Scanning the document into Omnipage Pro
(or other OCR program) *OCR - Optical Character Recognition

1. Open up Omnipage Pro.
2. Click onto the OCR Wizard button
3. Follow the 6 steps to scan your document.
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How will you get your image?

¥ By scanning a paper document

£~ Scan in black and white

Recommended for pages with sharp tewxt
on white backgrounds

" Scan in gravscals

Recommended for pages with colored or
shaded backgrounds and run-together or
broken text characters

& Scan in color

Recommended for pages with caolar
pictures

Load Image

" By opening an existing image file such az a
TIFF aor PO

Y'ou can alzo zelect an image source in the Image
button's drop-dawn lizt,
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In Step 1 you will choose how you want to scan (whether in Black & White, Grayscale, or Color) or if
instead of scanning you choose to load an existing image file.

Press NEXT after choosing your option.



0OCR Wizard - Step 2 of b

Single-Column Pages
Multiple-Column Pages
Spreadsheet Pages

“Y'ou can aleo select a page lapout option in the
Zaohe button's drop-down list.

What iz the layout of your original page image?

" Single Column
Pages with one block of text such as
buzsiness letters and book pages.

a parate blocks of text and pages
with graphics such as magazine and
newspaper pages.

" Spreadsheet

Pages with text arranged by rows and
columns such as financial reports.

" Mived Page Layout
Let OmniPage Pro determine the format.

In Step 2 you will choose the layout of
your original document.

Press NEXT after choosing your option.

In Step 3 you will choose the main language
used in the document and type in any
additional languages that may be used.

Select whether the program will need to look
for tables or for reverse text within your

document.

Press NEXT after choosing your option.
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Languagss
Main lang;

Additional

I [Use LanguageAnalyst

™" lgnare acronyms

" lanor abbreviations

[ lgnore proper nauns
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¥ Autematically shaighten page
¥ Automatically eomect page
[ Rieverse text detection

what is the main language of your document?

Are there additional languages? [Select below]

Spend extra processing time on the fallowing:

V¥ Looking for tables

I Looking for reverse text (light text on a dark
background)

“r'ou can adjust thege settings in the Language and
Accuracy sections of the Options dialog box.
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Qutput Farmmt

7' Bamarvs fumalting

< Rekinfantand paragraph famatling

£ Retain Fluwing calumrs

£ True Page [rekain appearancs using frarnz)

I¥ Automaticalky straighten page image
I# Autcatically conect page wrientalion

You can also select output options in the Page
Format zection of the Dptions dialog bos.

Do you want to retain the original page's
appearance?

Mo, | want to remove Al farmatting.

% Nes, | want ta retain font and paragraph
formatting,

" Yes, | want to retain font and paragraph
formatting and Howing columng.

" Yesz, | want to use frames to retain the
appearance as clogely az possible,

(I don't plan on editing the document werp
much.]

In Step 4 you will choose how you want
your document formatted. Sometimes its
good to experiment with different options
here and see how the program actually
“reads” your document.

Press NEXT after choosing your option.
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Do pou want to proofread OCR results
befare expart?

(O]

Frociread OCR results in the OmriPage P :
teHlerig:\ler befo:gS:Hpsol::ingeteHTnl e In Step 5 you WIH Choose Whether YOU
. would like to proofread the results before
Perform OCR Export text without proofeading OCR you export it into a program such as
restlts. .
Word. Iwould recommend proofreading
Tra i Using settings for the highest accuracy lt before exporting.

Defer OCR [stromgly recommended)

“ou can also select whether or not to proofread
OCR results in the OCR button's drop-dow list.

Press NEXT after choosing your option.
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Hows do you want to export pour document?

test will be saved in the file
name and format you specify later.

In Step 6 you will choose how you want to 5 Potin gotios{ coecte

export your document. I always
™ Copy to clipboard

recommend SaV1ng ittoa dlSk or to yOU—I' Recognized text will be put in memary for
. I tirg irt th lic:atian. M
hard drive. Send Mail.. s baed
Copy to Cliphoard
Deter Export = Defer axport

Recognized text will appear in the
OmniPage Pro test viewer.

PreSS FINISH after ChOOSing y0U.I' OptiOn. Y'ou can also select an export option in the Export

button's drop-down list.
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After pressing the FINISH button, you will get an alert box. This is only asking you to make sure that
your document is in the scanner already. If not, place it on the scanner. If'it is already there then press
OK. The program will begin scanning your document at this point.

After scanning the first page, it will ask you if you want to scan more pages or stop scanning.
If you choose to stop scanning, it will then bring in the image of your page and immediately go into
proofreading mode. It will show you various words and give suggestions to what word it may be. Correct

it as you would in Word or any other word processing program.

Once finished it will ask you to save your document. Once you do this, exit out of Omnipage and open
your word processing program to begin editing the format or text, etc.





