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Welcome

Welcome to OmniPage Pro, and thank you for buying our software!
The following documentation has been provided to help you learn
about OmniPage Pro.

This User’s Manual

This manual introduces you to the basics of using OmniPage Pro. It
includes an introduction to OmniPage Pro, installation and setup
instructions, task-oriented instructions, ways to customize processing,
settings guidelines, and technical information.

Online Help

OmniPage Pro’s online help contains detailed information on features,
settings, and procedures. The online help conforms to Windows online
help conventions and has been designed for quick and easy information
retrieval. Please see “Getting Online Help” on page 12 for more
information.

Release Notes

The Release Notes booklet contains last-minute information about
OmniPage Pro. Please read this before installing the application.

Scanner Setup Notes

The Scanner Setup Notes booklet contains the latest information about
supported scanners and scanner setup.
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Using This Manual

Using This Manual

This manual is written with the assumption that you know how to work
in the Microsoft Windows environment. Please refer to your Windows
user’s manual or online help if you have questions about how to use

dialog boxes, menus, and so on.

The following conventions are used in this manual.

Convention

Purpose

Italicized text

= Emphasizes menu

commands, dialog box
options, labeled buttons, and
file names

For example:

“Choose Open... in the File
menu.”

Emphasizes new terms the
first time they are used

Emphasizes important words
in a sentence

& Note symbol

Introduces a tip or an item of
note

& Warning symbol

Introduces cautionary text
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Chapter 1

Introduction to
OmniPage Pro

You probably use your computer for most business correspondence and
other written projects. The problem is that certain sources of information
cannot be immediately used on a computer.

For example, if you want to incorporate information from a magazine
article into a document in your word processor, you somehow have to
get the text from the article into your computer. Painstakingly retyping
the article is not an appealing solution.

OmniPage Pro offers a smart solution to increase your work
productivity. OmniPage Pro’s optical character recognition (OCR)
technology accurately and easily converts scanned paper documents
and image files into editable text for use in your favorite computer
applications. OmniPage Pro does the retyping for you.

Please continue reading this chapter for information on these topics:
= What Is Optical Character Recognition (OCR)?
« The OmniPage Pro Desktop
= Getting Online Help
= Product Support
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What Is Optical Character Recognition (OCR)?

What Is Optical Character Recognition (OCR)?

Optical character recognition (OCR) is the process of turning an image into
computer-editable text. An image is an electronic picture of text such as
a scanned paper document or an electronic fax file. Images do not have
editable text characters; they have many tiny dots (pixels) that together
form a picture of text.

During OCR, OmniPage Pro analyzes an image and defines characters
to produce editable text. After OCR, you can export the resulting text to
a variety of word-processing, page layout, and spreadsheet
applications.

OmniPage Pro OCR

In addition to text recognition, OmniPage Pro can retain the following
elements of a document during OCR.

Graphics
Photos, logos, and drawings are examples of graphics.

Text formatting

Font types, font sizes, and font styles (such as bold or italic) are examples
of text formatting.

Page formatting

Column structure, paragraph spacing, and placement of graphics are
examples of page formatting.

The graphics, text formatting, and page formatting elements that
OmniPage Pro retains are determined by the settings you select. See
“Settings Guidelines” on page 54 for more information.

P

OmniPage Pro only recognizes machine-printed characters such as
laser-printed or typewritten text. However, it can retain handwritten
text, such as a signature, as a graphic.
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What Is Optical Character Recognition (OCR)?

Basic Steps of OmniPage Pro OCR

These are the basic steps of OmniPage Pro’s OCR process.

Bring a document image into OmniPage Pro.

You can scan a paper document, load an image file, or load a fax
from Microsoft. The resulting image appears in OmniPage Pro’s
image viewer. See “Bringing Document Images into OmniPage
Pro” on page 23 for more information.

Create zones to identify areas you want to recognize as
text or retain as graphics.

Zones are borders that enclose the parts of a document image that
will get processed. You can create zones manually, automatically,
or with a template. Any areas not enclosed by zones are ignored
during OCR. See “Creating Zones for OCR” on page 26 for more
information.

Perform OCR to convert text information into editable
text characters.

During OCR, OmniPage Pro defines text characters in an image.
After OCR, you can check and correct errors in the text. See
“Performing OCR on a Document” on page 27 for more
information.

Export the document to the desired location.

You can save your document to a specified file format, place it on
the Clipboard, or send it as a mail attachment. See “Exporting
Documents” on page 39 for more information.

N

There are different ways to start the OCR process in OmniPage Pro. See
“Ways to Process Documents” on page 21 for more information.
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The OmniPage Pro Desktop

The OmniPage Pro Desktop

OmniPage Pro’s desktop displays the pages of a document in its
thumbnail viewer, image viewer, and text viewer. You can use buttons
in the Standard, AutoOCR, and Zone toolbars to perform various tasks
on the document.

Zone
toolbar

Stdndard % OmniPage Pro - Untitled DmniPage Document

fOOlbdr File Edit “iew Toolz Process Help T ]
N nEEER B EE R E = e =]

-

por Jam on Ihe Infemalon Alg a

AutoOCR

toolbar

The
thumbnail
viewer
displays a
picture of
each page
in the
document.

Paper Jam on the i

. The introduction of the personal compu
e caused dramatic changes in the way bt
and individnals access, retrieve, share, s
analyze, and present information.

Today, more than 60 percent of the wo
spends ifs time creating, processing, or
information, compared to just 17 percet
Yet in spite of the widespread use of ci
the promise of a paperless business is f
reality. More than 90 percent of the In_fl_|
— 3

The current
page has
a box
around it.

[«
Ready | LANG [MORM Page2of4 4| ~
The image viewer Drag this splitter to The text viewer displays the
displays the current the left or right to current page's recognized
page’s original image. resize a viewer. text and retained graphics.
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The OmniPage Pro Desktop

AutoOCR Toolbar

The AutoOCR toolbar contains buttons that can activate each step of the
OCR process.

AUTO Image Zone OCR Export
button button button button button

| | | | |
=i BN} e

Click the down arrow to
display the commands in a
button’s drop-down list.

Set commands in the AutoOCR toolbar buttons for the operations you
want to perform. You can choose commands in a buttons’s drop-down
list.

= The AUTO button allows you to activate automatic processing or
use the OCR Wizard.

= The Image button allows you to bring in images by scanning or
loading pages.

= The Zone button allows you to automatically create zones on
images based on their original page layouts or predefined
templates.

= The OCR button allows you to perform OCR or train characters
for OCR.

= The Export button allows you to save, copy, or send your
recognized document as a mail attachment.

P

Please see “Setting AutoOCR Toolbar Commands” on page 43 for more
information on each toolbar button.
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The OmniPage Pro Desktop

Standard Toolbar

The Standard toolbar contains buttons and drop-down lists for
performing various tasks.

New  Save  Check  Copy Undo  Image  Rotate Zoom
Recognition Editor Image

0|zE] 3l¥] & |=lel o B2z Bl@ os 5

Open Print Cut Paste View Options Straighten Help
Image

Zone Toolbar

The Zone toolbar contains buttons that allow you to draw and define
zones on a page image.

Draw Addto Reorder
Rectangular Zone  Zones
Zones

|
i 14 Y i

Draw  Subtract  Zone
Irregular ~ from  Properties
Zones Zone

See “Customizing Zones” on page 65 for more information.
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The OmniPage Pro Desktop

Options Dialog Box

You can select settings for OmniPage Pro in the Options dialog box. To
open it, click the Options button or choose Options... in the Tools menu.

rCa
I E

Click the tabs in
the Options
dialog box to
view and select
different settings.

Options

Process | OCR Aware I Microzoft \Word
Accuracy | FPage Format I Language

L]}

& Nomal

™ lgnore abbreviations
™ Igrore proper nours

" Character Type

' Dot matrix or monospace

= | Wse Tiraitiing File:

Scanning Mode

 Blackandwhie  Jiza | A

LLighten
' Grayscale with 3D OCR

B

[Warken

Cancel

Usze Defaults
Load Settings...

Save Settings...

44

Help

See Chapter 4, OmniPage Pro Settings, for more information on settings.
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Getting Online Help

Getting Online Help

After installing OmniPage Pro, you can use its online help system to get
information on features and procedures.

P

Please refer to your Windows documentation to learn more about using
Windows online help systems.

Help Menu

Use commands in the Help menu to open topics that provide
information on features and procedures.

% OmniPage Pro for Windows 95 - Untitled OmniPage Document
File Edit “iew Process Tools

—~ = OmniPage Fro Help Topics
i E
Diz|u| slv| sle 3000,
AUTO |v| ﬁ@ Product Support

Tip of the Day...

e

About OmniPage Pra...

= Choose OmniPage Pro Help Topics to get contents and index
listings for OmniPage Pro help topics.

= Choose Getting Started to get introductory topics to OmniPage
Pro, including tutorial exercises.

= Choose Product Support to find out how to get product support
services for OmniPage Pro.

= Choose Tip of the Day to get hints for using OmniPage Pro.

Context-Sensitive Help

You can get on-the-spot information about a particular OmniPage Pro
command, toolbar button, or dialog box option in the following ways.

? = Click the Help button in the Standard toolbar and then click any
toolbar button, menu command, or area of the OmniPage Pro
desktop to display information about that item.

= Click the question-mark button in the upper-right corner of a
dialog box and then click an item in the dialog box to get an
explanation of that item.

= Some dialog boxes have a Help button. Click Help to get
information about that dialog box.

I‘H
]

Help
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Product Support

Product Support

For the fastest and easiest way to get help, please look for solutions in
this manual or in the online help. For troubleshooting tips, see “General
Troubleshooting Solutions” on page 86.

If you need additional help, product support and information are
available to registered users through the services listed in this table.

Service How to Contact

World Wide Web home page http://www.caere.com
[common Q&A, patches, updates,
troubleshooting procedures, and
product information)

Download Service (BBS) +1 408 395-1631
{patches, updates) (8 bits, no parity, 1 stop bit)
Automated Fax Response Service +1 408 354-8471
{[common Q&A, updates) {US fax numbers only}

Telephone Support in North America +1 408 3958319
{fee-based troubleshooting)

For international telephone numbers, please refer to the  Caere Product Support
insert in your OmniPage Pro package.

Please have the following information ready for the best service if you
call Caere Product Support:

= OmniPage Pro version and serial number

= The make and model of your computer system, scanner, and
other peripheral devices (printer, monitor, and so on)

= The names and version numbers of any other scanning software
you use

= The amount of memory (RAM) on your system
To get memory information, choose Start » Settings » Control
Panel in the Windows taskbar. Double-click the System icon in
the Control Panel to open the System Properties dialog box. On
Windows 95, click the Performance tab to see memory
information. On Windows NT, click the General tab to see
memory information.

= The amount of free hard disk space on your system

To get disk space information, open Windows Explorer and
select the drive letter for your hard disk. The status bar will
report how much free hard disk space is available.
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Chapter 2

Installation and Setup

This chapter provides installation and setup information for OmniPage
Pro and the Scan Manager.

For technical and troubleshooting information, please read Chapter 6,
Technical Information. For specific scanner information, please read the
Scanner Setup Notes included in your OmniPage Pro package.

This chapter contains the following topics:
= Minimum System Requirements
= Installing OmniPage Pro
= Setting Up Your Scanner with OmniPage Pro
= Starting OmniPage Pro
= Registering OmniPage Pro
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Minimum System Requirements

Minimum System Requirements

You need the following setup, at minimum, to install and run OmniPage
Pro:
= Computer with a 486 or higher processor
= Microsoft Windows 95 or Windows NT 4.0
= 8MB of memory (RAM) for Windows 95
16MB of memory for Windows NT
= 30MB of free hard disk space to install application files, the Scan
Manager, and one OCR language
40MB to install above files and all OCR languages
10MB of free hard disk space for temporary files during
installation
= SVGA or VGA monitor
= Windows-compatible mouse
= A compatible scanner if you plan to scan documents
Please see the Scanner Setup Notes for a list of tested scanners.

P

Performance and speed will be enhanced if your system exceeds these
minimum requirements.

Installing OmniPage Pro

OmniPage Pro’s Setup program takes you through installation with
onscreen instructions at every step. For best results, do not run any other
programs — especially anti-virus programs — during installation.

AN

Be sure your scanner is connected, turned on, compatible with your
system, and runs with the software provided by the scanner
manufacturer before you install OmniPage Pro.

