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Professional
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Maximizing Your Productivity with Scanning and
Your Xerox WorkCentre Pro Multifunction Device

Training Topics:

+ Scanning to the Desktop * Creating PDF Files
» Scanning to the Desktop - Settings » Creating Secure PDF Files
* Introducing the PaperPort Desktop  Creating Text Searchable PDF Files

« Splitting Desktop and Viewing Page Thumbnails « PDF Editing

» Working with Documents from Any Folder « Managing Documents at the Desktop

» Working with ePaper on the Desktop Linking to Additional Applications

« Combining Documents on the Desktop * Repurposing Documents - OCR
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ScaN To PC Desktopr

Professional
WoRrkGrour EpiTioN V8

Advanced Topics*:

* Advanced OCR

 Create Audio Documents from Paper
and Digital Documents

OCR Batch Processing

Paper to Digital Forms Conversion
PDF Batch Conversion

*Advanced Topics will not be covered in Nuance’s web-based Scan to
PC Desktop End User Training Sessions unless specifically requested.
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Scanning to the Desktop

Scanning at the Xerox WorkCentre Pro

The PaperPort Image Retriever tool included with Scan to PC Desktop completely
automates the scanning process so that each new scanned image is there waiting for
you on your PaperPort desktop by the time you physically return to your office from
scanning at the MFP.

1. Load the paper into the document feeder on the Xerox
WorkCentre Pro.

2. Select “Network Scanning” from the control screen.
3. Select your template from the list
OR

Use the scan-to-email feature to email the scanned images to
yourself as an email attachment.

4. Press the green Start button. Walk back to your PC and
Image Retriever will deliver the scanned image back to your
PC and save it onto the PaperPort Desktop. The PaperPort
Desktop will be open and your scanned image will be on the
PaperPort Desktop with a red box around it.
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Scanning to the Desktop - Settings

You can adjust the Image Retriever Settings to control how scanned images are
delivered to your PC.

Starting Image Retriever

1. If Image Retriever is already running on your PC,
you will see the Image Retriever icon in your
Systray in the lower right corner of your Windows
Desktop near the clock.

2. Ifitis not running on your PC, go to Start > All
Programs > ScanSoft PaperPort Pro 10.0 > Image
Retriever. The Image Retriever icon will appear in
System Tray in the lower right corner of your
Windows Desktop near the clock.

Adjusting Image Retriever Settings

Image Retriever Settings
—watch Settings -
H . I Watch for scanned files in your e-mail inbos
1. !Douple click on the Image Retriever — - =
ICOI"I |n the SyStray I Watch Document Bepository Folder
. . | Browse...
2. From the Image Retriever Settings I sz Datauts |
window, select the desired settings E ] | Getion |
for the |mage Retrlever tOOl Transfer documents to
) ) :|...\My Documentsiy PaperPort DocumentshS amplesh Browse.. |
« From the Watch Settings, select if When docuerts ae etisved . o
you would like Image Retriever to ® Run PaperPottin a Wirdow ]
. o " Run PaperPort Minimized Eane)
monitor your email inbox, a network e e —
folder, or both. :

+ Select the interval with which you would like Image Retriever to
monitor your selected folder. As an alternative, you can select “Never” from the
“Interval for Checking” drop-down menu. If you select “Never, you can click on
the “Get Now” button to manually retrieve your images.

» Browse to the folder where Image Retriever should deliver your scanned files.

» Select “Run PaperPort in a Window” when documents are retrieved.

» Select OK to close the window.

Xerox Corporation — Scan to PC Desktop Professional Workgroup Edition v8 — Orientation Guide 4



Introducing the PaperPort Desktop

The PaperPort desktop appears with the Folders pane when you first
start the program. It displays your documents, as well as the tools you
can use to manage them. PaperPort offers all the tools necessary to
organize, find, and use documents, images, and PDF files.

