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Welcome to the Readiris documentation. The aim of this
documentation is to help you get up to speed with using Readiris. It
covers Readiris' installation and setup, the basic processing steps
and the application's commands and working areas. At the end of
the documentation you find an How to section in which particular
questions are addressed.

The procedures described in this documentation are based on the
Windows 7 operating system.

This documentation is written with the assumption that you know
how to work in a Microsoft Windows environment. Consult your
Windows documentation if necessary, in case you are not familiar
with menu commands, dialog boxes, drop-down lists, docking
windows and so on.

The information in this documentation is subject to change without
prior notice.

INTRODUCING READIRIS

Readiris is 1.R.1.S." flagship document recognition software. With
Readiris you can scan paper documents, open image files and
digital camera images and turn them into fully editable text
documents and text-searchable PDF documents you can save, share
and send to the Cloud. Readiris supports a wide range of output
formats, the most important ones being Microsoft Word, Microsoft
Excel and PDF.

The documents Readiris generates can either be saved on your
computer, directly sent via e-mail or exported to Cloud applications
such as Evernote, Dropbox, GoogleDocs and box. With Readiris
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Corporate you can also send documents to Microsoft SharePoint,
Therefore, IRISNext and FTP web sites.

Readiris recognizes documents in 137 languages. All American and
European languages, including the Central-European, Baltic and
Cyrillic languages as well as Greek and Turkish are supported.
Readiris also recognizes Arabic, Farsi and Hebrew, as well as four
Asian languages: Japanese, Simplified and Traditional Chinese and
Korean.

Besides text recognition, Readiris offers powerful compression
features for PDF and XPS files, thanks to I.R.I.S." compression
technology iIHQC.

WHAT'S NEW IN READIRIS 14

e Brand-new Interface

e New OCR engine

e New iHQC engine

e Multi-thread Processing

e Output Formats .DOCX and .XLSX
e Export to the Cloud

e Easy Web viewing PDF files

e Multiple Watched Folders

10
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Brand-new Interface

If you ever used a previous version of Readiris you'll notice
immediately that the interface of Readiris 14 looks completely
different. The menus and toolbars have been replaced by a Ribbon.

The Ribbon contains all the commands you need to process
documents and to complete your OCR tasks. Commands are
classified per group. Groups, in turn, are collected under tabs. Each
tab is dedicated to one type of activity, such as scanning documents
or exporting documents.

Tip: to learn more about the new interface, see the topic Exploring the
interface.

Readiris - C\Program Files\F

Page Cloud Setup -
v

Command
Group Tab

New OCR Engine

In Readiris 14, I.R.1.S." new OCR engine DRS 15 is used, which
leads to improved accuracy.

11
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New iHQC Engine

The new iHQC engine used in Readiris 14 is now compatible with
the Preview application on Apple iOS and Mac OS 10.7.

Multi-thread Processing

Readiris uses Multi-thread Processing if your computer is equipped
with a multi-core processor.

Thanks to Readiris' multi-threading architecture, the processing
speed has been drastically improved.

How does Multi-thread Processing work in Readiris?

When you open or scan a document, Readiris carries out several
conversion tasks - or threads - in order to recognize the document.
The number of threads Readiris is able to execute at the same time,
depends on the number of cores in your computer. Suppose your
computer is equipped with a quad-core processor. In that case,
Readiris is able to execute 4 threads on 4 different pages. As soon
as one thread is finished on a page, Readiris immediately starts the
next one.

Activity 2 x
| Task1

| Task 2
| Task 3

B Analyzing page 1

12
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Output Formats .DOCX and .XLSX

The new standard Microsoft Word format .docx and the new
standard Microsoft Excel format .xIsx are now supported as output
format by Readiris.

Export to the Cloud

The documents you process with Readiris can be sent to several
Cloud applications. Readiris Pro sends documents to the Cloud
applications Evernote, Dropbox GoogleDocs and box.

Readiris Corporate also sends documents to Microsoft SharePoint
2011, SharePoint Online, Therefore 2011, Therefore Online,
IRISNext and FTP web sites.

aw O3 088

Evernote SharePoint Dropbox Google Therefore  Box
Docs

Easy Web viewing PDF files

Readiris now also generates linearized PDF files, which allow faster
web viewing. This feature is especially convenient when you are
accessing documents stored on a web server.

Multiple Watched Folders

Readiris 14 supports the use of up to 32 Watched Folders and is no
longer limited to 1.

13
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LEGAL NOTICES

Copyrights
Copyrights © 1987-2012 1.R.1.S. All Rights Reserved.

I.R.1.S. owns the copyrights to the Readiris software, to the online
help system and to this publication.

The information contained in this document is the property of
I.R.1.S. Its content is subject to change without notice and does not
represent a commitment on the part of I.R.1.S. The software
described in this document is furnished under a license agreement
which states the terms of use of this product. The software may be
used or copied only in accordance with the terms of that agreement.
No part of this publication may be reproduced, transmitted, stored
in a retrieval system, or translated into another language without the
prior written consent of 1.R.1.S.

This documentation uses fictitious names as examples; references to
actual persons, companies or organizations are strictly coincidental.

Trademarks

The Readiris logo and Readiris are trademarks of Image
Recognition Integrated Systems S.A.

OCR and barcode technology by I.R.L.S.

AutoFormat and Linguistic technology by I.R.I.S.

BCR and field analysis technology by I.R.I.S.

IHQC compression technology by I.R.L.S.

Windows is a registered trademark of Microsoft Corporation in the
United States and other countries.

15



Legal Notices

All other products mentioned in this documentation are trademarks
or registered trademarks of their respective owners.

Patents

IHQC~ patent-protected. US Patent No. 8,068,684.

16
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SECTION 1:
INSTALLATION AND ACTIVATION

SYSTEM REQUIREMENTS

The minimum system requirements to install and run Readiris are:

e A 1GHz CPU or higher. A Multi-Core processor is
recommended.

Note: when your computer is equipped with a multi-core
processor, Readiris uses the multiple cores to achieve faster
processing.

e 1 GB RAM. 2 GB RAM is recommended.

e 200 MB free hard disk space. 1 GB free hard disk space is
recommended.

e Microsoft Windows XP (as of Service Pack 2), Windows Vista
(32 and 64 bit), Windows 7 (32 and 64 bit) Operating System.

Microsoft .NET Framework 2 is required.

INSTALLING READIRIS

Before you try and install Readiris, make sure you have the
necessary administrator rights to install applications on your
computer.

17
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To install Readiris:

¢ Insert the Readiris CD-ROM in the CD-ROM drive of your
computer.

e When the AutoRun window appears, click Readiris to start the
Installation Wizard.

In case the AutoRun window does not appear (this depends on
your Windows settings):

o Go to Computer > CD-ROM Dirive.

o Double-click the CD-ROM Drive icon, and then double-
click setup.exe to start the Installation Wizard.

e Select the installation language and click OK.
e Accept the terms of the license agreement.

e A complete installation is offered. If you are an experienced user
you can also select Custom and only install the components you
need.

e Click Next and follow the on-screen instructions.

e Click Finish to complete the installation.
The submenu IRIS > Readiris in the Windows Programs list is
created automatically by the installation program.
The installation program also creates a shortcut to the Readiris
application on the Windows desktop.

18
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ACTIVATING READIRIS

Once you have installed Readiris you need to activate it.
Unactivated copies of Readiris are only available for use for 10

days.

To activate Readiris:

e Double-click the Readiris shortcut on the Desktop to start.

e You are prompted to activate Readiris. Click Yes to do so.

e Note that an internet connection is required to activate Readiris.

e Enter the activation code you find on the label inside the DVD
box.

Note: if you downloaded an ESD version, your activation code
was sent to you by e-mail.

e Then click OK to finish the activation.

Tip: if an error occurs during the activation process, note that you can also do
a manual activation.

Activate Readiris —_—

an error occured in the activation process

Refry ‘ ‘ Cancel H Manual Operation ‘

If errors keep occurring, you might need to deactivate your firewall
and try again. Consult the Windows help file if necessary. To do so,
press f1 on your keyboard while you're on the Desktop.

19
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SOFTWARE REGISTRATION

Once you've activated your software you can also register it.

Registering is required to get Technical Support. It also offers
other benefits, such as free updates, free trial downloads, video
tutorials, discount on new products, and so on.

To register Readiris:

e Click the Readiris button in the top left corner of the interface,
then click Readiris Registration.

\ OCR Wizard

"I: 3 ] User Interface Language
Advanced 5Settings

Readiris Activation

o) &)

—
I yReadiriS Registration
o

e Fill in the Registration form and click Register now.

Note that an internet connection is required to register.

20
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I.R.1.S. OCR Registration Wizard L= Ex=

Register your I.R.I.S. OCR software

e
IS
Docament to Knowledge

Registration Form Why Should You Register Your Software

Country/Region = Relgium - Software Patches

First Name =«

Last Name « Product Discounts

Company

I Free Access o FAQ Support
Email »

Phone Number
Free Software Tutorials

Device Model

# Reguired fialds

‘ Register now ‘ ‘ Cancel ‘

CHECK FOR UPDATES

When you register your copy of Readiris you are entitled to free
software updates.

To check if updates are available:

e Click the Readiris button in the top left corner of the interface.
e Then click Check for updates.

Note: Readiris automatically checks for updates every 30 days.

21
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ﬁ;}

\\ OCR Wizard

'I: ] User Interface Language

—h
o° Advanced 5ettings

—p
()| Readiris Activation

[2) Readiris Registration
@ Search for Updates

UNINSTALLING READIRIS

Should you want to remove Readiris from your computer, follow
the procedure below.

To uninstall the application:

Close Readiris.

From the Windows Start menu, go to the Control Panel.

Click Programs and Features.

Then select Readiris from the list and click Uninstall.

22
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@ (\—/vh‘ﬂ » Contral Panel » Frograms » Programs and Features

Control Panel Home .
Uninstall or change a program

RER sl paaeg To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
% Turn Windows features on or
off

Organize * Uninstall Change Repair
Install a program from the -
network Name Fublisher
Readiris Corporate 14 LR.LS.

I g Rieadiris Pro 12 RIS

B | RICOH Media Driver RICCH

[ RoboSource Contral 3.1 Adobe Systems

TECHNICAL SUPPORT

If you register your copy of Readiris you are entitled to free
technical support. In the Technical Support section of our website
www.irislink.com/support. you can find F.A.Q.'s (frequently asked
questions), Video Tutorials, and much more information to solve
common issues.

If you still can't find an answer to your question, click Technical
Support Contact and fill in the Web Contact Form.

Technical Support
FAQ

Getting started

Product registration s
Technical Support

Maintenance Program

Updates

Drivers Consumer Product Support

User guides
Support Policies I_R_.I_S_ .can hglp you m_ d|fferent ways if you encountgr
difficulties while installing or using your product. In this

Technical Support Contact section you will find FAQ's, user guides, manuals,

Video Tutorials drivers, updates and contact details of our helpdesk.

Tip: also check the User Guides section on the site to make sure you have
the latest version of this User Guide.

23
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SECTION 2: GETTING STARTED

USING READIRIS FOR THE FIRST TIME

To run Readiris:

e Double-click the Readiris icon on the Desktop.

-~

Or start Readiris from the Windows Programs list:

e Click Start > All Programs > IRIS > Readiris.

I |’ All Programs

| | Search programs and files

I IRIS
I Cardiris 5.5
I IRISCompressor
| IRISMNotes Executive
| Readiris Corporate 14
.| LR.LS. on the Internet
Lj Readiris Corporate 14

25
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EXPLORING THE INTERFACE

The new Readiris interface looks as follows:

Readiris - C:\Program Files\Readiris Corporate 14\Samples\autoformat,jpg (page 1 of 1) @@E

View

= Page 1
Cover.. |-
Barcade
Image ... | CiProgram Fi..
Analyzi.. | 0.46

Resolu...| 300
Width 2110
Height | 2615

OCR i
e et in which case you will dit aad
ot it yourselr and you can pecrate U

E
=3
o
0
=
-

The interface consists of the following components and panels:

1. Ribbon

The Ribbon is by far the most important tool in Readiris. It
contains all the commands you need to process your
documents. The commands are classified per group.
Groups, in turn, are collected under tabs.

The numbers on the ribbon indicate the order of the steps
you should take.

1. Scan a document, or open an image From File.

2. Select the Output format and Destination.

Tip: it is recommended to set the Language and Configuration
settings before scanning or opening documents.

26
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Tip: point the cursor to the different commands to display their
tooltip. The tooltips describe what each command does.

Click to access the Language
recognition options

2. Pages panel

Each page you scan or open in Readiris has its thumbnail
displayed in the Pages panel. The pages are processed top-
down.

To change the order of the pages, you drag a page from
one location to another. You can also move pages up and
down, or delete them by right-clicking them and selecting
the corresponding action.

Exclude Page 1
Select Page 1

Delete Page 1
Move Page 1 Up
Move Page 1 Down

Cover page

3. Activity panel

The Activity panel displays the tasks that Readiris is
carrying out. In each field you see a description of the
task, and on which page it is being carried out.

27
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Note: the more cores you computer is equipped with, the
greater the processing speed will be.

Activity o x
Task 1
Task ?

Task 3
| Task 4

4. Properties panel

The Properties panel displays the properties information
of each page, such as the scan time, OCR time, the scan
resolution, etc.

Properties o x
= Document Properties
= Page 1
Cowver page |-
Barcode

»

1

Irmage sour... | ChProgram Fil...
Analyzing ti... | 0.45

CCR time 1.49
Fesolution | 300

Whidlth 211a

Height 2615

| ineakaw ?

5. SmartTasks / Scanned image

When no images have been scanned or opened in Readiris,
the SmartTask dashboard is displayed. The SmartTasks
allow you to do the most common scanning and
conversion tasks in Readiris.

See the topic Using the SmartTasks to learn how to
change their default configuration.

28
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Send to YWord

||

Send to Excel

Archive as PDF

Send to e-mail

O

Send to Cloud

Document separation and
indexing

When a document is scanned or opened into Readiris, its
image is displayed. The different recognition zones are
displayed. To learn how to modify the recognition zones,
see the topic Editing the Recognition Zones.

29
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Note that the appearance of the components and panels described
above can be customized to your liking.

CUSTOMIZING THE INTERFACE

The interface can be customized in several ways:
Note that the Pages panel cannot me hidden or moved around.
Autohiding the panels

The panels can be auto-hidden to save space in the Readiris
interface.

e Click the Auto-hide icon on a panel to hide it.

e When a panel is hidden, its name appears vertically in
the left or right sidebar.

Properties nox I
Document Properties

Lg

sauadolg

=

e Point the cursor to the name to make the panel appear.

e To disable the Autohide function, click the Autohide
icon again.

