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CHAPTER 1

Welcome to the
PaperPort Software

Welcome to the PaperPort 5.3 Deluxe Software. This guide explains
how to use the main features of your PaperPort software. In addition to
this guide, you can get more information from a variety of sources, as
shown in this figure.

EXPLORE
PAPERPORT

This User’s Guide
The fastest way to get acquainted
with PaperPort and start using it.

Help

Everything you want to know about
PaperPort—"how-to” procedures,
dialog box reference, and trouble-
shooting advice.

Q

PaperPort CD

@ Your source for installing additional software
that works with PaperPort and printing the
online documentation.
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v NOTE: For Help, you should first install the PaperPort software on
your computer. See the installation guide that you received with your
scanner to install the software.

This chapter of the User’s Guide provides a quick overview of
PaperPort’s features. If you've used an earlier version of the software, you
can also read this chapter to see what’s new in the PaperPort software.

The whole idea behind the PaperPort software is to help you work more
quickly and efficiently with paper items scanned into your computer.
The next few pages show—at a glance—many of the time-saving
features of the PaperPort software.

VIEW SCANNED ITEMS TWO WAYS

PaperPort provides two ways to view items: the Desktop View and Page
View. Desktop View displays a thumbnail, a small graphic that
represents each item on the PaperPort Desktop. Page View displays a
close-up of a single page.
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Desktop View displays Page View displays each
items as thumbnails. item as a full page.



This picture of a
flower cart is
improved by clicking
the AutoFix Picture
tool. The image is
lightened and
sharpened.

This cow picture was
slightly blurred and
out of focus. Using
the Sharpen Picture
tool the cow comes
into focus.

The original picture
of the family dog had
the “red eye effect”
caused by an indoor
flash. The red was
removed with the
Remove Red Eye
tool.

IMPROVE IMAGE QUALITY

IMPROVE IMAGE QUALITY

With the PaperPort 5.0 Deluxe Software, you can scan virtually any type
of item, including color photographs, business cards with color logos,
maps, memos, business letters, invoices, handwritten letters, and so on.
PaperPort also has special features to improve the scanned images.

For example, you can lighten underexposed color photographs that are
too dark, sharpen fuzzy pictures, adjust the colors of color graphics and
photographs, straighten pages scanned in crooked, remove “dirt spots”
with a single mouse click, and enhance the lines of a form.

Here are some “before and after” examples of scanned images:
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ADD NOTES, HIGHLIGHT AREAS, AND MARK UP A PAGE

With the annotation tools in Page View, you can add a note, highlight
text, draw lines or arrows, circle information, or paste a picture or
graphic from another application into a PaperPort item. The following
figure shows a sample of how the tools can be used.

Visioneer PaperPort - Promo Letter2 M= 3
File Edit Seach View Page Annotations ‘webSie Help
A & T | slalalal A
Desktap Settings Find Browse << ey | em 3 e | FERE Zoom Out | Aotz Gize| Zaem In iz
. &2 =
Use the Picture tool to [x a"“"@' on, |
add a picture to the i 2]
page. % e e %
E Dear Sales Associace: z
Use the Highlighter e bacs ot e s | =
tool to draw the f (mpwmlv:clnu n—a week for two in heavealy Tahiri. 121
reader’s attention o Bt it e e Vo b T Wy =
to an area. =7 - —
7 P o s o companin 12l s, oot ot cven il s ]
= and six romantic ni ;hu Crysial clear water, white sand beaches, warm breszes, and —
expenses paid L=
— For complete details about haw 1o win and sex sail for Tahiti next winver, sce the arrached
Circle information Guess what?
with the Freehand tool. Jacques was
promoted!
=
[Promo Letter2 [ 200DAI. Black & White | Taf1 [0z 4

Use the Note tool to add
notes to a page.

COMBINE ITEMS INTO STACKS

Many items that you scan will probably be more than one page. You can
combine the individual pages into a multipage item, called a stack.

For example, you could save all of your invoices for a job in one stack
named Invoices, and each page of the stack could be an invoice with its
own name, such as Invoice April 17, 1997.



Visioneer PaperPort
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A
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LINK TO MANY OTHER APPLICATIONS

PaperPort automatically recognizes many other applications on your
computer and creates a “working link” to them. The Link Bar at the
bottom of Desktop View shows icons of those linked applications.

To use a link, drag an item onto one of the icons to start the application
represented by the icon. A typical use of the Link Bar is to scan an item
and fax it.

This sample Link Bar shows several applications linked to PaperPort.

IREIEAE

s

If PaperPort does not automatically recognize one of the applications on
your computer, you can manually create a link using the Create New
Link command. See the Help system for more information about
creating new links.
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SCAN IT AND FAX IT

If your computer has a fax modem and fax software, you can use the fax
link to quickly send the item as a fax. The fax link is represented by a fax
icon on the Link Bar at the bottom of Desktop View.

Send an |tem by Promo Letter
dragging and dropping it
onto a link icon. This
example shows dragging
and dropping an item
onto the fax link icon.

When the fax icon is
highlighted, release the
mouse button. Your fax
application starts and
you can send the item
as a fax.

SEND SCANNED ITEMS OVER THE INTERNET

Using the Netscape Navigator e-mail link you can scan an item or
import an item to the PaperPort Desktop, and send it as an e-mail
attachment over the Internet. This means that you can send your
scanned items worldwide to anyone who has Internet access.

i% c

=

. In addition, you can use the PaperPort software to connect to different
Fecout areas on Visioneer’s Web site on the Internet. For example, to get
e e technical support, choose Technical Support from the WebSite menu.
TechricalSupport The PaperPort software starts your Internet browser software and
“isioheer Home Page . . . -
displays the selected area on Visioneer’s Web site. (If you do not have a
direct Internet connection, you may have to connect to your Internet

provider before choosing a WebSite menu command.)




The e-mail link icon for
Lotus cc:Mail.

SCAN IT AND E-MAIL IT

SCAN IT AND E-MAIL IT

If you can send e-mail from your computer, you can send any scanned
item as an e-mail attachment, including scanned pages, graphics, and
photos. You can use either the e-mail link icon or a convenient Send
command to attach an item to an e-mail message.

RearcE
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CONVERT SCANNED TEXT TO TEXT THAT You CAN EDIT

PaperPort can quickly convert the text on a scanned item, which is really
just a picture of the text, into text that you can edit with a word
processing application. PaperPort converts the text using either the
Visioneer optical character recognition (OCR) application that comes
with PaperPort, or your OCR application if it's already on your
computer. You can convert the entire item, or using the Copy As Text
command, you can select only a portion of the text to convert.

A word processor link
icon. Dragging an item
onto this link icon
starts PaperPort’s
built-in OCR
application, or you
can use your own OCR
application.

I
o

b

sl

SCAN DIRECTLY TO ANOTHER APPLICATION

If you are using a Visioneer scanner, such as the PaperPort Strobe or vx,
the software has another built-in application, called ScanDirect, that
you can use to send a scanned item directly to an application without
opening PaperPort. This is a real time saver if you use one linked
application often. PaperPort does not need to be running, and a scanned
item can go directly to the other application.
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The FormTyper link
icon.

For example, if you want to scan an item and send it as a fax, click the
fax icon on the ScanDirect Control Panel. As soon as the scanner
finishes scanning the item, your fax software opens, and the item is
ready to be sent.

You can also send an item to a folder in the PaperPort software without
having to open PaperPort. This also saves time if you just want to scan
an item to save it, and then continue working in another application.

ScanDirect appears as a separate Control Panel on your computer.
This sample shows the Netscape Navigator e-mail icon selected so you
can scan an item and send it over the Internet.

gM ‘ %

PaperPart: Scan Single Page To Netscape Mavigatar email

v| Q[ | Z

FILL IN A PREPRINTED FORM

A built-in PaperPort application named FormTyper is designed
specifically for filling in the fields on preprinted forms, such as insurance
forms, registration cards, or tax forms, which often ask you to “Please
Type the Information.” Using FormTyper, you can type the information
using your computer keyboard (instead of a typewriter), and then print
the filled-in form. The FormTyper icon is on the Link Bar. Drag a
scanned form onto the FormTyper icon and the form’s fields will be
ready for you to begin typing.

b

=
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SCAN TO GET THE BEST IMAGE

SCAN TO GET THE BEST IMAGE

With the PaperPort software, you select a setting that is best for
scanning a particular type of item. For example, to scan a color photo
select Storing Color Photos, or to scan a letter that you want to fax select
Faxing, Filing, or Copying.

In addition to producing the best image for a particular item, the
settings also optimize the scanning process. Thus, scanning a color
photo takes a bit longer so the scanner can capture the full range of
colors in the photo. Also, the file size for a color photo is larger than for
a black-and-white letter to hold all the color data.

The following figure shows the Scan Settings with the Storing Color
Photos option selected for scanning in color.

PaperPort Preferences [ x|
Desktop | Falder I SimpleSearch I Impart/E xpart I

Scan Settings | Scanner Setup I Advanced

V Scan Setting For: PaperPort

I\PaperF’ort Desklop . g

—Scan Page For—————————— [~ Page Improvements
£~ Faxing, Filing, or Copying ™ Straighten
€ Editing Text (OCR) " Trim
£ Filing Business Cards I=| ShapFPage
& Staring Color Phaotos - Brightrness—————————————
" Custom ] |—
-----------
Darker 50 Lighter
Advanced Settings... | — Contrast
1
..... o
Bestore Defaults | less 50 (e

ak. I Cancel | Hel&
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ORGANIZE ITEMS IN PERSONAL FOLDERS

PaperPort has an easy-to-use filing system for organizing your scanned
items. The filing system consists of folders designed specifically to hold
every item you scan. You can rename folders, create your own set, or
even assign different colors, such as red for items that need immediate
attention.

Visioneer PaperPort [_ 0]
Fie Edit Search “iew Desktop Page 'WebSite Help

~| #nle|c

Settings Find Brouse Rotate

=

Unstack
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Unstack1
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Dplal

Ea Arl\cles & Clippings
----- e[ Bank Accounts
(3 Investments Invoices Memos
l g !:dlcalN o Fromo Letter Ivaice 7/9/96 Sales Memo
""" OnE Mumbers
The tree structure of | ||=-@ Aeacaate
personal file folders | gy 8 el

in PaperPort. =
[ Business
[ Vacation

& =3

4] 13 |p 4] 1aiz |p

PEpERCEERCE

[ Proma Letter 200 DF1, Black & wWhite 10.6K bytes i

= Folders are arranged in a “tree” structure. The tree arrangement is
similar to the one in Windows Explorer.

= Scanned items are stored in folders. You can simply drag and drop the
item onto the folder. When the folder is highlighted, release the
mouse button and the item is stored in that folder.

» Folders can be “nested”—that is, stored in other folders. The plus symbol
(+) shows the folder contains other folders. The minus symbol (-)
shows that the other folders are visible.



USE SIMPLESEARCH TO FIND AN ITEM

USE SIMPLESEARCH TO FIND AN ITEM

The PaperPort software has a wide range of options for finding scanned
items. In addition to the standard methods of searching for items by
name, date, or keywords, a powerful PaperPort feature named
SimpleSearch can find items based on the textual content.

For example, if you only remember that the item included the word
“scanner” or the phrase “elegant scanning,” SimpleSearch can find the
item containing that word or phrase for you. SimpleSearch finds items
this way because it actually reads all of your scanned items and
remembers the textual content. You simply enter a word or phrase, and
SimpleSearch finds the item(s) that have it. The following sample shows
the dialog box set to find the phrase “elegant scanning” in your scanned
items.

Find Item [ ]

SimpleSearch | mensl

Search for Ielegant sCanning

In: vV Content [ Title ™ Annotations
[~ Keywords I Comments [ Creator

Find:  First Item & 4 Iterns

——— SimpleSearch Status
Al itemsz have not been added to the SimpleSearch
databaze.

Update SimpleSearch |

ak I Cancel | Help
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IMPORT ITEMS FROM OTHER APPLICATIONS

In addition to scanning items, you can bring items into PaperPort in
several different ways:

= Print to the PaperPort Desktop from another application, such as
Microsoft Excel.

= Print to the PaperPort Desktop from the Internet, so you can display
images and text from Internet Web sites on the PaperPort Desktop.

= Import files saved in other file formats, such as Windows Bitmap
(BMP) or Tag Image File Format (TIFF).

= Drag and drop an image file onto the PaperPort folder in Windows
Explorer and convert the file to a PaperPort item.

= Drag and drop an image file onto the PaperPort icon on the Windows
desktop.

EXPORT ITEMS IN OTHER FORMATS

You can export or save PaperPort items in several popular file formats,
such as BMP, GIF, or TIFF. For example, to create a file for an Internet
Web site, export it as a GIF file. Web pages often use GIF files for
displaying images.

VIEW PAPERPORT ITEMS ON OTHER COMPUTERS

PaperPort Viewer, a separate application, comes with PaperPort and lets
others view PaperPort items without PaperPort. PaperPort Viewer is
available for free on the Visioneer Web site at http://www.visioneer.com.
You can also send PaperPort Viewer to someone else by attaching it to an
e-mail message.
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RIGHT MOUSE BUTTON SHORTCUTS

Many of the tools, buttons, and icons in PaperPort have right mouse
button shortcuts. For example, select an item in Desktop View and click
the right mouse button to display a menu for the item. You can choose
commands from that menu instead of the menus in the menu bar.