Command bar

[T -
] M M

= {0 ooy Fpefoan Domenin
= (@ itier

Desktop

Access to
other pages

Folders ——————  mewe

(] By Pt

SO VGEBEB Y B E @ % E e K @ 3 @ SendTobar

“abder Eammelar 1 kumal, Jtmw: Walcers Y2 g (Adicks Acrobist Crooumsar), 4743 dhytan

Function pane can present:
*  Folders [View menu) Image item thumbnail ~ Text item thumbnail
Page Thumbnails [View menu)

ltem Properties [View menu)

Scan or Get Photo [File menu)

AllinOne Search (Tools menu)
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Working with Documents from Any Folder

PaperPort folders are simply Windows folders that you want to use with
PaperPort. PaperPort displays folders in the Folders pane on the left side of the
PaperPort desktop. Initially, the Folders pane shows a set of folders designed to
help you get started using PaperPort.

Adding additional folders to PaperPort’s Folder View

Your PaperPort Desktop integrates seamlessly with your existing Windows

Explorer file structure.

To add a new folder to your PaperPort Desktop:

Select the Folder icon from Command Bar.
Select “Folder Manager” from the drop-down menu.
Select “Add” from the Folder Manager window.

Browse to folder you want to add (local or network) and select OK. Then close
the window. Your newly added folder will appear at the bottom of the Folder
Pane

Folders can be color coded to aid in organization by selecting the folder in the
Folder Pane, right click on the mouse and selecting Properties from the drop-
down menu.
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+- ] Investments A =
1 Mountain Empire P | =
(B Network Archive
1 OmniForm F_ P
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(21 Presentations order packages on C:
[ " Marketing Collateral on C:
1 Receipts

+ (1 Roanoke Orthopedic

Browse for Folder
{1 52D Deluxe Demo

- ‘all Samples - Select a folder. The folder and any subfolders will be induded
3 Knoxville in the PaperPort Folder pane. ;
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+-] Patient records #-{L) My Documents
{ = My Computer
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{1 Scanned images #{(3) Docushare
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Splitting Desktop and Viewing Page Thumbnails

Split Desktop

Splitting the desktop into two parts makes it easier to copy and move items and pages
between different folders.

Hep

Fie Edt View Desktop [tem Tools

B2 XNE R @ |62~ £
1. To split the desktop, go 1 G et :

. :I Mouvlmam Empire
to Desktop > Split & ot
1 PDF

Desktop. A horizontal 48 O Workfow Do

. . . (2 Photographs
splitter will appear which 5 rsrors s
|S m Ovea b | e # (20 Roanoke Orthopedic
. 11 52D Deluxe Demo
e sompies)
23 Knoxville
aop
= (3 Patient records

2. Place the cursor on the Drormimsome [ | e E&I

7 XMy Documents\0Sales\Marketing - 2005

splitter and drag the B ~
. ] Forecast )
+ Fri nt Tri ler
splitter up and down to & meoming o
. . =2 Info for future training
the desired location. 1 Complted 2005
(20 completed 2004
(23 Completed 2005
= | Mark!hng - 2005
3 Meeting notes 2004 Year in Review 2005 Sales &Marketing Plan  Motes from Xerox Product M...
# (1 Nerissa - training
{21 OmniForm Testimonials 3 ~

GV EBEENZBE0 e 3 EE&

Folder: Samples (52 items). Item: 1Salary table.pdf (POF Fie). 7.8 Kbytes

airlnes propossl

<

Page Thumbnails

The Page Thumbnails pane displays the page thumbnails of a selected PDF file in
Desktop View.

ﬁpaperport
. . File Edit View Desktop Item Tools Help
1. Click once on the PDF file R D i el=] 4 _ -

to Select it. Better PDF for Business. pdf e

2. Go to View > Page
Thumbnails. Each page
of the PDF file will be
displayed in the left pane.

3. You can use this pane for
reordering pages in a
multi-page document with e =
drag and drop, inserting P R—
pages, deleting pages,

copying pages, and == & L _ .
cutting pages. - R Y 2 EMNZGBE D

Folder: Samples (8 items). Item: Better PDF for Business.pdf (adobe Acrobat Document).
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Working with ePaper on the Desktop

ePaper is represented on the PaperPort desktop as PDF files. The PaperPort
desktop displays all files as visual thumbnails (MS Office, PDF, TIFF, and JPEG).

Annotating scanned images and PDF files

1. To annotate a scanned image or a PDF file, double click on its thumbnail on
the PaperPort Desktop to launch the file in Page View.