Hiding panels

In case you want to hide the panels completely:
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e Click the View menu.

o Clear the check boxes of the panels you want to hide.

@ Readris e C:\Pr

Moving the panels around

The panels do not have fixed positions. They can be placed
anywhere inside the Readiris interface.

To move a panel:

e Double-click its title bar.

Document Properties ‘

e The panel appears in a reduced version in the middle of
the interface.

e Now you can drag it to a different position, and expand
it.
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Properties 1 x

Document Properties

e To restore a panel to its initial position, double-click its
title bar again.

Minimizing the Ribbon

The ribbon can be minimized to save space in the Readiris
interface.

e To minimize the ribbon, right-click inside the ribbon,
then click Minimize.

==y

B © ©
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e The ribbon will then look as follows:

Home Zones Page Cloud Setup View

e Click a tab to display its options.

CHANGING THE USER INTERFACE LANGUAGE

Readiris opens in English by default. If you want to change the
interface language:

e Click the Readiris button in the top left corner, then click
Interface Language.

N
-
o

OCR Wizard

User Interface Language

Advanced 5ettings

¢ Inthe Language window that opens, select the language of your
choice, then click OK.

33
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Language

| English [English] v |
Arabic [ ]
Brazilian [FPorugués (Brasil)] —

Bulgarian [Benrapck] Cancel
Catalan [Catald

Chinese (Simplified)
Chinese (Traditional) [P 5 (558
.= Czech [Cesky]

Note: If you selected an incorrect language by mistake, click
Ctrl+U inside Readiris. The Language dialog box opens and you
can select another language from the list.

CONFIGURING YOUR SCANNER

In order to scan documents in Readiris, your scanner must be
configured correctly.

Before you configure the scanner in Readiris:

1. Make sure your scanner is connected to your computer, and
switched on.

Note: the scanner should be physically connected to your
computer with a USB cable. An ethernet or wireless connection
may also be used if the Twain driver supplied by the
manufacturer has been engineered with that capability.

2. Make sure you have the latest available Twain driver installed for
your scanner.

In general, drivers can be found on the website of your scanner
manufacturer. They are not provided by I.R.1.S. Note that some
scanner drivers may not work under the latest versions of

Windows. See the documentation supplied with your scanner to
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find out which platforms are supported. If necessary, contact your
scanner manufacturer.

Configuration

e Click the down arrow beneath Scan in the ribbon.

e Then click Settings.

Zones Pa_ge Cloud §eup View
= Microsoft Word 2007, 2010

,'Save as File

.; & Settings

e When you do this for the first time, the Scanner Model list
appears automatically.

In this list you select your scanner profile. The scanner profiles
allow you to access features specific to your scanner. For
example, duplex scanning.

Do not worry if you don't see your scanner in the list; not all
scanners have specific scanner profiles.

Important note: in case you don't find the exact same profile, do
not select a profile that resembles it. Instead, select a universal
Twain profile. Different Twain profiles are available:

Select <Twain><OTHER MODELS> when you are using
a regular, flatbed scanner.

Select <Twain><OTHER MODELS>(User interface) if
you want to use your scanner user interface to scan
documents instead of Readiris.

35



Section 2: Getting Started

Select <Twain><OTHER MODELS with duplex
feeder> when you are using a duplex scanner, which scans
both the front and backside of a page.

Scanner model

<Twa|n} <|:|ther mu:udels> (TWAIN Fofax WRE)
<Twain> <other models> (User Interface)

Aggfa DuoScan T1200 [TWAIN)

Aggfa FotoLook [TWAIN)

Agfa FotoLook (User Interface) [TWwWAIN)
Agfa FotoLook 2.07 (TWAIN)
Agfa FotoLook 3.08 (TWWAIN)

Agfa Scanise [TWWAIN)
Agfa Znapscan ed0 (TyAlN) i

111

Once you've selected a scanner model, you must configure you
scanner driver.

e Click Configure to select your scanner driver.

If you do not see your scanner listed in the Select Source
window, then your scanner driver has not been installed
properly. Re-install your scanner driver before trying to
configure it in Readiris. The scanner driver can usually be found
on the website of your scanner manufacturer.

Select Source @

Scanner SeuEass

Canon MPR50 ser 15.0 (32-32)
IRISCard 4 Calor 1.2 (32-32)

,

Scanner model

<Twainr <other models»

[ Scanner Model..,

’ Caonfigure... l I

Once the scanner has been configured you can start scanning, using
the default scanner settings.

For more information about the different scanner settings and how
to change them, see the topic Selecting the Scanner Settings.
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SECTION 3: BASIC DOCUMENT
PROCESSING

BASIC DOCUMENT PROCESSING

Processing documents with Readiris is fairly straightforward when
using a basic configuration. In this topic we discuss which steps to
take when doing such a basic configuration. For detailed
information about the all the configuration steps, see sections 4 to
10.

Before you begin:
1. Select the Main document language on the Languages tab.

Selecting the right document language is essential to obtain good
recognition results with Readiris. The default language is set to
the language you selected during installation.

Note: you can always change the document language after
opening a document, but know that Readiris then has to redo the
recognition on the entire document. This of course slows down
your process.

Main English (USA) -
Secondary =
Mumeric

Languages fa

2. Select the Page Configuration options of your choice on the
Configuration tab:
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Section 3: Basic Document Processing

Page Analysis is selected by default. This option divides your
documents into recognition zones. Without recognition zones,
Readiris cannot process your documents. If you choose to disable
this function, you will need to draw recognition zones manually
on your documents.

Readiris can deskew (straighten) and rotate the documents you
open.

Rotation |Mone =

Processing documents

Step 1: Scan or Open your documents

Click Scan to scan paper documents with your scanner.

In order to scan documents your scanner must be correctly
configured. See the section Configuring your scanner if
necessary.

or

Click From File to open existing image files.

The images are displayed in the interface. If necessary you can
modify the recognition zones. See the section Editing the
Recognition Zones for detailed information.
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Step 2: Select the Output Format and Destination

e Click the Output Format list.

“*R Readiris - C:\Proc

Cloud Sétup \ﬁew

e Then select the required Output Format from the list.

You can, for instance, save your documents as Word documents
to do text editing, or save them as PDF documents for storage
purposes. For detailed information about the different output
formats and the different formatting options, see the sections
Saving Documents and Selecting the Formatting Options.

Output

@ ¥PS (ML Paper Specification) Searchable Image (*.xps)
T adobe acrobat PDF Image-Text (* pof)
) adabe Acrobat PDF Searchable Image * pdf)
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e In the second list, you select the Destination of your documents:

o Select Save as File to save the documents locally to your
computer or portable storage device.

o Select E-mail to send the documents by e-mail.

o Or select a Cloud application to send your documents to
the Cloud.

Note that the connection to the Cloud applications must be
configured correctly to be able to export. See the section
Sending Documents to the Cloud to learn how to do so.

|I Evernote - I

ked Save a3 File
1 E-mail
. Evernote

L SharePaoint
£ Drophoz

#8 Google Docs
[ Therefore

m B

When you've gone through these steps, click Send to start
processing documents.

o Readiris - C:\Prot

Cloud Setup View

Tips:

In case you want more guidance while configuring Readiris, use the Wizard.
The Wizard guides you through each step of the configuration. See the
section Using the Wizard for more information about each step.
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Another way to get quick results with Readiris, is using the SmartTasks.
They contain pre-configured commands and allow you to process documents
in just a few clicks. See the section Using the SmartTasks for more
information.

Saving the processing settings

Note that Readiris saves the processing settings automatically when
closing the application. Next time you start Readiris it applies the
same settings.

In case you want to save a specific settings profile:

e Click the Readiris button.

e Then click Save Settings and name the settings file.

Loading settings:

e Click the Readiris button.

e Then click Load Settings and select the settings file you saved.

Restoring factory settings:

e Click the Readiris button.

e Then click Restore Settings.
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USING THE WIZARD

The Wizard guides you step by step through the configuration
process. Once you've gone through the steps, click Go to start the
automatic Readiris process.

To start the Wizard:

e Click the Readiris button, then click Wizard.

B

\\ OCR Wizard

‘I: ] User Interface Language

—h
o Advanced Settings

Steps of the Wizard

Step 1: Select the image source

You can use your scanner to scan documents, or open image files
you already have on your computer.

During this first step you can also apply rotation options.

Select Page Deskewing if your documents are scanned crooked and
you want to straighten them.

Figure Step 1
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@ Scanner

Image files

Feadiris can even correct the orientation of badly scanned pages and
straighten pages that were scanned at an angle foryoul

Fotation :
90 deqg clockwise
@ Mane
180 deg
Automatic 90 deg counterclockwise

Fage Deskewing

Step 2: Select your scanner (Note: if you selected image files in
the previous step, proceed to Step 3)

If you already configured your scanner, your scanner model is
displayed here. If it is not, the Scanner Model list is displayed.
Select your exact same Scanner Model, then click Configure to
configure the driver.

For more information on how to configure the scanner, see
Configuring your scanner. For more information about the
scanner settings, see the topic Selecting the Scanner Settings.

Figure Step 2

Let's setthe scanner now.
Click the Change button to modify the scanner settings.

You should have the following values.

Maodel <image=
Resolution 300 dpi
Format A4

Change...
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Step 3: Select the Document Language of your documents.

The default document language is set to the language you selected
during installation. Click Change to select a different language.

Note: selecting the correct language is extremely important in order
to obtain good recognition results.

Figure Step 3

Setthe document language.

The following language is currently selected.

English (USA)
Secondary languages
<Mone>

| Change...

Step 4: Select the Output Format and (Cloud) Destination.

Your documents are saved as Microsoft Word files by default.
Click Change to select a different output format or destination
application.

For more information about the different output formats and their
options, see the section Saving Documents and Selecting the
Formatting Options.

Figure Step 4

Determine how you want to save and format the recognition result

The following options are currently enabled.

Format Microsoft Word 97, 2000, 2002, 2003
Paragraph On Change...
Layout Recreate source

document
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When you are done selecting the settings, click Next and then click
Go to start processing documents.

USING THE SMARTTASKS

The SmartTask dashboard is one of the fastest ways to use Readiris.
It contains pre-configured commands that allow you to scan,
process and send your documents in just a few mouse clicks.

If your scanner is configured correctly in Readiris, you can just
click one of the SmartTasks to start processing documents, using
the default settings. In case you still need to configure the scanner,
see the topic Configuring your scanner first.

To change the default settings of the SmartTasks:

e Right-click, or double-click on the SmartTask icon of your
choice.

e Select Scanner if you want to scan paper documents, or select
Image files to load existing images files on your computer.

e Then click Configure to determine the Output Format, its
Formatting Options and any Cloud destinations.

The formats and options that are available here depend on the
SmartTask you are using.

Detailed information about the different output formats and their
formatting options can be found in the sections Saving
Documents, Selecting the Formatting Options and Sending
Documents to the Cloud.
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Scanner

Image files

Configure...

Help

e Once you are done configuring your SmartTask, click it to start
processing your documents.

If you selected Scanner, Readiris starts scanning your
documents.

If you selected Image files, a window opens in which you can
select your images files.

e When Readiris has finished processing your documents, the
Output File window opens. Name your output file and select
where you want to store it.

Output File u
Savein: | MyDocumen ts - @7 @
B Name - Date modified
= | Cardiris 5.5 27/02/2012 21:52
RecentPlaces | My Oce Printer Driver Templates 2/02/2010 09:48
-\ @ My RoboHelp Projects 10/05/2012 12:00
_} I MyScript Documents 5/03/2012 12:37
Desktop | Readiris 7/05/2012 1008
== = | SafeNet Sentinel 27/02/2012 08:00
Hl | SDLTrados 25/02/2012 11:25
Libraries
!k'
Computer
‘;I < | 1 3
Network
File name autaformat -
Save as type: [Microsaft Ward 2007, 2010 - [ Concal |
DOpen after saving
IH Save as File VI
Create one file per page
Create one file per document
Subject:
Keywords; Properties. ..
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When you are using the Send to e-mail SmartTask, your default e-
mail software will open.

When you are using the Send to Cloud SmartTask, your documents
are sent to the configured Cloud application.

For information on how to use the SmartTask Document
separation, see the section How to Separate Document Batches.
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SECTION 4: SELECTING THE
CONFIGURATION OPTIONS

CONFIGURATION OPTIONS

Before you scan or open any documents in Readiris you can set a
number of Configuration options. These options help to improve
the recognition results and are carried out during the
scanning/opening of documents.

The Configuration options are located in the Configuration
group.

Rotation Mone =
Page Deskewing
/| Page Analysis
Configuration

Rotation options

Readiris can rotate your documents 90° to the right, 180° and 90° to
the left.

When you are processing a bunch of documents that do not have the
same orientation, select Automatic. In that case Readiris rotates the
documents automatically in the right direction.
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Note: make sure your documents are facing the right direction -
meaning the text is facing the scanning surface. Otherwise Readiris
will not be able to rotate them.

Page Deskewing

Select this option when you need to straighten documents that were
scanned crookedly.

Page Analysis

This option is activated by default. It splits up each page in
recognition zones. Readiris analyzes the entire page and indicates
which zones contain text, images and tables.

These recognition zones are required in order to process your
documents. If your documents do not contain any recognition
zones, Readiris will not be able to process them.

See the section Editing the Recognition Zones for detailed
information on the recognition zones, and on how to change them if
necessary.
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Next steps

When you are done selecting the options, click Scan to scan your
documents, or click From File to open existing files.

Click the thumbnails in the Pages panel and check if the options
have been correctly applied. Should not be the case, know that you
can modify them manually via the Page tab on the ribbon.

!
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Modifying the page configuration options

If the page configuration options you selected do not generate the
results you were hoping for, you can change them manually after
scanning/opening your documents.

To modify the options:
e In the Pages panel, select the page that needs to be changed.

e Then click the Page tab. Here you can re-apply the deskewing
and rotation options.

) Readiris - C:\Program Files\Readiris Corporate 14\

Home Zones

e Use the arrows in the Organize group to switch to other pages.

Tip:

If you want to modify the recognition zones, click the Zones tab. See the
topic Editing the Recognition Zones for more information.
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SECTION 5: SELECTING THE
RECOGNITION OPTIONS

RECOGNITION OPTIONS

Readiris converts scanned images, image files and PDF files into
editable text documents and text-searchable PDF documents. In
order for Readiris to recognize the text in your images, you need to
activate the correct recognition options.

Tip: it is recommended to set the document recognition options before you
scan or open any documents in Readiris. The reason for this is that Readiris
carries out the document recognition simultaneously while opening or
scanning multiple pages.

The recognition options are located in the Languages group.
Advanced recognition options are available via the expansion arrow
in the Configuration group.