The following sample shows the shortcut menu for a single item

in Desktop View. Other shortcut menus appear when you click the right
mouse button on the PaperPort Desktop instead of on an item, and
when you're viewing an item in Page View.

Business Card
[ Copy ChkC

Baste [t
Delete Del
Copy Az Text

Export.

Suramary |nfo...

Print Chl+P
Send...

Gtack Selected [kems
Tiletems fiogether
Move To Folder...

Copy Ta Folder...
Dwplicate ltem

Add To SimpleSearch...

Ratate »
Set As Wallpaper

RELATED TOPICS IN HELP

Each new PaperPort feature is described in detail in the Help system.
From the PaperPort Help menu, choose PaperPort Help Topics to see
the Help topics.



CHAPTER 2

Scanning ltems

The PaperPort software works with a variety of scanners. Depending on
the scanner you're using, you can scan small items, such as business cards,
or larger items up to 30 inches (76.2 cm) long. Typical items include
newspaper clippings, reports, magazine articles, brochures, letters,
memos, receipts, canceled checks, business cards, and color photos.

MEMO SALES FAX
REPORT

PaperPort has special scan settings for a variety of different items so you
can get the best image with your scanner.

L}
L]
3

This chapter explains how to:
= Scan a page
= Adjust the paper return for different types of items

= Change scan settings

This chapter also explains why you don't have to save each scanned item
manually.

15
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CHAPTER 2: SCANNING ITEMS

Insert the page,
face up, into the
front slot of the
PaperPort
scanner.

Use the page
markers on the
front slot to
center the page.

. Push the page

forward until it
stops and begins
to curl upward.

SCANNING A PAGE

This section shows how to scan a page using a PaperPort Strobe scanner.
If you are using the PaperPort software with another type of scanner,
please see its user’s manual for instructions.

To scan a page with the PaperPort Strobe scanner:

SCPRAR

After a slight pause, the feed mechanism pulls the page into the scanner;
you do not need to push it through. As the page is being scanned, a
preview appears on the screen.

PaperPoit - Faxing, Filing, or Copying

The scanned page appears on the PaperPort Desktop.



1. Rotate the
scanner’s paper
return so it’s set
to scan straight
through.

2. Align the marker
on the scanner
with the straight-
through arrow.

3. Click Settings on

the Command s:t
Bar, or from the
Edit menu, choose

Preferences.

SCANNING A PHOTO OR BUSINESS CARD

SCANNING A PHOTO OR BUSINESS CARD

Because photographs and business cards are usually on heavier paper,
you should set the scanner to feed the paper straight through the feed
slot. In addition, the PaperPort software has special scan settings for
reading the smaller print on business cards or for scanning photographs.

To scan a photo or business card with your PaperPort scanner:

2

Duplicate

Stack

A

Unstack

=\

Unstack1

Amange
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Make sure the
_Scan Settlngs tab Desktop | Falder I SimpleSearch I Import/E sport I
IS Selected. Scan Settings | Scanner Setup I Advanced
V Scan Setting For: PaperPart
4.1t you- are ¥ Startup Foldst for Seanss
Schantnlng ah |\PaperPortDesktop Q
photograph, . 5can Page For————————— [~ Page Improvements
select the option, o .
R € Faxing, Filing, or Copying [ Straighten
Storing Color ¢ Editing Test (ICR] I Tim
PhOtOS. " Filing Business Cards = Sl ane
) & Staring Color Phaotos  Brightness
When scanning  Custom T
business cards, joooolfooac 1 0
SeIeCt Flllng » — Earker 50 Lighter
. vanced Settings... -
Business Cards. | -
/
Restore Defaults | Lzes 50 More
5- C“Ck OK QK I Cancel Helg

6. Insert the photo,
face up, into the
front slot on the
PaperPort
scanner.

Toscan a
business card,
insert the shorter
side face up, as
shown.

The photo or business card feeds straight through the scanner, and a
preview of the scan appears as the scanning progresses. When scanning
is complete, the item appears on the PaperPort Desktop.



The photograph

SCANNING A PHOTO OR BUSINESS CARD

v NOTE: Remember to reset the scan settings if you are scanning
another type of item.

¥Yisioneer PaperPort [_ o] =]
File Edit Search “iew Desktop Page WebSie Help
~>| &8 O Z 4| &
i Find Browse Rotate Duplicate Staclt Unstack | Unstacki nge
= -
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[ Bank Accounts Proma Letter Irveoice April 17, 1997 Sales Memo
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(] Medical s =
(7] Phone Mumbers
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[ Receipts == 1 =3
[] Tanes B O
B[ Travel
i (7] Business
: 1of3 1of2
-] Wacation Picture of Flower Cart 4 I | 4 FI 4 I I L
Business Card
= L0 2] 7 i3 .
RaeerkcE®E: =
|Proma Letter 200 DPI, Black & White [ 10.EK bytes | s

Initially a newly scanned item will be named with the date it is scanned.
To give the item a new title, see “Giving Titles to Items and Stacks” on
page 29. This photo was renamed “Picture of Flower Cart.”

Please see the Help system for more information about the scan settings.
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WHY You DON’T NEED TO SAVE A SCANNED ITEM

Every item scanned into PaperPort is automatically saved as soon as you
scan it. As long as you don't delete the item, you can “scan it and forget
it” because the PaperPort software makes sure that the item is there
when you need it. Any changes that you make to an item, such as adding
a note or giving an item a new title, are automatically saved as well.

You can also save items in other formats using the Export command.
You can use the Export command to save items:

= As backup copies

= If you want to delete an item from the PaperPort Desktop but use it
later on

= In another file format, such as BMP. GIF, JPEG, or TIFF
= On a floppy disk

In addition to the Export command, PaperPort has an Archive link for
creating a backup of selected files or for quickly backing up the entire
PaperPort Desktop. See the Help system for more information about
using the Archive link.

@ RELATED TOPICS IN HELP

Clean and Straighten Scanned Items

PaperPort Basics, Getting Documents into PaperPort
Use the Scanner, Scan an Item

Use the Scanner, Selecting Settings for Scanning
View Items




CHAPTER 3

Viewing Items

Using PaperPort’s two views for displaying scanned items—Desktop
View and Page View—you can see either the thumbnails of the items, or
a full page that you can read.

DESKTOP VIEW

Desktop View shows thumbnails of scanned items and stacks of items.
Use Desktop View to see the items on the PaperPort Desktop or in any
folder.

Visioneer PaperPort 9[=1E3
File Edit Seawch “iew Desktop Page WebSike Help
Command Bar M E| O & |4 | &
Find Browse Rotate Duplicate Srack: Unstack | Unstack1 ATange
== ? — Invoices Memos =
Fo'ders g g;:ie'i:cﬂﬁ;ngs Promo Letter Invoice April 17, 1997 Sales Mema
-3 Investments e &
(-2 Medical -
. (27 Phane Mumbers
Thumbn.all of =[] Real Estate
scanned items (7 Rentals .
[ Receipts = - =
(I Tawes =
=3 Travel
(3 Business {I 10f3 I} H‘I 10of2 |b|=|
StaCkS - ([ Yacation | | Picture of Flower Cart
Thumbnail of
scanned photo
(=]
. - e o
Link Bar j @ & 4 j
Status Bar |Promo Letter [ 200 DPI, Black & White [ 106K bytes A
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Command Bar—The buttons on the Command Bar are shortcuts for
commands on the menus. For example, clicking the Settings button is
the same as choosing Preferences from the Edit menu and then clicking
the Scan Settings tab in the PaperPort Preferences dialog box.

The Command Bar appears in both Desktop View and Page View.

Folders—You can store items in the folders to organize them. PaperPort
comes with a set of folders already on the PaperPort Desktop, but you
can change their titles, add new folders, delete folders, and change their
colors.

Thumbnails of scanned items—Thumbnails are small representations
of scanned items so you can see them at a glance. To see an item at full
size, use Page View.

A stack—After scanning multiple pages, you can combine the
thumbnails of those pages into a stack. For example, if you scan a
10-page report, 10 individual pages appear on the PaperPort Desktop.
By combining the pages into a stack, you can work with the report as a
single item. Stack titles appear in bold type above the page titles.

Link Bar—The icons on the Link Bar represent other applications and
functions that work with PaperPort. The icons include links for sending
a scanned item as a fax or an e-mail attachment, reading text from a
scanned item into a word processing program, entering data into a
preprinted form, and so on. The icons that appear depend on the
applications installed on your computer. Use the scroll arrows on the
Link Bar to see the other icons.

Status Bar—T he Status Bar shows information about the selected
items, the links, or the buttons on the Command Bar.
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PAGE VIEW

Page View shows one page at a time. Use Page View to get a close-up
view of the item or to add comments to the page.

Image Tool Bar

Yisioneer PaperPort - Promo Letter ==
File Edit Search View Page Annotations ‘webSite Help
CommandBar || gg e e —— e —
~l el =228l alalal
Desktop Settings Find Browse << tem | hem »> << Page | Page»> | Zoom Out | Actual Size| Zoom In iz
I 3 (%,a ( v
b‘\uk g, —=
. e,
" 2
= [y gk =
i) 1934 Palm Way &
@ San m‘.’ e CA:IIII‘I Em
1 A
Annotation Tool Bar ___| | [& Dear Sales Associate 1
E “This fall, Tropicsl Blends is offering an exciring sales promorion package to all sales associases &
in our U.S. and inscrnarional officcs. You can win outstanding prizes, including the ulimate |
& tropical vacation—a week for rwo in heavenly Tahiti. izl
W Here's how you can win! The sales associare with the most total sales between Seprembes 1 E":
and December 31, 1996, will win the grand prize. Other fabulous prizes will also be given 2
away.
J ]
—_— Picrure you and your companion ar a full-service, frant resort for seven fun-filled days —
and six romantic nights. Ceystal clear water, white sand beaches, warm broszes, and all =
L | == expenses paid =
For campletc details about how o win and set sail for Tahiri newr winter, see the arrached
=
StatusBar______ |5hie [ 200D Black&Whte | Tofl [0

Command Bar—The buttons on the Command Bar are shortcuts for
commands on the menus. Notice that several of the buttons in the Page
View Command Bar are different from those in Desktop View.

Annotation Tool Bar—These tools are for adding notes to a page,
highlighting areas on it, cutting and pasting sections, drawing on the
page, adding a picture to the page, and so forth. See Chapter 9,
“Annotating a Page,” for examples of annotations and how to use the
tools.

Image Tool Bar—These tools are for editing the scanned images,
including adjusting an image’s colors, rotating an image, removing the
“red eye” effect from a color snapshots, sharpening fuzzy images, and so
on. See Chapter 10, “Editing Images,” for more information.

Status Bar—The Status Bar shows information about the page being
displayed.
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SWITCHING BETWEEN DESKTOP VIEW AND PAGE VIEW

While working with PaperPort, you'll want to switch back and forth
from Desktop View to Page View to work with a single page in Page
View, or with the thumbnails in Desktop View.

To view an item in Page View:

Double-click the ___

item you want to File Edit Search “iew Desktop Page 'WebSite Help
see in Page View, B " = 'S
such as a business ! setings ﬂ Brouss |  Fotme | Dupicms
card. G Articles & Elipngs Business Card

- (I Bank Accounts

|
You can also click
e_L

once on the item Fie Edt Seach View Desktop Page webSite Help

then click the Pag | mlez| o

bUtton . Page Settings Find Browse Rotate

Duplicate

To switch from Page View to Desktop View:
Click the Desktop

button' File Edit Search Yiew Page Annotations ‘webSite Help
EIE] P e ——
#1061
You can also choose T Dp S:"; ﬁ B;@ },E EEE
Desktop View from

the View menu.

USING THE COMMAND BAR IN DESKTOP VIEW

To use a button on the Command Bar, click it. If a button does not
apply to a selected item, the button will be gray, and clicking it won't
have any effect.

Bl | | E| C| B £| 4|

Page Settings Find Browse Fuotate Cuplicate Stack Unstack | Unstacki
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Page. Switch from Desktop View to Page View.

Settings. Display the PaperPort Preferences dialog box where you can
set scan settings, customize the PaperPort Desktop and folders, choose
options for importing and exporting files, calibrate the scanner, and
change its hardware settings.

Find. Find an item in Desktop View, or find an annotation or page in
Page View.

Browse. In Desktop View, see a list of items available on the PaperPort
Desktop and in all the folders. In Page View, see a list of items available
in the currently open folder.

Rotate. Rotate the selected items or stacks 90 degrees to the right.
Rotating a stack rotates every page in the stack.

Duplicate. Make a copy of the selected item(s).
Stack. Combine selected items into one stack.
Unstack. Unstack the pages of the selected stack.

Unstackl. Unstack only the visible (top) page of the stack. The rest of
the pages remain as part of the stack.

Arrange. Arrange the items on the PaperPort Desktop.

USING THE COMMAND BAR IN PAGE VIEW

Several of the buttons that appear in Desktop View also appear in Page
View. However, because Page View displays a single item, buttons for
viewing single items appear only in the Page View Command Bar.

B~ hle|l x| HE alalald

Desktop Settings Find Browse << kem << Page | Page s> |  Zoem Out | Actual Size| Zsem In fzard
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Desktop. Switch from Page View to Desktop View.

<< Item. Displays the previous item on the PaperPort Desktop or in the
currently open folder.

Item >>. Displays the next item on the PaperPort Desktop or in the
currently open folder.