2. All annotation options are available to you by selecting the icons on the left
vertical column of the Page View or by selecting Annotation from the Menu
Bar.

3. To save the annotations with your image, just select the Desktop icon and
select Yes to save the annotations.

E Software Contract (2) - PageView = |EI ﬂ
File Edit View Page Annotation Tools Help

= (=== 2 = = SRR =
= 8| = E| | |88 8 2@

— - _—
[y = =S
» SET

New terms
added to SOFTWARE CONTRACT ——
contract L-I}-'
j:tA.j ARTICLE VIll: LIABILITY >
A )
= T
= 11
4 spact lo Aricks Vi above, LICENSOR' iotal latifly lo LCENSEE fiom any @
o e 1o ol of it aciusily paid by LICENSEE &
= [
ﬁ
""""" =
e T
=] .
|
=
T K |
|Software Contract (2).pdf (PDF File) 2550 x 3300 | 300 DPI, 8-bit grayscale | 1of4 | 35%
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Combining Documents on the Desktop

You can combine, or stack, individual PDFs or documents of different file types into

multipage PDFs.

Stacking and Unstacking PDF files
=

1. PDF file thumbnails can be
copied, stacked and
unstacked just as you would
with physical paper
documents.

2. To stack, or combine, two
PDF images one on top of
the other to create a new
document, you can either:

+ Select one PDF and then
drag that image with the
mouse on top of the other
PDF file.

Ble Edt Yew Deskiop [tem Tools Help

el
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(1 Dee Dee
& pistrict 70
£ oL samples
(3 Faxes
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{2 Incoming Files
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[ Network Archive
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& POF Workflow Demo
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(3 presentations
2 Receipts
(] Roanoke Qrthopedic
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= &8l Samples
3 Knoxville
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-] Patient records
1 PDF and MS Office

£ BN arinting ~amals

« s ¥
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-

a

4

Morgage Reguest

Document Management |

o

|
D@2 AR s

|Folder: Samples (52 items). 2 items selected. |

907.8 Kbytes VA

+ Select both images you want to combine using the mouse and holding down the Control
key at the same time. Then select the Stack icon from the Command Bar.

* In both cases, the result will be a combined new PDF file with multiple pages.

Combining Multiple Files into PDF Files
@£

1. Select documents or images
that you want to combine
using the mouse and holding
down the Control key at the
same time. These items can
be different file types. For
example, you could select a
MS Word and MS Excel file.

2. Right click and select
“Combine ltems into PDF”.

Fle Edt View Desktop Item Took Hep

X0 R

XMy Documents\My PapeiPoit Docume
~

© En (o)

[ m == (=D (3

é/ o e &y
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= (] POF Workflow Demo
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g

Dupicate Item
=

% (21 Roanoke Orthopedic
(2 520 Deluxe Demo
=& Samples

53 Knoxville
O op
= (2 Patient records
(3 POF and Ms Office
(£ POF functionality
(2 PDF printing sample
(3 Photos
23 PP test
= (1 Samples (PaperPort 10)
(1 Scanned images

] Scans

@ 7 Chidant rarned:

<5 V8

Folder: Samples (52 items). 2 items selected.

FY 2005 Productinventory  Dupicate a5 PaperPort Image
Duplcote 5 POF Ttem

W7 B E 0 & e '

Copy

Copy Text

Delete

Unstack »

Combine [tems into POF

SET Tools

‘Contract for COC.

Add to Allin-One Search...

——————— RefreshThumbnal

647.7 Kbytes

U

A copy of each of the selected files will be combined into one multipage PDF file and
the PDF file will be saved on the PaperPort Desktop.
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Creating PDF Files

Combining paper documents and digital documents typically requires several
steps...printing, scanning...and lots of time. With PaperPort Professional 10,
documents from all of your MS Office applications can be printed directly to the
PaperPort Desktop and then automatically combined with scanned images to create a
new unified digital PDF documents. Also, you can convert batches of documents into
PDF files using PDF Create!. Please see the Advanced section of the Orientation
Guide for information on batch creation of PDF files for archival or distribution
purposes.