Readiris - C\Program Files\Readiris Corporate 14\Samples\barcode.tif (page 3 of 3)

Page Cloud Setup View

E Microsoft Word 2007, 2010 ain English (USA) ~| Rotation |None

Q‘SharePoTnt M nda | ['] Page Deskewing
B .

Below you find an overview of the different options.

The Main language

The Main language is by far the most important recognition option.
The quality of the document recognition depends a great deal on
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selecting the correct recognition language. The recognition
language is set to the language you selected during installation.

To select a different language:

e Click the down arrow right of the Main list and select the
language of your choice.

Main English (USA) =
Secondary| English (USA)
| PNUmen Chinese (Simplified)

Arabic

French

1) [ ———

Other Recognition Options (Readiris Pro + Corporate)

Recognizing numeric documents

When you are processing documents that only contain numbers and
almost or no text, then it is recommended to select the Numeric
option.

When this option is selected Readiris only recognizes the numerals
0-9 and the following series of symbols:

+ * / % ,

Plus sign Asterisk Slash Percentage Comma
( ) - =

Period Opening Closing Hyphen Equation sign
parenthesis parenthisis

$ £ € ¥

Dollar sign Pound sign Euro sign Yen sign
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Recognizing Western words in Cyrillic and Slavic languages
and in Greek

When you are processing Cyrillic, Slavic or Greek documents that
also contain "Western" words written in the Latin alphabet - such as
proper nouns, then it is recommended to select one of the available
Language pairs.

Language pairs are always combined with the English language and
are available for Russian, Byelorussian, Ukrainian, Serbian,
Macedonian, Bulgarian and Greek.

To select a Language pair:
e Click the down arrow right of the Main list.
e Then select the required language pair.

Example

Main English (LUSA) <
Secondary’ Breton
NUmErl Bulgarian
Bulgarian-English

Byelorussian

Byelorussian-English

Speed vs. Accuracy

In Readiris Corporate you can choose whether to favor recognition
speed over accuracy and the other way around.

Tip: when you are processing low-quality images, it is
recommended to set this feature to accuracy. This yields markedly
better results.
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To access the Speed vs. Accuracy option:

e Click the expansion arrow in the Languages group.

Main English (USA) ~| Rotation None
Secondary v Page Deskewing
MNumeric /| Page Analysis
Languages E Configuration fa

e Move the slider to Speed for faster processing.

e Or move the slider to Accuracy for better recognition
results.

Speed ACCUFSCY e

|J | Cancel |

Fecagnition

Other Recognition Options (Readiris Corporate only)

Recognizing Secondary Languages inside a single document

When your documents contain text in multiple languages, it is
recommended to select a main recognition language, combined with
several Secondary languages. You may select up to 4 secondary
languages:

« Click the down arrow right of the Secondary list and check
the boxes of the required languages.

. Secondary languages that are unavailable for the selected
main language are greyed out.
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Main English (USA)

4]4

Secondary
Numeri Danish
Dutch
English (LK)

Recognizing Arabic Documents

When recognizing Arabic documents in Readiris Corporate, you
can choose which recognition engine to use: omnifont or multifont.

By default, Readiris uses the omnifont engine, which recognizes all
fonts. To obtain the best recognition results it is recommended to
use the multifont engine. This way, you can select the fonts used in
your documents.

« Click the expansion arrow on the Languages group.

« Then select Arabic from the Main language list. The Fonts
button now becomes available.

Recognition

| Cancel |

« Click the Fonts button, then select Use multifont engine.

Fonts

Use multifont engine

« Select the fonts you want to recognize in the left column, and
move them to the right column by clicking the right arrow.
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Available fonts Selected forts
Courierbew (IRIS) - Gulim (hindomws)
Lucida Sans (windows) Kofi (IRIS)
Lucida Sans Typewriter {aindo =

Malgun Gothic (Mindows)
Meiryo (indows)

Microsoft JhengHei dindowes)
Microsoft Sans Serif (Windows) =
Microsoft Dighur (W indowes)
Microsoft YaHei dWindows)
WicrosoftSansSerif (IRIS) -

m

Tip: should the recognition results be unsatisfactory, even though you
selected the correct recognition options, then the image quality of your
documents is probably insufficient. See the section Adjusting the Image
Quality to solve this problem.

ADVANCED RECOGNITION OPTIONS

Next to the document language, other document characteristics such
as the Font type and Character pitch play an important role in the
processing of documents.

You can access them by clicking the expansion arrow in the
Configuration group, or via the Readiris button > Advanced

Settings.

\\ OCR Wizard

'I: ] User Interface Language

—
5 Advanced Settings
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Font type

Readiris distinguishes between "regular” and dot matrix printed
documents. Dot matrix printers are printers that create documents
with text made up of isolated, separate dots.

Special segmentation and recognition techniques are required to
recognize dot matrix documents and need to be activated.

Far out in the uncharted back
To select the font type:

e Click the Readiris button, and then click Advanced Settings.

e Click the tab Font type.

e The font type is set to Automatic by default.

That way, Readiris recognizes "24 pin* or "NLQ" (Near Letter
Quiality) dot matrix, or other "normal” printing.

e To recognize only dot matrix printed documents, click Dot
matrix.

Readiris will recognize so-called "draft" or "9 pin™ dot matrix printed
documents.

Character pitch

The character pitch is the number of characters per inch in a
particular font. The character pitch can either be fixed, in which
case all characters have the same width, or proportional, in which
case the characters have a different width.

To select the character pitch:

e Click the Readiris button, and then click Advanced Settings.
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60

Click the tab Font type.
The character pitch is set to Automatic by default.

Click Fixed if all characters of the font have the same width.
This is often the case in old typewriter documents.

Click Proportional if the characters of the font have a different
width. Virtually all fonts in newspapers, magazines and books
are proportional.

10wa lowa

Important: these document characteristics do not apply to Asian,
Hebrew or Arabic documents.
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SECTION 6: SCANNING AND
OPENING DOCUMENTS

SCANNING DOCUMENTS

Before you begin: make sure your scanner is connected to your computer
and configured correctly. If necessary, see the topic configuring your scanner.

Readiris is Twain compliant. It supports almost any flatbed and
sheet-fed scanner, all-in-one device, digital camera and scanner
currently available.

See the topic Selecting the Scanner Settings for detailed
information on the available scanner settings in Readiris.

Important note: Readiris Pro can scan 50 pages at a time. It is not

possible to scan or open more than 50 pages inside a single Readiris
project. Readiris Corporate can open an unlimited number of pages

inside a single project.

Selecting the Scanner Settings

This section gives an overview of all the available scanner settings
in Readiris.

To access the scanner settings:

e Click the down arrow beneath the Scan button, then click
Settings.
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Cloud Setup

e The Scanner window is displayed.

Scanner

e
. Farmat:
<Twain <other models>
“ :
Cancel
[ Scanner Model... l
[ Canfigure... l
Resolution:
- Landscape
Contrast 0 300 -
- (@) Black-and-white ["]apF
Brightness ] () Grayscale [Clinvert
) o ) Color |:| Digital carmera
darken -’ - Process as 300 dpi
5 th lori
|:| Optimize resolution for OCR |:| rmoathen colorimages
[[]8can another page after L :| second(s) ["|FastBinarisation

Below you find an overview of all available scanner settings.

Scanner model

Click Scanner Model to select your scanner profile from the list.
The scanner profile allows you to access features specific to your
scanner. For example, duplex scanning (ADF). Settings that are
unavailable for your scanner are not displayed or greyed out.

Do not worry if you don't see your scanner in the list; not all
scanners have specific scanner profiles.
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If you do not find your exact scanner in the list, do not select a
similar profile. Instead, select a universal Twain profile. Different
Twain profiles are available:

Select <Twain><OTHER MODELS> when you are using a
regular, flatbed scanner.

Select <Twain><OTHER MODELS>(User interface) if you
want to use your scanner user interface to scan documents
instead of Readiris.

Select <Twain><OTHER MODELS with duplex feeder>
when you are using a duplex scanner, which scans both the
front and backside of a page.

Scanner model

=] ] els
<Twain> <other models> (TWAIN Kofax YRS)
<Twain>» <other models» (User Interface)

m

Agfa DuoScan T1200 (TWAIN)

Agfa FotoLook (TwWAIN)

Agfa FotoLook (User Interface) [ TWAIN)
Agfa FotoLook 2.07 (TWwWAIN)

Agfa FotoLook 3.08 (TWAIN)

Agfa Scamtise (TWwAIN)

|| |Agfa SnapScan edl (TWWAIN)

Cancel

Configure

Click Configure to select your scanner driver. Selecting the
correct scanner driver is required for Readiris to be able to
communicate with the scanner.

If you do not see your scanner listed in the Select Source window,
then your scanner driver has not been installed properly. Re-install
your scanner driver before trying to configure it in Readiris. The
scanner driver can usually be found on the website of your scanner
manufacturer.
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Select Source lﬁj

Sources:

Canon MPERD ser 16.0 (32-32)

IRISCard 4 Color 1.2 (32-32)

Select

Cancel

I
|

i

Contrast

When scanning low-quality documents, adjusting the Contrast
level is sometimes required to obtain an optimal scan result.

Move the Contrast slider to the right to increase the contrast
between the background and the text. Move it to the left to reduce
the contrast.

Note: when the option Auto-exposure is selected, the Contrast
slider is unavailable. The contrast settings are then adjusted
automatically.

Brightness

When you are scanning dark, blurry images, or extremely light
Images, it may be necessary to adjust the Brightness settings.

Move the Brightness slider to the right to increase the brightness of
your scans. Move the slider to the left to reduce the brightness.

Note: when the option Auto-exposure is selected, the Brightness
slider is unavailable. The brightness settings are then adjusted
automatically.
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Optimize resolution for OCR

This option adjusts the resolution of images that were scanned with
too much detail (over 600 dpi). When this option is activated
Readiris reduces the resolution to a suitable level.

Note that this option doesn't increase the resolution of images
scanned with too little detail.

Scan another page after

This option is useful when you are scanning multiple pages on a
flatbed scanner. It allows you to determine after how many seconds
Readiris scans another page. This way, you have the time to change
the pages on the scanner while Readiris scans them automatically.
You no longer need to go back to your Readiris application and
click the Scan button every time you want to scan a new page.

Use the up and down arrows to determine after how many seconds
you want Readiris to scan a new page.

Format

Click the Format list to define the size of the documents you are
scanning.

Tip: in the US Letter and Legal are the two most common
formats. Internationally, A4 is the standard.

Resolution

Select in which resolution you want to scan images. A resolution of
300 dpi (dots per inch) is recommended. When you are scanning
very small print or Asian languages, 400 dpi is recommended.
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Color mode

Readiris can scan documents in color, black-and-white and
grayscale.

Note that grayscale and color images return the best OCR results.

Landscape

Select the Landscape option when scanning landscape-oriented
documents instead of portrait-oriented documents.

When this option is selected, Readiris displays your documents as
landscape-oriented documents in the interface.

252 6 10 14418

Auto-exposure

With some scanners the Auto-exposure option is selected by
default. This option adjusts the contrast and brightness settings
automatically. A good contrast is required to obtain optimal
recognition results.

Note: when this option is selected, the Contrast and Brightness
sliders are unavailable.
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ADF

ADF stands for Automatic Document Feeder. This option is
available when your scanner is equipped with an automatic
document feeder. Select this option when you want to scan stacks of
documents all at once.

Invert

Sometimes Twain scanners display white text on a black
background when scanning documents in black-and-white. To
reverse the color of text/background on your documents, select the
Invert option.

Digital camera

When you are using a Twain compatible digital camera, you can
use your camera directly as scan source. To do so, select the Digital
camera option. Readiris will then use special recognition routines
to process the digital camera images.

See the section How to process digital camera images for tips on
using a camera as scan source.

Process as 300 dpi

Select the option Process as 300 dpi when you are processing
images of an incorrect or unknown resolution. The images will be
processed as if they had a 300 dpi resolution.

Smoothen color images

This option is selected by default. It improves the appearance of
color and grayscale images in your documents.

Note: with some scanners, image smoothening is required to
recognize color and grayscale images successfully.
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Duplex

When using a duplex scanner - a scanner that can scan both the
front and the back side of documents - the Duplex scanning option
is available. Select this option to have Readiris scan the front and
back side of documents.

Fast Binarization (Readiris Corporate only)

When you are using a high-speed scanner it is recommended to
activate Fast Binarization. This option increases the processing
speed considerably.

Tip: avoid selecting this option when scanning very low-quality
documents.

SCANNING BATCHES OF DOCUMENTS

(This section applies to Readiris Corporate only)

If you need to scan entire batches of documents you can use
Readiris' Watched Folder feature.

This way, you can scan all your documents to specific folders that
are being monitored by Readiris. Whenever Readiris spots a new
document inside one of the Watched Folders, it processes it and
exports it to a destination of your choice: in an output folder, in the
Cloud or on an FTP web site.

Readiris supports up to 32 Watched Folders. Each watched folder
can have a specific configuration. One watched folder configuration
can for instance generate Compressed PDF documents and export
them to Therefore. Another can generate RTF documents and
export them to Google Docs, where they can be edited. While yet
another one can also send documents to a different instance of
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Google Docs, using different credentials (user name and password)
and settings (output folder, etc.).

Important notes:

e When using a Readiris Watched Folder, it is not possible to use
Readiris as scanning application at the same time.

e Watched Folders can either use the Default settings - being the
settings you configured in Readiris - or Specific settings. In the
latter case, the settings you configure for a watched folder have
nothing to do with the settings you configured inside Readiris
itself.

To set up a Watched Folder configuration:

e Click the down arrow beneath the From File button.

Zones Page
= Microsoft W
O%Save as File

i oo
AGQU  Batch OCR..
Pages Watched Folder...

e Then click Watched Folder.

Note that the Watched Folder option is only available
when no documents are opened in Readiris.

e Click New watched configuration.

e Browse for the input folder to which you will scan the
documents. Click OK to confirm.
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e In case you want to apply the current Readiris configuration to
the Watched Folder, keep the option Default settings selected.

Note that the option Select Output text folder is only
available when the output is set to Save as File in the
current Readiris configuration.

= Microsoft Word 97, 2000, 2003, ...
= [Save as File v

User index

The option Select output format is only available when
using Specific settings.

WWatched Folder 1 :

Select image folder... | ‘ Select Output text folder...

Process subfolders Add time stamp to filename
@ Default settings

Spedific settings

¢ In case you want to apply specific settings to a Watched Folder
configuration, select the option Specific settings.

e Now the Output settings screen appears.