<< Page. Displays the previous page in a stack.

Page >>. Displays the next page in a stack.

Zoom Out. Reduces the size of the page in Page View.
Actual Size. Returns the page to its original (100%) size.
Zoom In. Magnifies the size of the page in Page View.

Wizard. Runs a step-by-step process to help you improve the color of an
item scanned in color.

v NOTE: Two other buttons may appear on the Command Bar.
A TWAIN button appears if you are using the PaperPort software
with another (non-PaperPort) scanner. Clicking the TWAIN button
starts the scanning on the other scanner. The other button that can
appear on the Command Bar is labeled OLE Return. It appears
when you are using Windows Object Linking and Embedding
(OLE).

@ RELATED TOPICS IN HELP

PaperPort Basics, Desktop View

PaperPort Basics, Page View

View Items

Work with Items in Page View

Works with Items on the PaperPort Desktop




CHAPTER 4

Stacking Items

Like many other busy people, you may sometimes put items on your
desk without organizing them. When you finally do put them in order,
you might stack the items by project, contact, or department. You use a
method that helps you to quickly find the right stack.

With PaperPort you can electronically organize items into stacks in
much the same way that you do with paper documents. A stack is a
PaperPort item with multiple pages. Expense reports, contracts, memos,
letters, presentations, and other business materials are often two or more
pages. You can stack and unstack these items electronically on the
PaperPort Desktop.

COMBINING ITEMS INTO STACKS

Each scanned page appears on the PaperPort Desktop as a one-page
untitled item. To stack scanned pages, you can:

= Drag one page on top of the other

= Click the Stack button on the Command Bar

= Use the stack commands in the Desktop menu

You can also add stacks to other stacks.

27
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In the Desktop
View, select the
item that you
want to stack.

This example
shows stacking a
Cover Letter on
an Invoice.

Drag the selected
item onto the item
on which you
want to stack it.

Whenthe

second item is
highlighted,
release the mouse
button.

The stack is

USING DRAG AND DROP TO CREATE STACKS

Cover Letter Invoice

Invoice

created.

. Repeat Steps 1

through 3 until
you are finished
creating the stack.

Cover Letter

A new stack receives the title of the item on the bottom of the stack.
The stack title (Invoice in this case) is shown in boldface type. Each
page title is shown in normal typeface (Cover Letter in the sample
above).

Any item on the PaperPort Desktop can be stacked onto any other item.
You can use drag and drop to stack pages onto other pages, stacks onto
other stacks, pages onto stacks, and stacks onto pages. You can also use
the Stack button on the Command Bar to stack items. Select them in
the order that you want them stacked and click the Stack button.
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SELECTING AND DESELECTING ITEMS

When stacking items, you need to select them. You can select one item
at a time, or several items together.

To select or deselect a single item:

= To select the item, click its thumbnail in Desktop View. A red (or
dark) line around an item indicates that it is selected.

= To deselect the item, click another item, or click anywhere else in
Desktop View.

To select multiple items:

= Click each thumbnail while holding down the Shift key or the Ctrl
key.

Or

= Click an empty space on the PaperPort Desktop, then drag the mouse
around the items that you want to select. Any item that is partially
enclosed in the box, or that the box even touches, will be selected.
Release the mouse button when the items you want are selected.

GIVING TITLES TO ITEMS AND STACKS

When you first scan an item, its title is the current date, but you can give
it a new title up to 30 characters long, such as Smithers Contract or
Letter to Dr. Adams. The more descriptive the title, the easier it is to
quickly find the item you want. You can also give titles to stacks to help
identify them.

The stack title and page titles both appear above the stack so that as you
flip through the pages of a stack you can see each pages title as well as
the stack title.
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The stack title is

Memos

in boldface type.

The page title is
in normal type.

As you flip through
the pages, each
page’s title appears.

1. Select the item or
stack.

2. Click its title, or
choose Change
Title from the File
menu.

3. Type the new title
and press Enter.

Sales Memao Training Memo

If you don't want to see page titles with the stack titles, choose Per-Page
Titles from the View menu to remove the checkmark from the
command.

To give an item or stack a title in Desktop View:
[emad

Sales Memo

To change a title in Page View, choose Change Title from the File menu.

v NOTE: As you scan an item, its title is the current date. If you want
the titles of newly scanned items to be “Untitled,” or the date in a
different format, choose Preferences from the Edit menu, and click
the Desktop tab. The Default title drop-down list shows the choices.
Select the one you want and click OK.

Duplicated items receive titles based on the original item. For example,
the duplicate of a single-page item named “Invoice” will be “Copy of
Invoice.” The duplicate of a page in a stack has the same name as the
original page and it will not be part of the stack. This is an easy way to
create a copy of a page while keeping the original stack intact. To create
duplicates, select the item(s) and then from the Desktop menu choose
Duplicate Item or Duplicate Current Page.



. Select the stack.

. Click the left
arrow of the Page
Navigator to see
the previous page
in the stack.

. Click the right

MOVING BETWEEN STACKED PAGES 31

MOVING BETWEEN STACKED PAGES

The Page Navigators are the buttons for flipping through the pages of a
stack. You can also use the commands on the Page menu to move from
page to page in a stack.

To move between pages in a stack in Desktop View:

Memos
Sales Memo

arrow of the Page
Navigator to see
the next page in
the stack.

. Display the stack in
Page View.

. Click the buttons

You can also move between pages by choosing the Page menu
commands: First Page, Last Page, Previous Page, and Next Page. Or use
the Go To Page command from the Page menu to move directly to any
page in the stack. Clicking the middle of the Page Navigator (it says 1 of
2 in the sample above) is a shortcut for choosing the Go To Page
command.

To move between pages in a stack in Page View:

Hlis | e al=|lglaglalalal &

Deshtop Settings Find Browse << ftem << Page | Page »» |  Zoom Out | Actual Size| Zoom In Wifzard

labelled Page >> or
<< Page.

The menu commands to move between pages in Page View are also in
the Page menu.
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. Click the Page

. Clickthe Unstack

CHAPTER 4: STACKING ITEMS

UNSTACKING ITEMS

You can unstack pages in a stack if, for example, you want to move those
pages to another stack, replace those pages with new ones, or delete
them from the stack without disturbing the rest of the pages.

You unstack pages in Desktop View.

To unstack a single page:
Select the stack in Memos

Training Memo

Desktop View.

Navigator to
display the page
you want to
unstack.

. Click the

Unstackl button.

You can also | A 2| C & | A | &

choose Unstack Page Settings Find Browse Rotate Duplicate | Stack | Unstack | Unstacki| = Arange
Current Page

from the Desktop

menu.

To unstack all the pages in a stack:

. Select the stack in Memos

Sales Memo

Desktop View.

button. _I

1
You can also

choose Unstack > | M E| O g |4 | &

Page Settings Find Browze Rotate Duplicate Stack Unstack | Unstackl
from the

Desktop menu.

Each page of the stack becomes a separate item on the PaperPort
Desktop.



TILNG ITEMS 33

TILING ITEMS

For smaller items, such as business cards and receipts, you can combine
the items on the same page instead of stacking them as separate pages.
This is called tiling items because the images are arranged on the page
in a regular pattern like tiles on a floor. If you've scanned several business
cards from people at the same company, for example, you can tile them
onto a page to see all the cards at once. Similarly, if you have several
receipts from a business trip, you can tile them onto one page for easier
record-keeping. Tiling is also useful if you want to fax several smaller
scanned items, because you can fax them all on a single page. Pages that
are tiled can include both color and black-and-white items.

To tile items onto a single page:

1. Selecttheitemsin
Desktop View.

CED at MegaCorp Bob, WP of Sales Mary, YP of Marketing

2. From the
Desktop menu,
choose Tile Items
Together.

MegaCorp Cards

Theitemsappear | = =
together on a —

page. Images too
big to fiton a
single page are
stacked as
individual pages.

RELATED TOPICS IN HELP

Create and Work with Stacks
PaperPort Basics, Desktop View
Selecting and Arranging Items
Working with Item Titles
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Sending a Fax or E-Malil
Message

After an item has been scanned into PaperPort, you can send it as a fax
or as an attachment to an e-mail message. You do not need to print the
item first; you can send it directly from the PaperPort Desktop without
worrying about paper jams when faxing.

If you want to add some notes to a fax, but don't want to mark up the
original, you can annotate the item using PaperPort’s annotation tools.
The annotations can be “turned off” before the item is sent, in case you
don’t want someone to see your comments on it. See Chapter 9,
“Annotating a Page,” for the steps to create annotations and to display or
hide them.

OVERVIEW

The PaperPort software has several ways to send a fax or e-mail:
= Select an item and drag it onto the fax or e-mail link icon.

= Choose the fax or e-mail application from the Links menu in the
File menu.

= Use the ScanDirect application that you received with the PaperPort
software. See Chapter 6, “Using ScanDirect,” to send items with
ScanDirect.

35
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1.

CHAPTER 5: SENDING A FAX OR E-MAIL MESSAGE

Select the item to

SENDING A SCANNED ITEM AS A FAX

To send a scanned item as a fax, your computer will need:

= A fax modem

= Fax software

To send a scanned item as a fax from Desktop View:

Yisioneer PapeiPort M=l =
faX_ File Edit Search Yiew Desktop Page ‘webSite Help
~| A2l o HEE
Page Settings Find Browze Ratate Duplicate Stk Unstack | Unstackl Amange
] Involices Memos :I
Drag the |tem Proma Letter Invoice April 17, 1997 Sales Memao
1 = e =
onto the fax I|_nk 3+ Invesimerts 4 &
icon on the Link -] Tawes
Bar.
You can also click
the fax link icon. | vz PP
=
When the fax
link icon is j = ﬂ
highlighted,
release the [Irvoices [ 200DFI, Black &'white | 45 3K bytes | A

mouse button.




SENDING A SCANNED ITEM AS A FAX

4. When your fax Delrina WinFax PRO Send
SOftWare Stal‘tS, To :I Phonebook >> I
send the scanned Number :| Add to List_|
item as a faX. Subject :IVisionem PaperPort

Recipient List

[ Cover Page Quick Cover Page Fillin.__|| Cover... |

-

[
Attachments: |tem to print + 0 attachments selected Attach... I
Options: Fine Res Dptions...

| Send I ‘ Cancel | Make Allachmenll

This sample shows the Delrina WinFax PRO window for sending a fax.
The window that appears on your computer will be for your fax
software.

v NOTE: Instead of using the fax link icon, you can also choose Links
from the File menu, and then choose the name of your fax software.
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To send a scanned item as a fax from Page View:

R . Mew Folder...  Cil+M
1. Display the item Neg tern
in Page View that |mport..
you want to fax. Export..
Delete Item
2. From the File e
menu, choose e -
. ! Change Title...
LI n kS' Summary Info...
M5 Exchange
3. Choose the name Print... Ctrl+P Delrin ‘winFas
Frint Setup... Fax
Of yOUr faX Send... Microzoft Paint
SOftW&I’G. — Microzoft Word for Windows 6.0
Eut Microzaft Wite
Any Word Processor
4. The fax software the Printer
starts, and you o oeeen
can send the item. oMl
Archive »
Fiefresh links
Create Mew Link...

v NOTE: In the sample, the name of the fax software is Delrina
WinFax. Note that an option named Fax is also listed. That option is
for fax software that isn't listed by name on the menu, or for which
an icon does not appear on the Link Bar.

SENDING A SCANNED ITEM WITH AN E-MAIL MESSAGE
To send items as attachments to e-mail messages, your computer will
need:

= An e-mail account (typically over a network or modem)

= E-mail software
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To send a scanned item as an e-mail attachment from Desktop View:

Visioneer PapeiPort [ _ O] %]

1. Select the item to File Edit Search View Desktop Page WehbSite Help
send. | M| E| C g4 | &

Page Settings Find Browse Rotate Duplicate | t=fe | Unstack | Unstackt
. =

2. Drag the item
onto the e-mail Bank Accounts Invoices Memos
. . Contacts Promo Lether Irwoice April 17,1997 Sales Mema
link icon on the i (] Investments
Link Bar. B Taves & «

You can also click
the e-mail link
icon. =
IR 4] 102 |»

3. When the e-mail —
link icon is =
highlighted

! Loy ;
release the mouse j @ ’ @ ’ ’ 4 = ﬂ
button.
IFremices [ 200 DPI, Black & White [ 453K, bytes | i

4. The e-mail
software opens.
Log in and send
the scanned item
as an attachment
to an e-mail
message.

Lotus cc:Mail Login - Mobile Hode [ ]
0K |
Log-in Name: |Hohelt Baron j|
Cancel |
Paszsword: il |
Less << |
[ Add Name to the Log-in List Delete Name: |
Location Mame: j|
Hode
LAN
P.0. Path: |C:ACCMOBILEACCDATAZ |
* Mobile

This sample shows the login window for Lotus cc:Mail. The login
window that appears on your computer will be for your e-mail software.

To send the scanned item over the Internet, drag it onto your Internet
e-mail link icon, such as Netscape Navigator e-mail icon (as shown to
the left).
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v NOTE: Instead of using the link icons from Desktop View, you can
also choose Links from the File menu, and then choose the name of
your e-mail or Internet e-mail software. The software opens, and you
can send the item as an attachment to an e-mail message.