Creating PDF files from Inside of Other Applications

2] sample 1 doc - Micmaoh Word =l8)x
He E& Yew juet Fome Joos Tk Wndom Heb FOFCremel

1. PaperPort Professional 10 includes a e re . N Rt
Print Driver that enables you to printa oo aon™" &
PDF file from any desktop application -

directly to the PaperPort desktop or to

the location of your choice. : Campi jm_
A and Au
2. From within the desired application, go | Our e e e
to File > Print and then select : s ”z.:m:zmu —v @
"ScanSoft PDF Create!” as your : R TIiE—
printer. ~ , st e, __11| Ees
: - o e
3. To specify additional properties for the |. el 000

file when using ScanSoft PDF Create!,
click the Properties button to the right k&l
of the printer list. Physical properties = = wsasa i mms
of the PDF are represented on the first
tab, and additional options such as
watermarks and security are available
on the second tab.

ize Orientation
ILe'tter 8.5x 11inches ~] Add I |7 & Portrait

4. Select OK and you will be prompted to ] R S T
select where you want your PDF files —
Saved . Resolution: Ingh {600) ;I
Scale: W = 5 %

-
ra
i

5. If you choose to save the PDF file
back to a PaperPort folder, this new 1
PDF file can then be stacked with any
of your existing PDF images to create I¥" Yew Reauling PDF 025 =ff
a new document. ——
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Creating Secure PDF Files

In PaperPort Professional 10, you can adjust the security level of your PDF files. There are
two types of passwords in the program. The open password restricts document
accessibility: you can only open it by supplying the password when prompted. The
permissions password allows users to define how the document may be used. If it is not
specified, further use of the file is possible without any restrictions.

PDF Security from the PaperPort Desktop

1. To control PDF Security Settings RO Security )
from the PaperPort Desktop’ nght [V sk for a password before opening the document
click on the PDF and select “PDF I
Security”. e s oot g P s eding ofthe
2. From the “PDF Security” window, &
check the options to control Finting allowed: [High resalution ~|
op enin g, printin g, or editin g the Changesalloﬂed.: |.6fnyexceptextracting pages ~|
P D F f| |e ) :Z Enable copying text, images and other content
™ Use these settings as default
3. Click on “OK” to activate your
security settings for the PDF file. == ]

PDF Security from the PDF Create! Assistant

1. To control PDF Security Settings from the PDF Create! Assistant, click on the
wrench icon to open the “PDF Properties” window.

2. Click on the “PDF Settings” tab, and click on the “Advanced” button next to the
Security drop-down menu to access the security controls for that document.

&% ScanSoft PDF Creale! Properties (2] %]
¥ PDF Create! Assistant =11 General| POF Setings | Bt POF Gretel |
Fadd Sremove + + | Compatbie wih: (RN =] [ Ostinize for Web Viewing Security Controls

T{ HName Type Font Embed: [Embed Non-Standard Fonts =] Atvanced. List of Security Controls: Encryption Strength: [40-01 (standard

) Book16ds Mictosoft Excel Workshee c son: [Medium Guaity fev =

: - [Medi ity fevel 50) x| Adv )

B Colorado doc Microsoft Word Document + I J HNo Printing (40bits) [7| Requite pessyord o opeq e ducurment:
B Document Solution Questions.doc. Microsolt Waord Document Secutty: [No Modying (40bts) Adyanced... [N L Ho Copying (40bits)

‘ N Open Password:
T~ Watermark . Mo Annotating (40bits)
Watermark Name: [ <None> =] Advanced... g:r:ﬁﬁ:r‘gr‘tﬂ?‘?{zﬂh\ ™| 5= & passywvord to)resthict printing, edtng End
—_— - ; T SERUTY SEHE BT HHE doEmEnT
Opacty; |75 Z‘ —_— — Comments / Form Fill-in Only (128bits)
s r : Low Resolution Print Only (128bits) Permissions Pazsword:
i —
Naming Method: [Query the flename = I hia Brirtig
PDF Name or Folder: [ Bromse I i Copying or Exdracting
< | 2 ¥ Fle Exists: [ Show waming dialog = ([ 12| i At et et Bl For el
[Create one POF per e =) I Send as Mal I i o e DGt
Docyment Sedtings: ™ Edi Double-click to rename;|
I iwaysonTap ) ? rorome | o[ d ) new | Dot | Defaut [[T oK | cancel
Cas
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Creating Text Searchable P

DF Files

Text searchable PDF is the file format of choice for digital archiving applications. With
PaperPort Professional 10 and OmniPage Pro 15 installed on your PC, converting paper to a
fully text searchable PDF file is an automatic process directly from your PaperPort desktop or

directly from the network.