Select the output format, destination and lay-outing
options. For more information see Section 9: Saving
Documents and Section 10: Sending Documents to the
Cloud.

e Click OK to confirm.
Tips:

o If you want Readiris to process the subfolders of a
Watched Folder, then select Process subfolders.
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Note: when the Process subfolders feature is
activated, it is not possible to use a subfolder of an
existing watched folder as watched folder in a new
watched folder configuration.

Example: in Configuration 1 you select Process
subfolders and you use C:\Input as Watched Folder.
C:\Input has a subfolder called Batchl. In that case
C:\Input\Batchl cannot be used as Watched Folder in
Configuration 2.

o When using multiple Watched Folders, it is very useful to
use the feature Add time stamp to filename.

This way, you avoid generating output files that have
the same file name, which would be overwritten
when using the same output destination. A time
stamp looks as follows
<filename>_YYYYMMDDHHMMSS and contains
the year, month, date, hour, minutes and seconds of
the creation time.

e When you are done, click OK to start monitoring the Watched
Folder. Or click New watched configuration to configure
another Watched Folder.

During monitoring, Readiris processes any images it spots
inside the folder.

Tip: click Minimize to have Readiris run in the
background.
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Watching folder ...
CA\Users\dgillard\Desktop\Samples\SUB1

Stop

I

Minimize

To add documents to the Watched Folder while it is being
monitored by Readiris:

e Scan documents using your scanner's interface, or

e Move existing image files to the Watched Folder.

OPENING IMAGE FILES

Besides scanning documents, you can also open image files and
PDF files with Readiris.

Important note: Readiris Pro can open multipage image files of up
to 50 pages. It is not possible to open more than 50 pages inside a
single Readiris project. If you need to process more pages inside a
single project, switch to Readiris Corporate.
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Readiris supports the following image file formats.

Image File Format

File Extension

Adobe PDF *.pdf
DCX fax *.dcx
DjVu images *.djv, *.djvu
JPEG images *.jpg, *.jpeg

JPEG 2000 images

* j2c, * j2k, *.jp2

Portable Network Graphics *.png
(Compressed and multipage) | *.tif, *.tiff
TIFF images uncompressed

and LZW, PackBits, Group

3, Group 4 and JPEG

compressed

Windows bitmap *.bmp
ZSoft Paintbrush images *.pcx

To open existing image files:

e Click the From File button.

e Then select the images files you want to process, and click

Open.

@ II II

Scan From
- File ™

Acquire
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X

Input
Loak in: Samples ~ @ F o
= Name - Date modified -
l = g & arabic2 30/12/2005 09:58

Recent Places

Desktop

.-
Libraries

Computer
«w

Network

Note:

= autoformat
= background
& barcode

& batch

& brazilian

& catalan

= colorsl

= colors2

&= COlumns
& czech

= deskew

File name:

Files of type:

3/11/2004 10:10

16/11/2004 17:57
23/11/2004 10:41
23/11/2004 10:42
15/10/2004 09:33
13/11/2003 08:49
3/11/2004 10:10

3/01/2006 1216

12/01/2004 08:59
15/10/2004 10:17
20/10/2004 11:24

AMA0INND 1527

m

-

b

A Open

All image files

Cancel

If your image file has been scanned in a low or unknown resolution,

Readiris displays the following warning:

# | Readiris

X

Optimal OCR requires a minimal resolution of 300 dpi. You are
recommended to rescan this document.

oK

l | Help

Click Open anyway to continue with your image. Tip: click the
Help button for pointers on how to obtain the best possible results
with low-resolution images.

Opening options

When opening image files, several options are available:
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Load PDF documents in color

This option does exactly what it says: it opens PDF documents in
color.

Deactivate his option if you want to open PDF documents in black-
and-white, to speed up the opening process.

Smoothen color images

This option is selected by default. It improves the appearance of
color and grayscale images in your documents.

Note: with some scanners, image smoothening is required to
recognize color and grayscale images successfully.

Process as 300 dpi

Select Process as 300 dpi when you are processing images of an
incorrect or unknown resolution. The images will be processed as if
they had a 300 dpi resolution.

Fast Binarization (Readiris Corporate)

When you are opening many image files at the same time, it is
recommended to activate Fast Binarization. This option increases
the processing speed considerably.

Tip: avoid selecting this option when scanning very low-quality
documents.

Page range

Use this option when you only want to open a certain section of
multipage TIFF or PDF files.
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Select All pages to open the entire document (up to 50 pages in
Readiris Pro).

Or select Pages and indicate the page range.

Other ways of opening image files

Besides the From File button you can also open image files by
dragging them to the Readiris interface.

PROCESSING BATCHES OF IMAGE FILES

(This section applies to Readiris Corporate only)

When you are processing entire batches of image files, you can use
Readiris' Batch OCR folder.

e Click the down arrow beneath the From File button.

= Microsoft
> Save as Fi
|| User inde

S el
Scan | From |
. File™
Acqui

Batch OCR... ‘
Watched Folder...

e Then click Batch OCR.

Note that the Batch OCR option is only available when no
documents are opened in Readiris.

e Browse for the input folder, where your image files are located.
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e Then browse for the output folder, where your processed
documents will be stored.

Batch OCR

Selectimage folder

CAProgram Files\Readins Carporate 144Samples Browse...

Select output folder

ChWindows\system32\confighsystemprofile\Deskiop Erowse...
I Process subfolders I
| Overwrite textiles | Select output format... |

Delete scans after recognition
[ (0]:4 l | Cancel | | Help

e Then select the processing options:

o Process subfolders processes any underlying folders of
the input folder.

o Overwrite output files overwrites any existing output
files with the same name in the output folder.

o Delete scans after recognition deletes your original input
Images once they have been processed.

e Click the Select Output Format button to select the required
output format and the formatting options.

Tip: see the topics Saving Documents and Selecting the Formatting
Options for more information.

e When you are done selecting the options, click OK to start
processing documents.
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SECTION /: ADJUSTING THE
IMAGE QUALITY

The recognition results depend a great deal on the image quality of
your documents. If you're scanning very low-quality documents,
Readiris will not be able to recognize them properly.

The reason for this is that Readiris works by converting pictures of
text characters into actual text characters. If your documents are
too dark, the characters fade into one another and create black spots.
If your documents are too light, the text characters might be broken.
Consequently, Readiris will not be able to recognize them.

Example 1: text is too dark

Here, the letter shapes begin to fill in and become fuzzy. Letters like
a, e, and o are almost completely blurred.

Example 2: text is too bright

Here, the text characters start to show gaps and incomplete shapes.

“Autoformatting”  recreates  a  faesimili

ool the ortginal document: the text
hlocks. ;1'-!}".1L\ and tables are recreated in
the same  place and the word and
|\|l.|:1.1|\|l tormatting  are  mamtamed

across the recognition
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To improve the recognition results:

e Check the Scanner Settings and make sure your documents
have been scanned in a resolution of 300 dpi and in grayscale.

See the section Selecting the Scanner Settings if necessary.

e |f that's not the case, re-scan your documents using these
settings.

Then access the Image Adjustment options:

e Click the View tab.

“*R Readiris - C:\Pro

Zones Page

e Clear the option Display Document in Color.
e Then click Size > 100 %o.

This enlarges the image, allowing you to inspect the text
characters. The characters should not be touching each other,
filled in, faded, or broken.

e Now click the Page tab, and click Adjust to start adjusting the
image.
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o™ Readiris - C:\Proc

Home Zones Cloud Setup

Adjust Image

[]Smoothen color image

With some scanner models, reducing the
sharpness is needed to recognize color and
grayscale images.

=moothening allows to separate the text from the

colored hackground [

0K |

[ Cancel |

| [ ]FastBinarisation

l Apply ]
Brightness
128 l

Default ]

o

lighten darken
l Help ]

Contrast
21k

U_

lowy high

Despeckle: off

y

0 20

Smoothen color image

This option is selected by default. It smoothens out differences in
intensity, creating a greater contrast between the text and the
background. Sometimes smoothening is the only way to separate
text from a colored background.
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Brightness

Move the slider to increase or decrease the brightness of your
documents.

Example 1: image is too dark

The image below is too dark and results in a plain black
image. There is no text to be recognized.

In this case you need to brighten the image in order for the
text to be displayed.

Verenigde Staten,
eenamtwoordtevi

Example 2: image is too bright

The image below is too light and results in broken text
characters. The text is hardy legible.

v s oig kazdego

RGO T IS IO
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In this case you need to darken the image to obtain
satisfactory results.

wyjscia kazdego
drawia, e ndsze

Contrast

Move the slider to increase or decrease the contrast between the text

and the background.

Example

The image below results in broken text characters.

In this case you need to increase the contrast to obtain
satisfactory results.

A Look at International
Planning the Future......

Despeckle

Sometimes documents contain a lot of "noise™ - little black spots
that occur when scanning low-quality documents or using bad

scanner settings.
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To remove these little black spots, use the Despeckle slider. The
more you move it to the right, the larger the spots that will be
removed.

When you are done adjusting the image quality:
e Click Apply to preview the results.

e |f the results are satisfactory, click OK. If not, change the
settings again.
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SECTION 8: EDITING THE
RECOGNITION ZONES

Introduction

When you scan a document or open an image file in Readiris, each
page is divided automatically into recognition zones. Readiris uses
these zones to determine how each part of your documents must be
converted. If your document does not contain any zones, it cannot
be recognized.

In Readiris Pro there are 3 kinds of recognition zones. You have
text zones, image zones and table zones. In Readiris Corporate
you can also have a fourth zone type, being barcode zones.

Notice that each zone type has its own color.

Text zones Orange
Image zones Purple
Table zones Pink

*Barcode zones Green

*Readiris Corporate only.

The zones are also numbered; notice the number in the top left
corner of each zone. The numbers run top-down and from left to
right*. They indicate the order in which the zones are recognized.
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Section 8: Editing the Recognition Zones

*Note: when processing Arabic documents, the numbers run from
right to left, if you select Arabic as main language.

Example of recognition zones

Readiris - C:\Program Files\Readiris Corporate 14\Samples\autofor

Cloud Setup

Autoformatting
et i

Modifying the automatic Page Analysis

The zones we discussed above are created automatically by an
option called Page Analysis. This automatic page analysis is far
from fixed. It can be modified in several ways. For instance, you
can manually create new zones, change the zone of existing zones,
expand and reduce zones in size, change the sort order, and so on.

Note, however, that is not possible to do any text editing inside
Readiris. That sort of editing is to be done in your target
application, e.g. Microsoft Word, Excel, etc.

To access the Editing and Layout options:

e Scan or open a document in Readiris.

e Click the Zones tab.
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% Readiris - C\Program Files\Readiris Corporate 14\Samples\autofor

View

The Editing and Layout options

Below you find an overview of the editing and layout options in
Readiris.

Note: when you make any modifications to the layout, Readiris
redoes the recognition on the entire page.

Manually drawing zones

In case Readiris missed any recognition zones you can draw them
manually.

Note that barcode zones must always be drawn manually. They are
not created automatically by the Page Analysis feature.

To draw zones:

. Inthe Editing group, click the zone type you want to create.

« Then click and hold the left mouse button and draw a frame
around the section to want to recognize.

In the image below, we manually drew a new table zone
(the pink frame).
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[Reading Tables

Readiris recognizes tnbular dota and recreates them ol by coll in workshests
o as luble ohjects inside wordprocessar e,

tahles. “Ciridded” or “framed” ahles have
tcrders of the cabde colbs pet necroad.

mewcl | wkilization (%)

el
“D-BOM 45 spesid KT 4T 0 8 12

C
CD-RIOM 12 spansd 137 05 [ [l 1586
DO A rgeed & 302 332 =T
C
[

20 B A sgaed L] Tl z 2T

T ] TG F—
Tateed o 01 MHz Pertium 1) P with £4 ME RAM ard & GR SCS1HD

Changing the zone type

When scanning bad quality documents, it may occur that Readiris
does not determine the zone types correctly. If that happens, know
that you can change the zone types manually:

Right-click the zone you want to change.

Point to Zone > Type, and then click the zone type of your
choice.

BN enimecas onnectto computerthro

Copy as Text
E. I_ View r
Zone 3 Type vV Text
Delete Picture L
5 - ONIOFF button - Undo Table L

receiver. Press once to creaty  Barcode

Important note: if you are processing bad quality images,
Readiris will likely have problems recognizing them
correctly. Refer to the section Adjusting the Image
Quality to learn how you can avoid such issues.

Changing the zone type of multiple zones simultaneously

When scanning bad quality documents, it may occur that Readiris
does not determine the zone types correctly. If that happens, know
that you can change the zone types manually:
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« Click Select zone on the Editing group.

% ® = oW
Select| Text Picture Table Barcode
zone

Editing

« Press and hold the Shift key while clicking the zones you
want to modify.

« Then, while still pressing the Shift key, right-click inside a
selected zone, point to Zone > Type and click the zone type
of your choice.

U 'Magm,mg'g;,;s;‘ “onnect to computer thro
Copy as Text
E. I_ View b
Zone 4 Type v W Text
Delete Picture L
Fk. ON/OFF button — .., Tablc [
receiver. Press once to creat( 8arcode

Important note: if you are processing bad quality images,
Readiris will likely have problems recognizing them
correctly. Refer to the section Adjusting the Image
Quality to learn how you can avoid such issues.

Expanding or reducing zones

« Click Select zone in the Editing group.

Select| Text Picture Table Barcode
rone
Editing

« Then click inside the zone you want to reduce or expand.
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Section 8: Editing the Recognition Zones

« Click and hold one of the bullets on the frame, then drag the
frame in the desired direction to expand or reduce the zone.

MO BORCERHOUT JAMTE )

Changing the sort order of zones

The order in which the zones are numbered determines in which
order they will be included in the output documents. To change the
order:

« Click Select zone in the Editing group.
« Then click the Sort button.

The numbers now disappear from the zones.

« Now click the recognition zones one by one, in the order you
want to sort them in.

Moving zones

« Click Select zone in the Editing group.
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« Then click inside the zone you want to move, hold the left
mouse button, and drag the frame to the position of your
choice.

Connecting zones

Suppose you have two text zones that belong together, and you
want to turn them into one single text zone. In that case:

. Select Text in the Editing group.

« Then draw a text zone between the two zones to connect
them.

—' g
"Autoformatting| ‘Autoformatting

The aim of “autoformatting” is to reercate a facsimile copy of |
the original document.
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« The two zones are merged into one.

"Autoformatting

The aim of “autoformatting” is to recreate a facsimile copy of
the original document.

Note that only zones of the same zone type can be

connected.

Deleting zones

In case you want to exclude zones from the recognition:

« Click Select zone in the Editing group.

- Then press and hold the shift key and select the zones you

want to delete.

« Right-click one of the selected zones, point to Zone and click

Delete.