To install OmniPage Pro:

1 Insert OmniPage Pro’s CD-ROM in the CD-ROM drive.
The Setup program should start automatically. If it does not
start, locate your CD-ROM drive in Windows Explorer and
double-click the Setup. exe program at the top-level of the
CD-ROM.
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Setting Up Your Scanner with OmniPage Pro

2 Click Next to continue with installation.

3 Follow the onscreen instructions to finish installation.

During installation, you are prompted to enter a serial number.
You can find the serial number on the label of the CD-ROM.

Setting Up Your Scanner with OmniPage Pro

To use your scanner with OmniPage Pro, you must install the Scan
Manager and select your scanner. You are prompted to do this during
OmniPage Pro’s regular installation. However, you can also install the
Scan Manager at a separate time.

P

The Scanner Setup Notes contain the most detailed information about
scanner support and setup. You can also find more information in
“Scanner Setup Issues” on page 91.

Use the following procedure to install the Scan Manager if you did not
install it during OmniPage Pro installation.

To install the Scan Manager:

1 Make sure your scanner is turned on when you start your
computer.

Close OmniPage Pro if it is open.
Insert OmniPage Pro’s CD-ROM in the CD-ROM drive.

Cancel the regular Setup program if it starts automatically.

a A W DN

Double-click the setup. exe program located in the
Scanmgr\Disk 1 folder.

6 Select your scanner when you are prompted.
The Scan Manager finishes installing after you make your
scanner selection.
Once your scanner is set up with OmniPage Pro, you can select
scanner settings in OmniPage Pro’s Options dialog box. See
“Scanner Settings” on page 49 for more information.
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Starting OmniPage Pro

To change your scanner selection in the Scan Manager:

1

9

Make sure your scanner is turned on when you start your
computer.

Close OmniPage Pro if it is open.

Click Start in the Windows taskbar and choose
Settings » Control Panel.

Double-click the Caere Scan Manager 3.0 icon to open the Scan
Manager.

Click the Select Scanner tab.

Select the name of the scanner you want to use in the Supported
Scanners list box.

Click Set as Current Scanner and then click Apply.

You are prompted to select the directory containing the files
that need to be installed.

Insert OmniPage Pro’s CD-ROM in the CD-ROM drive.
Cancel the regular Setup program if it starts automatically.

Select Scanmgr\Disk 1 as the installation directory and click OK.

10 Click Close in the Scan Manager after processing is complete.

Starting OmniPage Pro

If you plan to scan, make sure your scanner is attached to your computer
and turned on before you start OmniPage Pro.

To start OmniPage Pro, click Start in the Windows taskbar and choose
Programs » Caere Applications » OmniPage Pro 8.0. (Use the program
group you selected during installation if it is different than Caere
Applications.)

Or, double-click the OmniPage Pro icon located in the folder where you
installed OmniPage Pro.

See “The OmniPage Pro Desktop” on page 8 for an introduction to
OmniPage Pro’s user interface.
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Registering OmniPage Pro

Registering OmniPage Pro

Registering your copy of OmniPage Pro entitles you to product support,
notification of special offers, and the lowest price offered on the next
OmniPage Pro upgrade.

You can use OmniPage Pro for 25 sessions without registering it. The
Register dialog box appears the 26th time you launch OmniPage Pro,
and the program exits if you do not register at that time.

N

If you purchased your product directly from Caere or if you are already
a registered user, you should not be prompted to register again.

To register OmniPage Pro by telephone:

1 Click the Register menu to open the Register dialog box.

This dialog box appears automatically the first time you start
OmniPage Pro.

Register OmniPage Pro ]

Call now to register,
You can launch Proup to 25 times before calling our registration
hotline, The hotl lable during normal business hours, Monday

through Friday.

‘Why not register now?®

It's simple to register. Just dial the toll-free number

listed for the country from which you're calling,

and tell the operator you'd like to register your

copy of OmniPage Pro. As a registered .
OmmiPage Pro owner you'll b cntitled

to these benefits:
» Product support available to .

registered users only . Don't Wait,

= Lowest prices available. Register today! |
Be the first to be notified of the
latest advances in OCR technology,

and receive special upgrade prices. .

[United States (18882376552 |
H o Serial Mumber: nnnnX-xnrennnnnn Register Lt . .
You W|||_b|e qsléekd to proglde ’ _ Pegtalae | Closes the Regjister dialog
our serial and key numbers. T e o — . o
Yy Y T — box without registering.
When you get your registration _ _ N Prints out your
number, enter it here. You have 23 sessions left before you must register registrdtion informdtion.

2 Click the Call drop-down list and locate the phone number for
your country.

3 Call the phone number and ask for a registration number.

You will be asked to provide your serial and key numbers that
are listed in the Register dialog box.

4  Enter the registration number in the Registration Number text
box and click OK.
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Registering OmniPage Pro

The Registration menu disappears from the menu bar after you
register.

To register OmniPage Pro at Caere’s Web site:

1

You will need to enter your Serial Number: AnnnX-Xan-nnannn
serial and key numbers. Key: nnnanann

When you get your registration
number, enter it here.

Click the Register menu to open the Register dialog box.

Register OmniPage Pro ]

Call now to register.

“You can launch OmniPage Pro up to 25 times before calling our registration
hotline. The hotline is available during normal business hours, Monday
through Friday.

‘Why not register now?

It's simple to register. Just dial the toll-free number

listed for the country from which you're calling,
and tell the operator you'd like o register your
copy of OmniPage Pro. As a registered
OmniPage Pro owner you'll be entitled
1o these benefits:
= Product support available to

registered users only.
+ Lowest prices available.

Be the first to be notified of the

latest advances in OCR technology,

and receive special upgrade prices.

[Urited States [1-888-237-6552] ER 0K 1
web Regitation Opens a help topic that
P LI provides instructions and a

link to Caere’s Web site.

Redgistiation Number [

ou have 23 sessions left befors you must register

Open your Web browser and go to the following address:
http://www.caere.com/registration

Enter the requested information in the fields provided.

You will need to enter your serial number and key numbers
that are listed in the Register dialog box.

Click Submit Information when you are finished entering
information.

You will be given a registration number.

Enter the registration number in the Registration Number text
box and click OK.

The Register menu disappears from the menu bar after you
register.
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Chapter 3

Processing Documents

This chapter describes how to work with documents in OmniPage Pro,
including each step of the OCR process.

There are different ways to accomplish the same tasks in OmniPage Pro.
You can use toolbar buttons or menu commands to start procedures.

OmniPage Pro can perform all OCR steps automatically, or you can start
each step individually. You can even do different tasks at the same time.

Please continue reading this chapter for information on these topics:
= Ways to Process Documents
= Bringing Document Images into OmniPage Pro
= Creating Zones for OCR
< Performing OCR on a Document
= Checking OCR Results
= Using OCR in Other Applications
= Working with Documents
= Exporting Documents

P

For complete information on all OmniPage Pro commands, settings, and
procedures, please use OmniPage Pro’s online help. See “Getting Online
Help” on page 12 for more information.
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Ways to Process Documents

Ways to Process Documents

Optical character recognition (OCR) is the process of turning an image
into computer-editable text so you do not have to retype the text
manually. Chapter 1 explains the basic steps of OmniPage Pro’s OCR
process. The following is a summary of those steps.

1

Bring a document image into OmniPage Pro.
See page 23 for more information.

Create zones to identify areas you want to recognize as text or
retain as graphics.

See page 26 for more information.

Perform OCR to convert text information into editable text
characters.

See page 27 for more information.

Export the document to the desired location.
See page 39 for more information.

Using the OCR Wizard

The OCR Wizard guides you through the entire OCR process by asking
you questions about your document and selecting the appropriate
settings for you.

To process your document using the OCR Wizard:

1

Set OCR Wizard as the command in the AUTO button’s drop-
down list.

Click AUTO or choose OCR Wizard in the Process menu.
The first wizard screen appears.

OCR Wizard - Step 1 of 5 [-1x]

How do you want bo get a page image?

& e imags
Use pour scanner ta turh a paper document
into a page image.

£~ Load image
Open an existing image file such as a TIFF
ar PCK file.

€= load Erchange far
[ pem & Fax image from b ierosoft Exchange:

You can also select an image source in the
Image button's diop-down list.

< Back: I Mext » I LCancel |

3 Answer the question in the first screen and click Next.

4 Continue answering questions in the screens that follow.
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Ways to Process Documents

Automatic Processing

Use the AUTO button to process a new document from start to finish or
finish processing an open document.

To process your document automatically:

1 Set AutoOCR as the command in the AUTO button’s drop-
AUTD down list.

2  Setthe desired Image, Zone, OCR, and Export commands.

See “Setting AutoOCR Toolbar Commands” on page 43 for
more information.

3 Choose Options... in the Tools menu and check that settings are
appropriate for your document.

See “Settings Guidelines” on page 54 for more information.
4  Place your document in your scanner if you are scanning.

5 Click AUTO or choose AutoOCR in the Process menu.

Each page of the document is processed and finished in order
according to the selected commands. If page images in an open
document already have zones, OmniPage Pro will skip zoning
for those pages and continue with the selected OCR and export
operations.

Performing Multiple Tasks at Once

OmniPage Pro takes advantage of your computer’s ability to handle
more than one process at a time. You can simultaneously scan, create
zones, recognize, and edit documents. You do not have to wait for any
process to complete before moving on to the next task.

For example, if you scan a multiple-page document, you can draw zones
on an image as soon as the first page is scanned and you can edit

recognized text as soon as it appears in the text viewer. These tasks can
be done at the same time other pages are being scanned and recognized.

Starting the OCR Process Outside OmniPage Pro

You can start the OCR process outside OmniPage Pro in a variety of
ways. For example, you can use the OCR Aware feature to initiate OCR
from another application and paste recognized text into an open
document. See “Using OCR in Other Applications” on page 33 for more
information.
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Bringing Document Images into OmniPage Pro

Bringing Document Images into OmniPage Pro

You can bring document images into OmniPage Pro by:
= Scanning Pages
= Loading Image Files
= Loading Exchange Faxes

Scanning Pages

You can scan paper documents to convert them to electronic images in
OmniPage Pro. If a document is already open, scanned pages are
inserted as new pages.

To scan in OmniPage Pro, you must install the Scan Manager and select
your default scanner. See “Setting Up Your Scanner with OmniPage
Pro” on page 16 for more information.

P

If you use a Visioneer scanner or if your scanner is set up to work with
Visioneer’s PaperPort software, see “Using Visioneer Scanners with
OmniPage Pro” on page 89.

To scan pages into OmniPage Pro:

1 Place your page in your scanner.

You can scan a stack of pages if you have an automatic
document feeder (ADF).

2 Set Scan Image as the command in the Image button’s drop-
down list.

3 Choose Options... in the Tools menu and click the Scanner tab to
make sure the appropriate settings are selected.
Select Scan Until Empty if you want to scan all pages in an ADF
at once. Otherwise, you must click the Image button to scan
each subsequent page.

4  Click the Image button or choose Scan Image in the Process
menu.

Pages are scanned in order and combined into one working
document.
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Bringing Document Images into OmniPage Pro

Loading Image Files

An image file is an electronic picture of text, such as a scanned paper
document or an electronic fax, that is saved in an image file format such
as PCX or TIFF. You can load image files into OmniPage Pro. If a
document is already open, loaded image files are inserted as new pages.

P

The following procedure is for loading image files only. To open an
OmniPage Document (* .met), use the Open... command in the File

menu.

To load image files into OmniPage Pro:

1

Set Load Image as the command in the Image button’s drop-
down list.

Click the Image button or choose Load Image in the Process
menu.

The Load Image dialog box appears.

Load Image [2]<]
Look i |B data j gl
Irput
Dutput
Sample. tif
File name: I Open I
Fies of lype: [ TIFF fies(*.t) | Corcel | Click Advanced if
you want to select
Advanced »» —+—— ¢,
fareed | files from more

than one folder.

Select the folder location and file type of the file you want to
load.

See “Supported File Formats” on page 89 for a complete list of
supported file formats.

Select the files you want to load.

You can Shift-click or Ctrl-click to select multiple files in the
same folder.

Click Advanced if you want to select files from more than one
folder.

= Select a file and click Add to put it in the Selected Files list.
= Click Add All to add all files from the current folder.
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Bringing Document Images into OmniPage Pro

6 Click Open when you have selected all the files you want to
load.

Image files are loaded in the order selected and combined into
one working document.

Loading Exchange Faxes

You can load fax images into OmniPage Pro from Microsoft Exchange or
Outlook if you have the Microsoft Fax component installed with those
applications. Please see Microsoft documentation for information on
configuring these applications.

If a document is already open, loaded faxes are inserted as new pages.

P

For best results, ask senders to use Fine or Best mode when they send
you faxes.

