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Set up Options
Options E]@
. Recognition Check Spelling Formatting
e Load FineReader e e e
Scanner
e Select Tools > Options and then Scan/Open Image. TwAar _ _
. | WIA-CanoScan LiDE 30/N1240U | Select Source ... |
e Click on Select Source, and choose the scanner attached © e trmiamaios ;
ratn o
to your computer O Use TWAN S ioce -
e Select Detect image orientation T sy
. . . . [] Despeckle image
e If youare going to scan a book with two pages side by side Ot s
Detect image orientation (during recognition)
Selec“' spll"' dual pages o Iljgonvertculorandgmy\magesloblack-andwhite
e Select Use FineReader Interface and then Scanner Bl e e i e
Settings
. ,
e Set the Page size to be A4 (or whatever page size you are
scanning)
e Set resolution to 300 dpi ‘ - Gy
e Select Black and White, Gray or Colour pictures i Mo
as you want. Scanning in black and white is i = L —
quickest and works well for books with simple e
Top: Height: Pictures scanning mode: |Black-&-white pictures =
line drawings; grey is slightly slower and you b e B | e ] o
might use it for black and white photographs, r i
. . . . I™ Pause between pages |
while colour is slowest but might be necessary if | swiwns-
you are scanning textbooks with colour B ol L
illustrations where the colour is important. If you are :
. options 7]
going to scan a large number of pages you can choose to oot | Vo ———
. . Recognition Check Spelling Fommatting
have the next scan start automatically, with a delay. S
. I . I {only for PPT, RTF, DOC, Word XML and HTML formats)
o If you are going to scan multiple pages, you may want to o s i

set a fime to Pause between pages L | it

e Click OK

e C(lick on the Formatting tab, and
e Select Retain full page layout (assuming that you want = =

the scanned page
possible)

e Select Keep pictures (assuming you want to)
e You can, if you wish, choose a different font for

(O Retain font and fort size

Keep pictures

Fonts

Serif Times New Roman

Monospaced: | Courier New ~

to match the original as closely as

Fomats

Formats Settings

Close

scanning and recognising, although if you do, the pagination and layout may be upset
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Formats Settings

e C(lick on Formats Settings
. PPT TAT CSv DEBF #LS
e Click the RTF/DOC/Word XML tab RTF/DOC Werd XL PO KTML
. Default paper size: _ "
e Choose the Default paper size - usually A4 | momty e o
e Select Automatically increase paper size | & Kesp pogebesks
. o . | [ Keep line breaks
e Select Keep Page Breaks to retain the original page Retfimmgolm
| Remove optional hyphens
Gr‘r‘ﬂngemen'r Fl El;%izﬂ%%ﬁe;ﬁ?%u;;;\'induw in Microsoft Word 2003
e Seclect Save in Word 97 or later format Highlght urcertan cheractes
. ] With text color: [ with background color:
e Click OK
| Advanced properties
Save in Word 97 or later fomat
Image Format
O PNG
| (®JPEG JPEG quality: |50 b
. Reduce picture resolution to: 150 e’
e Tick Apply this template to new batches Swer: [@Deor V| Q2 @
e Save these settings on the computer Qvy Documents  Qtexthelp
| ¥ My Computer ) WIAdriverLiDE2030
[€3 My Network Places [ Y Exam settings
|23 NetSwitch {5 My Documents
?-\jshor‘tcuts
éJSpEECh samples
Saveastpe: [Bsich Templates (o) v
[¥]idpply this template to new batches
Scanning
e Click on the arrow beside the Scan & Read button and £ £ L
choose Scan and Read Multiple images. ‘djjd 4 G
Scan&Real Scan
e After the first page is scanned, remove it and replace E sconsren e
with the second. Continue until all the pages are scanned, e E
then click Cancel, or Stop. Semesend et e
e Before you save the scanned, recognised pages, it is
often worth clicking on each page in turn to see if S S
. . . . ‘Qj 1%] i 2’:‘U = Bj b 4
there are any obvious errors. With examination pal =l e e
papers for example, you may not want FineReader to =
. . . E |
recognise text on the front page or in the Margins: 5
to tell FineReader to ignore an area, click on the 5
L
Draw Picture Block button (fourth button down in =
the Image pane, or click Image > Choose a Tool > -
Draw Picture Block) and then draw a red box around | —————
i

the area in the Image that you don't want recognised.
(The red box marks the area as an image while the
green box tells FineReader to try converting the
image into text.)
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You could check spelling and for any mis-recognised

words, but if you are scanning into Word it is usually it el
better to just click on the arrow next to the Save ey
button, and choose Send All Pages to Microsoft Word.  ..™"" : Zi""
The scanned, recognised pages will be opened in a new "’ - | G
Word document, which you can now edit in the usual way. p
Scanning and recognition are usually quite reliable
provided the original hard copy is of reasonable quality, | serS s 9o # o
but the process of converting a more complex page
layout into Word will often produce a Word document
which does not look much like the original.
Flepame:  |Englsh Resding Text

. . Save s type: |PDF Document (*pdf) v
You can get a better, more faithful scanned image by e fe s hie
saving the pages as a PDF or HTML document. Scanning |27 =oomteees =
info Word produces a document that can be edited and sl T

altered, but is less faithful: scanning into PDF
produces a more faithful result but you can do less with it.

To save the pages as a PDF, click File > Save Text As, and choose PDF Document
from the Save as type menu.

To save the pages as an HTML file, click File > Save Text As, and choose HTML
Document from the Save as type menu.

Device Cost ex VAT | Supplier

FineReader Pro 8 | £68 single user | iANSYST, software shops eg. PC World

Free demo from
http://download.abbyy.com/content/default.a
spx
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