4. Mini USB port — connectto ¢

oN

r

92
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Deleting small zones

Sometimes documents contain a lot of "noise™ - little black spots
that occur when scanning low-quality documents or using bad
scanner settings. When that is the case, Readiris tends to mark them
as recognition zones, even though they do not contain any useful
content.

To exclude these zones from recognition:

« Click the option Delete small zones.

« This option erases all windows smaller than 0.5" and re-sorts
the remaining zones.

e Readiris - C:\Program Files\Re

Ignoring zones on borders

When your scanner generates black borders around your
documents, Readiris tends to mark them as recognition zones, even
though they do not contain any useful content.

In such cases it is recommended to use the option Ignore zones on
borders. That way, the border zones will be excluded from the
recognition.

L Readiris - C:\Program Files\Re

Cloud Setup View
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Ignoring a certain zone

In case your document only contains content in a certain area of the
page, you can use the Ignore option to exclude the remainder of the

page from the recognition.

« Click Ignore in the Layout group.

« Then draw a frame around the section that contains the
information. Everything outside the frame will be ignored.

ety N =N\ LN
I“% - ‘
» .

vLloid — seee

PastelECopy Analyze Ignore Sort

Note: you can also use this option to create Zoning

templates, in case all your documents have a similar

layout. See the section Using Zoning Templates.
Recognizing the content of a particular zone

In case you only want to recognize the content of a particular text
zone, and you don't need a fully converted output document, then

you can use the Copy as Text option.
 Right-click the text zone you want to recognize.

« Then click Copy as Text.
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Maagnifying Glass

Copy as Text
View ’
Zone ’

The results are copied to the clipboard as body text. You
can now paste them into other applications.

Re-doing the Page Analysis

If you are not satisfied with the changes you made, note that you
can always redo the automatic page analysis.

« Click the Analyze command to do so.

If you want to disable the automatic page analysis all together:

e Click the Home tab.

e Clear the option Page Analysis.

None
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In this case you need to manually define the recognition zones. If
your document does not contain recognition zones, Readiris cannot
process it.

USING ZONING TEMPLATES

When you want to scan many similar looking documents, it might
be useful to apply zoning templates, instead of editing the
recognition zones each time. In a zoning template you indicate what
your documents look like and where the text, picture or tables zones
are located. This way, Readiris only looks in the indicated areas,
saving you a considerable amount of time.

To create a zoning template:
e Scan the first document.
e Click the Zones tab to edit the zones to your liking.
See Editing the Recognition Zones for more information.

e Then click Save to save the zoning template.

Readiris - C:\Program Files\Readiris Corporate 14\Samples\autoformat,jpg (page 1 of 1)

% g Delete Small Zones ﬁ X225 ¥:2497 pixels

=0 e Al Z %075 Y:832inch
lyzelgnore Sort 0 c e £ON€S Select Text Picture Table 2arcode | 1.1 V2114 mm
<O Clear Do Not Detect Windows on Borders | zone

Clipboard Layout Editing Coordinates

Open Save

Template
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To use a zoning template:

e First, deactivate Page Analysis on the Configuration tab.

None =

e Then, scan or open your documents in Readiris.
e On the Zones tab, click Open.

You are asked to load the zoning template for the current page,
or for all the already opened pages.
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SECTION 9: SAVING DOCUMENTS

SAVING DOCUMENTS

The documents you process with Readiris can be saved in a large
number of output formats, ranging from plain text files to fully
formatted Word and Excel files, and also PDF and XPS files.

With Readiris you can also turn Image PDFs - in which you cannot
select or copy any text - into fully text-searchable PDF documents.
The same goes for Image XPS documents.

Below you find an overview of the supported output formats.
e PDF

PDF stands for "Portable Document Format". It is a format
developed by Adobe System Inc. to facilitate document exchange.
PDF files are device-independent and resolution-independent, and
can be opened on any Operating System (Windows, Mac OS,
Linux, i0S, Android, etc.) PDF files are mostly used for storage
purposes. Note that the content of PDF files cannot be edited

(easily).
With Readiris you can generate 4 types of PDF files:

e PDF Image-Text (= PDF Searchable Image) This file
type is most commonly used. It contains two layers: the
recognized text, and the original image on top of the
text. This way, you have both access to the recognized
text and you still see the original image.
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Note: since the image covers the text, any recognition
mistakes will not be visible.

e PDF Text-Image. This file type is the opposite of PDF
Image-Text. It contains the original image in the
background, and the recognized text on top of the
image.

Note: any recognition mistakes will be visible in this
format.

e PDF Text. This file type contains the recognized text,
but does not contain the original image of your
document. Any images in the original document are
included as graphics in the PDF file.

e PDF Image. When you select this file type, Readiris
doesn't execute the text recognition on your document.
Your PDF file will not be text-searchable, it only
contains the image of your original document.

Note: many options are available for PDF files. Readiris
can generate hyper-compressed PDF files, password-
protected PDF files, digitally signed PDF files, PDF/A-
compliant PDF files. See the section Selecting the PDF
Options for more information.

Tip: with Readiris you can also turn Image PDFs into text-
searchable PDFs.

e XPS

XPS stands for XML Paper Specification. It is a fixed-layout
document format designed by Microsoft Inc. to preserve document
fidelity. XPS files - just like PDF files - are mostly used for storage
purposes. Note that the content of XPS files cannot be edited

(easily).
With Readiris you can generate 4 types of XPS files:
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o XPS Image-Text. This file type is most commonly
used. It contains two layers: the recognized text, and
the original image on top of the text. This way, you
have both access to the recognized text and you still see
the original image.

Note: since the image covers the text, any recognition
mistakes will not be visible.

o XPS Text-Image. This file type is the opposite of XPS
Image-Text. It contains the original image in the
background, and the recognized text on top of the
image.

Note: any recognition mistakes will be visible in this
format.

o XPS Text. This file type contains the recognized text,
but does not contain the original image of your
document. Any images in the original document are
included as graphics in the XPS file.

e XPS Image. When you select this file type, Readiris
doesn't execute the text recognition on your document.
Your XPS file will not be text-searchable, it only
contains the image of your original document.

Note: Readiris can also generate hyper-compressed XPS
documents. See the section Selecting the XPS Options for
more information.

e RTF

RTF stands for "Rich Text Formatting". It is a free document file
format developed by Microsoft Inc. to facilitate document
exchange. Most text processors are able to read and write RTF
documents. Examples are Microsoft Word 97, 2000, 2002, 2003.
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Again many levels of lay-outing are available. See the section
Selecting the Formatting Options for more information.

e DOCX

DOCX is the new standard text processor format used in Microsoft
Word 2007 and 2010. This file format is based on the XML
(extensible markup language) format.

The same layouting options are available as for DOC and RTF
documents. See the section Selecting the Formatting Options for
more information.

e DOC

Doc is the standard format used in Microsoft Word 97, 2000, 2002
and 2003. It is one of the standard text processor formats.

Note that many levels of layouting are available for .doc documents.
See the section Selecting the Formatting Options for more
information.

Note that Microsoft Word must be installed on your computer in
order to generate DOC files.

e ODT

ODT stands for "Open DocumentText". It is an open-source file
format.

ODT files can be opened with any OpenOffice-compatible text
processor.

See the section Selecting the Formatting Options for more
information about the available layout options.

e Spreadsheet ML (xml)
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SpreadsheetML is an XML dialect developed by Microsoft Inc. It is
the standard spreadsheet format in Microsoft Excel 2003. This
format is useful when processing documents with lots of tables and
figures.

Specific layouting options are available for SpreadsheetML. See the
section SpreadsheetML Options for more information.

o XLSX

XLSX is the new standard spreadsheet file format in Microsoft
Excel 2007 and 2010. XLSX files are created using the Open XML
standard. Each cell in an XLSX file can have a different formatting.

See the section Selecting the Formatting Options for more
information about the available layout options.

e CSV

CSV stands for "Comma Separated Value™. It is a text format for
storing tabular data. In a CSV file comma's are used to separate
values. This format is usually associated with Microsoft Excel on
Windows computers.

o TXT

A TXT file is a standard text document that contains unformatted
text. TXT files can be opened in any text editing or word processing
application.

No Layout options are available for TXT files.
e HTML

HTML stands for "Hypertext Markup Language". It is the
predominant markup language for web pages. It provides a means
to describe the structure and formatting of text-based information in
a document. This file format can be opened in Microsoft Excel, in
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Web browsers such as Internet Explorer, and in Web page editors
such as Adobe Dreamweaver.

See the section Selecting the Formatting Options for more
information about the layout options.

e TIF

Tif stands for "Tagged Image File". It is a high-quality graphics
format that is often used for storing images with many colors.

Select this format if you want Readiris to convert your documents
into image files. No text recognition will be done on your
documents.

Note: a number of older file formats are supported as well.
Note: RTF files created by Readiris can also be opened in the web-
based office applications AjaxWrite, ThinkFree, Zoho Writer and

Google Writely. When using one of these applications make sure to
select the layout option Retain Word and Paragraph Formatting.

To save your documents:

e Click the expansion arrow on the Output group.

The Output window opens.

= Microsoft Word 97, 2000, 2002, ... ~7

= Save as File =

; Send
User index

Output F

e Select the format of your choice from the first drop-down list.
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e Select Open after saving if you want the corresponding
application to open when Readiris is done processing the
documents.

Note that the required application must be installed on your
computer for this option to work.

o Keep Save as file selected in the second drop-down list.

QOutput
| Microsoft Ward 2007, 2010 (* dock) v
| Open after saving
[H Save as File hd

e Select any formatting options if necessary.

See the section Selecting the Formatting Options for more
information.

e Click OK to close the Output window.
e Then click Send to convert and save your documents.

o Readiris - C:\Pro«

Cloud Setup View

105



Section 9: Saving Documents

e When Readiris is done processing, the Output File window
opens. Now name your output file.

Note: Readiris, by default, saves all pages to a single output file.
In case you want to generate one file per page, select Create one

file per page.
File name: tables A

- | | Cancel |

Save as type: |Microsof‘tW0rd 97, 2000, 2002, 2003

Open after saving

|H Save as File b4 |

| Create one file per page

Create one file per docurment

Subject:
Keywords: Properties...

Note: once you've saved your documents, they are not
automatically removed from the Readiris interface. This way you

have the opportunity to change the settings, if necessary, and to
save your documents in other formats as well.

To start a new project in Readiris:
e Click the Trash can icon at the bottom of the Pages panel.

This command erases your document from Readiris so you can
start a new one.

i

Clear
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ADDING PROPERTIES TO DOCUMENTS

The documents you process can be complemented by properties.
This means you can apply key "tags" to your documents, such as the
author, the document type, the scanning date, etc. This way, you can
retrieve them more easily once they have been stored.

To add properties to documents:

Scan or open your documents into Readiris.

Select the desired output format, and make sure the option Save
as file is activated.

Zones Page Cloud Setup View

= Microsoft Word 2007, 2010

ve as File

Click Send to save your documents.

In the Save As window that opens, click Properties to add
properties to your documents.
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Output File ﬁ

Savein: [ My Documents - @@
B Name . Date modified
= | Cardiris 5.5 27/02/2012 21:52
RecentPlaces | My Oce Printer Driver Templates 2/02/2010 09:48
L My RoboHelp Projects 10/05/2012 12:00
[ | MyScript Documents 5/03/2012 12:37
Desktop | Readiris 7/05/2012 10:08 "
= | | SafeMet Sentinel 27/02/2012 08:00
- ‘l| | SDL Trados 25/02/2012 11:25
Libraries
A
Computer
“w
< | 1 »
Network

File name: autofomat A Save

Save as type [Micrusuh “Ward 2007, 2010 - I l Cancel ]

[ |open after saving

[H Save as File VI

Create one file per page

Create one file per docurment

Subject:

Document Properties...

Title:

Authar: TEST

Subject:

Keywords:

Creator: Readiris Build 1974
Praducer: Feadiris Build 1974
Company: Iris_Group
Manager:

Categary:

Comment:

Description:

| pefaur | [ ok | | cancel |

e Fill in the properties, then click OK to save them.
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SAVING SCANNED DOCUMENTS AS IMAGE FILES

The documents you scan do not necessarily need to be converted
into text output files. You can also choose to save them as
optimized image files.

To do so:

e Scan or open your documents in Readiris.

e Apply the necessary Page Configuration options, such as
Deskew and Rotate.

e Then click the Page tab:

o Click Save Pictures to save only the picture zones to an
image file.

o Click Save Full Page as Image to save the current page as
an image file, or;

o Click Save All Pages as Image to save all the pages in
Readiris as image file(s).
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Note: with this third option, you can choose to save all
pages to a multipage image files, or save each page
separately in separate image files.

Home

Zones

Cloud Setu

Readiris - C:\Program Files\Readiris Corporate 14\

p View

e Name your document and select as which type of image you
want to save it.

Save Full Page as Image M
Savein: | My Documents >~ @ @F @~
L Name . Date modified
o~z | Cardiris 5.5 27/02/2012 2152
RecentPlaces | My Oce Printer Driver Templates 2/02/2010 09:48
-l @ My RoboHelp Projects 10/05/2012 12:00
| | MyScript Documents 5/03/2012 12:37
Desktop | Readiris 7/05/2012 10:08
o | SafeNet Sentinel 27/02/2012 08:00
Iq‘—] | SDL Trados 25/02/2012 11.25
Libraries
A
Computer
«@
|
- < | 1 b
Network |
File name: | h |
Sawve as type: [TIFF [ tif) - ] I Cancel ] I
[ | Grayscale / Color JPEG guality |
-
! |
least hest
L |

e Depending on the image format you select, a JPEG quality
slider may be available. With this slider you can determine the
quality of your image files.
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SELECTING THE FORMATTING OPTIONS

Depending on the output format you select in the Output window,
different formatting options are available.

= Microsoft Word 97, 2000, 2002, ... ‘7;7
™ Save as File =

Send
[ | User index
Output Fa

Below you'll find a short description of each Options group. See the
corresponding sections below for more detailed information.

Qutput [ﬁj

‘ Cancel ‘

i Microsoft \Word 2007, 2010 (*.doc) -

COpen after saving

| |H Save a5 File - Canfigure... |

Layout | POF options | ¥PS options | Options | Spreadsheetvil aptions | Signature | Password | Paper size | Pictures
i p p p p p g p

Layout Options

The Layout Options play an important role when generating Word
processor documents, Spreadsheet documents and Web page
documents. They determine for a large part what your final
documents will look like.

General Options

The General Options are available for each output format on which
Readiris does text recognition. When you select an image output
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format, such as PDF Image, or TIF, for instance, the General
Options are not available.

The General Options complement the Layout Options and
determine, amongst others, if the colors and graphics are maintained
In the output documents.