To load Exchange faxes into OmniPage Pro:

1 Set Load Exchange Fax as the command in the Image button’s
drop-down list.

This command only appears in the drop-down list if you have

the Microsoft Fax component installed with Microsoft
Exchange or Outlook.

2 Click the Image button or choose Load Exchange Fax in the
Process menu.

The Exchange dialog box appears.

E-S Personal Folders Sender I Subiject | Received
(] Deleted ltems [ 4023959289+  Mew Fax Message 0602 /96 20:26
=} o
7] Outbox

“{27 Sent Items

« »

[pen Cancel

3 Select the folder that contains the faxes you want to load.

4  Select the faxes you want to load.
You can Shift-click or Ctrl-click to select multiple faxes.

5 Click Open when you have selected all the faxes you want to
load.

Exchange faxes are loaded in the order selected and combined
into one working document.

Processing Documents - 25



Creating Zones for OCR

Creating Zones for OCR

Page images are displayed in OmniPage Pro’s image viewer where zones
are created before OCR. Zones are borders that identify areas of an
image that will be recognized as text or retained as graphics. Any part of
an image not enclosed by a zone is ignored during OCR.

Wery Tha Bt Typint Win

This is a text zone. It
will be converted to
text during OCR.

This is a graphic zone. It
—— will be kept as a graphic
image during OCR.

Allunzoned areas of the
page will be ignored
during OCR.

For information on drawing zones manually, modifying zones, deleting
unwanted zones, and using zone templates, please see “Customizing
Zones” on page 65.

Creating Zones Automatically

OmniPage Pro can analyze a page and create zones automatically for
you. It uses the selected setting in the Zone button to determine the text
flow on a page and breaks it into ordered zones.

To create zones automatically:

1 Choose a setting in the Zone button’s drop-down list that most
closely matches the format of your document.
You can choose Single-Column Pages, Multiple-Column Pages,
Tables, Mixed Pages, or a template of your own. See “Zone
Button Commands” on page 45 for more information on these
settings.
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P

You can also choose HP AccuPage — an advanced Hewlett Packard
scanning and zoning technology — as the zone setting if your
scanner supports it and HP AccuPage is selected in the Scan
Manager.

Zone #1:

alphanumeric text

Zone #2:

1 A
_Words That
Don’t Sell
. — | Off (And Tune Out) Audiences
alphanumeric text P

Click the Zone button or choose Auto Zones in the Process
menu.

OmniPage Pro automatically draws zones on the current page
in the image viewer. Each zone has a number indicating its
order and a letter indicating its zone properties.

Zone #3:
graphic

Make sure zones are identified correctly before performing
OCR. For example, if you want to retain an area as a graphic,
that area should be identified as a Graphic zone type. See
“Changing Zone Properties” on page 71 for more information.

Performing OCR on a Document

Performing OCR converts an image to editable text. This is also referred
to as recognizing text.

N

OmniPage Pro only recognizes printed characters such as laser-printed
or typewritten text. However, it can retain handwritten text, such as a
signature, as a graphic.

To perform OCR:

1

Choose Options... in the Tools menu and click the Page Format
tab.

Select an Output Format setting for your document.

OmniPage Pro uses this setting to determine the output
formatting of a document during OCR.
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Set OCR and Check as the command in the OCR button’s drop-
down list.

Or, set Perform OCR as the command if you do not want error
checking to begin automatically after OCR.

Click the OCR button.

The page is recognized according to the current zones and
settings. If there are no zones on the page, zones are created
according to the current command in the Zone button.

P

To schedule a group of documents for OCR at a particular time, see
“Scheduling OCR” on page 79.

Checking OCR Results

After performing OCR, recognized text appears in the text viewer where
you can check for errors. Error checking starts automatically if you chose
OCR and Check as the OCR process command.

OmniPage Pro marks suspected errors in green and inserts a red “reject”
character for any character it cannot recognize. To turn off these color
markers, choose Show Markers in the View menu.

To check and correct errors:

1

Click the Check Recognition button or choose Check
Recognition... in the Tools menu.

The Check Recognition dialog box displays the first suspected
error and a picture of how it originally looked in the image.

Check Recognition H B

Contain: questionable Iblack—an d-white

character:
lgnare I lgnare Al |

Suggestion: [Ehange | [Eianme sl |
sed | pone |

User dictionary: IUSEH vl

LChange to:

Click in this
4C Scanner Dy glVlIlg ¥« wilndow to
enlarge or
and IFEENGETNE filr|| =
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Verifying Text

Select one of these options for the word:

= Click Ignore to allow the word to remain as is.

= Click Ignore All to ignore all instances of the word in the
current document.

= Click Change to replace the word with the word in the Change
to edit box.

= Click Change All to replace all instances of the word with the
word in the Change to edit box.
= Click Add to add the word to the current user dictionary.

After you choose an option for the word, OmniPage Pro
automatically continues to find the next possible error.

Click Done to stop checking recognition.
Color markers are removed from words that have been
checked.

After performing OCR, you can compare recognized text against the
original image to verify that the text was recognized correctly.

To verify text against its original image:

1

Double-click any word in the text viewer or select a word and
choose Verify Text in the Tools menu.

The Verify Text window opens and shows a picture of the
original word and its surrounding area.

Verify T = Close
; " -
—— button

> Best PJEL Win

Click inside the window to enlarge or reduce the picture.

Continue double-clicking words that you want to verify.
The window display changes as you select new words.

Click the standard Close button to close the window.
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Checking OCR Results in Microsoft Word

You can check for OCR errors directly in Microsoft Word 7 or Microsoft
Word 97 if you have those versions installed on your computer.

P

To enable this feature, you must select settings in the Microsoft Word
section of OmniPage Pro’s Options dialog box. See “Microsoft Word
Settings” on page 53 for more information.

Make sure the *.doc file extension is associated with the version of
Word you plan to use. Please refer to your Windows documentation for
more information on associating file extensions with applications.

To check and correct errors in Microsoft Word:

1 Perform OCR on your document and then save it as the
appropriate file type:

= Save as Word for Windows 7.0 if you are using that version.
= Save as Word 97 if you are using that version.

2 Open the document in Microsoft Word.

AN

The document must be opened on a system that has OmniPage Pro

installed.

An OmniPage menu appears in Microsoft Word’s menu bar
along with a corresponding toolbar:

Remove Check

Recognition Support

Check
Recognition — & | & | B | &1
— ~
Verify Text

Close Image Viewer

3 Choose Check Recognition... in the OmniPage menu.
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When the first suspected error is located, the Verify Text
window appears displaying the original image of the text.

Use these bUHOﬂS B Verify Text - MEMO 1) H= E
to zoom in or out

on the image.

£l

original image ConchitaRW 1B

The Check Recognition dialog box also appears.

Mat in Dictionary: IEonchita
Changs o |Eenobite o | —_ |
Suggestions:

Conceit LChange I Change Al |

Cantata

Aidd | Suggest |
Add words ta: d
Cancel |

4 Select one of these options for the word:
= Click Ignore to allow the word to remain as is.
= Click Ignore All to ignore all instances of the word.

= Click Change to replace the word with the word in the Change
to edit box.

= Click Change All to replace all instances of the word with the
word in the Change to edit box.
= Click Add to add the word to the current user dictionary.

After you choose an option for the word, the next possible error
is located.

5 Click Done to stop checking recognition.

Color markers are removed from words that have been
checked.

N

To verify recognized text against its original image in Microsoft Word,
you must process the document in OmniPage Pro and save it to the
appropriate Word format. You cannot verify text against original
images using the OCR Aware feature.
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To verify text against its original image in Microsoft Word:

1 Follow steps 1 and 2 in the preceding instructions if your
document is not already open in Microsoft Word.

2  Select a suspect word.

Suspect words are marked in the color that was selected in the
Microsoft Word section of OmniPage Pro’s Options dialog box.

P

You can only verify words that are marked as suspected errors.
However, once the Verify Text window is open, you can use its
scroll bars and zoom buttons to see any part of the original image.

3 Choose Verify Text... in the OmniPage menu.

The Verify Text window opens and shows a picture of the
original word and its surrounding area.

B Verify Text - MEMO 1) HE B

=y

Use these buttons
to zoom in or out
on the image.

4 Repeat steps 2 and 3 to continue checking other suspect words.
The window display changes as you select new words.

5 Choose Close Image Viewer in the OmniPage menu to close the
window when you are done.

N

Removing OmniPage Pro Data from the Word Document

After checking for OCR errors, you should remove OmniPage Pro data
from your document to reduce its file size. You are automatically
prompted to remove OmniPage data after all suspect words have been
checked. You can also choose Remove Check Recognition Support in the
OmniPage menu. The OmniPage menu, toolbar, color markers, and
image data will all be removed from the document.
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Using OCR in Other Applications

You can use OmniPage Pro's OCR Aware feature to use OCR in other
applications. For example, you can scan, recognize, and paste text
directly into a word-processing document without ever leaving the
application.

You can use OCR Aware with 32-bit (and some 16-bit) applications that
have been registered with OmniPage Pro. An application must be
installed on your computer in order to use it with OCR Aware. See page
51 for more information on registering applications with OCR Aware.

N

For information on other ways to start OCR outside OmniPage Pro,
please see the “Starting OCR Outside OmniPage Pro” online help topic.

To use OCR Aware in an application:
1 Align your document in your scanner if you plan to scan.

2 Open the application in which you want to insert recognized
text.

The application must be registered to work with OCR Aware.
You do not need to open OmniPage Pro itself.

3 Place the cursor at the location in your document where you
want to insert recognized text.

If no document is open, recognized text will be pasted to the
Clipboard.

4 Choose Acquire Text Settings... in the application's File menu if
you want to check the current settings.

5 Choose Acquire Text... in the application's File menu when you
are ready to start the OCR process.
OCR processing occurs according to the selected settings.
Recognized text appears at the cursor location in your
application. If no document is open, text is pasted to the
Clipboard.

P

Text formatting, such as bold and italics, is retained if the
application supports RTF information. Otherwise, only plain text
will be pasted. Graphics are retained if the application supports
bitmap images.
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Working with Documents

OmniPage Pro’s thumbnail, image, and text viewers allow you to look
at and work with pages in the current document.

% OmniPage Pro - Untitled OmniPage Document HE E
Fie Edi View Iools Frocess Help

gl aly| maJ-w MI—J wel| | i 12l

B[] BR [

apor Jorh &n T Informalon FIghwol)

Paper Jam on the |i

The introduction of the personal compu
caused dramatic changes in the way bt
ane indivicmals access, retrieve, share, ¢
analyze, and present nformation.

Today, more than 60 percent of the wo
spends ifs time creating, processing, or
information, compared to just 17 percer
Yet in spite of the widespread use of c«
the promise of a paperlegs business is f
reality. More than 90 pergent of the m;f'_|
KT — r

Thumbnail viewer

Ready |LANG [NORM [Page2ofd <]+ 4
| \
Image viewer Drag this splitter to the left Text viewer

or right to resize a view.

This section describes the following procedures:
= Saving a Document as You Work
= Resizing a Page View
= Changing Pages
= Reordering Pages
« Deleting Pages
« Printing a Document
= Closing a Document
= Closing OmniPage Pro
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Saving a Document as You Work

Click the Save button in the Standard toolbar or choose Save in the File
menu to save changes to the current document as you work. The first
time a document is saved, the Save As dialog box appears. See “Saving
a Document” on page 39 for more information.

If a document has been saved as an OmniPage Document (* .met), all
the changes you make in the open document are saved. If a document
has been saved as a text-based file type, only the text changes are saved
out to that file.

For example, suppose you save the current document as a text file called
Memo.txt but continue to work with the recognized text in OmniPage
Pro. Whenever you click the Save button, changes in the recognized text
will overwrite the Memo.txt file.

Resizing a Page View

You can resize a page displayed in the image viewer or text viewer to
enlarge or reduce the view.

To resize a page view:

1 Click in the viewer you want to enlarge or reduce to make it
active.

2 Choose a size option in the Zoom drop-down list in the
Standard toolbar.

Or, choose Zoom in the View menu and select a size option in
the drop-down list.

The page resizes as specified.

P

You can also click your right mouse button in the viewer you want to
resize and select a size option in the shortcut menu.
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Changing Pages
The thumbnail viewer, image viewer, and text viewer all display the
same page in a document.
You can change pages in a document in the following ways:
= Click the thumbnail of the page you want to display.

The thumbnail of the
L currently displayed page
has a box around it.

= Click the Next Page or Previous Page buttons at the lower-right
corner of the OmniPage Pro desktop.

Ay

= Choose Next Page, Previous Page, or Go to Page... in the Edit menu.
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Reordering Pages

You can reorder pages in a document by dragging their thumbnails to
different positions in the thumbnail viewer.