GETTING PAPERPORT INFORMATION ON THE INTERNET

. The WebSite menu provides Internet access directly from PaperPort.
Fecut For example, to receive technical support information about PaperPort
e or other Visioneer products, choose Technical Support from the
Techricsl Suppor WebSite menu. The PaperPort software starts your Internet browser
Wigioneer Home Page . .. .

software and displays the selected area on Visioneer’s Web site. (If you
do not have a direct Internet connection, you may have to connect to

your Internet provider before choosing a WebSite menu command.)

To use the WebSite menu’s commands, your computer must have a
modem and appropriate software to access and browse the Internet.

@ RELATED TOPICS IN HELP

Fax an ltem

Manage and Use Other Links

PaperPort Basics, Using PaperPort Links
Send an Item as an E-Mail Message




1. Click the
Windows Start
button.

2. Choose
Programs, and
then choose
PaperPort.

3. Choose
ScanDirect.

The ScanDirect
Control Panel
appears on the
screen.

CHAPTER 6

Using ScanDirect

ScanDirect is an application for scanning an item and sending it directly
to another application without opening PaperPort first. For example, to
scan an item and fax it right away, use ScanDirect. As soon as the item is
scanned, your fax software starts and the item is ready to send.

STARTING SCANDIRECT

The ScanDirect application is installed with your PaperPort software
and is available from the Windows Start button.

To start ScanDirect:

V PaperPort Mait
Microsaft Office
Microsaft Publisher 2.0
Documents 4 Netscape
B PaperPort
Settings 4 Startlp
3 Win32 Applications
@ Microzaft Exchange
R M5-DOS Prompt
Bun... @ Windows Explorer

i

wr One-Minute Guide
w7 PaperPort
W PaperPort Viewer
[+¥ ReadMe

E} Fiegister

I
=
o
*+ v v v vBd v v v =

Shut Down...

& QL

a1
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ScanDirect

1. Tominimizethe ____[g

ScanDirect

A ScanDirect shortcut also appears on your Windows desktop. You can
double-click the shortcut to start ScanDirect.

v NOTE: If another open window hides the ScanDirect Control Panel,
click the ScanDirect icon on the taskbar to bring the Control Panel
to the front.

To close or minimize ScanDirect:;

PaperPort: Scan Single Page To Netzcape Mavigator email
Freferences...
Minimize

Control Panel,
click this icon,
and choose
Minimize.

2. Toclose the
Control Panel
choose Exit from
the menu or click

Help
About...

E it

the Close button.

3. To maximize the
minimized
ScanDirect
Control Panel,
click the
ScanDirect icon
on the taskbar.

Scan Single Page
Scan Multiple Pages

% E00AM

THE SCANDIRECT CONTROL PANEL

The ScanDirect Control Panel can remain visible on the screen so you
can easily scan an item directly to another application.

Scan to Scroll Arrows About
PaperPort Desktop | | ScanDirect

— ' . |
-

ScanDirect Icons Help
Button
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Scan Single Page—Click to scan a single page and send it to the
selected application.

Scan Multiple Pages—Click to scan several pages and send them to the
selected application.

Scroll Arrows—Click to see other icons.

ScanDirect lcons—Click to select which application scanned items are
sent to when scanned. Note that the first icon is for PaperPort. Clicking
this icon sends a newly scanned item to the PaperPort Desktop.

Help Button—Click to see the ScanDirect help.
About ScanDirect—Click to see copyright information.

Each icon can have its own preference settings. See the ScanDirect help.

v NOTE: You can rearrange icons on the ScanDirect Control Panel.
Hold down the Alt key and click the icon you want to move. Drag
the icon to the spot where you want it. Release the mouse button.
The icon appears at the new position.

USING SCANDIRECT: AN EXAMPLE

The basic steps to use ScanDirect are the same for each application icon.
This example shows how to scan and fax a two-page item.

To use ScanDirect to fax an item:

1. Click the faxicon
on the Control
Panel.

F'anEerF'u:urt: Scan Multiple Pages To Delrina 'wWinFax

v| {0

2. Click the button
for scanning L
either a single
page or multiple
pages. This
example shows
the button for
multiple pages is
selected.
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3.

CHAPTER 6: USING SCANDIRECT

Scan the first
page. A preview
shows the page
being scanned.

Insert the next
page.

If you're scanning
multiple pages,
click Finish after
the last page.

Your fax software
opensand you can
send the scanned

page(s).

—— Thesscan preview
shows where the
scanned items will

e, T B s be sent.
o EEREREE
Bp In this example
= — Delrina WinFax
oty starts, and the
pages are ready to
send.

When scanning a
single page, you
2 pages scanned. Insert next d(_)n_'t have to click
page. Finish. The
Finish | [ Cancel | application starts
as soon as the
page is scanned.

RUNNING PAPERPORT AND SCANDIRECT TOGETHER

PaperPort does not have to be running for you to use ScanDirect.
You can think of ScanDirect as a means to “bypass” PaperPort to get an
item to another application as soon as it is scanned.

If ScanDirect and PaperPort are running simultaneously, a scanned item
will be sent directly to the application selected on the ScanDirect
Control Panel before being sent to PaperPort.

RELATED TOPICS IN HELP

ScanDirect has its own Help system. To view the Help topics, click the
Help button on the ScanDirect Control Panel.

Close ScanDirect
ScanDirect Basic Steps
Scan One Page

Scan Multiple Pages

Set a Link’s Preferences
Set ScanDirect Preferences



CHAPTER 7

Converting a Scanned
Item to Text

A scanned item is an image. Even the text on a scanned item is simply a
picture of the text, and you can't edit it as you would text in a word
processing document. Using optical character recognition (OCR)
software, the PaperPort software can convert those text “pictures” into
real text that you can then edit using a word processing application.

The PaperPort software includes the Visioneer OCR software so you can
convert scanned items without having to buy your own OCR software.
After scanning an item, you can simply “OCR it,” and then work with
the converted text in your word processing application.

If you already own OCR software, you can use either it or PaperPort’s
built-in OCR software to convert scanned items.

WHAT Is OCR?

OCR is the computer’s way of recognizing that a picture of an “S” is
really the letter S, that the picture of a “W” is really the letter W, and so
on for each letter’s picture in a scanned item.

The OCR software looks at each letter on a page, and if it recognizes the
letter’s shape converts it into the appropriate text character. When the
analysis of the page is complete, the OCR software puts the text
characters onto a page in about the same format as the pictures of text
on the original scanned item.

45



46

The scanned words on
this page are not text.
The words are pictures of
text, and can’t be edited
in a word processing
application. For example,
if you tried to select a line
of text to reformat it, you
couldn’t.

After being processed
with the OCR

software, the pictures of
the text are now “real” text
that a word processing
application recognizes.
You can select text, as
shown here, to edit it.
This example shows how
the converted text would
appear in Microsoft
Word.

CHAPTER 7: CONVERTING A SCANNED ITEM TO TEXT

The page is now a word processing document containing

text that word

processing applications can recognize. You can then edit the text as you

normally would when word processing.

The process is not always perfect. If the scanned item contains smudges
or handwritten notes, the OCR application will try to analyze them but,
of course, will not be able to come up with a suitable match. For that
reason, you should always try to scan clean copies when planning to use
PaperPort’s OCR feature. Also, you should carefully check the converted
document to correct any mistakes that the OCR application made.

Here’s an example:

Visioneer PaperPort - Quotes =1 3
File Edit Search View Page Arnotafions WebSite Help
ElE] = =
=l El&2 alalal 4
Desktop | Sertings Find | Brouse <cem | tem>> | <cPage | Page>> | Zoom Out [ Actual Size| Zoomn | Vieard
E o
7 Here’'s What the Press is saying about [3)
B PaperPort™: —%
"Visioneer. . .has created a small, si inexpensive, and elegant scanni lern
@ . that makes it child's playhembm \%so‘ paper doeunannsw;m your e&un% EEE
— andarganl:e and manage =
e
EJ ~Wall Street Journal
o
— "Visioneer has added snough features and compatibility with industry-standard —
Q document and communication mahﬁmlavel.donaugsnaplamam u
wlmoutmmpmrrus\ng the MVP Award-winning usability of its first release.”
\@7 -PC Computing Es
i i
=
=
[@uctes | Z000FI, Black & White | 1of 1 0%

_I‘ ‘Tlme: New Homan _I‘ ‘11

I N N

JH_I_I_IBIH

Here's What the Press is saying aboutq
PaperPortTM.:q|

"Vistoneer. . has created o BRCINERo R N e . that makes it child's

rve, and elegant scanning
play to load itnages of paper documents into your computer and Ofganize and manage them "|

-Wall Street Journalq
b

1

"Wistoneer has added enough features and compatibility with industry-standard document and
comunication packages to make this version a big step forward ~without compromising the MVP Award-
winning usability of its first release. "

-PC Computing¥

EEEL _IJ

| Page 1 Sec 1 1M [A618" 1Lnd4 Co 23 [508PM [REC [MRE [EXT|[0%A [WPFH




1. Select the item to
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CONVERTING AN ITEM TO TEXT

To convert an item to text, you first scan it into PaperPort. You can use
OCR to convert text from either Desktop View or Page View.

v NOTE: Text scanned in color cannot be converted using the OCR
software. Change the scanner’s scan setting to “Editing Text” which is
designed specifically for OCR conversion.

To convert an item from Desktop View:

convert. It can be
a single page or
a stack.

. Drag the item
onto the word
processing link
icon on the
Link Bar.

You can also
click the word

processing link

Visioneer PaperPort [_ o] =]
File Edit Search Yiew Desktop Page ‘webSite Help
~|ale| o o |&ala | B
Paga Sattings Find Browse Rotate Duplicate | Stack | Unstack | Unstacki N
= -
-7 Adticles % Clippings hraiecs Memos
[ Bank Accounts Promo Letter Invoice &pil 17, 1937 Sales Mema

B[] Investments
&[] Medical & = -
(27 Phone Mumbers -
(1] Real Estate
-7 Receipts

[ Taxes
-3 Travel

4| 13 [pF 4] ez [p

icon.

. When the

word processing
link icon is
highlighted,
release the

= F 23
CEE | # ¢ )
| PODDPI, Black & Whits | TOEK bytes | 4

mouse button.

v NOTE: This sample shows the steps for using PaperPort’s built-in
Visioneer OCR software and sending the converted text directly to a
word processing application, in this case Word. If you have other
OCR software on your computer, you send the text to it instead.
You can also configure the word processing link to send text to the
other OCR application.
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CHAPTER 7: CONVERTING A SCANNED ITEM TO TEXT

The OCR
software shows a
progress window
while the
conversion is in
process.

When the
conversion is
complete, the
word processing
application
opens and you
can begin editing
the text.

If the item is a stack, all pages are converted. To convert a single page of
a stack, first use the Unstackl button on the Command Bar to unstack
the page, and then convert it.

Instead of using the word processing link icon, you can also choose
Links from the File menu, and then choose the name of your word
processing software. The conversion process begins.

OCR

Page 1

Cancell
Product Info... |

74 Microsoft Word - OCRO001.RTF

@Eile Edit “iew Inzet Fomat Toolz Table ‘window Help il
EeE R EEEE) SR B EEESm ([ [ -
o5 =] [Times New Roman ] 10 =] [B] 2] EHEE]
I RN RN RN R R R

1

1

1

DATE: Hovember 1, 1997

TO: Tacgues Gelure

FROM: Debbie JTonesy

2UBI Hew Campaign

Tacoues-I just wanted to keep youup to date about the results of the sales
campaign in the TE. As expected, we're getting a very positive response to the

new flavors “Awesome Apricot” and “Outrageous Orange "

The demographic studies in the test area proved to be helpful in positioning the
products. We are a big hit with the twenty-something group and expect to pick up -

L | ;H

| Page 1 Sec 1 1A [at 27" Ln11 Col 55 1236 PM [RECT [MRK [EXT [OVR [wPH




. Display the item
in Page View that
you want to
convert.

. From the
File menu,
choose Links.

. Choose the name
of your word
processing
software.

v NOTE: PaperPort’s built-in Visioneer OCR software has an option

CONVERTING AN ITEM TO TEXT 49

to convert text to HTML format so that you can display the text on
an Internet Web page.

To convert an item to text from Page View:

Mew [tem

Impart....
Export...

AGUTE..

Select Sauce..

(ot

Change Title...
Summary Info...

Frint Setup...
Send...

Ezxit

M5 Exchange
Delrina YWinF ax
Fax

Microzoft Paint

Micro ord far'y
Iicrozoft write
Any Word Processor
the Frinter

the Recycle Bin
Hail

co:Mail

Archive

Refresh links
Create Mew Link...

The OCR conversion begins. If the item is a stack, all of its pages are
converted. To convert a single page of a stack, unstack that page from

the stack first, then convert it.
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Display the page
in Page View.

Click the
Selection

tool on the

Annotation
Tool Bar.

Drag around

CONVERTING PART OF A PAGE TO TEXT

If a page includes graphics and you convert it, the OCR software will try
to convert the graphics to text. The result will be a lot of unrecognized
characters on the page because the software can't match text characters
with graphics. In that case, select those portions of the page that contain

only text, and convert that selected area.

To convert a portion of a page to text:

the portion of
textyouwant to
convert.

From the Edit
menu, choose
Copy As Text.

The OCR
progress window
shows that the
conversion is
taking place.

The selected text
is copied to the
Clipboard.