SpreadsheetML Options

When generating SpreadsheetML documents for Microsoft Excel
(2002, 2003, 2007 and 2010), dedicated SpreadsheetML Options
are available, besides the Layout and General Options.

The SpreadsheetML Options determine how the worksheets will
be formatted in your Excel document.

PDF Options

When generating PDF documents, only the specific PDF Options
are available. These include bookmarking, iHQC-compression,
password protection and digital signing.

XPS Options

When generating XPS documents, only the specific XPS Options
are available. These include bookmarking and iIHQC compression.

Paper Size

The Paper Size options allow you to define in which paper size
(e.g. A4, Letter, Legal) your output documents will be generated.

These options are available for most RTF output formats.
Pictures

The Pictures Options determine how the pictures will be presented
in the output documents, e.g. in black-and-white or in color. They
also define their resolution.
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Note: when you select an output format or application that does not
support images, then the Pictures Options will be unavailable in
Readiris.

LAYOUT OPTIONS

The Layout Options play an important role when generating Word

processor documents (.doc, .docx, .rtf, .odt), Spreadsheet documents
(.xml, .xIsx) and Web page documents (.htm). They determine for a
large part what your final documents will look like.

Below you find a description of what each Layout option does and
examples of real documents. Also notice the thumbnail on the right
side of the window. It gives you a general idea of the document
layout based on the Layout option you select.

Note: the Layout Options tab is of course unavailable when you
select PDF, XPS or TIF as output format. PDF and XPS are fixed-
layout formats and by default re-create the original layout of the
document. And TIF is an image format, on which no recognition is
done.

Note: if any Layout option is unavailable for the output format you
selected, this means the option in question is not supported.
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Layout | PDF options| XPS nptinns] Optiuns] SpreadsheetML options Signature] F'a55-;\-nrc|\ Paper !

Create body text
Maintain word and paragraph formatting

@ Recreate source document

il &

[ Juse columns instead of frames

Insert column breaks

Add image as page background

e The option Create body text generates a continuous, running
line of text. The result is a document without any formatting. The
formatting is to be done manually, by the user.

Example of body text

.E T Co2 o1 o3 -4 -1 . § -5 -7 -1 -8B -1 -g Po-10 -t 11 - - 12 - 1 213 - 0

B

= GivetheBrain a Break

A device to avoid being sucked under by the information maelstrom

2
[ w ]

i IF THERE'S ONE PART OF THIS MAGAZINEITRY HARD NOT to read it's the section we call Numbers, near the fro

@ this because she's on vacation) has the knack of culling statistics which some mental nicotine makes you suck in: the propo
called sin (32%); the amount paid at auction for an Eric Clapton guitar ($497,500); the estimated number of condosused in
pile would beif Bill Gates stacked his wealth in $1 bills (25,000 km).

e The option Retain word and paragraph formatting keeps the
general format structure of your scanned document.

The font type, size and type style are maintained across the
recognition process.

The tabs and the alignment of each block are recreated.

The text blocks and columns aren't recreated; the paragraphs just
follow each other.

Tables are recaptured correctly.

Pictures are not captured.
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Example of word and paragraph formatting

X 1 i i 5 I

Give the Brain a Break

A device to avoid being sucked under by the information maelstrom

IF THERE'S ONE PART OF THIS MAGAZINE I TRY HARD NOT to read it's the section we call Numbers, near the front. My
it (I dare to write this because she's on vacation) has the knack of culling statistics which some mental nicotine makes you suck in
coupleswho live in what used to be called sin (32); the amount paid at auction for an Eric Clapton guitar ($497,500); the estimate
in the world annually (9 billion); or how high the pile would be if Bill Gates stacked his wealth in $1 bills (25,000 km).

@

e The option Recreate source document tries to stay as close to

the original layout as possible.

The text blocks, tables and pictures are re-created in the same place as

the original.

The word and paragraph formatting are maintained.

Hyperlinks are re-created too.

Example of a re-created source document

e A R A - A DR R A R

-\-1-\-2‘%3‘\-4‘55‘!-6‘I‘7‘I‘S‘I‘Q-\-lo-l‘ll-\-lz-\‘13-\-14-\-15-\-16-\-175-18‘%19‘!-20‘

Give the Brain a Break

A device to avoid being sucked under by the information maelstrom

F THERE'S OME PART OF THIS MAGAZINE I TRY

HARD NOT to sead ifs the section we call Numbers, near

the front. My colleagne who prepares it (I dare to write

this becsuse she's on vacation) has the knack of culling
statistics which some mentsl nicotine makss vou suck in: the
proportion of Dutch couples who live in whatused to be callsd sin
(32); the amount psid at auction for an Eric Clapton guitar
($497.300); the estimated number of condos used in the world
snnnally (9 billion); or how high the pils would be if Bill Gatas
stacked his wealth in $1 bills (25,000 km)

The trouble with this fun is that it leaves stat clots in your
brain.If you can't do some plumbing to
sastors thinkings normal flow, thay
sccumulate like cholesterol up there in
the grey matters bywsys, causing
serious mind-blocks. After thres glasses
of red you declars over dinner that Bill
Gates has used nine billion condoms,
Eric Clapton had 2 25,000-km long
gnitar, and 32 of Dutch couplss sam
$497,500 a year. The only cure for this
condition of factoid overloada sert of
neuronic plagus which is set to bs the
main csuse of mental illness in the 215t
century-is to leamn to sift. Survivors will
bethoss with the capacity to distinguish
Intemet surfing from info-surfait. F

The first stap to becoming 8 swom
siffer is sasier than giving up smoking
It only requires s lifle virkasl braim
surgery to find a warm spot in one of
your lobes and implant there an imsg-

inary devics smaller than the delste key

world live in some form of slavary. That needs to be stored and
pondsrsd. As does, say, aracent findingby the London School of
Economics that four million British children live in povarty,
relative though that is. This knowledge can't be DNKed if we are
to remin half buman, but precisely because there is such a welkter
of factoids the importance of big mumbers like these dilutes into &
milly way of mental numbness

15 mot just numbers, if's also words. Don't-Naed-to-Know
baginners can, for sxample, zap any report to do with rats. Not
the sewar sort but the leboratory kind, the ones which almost
daily lead to variants of "Twesking gene 836G and injecting
fubobioxidi Jy reduces bair | e zats ovee 50
Scientists at Brillolab caution that
many years of research will ba sequirad
bafors ... "
Sport offers superb DNK material
You can whiteout all that coaches say
befors a match and most of what they
say after it along with whatthe players
mutter sbout why they lostiwon. It's
the svent, stupid! If you've watched
Lencs Ammstrong through esach stage
of the Tour de France, do you saally
| needtoleam it wasn'teasy on his.less?

Politics is the promissd land of
DNK. Meaning you blank all promises
and pra-election bumpf, all state-ofthe-
nation monologues. One needs to take
in only bow the votes fall, all denials
(on the where-thers's-smoke basis),
and party funding figures. Where
politics bleads into sconomics, thars is
. also zoom to tum a deaf ear. DNK all
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o The option Use columns instead of frames creates columns
instead of text frames to position the information on the page.

Columnized texts are easier to edit than documents containing multiple
frames: the text flows naturally from one column to the next.

Note: should Readiris be unable to detect columns in the source document,
then frames are still used as substitute solution.

Tip: use this option when generating Word documents.

o The option Insert column breaks inserts a hard column break at
the end of each column, which maintains the format of the text.
Any text you edit, add or remove, remains inside its column; no
text flows automatically across a column break.

Tip: disable this option (Insert column breaks) when you have body text
that contains columns. You'll ensure the natural flow of the text from one
column to the next.

o The option Add image as page background places the scanned
Image as page background beneath the recognized text.

Note: this option increases the file size of the output files substantially.
The format PDF Text-Image modifies PDF files in the same manner.

To avoid the file increase discussed above, select the option Retain colors
of background on the Options tab. This provides a similar but less drastic,
more compact alternative.

GENERAL OPTIONS

The General Options are available for each output format on which
Readiris does text recognition. When you select an image output
format, such as PDF Image, or TIF, for instance, the General
Options are not available. The General Options complement other
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options such as the Layout and SpreadsheetML Options. Note,
however, that some general options are unavailable depending on
the other Formatting options you select.

Below you find a description of what each option does and
examples of real documents.

LEI':.I'I:IL,Itl PDF Dptiuns] HPS options - Options ]

¥ | Merge lines into paragraphs

V| Include pictures

Maintain colors of text

Maintain colors of background

e The option Merge lines into paragraphs enables automatic
paragraph detection.

Readiris wordwraps the recognized text until a new paragraph starts,
and reglues hyphenated words at the end of a line.

e The option Include pictures does exactly what it says; it
includes images in your output documents.

Clear this option in case you only need lay-outed text.

e The option Maintain colors of text keeps the original color of
the text in your source documents.

e The option Maintain colors of background recreates the
background color of each document.

Note: in a spreadsheet application, this option recreates the
background color of each cell.
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(W Performance optical media

2 |CD-ROM Awerage access CPU

3 |Digital Versatile Disk tirne (meec) uthzation (%5)
4 |CD-ROM 24z speed 20 538.2

5 |(CD-ROM 32z speed all el

B |DVD 28 g

7 |Tested on 333 MHz Pentiem [T with 64 MEB RAM and 4 GE HD

SPREADSHEETML OPTIONS

When you select Microsoft Excel 2002, 2003, 2007, 2010
(SpreadsheetML) as output format, specific SpreadsheetML
options are available.

Below you find a description of what each option does and
examples of real documents.

Output

Microsoft Excel 2002,2003 (SpreadshieethL) * ol
Ed Microsoft Excel 2002,2003 (Spreadshesthl) (*.xmlb
Wt Microsoft Word 2007, 2010 (*.docx)

m

Laynut] POF options ] ¥P5 oplions ] Options  SpreadsheetML options l

[ 1gnore all text outside the tables
[] convert figures into numbers

@ Create one worksheet per page

(71 Create one worksheet per table

e The option Ignore all text outside the tables saves the tables
and ignores all other recognition results.
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All data inside the tables is recaptured; any data outside the tables is
not.

Example image

Eiff

e The option Convert figures into numbers encodes recognized
figures as numbers.

As a result, you can execute arithmetical operations on those cells.
The text cells (in any table) remain text.

Note that only figures inside tables are encoded as numbers.

e The option Create one worksheet per page sees to it that one
worksheet is created per scanned page.

If a page contains tables and text, all is placed inside the same
worksheet.

e The option Create one worksheet per table places each table in
a separate worksheet and includes the recognized text (outside
the tables) in another worksheet.

If the document being processed contains more than one page, each
page will be processed in the same manner.

This option is useful when processing tables of different sizes and
different headings.
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PAPER SIZE

The Paper Size options allow you to define in which paper size
(e.g. A4, Letter, Legal) your output documents will be generated.
These options are available for most RTF output formats.

Layout | PDF options| XPS options| Options| SpreadsheetML options| Signature | Password ~Paper size | Graphics

Applicable formats Excluded formats

Ey B4 (IS0)
2 : A4 landscape B5 (ISO)
3 : Legal Tabloid
4 : Legal landscape - Ledger

5 A3 Executive
6 : A3 landscape Letter

7 : <Custom>

Letter landscape
Y A5

A5 landscape
AB

7 AB landscape

I Default ‘ | Help |

Click the Paper size tab and use the arrow buttons to apply and
exclude paper sizes.

Readiris will go through the active paper sizes in the user-set
order and will use the first paper size that is sufficiently large to
hold the scanned document.

Note: the default paper sizes vary depending on your operating
system.

PICTURES

The Pictures Options determine how the images will be presented
in the output documents, e.g. in black-and-white or in color. They

also define their resolution.
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Note: when you select an output format or application that does not
support images, then the Graphics Options will be unavailable in
Readiris.

Below you find a description of what each option does.

Layout | POF options | ¥PS options | Options | Spreadsheetil options | Signature | Password | Paper size Pictures
H & P P P P g P

Black-and-white images

@ Maintain scan resolution

Reduce resolution to: 150 dpi

JPEG quality

least best

JPEG 2000 compression

Help

¢ Black-and-white images

Readiris by default saves images in color. Select this option to
generate black-and-white images. The colors of the text inside
your documents can still be maintained.

e Maintain scan resolution

This option is activated by default. Readiris generates the output
documents in the same resolution as your scanned documents.
To verify in which resolution your documents have been
scanned, check the Scanner Settings. Or check the image
properties in the interface.

e Reduce resolution to:

If you don't want to maintain the original scan resolution, then
select the option Reduce resolution to, and indicate to which
resolution you want to reduce the images;

Note: it is recommended to use a resolution of at least 72dpi.

121



Section 9: Saving Documents

o JPEG quality

Images stored inside PDF, XPS, Word and RTF documents are
saved in the JPEG format.

Use the slider to adjust the JPEG quality.
e JPEG 2000 compression

When saving files in the PDF or XPS format, Readiris can apply
JPEG 2000 compression to the color-grayscale images stored
inside those files.

SELECTING THE PDF OPTIONS

The documents you process with Readiris can be saved as PDF
documents.

About PDF documents

PDF stands for "Portable Document Format". It is a format
developed by Adobe System Inc. to facilitate document exchange.
PDF files are device-independent and resolution-independent, and
can be opened on any Operating System (Windows, Mac OS,
Linux, i0S, Android, etc.) PDF files are mostly used for storage
purposes. Note that the content of PDF files cannot be edited

(easily).
To save documents as PDF documents:

e Click the Format button in the Output group.
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Zones FPage Cloud Setup

= Adobe Acrobat PDF Image-Text W
| 5ave as File =

[] User index

Send

ul

Output

e Select the desired PDF type from the drop-down list:

Output

) Adobe acrobat PDF Image-Text * pdf) -

g Adobe Acrobat POF Image-Text *.pdf)

) Adobe Acrobat PDF Text-Image (*,pdf) E
) Adobe Acrobat PDF Searchable Image (% .pdf)
) Adobe Acrobat PDF Image (* pdf)

) Adobe Acrobat PDF Text (*,pdf)

e PDF Image-Text (= PDF Searchable Image). This file type is
most commonly used. It contains two layers: the recognized text,
and the original image on top of the text. This way, you have
both access to the recognized text and you still see the original
image.

Note: since the image covers the text, any recognition mistakes will
not be visible.

e PDF Text-Image. This file type is the opposite of PDF Image-
Text. It contains the original image in the background, and the
recognized text on top of the image.

Note: any recognition mistakes will be visible in this format.

e PDF Text. This file type contains the recognized text, but does
not contain the original image of your document. Any images in
the original document are included as graphics in the PDF file.
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e PDF Image. When you select this file type, Readiris doesn't
execute the text recognition on your document. Your PDF file
will not be text-searchable, it only contains the image of your
original document.