- 1

|

| Click the thumbnail of the page
you want to move and drag it

| above the desired page number.

|

L _ _ ]

Hold down the Ctrl key while you click thumbnails if you want to select
multiple thumbnails to move as a group.

Deleting Pages
If you delete a page from a document in OmniPage Pro, the thumbnail,
original image, and recognized text for that page are all deleted.
To permanently delete pages:

« Choose Delete Current Page in the Edit menu to delete the
currently displayed page.

= Select one or more thumbnails of pages you want to delete and
press the Delete key.

Processing Documents - 37



Working with Documents

P

Undoing Changes

You can click the Undo button or choose Undo in the Edit menu to cancel
the very last change you made in the text viewer. You can also choose
Undo to cancel zone deletions in the image viewer. However, page
deletions cannot be undone.

Printing a Document

You can print the current document's original page images or
recognized text.

To print a document:

1 Choose Print... in the File menu and choose one of the
following in the submenu:

« Choose Image... to print original page images.

= Choose Text... to print recognized text.
2 Select the desired print settings in the Print dialog box.
3 Click OK to start the print job.

P

As a shortcut, you can click either the text or image viewer to make it
active and then click the Print button to print from that viewer.

Closing a Document
Choose Close in the File menu to close a document.

You are prompted to save your document if you have not saved it or
have modified it since the last save. Save a document as an OmniPage
Document (* .met) if you want to reopen it in OmniPage Pro again.

Closing OmniPage Pro

Choose Exit in the file menu to close OmniPage Pro. You are prompted
to save the current document if you have not saved it or have modified
it since the last save.

Processing Documents - 38



Exporting Documents

Exporting Documents

You can export a document to other applications by:
« Saving a Document
= Copying a Document to the Clipboard
= Sending a Document as a Mail Attachment

P

After you export a document, a copy of the document remains open in
OmniPage Pro. Save the document as an OmniPage Document (* . met)
if you want to reopen it in OmniPage Pro again. OmniPage Documents
retain all original images, zones, and recognized text.

Saving a Document

You can save recognized text and original images to disk in a variety of
file types.

To save recognized text:

1 Choose Save As... in the File menu.

@ ] You can also click the Export button with Save As selected in
= the drop-down list.

The Save As dialog box appears.
Save As HE
Save jn: Iadala j il :

Input
Output

File name: I i I
Save as lype: [Fich Text Format [TP] (=) = Cancel

Save Optian:
File: options: ICraate one file for all pages d
IV Retain graphics
I Hard cariage retumn after every line

2  Select a folder location and file type for your document.

See “Supported File Formats” on page 89 for a complete list of
supported file types.

3 Type in afile name and select save options.
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4

Click OK.

The document is saved to disk as specified. Graphics and
formatting are saved in the document only if the selected file
type supports them.

To save original images:

1

2

Choose Save Image... in the File menu.
The Save Image dialog box appears.

Save Image HE

Save jn Ia data j gl

Input
Output

Sample.tif

File name: I

0K I
j Cancel

Save a3 type: [ TIFF Group 4 compressed [“tf]

Save Options | [ Image Options

@ Save entire page to a file
€ Save each graphic zone to a file
[OCR i required)

@ Save all pages
£ Save curent page only

Select a folder location and file type for your document.

See “Supported File Formats” on page 89 for a complete list of
supported file types.

Type in a file name and select Save and Image options.

Click OK.

The image is saved to disk as specified (zones and recognized
text are not saved with the file).

Copying a Document to the Clipboard

You can copy every page of a recognized document to the Clipboard
and then paste the text directly into another application.

To copy a document to the Clipboard:

1

Set Copy to Clipboard as the command in the Export button’s
drop-down list.

Click the Export button or choose Copy to Clipboard in the
Process menu.

The document is copied to the Clipboard.
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P

Text formatting, such as bold and italics, is retained when you paste
into an application that supports RTF information. Otherwise, only
plain text will be pasted. Graphics are retained if the application
supports bitmap images.

Sending a Document as a Mail Attachment
You can send arecognized document as a file attached to a mail message

if you have a MAPI-compliant mail application, such as Microsoft
Exchange or Outlook, installed.

To send a document as a mail attachment:

1 Choose Send Mail... in the File menu.
You can also click the Export button with Send Mail selected in
the drop-down list.
The Send Mail dialog box appears.

Send Mail 2 =]

Send attachment as: 0K

Cancel

I

" Create one attachment per page

Options
' Create one attachment for all pages Help
" Create new attachment at each blank page

2 Specify afile type and attachment options for your document.

3 Click OK.

4 Log into your mail application if you are prompted to do so.
A new message appears ready for addressing.

5 Address your mail message as desired and click the Send
button.
The document is sent as an attachment to the mail message.
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Chapter 4

OmniPage Pro Settings

This chapter describes the settings in the AutoOCR toolbar and Options
dialog box. Please look in OmniPage Pro’s online help for more detailed
information on settings.

The settings you select for processing documents can greatly affect OCR
results. You may have to experiment with different settings to get the
results you want. Settings guidelines are provided at the end of the
chapter to get you started.

Please continue reading this chapter for information on these topics:
= Setting AutoOCR Toolbar Commands
= Selecting OmniPage Pro Settings
= Accuracy Settings
= Scanner Settings
= Page Format Settings
= Language Settings
« OCR Aware Settings
= Process Settings
= Microsoft Word Settings
= Settings Guidelines
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Setting AutoOCR Toolbar Commands

The AutoOCR toolbar buttons allow you to take a document through
each step of the OCR process. Every toolbar button has different process
commands that can be set for the operations you want to perform.
OmniPage Pro can go through all steps automatically, or you can start
each step individually.

[ T R .

AUTO Image Zone OCR Export
button button button button button

You can set AutoOCR Toolbar commands in two locations:

= Click the down arrow next to each AutoOCR toolbar button and
select a process command in the drop-down list.

= Choose Process Settings... in the Process menu or click the Options
button and select process commands in the Options dialog box.

P

The pictures in the AutoOCR toolbar buttons change as you set different
process commands. The commands can be activated by clicking the
AutoOCR toolbar buttons or choosing commands in the Process menu.

AUTO Button Commands

Use the AUTO button to process a document from start to finish. The
AUTO button’s drop-down list contains the AutoOCR and OCR Wizard
commands.

AutoOCR

Select AutoOCR to finish processing a new or open document according
to the selected process commands. See “Automatic Processing” on page
22 for more information.

OCR Wizard

Select OCR Wizard to have the OCR Wizard guide you through the
entire OCR process. See “Using the OCR Wizard” on page 21 for more
information.
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Image Button Commands

Use the Image button to bring a document image into OmniPage Pro’s
image viewer. The Image button’s drop-down list contains the Load
Image, Load Exchange Fax, and Scan Image commands.

Load Image

Select Load Image to load existing image files such as TIFF or PCX

@ files.

Load Exchange Fax

Select Load Exchange Fax to load faxes from Microsoft Exchange or
Outlook. This command only appears in the drop-down list if you have

the full Microsoft Fax application installed.

Scan Image

N Select Scan Image to scan paper documents in your scanner. This
_Q command only appears in the drop-down list if you have installed the
Caere Scan Manager and have selected your default scanner.

P

Please see “Bringing Document Images into OmniPage Pro” on page 23
for more information.
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Zone Button Commands

Use the Zone button to automatically create zones on document images.
Zones are boxes that specify what will be recognized as text or retained
as graphics on an image. The Zone button’s drop-down list contains the
Single-Column Pages, Multiple-Column Pages, Tables, Mixed Pages and HP
AccuPage commands and the names of any zone templates you have

created. See “Creating Zones for OCR” on page 26 for more information.

Single-Column Pages

Select Single-Column Pages to have OmniPage Pro automatically draw
and order zones on single-column document images such as letters or
memos.

Multiple-Column Pages

Select Multiple-Column Pages to have OmniPage Pro automatically draw
and order zones on multiple-column document images such as
magazine or newspaper articles.

Tables

Select Tables to have OmniPage Pro automatically draw and order zones
on table format document images such as spreadsheets, or any page that
contains a table.

Mixed Pages

Select Mixed Pages if your document contains multiple pages with a
variety of page layouts. OmniPage Pro will automatically draw and
order zones on each page.

HP AccuPage

If you use a scanner that supports HP AccuPage®, you can select HP
AccuPage as the auto zoning option for scanned pages.

Zone Templates

Select a zone template to create zones on document images using that
template. See “Creating Zone Templates” on page 72 for more
information.
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OCR Button Commands

Use the OCR button to perform the selected OCR operation on
document images. The OCR button’s drop-down list contains the
Perform OCR, OCR and Check, Train OCR, and Defer OCR commands.

Perform OCR

Select Perform OCR to recognize text on document images. During OCR,
OmniPage Pro analyzes the image and identifies characters to produce
editable text. See “Performing OCR on a Document” on page 27 for more
information.

OCR and Check

Select OCR and Check to recognize text on document images and
automatically start checking for errors after OCR. See “Checking OCR
Results” on page 28 for more information.

Train OCR

Select Train OCR to teach OmniPage Pro how to recognize special
characters. These pre-recognized characters are saved in a training file,
which OmniPage Pro can use to compare with the characters in
document images during OCR. See “Training OCR for Special
Characters” on page 74 for more information.

Defer OCR

Select Defer OCR to delay text recognition during automatic processing.
OmniPage Pro will process your document up to the point of OCR and
then ask if you want to schedule the document to be finished later. See
“Scheduling OCR” on page 79 for more information.

Export Button Commands

£l

Use the Export button to export recognized text and retained graphics to
other applications. The Export button’s drop-down list contains the Save
As, Send Mail, Copy to Clipboard, and Defer Export commands.

Save As

Select Save As to save a recognized document to disk in a specified file
format. See “Saving a Document” on page 39 for more information.
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Send Mail

Select Send Mail to send a recognized document as a file attached to a
mail message if you have a MAPI-compliant mail application, such as
Microsoft Exchange or Outlook, installed. See “Sending a Document as
a Mail Attachment” on page 41 for more information.

Copy to Clipboard

o Select Copy to Clipboard to place a copy of a recognized document on the
} Clipboard. See “Copying a Document to the Clipboard” on page 40 for

more information.

Defer Export

N Select Defer Export if you do not want to export your document right
. after automatic processing. OmniPage Pro will process your document

up to the point of export and then stop.
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Selecting OmniPage Pro Settings

=10
m D

Click each tab to

view and select
different settings

Click the Options button or choose Options... in the Tools menu to open
the Options dialog box. This is the central location for OmniPage Pro
settings.

Options EHE
{ Scanner I OCR &ware I i

Accuracy I FPage Format I Language

ot e
¥ Use OCR Wwizard € Perform OCR
¥ Prompt for more pages & [OCR and Check Cancel |

" Train OCR

=EE " Defer OCR

Source: IScan Image 'l
—Ewpott—————————— Load Settings... |

Inzert: IAfter last page 'l @ Save As.:. Save Settings...l Click for a

—Fohe " Send Mail... Lo
& Auto Zones € Copy to Clipboard Help | — descrlphon Of
' HP AccuPage ‘@) [0 B each setting.
) [Use Template j

P

Documents require different settings depending on their input
attributes and your output goals. To get the best results, learn how to
identify document attributes and make selections for them. You may
have to experiment with different settings to get the results you want.
Refer to the Settings Guidelines beginning on page 54 for more
information.

OmniPage Pro Settings - 48



Accuracy Settings

Accuracy Settings

Click the Accuracy tab to select settings that affect OCR accuracy the

Language Analyst
evaluates and replaces
unknown words with
words most likely to be
correct during OCR.

Training files help

. . 4|_
recognize speC|0||

characters during OCR.

Select a brightness
setting to account for
variations in paper
and print quality
when you scan.

most.

Options

OCR &ware I
FPage Format I

Microsoft ‘Word I
Language

Scanner I
I Process

v Lse Language Analyst

Ok

™ Igrore acrongrs
" lgnore abbreviations
™ Igrore proper nours

Character Type
& Nomal
' Dot matrix or monospace

[Uze frafaing file: I Small test —— |

I vl Edit... |
Scanning Mode
" Black and white IU ﬂ ﬂ
Lighten [arken

' Grayscale with 3D OCR
& Grayscale with HP AccuPage

Cancel

Usze Defaults
Load Settings...

Save Settings...

el bt

Help

Select Small

text if you are

— processing a
page containing
text that is < 6 pt.

Scanner Settings

Click the Scanner tab to select settings for scanning pages.

This is recommended
for black and white
pages.

This is recommended
for pages with colored
backgrounds, colored
text, or pages containin
grayscale graphics.