Cancell
Product Info... |

Yisioneer PaperPort - Quotes M=] E3
File Edit Search Yiew Page Annotations ‘wWebSie Help
EIE & : = =
~| M|l Bl BlE|l alalall d
Desktop Settings Find Browse << ftem | hem »» <<Page | Page>> | Znom Out | Actual Size| Zoom In iifear
1 Here’s What the Press is saying about \D)
= PaperPort™:
0 I RaE L LECEEEE IR e e EE R R R PR R » o
@ “Visioneer. . .has created a small, simple, inexpensive, and elegant scanning system | EEE
= .. that makes it child's play to load images of paper documants into your computer Ee ]
IEJ and organize and manage them.” =
—Wall Street Journal R
E: b o o . u e
o “Vfisioneer has added enough features and compatibility with industry-standard —
f document and communication packages to make this version a big step forward - |l ‘E[_
without compromising the MVP Award-winning usability of its first releasa.”
W -PC Computing B<
7 i
=
[
|Quotes I 200 DPI, Black & white [ 1of1 | 100%
OCR



6. Open the

CONVERTING A SCANNED SPREADSHEET 51

application where
you want to paste

(o I S
[Canit Hepeat: B

the text and - s
(B [EirHE
choose Paste from Paste Chiky
that application’s Efsteﬁneciat-- o
Edit menu. Selectdl  Ciileh
FEind... Chrl+F
Feplace... Chrl+H
GoTo.. Chil+G
AutoT ext..
Bookmark...
iz,
et
CONVERTING A SCANNED SPREADSHEET
Converting a scanned spreadsheet is similar to converting a page of text.
In most cases the spreadsheet retains it columnar format, and the
spreadsheet application recognizes number characters as numbers if you
want to update them.
To convert a spreadsheet from Desktop View:
1- SeIECt the ¥Yisioneer PaperPort M= B3
Spreadsheet tO File Edit §earc View [Desktop Page WebSite Help
conve'rt. It can | M|z O gl gl &
be a Slngle Page Settings Find Browse Rotate] Duplicate | #tack | Unstack | Unstacki
spreadsheet or =
a StaCk (7 Bank Accounts Invoices Memos
i (3 Investments Invoice April 17, 1957 Sales Memo
2. Dragitontothe ____ [0 Medoal Budget
. (13 Phone Numbers “ “@
spreadsheet link 5[ Real Estate -
icon on the Link :g Receipts
Bar. You can also & Travel =

click the

spreadsheet - IV I | |
link icon. \Lmra 4 4] 1oz |»
3. When the
spreadsheet =
link icon is
highlighted, j|@ ¢ j
release the :
[Budget I 200 DFI, Black & white [ 10.5K bytes | G

mouse button.
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This sample shows Microsoft Excel as the spreadsheet application, but
you can drag the spreadsheet onto any spreadsheet icon on the Link Bar.

Instead of using the spreadsheet link icon, you can also choose Links
from the File menu, and choose the name of a spreadsheet application.

4. When the i EMicmsoﬂ Excel M=
conversion Is File Edit Formula  Format  Data  Options Macro Window  Help
complete, the Z[E[Z] [Normal RIBERRSNEEEEWEEEE R
spreadsheet [ | BUDGET FOREGAST
application = BUDGET XLS A
0
opens and you =
can begin editing 8 : : B ]
its text and o= F | 6 [ H [ 1 [ J [ kK [ L [ ™
numbers. 4 8/66] Q1 | 9/66] 10/86] 11786 Q2 |  S1 | 12/8
B |5 | $28.675 85525 $28.675 $29.575 $31.875 $90.125 $175650 $31.675
3 10000 30000 10000 10000 13000 33000 £3000 1200
7 3000 5500 2500 5000 2500 5000 16500 330
g 4575 137285 4575 4575 4575 13725 27450 457
9 5500 28800 5500 5500 5500 25800 57600 950
10 1500 4500 2000 2400 2200 6500 11100 2zl
11
@ [12] $28.200 $84.600 $28.200 $23.400 $25.900 $77.500 $162,100 $22.,900
- 13 7500 22500 7500 7500 10000 25000 47500 750
14 2000 5000 2000 2000 2000 5000 12000 200
15 5000 24000 5000 2700 2700 13400 37400 270
16 g200 24600 g200 g200 5200 24600 45200 ged
- [17 2500 7500 2500 5000 5000 5500 16000 250
Ready == [NU| [

v NOTE: To maintain the column format for a spreadsheet table,
choose Link Preferences from the Edit menu, click the icon for your
spreadsheet application, click OCR Setting, and deselect
Decolumnized Output. That setting maintains the column format
for tables in word processing applications.

v NOTE: Spreadsheets are often displayed horizontally. To rotate them
after scanning, select the spreadsheets and click the Rotate button.

RELATED TOPICS IN HELP

Convert an Item to Text
Manage and Use Other Links
PaperPort Basics, Using PaperPort Links



CHAPTER 8

Filling In Preprinted
Forms with FormTyper

Insurance forms, registration cards, coupons, and tax forms are examples
of preprinted forms. They have fields that you need to fill in with data,
such as name, address, and telephone number.

In the past, you had to use a typewriter or a ballpoint pen to fill in the
fields manually on preprinted forms. With the Visioneer FormTyper
application, you can enter data using your computer and then print the
form. The end result is the preprinted form, filled with data just as if you
had used a typewriter.

This chapter explains how to:
= Fill in a form using FormTyper
= Use the FormTyper tools

m Printa filled in form

53



54 CHAPTER 8: FILLING IN PREPRINTED FORMS WITH FORMTYPER

FILLING IN A FORM

The following example shows a medical form on the PaperPort Desktop
with fields to fill in.

To fill in a form with FormTyper:

Yisioneer PaperPort [_[ol=]
1. Select the form File Edit Seach “iew Desktop Page 'wWebSite Help
~> #H| B O &\ 4| &
2- Dl'ag the form Find Browse Ratate Duplicate Stack: Unstack | Unstack1
onto the = =
FormTyper Ilnk [:‘ Bank Accounts Invoices Memos
icon on the Link g L:::E:‘ENS Medical Form Irwvice 749796 Sales Memo
Bar ; Phaone Murbers &
Real Estate
L2 Receipts
You can also just - Tares
. -3 Travel
click the
FormTyper link -
icon. q 1otz |» 4] 1oz |pf
3. When the |
FormTyper
link icon is j o | o - |‘ j
. . b =P R
highlighted, OGN ¥ |
release the | Medical Farm [ 200 DPI, Black & white 106K byles: | 4
mouse button.

After a few moments while the software analyzes the form to find its
fields, the FormTyper window opens. The fields are underlined in blue,
and the cursor is at the first field to be filled in.

To fill in a form from Page View, choose Links from the File menu and
then choose Visioneer FormTyper from the Links menu. The FormTyper
application opens, and you can begin filling in the data fields.



4. Begin typing data
if the cursor is at
the first field that
you want to fill in.

To type in any
other field, click
the field.

To add another
line to a field,
press Enter.

5. When you're
finished typing in
a field, press the
Tab key or the
left or right arrow
keys to move to
the next field.

6. From the Form
menu, choose
Save to
PaperPort
Desktop As.

7. Type a name for
the filled-in form
and click OK.

v TIP: Before dragging the form onto the FormTyper Link, switch to

FILLNG IN A FORM 55

Page View and use the Enhance Lines tool to darken and straighten
the form’s lines. The PaperPort FormTyper link identifies underlining
of blank areas on a form as data fields to be filled in. Darkening and
straightening the form’s lines with the Enhance Lines tool helps
PaperPort find the fields with more accuracy.

= Visioneer FormTyper - Medical Form

Form  Edit Yiew Fields Help

A st || & sewa @] &

REQUEST FOR INDIVIDUAL CONVERSION =

People's HMO Pollcy
" " To
GUP MO IDENTIFICATION NO.
8 MAME | el [J REMAINING RESIDENT IN TAKECARE SERVICE AREA
— ) LEAVING TAKECARE SERVICE ARES Blus Cros
i FTATE zP [Hdonh ] Ouy_ | Ve _|

DEPENDENTS COVERED UNDER CONTRACT:
TCABT MAME [T iffaceet] FIRET

TNITIAL |_BIRTHDATE TG BE conTiues)
pore—""""" 1 |DENTIFICATIGN
NUMBER WO

Mo | Da | Yy

I
|
4
1

|
L
1 J

t‘m‘wm

EMPLOYER AUTHORIZATION BAGNATURE DATE

BUBSCRIBER S SIGNATURE DATE
TC1BE BE (Rew. 779)

WHATE = HMO COPY  VELLOW = IPACORY  PINK = SUBSCRIBER COPY _ILI
»

%

If you make a mistake or need to edit the data, double-click the field
again. The cursor is in the text and you can edit it. After filling in all the

fields, you must save the form.

Save To Desktop As... E

Mews Formn M ame
— IMedicaI Farm [Filled In]

o ]

Cancel |

Medical Form [Filled In]

The form appears on the
PaperPort Desktop. The “A”
symbols indicate fields filled
with text annotations
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| 2of 3 | 3
EYEEIEY
E

v NOTE: Use the Save to PaperPort As command to save the filled-in
form. The Save to PaperPort Desktop command overwrites the form.
Use Save to PaperPort Desktop only if you don't want to keep an
original copy of the form.

FORMTYPER TOOLS

The FormTyper application has the “look and feel” of the PaperPort 5.0
Deluxe Software. Some of FormTyper’s tools are similar.

Form Navigator. If the form has more than one page, click the t arrows
to display the previous or next page. Click the middle of the navigator
(that says 2 of 3 in this example) to see the Go To Page dialog box.

Zoom Navigator. Click the Plus magnifying glass to enlarge the image
of the form. Click the Minus magnifying glass to reduce the image.
Click Actual to see the image at its actual size.

Place Field. Click to place a field manually on a form. Then put the
cursor on the form, hold down the mouse button, and drag to create a
new field.

Auto-Find. Click to have FormTyper find all of the fields on the form
again. Use this button if you've deleted some fields and want to find
them again automatically.

PRINTING A FILLED-IN FORM

Once the filled-in form is saved to the PaperPort Desktop, you can print
it as you would any scanned item. Select the form and drag it to the
printer link icon on the Link Bar. You can also choose Print from the
File menu.

RELATED TOPICS IN HELP

Fill In a Form

Working with Items in Page View

Working with Items on the PaperPort Desktop



CHAPTER 9

Annotating a Page

To communicate well, you need to draw the reader’s attention to
important information. When working with paper, you can highlight
text with highlighter markers, add post-it notes, and circle text with a
pen or pencil. With PaperPort, you can use these methods but in
electronic form.

This chapter shows how to:

Select, move, and resize annotations

Cut, copy, paste, and crop sections of a page
Straighten a page that was scanned at an angle
Scroll quickly

Write notes on a page

Highlight sections of a page

Draw lines and arrows

Add a picture to a page

Display and hide annotations

Print items
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Here is an example of a page with some annotations.

Visioneer PaperPort - Quotes [Letter) M= B3
File Edit Seach Yiew Page MAnnotations WebSite Help
~|l#ale|lal=z|gdl sl alalal 4
Select|on select an area Desktop Settings Find Browse <4 ftem ftem »x << Page Page » Zoom Out | Actual Size| Zoom In lzard’
to copy, cut, paste, or | A A ; = (@
crop. Y. )
. =, ‘o, that's hard ta
Note. Add a note, just W[ b )
like a post-it note. W / T
EJ m%d slpennlar.z"l:‘en of the inforrmation you deal with exists on paper. In i
Arrow. Point to : 100 consanior. cosk efecive wey o e 1>t paper-ased Momaton wih =
important information [ ek e G il
with a line or arrow. & oot prstoat et Wby T e oot iz
—_— manitor and is aciivated simply by feeding in any piece of paper. There isn't even an St
onfoff switch! The PaperPort software integrates with your prirter, electronic fax, and =
‘Qf op {OCR) you know and A ET
nghllght Add a _.i Papemmmmg-mngwamjﬁmim.wucmu-muﬁummphﬁmium |
h|gh||ght Color. - :;lmmmlmdmmnwmhmm.phmﬁlﬂm?w- —
B =
| L
Freehand. Circle or Y - Call now for more
underline important Y fematen.
information. ’ [ o
. [Quates [ 200DFI, Black & 'White | 4of5 7EE
Picture. Add an

illustration to a page.

You can also tell if an item in Desktop View contains annotations
because they appear as small symbols on the thumbnails.

Yizioneer PaperPort
File Edit Search “iew Desktop Page ‘webSite Help|

M E| C

Find Browse Rotate

Page Settings

(27 Adticles & Clippings Annatations

(I Bank Accounts
(I Investments

Symbols on the thumbnail
indicate that the item has
annotations.

(23 Medical

(] Phone Numbers
(23 Real Estate
(I Receipts

(] Tawes
-] Travel
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USING THE ANNOTATION TOOLS
The basic method of using the annotation tools is similar for each tool.