Creating Text Searchable PDF from the PaperPort Desktop

1. Select the file you want to convert with a

click of the mouse on PaperPort desktop.

Select File from the Menu Bar and Save As
from the drop down menu.

In the Save “FileName” As window, select
the location where you want to save the text
searchable PDF file, name the file, select
“PDF Searchable Image” as the file type and
then click on “Save”.

PaperPort and OmniPage will then
automatically convert your scanned image
into a fully text searchable PDF file and
place the file in your designated location.

PDF Editing

1. Go to Start > All Programs > ScanSoft
PDF Converter Pro 3.

2. Click File > Open. Browse to the PDF
that will be edited.. Click Open.

3. Use the tools in the Organizer Toolbar
to edit the PDF file.

4. Click File > Save to save the changes

to the PDF file.

R

b
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Managing Documents at the Desktop

With PaperPort Professional 10, you can organize and index all of your scanned image files
and text based documents. Using PaperPort's All-in-One Search tool, finding the file that you
need is as simple as knowing a word or phrase from the file for which you are searching.

1. Select the scanned image file you want to add
to your PaperPort document management
system.

Save As.
Dupicate Item

Duplcate Current Page
Duphcate 8¢ PaperPort Emage.

il i

2. Right click on the mouse and select “Add to All-
in-One Search” from the drop-down menu list.

copy &
Cony Text
Delete =
Unstack v =
*,
=

3. PaperPort will automatically perform OCR on
the text within your selected image file and add

that text to the PaperPort All-in-One Search T e » —
Y B EHZ G err—c i @ @
database. e

G to Page
Fropertes

4. Alternatively, on a regular basis, you can select Search from the PaperPort Command
Bar click on the arrows to display the “Use All-in-One index” check box. Select that box
and click on “Update Index”. PaperPort will then index all of the image files and text-
based files within folders mapped to your PaperPort desktop.

5. To find files in any folder (local or network) mapped to your PaperPort Desktop, you
need only know a word or phrase contained within the file.

6. Click on the “Search” button on the PaperPort Command Bar to initiate a text sensitive
or keyword search.

7. In the “Containing indexed text” field,

type in the word or phrase from the file | = = == = = = :
: : YRE-G- el EE
for which you are searching. " o — 5
Find @ Adems © Fustitem o Narme: Solubions Channel WP pdf
8. Ensure that the “Use All-in-One Index” | - v
and “Exact Match” options are e =2 o
1 “ ” customer =
selected. Then click on the “Search R @ || tan [p] e _vewie [_—Bm
button in the Search pane. Pk [ Tra 7
_ _ Lo e i T T T
9. All-in-One Search will search all e P oBL e Dok Jam
folders mapped to your desktop and e | Upisinin ; 3%’““:; Com "kE FoFre v,
return to you a list, ranked by A e e
relevance, of all files containing your | e i rorre
search criteria. IS VEEREZB AE0Re 23
[Folder: Samples (54 items).

10. Double click on the file from the search
results list and you will be taken to the
thumbnail view of that file on your
PaperPort Desktop.
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Linking to Additional Applications

Your PaperPort Desktop makes it easy for you to integrate scanned images into other
applications on your workstation or the network.

Ble Edt lew Qeskiop [tom Toos Hep

TRG- G NE | B-§
1. Simply select the scanned image that E— 2 R 4
you want to work with and, using the "G e
mouse, drag and drop that scanned L
image on to the desired application icon 8 mee
on the Send To Bar. 8 o
2. The desired application will automatically im
launch with the scanned image S e =
integrated into that application’s NS L L I M | I— A
workflow. o mmSRIRT, 7 N _ :
ISV BEEZE A" e @ e

Filling in Scanned Forms with Form Typer

FormTyper is a PaperPort program that enables you to fill in forms, such as insurance
forms, registration cards, and medical forms, that you scan to the PaperPort Desktop.