This is recommended
for highest accuracy

with HP scanners that
support HP AccuPage.

\Sc:anning Mode
\ + Black and white
d

Options EHE
Accuracy | FPage Format I Language I Process I
OCR &ware I Microsoft ‘word
Ok
— Page Deszcription ADF

Page size: m

V' Scan until empty —|

Cancel

i}

Use these seftings
if your scanner

™ Double-sided pages J

Orientation: I Partrait - l

Usze Defaults

™ Small Text

e L
N Grayscale with 3D OCR Higitizn Deissh

/ Grayzcale with HP AccuPage

Load Settings...

Save Settings...

il

Help

has an automatic
document feeder.
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Select a setting
that describes
how your original
page looks.

Select a setting

to determine what
your page will

look like after OCR.

Select the
document’s
main language.

Select additional
languages for a
multi-language
document.

Page Format Settings

Click the Page Format tab to select settings that determine how the
formatting of a page is handled during OCR.

Options
Scanner | OCR Aware I Microzoft \Word
Accuracy Language I Process

— Original Page Layout

[ Single column
' Multiple columns
" Table

| ' Mixed pages

Cancel

4

Usze Defaults

— Output Format

' Bemove formatting

" Retain flowing columns

' Rietain font and paragraph farmatting

L ¢ True Page [retain appearance using frames)

Load Settings...

Save Settings...

¥ Automatically straighten page image
¥ Automatically comect page orisntation

= [

Help

:

Click to select

ont Mapping... ]

font options for
recognized text.

Language Settings

Click the Language tab to select language settings for your document.

Options
Scanner I OCR &war
Accuracy I FPage Format

— Languages in Document

Main language:

7—| English [US] 'l

Additional languages:

1D anish
[C1Dutch
[ 1Englizh [UK)
[ IFinnish

d
[ 1German
[ltalian

|

Process I

User dictionary:

IUSEH 'l
Edit... |

Uzer interface |anguage:

English | g

Ok

Cancel

Usze Defaults
Load Settings...

Save Settings...

This is the
language that will

be used in dialog
boxes, windows,

-

Beject character:

Help

and menu
commands.

This is the

/ HRIEkE

.. character used in
place of unknown
characters.
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OCR Aware Settings

OCR Aware Settings

Click the OCR Aware tab to select settings for the OCR Aware feature.
OCR Aware allows you to initiate OCR from another application. See
“Using OCR in Other Applications” on page 33 for more information.

Options EHE
Accuracy I F' guage I Process I
OCR Aware Seanner : Microzaft ward
Q”OWS you to — ¥ Enable OCR &ware
initiate OCR from Process Optian Corcel_|
another QppllCQhon. ’7 V' Draw zones automatically V' Check recognition ‘
~ Register Application s Defiauis | An application
Unregistered: Be.glstered: Load Settings... | must be regisfered
Microsoft 'Waord t k fh
Ldd > | \rjl\u"oot?dpF?:d Save Settings... | 8&02\ wi
. . . wdare.
If your application is not << Fegove| Hop |
listed, click Browse... to Click Register
locate the application file ——— gromse... | Register Office 9?...'| Office 97... to
(*.exe ) and add it to the register Office 97
Registered list box. applications.

P

Some applications may be pre-registered with OCR Aware during
OmniPage Pro installation. These applications will display in the
Registered list box.

To register an application with OCR Aware:

1

a b W N

Launch the application you want to register and open a
document in it.

This will ensure that the application name appears in the list
box in step 5.

Choose Options... in OmniPage Pro’s Tools menu.
Click the OCR Aware tab in the Options dialog box.
Make sure that Enable OCR Aware is selected.

Select the name of the application you want to register in the
Unregistered list box.

Click Add >> to add the selected application to the Registered
list box and then click OK.

OmniPage adds the Acquire Text... and Acquire Text Settings...
commands to the File menus of registered applications.
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Process Settings

Process Settings

The OCR Wizard
will guide you through
the OCR process
when you click AUTO.

Options
Scanner I OCR &ware
Accuracy I FPage Format I
—Auto

N Use OCR Wizard
[+ Prompt for more pages

—Image

Source: I Scan Image - l

oo | L -
Specifies where Hrs [etterlostpage 7]
newly loaded or ~Zone

scanned images

are added to an
open document.

& futo Zones
" HP AccuPage

I Microsoft ‘Word
Language
—OCR

" Perform OCE

& [OCR and Check

€ Train OCR

¢ Defer OCR

— Export

& Savehs.
 Send Mail .

" Copy to Clipboard
" Defer Expaort

) [Use Template j

Ok

Cancel

Usze Defaults
Load Settings...

Save Settings...

i ias

Help

Click the Process tab to set commands and settings for each step of OCR.
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Microsoft Word Settings

Microsoft Word Settings

Select this if you
want to check for
OCR errors in
Microsoft Word.

Click the Microsoft Word tab to select settings for performing check
recognition directly in Microsoft Word. See “Checking OCR Results in
Microsoft Word” on page 30 for more information.

Options HER

Accuracy I FPage Format I
Scanner I OCR &ware

Select the color
in which you
want suspected
errors to appear

v Check recognition in Microzsoft ‘Word

Mark suspect words: IMagenta =l

Cancel

Usze Defaults

in Microsoft
Checking recognition in Microzoft \Word iz only supported Load Settings.. Word .
i Microsoft Word versions 7 and 97, Make sure you :
azzociate the * doc extension with the version pou plan Save Settings...

to uze. See Windows online help for more information.

d0s

Help
“Y'our *.doc extension is currently associated with version 7.

N

Checking recognition in Microsoft Word is only supported in Microsoft
Word versions 7 and 97. Make sure you associate the *.doc extension
with the version you plan to use. Please refer to your Windows
documentation for more information.
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Settings Guidelines

Settings Guidelines

The settings you select in OmniPage Pro can greatly affect OCR results.
Make sure that settings are appropriate for your document before you
begin processing. You may have to experiment with different settings to
get the results you want.

Answer the following questions to get settings recommendations for
your documents.

¢ What type of document are you processing?
Magazine and newspaper pages, page 55
Memos and letters, page 55
Spreadsheets and tables, page 55
Legal documents, page 56
Mixed formats or not sure, page 56

¢ What is the quality of the original document?

Poor or not sure, page 57
Good, page 57

¢ How much original formatting do you want to keep?
Minimal, page 58
Some, page 58
As much as possible, page 59

* Do you want to retain graphics in your document?

Yes, page 60
No, page 60

* How many languages are in your document?

One language, page 61
More than one language, page 61

e Are you processing a multi-page document?
Yes, page 62
No, page 62
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Settings Guidelines

What type of document are you processing?

Magazine and newspaper

pages
Words That "7
Don’t Sell

Recommendations

e Select Multiple columns in the Page Format
settings.

o Select the appropriate page size and
orientation in the Scanner settings if you are
scanning.

¢ Draw zones manually or modify
automatically created zones if auto zoning
does not successfully create zones around
all page areas you want to process. See
“Customizing Zones” on page 65, for more
information.
Keep associated sections of text, such as
paragraphs, together in one zone. Omit
unnecessary parts of the page such as
separator lines between columns.

Memos and letters

orandum

o

Recommendations

* Select Single column in the Page Format
settings.

¢ Select the appropriate page size and
orientation in the Scanner settings if you are
scanning.

¢ |dentify graphics that you want to retain as
Graphic zone types.

Spreadsheets and tables

Schedule for the Duck Project

Recommendations
* Select Table in the Page Format seftings.

o Select the appropriate page size and
orientation in the Scanner settings if you are
scanning.

e Select Retain flowing columns in the Page
Format seftings.

¢ |dentify the zone type as Graphic for zones
that contain graphics you want to retain.

¢ |dentify the zone content as Numeric for
zones that only contain numbers.
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Settings Guidelines

What type of document are you processing?

Legal documents

Recommendations

Select Multiple columns in the Page Format
settings if text appears in two or more
columns.

Select Single column in the Page Format
settings if the document has one, page-wide
text column.

Select the appropriate page size and
orientation in the Scanner settings if you are
scanning.

Draw zones manually or modify
automatically created zones to omit
unnecessary parts of the page. For
example, do not include line numbers in a
zone if you plan to renumber lines in your
word processor.

Select Table in the Page Format settings and
select Hard carriage return after every line
in the Save As dialog box if you want to
preserve line numbering.

Mixed formats or not sure

o)

Corporation Updates

Recommendations

Select Mixed pages in the Page Format
settings.

Select the appropriate page size and
orientation in the Scanner settings if you are
scanning.

Draw zones manually or modify
automatically created zones if auto zoning
does not successfully create zones around
all page areas you want to process. See
“Customizing Zones” on page 65, for
more information.

Keep associated sections of text, such as
paragraphs, together in one zone. Omit
unnecessary parts of the page such as
unwanted graphics.
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Settings Guidelines

What is the quality of the original document?

Poor or not sure

Degraded copies, colored or
shaded backgrounds or text,
run-together or broken text
characters

thick, runtogether text
characters

thin, broken text
characters

Recommendations for scanning

e Select Grayscale with 3D OCR in the Accuracy
settings if you have a grayscale scanner and your
page contains grayscale graphics, colored
background, or colored text.

* Select Grayscale with HP AccuPage in the Accuracy
settings if you have an HP scanner that supports HP
AccuPage, and you selected HP AccuPage in the
Scan Manager.

* For best accuracy, use the Black and white setting if
your pages are black and white. Lighten the setting
for thick, run-together text characters or dark
backgrounds. Darken the setting for thin, broken text
characters.

* Try to scan original documents rather than
photocopies.

Other recommendations

e Select Use Language Analyst in the Accuracy settings.
OmniPage Pro will evaluate words and make logical
replacements for hardo-recognize characters.

® Draw zones manually to omit any smudges or
scribbles on the page.

® Choose Check Recognition... in the Tools menu to
locate possible errors after OCR.

* Ask senders to select Fine or Best mode when they
send faxes that you plan fo recognize.

Good

Clear, wellformed, black text
characters on a clean, white
background

111

well-formed text
characters

Recommendations

e Select Black and white in the Accuracy settings for
the fastest processing if you are scanning. Use a
setting near the middle of the slider box.

® Deselect Use Language Analyst in the Accuracy
settings for faster processing.
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Settings Guidelines

How much original formatting do you want to keep?

Minimal Recommendations
Keep one font and one font * Select Remove formatting in the Page Format
size only settings.

¢ Click Font Mapping... in the Page Format settings
and select one font and one font size to be used
for all text.

o Select ANSI in the Save As dialog box if you
want to be able to open the document in any
application.

Some Recommendations

Keep font characteristics and
paragraph formatting

e Select Retain font and paragraph formatting in
the Page Format seftings.

¢ Click Font Mapping... in the Page Format seftings
and select the fonts you want mapped to various
font types.

¢ Save to a file format, such as Rich Text Format
(RTF), that supports the formatting.

Text formatting, such as bold and italics, is
retained if the application supports RTF
information. Otherwise, only plain text will be
retained. Graphics are retained if the application
supports bitmap images.
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Settings Guidelines

How much original formatting do you want to keep?

As much as possible

Keep font characteristics,
paragraph formatting, column
formatting and graphic
positioning

Recommendations

e Select True Page in the Page Format settings to
retain the original appearance of a page using
frames. The formatting will be more precise but
will be more difficult to edit.

e Select Retain flowing columns in the Page Format
settings if your page contains multiple columns
and you want text to flow between paragraphs
and columns in your target application. The
formatting may be less precise than True Page but
will be easier to edit.

Please note: The Retain flowing columns setting uses
frames when necessary to maintain column
formatting and graphic positioning. Although frames
will appear in the text viewer, only required frames,
such as frames around graphics, will be exported.

e Click Font Mapping... in the Page Format settings
and select the fonts you want mapped to various
font types.

* Make sure all parts of the page are included
within zones. Any part not enclosed within a
zone is ignored during OCR and will not appear
in the recognized document.

¢ Save to a file format, such as Rich Text Format
(RTF), that supports the formatting.

Text formatting, such as bold and italics, is
retained if the application supports RTF
information. Otherwise, only plain text will be
retained. Graphics are retained if the application
supports bitmap images.
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Settings Guidelines

Do you want to retain graphics in your document?

Yes

Keep graphics such as logos
and photos during OCR
processing

Recommendations for scanning

e Select Grayscale with 3D OCR in the Scanner
settings if you are scanning with a grayscale
scanner or loading a grayscale image file and
you want to retain grayscale graphics.

e Select Black and white in the Scanner settings if
you are scanning line-art drawings.