To use an annotation tool:

¥Yisioneer PaperPort - Training Memo [Promo Letter2] M= B3
File Edit Search Yiew Page Annctations ‘webSite Help
~l#ale|lalzx| gl el aalalal 8
Desktap Sattings Find Browse <4 tem | Hem rr << Paga | Page »» | | Zoom Out | fotial Size| Zoom In iz
S =]
A q\uﬁ'ﬂf o
1. Click the tool on Sl ]
the Annotation = PR —
Tool Bar. ALl n RandcorCA 30110 %
2. Place the cursor __ E D Sl st .
on the page. ;: “This fall, Tropical Blends is offering an exciting sales promotion package to all sales associates o
|tS shape WI | | | = in our U8, and internatianal offices. You can win cutstanding prizes, including the ultimare | =
i ‘& tropical vacation—a wezk for twe in heavenly Tahiti. 12[
indicate the tool — Hecre's how you can winl The sales assaciate with the most rotal sales between September 1 —
you selected. W and December 31, 1996, will win the grand prize. Other fbulous prizes will also be given BT
= AWAY. ——
Af Picrure you and your companion at a full-service, ocean-front resort for seven ﬁn:‘:'ﬁJ:Ed days [ |
; — and six romantic nights. Crysral clear warer, white sand beaches, warm broezes, a —
3. Depending on the oo i =
t0.0| you SEIeCted1 — For complete details abosut how to win and ses sail for Tahici next winter, scc the arrached
click or drag the meamo.
cursor to use the 4 Geodhes /
tool —J:.CM g
' Jecques Gelure =
| Training b emo | 200DPI, Black & white | Eof 10 100% 4

The following examples show how to use the annotation tools.

POINTER

Use the Pointer tool to select annotations on a page. Annotations must
be selected in order to move, resize, or edit them.
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To use the Pointer tool to move, resize, or edit an annotation:

1. Click an
annotation to
select it.

Zuess wihat?
Jacques was

promoted! A
2. To move the ~a

annotation, put

the pointer inside

the selected area, i
and drag the Guess what?

annotation to a Jacques was
new place. promoted|

3. Toresize the -
annotation, put GUess what?
the pointer on one vJacques wias
of the selection promoted|
boxes, hold down

the mouse button, T~

and drag the

pointer. \
4. To edit the text in

an annotation,

double-click the

annotation. The

cursor is at the

start of the text. Buess what?

Jacques was
promaoted!

| SELECTION

Use the Selection tool to select an area to crop, cut, copy and paste, such
as a graphic for use in another application, or your signature for use on a
form letter.

v TIP: Use the selection process to copy your signature onto letters.
Then you can fax a signed copy of your letters directly from your
computer without having to print the letter, sign it, and then rescan
it (or send it from a fax machine).



1. Drag to select an
area of the page.

2. Depending on
what you want to
do with the
selection, choose a
command from
the Edit menu.

3. To paste the
selection to
another
document, open
it, and choose
Paste from the
Edit menu.

USING THE ANNOTATION TOOLS 61

To use the Selection tool:

Br------------ |
L W visiomeer )
E--------—-—---
Undo Chi+Z
Unda All Changes
Cut Clrl+
LCopy Chil+C
Paste Chrl+
Paste az Annotation
Delete [rel
Crop
Copy Az Tegt
Select All Chrl+4,
[ezeleatAll [Str 0
Freferences...
Link Preferences...

CUT AND PASTE OPTIONS

You can copy (or cut) and paste to and from pages and applications in
several different combinations:

= From one page to another in Page View. The copied image is pasted
onto the receiving page; you can then move the image into place.

= From Page View to the PaperPort Desktop. A new item is created on the
Desktop with the copied image on it.

= From Page View to another application. The copied image appears on
the page in that application; you can then move that image to its
correct position in that application.

= From another application to PaperPort. If the copied image is a
graphic, pasting it to the PaperPort Desktop creates a new item with
the image on it. Pasting to the Page View puts that image on the page
being displayed. If the copied material is text, it can be pasted to a
PaperPort note or to mark-up text (single lines of text only), but
copied text cannot be pasted directly to a thumbnail on the PaperPort
Desktop. To paste a picture that can be moved and resized on a page,
paste it to the page in Page View using the Paste as Annotation
command.
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v NOTE: Another copy and paste option is the Copy As Text
command in the Edit menu. PaperPort converts the selection to text
at the same time it copies the text to the Clipboard.

STRAIGHTEN PAGE

=

Use the Straighten Page tool to straighten a page, either horizontally or
vertically, that was originally scanned in at an angle.

To straighten a page:

1. Hold dOWn the Visioneer PaperPort - Training Memo [Promo Letter?)
mouse bUttOI’] Flle Edit Search View Page Annotations ‘WebSite Help
and draw a line | Mlelal=|g2glalalal 4
along the edge of Desktop Settings Find Browse < em femn »> << Page Page »» Zoom Out | Aotuzl Size | Zeom In iTEETa|
|
an area that you | Ll “ O
want to be L] ~ TROPICAL BuEnDs Hurs 17 Bi . 2]
horizontal or &) i, st &
vertical on the @ SR e o T
2 Torr ! as alrudy diaplaced seved st BIE0C L, o
page. EJ orporctons o th lading sopples et o
L] hit, Bonezn Beans, "'""‘:',,‘:‘ salen. —
‘- "o Wea, yot retaos the dlogonce of =
Htg Tounched Boneno ﬁ-m"wi::'.;* —
he wos the
=4 sty e e e &
\ s - B
= i et domand, Bkl Bmlt O —
J b e s e —HE
e e e o wiry ™ =
|
[Training Memo | 200DFI.Black & White | Eof10 [100% z
2 . Whel"l yOU Yisioneer PaperPort - Training Memo [Promo Letter2)
release the File Edit Seach Yiew Page Annotations WebSite Help
mouse button, ~lhale|lal=x|2lElalalal @
the Paperport Desktop Settings Find Browse << em Item > << Page Page 5+ Zoom Out | Actuzl Sizz| Zoom In SRS
- 3
software i 1S
straightens the [ . TROPICAL BLENDs HiTs IT Bic! )
— ALkl ly, . . =
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. Click the page.

. Type the note in
the text box that
appears.

. To collapse all the
notes on a page,
select any one of
the notes first.

. From the

Annotations
menu, choose
Collapse Notes.

. To see the notes

again, select any
note, then choose
Expand Notes
from the
Annotations
menu.
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PAN
Use the Pan tool to scroll an image quickly, up, down, left, or right.

To use the Pan tool:
1. Click the Pan tool. The pointer changes to a hand pointer.

2. Drag the mouse. The page image moves as you move the mouse.
NOTE

Use the Note tool to write a resizable note at any place on the page.
You can also “collapse” the note so it doesn't cover any information on
the page.

To write a note with the Note tool:

| The insertion point is ready
for you to begin typing.

As you type the
note, the box
expands to fit the
amount of text...

Guess what?
Jacgues was
promoted]

|% ___ The collapsed note icon
indicates a Note is at that
position on the page.
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1.
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j

Click the page
where you want
to type text.

. Type a line of

text.

Hold down the
mouse button
and drag the
Highlighter tool
over the area you
want to highlight.

i

Hold down the
mouse button
and draw a line
around the area
you want to
emphasize.

MARK-UP
Use the Mark-Up tool to add a line of text to the page.

To write a note with the Mark-Up tool:

The Mark-Up tool is for typing a single line of text, like this.
Don't press Enter to type a second line of text...

...Instead create another mark-up box and type your text.

HIGHLIGHTER
Use the Highlighter tool to highlight any part of a page with a color.

To highlight a portion of a page:

Here’s What the Press is saying about
PaperPort™:
“Visioneer. . .has created a small, simpie, inexpensive, and elegant scanning system

. . .that makes it chiid's to foad images of paper documents into your computer
and organize and manage .

£

=Wall Street Journal

“Visloneer has added enough features and compatibility with industry-standard
document and communication o make this version a big step forward -
without compromising the MVP Award-winning usability of its first release.”

-PC Computing

FREEHAND

Use the Freehand tool to draw freehand marks, for example, circle text
or underline important sentences.

To draw freehand lines on a page:




7

1. Hold down the

mouse button and
drag to draw a line
or arrow.

. To add or remove

arrowheads when
you draw, choose
Line Arrowhead
from the
Annotations
menu.
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To change the line width of an existing line, select it, then choose Line
Width from the Annotations menu and choose a new line width.

To change the width for new lines that you want to draw, click the
Freehand tool or Arrow tool, click the right mouse button and choose
Line Width from the displayed menu, or choose Line Width from the
Annotations menu and then choose a new width. Existing lines will not
be affected.

ARROW

Use the Arrow tool to draw straight lines, with or without arrowheads,
to point to specific parts of a page.

To draw straight lines with the Arrow tool:

e
[ &rnotations

v Show Annotations

[Ballapse Stk ates:
Erpand|Sticknictes

ot
Caolor...

Line Width 3

PICTURE

Use the Picture annotation tool to place a picture as an annotation onto
a page. You can add a Picture annotation by selecting a bitmap file
already saved on your hard disk or by pasting a picture from the
Clipboard.

To add a picture to a page using the Clipboard, copy the picture to the
Windows Clipboard, and then display the page in Page View. Choose
Paste As Annotation from the Edit menu. The picture is pasted onto the
page. If you paste a color picture onto a black-and-white page, the
picture appears in black-and-white but retains its color information in
case you copy and paste it later.
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To add a picture with the Picture tool:

1. ClICk the PICtU re Visioneer PaperPort - Training Memo [Promo Letter?) H=l B3
t00|, then C|iCk File Edit Seach Yiew Page Annotations ‘WebSite Help
on the page where | #| & | B |
you Want the Deshtop Settings Find Browse << kem hem > =< Page Page »> Zoom Cut 2|
Ficutjrs to be ol = |
ocated. e’ )
: . i B
The Open dialog fries=H |
box appears. j
Dear Sales Associare: S
2. Select Bitmap ______
Files as the file Open 1]
type from the Look jn: Ia Data j il s
drop-down list. ) Desktor
) ptdspool
3. Select the name (21 Searchds
of the picture.
4. Click Open.
The picture
appegrs on the 1= File name: INew\ngn bmp Open I
page Files of type:  [Bitmap Files [* brop) = Corcel_|
5. To reposition a ]
pICtU re’ CI |Ck the : ViSiDEEI PapElFrl - Training Memu [Promo LEllElZ] [_1O]
Pomter tOOI and File Edit Search “iew Page Annotations| WebSite Help
. ElEl RV | O | =] =
then click the D Bt ﬁ B@ [ | 3 =l ZDQD %
picture to select cidop | | Settings f wouse || <chem | tem»> | ccPage | Fegess | Zoom o i =
it. Handles <
around the 5
picture indicate it =) Bw
is selected. 5]
6. Drag the picture __ D Sales Assocae: E‘
to its proper
pOSItlon on the Visioneer PaperPort - Training Memo [Promo Letter2) M=l E3
page. TO I’ESIZG File Edit Search Wiew Page Annotations ‘webSite Help
the picture, drag ~| Mle| alx| B|E]| @ )
one of its handles. Desiaop | semtings Find | Browse | cotem | hemo>s | cxPage | Page | Zoomowm e
. L] . &0 =
You can resize or [~ oz g‘?‘*@‘ Yes, %
reposition a I &- )
picture whenever A0 P Vil son s eaaseo =
it is displayed in M 4 i
Page View. E Dear Sales Associare: hisid




DISPLAYING AND HIDING ANNOTATIONS

DISPLAYING AND HIDING ANNOTATIONS
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You can display items on Page View with all of their annotations either
visible or hidden. This feature is especially useful if you want to print or
fax an item, but dont want to include the annotations.

To display or hide annotations:

1. In Page View,
choose Show L

Annotations Colapse Sticky Notes
from the Evpand | Sticknictes
Annotations Eo‘nt

menu. The (O) =i
checkmark means e
the annotations =

are visible.

2. To hide annotations,
choose Show
Annotations again
from the
Annotations menu.

A page with visible annotations

The same page with hidden annotations

ing Memo (Fromo Lelter2) [E S [_[O[x]
File ions  WebSite Help e Help
SEEE IR ERE] e R E 1!\
oromse | ccrem | memo> | <cpage | Page»> | zoom 0w | cena cis| zoomm | T Osciiop | _Semtngs | | souse | ccrem | tem>> | ccPage | Page>» | zoom ow | oot i |
=
A X ¢
n‘\‘ﬁ’ﬁ i, The date has ) )
~ 'IE' <~ changed!| = = =
ooty / o 0 =
fon r 1, DATE: Navember 1, 1996
TO: @ ﬂ TO: Jasques Gelure @
Wyhat do you think = @ ;l';‘:':" E*WEJﬂw .
of this new — = o v campign —
name? E “ _@
=l [ el
E: < B
] 7 ]
targe the avee hirty group. =i =
st for kick-off next month. We =l =
the news media. Sec the artached arricle for some of the press
[Training Memo [ 200DPI, Black & whits | Bof 10 [0 4 [Training Memo | 200DPI, Black & *White [100%
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1. Select the item.
It can be a single
item or a stack.

2. Drag the selected
item onto the
Printer link icon
on the Link Bar.

You can also just
click the printer
link icon.

3. When the printer
link icon is
highlighted,
release the mouse
button.

@

CHAPTER 9: ANNOTATING A PAGE

PRINTING ITEMS

You can print any scanned item. If an item contains annotations that
you don't want to include when it’s printed, remember to turn off the

annotations first.