The PDF options

Layout PDF options IXPS Dptions] Optiunsl SpreadsheethL Dptiunsl Signature | Password | Paper sizel F'ictures]

7| Create haokmarks Create PDF/A compliant files

Fast WEB View

Embed fonts \PDFL.5 (Acrobat 6.0 and higher) -
POF - intelligent High-Quality Compression

iHQC - Level 111 - Good size {Acrobat 6.0 and higher) v|

Compress symbols

Wavelet compression
Help

Create bookmarks

Bookmarks are types of links inside a PDF document, which
contain representative information about the section they are linked
to. Bookmarks give structure to your PDF documents. They are
grouped in the Bookmarks panel in the Navigation pane.

In Readiris, the option Create bookmarks creates a bookmark for
each text zone, image zone and table zone inside a PDF file.
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Example of bookmarks

- Pege Analysis,pdi=Adobe ACobsT PIONE

File Edit View Window Help
o | B B E]| &
BRCRIEEIES

_E'_ Bookmarks [
| E P B
R Save time, avoid

retyping
res T Readiris 14
FiHac

Embed fonts

The option Embed fonts, embeds - or includes - the original fonts
of your documents in the PDF file. This way, other users will
always see the documents in their original fonts on their computer,
even if they don't have the particular font you used installed on their
computer.

Note that embedding fonts increases the file size of your output
documents.

Create PDF/A fully compliant files (Readiris Corporate)

This option generates PDF files that are suited for long-term
archiving. PDF/A stands for "Portable Document Format
Archivable". PDF/A files contain only what is strictly needed for
opening and viewing them.

Fast WEB View

The option Fast WEB View restructures a PDF document for page-
per-page downloading from web servers. This option is useful when
accessing the documents you sent to the Cloud.
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PDF Version

In this drop-down list you can select which PDF version you want
to generate. Behind each version, the Acrobat version required to
open the PDF's is mentioned.

FDFL1.5 (Acrobat 6.0 and higher) -
NIFOF1.5 (acrobat 6.0 and higher)
_POF1.6 {acrobat 7.0 and higher)
IFDF1.7 {Acrobat 8.0 and higher)

PDF - intelligent High-Quality Compression

In Readiris you also have the possibility to compress your PDF
documents. Refer to the separate section Compressing PDF
documents for more information.

Tip: also see the section Password-protecting PDF documents and
Digitally signing PDF documents.

COMPRESSING PDF DOCUMENTS

The PDF documents you generate with Readiris can be hyper-
compressed by means of iHQC. iIHQC stands for intelligent High-
Quality Compression, I.R.1.S." proprietary, efficient compression
technology. iIHQC is to images what MP3 is to music and what
DivX is to movies.

To generate compressed PDF documents:

e Click the Format button in the Output group.
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Zones FPage Cloud Setup

= Adobe Acrobat PDF Image-Text W
| 5ave as File =

[] User index

Send

ul

Output

e Select the required PDF type from the drop-down list.

Note that iIHQC compression is unavailable for PDF Text and
PDF Text-Image files.

Output

) Adobe Acrobat PDF Image-Text *,pdf) -

=

gfl Adobe Acrobat POF Image-Text (*.pdf)

) Adobe Acrobat PDF Text-Image (*,pdf)

) Adobe Acrobat PDF Searchable Image (% .pdf)
) Adobe Acrobat PDF Image (* pdf)

) Adobe Acrobat PDF Text (*,pdf)

m

o Select the required compression level:
There are three levels of compression.

For each level there are two types of compression: Good Size
and Good Quality. Good Size offers the best compression, with
a minimal loss of image quality. Good Quality offers slightly
larger output files with better image quality.

PDF - intelligent High-Quality Compression

[iHQC - Level III - Good size {Acrobat 5.0 and higher’) VI

HQC - Lewel III - Good size (Acrobat 6.0 and higher)
HQC - Lewel I - Good quality (Acrobat 6.0 and higher

- Lewel II - Good size (Acrobat 6.0 and higher)
HQC - Lewel 1T - Good quality (Acrobat 6.0 and higher)
HQC - Lewel I - Good size (Acrobat 5.0 and higher)
iHQC - Lewel I - Good guality (Acrobat 5.0 and higher)
HQC - Custom (Acrobat 6.0 and higher)
Disable HOC compression
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Notes:

In Readiris Pro you can select Level | - Good Size, and Level | -
Good Quality.

In Readiris Corporate you have access to all levels of iIHQC.

Customized Compression (Readiris Corporate)

In Readiris Corporate you can also select Custom compression.
When you select this option, you can determine the Size/Quality
ratio yourself by means of a slider.

PDF - intelligent High-Quality Compression

|iHQC - Custom (Acrobat 6.0 and higher) -

Minimal size Maxirnal quality

| Compress symhbols

v | \Wavelet compression

The option Compress symbols is selected by default. This option
compresses text inside your documents.

The option Wavelet compression is also selected by default. This
option compresses images inside your documents.

PASSWORD-PROTECTING PDF DOCUMENTS

(This section applies to Readiris Corporate only)

The PDF documents you generate with Readiris can be password-
protected. You can set a password to open the documents, and a
password that restricts modifications to the documents.
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To password-protect PDF documents:
e Click the Format button in the Output group.

Zones FPage Cloud Setup View

= Adobe Acrobat PDF Image-Text ‘Tj’
| 5ave as File =

[] User index

Send

ul

Output

e Select the required PDF type from the drop-down list.

e Then click the Password tab.

Layout] PDF Dptionsl XPS Dptionsl Options] Spreadshesthvl options | Signature Password lF'aper sizel F'iciures]

Open document password
[¥]Require a passward to open the document
Document open password

FPermizszions

[¥]Restrict editing and printing of the docurent. & password will be required to change the permissions settings

Change permissions password:

Printing allowed: [None hd I

Changes allowed: lNone - I

[ ]Enable copying of text, images and other content l I
Help J

e When you set an open document password, you will be
prompted to enter that password when opening the PDF output.

e When you set a permissions password, you will only be able to
perform the actions specified in the security settings. If you do
want to change these settings, you must enter the permissions
password.

The Readiris security settings are similar to the standard protection
features offered by Adobe Acrobat.
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Note that in Readiris the open document password and permissions
password must be different.

DIGITALLY SIGNING PDF DOCUMENTS

(This section applies to Readiris Corporate only)

The PDF documents you generate with Readiris can be digitally
signed. Digital signatures identify the person who created the PDF
documents; they authenticate the identity of the author, certify a
document and help prevent unwanted changes to PDF documents.

Note, however, that Readiris does not generate digital signatures.
You need to have a digital signature at your disposal to generate
signed documents with Readiris. You can create digital signatures
with Adobe Acrobat or obtain them from companies like VeriSign.

To generate digitally signed documents:

e Click the Format button on the main toolbar.
e Select the required PDF type from the drop-down list.
e Click the Signature tab to access the signing options.

e Select Use this signature then browse for the signature of your
choice.

Layout | PDF options | ¥PS aptions | Options | Spreadsheetvl options - Signature ]Password]

Mo signature

@) Use this signature:

Details... Manage... ‘ | Help
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Tips:

If you don't see any signatures in this list, click the Manage button. Then
click Import and follow the instructions in the Certificate Import Wizard.

You can also use the options behind the Manage button to edit, remove or
export any digital signatures on your PC.

Click the Details button to display all available information on your current
signature.

See the Adobe documentation for more information about certificates.

When you use a digital signature, it appears in the Signatures tab of
Adobe Acrobat and Adobe Reader.

SELECTING THE XPS OPTIONS

The documents you process with Readiris can be saved as XPS
documents.

About XPS documents

XPS stands for XML Paper Specification. It is a fixed-layout
document format designed by Microsoft Inc. to preserve document
fidelity. XPS files - just like PDF files - are mostly used for storage
purposes. Note that the content of XPS files cannot be edited

(easily).
To save documents as XPS documents:

e Click the Format button in the Output group.
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Zones FPage Cloud Setup View

= Adobe Acrobat PDF Image-Text W
> Save as File “
| User index

Send

ul

Output

Select the desired XPS type from the drop-down list:

Output

@ Microsoft Word 2007, 2010 (* .doci) -

Zl Unicode (%t -
El Unicode UTF-8 (* . tet)

WiordhL (*.xml)

A wordrad (*.rif)

B XHTML (* i)

-4 ¥PS (XML Paper Specification) Image (*.xps)

|
| == ¥PS (XML Paper Specification) Image-Text {* xps)
| -4 ¥PS (XML Paper Specification) Text {*.xps) |:|
| <& ®PS (ML Paper Specification) Text-Image {*.xps)

o XPS Image-Text. This file type is most commonly used. It
contains two layers: the recognized text, and the original image
on top of the text. This way, you have both access to the
recognized text and you still see the original image.

Note: since the image covers the text, any recognition mistakes will
not be visible.

o XPS Text-Image. This file type is the opposite of XPS Image-
Text. It contains the original image in the background, and the
recognized text on top of the image.

Note: any recognition mistakes will be visible in this format.
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e XPS Text. This file type contains the recognized text, but does
not contain the original image of your document. Any images in
the original document are included as graphics in the XPS file.

e XPS Image. When you select this file type, Readiris doesn't
execute the text recognition on your document. Your XPS file
will not be text-searchable, it only contains the image of your
original document.

The XPS Options

La-_.-'cl.lt] FPDF options XPS5 nptinnsl Gptinns] SpreadsheetML options| Signature | Pi
| Create bookmarks

XPS - intelligent High-Quality Compression

iHQC - Level I- Good size -

Create bookmarks

Bookmarks are types of links inside an XPS document, which
contain representative information about the section they are linked
to. Bookmarks give structure to your XPS documents.

In Readiris, the option Create bookmarks creates a bookmark for
each text zone, image zone and table zone inside a XPS file.
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-4 tables.xps - XP5 Viewer

@l\_/ File + Permissions =

Cutline

4 Pagel
4 Titles
Reading Tables
Readiris recognizes tabul
4 Tables
tabl
tab2

XPS - intelligent High-Quality Compression

In Readiris you also have the possibility to compress your XPS
documents. Refer to the separate section Compressing XPS
documents for more information.

COMPRESSING XPS DOCUMENTS

The XPS documents you generate with Readiris can be hyper-
compressed by means of iIHQC. iHQC stands for intelligent High-
Quality Compression, I.R.1.S." proprietary, efficient compression
technology. iIHQC is to images what MP3 is to music and what
DivX is to movies.

To generate compressed XPS documents:

e Click the Format button in the Output group.
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Zones FPage Cloud Setup

= Adobe Acrobat PDF Image-Text W
> Save as File “
| User index

Send

ul

Output

e Select the required XPS type from the drop-down list.

Note that iIHQC compression is unavailable for XPS Text and
XPS Text-Image files.

Output

@ Microsoft Word 2007, 2010 (* .doci) -
Zl Unicode (%t -
El Unicode UTF-8 (* et
WiordhL (*.xml)

A wiordPad (*.rif)

B XHTML (* bt

-4 HPS (XML Paper Specification) Image (*.xps)

= ¥PS (XML Paper Specification) Image-Text {* xps)
- ¥PS (XML Paper Specification) Text {*.xps) |:|
-4 ¥PS (XML Paper Specification) Text-Image (*.xps)

e Select the required compression level:

For Level | there are two types of compression: Good Size and
Good Quality. Good Size offers the best compression, with a
minimal loss of image quality. Good Quality offers slightly
larger output files with better image quality.
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LEI':.I'I:IL,Itl FOF options  XPS options | Optiunsl Spreadshesthl Dptiu:lnsl 5ignat.1re| F.
V| Create bookmarks

H*PS - intelligent High-Quality Compression

HOC - Level I - Good size -

HOC - Level [ - Good size
HOC - Level I - Good quality
HQC - Custom

Disable HQC compression

In Readiris Corporate you can also select Custom compression.
When you select this option, you can determine the Size/Quality
ratio yourself by means of a slider.

¥PS - intelligent High-Quality Compression

[iHQC - Custom v

y

Minimal size Maximal quality
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SECTION 10: SENDING
DOCUMENTS TO THE CLOUD

The documents you process with Readiris can be sent to various
Cloud applications. With Readiris Pro you can send document to
Evernote, Dropbox, GoogleDocs and box. With Readiris Corporate
you can also send document to Microsoft SharePoint, Therefore,
IRISNext and FTP web sites.

Before you can export to the Cloud, the connections must be
configured.

Important note: before you can configure a connection, you need
to have a valid Dropbox, GoogleDocs, Evernote, Box, SharePoint,
Therefore, IRISNext or FTP account.

Important note (Readiris Corporate): when using Therefore, an
up-to-date Therefore Client must be installed and configured
correctly on your computer.

To configure a connection:

e Click the Cloud Setup tab, then click the Cloud application of
your choice.

Readiris - C

| Cloud Setup m
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e Enter your Username and Password.

Evernote settings l&]

Login

Usarnarme:

Password

I Femember Fassword I

Serser

path name:

Carmet de notes de irispgc00l

| Browse... |

| ok || cancet |

e Enter the Server address.

e If necessary, click Browse to select a specific location on your
Cloud system.

e Then click OK to complete your configuration.

To send documents to the Cloud application:

e Scan or open your documents, and select the required processing
settings.
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Important note: regular users of GoogleDocs cannot export
image files to their account. So, make sure you do no select an
Image file as output format in Readiris. Google Apps Premier
customers can upload any document types to their account.

e In the Output group, select the Cloud application you
configured.

Readiris - C\Pro

Page Cloud Setup View

Save as File

Evernote

e Then click Send to send your documents to the Cloud.

e You are prompted to indicate where exactly on your Cloud
system the documents must be exported. Indicate the location,
and then click on OK,

Tip: clear the option Ask for confirmation before exporting if you do not
want to indicate the location again in the future.
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Browse... [ihj

- Carnet de notes de irispgc001

[#] a5k for confirmation before exporting

e You are then prompted to name your document. Name the
document and click OK to complete the export.

Filename:

Document

Document.docx

Ok l ’ Cancel
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SENDING INDEXED DOCUMENTS TO THE CLOUD

(This section applies to Readiris Corporate only)

When sending documents to Microsoft SharePoint or Therefore,
Readiris automatically detects if your SharePoint or Therefore
system has any mandatory index fields that need to be filled in.

Examples of mandatory SharePoint fields

)( Delete Item »f? Spelling...

Content Type * Technical notes "

Name * Readiris .pdf
Title *

Products [ACDsece P

To send indexed documents:

e Configure the SharePoint or Therefore Connector.

e Then process your documents using the configuration of your
choice.

