Scanning text info Word-processing Software
(called OCR = Optical Character Recognition)

1. Make sure the switch on the bottom of the scanner is in the unlock
position

2. Plug in the Scanner: Small end of the cord plugs into scanner
and the other end plugs into USB port on the computer. Our USB
ports are hidden under the DELL flap on the front of the computer.

3. Lift the top lid of the scanner and put the first page of your
document on the glass; the top of the document should go just
below the word LTR and the arrow.

4, Open the CanoScan Toolbox from the desktop; click on the OCR
button and you will see this dialog box:

._, [0CR] Leave these settings unless
"' GA e ea e you know why you want to
change them. Click on the

S Searm et SCAN button and the scan will
Scan Made: [Block and Wiite (0CR) <] begin. You will see a smalll

Image Cualty (300 dpi =] dialog box that says

Papes Size: [Letto El “scanning” and shows the %

of the scan completed.
w Save Scanned Image to

Fie Nams: Once the scanning is done

Save a2 Type BMP 7] ScanSoft’'s OmniPage software
Save Scarnedimageloc  [C\Documerks and SellngeWh  Browse, will open automatically and

I~ Save Pictus 1o Sublokder with Cunent Dale you will see your document

ready to be processed.

@ Extemal Program

|E.'-.Pmp'amFies'aﬁm?dl'nﬂmfageSE?.mePagam Sl

Drbeste

Reset Ay Concel |

OVER->



5. The ScanSoft page looks like this:
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and you will be asked if you want to add more pages
or process the document.

If you want to scan more pages, put the next page in the scanner
before you click the ‘scan more pages’ button.

After you have scanned in all the pages of your document, you will
click on "Finish Processing Existing Pages” and your document will be
read into the word processing software (Microsoft Word). As it
processes, if there is a word that the program does not recognize, that
word will be highlighted in yellow and you will be asked to either
accept or edit the word.

Once the page is processed you will be asked to save the document.
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