. If you are finished scanning, click, 2 x|

“Stop Loading Pages.”

wihat would you like to do now?

Stop Loading Pages

Add More Pages |

12. Once all the pages have been acquired, click the R
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13. Follow steps 7 through |1 beginning on page 19sp.
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