Please note: The Grayscale with HP AccuPage setting
does not support grayscale graphics.

Other recommendations

e Select Multiple columns or Mixed pages in the
Page Format settings. The Single column setting
will not automatically detect graphics.

* Manually draw zones around graphic areas if
necessary.

* Make sure separate zones are drawn around
graphic areas and text areas.

* Make sure graphic zones are identified as
Graphic zone types. These are marked with a G
in the upper-right corner.

* Select Retain graphics in the Save As dialog box
when you save a document to another file format.

* To save graphics separately from text after OCR,
choose Save Image... in the File menu and select
Save each graphic zone to a file.

No

Ignore graphics such as logos
and photos during OCR

processing

Recommendations

e For best accuracy, select Black and white in the
Accuracy settings if your page contains black text
on a white background.

* Deselect Retain graphics in the Save As dialog
box when you save a document to another file
format.
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Settings Guidelines

How many languages are in your document?

One language

Recommendations

¢ If your document contains a language that is not
installed in OmniPage Pro, you can add
languages to OmniPage Pro by uninstalling and
then reinstalling it.

e Select the document language in the Language
settings.

* For faster processing and more accurate results,
select only the language that appears in your
document in the Language settings.

More than one language

Recommendations

¢ If your document contains languages that are not
installed in OmniPage Pro, you can add
languages to OmniPage Pro by uninstalling and
then reinstalling it. You will be prompted during
installation to select which languages you want
installed. Select all languages that your document
contains, as well as any other languages you
commonly use.

* Select the main document language and any
additional languages in the Language settings.

* For faster processing and more accurate results,
select only the languages that appear in your
document in the Language settings.
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Settings Guidelines

Are you processing a multi-page document?

Yes

Recommendations if you have an
automatic document feeder (ADF)

e Select Scan until empty in the Scanner seftings to
scan a stack of pages at once. Otherwise, you
must click the Image button to scan each
subsequent page.

e Select Double-sided pages to scan pages with
print on both sides. You will be prompted to turn
the stack over.

¢ Insert blank pages to separate more than one job
within a stack of pages. You can save pages
between blank pages as separate files after OCR.

Other recommendations

¢ Set the desired process commands and click
AUTO to automatically process each page of your
document in order.

¢ Create and use a zone template if all pages have
similar zoning requirements. See “Creating Zone
Templates” on page 72 for more information.

¢ Choose Schedule OCR... in the Process menu to
schedule processing for a specific time. Pick a
time that you plan to be away from your
computer.

o After OCR, choose Save As... in the File menu.
You can select an option to save the recognized
document as a single file, one file per page, or a
new file after each blank page.

Recommendations

e Set the desired process commands and click
AUTO to automatically process the page.

¢ Click the Image button to add more pages to the
document by scanning or loading images.
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Chapter 5

Customizing OCR

OmniPage Pro has many features that allow you to customize the way
your documents are handled during OCR. This chapter describes how
to use these features.

Please continue reading this chapter for information on these topics:
= Adjusting Page Images Before OCR
e Customizing Zones
= Specifying Fonts
= Training OCR for Special Characters
= Creating User Dictionaries
= Saving Settings Files
= Scheduling OCR
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Adjusting Page Images Before OCR

Adjusting Page Images Before OCR

You can rotate and straighten page images in OmniPage Pro’s image
viewer before zoning and OCR take place. This is recommended to
improve OCR accuracy on pages that are not oriented correctly.

AN

If you need to rotate or straighten a page, be sure to do so hefore you
create zones because all zones are deleted during these operations.

To rotate a page image:

1
2

Click on the page image to make the image viewer active.

Click the Rotate Image button to rotate the image 90-degrees
(clockwise) at a time.

Or, choose Rotate » in the View menu and select 90, 180, or 270
degrees.

To straighten a page image:

Click on the page image to make the image viewer active.

Click the Straighten Image button.
Or, choose Straighten Image in the View menu.

OmniPage Pro straightens the page image up to a maximum of
10 degrees. OmniPage Pro will not straighten a page if it
determines that it is unnecessary.

P

You can also have OmniPage Pro automatically rotate or straighten
pages as necessary during OCR by selecting those options in the
Page Format section of the Options dialog box.
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Customizing Zones

Customizing Zones

Zones are borders created around areas of a page image to identify what
will be recognized as text or retained as a graphic during OCR. Zones
play a big part in determining OCR results.

You can create zones automatically, manually, or with a template.
Topics in this section describe how you can customize zones including:

= Drawing Zones Manually
= Modifying Zones

= Deleting Zones

= Changing Zone Properties
= Creating Zone Templates

N

For information on creating zones automatically, please see “Creating
Zones for OCR” on page 26.

Zone toolbar

The Zone toolbar contains buttons for drawing and modifying zones.

Draw Addto Reorder
Rectangular Zone  Zones
Zones

|
i 14 P Y i

Draw  Subtract  Zone
Irregular  from  Properties
Zones Zone
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Customizing Zones

Drawing Zones Manually

You can draw zones manually on a page image using buttons in the
Zone toolbar. Rectangular zones are the most common, but you can also
draw irregular-shaped zones.

To draw rectangular zones:

1 Click the Zone Properties button and select the zone type and
content for the zone you are about to draw.
See “Changing Zone Properties” on page 71 for more
information.

2  Click the Draw Rectangular Zones button.

The mouse pointer in the image viewer becomes a drawing
tool.

3 Enclose an area of the image you want as a zone by holding
down the mouse button and dragging the drawing tool to form
a rectangular box.
Try to keep areas of text, such as paragraphs or single columns,
together in the same zone.

4 Release the mouse button when you are done.
A number appears within the zone indicating its processing
order.

5 Repeat steps 3 and 4 until you have finished drawing zones
around the desired areas of the page.

P

You cannot draw overlapping zones. If you attempt to draw a zone
over an existing zone, the borders of the new zone will wrap around
the boundaries of the existing zone.

To draw irregular-shaped zones:

1 Click the Zone Properties button and select the zone type and
content for the zone you are about to draw.

See “Changing Zone Properties” on page 71 for more
information.

2  Click the Draw Irregular Zones button.

The mouse pointer in the image viewer becomes a drawing
tool.

3 Position the drawing tool where you want to start drawing the
first side of the zone.

4 Click the mouse button once.
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Customizing Zones

Drag the drawing tool to form the first side of your zone.

Click the mouse button when you have drawn the desired line
length.

Draw a perpendicular line in either direction to form the next
side of the zone.

Repeat steps 6 and 7 to finish drawing each side of your zone.

You will not be allowed to draw a line if it constitutes a
restricted shape. The following zone shapes are restricted:

Indented along Indented along
the bottom the top

Modifying Zones

You can modify zones by moving, resizing, reordering, extending,
subtracting, connecting, or dividing them.

To move zones:

1

Deselect the buttons in the Zone toolbar.

(If one of the first two drawing buttons is selected, you do not
have to deselect it.)

Place the mouse pointer inside a zone.

Hold down the mouse button and drag the zone to the desired
location.

To resize zones:

1

Deselect the buttons in the Zone toolbar.

(If one of the first two drawing buttons is selected, you do not
have to deselect it.)

Select the zone you want to resize by clicking inside it.
The selected zone is shaded and handles appear on its border.

Place the mouse pointer over a handle so that it changes to a
two-way arrow.

Hold down the mouse button and drag the handle in the
direction that you want to enlarge or reduce the zone.

Release the mouse button when you are done.
The zone border changes to display the modified zone area.

Customizing OCR - 67



Customizing Zones

To reorder zones:

Click the Reorder Zones button.
The numbers in the zones disappear.

Click within the zone you want recognized first.
The number 1 appears in the zone.

Click within the zone you want recognized next.
The number 2 appears in the zone.

Repeat step 3 until all the zones are appropriately ordered.

If you do not number all the zones, they are automatically
numbered for you when you start OCR.

s

The numbered order of zones determines the order in which text
will be placed on a recognized page. However, if you select True
Page or Retain flowing columns as the Output Option for a page, the
order of the text will be based on the order of the original page.

To extend an area of a zone:

drawing tool

Click the Add to Zone button.

The mouse pointer in the image viewer becomes a drawing tool
with a plus sign.

Position the drawing tool at the point where you want to start
extending the zone.

TI_I'P“ Jam on the Information Highway|

ey

Hold down the mouse button and drag the drawing tool in the
direction that you want to extend the zone.

[EJfp=r Jam on the Information Highway]
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Customizing Zones

4

The left area of
this zone has
been extended
downward.

Release the mouse button when you are finished extending the
Zone.

The zone border changes to display the modified zone area.

[EWPer Jam on the Information Highway

To subtract an area of a zone:

1

Click the Subtract from Zone button.

The mouse pointer in the image viewer becomes a drawing tool
with a minus sign.

Position the drawing tool at the point where you want to start
subtracting from the zone.

[EWPer Jam on the Information Highway

47n drawing tool

Hold down the mouse button and drag the drawing tool in the
direction that you want to subtract from the zone.

Release the mouse button when you are finished subtracting
from the zone.

The zone border changes to display the modified zone area.

[ENper Jam on the Information Highway|
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To connect two or more zones:

IE' 1

Click the Add to Zone button.
The mouse pointer in the image viewer becomes a drawing tool
with a plus sign.

Hold the mouse button down and drag the drawing tool over
the area where you want the zones to be connected.

Release the mouse button when you are done.
The zone border changes to display the modified zone area.

To divide a zone:

1

Click the Subtract from Zone button.

The mouse pointer in the image viewer becomes a drawing tool
with a minus sign.

Hold the mouse button down and drag the drawing tool over
the area where you want to divide the zone.

Release the mouse button when you are done.
The zone border changes to display the modified zone area.

Deleting Zones

You can delete the current zones if you want to create new zones. You
can also delete individual zones that you do not want to process during
OCR. Any part of a page image not enclosed by a zone is ignored during

OCR.

P

To delete and replace the current zones automatically, click the Zone
button. You will be prompted to replace the current zones.

To delete zones:

1

Select the zone you want to delete by clicking inside the zone.
= Shift-click to select additional zones.

« Choose Select All in the Edit menu to select all zones on the
current page.
Selected zones are shaded.

Press the Delete key or choose Clear in the Edit menu.
The selected zones disappear.
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Customizing Zones

Changing Zone Properties

You can set certain properties for zones to customize how each zone will
be treated during OCR. The Zone Properties dialog box contains settings
for zone type and zone content.

Zone Properties 3 | g C|ose bUHOh

Zone type: Zone content:
Single column zone j IAIphanumeric j
Zone Type

Every zone on a page has a zone type setting. You can select the
following zone types:

« Single-column zone for text zones that contain a single column
= Multiple-column zone for text zones that contain multiple columns
= Table zone for text zones that contain text in tabbed columns

« Mixed zone for text zones that contain a mixture of column
layouts

= Graphic zone for photos, drawings, and areas of text that you want
to retain as a graphic. The letter G appears within graphic zones.
OCR is not performed on graphic zones.

Zone Content

All text zones on a page also have a zone content setting. This specifies
the characters OmniPage Pro looks for within a zone during OCR. You
can select Alphanumeric or Numeric as the zone content setting. The letter
A appears within an alphanumeric zone and the letter N appears within
a numeric zone.

For example, if a particular zone only contains numbers and
mathematical signs, you can specify the contents of that zone to be
Numeric. OmniPage Pro will only look for numeric characters in that
zone during recognition.

P

OmniPage Pro assigns zone properties to each zone when it creates
zones automatically. You do not need to change the zone properties
unless you want to modify the way zones will be treated during OCR.
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Customizing Zones

To change the properties of a zone:

1
= 2
E

The seftings in this dialog

box will be blank if multiple

zones with different seftings

are selected at once.
3
4
5

Select the zone you want to modify by clicking it.

You can Shift-click to select multiple zones. Selected zones are
shaded.

Click the Zone Properties button to open the Zone Properties
dialog box.

Zone Properties Ix— Close bUﬂ'Oﬂ

Zone type: Zone content:
ISingIe column zone j IAIphanumeric j

Select a zone type for the selected zones.

Select a zone content for the selected zones.
You can only select a zone content setting for text zones.

Click the standard Close button when you are done.

P

You can also change a zone’s type and content settings individually
by clicking your right mouse button over the zone and choosing a
setting in the shortcut menu that appears.

Creating Zone Templates

You can use zone templates to create zones on a page image. A zone
template contains zone attributes including size, shape, position, order,
type, and content. Zone templates are useful if you frequently process
documents that have the same layouts and similar content.

To create a zone template:

1
2

Load a page image and create the desired zones.

Choose Save Zone Template... in the Tools menu.
The New Template dialog box appears.