¢ In the Output group, select User index if you want Readiris to
display all available index fields on your SharePoint or Therefore
system when sending your documents.

e |f you leave the User index unselected, Readiris only displays
any mandatory index fields when sending your documents.

e Click Send to send your documents.

The (mandatory) index fields are displayed on the Index tab.
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% Readiris - C:\Program Files\Readiris Corporate 14\Samples\autoformatjpg (page 1 of 1)

e Now you can either fill in the index fields manually, OR

Use Readiris' Drag-and-Drop recognition technology to fill them
in:

o Click inside a field you want to fill in.

o Then click the Text icon to recognize text zones, or click
the Barcode icon to recognize barcode zones.

o Draw a frame around the zone you want to use as index.
When you release the mouse button, the text is filled in in
the field.

e Click Send to send the indexed documents, or click Discard to
start over.
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HOW TO

HOW TO CONFIGURE YOUR SCANNER

In order to scan documents in Readiris, your scanner must be
configured correctly.

Before you configure the scanner in Readiris:

1. Make sure your scanner is connected to your computer, and
switched on.

Note: the scanner should be physically connected to your computer
with a USB cable. An ethernet or wireless connection may also be
used if the Twain driver supplied by the manufacturer has been
engineered with that capability.

2. Make sure you have the latest available Twain driver installed for
your scanner.

In general, drivers can be found on the website of your scanner
manufacturer. They are not provided by I.R.1.S. Note that some
scanner drivers may not work under the latest versions of Windows.
See the documentation supplied with your scanner to find out which
platforms are supported. If necessary, contact your scanner
manufacturer.
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Configuration

e Click the down arrow beneath Scan in the ribbon.

e Then click Settings.

'ge Ibu p
= Microsoft Word 2007, 2010

ve as File

e When you do this for the first time, the Scanner Model list
appears automatically.

In this list you select your scanner profile. The scanner profiles
allow you to access features specific to your scanner. For
example, duplex scanning.

Do not worry if you don't see your scanner in the list; not all
scanners have specific scanner profiles.

Important note: in case you don't find the exact same profile, do
not select a profile that resembles it. Instead, select a universal
Twain profile. Different Twain profiles are available:

Select <Twain><OTHER MODELS> when you are using
a regular, flatbed scanner.

Select <Twain><OTHER MODELS>(User interface) if
you want to use your scanner user interface to scan
documents instead of Readiris.

Select <Twain><OTHER MODELS with duplex
feeder> when you are using a duplex scanner, which scans
both the front and backside of a page.
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Scanner model

<Twa|n} <|:|ther mu:udels} (TWAIN Kofax WRE)
<Twain> <other models> (User Interface)
Aggfa DuoScan T1200 [TWAIN)

Agfa FotoLook [TWAIN)

Agfa FotoLook (User Intedface) [TWAIN)
Agfa FotoLoalk 2.07 [ TWAIN)

Agfa FotoLook 3.08 (TWWAIN)

Agfa Scanise [TWWAIN)

Agfa Znapscan ed0 (TyAlN)

Once you've selected a scanner model, you must configure you

scanner driver.

e Click Configure to select your scanner driver.

If you do no see your scanner listed in the Select Source
window, then your scanner driver has not been installed
properly. Re-install your scanner driver before trying to
configure it in Readiris. The scanner driver can usually be found

on the website of your scanner manufacturer.

Select Source

)

Scanner

Sources:

<Twainr <ather models» IRI5Card 4 Color.2 (32-3

[ Scanner hodel... ]

Scanner model Canan kMPBE0 ser 15.0 (37-32)

Select

Cancel

’ Canfigure... ]

L

Once the scanner has been configured you can start scanning,

using the default scanner settings.

For more information about the different scanner settings and
how to change them, see the topic Selecting the Scanner

Settings.

145



How to

HOw TO IMPROVE THE RECOGNITION RESULTS

The quality of the recognition results depends on a number of
factors:

the document language

Make sure you select the right language in the Language list. See
the section Document Recognition Options for more
information.

the quality of the scanned documents

If the scanned documents are too bright, or too dark, Readiris
will have trouble recognizing them. Luckily there is a feature
that allows you to adjust the quality of scanned documents. See
the section Adjusting the Image Quality to learn how to do so.

the scanner settings

If you are using a scanner to scan documents, the image quality
Is also linked to the scanner settings. See the section Selecting
the Scanner Settings to make sure the right settings have been
selected for your scanner.

Make the scan resolution is set to 300 dpi for regular documents
and to 400 dpi for small print and Asian languages.

HOW TO SCAN MULTIPLE DOCUMENTS

In Readiris there are a number of features that allow you to scan and
process multiple documents easily in Readiris.
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Note: in Readiris Pro the number of pages you can process inside a
single project is limited to 50.

Scanning multiple documents on a flatbed scanner

e Click the down arrow beneath the Scan button to access the
Scanner Settings.

¢ In the Scanner Settings windows, select Scan another page
after and then indicate after how many seconds the next page
must be scanned.

This way, you avoid having to go back to your computer and
click the Scan button inside Readiris. You can simply replace the
pages at your own pace and Readiris starts scanning the next
page automatically.
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Scanning multiple documents on a scanner with a document
feeder

e Click the down arrow beneath the Scan button to access the
Scanner Settings.

P:age Cloud §etup View

soft Word 2007, 2010

¢ In the Scanner Settings windows, select ADF (automatic
document feeder).

This way you can scan one page after the other on your scanner
and Readiris will keep up.

HOW TO PROCESS DIGITAL CAMERA IMAGES

Readiris uses special recognition routines to process digital camera
images. Make sure the Digital Camera option is activated when
processing such images.

To activate the Digital Camera option:

e First of all, turn on your digital camera and connect it to your
computer with a usb cable.

e Click the down arrow beneath the Scan button, then click
Settings.
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e Click Scanner Model and select <Twain><Other models>
from the list.

Note: if you don't see your driver in the Select Source list, this
means the driver has not been installed correctly or your camera
does not have a Twain driver. Consult your camera's
documentation if necessary.

e Then click Configure and select your camera's Twain driver.

e Return to the Scanner Settings window select the Digital
Camera option.

e When you click Scan in Readiris your camera will now make a
scan.

Tips for taking pictures with your digital camera :

e Calibrate the camera by photographing a white document (before
using it with Readiris)

o Always select the highest image resolution.

e Enable the macro mode of the camera to take close-ups.
e Enable the document mode of the camera (if any)

e Only use optical zoom, not digital zoom.

e Hold the camera directly above the document. Avoid
photographing documents at an angle.

e Produce stable images. Use a tripod if necessary.
e Disable the flash when photographing glossy paper.

e Avoid opening compressed camera images.
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e Adapt the Readiris brightness and contrast settings to the
environment (daylight, lamp light, neon light). See Selecting the
Scanner Settings.

e Select color or grayscale as color mode in Readiris. Also see
Selecting the Scanner Settings.

HOwW TO RECOGNIZE BARCODES

(This section applies to Readiris Corporate only)

In Readiris Corporate you can recognize barcodes. Barcodes can be
used to separate documents in a batch.

234486 72901 2 C o d = 1 2 8

1

Note: Readiris supports most widespread 2D barcodes. Readiris
supports laser printed and inkjet printed barcodes.

To define which barcodes Readiris should recognize:

e Click the Readiris button, and then click Advanced Settings.

e Select the barcode types you want Readiris to recognize.
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Advanced Settings u
Font Type Barcodes | Document Frocessing |
Symbalogy verify chedk digit  Remove check
digit
E4M-13
EAN-2
MSI-Plessey
MSI pharma
LPC-4
UPC-E
Codabar
Interleaved 2 of 5 O O
Code 29 ] ]
Code 93
Code 128
POF-417
UCcc-128
kKodak Patch Code O O
Code 39 extended
Code 39 HIBC
[] Postiet

Important note: Readiris automatically recognizes barcodes to
separate documents, but the barcodes zones themselves are not
recognized as barcodes. In most case, they are recognized as
images.

Recognizing barcodes manually:
e Scan or Open your document.
e Click the Zones tab.

e Click the Barcode icon and draw a frame around the barcode.
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¢ OR right-click the barcode zones that are incorrectly recognized
as image, then point to Zone > Type and select Barcode.

Magnifying Glass

View 4

Zone » Type 4 Text
w o Delete v Picture
Undo Table
Y - T W | Barcode

e Then click Send to save or send your document.

Recognizing a particular barcode

In case you need to use the content of a particular barcode:
e Draw a barcode zone around the barcode.
e Then right-click inside the zone and click Copy as Data.

The content of the zone is copied to the Clipboard. You can now
paste it in other applications.

HOwW TO SEPARATE DOCUMENT BATCHES

(This section applies to Readiris Corporate only)

When you are scanning entire stacks of paper - on a scanner
equipped with a document feeder for instance - it can be useful to
indicate where one document ends and another begins. That way,
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Readiris can generate a separate output file for each document. This
avoids your having to scan only one document at a time.

Example

Let's say you're scanning a stack of 30 pages. The first 10 pages
belong to Document 1, pages 11 to 20 belong to Document 2 and
pages 21 to 30 belong to Document 3. If you indicate that your
stack of paper in fact contains 3 documents, Readiris will generate 3
separate output files.

How to separate paper documents

With Readiris, there are 2 ways in to separate paper documents.
You can do this by means of:

e blank pages

In this case you simply put a blank page between two sheets of
paper to indicate where the new document begins.

e Cover pages containing a barcode

In this case you can, for instance, put a barcode sticker on each
first page of a document.

To access the document separation options:
e Click the Readiris button, and then click Advanced Settings.

e Click the Document Processing tab.
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ﬁ;}

\ OCR Wizard

'I: ] User Interface Language

B
o Advanced Settings

¢ Indicate which separation method you are going to use: Detect
blank pages or Detect cover pages with a barcode.

Advanced Settings &J

Font Type | Barcodes | Document F'rn:u:essing|

Document separation

Mo document separation

(@) Detect blark pages

Detect caver pages with a bar code

0.0
Define a read zone

fmm: 0.0 0.0
0.0

I Look for barcodes that
contain:

When you are using cover pages with barcodes, you can indicate
where exactly on the page the barcodes are located, by means of a
read zone. Once you have defined the read zone, Readiris will only
search for barcodes in that specific area.

Tip: in order to know the dimensions of the read zone, use the Coordinates
function in Readiris:

e Click the Zones tab, and select Coordinates.
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Readiris - C:\Program Files\Readiris Caorporate 14\Samples\autoformatjpg (page 1 of 1)

me

N =N

Hol
@ of Cut - |j“[>S " Delete Small Zones

[% ) % Wi | %1537 ¥:33 pivels

Col - - Delete All Z = k=l BE= = X512 Y:0.11 inch

Paste 'qu:y Analyze Ignore Sort = < OnEs Select Text Picture Table Barcode x.130.1 Y:2.8 mm
r

Do Not Detect Windows on Borders | zgne
Clipboard Layout Editing | Coordinates

e Now move the cursor over the image to see the coordinates.

You can also indicate specific content your barcodes contain. When
you select this option, Readiris will only look for the content you
specified. Other barcodes will be ignored as cover page. This
feature is recommended if your documents contain barcodes on
other pages as well, and not only on the cover pages.

The Recognition options

If your barcode cover pages also contain other content - besides the
barcodes - which you want to include in your output documents,
then select the option Include cover pages in output documents.

Fecognition
@ Apply page analysis to cover pages
Apply layvout to cover pages:

Browse, ..

v | Include cover pages in output documents

The option Apply page analysis to cover pages splits the cover
pages up into recognition zones, just like regular pages.

By means of the option Apply layout to cover pages you can use
one of your zoning templates to split up the cover pages into
recognition zones. For more information on how to use zoning
templates, see the section Using Zoning Templates.
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The Indexing options

In case you want Readiris to generate an XML index file containing
detailed information on the processed documents, select the option
Generate an XML index.

Indexing

Mo batch and docurment indesx
(@) Generate an XML index

Include text of cover pages in XML index

HOW TO SEPARATE BATCHES OF IMAGE FILES

(This section applies to Readiris Corporate only)

When you are processing batches of image files and don't want
Readiris to convert them into a single output file, you can use cover
pages to separate them.

To do so:
e Import all the images you want to process.

¢ In the Pages panel, indicate at which page you want Readiris to
start a new document:

o Select the page.

o Then right-click it and click Cover page.
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| Exclude Page 1

Select Page 1
Delete Page 1
Move Page 1 Up
Move Page 1 Down

Cover page

o The page icon turns into a Cover page icon.

Note: if you want the cover pages to be included in the output
documents, select the corresponding Document Separation
options:

e Click the Readiris button.

e Then click Advanced Settings and click the Document
Processing tab.

ﬁ;}

: \ OCR Wizard

E"’* j User Interface Language

= _
o° Advanced Settings
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HOW TO RECOGNIZE FORMS

Note that Readiris is not designed to recognize complex forms.
Readiris recognizes documents by converting pictures of text
characters and numbers into actual text and numbers. Forms, on the
other hand, contain many graphic elements such lines, boxes, check
boxes and the like, which complicate Readiris tasks.

Use the following rule of thumb if you try to recognize forms: if
you would be able to re-create the form fairly easily from scratch
inside Microsoft Word, Readiris has a good chance of processing it.
If it would take an extraordinary effort to re-create it in Word, then
Readiris will have the same difficulty.

Example
Form Readiris would not be able to process correctly
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HOw TO PROCESS LOW-RESOLUTION IMAGES

A resolution of 300 to 400 dpi is required to obtain optimal results
in Readiris. When you are faced with low-resolution images, the
best thing you can do is re-can the images in an appropriate
resolution. If that's not possible, there are few tips and tricks that
help you obtain better results:

Tip 1

When scanning images of an unknown resolution (which is the
case with digital cameras) or images of which the file header
displays an incorrect resolution, make sure to select the option
Process as 300 dpi:

e Click the down arrow beneath the Scan button.
e Then click Settings.
e Select the option Process as 300 dpi.

When this option is selected, Readiris treats the images as if they
had a 300 dpi resolution.

Tip 2

When scanning images with a digital camera, make sure to select
the Digital camera option:

e Click the down arrow beneath the Scan button.
e Then click Settings.

e Select the option Digital Camera.
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Tip 3 (Readiris Corporate only)

Make sure that favor Accuracy over Speed when processing low-
quality documents:

e Click the expansion arrow on the Language group.
e Move the slider to Accuracy.
Note:

When you are processing low-resolution faxes, there is no need to
take special measures. Readiris detects the typical fax resolutions
100 x 200 dpi (normal quality), 200 x 200 dpi (fine quality) and 200
X 400 dpi (superfine quality) and preprocesses these images
automatically to ensure optimal results.
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