To print an item:

Vizsioneer PaperPort | _ (O] x|
Fil= Edit Search Yiew Desktop Page 'WebSite Help
» A & C &g &4 | &
Page Settings Find Browse Rotate Duplicate Sta Unstack Unstack1 Amange
% :::&?j‘imﬂngs Invoices Memos
Iedical F: i
(0] Investments - =dical Farm Invoice &piil 17,1997 Sales Memo
-3 Medical g & N
(23] Phone Mumbers - S i} =
(] Real Estate
-[27] Rieceipts
(7] Taxes _
B3 Travel = 5
4] 1otz |» T4 tetz |»
: & i 25 Lok
gl |[E AEEE :
[Trvoices ‘ I 200 DPI, Black & White: [ 106K bytes |

4

You can also print by choosing Print from the File menu.

RELATED TOPICS IN HELP

Change Annotations

Create Annotations

Manage Annotations
PaperPort Basics, Page View
Print, Save, and Delete Items




CHAPTER 10

Editing Images

An original image may not be the exact color or sharpness that you
want, even before it’s scanned. For example, an indoor snapshot of your
family or household pet may have the “red eye” effect from the cameras
flash. Using PaperPort’s Remove Red Eye tool, you can remove the red.
Other tools help you adjust colors, contrast, and other image
characteristics.

This chapter shows how to:

Rotate images

Improve the color and sharpness of an image

Adjust the color, brightness, and tint of a color picture
Sharpen or blur an image

Remove the “red eye” effect from flash photographs
Crop the page

Invert the colors of an image

Remove stray dots on a page

Enhance lines in images of tables and forms
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CHAPTER 10: EDITING IMAGES

2

Click one of the
Rotate tools.

The image rotates
90 degrees to the
left or right
depending on the
tool you select.

To rotate the
object more than
90 degrees, click
the tool again.

USING THE IMAGE EDITING TOOLS

The image editing tools are designed to improve images scanned in
color, black-and-white, and grayscale. The tools available in Page View
depend on the type of image.

ROTATE RIGHT OR LEFT

Use the Rotate tools to rotate an entire pages 90 degrees to the left or
right. Pages with annotations cannot be rotated.

Rotating a page is particularly useful for spreadsheets, graphs, charts,
and other pages normally displayed horizontally. After scanning a page
vertically, rotate it to produce a horizontal page like the original.

You can rotate multiple pages or a stack. For example, after scanning in
several spreadsheets, you can select them all or stack them and click the
Rotate button. All of the spreadsheets will be rotated together.

To rotate images using the Rotate Image tools:

1 |

Hi
T
+ o i aned it

LA i
]
1

]
T
of atnns? vzl i

T

v NOTE: All tools on the Image Tool Bar have equivalent commands
available from the menus. For example, you can also rotate items
using the Rotate command from the Page menu.



-~

Click the AutoFix

Picture tool.

This sample

picture of a flower
cart becomes

clearer and
sharper.

i

‘iizard
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AUTOFIX PICTURE

Use the AutoFix Picture tool to automatically enrich the quality of an
image. The PaperPort software analyzes the image and improves its
appearance as much as possible. Fuzzy images may become sharper, and
underexposed (dark) or overexposed (lighter) photos may be darkened
or lightened. However, if the quality of the original image is very poor,
even the automatic image improvement may not help.

To enhance images with the AutoFix Picture tool:

Before After N

v NOTE: If the image is already at the proper exposure and in focus,
PaperPort cannot improve it further. In fact, clicking the AutoFix
Picture tool may seem to degrade image quality because PaperPort
assumes the image needs to be modified, even though it’s already just
right. If you try to AutoFix a picture and do not like the results,
choose Undo AutoFix Picture from the Edit menu.

ADJUST PICTURE

The Adjust Picture tool is for manually adjusting a color picture’s
brightness and contrast, color, and tint.

v NOTE: The Picture Wizard is also for adjusting a color picture.
Clicking the Picture Wizard button on the Command Bar walks you
through the most likely steps to produce a good quality image.
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» Click the Picture
Wizard buttonon
the Command
Bar.

A series of dialog
boxes walk you
through the
process to adjust
the picture
quality.

1. Click the Adjust
Picture tool.

2. Select the picture
that you like best.
The one you
select moves to
the center and
becomes the
current picture,
or the one to
adjust.

3. Click a button to
adjust a feature of
the picture.

4. Drag theslider to
adjust that
feature.

5. Click OK.

To use the Picture Wizard:

Picture Wizard

Weloome To Picture 'wizard |

W
| will lead you through sewveral steps ta imprave your picture. iﬂ

Please click on the Nest button to continue.

< Back I Mext > I

Cancel |

This is the first Wizard dialog box. Click
Next to see the next dialog box.

To use the Adjust Picture tool:

Adjust Picture
Original Picture :

—Adjust

€ Brightness & Contrast
= Colar

 Tint
—&mount of Changes
|
S
Less ] Mare

Click the pict

Undo &ll Changes |
Undo Last Change |
Help |

See the Help system for more details about Adjust Picture and the

Picture Wizard.




. Click the Sharpen
Picture tool.

The Sharpen
Picture dialog
box appears.
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SHARPEN PICTURE

Use the Sharpen Picture tool to sharpen or blur a color picture.

To sharpen or blur a color picture with the Sharpen Picture tool:

Sharpen Picture [x]

Eilur Sharpen

. Drag the slider to
sharpen or blur
the picture.

. Click OK.

. Click the
Selection tool.

. Select the portion
of the pupil of the —‘
eyes that are red.

%

Befre—A blurred picture After—The sharpené'd picture

REMOVE RED EYE

Indoor flash photographs can produce the “red eye” effect that turns the
pupils of the eyes red. Using the Remove Red Eye tool you can remove
the redness from the eyes in the image.

To remove the red eye effect with the Remove Red Eye tool:

. Click the Remove

Red Eye tool.
PaperPort
removes the red
from the eyes.
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1. Click the
Selection tool.

2. Select the area to
remain on the
page. The rest of
the image will be
removed.

3. Click the Crop
Page tool.

v TIP: Use the Zoom In button (on the Command Bar) before
selecting the red area, and then select as small an area of the eye as
possible. PaperPort removes the color red from the entire selected
area. If the selected area includes other parts of the eye that have tints
of red in them (as light brown eyes often do), those tints will be
removed too.

CROP PAGE

Use the Crop Page tool to remove part of a page. The cropped part
remains, but the rest of the image is removed from the page.

To remove a part of a page:

The croe |mae

The full image

v TIP: Create a duplicate of an image before cropping it because
cropping permanently removes the unselected portion of the image.
Having a duplicate ensures that if you crop too much, you can
always start over with the original. To create a duplicate of an image,
select it on Desktop View and choose Duplicate Item from the
Desktop menu.



Click the Invert
Page tool.

The image
reverses color.

Click the Remove
Stray Dots tool.

PaperPort
removes the stray
dots from the

page.
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INVERT PAGE

Use the Invert Page tool to reverse the colors of an image. This is
particularly helpful for reading text on images with a dark background
and light letters.

To reverse images with the Invert tool:

Before After

REMOVE STRAY DOTS

Sometimes a page has small marks, dots, or speckles that appear on the
scanned page. For example, scanned newspaper articles often have
extraneous spots on the page. Clicking the Remove Stray Dots tool
automatically cleans those extra marks from the scanned image.

This tool applies only to images scanned in black and white.

To clean a page with the Remove Stray Dots tool:

Before After

v NOTE: PaperPort removes only the smaller dots and speckles on the
page because larger marks, such as handwritten notes, may be a valid
part of the image. To remove larger unwanted portions of an image,
use the Selection tool (on the Annotation Tool Bar) to select the
unwanted portion, then choose Cut from the Edit menu.
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ENHANCE LINES

I

Use the Enhance Lines tool to automatically darken and straighten
horizontal lines on a black-and-white scanned image, such as a table or
preprinted form. Enhancing lines is particularly helpful prior to using
the PaperPort FormTyper link to fill in scanned preprinted forms.

To darken and straighten lines with the Enhance Lines tool:

n CI'Ck the REQUEST FOR INDIVIDUAL CONVERSION
Enhance Lines : o
tool.

The |ines are w T o
straightened and —
darkened. - —

CREATING WALLPAPER FROM AN ITEM

The background color of your computer’s screen is called “wallpaper.”
Typically it is a nondescript color, but you can easily change it to an
image from PaperPort, for example, a picture of your spouse or children.

To create wallpaper:
1. Select the item for the wallpaper.

2. Choose Set as Wallpaper from the Page menu. The screen
background color changes to that image.

v NOTE: To change back to the original wallpaper, open the Windows
Control Panel, double-click Display, click the Background tab,
choose a wallpaper pattern from the Wallpaper menu and click OK.

@ RELATED TOPICS IN HELP

Adjust Color Pictures and Other Images
Add Notes, Arrows, and Other Annotations




CHAPTER 11

Filing Items In Folders

PaperPort’s filing system with folders is similar to the filing system that
you use with Windows, except the PaperPort folders are only for items
scanned or imported to the PaperPort Desktop.

This chapter shows how to:

Store items in folders
Create new folders

Give folders titles

Store folders in folders
See the contents of folders

Find an item in a folder
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The list of folders

The list of folders appears in Desktop View along the left side of the
window.

Yizsioneer PaperPort =] B3
File Edit Seach “iew Desktop Page 'webSite Help

> 4| & C

Fage Settings Find Browse Rotate

Duplicate

=

Stach

&

Unstack

&

Unstack1

Aange |

Op;
(23 Auticles & Clippings
(23 Bark Accounts
[0 Investments

Invoices Memos
(23 Medical

Proma Letter Irvaice April 17,1997 Sales Memo

il [[] Real Estat > 2 £
[ Real Estate =

(] Receipts
o[ Tawes
- (2 Travel

IREENL 4] 102 |

=
FF] 7 =
4 23 |57 # | 0
|Promo Letter | 200 DPI. Black & ‘white [ 106K bytes s

v NOTE: You can add other folders to the list, give them new titles,
store folders within folders, and change their colors.

DRAGGING AND DROPPING ITEMS INTO FOLDERS

The easiest way to move an item into a folder is by dragging and
dropping the item into the folder. You can file items one at a time, or

you can file multiple selected items all at the same time. Each folder can
hold up to 200 items.



1. Click an item(s)
to select it.
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To drag and drop an item into a folder:

Visioneer PaperPort

I[=] B3

File Edit Search View Desklop Page WebSite Help

2. Drag the selected
item into a folder.

L~ & E| O

Page Settings Find Browse Rotat

ﬁg PaperPort Desktop .

(L Articles

-] Bank & It B

H C-l ANk ACCOUNS Medical Form Medical Form [Filled In)
--[L]] Contacts

Duplicate

=

Stk

&

Unstack

&

Unstack1

A

3. Whenthefolderis J
highlighted,
release the mouse
button.

g ——
(20 Irvestments e _ Pt
@

+1-[Z]] Real Estate
i ([3-Peesipt
(] Tawes
-] Travel

q|@

|Promo Letter |

g

200 DP), Black &'wihite | 106K bytes 7

You can also put the selected item into a folder using the Move to Folder
or Copy to Folder commands in the Desktop menu. The Copy to
Folder command creates a copy of the item and puts it into the new
folder, but leaves the original item in its original folder.

CREATING NEW FOLDERS

You can add new folders to the main list, or add a folder within a folder
to create a sublist of folders. Each sublist can contain up to 100 folders,
and each folder can have up to five sublists.

For example, you could create a folder named Business and another one
named Vacation for your Travel folder. Then you could keep all your
business travel receipts in one, and vacation travel receipts in the other.
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To add a folder to the main list of folders:

File Edit Search Wiew Desktop
1. Click PaperPort | M
2ge Sattings Find
Desktop.
@
(I Bank Accounts
G Irvestments
2. From the -] Medical
H i[2] Phaone Mumbers
File menu, 7] Feal Estate
choose New (] Receipts
(B Taves
Folder. -2 Travel
3. Type the new
folder’s title, and
. ! Folder Title: ok |
then click OK.

Cancel |

Folder Color:

[ T Mans 5]

To add a folder within another folder, click the folder instead of the
PaperPort Desktop. Choose New Folder from the File menu, type a title
for the new folder, and click OK.

GIVING FOLDERS NEW TITLES

Each folder must have a title. You can re-title any folder, including the
basic set of folders that you receive with PaperPort.

v NOTE: The PaperPort Desktop is not a folder and cannot be
renamed.



1. Click a folder to
select it.

2. Click the folder’s
title to see the text
box for editing
the title.

3. Type the new title
and press the
Enter key or just
click elsewhere on
the PaperPort
Desktop.
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To give a folder a new title:

Visioneer PaperPort | _ (O] x]
File Edit Search View Desklop Page WebSite Help

| M E|C & |&a

Page Settings Find Browse Fotate Duplicate es(elle Unzstack Unstack1 ATange
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|Pramo Letter | 200DP, Black & white | 106K bgtes| 4

You can also select the folder and choose Change Title from the File
menu.

DRAGGING AND DROPPING FOLDERS INTO FOLDERS

Folders can be stored in other folders by dragging and dropping one
folder into another.

v TIP: Holding down the Ctrl key while dragging a folder into
another folder creates a duplicate of the one you're dragging. Thisis a
quick way to create a new folder, and can save time when you're
creating a batch of new folders. When you're finished creating the
folders, you can give each new one its own title. If the folder being
duplicated already contains items, they are duplicated too.
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To drag and drop one folder into another:
:
1. Click a folder to Mkl s

; File Edit Search “iew Desktop
select it.

| #
Page Sattings Find
2. Drag the selected ) PaperPort Desktop
folder onto (] Adicles

(I Bank Accounts

another folder.