1. PaperPort Professional 10 includes a feature
that enables you to fill data into blank
scanned forms. Scan the blank form back to
the PaperPort Desktop.

2. Drag the blank form to the FormTyper link
on the SendTo Bar. FormTyper will detect
where the underlines are on the form and

underline them in blue. You can also add -
g . . “ D op
additional fields by selecting “Place o B pmentroae
Manually” from the Fields menu. 5 5 s e =
1 PP test al - |
. . 41 (1 Samples (Paperport 10 Search Solution Source SEC 10 Software Contract
3. Click on one of the blue underlines and Pt .
begin typing in text. To move to the next Y @ EMHE>ZH o @ g e 4 @

[Folder: Samples (53 items). Item: Form.jpg (JPEG Image). 300 DPL, 8-it grayscale 293.5Kbytes

field, press the Tab key.

4. Save the form back to the PaperPort
Desktop by going to “Save to PaperPort
Desktop As” from the Form menu. Name
the form and click on OK.

5. You will see that a filled in copy of your form
is saved to the PaperPort Desktop.
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Repurposing Documents - OCR

Differences between Basic Text Capture and Document
Conversion to MS Word:

* In both Basic Text Capture and Document Conversion, the text and paragraphs in

the document will be retained.

*  When using Basic Text Capture, all of the document’s formatting and layout will be

lost. The formatting and layout will be retained in Document Conversion.

* All embedded images will be removed when using Basic Text Capture. Embedded

images will be retained with Document Conversion.

+ All color text will be changed to black and white text when using Basic Text
Capture. Color text will be retained when using Document Conversion.

Basic Text Capture from the Desktop

1. Directly from the PaperPort desktop you can capture and convert sections of scanned

images to fully editable basic text documents.

2. Select the image file you want to convert from the PaperPort desktop with a single

mouse click.

3. Click on the MS Word icon on the PaperPort Send To Bar. MS Word will
automatically launch and and convert your image file into a basic text document
within MS Word.

Zh OCRO0O1.rtf - Microsoft Word
Be Edt Yew Imet Fgmot ook Tobe indow Hep PDFGrestel

E‘E

HEREA" RETIE ReR - A azt HJJJH -...amﬂ.i:s-
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Student records
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Folder: Samples (54 items). Item: Camping,pdf (PDF File). 1.1Mbytes
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Introducing the OmniPage Desktop

OmniPage

Menu Bar Toolbox

File Edt View Fomat Tools Process Help
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e e
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Repurposing Documents - OCR

Document Conversion to MS Word

Select the image file you want to
convert from the PaperPort desktop
with a single mouse click.

2. Click on the OmniPage Pro 15 icon
on the PaperPort Send To Bar.
OmniPage Pro will automatically
launch and load your image file into
the application.

3. Select the 1-2-3 button from the
OmniPage Toolbox.

4. Select Finish Processing Existing
Pages.

5. OmniPage will now perform OCR on
your image file and convert the
scanned image into editable text.

6. Use the OCR Proofreader to correct
any words that OmniPage is not sure
that it recognized correctly. Select OK
when Proofreading is complete

7. Select the Look In location, File Name
and Files of type (MS Word) from the
Save As window. Ensure that the Save
and Launch radio button is also
checked.

8. OmniPage will save and automatically
launch your file as a new MS Word
document.
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ScaN To PC Desktopr

Professional
WoRrkGrour EpiTioN V8

Advanced Topics*

*Advanced Topics will not be covered in Nuance’s web-based Scan to
PC Desktop End User Training Sessions unless specifically requested.
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Repurposing Documents — Advanced OCR

Manual Zoning for Complex Documents

OmniPage has additional options that allow improved recognition for complex

documents.

1. Select the image file you want to
convert from the PaperPort
desktop with a single mouse click.

2. Click on the OmniPage Pro 15 icon
on the PaperPort Send To Bar.
OmniPage Pro will automatically
launch and load your image file into
the application.

3. Click on the 2-Automatic button in
the OmniPage Toolbox.
OmniPage will automatically zone
the document and recognize it.

4. Verify that the True Page
formatting button is selected in the
Text Editor.

5. If OmniPage did not properly
recognize some parts of the
document, use the tools in the Image
Panel to adjust the size or change the
type of Text, Graphics, and Table
zones.