Type a name for your file in the File name text box.

Click OK.

The zone template file is saved in the data folder in your
installation folder. It can be selected in the Zone button drop-
down list.

Customizing OCR - 72



Specifying Fonts

To create zones with a template:

1 Select the zone template that you want to use in the Zone
button drop-down list.

2  Click the Zone button or choose Template in the Process menu.

OmniPage Pro creates zones on the page image using the zone
template.

[ ]
oo
oo

Specifying Fonts

You can retain the font characteristics in your document during OCR if
you select an Output Format option other than Remove formatting in the
Page Format section of the Options dialog box.

OmniPage Pro automatically maps detected font types to specified fonts.
To map fonts, OmniPage Pro analyzes text and categorizes it as one of
these font types:
= Proportional Serif
Character spacing varies depending on the character; short lines
finish off the letter strokes. The body text in this manual is an
example of this font type.
= Proportional Sans-Serif
Character spacing varies depending on the character; letter
strokes do not have finishing lines. The headings in this manual
are an example of this font type.
= Monospaced Serif
Character spacing is the same for each character; short lines finish
off the letter strokes. Courier is an example of this font type.
= Monospaced Sans-Serif

Character spacing is the same for each character; letter strokes do
not have finishing lines. Letter Gothic is an example of this
font type.

To customize the font mapping for font types:

1 Choose Options... in the Tools menu to open the Options dialog
box.

2  Click the Page Format tab.

Customizing OCR - 73



Training OCR for Special Characters

The selected fonts are
applied to text when their
corresponding font types

are detected during OCR.

Training OCR for

Click Font Mapping... to open the Font Mapping dialog box.

Font Mapping =]
Seri proportional | Times New Roman =] oK
Sans-serff proportional | Arial Rounded MT Bo 7 Cancel
Seiif and monospaced | Couier New [ [ |
Sans-serif and monospaced | Courier New - Use Defaults

Sampl

AaBbYyZz

Select the font you want mapped to each font type.

The fonts available in the drop-down lists depend on the True
Type fonts installed on your system.

5 Click OK when you are done.

Special Characters

A training file is a set of pre-recognized text characters that OmniPage
Pro compares with characters on a page image during OCR. You can
create a training file for special characters that might normally be
difficult to recognize such as the copyright symbol © or the registered

trad

emark symbol ®.

To create a training file:

1 Open the image file or scan the page that includes characters

you want to train.

2 Create zones around the text that you want to train.
3 Set Train OCR as the command in the OCR button’s drop-down

list.

menu.

Click the OCR button or choose Train OCR in the Process

OmniPage Pro analyzes the document and then opens the

Train Characters dialog box.
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Original character images

OmniPage Pro’s T @ @ 1

interpretation of the images

5

Train Characters - UNTITLED 2]

© ®| 1

L bk

AlA

Sl ) |- W

7
C D
M

9
E|E|I

Spesiy | Delse | ﬁppendl Save |

Double-click a character you want to train. Or select it and click
Specify.

P

Most characters do not need to be trained. Look for uncommon
characters such as the copyright symbol ©.

Click the character
you want to
associate with the
selected character

The associated

character appears 1

here

The Specify Character dialog box shows how the selected
character appeared in the original page image.

Specify Character HE

Extended ANSE

The original

. i f th
ight©: slected

character

Character: I (IB Cancel

Specify how you want OmniPage Pro to interpret the character
during OCR by entering a character in the Character edit box.

Click OK to return to the Train Characters dialog box.
Repeat steps 5-7 to continue specifying characters.

Click Save to save the specified characters to a training file.

Or, click Append to add the specified characters to another
training file.

After saving or appending to a file, you are asked if you want
to make this the current training file. Click Yes to recognize the

current page using the training file you just created. Click No to
return to the image without recognizing it.
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P

Training files are saved in the data folder in your installation folder.
You can select them in the Accuracy section of the Options dialog box.

To edit a training file:

1 Choose Edit Training File... in the Tools menu.
A dialog box appears listing all your training files.

Edit Training File [=]=]
File name:

"
Clase |

Hew |
Delete |

2 Double-click the training file you want to edit. Or, select it and
click Edit.

The Train Character dialog box displays characters in the
selected file.

Train Characters - special =]

]
Original image ————(R) © &

Associated characters

— & L=l

Speciy | elete | Appendl Save I

Cancel

3 Edit the characters as desired.

= Double-click a character that you want to edit.

= Click a character that you want to remove and click Delete.
4 Do one of the following after editing the training file:

= Click Save to save changes in the training file.

= Click Append to add all trained characters to another training
file.

= Click Cancel to exit without saving the edits to the training file.
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Creating User Dictionaries

A user dictionary is used when you perform OCR and check for errors
afterward. You can select a user dictionary in the Language section of the
Options dialog box.

To customize a user dictionary:

1

This is Microsoft Word's
user dictionary. You can
use it with OmniPage Pro.

This is OmniPage Pro’s
default user dictionary.

2

Words in the user dictionary
appear in this list box.

\
COSTOM Edt |

Choose Edit User Dictionary... in the Tools menu.
A dialog box lists all user dictionary files.

E dit User Dictionary [=]=]
File name:

Clase |

Hew

Delete |

Do one of the following:
= Select a file and click Edit to edit an existing user dictionary.

= Click New to create a new user dictionary. Enter a name in the
dialog box that appears and click OK.

The User Dictionary dialog box appears.

User Dictionary - D:A\OmniPagePro804data\New ... EE

User ward.

—

Impart.... |
Delst | Evpor, |
[elete sl | Saveds |

LClose |

Add or delete words as desired:
= Type a word in the User word edit box and click Add to add it.

= Select a word in the list box and click Delete to delete it. Click
Delete All to remove all words from the dictionary.

e Click Import... to add words from a text file.

Click Close when you are finished editing the user dictionary.
OmniPage Pro’s user dictionaries are saved in the data folder
in your installation folder.
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Saving Settings Files

You can save OmniPage Pro settings to a file. A settings file is useful for
quickly loading particular settings that you need for certain documents.

P

The settings you select in OmniPage Pro can greatly affect OCR results.
For help in selecting settings for different kinds of documents, see
“Settings Guidelines” on page 54.

To save settings to a file:
1 Choose Options... in the Tools menu.
2  Select the desired settings in the Options dialog box.
3 Click Save Settings... to open the Save Settings dialog box.

Save Settings H B
Save jn: Ia data

Input

Output

File name: ISettings for memos QK I
Save as type: IDmniPage Prao Settings File [%.ini) j Cancel |

4 Select a folder location for the settings file.

5 Type in afile name for the settings file and click OK.

All the current settings in the Options dialog box are saved into
a settings file with an . ini extension.

6 Click OK to close the Options dialog box.
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To load a settings file:

1

Scheduling OCR

Choose Options... in the Tools menu to open the Options dialog

box.

Click Load Settings... to open the Load Settings dialog box.

Load Settings

L]}

Look in: I £ data

d & e e

Input

Output
Settings for memos.ini

File name: ||

;€ I

Filez of type: IDmniPage Pro Settings File [*.ini]

d Cancel |

Select the folder location of the settings file you want to load.

Select the name of the settings file you want to load and click

OK.

The settings change according to the selected file.

Click OK to close the Options dialog box.

You can schedule OCR to take place on one or more OmniPage
Documents, supported image files, and pages in your scanner. This
processing can take place while you are away from your computer as
long as OmniPage Pro is still running. Scheduled documents are opened
at the specified time, unfinished pages are recognized, and the
documents are saved in a preselected format and location.

N

Scheduled documents are deleted from the processing queue if you
close OmniPage Pro. Therefore, you should keep OmniPage Pro
running until the documents are processed.

Topics in this section include:

= Scheduling Individual Documents
« Scheduling Documents from an Input Folder
= Modifying Output Options for Documents
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Scheduling Individual Documents

You can schedule individual documents from different folders.
Scheduled documents are recognized at the specified time and then

saved in the designated output folder.

To schedule individual documents:

All scheduled
documents are
displayed in this
processing queue.

Click this to modify

default output options.

OmniPage Pro starts
processing scheduled
documents, in order,
at the specified time.

1

2

3

Choose Schedule OCR... in the Process menu.
The Schedule OCR dialog box appears.

Schedule OCR [2]=]
— Scheduled Jabs ta Finizsh
Scheduled job: Output file name: Output | k dd
Click Add...
to add
documents
to the
processing
queue.
——— [Options... | Add... Bemove T adifin. ClICk Remove
to remove a
P selected
& Finish now ?ocumenf
£ frisha [1-3080 rom the
= | Help Cancel | process'ng
queue.
Click Add... to open the Add Jobs dialog box.
Add Jobs 2 ]=]
Look in: Iadata j gl E____
Imput
Output
article. tif
article tif
Sample. tif
Click
Advanced
to select
File name: Open I documenfs
Files of type: Cancel | from more
Advanced >>:| }h?dn one
older.

Locate and select the files you want to add to the schedule.
You can select OmniPage Documents and supported image

files.

Click Open after selecting the desired files.
The Schedule OCR dialog box displays the newly added files.
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5 Select the time that you want OmniPage Pro to process the
scheduled documents.

Select Finish now if you want OmniPage Pro to process all
scheduled documents as soon as you close the dialog box.

6 Click OK in the Schedule OCR dialog box to save your settings
as specified.

All scheduled files are processed, in order, at the scheduled
time.

Scheduling Documents from an Input Folder

You can set up OmniPage Pro to automatically schedule documents
from a specified input folder. Scheduled documents are recognized at
the specified time and then saved in the designated output folder.

To schedule documents from an input folder:

1 Choose Schedule OCR... in the Process menu.
The Schedule OCR dialog box appears.

Schedule OCR H B
— Scheduled Jobs ta Finizh
Scheduled job: Output file name: Clutput
All scheduled
documents are
displayed in this
processing queve.
Click this to modify
deFdUH OUprf opfions ———— [Optionz... | Add... Eemoye T adifi..
OmniPage Pro starts - Sehedule:
processing documents & Finish now
in th('a'queL'Je at the ¢ gionat [T0A0 4] — —
specified time. E
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Select this to schedule
documents in your

’
scanner’s ADF. \F S i AT

/ ID:\DmniPageProSD\data\input\ Browse... |

Select this to
automatically schedule
documents in the
specified folder.

Click the Options... button to open the Schedule OCR Options
dialog box.

Schedule OCR Options H B
Drefault Dutput
Falder: ID:\DmniPageProSD\data\output\ Browse. .. Th
- Bowe. | e selected output
Format: |F|ic:h Text Format j options are Used FOI’
Optiors: % Create one file for 4l pages Q” newly Schedu |ed
" Create one file per page
" Create new file at each blank page dOCU ments.

™ Delete original file after OCR

™ Create log file of OCR events:

ID:\DmniPageProSD\data\log.txt Browse,.. |
Help | ()8 I Cancel |

3 Select Auto add new jobs from folder and select the desired input

folder.

N

If you use the auto-add feature to schedule documents and you do
not select Delete original file after OCR, original files will be moved
from the input folder to the output folder after processing.

Click OK in the Schedule OCR Options dialog box to accept the
selected settings.

The Schedule OCR dialog box reappears and adds documents
from the input folder to the processing queue.

Select the time that you want OmniPage Pro to process
scheduled documents.

Click OK in the Schedule OCR dialog box to save the settings
and close the dialog box.

Processing begins at the specified time. Right before processing
begins, OmniPage Pro checks the input folder again and adds
any new documents to the processing queue.

N

After scheduled jobs are processed, the Auto add new jobs from folder
option will be deselected.
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Modifying Output Options for Documents

All newly scheduled documents have the same default output folder
and file format assigned to them. The default output file name uses the
original file name and the extension of the output file format. You can
modify all of these output options for any scheduled document.

N

Click the Options... button in the Schedule OCR dialog box to change the
default options used for all newly scheduled documents.

To modify the output options for an individual document:

1 Choose Schedule OCR... in the Process menu.
The Schedule OCR dialog box appears.
Schedule OCR H B
— Scheduled Jobs ta Finizh
Scheduled job: Output file name: Clutput
Se|ecf fhe documenf fOI’ article Rich Test Farmat
. . fan Rich Text Format
which you want to modify — - it memo Bich Tent Eomat
OUprf options. report report Rich Text Format
Click this
to modify
Click this to modify the output
deFGUlf OUprf OpﬁOﬂS. — 7 Options... | Add... Remove Modify... I ophons fOI’
the
~Schedule: selected
0 Fiidhman document.
N e =
€ Einish at: |10 AM = Help | oK I Cancel |
2 Select a scheduled file and click Modify... to open the Modify

Select output options
for this particular
document.