3. Whenthefolderis j

highlighted,

-] 1993
release the mouse G- (] 1934

button.

You can tell when a folder has other folders in it because a small plus

sign appears next to a folder. A minus sign indicates the folder is open
and lists its folders.

SEEING THE CONTENTS OF FOLDERS

Desktop View displays the contents of the open folder. Thus, if you
open the Travel folder, you will see all the scanned items stored in that
folder. Only one folder at a time is open,; therefore opening a new folder
closes the one that was open.

To see the folders within a folder:

File Edit Seach “iew Deskiop

1. Click the plus —_ (]
sign, or double- ! Setings Iﬂ
C|iCk the folder. Q PaperPort Desktop

- (2] Aricles

--G Bark Accounts

2. To close a folder, i

. A [ERESRE nvestments:
click the minus - (] Bonds

[ Stocks

sign or double- Ly Medial
click the folder. =] Tawes
(27 1393

-] 1994




Click a folder to
see the items in it.

You can also click
the Browse
button to see all
the items in all
the folders.

. In Desktop View,
choose Find Item
from the Search

menu. r
. Type the text to

identify the item.
. Selectone or more

checkboxes to
identify where to
search for the text.

. Select the buttons

to find just the
first, or all items
that have that text.
Click OK.
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To see the items in a folder:

¥izioneer PaperPort M= E
File Edit Search Yiew Desktop Page 'webSite Help

| B E| C | A | &

Page Settings Find Browse Rotate Duplicate | Stack Unstack | Unstackl Amange
|y PaperPort Desklop -
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(7 Taxes
-7 Travel

USING SIMPLESEARCH TO FIND AN ITEM

PaperPort’s SimpleSearch features help you find scanned items. For
example, if you recall the item’s title or keywords, PaperPort can find the
item based on that information. However, PaperPort also reads the
entire text content of each scanned item and can find items based on any
words and phrases in the content. To use this powerful search feature,
make sure that the Content checkbox is selected in the Find Item dialog
box.

To use SimpleSearch to find an item in a folder:

Find Item E

SimpleSearch | Options I

| Search far Ielegant scanning

In: vV Content [ Title ™ Annotations
[ Keywords I Comments [~ Creator
Find:  First Item & Al ltems

SimpleSearch Status
Al itemsz hate not been added to the SimpleSearch
database.

Update SimpleSearch |

|

QK I Cancel | Help
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CHAPTER 11: FILING ITEMS IN FOLDERS

Hew...
Open

Delete

Mowe To Falder..
Copy To Falder...
Change Title...

Find Item..

Add To SimpleSearch...
Browse

Chl+F

Cirl+B

Calars
Preferences...

In the SimpleSearch dialog box, you can:

Click the Options tab to display several options for using
SimpleSearch, including whether you want PaperPort to match the
exact phrase you're looking for or to find text that closely matches.

Click the Update SimpleSearch button to read any items that havent
been read yet. This adds the items’ text to the SimpleSearch database
(which is similar to the index of this guide).

You can add specific items to the SimpleSearch database. Click an item
or folder with the right mouse button and then choose Add to
SimpleSearch from the shortcut menu. This is particularly useful when
you've scanned a number of items and filed them in a new folder. Click
the folder with the right mouse button, and PaperPort begins adding the
items’ content to the SimpleSearch database.

v NOTE: SimpleSearch works “in the background,” which means that

PaperPort is constantly reading items’ textual content even while
you're working on other tasks. For this reason, you may see messages
that SimpleSearch has not finished adding items to its database and
that you shouldn't quit the application. These messages occur when
PaperPort is still reading some scanned items. Normally, if you wait a
few moments, PaperPort finishes the process, and you can then quit
the application.

RELATED TOPICS IN HELP

Create Folders

Find Items and Folders
PaperPort Basics, Desktop View
Name and Organize Folders
Place Items in Folders



APPENDIX A

PaperPort Viewer

With PaperPort Viewer, you can share PaperPort items—including
articles, letters, contracts, budgets, reports, and photos with others who
do not own the PaperPort software. PaperPort Viewer lets others view
and print PaperPort items.

You can distribute PaperPort Viewer to others free of charge.

One way to send someone PaperPort Viewer is to attach the PaperPort
Viewer file to an e-mail message and then send that e-mail message

to the recipient.

The PaperPort CD includes PaperPort Viewer for Windows. See the
installation guide that you received with your PaperPort scanner for
instructions about installing applications from the CD.

PaperPort Viewer is also available free on Visioneer’s Web page.
The address is http://www.visioneer.com.

PaperPort Viewer has its own Help information. Please see that Help
information for a complete description of PaperPort Viewer and how to
use it.
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INDEX

A

Actual Size button 26
Add to SimpleSearch command 84
Adjust Picture dialog box 72
Adjust Picture tool 71
Annotation Tool Bar 23, 59
annotation tool samples 4, 59-66
annotations

collapse notes 63

copy and paste 61

hiding or displaying 67

how to create 59

on forms 55

samples 58

selecting 59—60
Archive link 20
Arrange button 25
Arrow tool 65
Auto-Find button 56
AutoFix Picture tool 71

B

back up files 20

blurred picture 73

BMP picture 66
brightness and contrast 71
Browse button 25, 83
business card scan 17

C

clean page 75
Collapse Notes command 63
color photo

adjusting 72

definition 69, 71

sharpen 73

color picture
adjusting 71
as wallpaper 76
blurred 73
brightness and contrast 71
clearer 71
removing red eye 73
reverse 75
scanning 71
tint 71
column format 52
Command Bar 17, 21, 24, 25
Content checkbox 83
convert text 7, 47-50
copy annotations 61
Copy As Text command 50, 62
Create New Link 5
Crop Page tool 74

D

data, entering on a form 54
date title 30
deselect an item 29
Desktop button 24, 26
Desktop View

annotations 58

Command Bar 24

definition 2, 21, 32

e-mail 39

folders 78, 82

switch to 24

titles 30
drag and drop

create a stack 28

folder in folder 81

item in folder 78
Duplicate button 25
Duplicate Item command, before cropping 74
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E

e-mail link 6, 7, 35, 38, 39
Enhance Lines tool 55, 76
Excel 52

Export command 20
export item 12, 20

F

fax
link 6, 35, 36
with ScanDirect 43
fax, one page 33
field
editing 55
finding 56
on a form 54
placing 56
file format 20
Find button 25

find item, with SimpleSearch 11, 83

Finish button 44
flash photo, remove red eye 73
folders
adding to list 80
contents 82
definition 21
drag and drop folders 81
dragging items 78—79
duplicating 81
in folders 10, 82
list of 78
new folder 79
new title 80
selecting 81
form
darken lines 76
fields 54
filling in 54
printing 56
saving 55
seeing in FormTyper 56
Form Navigator 56

FormTyper
definition 8
enhance lines 76
print a form 56
sample 54
tools 56

Freehand tool 64

G
Go To Page 31

H

Highlighter tool 64
HTML format 49

image editing tool samples 70—76

Image Tool Bar 23
import item 12
Internet 6, 12, 39, 40, 49, 85
Invert Page tool 75
item
export 12, 20
fax with ScanDirect 43
filing in a folder 10
finding 11, 83
import 12
in folder 82
in FormTyper 56
print 68
rotate 25
saved 20
scanned at an angle 62
scanning 16
selecting and deselecting 29
send
as e-mail 38
as fax 36
tiled on a page 33
title 19, 29
unstacking 32
item title, default 30




L

letter, signature on 60

line width 65

Line Widths command 65

lines, darken and straighten 55, 76
Link Bar 5—7, 21, 22, 68

link, creating manually 5

Links menu 35, 37, 40, 48, 52, 54

M

Mark-Up tool 64
move picture 66

N

Netscape Navigator e-mail link 6, 39
Next item button 26
Next page button 26
Note tool 63
notes
collapse 63
on a page 63

0

OCR
definition 7, 45
sample 46
OLE Return button 26
Open dialog box 66
Optical Character Recognition, See OCR

P

page
arrows 65
clean dots 75
convert portion to text 50
crop portion 74
enhance lines 76
highlight sections 64
note 64
reverse colors 75
scanned at an angle 62
Page button 25
Page menu 31
Page Navigators 31

INDEX 89

Page View

Command Bar 25

convert text 49

definition 2, 23

fax item 38

FormTyper 54

switch to 24
Pan tool 63
paper return 17
PaperPort Desktop 18, 21, 56
PaperPort Viewer 12, 85
paste

annotations 61

converted text 51
Paste as Annotation command 61
Per-Page Titles command 30
photo

exposure and focus 71

scan 17
picture

add to page 65

reposition and resize 66
Picture tool 65, 66
Place Field button 56
Pointer tool 59
preprinted form 8, 53
Previous item button 26
Previous page button 26
print items 68
Printer link icon 68

R

Remove Red Eye tool 69, 73
Remove Stray Dots tool 75
right mouse button 13

Rotate button 25, 52

Rotate Right and Left tools 70
rotate spreadsheet 70

S

Save to PaperPort As command 55
scan

color 9

page 16

photo 17

preview 16
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Scan Settings 9, 17, 18
ScanDirect Control Panel
about button 43
definition 7, 35
fax an item 43
help 43
icon positions 43
icons 42
scan multiple pages button 42
scan single page button 42
scroll arrows 42
starting 41
with PaperPort 44
screen background 76
scroll quickly 63
search for item 11
select an item 29
Selection tool 50, 60
Set as Wallpaper command 76
Settings button 17, 25
Sharpen Picture tool 73
shortcuts, right mouse button 13
signature, copy to a letter 60
SimpleSearch 83-84
definition 11
spreadsheet
column format 52
converting 51
link 51
rotating several 52, 70
stack
convert text 48
creating 27
definition 22, 27
drag and drop 28
sample 4
seeing pages in 31
title 29
unstacking 32
Stack button 25, 28
Status Bar 21, 22
Storing Color Photos 9
Straighten Page tool 62

T

technical support 6, 40
text
convert a portion 50
convert with OCR 7, 45, 47
paste converted 51
text annotation, on forms 55
text content, of item 83
thumbnail
annotations 58
definition 2, 21
tiling items 33
tint, adjusting 71
title
date format 30
definition 19
folder 80
item 28, 29
stack 28, 29
TWAIN button 26

U

unstack all pages 32
Unstack button 25
unstack one page 32
Unstackl button 25, 48

V

Viewer, PaperPort 85
Visioneer OCR software 45, 47
Visioneer Web site 12, 40, 85

W

WebSite menu 6, 40

WinFax PRO 37, 38

Wizard button 26, 71

word processing
application 48
link icon 47

/A

Zoom In button
definition 26
for red eye 74
Zoom Navigator 56
Zoom Out button 26




	PaperPort Deluxe Software User’s Guide
	Copyright Information
	Table of Contents
	Welcome to the PaperPort�Software
	View Scanned Items Two Ways
	Improve Image Quality
	Add Notes, Highlight Areas, and Mark Up a Page
	Combine Items into Stacks
	Link to Many Other Applications
	Scan It and Fax It
	Send Scanned Items Over the Internet
	Scan It and E-Mail It
	Convert Scanned Text to Text That You Can�Edit
	Scan Directly to Another Application
	Fill In a Preprinted Form
	Scan to Get the Best Image
	Organize Items in Personal Folders
	Use SimpleSearch to Find an Item
	Import Items from Other Applications
	Export Items in Other Formats
	View PaperPort Items on Other Computers
	Right Mouse Button Shortcuts

	Scanning Items
	Scanning a Page
	Scanning a Photo or Business Card
	Why You Don’t Need to Save a Scanned Item

	Viewing Items
	Desktop View
	Page View
	Switching Between Desktop View and Page View
	Using the Command Bar in Desktop View
	Using the Command Bar in Page View

	Stacking Items
	Combining Items into Stacks
	Using Drag and Drop to Create Stacks
	Selecting and Deselecting Items

	Giving Titles to Items and Stacks
	Moving Between Stacked Pages
	Unstacking Items
	Tiling Items

	Sending a Fax or E-Mail Message
	Overview
	Sending a Scanned Item as a Fax
	Sending a Scanned Item with an E-Mail Message
	Getting PaperPort Information on the Internet

	Using ScanDirect
	Starting ScanDirect
	The ScanDirect Control Panel
	Using ScanDirect: An Example
	Running PaperPort and ScanDirect Together

	Converting a Scanned Item to Text
	What Is OCR?
	Converting an Item to Text
	Converting Part of a Page to Text
	Converting a Scanned Spreadsheet

	Filling In Preprinted Forms with FormTyper
	Filling In a Form
	FormTyper Tools
	Printing a Filled-In Form

	Annotating a Page
	Using the Annotation Tools
	Pointer
	Selection
	Straighten Page
	Pan
	Note
	Mark-Up
	Highlighter
	Freehand
	Arrow
	Picture

	Displaying and Hiding Annotations
	Printing Items

	Editing Images
	Using the Image Editing Tools
	Rotate Right or Left
	AutoFix Picture
	Adjust Picture
	Sharpen Picture
	Remove Red Eye
	Crop Page
	Invert Page
	Remove Stray Dots
	Enhance Lines

	Creating Wallpaper from an Item

	Filing Items in Folders
	Dragging and Dropping Items into Folders
	Creating New Folders
	Giving Folders New Titles
	Dragging and Dropping Folders into Folders
	Seeing the Contents of Folders
	Using SimpleSearch to Find an Item

	PaperPort Viewer
	Index