6. When you have finished modifying
the zones, click on the 2-Automatic
button to re-recognize the document.

7. Select “Yes” to re-recognize the
document.

8. Click on the 3-Save to File button in
the OmniPage Toolbox.
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9. Select the Look In location, File Name and Files of type (MS Word) from the
Save As window. Ensure that the Save and Launch radio button is also checked.

10.  Click on “OK” to save the document and open it in MS Word.
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Repurposing Documents — Advanced OCR

Create Audio Documents from Paper and Digital Documents

OmniPage features RealSpeak™ Text-To-Speech for converting documents into audio
files.

1 ) SeleCt the image file you Want to & Untitled OmniPage Document - OmniPage Pro
convert from the PaperPort PELCIEV a0 | —
desktop with a single mouse click. 2 g e i
| [ 5 ot magerie | [ avtomate | [y save e |

Text Editor [o]x]

I ][ Ariai Narroue = =le r ulm

2. Click on the OmniPage Pro 15 icon
on the PaperPort Send To Bar.
OmniPage Pro will automatically
launch and load your image file into
the application.

3. Click on the 2-Automatic button in
the OmniPage Toolbox.
OmniPage will automatically zone

EE

Camping can be Fu |
and Adventurous in
Our Sturdy Tents!

OCRFNBDRD

Camping is an exciting and adventurous activity for
the entire family. Exploring the scenic vistas from
atop mountains to enjoying the sun and fun of the
ocean, your camping experience is more enjoyable

Elh

lightweight all-weather tent from our selection of do

wandale Thaca tante soactmatad o avlan sod s,
3

EAEIG

the document and recognize it. Cm— e o T T T T e o T v o
4. Click on the 3-Save to File button in E— =
the OmniPage Toolbox. 0w
Lookin: [ Samoies H o e
5. Select “Wave Audio Converter” as the o
output format under Files of Type. o e e 31
6.  Click the Options button to specify the T e 5
speed and voice to be used for "G e
creating the audio file. Please note g
that selecting a voice using a — 3
language other than that of the Pl S f
original document will not cause g e j
translation of the file to occur. The bt
audio created by mixing the text and oo byt
the voice languages would sound like reme—
gibberish to a native speaker of the —
voice language. !
7. Select the Look In location and File Name from the Save As window. Ensure that

the Save and Launch radio button is also checked.

8. Click on “OK” to save the document and open it in your default WAV player.
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Repurposing Documents — Advanced OCR

OCR Batch Processing

OmniPage Pro 15 includes a full batch manager for automated processing of files.
One of the most common processes is detailed below.

Batch Conversion to Text Searchable PDF

Using the Xerox WorkCentre Pro and OmniPage Pro 15, you can scan multiple documents
into a network folder and then schedule OmniPage to convert all these scanned images to
fully text searchable PDF files automatically at a pre-determined point in time.

1. Go to Start > All Programs > F - -

ScanSoft OmniPage 15.0 > m—
OmniPage Batch Manager. ¥

2. The Batch Manager tool will launch.
Go to File > Create Job. From the o
Job Wizard window, click on LM
“‘Normal Job”, name the job, and
click on “Next”. ==

3. On the Start & Stop window, select —
“‘Recurrent...” in the Start Time
drop down menu, and check the
“Delete Input Files” checkbox. Click
Next.

Job Wizard - Job Recurrence R
4. On the Job Recurrence window, Explanation \!)

SeleCt the Stal"t Tlme and you r Occurs every weekday from 5/10,/2006 at 11:00:00 PM.
preferred Recurrence Pattern. \
uration

Click Next. sﬁrt: |11:00:00 M =5 Enal 2:00:00 PM == Duration: 300 minute(s)

5. Select “Fresh Start”. Click Next. Re“(;“;:;”m'” oy [ e
6. There are a number of options wus !
available for the input files. In most
cases, these files will have been Renge ofreurencs o e e
scanned to a local or a network o e
folder. In that case, select “Load
Files”. Otherwise, choose the — =

appropriate input location for your
files. Click Next.
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Repurposing Documents — Advanced OCR (con’t)

10.

11.

12.

13.

Click the Browse button, then
click Advanced. Browse to the

Workflow Assistant - Load Files — Step 1of 1

™ Prompt for input file names each time this worldlow is started

Eioyiser.

ot pet |:. Documents and Seflingsnpacenka’Deskiop

folder where the files are
located. Click the Add Folders
button, then OK.

In the “Create New Document”
section, check “For Each Image
File”. Click Next.

Select “Recognize Images” .
Click Next.

Set the appropriate languages

Files or folders to process

.ig Add files to this list, if they reside in different folders and you wart to proCeee
.‘,/ You can also add folders here to process their contents.

-

et e
Eve Daw

™ Look forfacing pages
¥ Keep original image resclution
[V Deskew image

¥ Despeckle image

™ Use Tags

™ Open as Image

Create new document

™ A each blank page

regch image file

and dictionaries for the
documents to be processed.
Click Next.

In this step, the save location is
selected. Choose the
appropriate location for the files.
The most common option is to
select “Save”. Click Next.

From the File Type menu,
select “PDF with Image on
Text”. For naming options,
select “Use input file names”.
Select the entire list underthe ___—p
Input column at the base of the

window and click the “Specify

Output Folder” button. Browse

to the appropriate folder and

click OK. Click Next.

< Back ezt Cancel
Workflow Assistant - Save — Step 3 of 3 HE
Saveas % Tewt " Image  Mutiple
File options: Fi ==
[Creatc anew il for each image fie PDF with image on text (* pdf)
Naming options: = ;
ITrue Page j

Path and file names for output
™ Prompt at saving time from folder:

——

[C\Docuparic =nd Seftings'npacenka\My Documents

EBiowse.. I

Input

4]

C:\Documents and Settingsnpacenka’\My Documen
C:\Documents and Settingsnpacenka'\My Documen
C:\Documents and Settings‘npacenka'\My Documen

4]

C:\Documents and Settings‘\npacenka My Documen..
C:\Documents and Settings‘\npacenka My Documen..
C:\Documents and Settings‘npacenka’\My Documen..

C:\Documents and Settings'npacenka’My Documen..

[ Output <a single file>
C

“\<onginal flename > pdf

C
C:\<onginal flename = pdf
c

C
C
C

“\<onginal filename > pdf

“\zonginal flename > pdf

<onginal flenamez pdf
\<onginal flename> pef
\<original flename> pef

.A

™ Save and Lsunch

™ Create filss in a timestamp subfolder

cpock | Ned> | cance |

Select “Finish Workflow”. Click
Finish.
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PDF Batch Conversion

Batch conversion to PDF

1. Open the PDF Create! Assistant by ) s et Wt
going to Start > All Programs > (2] Parts List Micrasoft Office Document Ims
ScanSoft PDF Create! 2.0 > PDF R ——
Create' ASSIStant ;_l‘]e:ra;;wmmnmanmws L}\I:nmflEmeIansMet

] Fy 2005 Cover Letter itf Rich Text Fomat

2- Drag and drOp dOCUI’nentS and ImageS [B) Parts List it Microsoft Dffice Document Ime
into the PDF Create! Assistant window. : = m’

3. From the drop-down menu, select to e L
“Create One PDF per file” or to
“Combine into one PDF document”. ,

4. Click on the “PDF Create” button and
you will be prompted to select where
you want your PDF files saved.

Paper to Digital Forms Conversion

1. Go to Start > All Programs >
ScanSoft PDF Converter Pro 3. s e e e e e N REE

Qﬁn:ﬂ-—-wzﬂmw
A-eHNS A ER B OHA-OTH =-=-

—8x

2. Click File > Open. Browse to the
PDF form that will be filled in. Click A' Massachusetts feeat

Cape

Open RESEARCH INT N
3. Once the form is open in PDF
Converter Professional, click on the S
PDF icon in the top command bar. PR 8 e
Choose “Auto Form Typer” from the e
list. ::w::— Dot Avodatie o apptcatil
4. The fields will automatically be R e
recognized and named on the open e o B
ErEr——
PDF form.
5. To alter the names or any of the other properties of the fields on the PDF form,

right-click on the field and select Properties from the menu.

6. Once the form is customized, click the Hand icon in the Command Bar to begin
filling out the form.
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