Select this if you want

Scheduled Job dialog box.

Modify Scheduled Job

L]}

Scheduled job: IE:\My Documentsmemo. tif

Clutput

Folder/M ame: IE:\My DocumentsFinizhed memo. rtf

Browse. .. |

FEormat: I Rich Text Format

&' Create one fils for all pages
" Create one file per page

Options:

" Create new file at gach blank page

|

the originql documenf — I Delete original file after OCR

deleted after processing.

o]

Cancel
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Select the desired options for the document.

Click OK to accept the selected options.
The Schedule OCR dialog box reappears.

Click OK to close the Schedule OCR dialog box.
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Chapter 6

Technical Information

This chapter provides troubleshooting and other technical information
about using OmniPage Pro.

Please also read the Release Notes and Scanner Setup Notes that came in
your OmniPage Pro package. These contain the latest information on
OmniPage Pro and its supported scanners.

Please continue reading this chapter for information on these topics:
= General Troubleshooting Solutions
= Using Visioneer Scanners with OmniPage Pro
= Supported File Formats
= Scanner Setup Issues
= OCR Problems
= Uninstalling the Software
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General Troubleshooting Solutions

Although OmniPage Pro is designed to be easy to use, problems
sometimes occur. Many of the onscreen error messages contain self-
explanatory descriptions of what to do — check connections, close other
applications to free up memory, and so on. Sometimes that is all the
troubleshooting help you need.

N

Please see your Windows documentation for information on optimizing
your system and application performance.

Topics in this section include:
= Solutions to Try First
= Testing OmniPage Pro
= Low Memory Problems
= Low Disk Space Problems

Solutions to Try First

Try these possible solutions if you experience problems using
OmniPage Pro:

= Make sure that your system meets all requirements listed under
“Minimum System Requirements” on page 15.

= Restart your computer and make sure other applications are
functioning properly.

= Make sure that your scanner is plugged in and that all cable
connections are secure.

e Turn off your computer and your scanner, turn your scanner
back on, and then restart your computer.

= Use the software that came with your scanner to verify that the
scanner works properly before using it with OmniPage Pro.

= Make sure you have the correct drivers for your scanner, printer,
and video card. See the Scanner Setup Notes for more information.

« Run ScanDisk for Windows 95 or Check Disk for Windows NT to
check your hard disk for errors. See Windows online help for
more information.

= Defragment your hard disk. See Windows online help for more
information.

= Uninstall and reinstall OmniPage Pro and the Scan Manager.
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Testing OmniPage Pro

Restarting Windows 95 in safe mode or Windows NT in VGA mode allows
you to test OmniPage Pro on a simplified system. This is recommended
when you cannot resolve crashing problems or if OmniPage Pro has
stopped running altogether. See Windows online help for more
information.

AN

Your scanner will not run with OmniPage Pro in safe mode or VGA
mode, so do not test scanner problems in this configuration.

To test OmniPage Pro in safe mode (Windows 95):

1

Restart your computer in safe mode by pressing F8
immediately after you see the “Starting Windows 95 message.

Launch OmniPage Pro and try performing OCR on an image.
Use an existing image file such as the Sample. tif file.

= If OmniPage Pro does not launch or run properly in safe
mode, then there may be a problem with the installation.
Uninstall and reinstall OmniPage Pro, and then run itin
Windows safe mode.

= |[f OmniPage Pro runs in safe mode, then a device driver on
your system may be interfering with OmniPage Pro
operation. Troubleshoot the problem by restarting Windows
in Step-by-Step Confirmation mode. See Windows online
help for more information.

To Test OmniPage Pro in VGA mode (Windows NT):

1
2

Restart your computer.

Select Windows NT Workstation Version 4.00 [VGA mode] and
press Enter.

Press Ctrl+Alt+Delete and select Task Manager.

In the Task Manager dialog box, select all background
applications and click End Process. See your Windows
documentation for more information.

Launch OmniPage Pro and try performing OCR on an image.
Use an existing image file such as the Sample.tif file.
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Low Memory Problems

OmniPage Pro may run poorly under low memory conditions. This may
be indicated by various error messages or if OmniPage Pro works
slowly and accesses the hard drive often. Try these solutions for low
memory conditions:

= Restart your computer.
= Close other open applications to free up memory.
= Close unnecessary OmniPage Pro windows.

= Defragment your hard disk to free up contiguous blocks of disk
space. See Windows online help for instructions.

= Increase the amount of free hard disk space.

= Increase your computer’s physical memory (RAM).

More memory optimizes OCR performance. See “Minimum
System Requirements” on page 15 for more information.

Low Disk Space Problems

Problems may occur if your system runs low on free disk space. Try
these solutions for low disk space problems:

= Empty the Windows Recycle Bin.

= Delete the * . tmp files in the Temp folder. This folder is usually
located in your Windows folder.

= Run ScanDisk for Windows 95 or Check Disk for Windows NT to
check for errors that may be using up disk space. See Windows
online help for instructions.

= Back up unneeded files onto floppy disks or other media and
delete them from your hard disk.

< Remove Windows applications that you do not use.

= Defragment your hard disk. See Windows online help for
instructions.

= Clean the cache for your web browser and limit its size.
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Using Visioneer Scanners with OmniPage Pro

During installation, OmniPage Pro automatically integrates with your
Visioneer PaperPort software. However, you cannot scan directly into
OmniPage Pro if you use a Visioneer scanner or if your scanner is set up
to work with PaperPort software (such as the HP ScanJet 5s). Instead,
scan pages into PaperPort and then drag the page images onto the
OmniPage Pro icon at the bottom of the PaperPort Desktop. The page
images will be loaded into OmniPage Pro. See OmniPage Pro’s online
help for more information.

Supported File Formats

OmniPage Pro can open these file formats:

Bitmap (*.bmp) OmniPage Document (*.met) T
DCX [*.dcx) PCX [*.pcx)
JPEG (*.jpg) TIFF (*.if)

TCaere Documents from version 6.0 and earlier can only be opened if the original
images were preserved.

TIFF files can be single- or multiple-page, line art or grayscale, compressed or
uncompressed. They can be 200, 300, 400 dpi, but 300 dpi is recommended.
OmniPage Pro stores and displays TIFF files as 300 dpi line art.

OmniPage Pro can save original images to these file formats:

Bitmap (*.bmp) TIFF Uncompressed (* if)
OmniPage Document (*.met) TIFF Packbits {* tif)
PCX [*.pcx) TIFF Group 4 Compressed [ * tif)

N

Saving Image Files

OmniPage Pro saves each page of a multiple-page image separately.

If you select Save all pages in the Save Image dialog box, Page# is
appended to file names to distinguish separately saved pages. If you
select Save each graphic zone to a file, then Zone# is appended to file names
to distinguish separately saved graphic zones.
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OmniPage Pro can save recognized text to these file formats:

Ami Professional FrameMaker Text Only

2.0,3.0,3.1

ANS| HTML T Ventura Publisher
(MS Word)

ANSI| Standard Lotus 123 Windows Write 3.x

ANSI Stripped Microsoft PowerPoint Word for DOS 5.0, 5.5
[*.rtf)
ASClI Microsoft Publisher Word for Windows 2.0,
6.0,7.0,97
ASCII Standard OmniPage Document Wordpad

(*.met)

ASCI| Stripped PageMaker (MS Word) WordPerfect 5.0, 5.1,
6.0,6.1
dBase I, lll+, IV Quattro Pro 4.0 WordPerfect for

Windows 5.1, 5.2, 6.0,
6.1

DisplayWrite (DCA/RFT)

Quattro Pro for Windows
4.0

WordPro 96, 97

Excel 3.0,4.0,5.0,6.0,
7.0,97

Rich Text Format

WordStar for
Windows 1.x, 2.0

XyWrite Ill Plus, IV

TWhen saving to HTML, all graphics are saved as separate image files using

JPEG format.
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Scanner Setup

Scanner

Issues

This section contains information on scanner setup and solutions for
scanning problems you may encounter.

P

For more detailed scanner information, please read the Scanner Setup
Notes included in the OmniPage Pro package.

Topics in this section include:
= Scanner Drivers Supplied by the Manufacturer
= Scanner Drivers Supplied by Caere
= Problems Connecting OmniPage Pro to Your Scanner
= Missing Scan Image Command
= Scanner Message on Launch
= System Crash Occurs While Scanning

Drivers Supplied by the Manufacturer

Many scanners are shipped with one or more scanner drivers. This is
software that allows your computer to communicate with your scanner.
Some scanners do not require drivers and other scanners require more
than one driver. Refer to your scanner documentation for information
about installing any required scanner drivers.

Make sure that your scanner and scanner drivers are properly installed
and configured before installing OmniPage Pro. Make sure that you
have installed the appropriate scanner drivers supplied by the
manufacturer.

s

For HP Ilp, llc, llcx, 3p, and 3c scanners, use the drivers that came with
the scanners, or select a TWAIN or ISIS driver in the Caere Scan
Manager.
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Scanner Drivers Supplied by Caere

OmniPage Pro is shipped with special scanner drivers that allow it to
communicate with supported scanners. These scanner driver files are
installed on your computer when you install the Caere Scan Manager.
These drivers often work in conjunction with the drivers from your
scanner manufacturer. In order to use your scanner with OmniPage Pro,
you must select the appropriate scanner in the Caere Scan Manager. See
“Setting Up Your Scanner with OmniPage Pro” on page 16 for more
information.

Problems Connecting OmniPage Pro to Your Scanner

Try these solutions if you experience a problem between OmniPage Pro
and your scanner or if you receive a scanner error message when you
launch OmniPage Pro.

= Make sure the scanner is supported by OmniPage Pro with your
version of Windows 95 or Windows NT.

A list of tested scanners is provided in the Scanner Setup Notes. If
your scanner is not listed, call your scanner manufacturer to find
out if it is supported.

= Make sure the Caere Scan Manager is installed and that you have
selected the correct scanner in the Scan Manager.
See “Setting Up Your Scanner with OmniPage Pro” on page 16.

= Make sure you have installed the appropriate scanner driver. See
the Scanner Setup Notes for more information.

= Make sure your scanner is connected, compatible with your
system, and runs with the software provided by the
manufacturer before you use it with OmniPage Pro.

= Make sure your scanner is connected securely and turned on
before you start Windows.

Scanner drivers must be loaded at startup. Turn on your scanner
first and then restart your computer.

= Make sure the scanner is not in use by another application.
= Uninstall and then reinstall the Caere Scan Manager.
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Missing Scan Image Command

The Scan Image command does not appear in the Image button’s drop-
down list in the following cases:

= You did not install the Caere Scan Manager or select an
appropriate scanner. See “Setting Up Your Scanner with
OmniPage Pro” on page 16 for instructions.

= Your scanner is not connected to your computer or is not
functioning properly. See “Scanner Setup Issues” on page 91.

= You use a Visioneer scanner or your scanner is set up to work
with Visioneer’s PaperPort software such as the HP ScanJet 5s.
See the Scanner Setup Notes for more information.

Scanner Message on Launch

The first time you launch OmniPage Pro after installing or changing your
current scanner in the Caere Scan Manager, you may get this message:
This scanner’s configuration is set using the system-level driver. If it asks for
no more information, click OK in the dialog box. You may also have the
option to select the following:

= SCSI ID or scanner configuration information
Consult your scanner documentation for the correct information.

= Page size information
Enter the largest size page that your scanner supports.

System Crash Occurs While Scanning
Try these solutions if a crash occurs during a scan:

= Turn your computer off. Turn your scanner off and on again to
return the scanner to its default state. Then restart your computer.

= Check your scanner setup. See “Scanner Setup Issues” on page 91
for more information.

= Check the TWAIN Scanner Settings tab in the Caere Scan Manager
if you are using a TWAIN scanner.

= Check with the scanner manufacturer to make sure you have the
appropriate driver for your scanner.

= Resolve low memory problems. See “Low Memory Problems” on
page 88 for more information.

= Resolve low disk space problems. See “Low Disk Space
Problems” on page 88 for more information.

= Check Caere Corporation’s web site (www.caere.com) for Scan
Manager updates.
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Scanner Not Listed in Supported Scanners List Box

Try these solutions if your scanner is not listed in the Scan Manager
Supported Scanners list box:

= Check Caere Corporation’s web site (www.caere.com) for Scan
Manager updates.

= Select TWAIN scanner as your current scanner in the Supported
Scanners list box.

Scanning Tips

OCR results will be poor if an image is not scanned properly. Remember
the following tips when you scan:

= Take the color and quality of your document into account when
scanning.
High-quality documents return better recognition results than
low-quality documents. Shaded, colored, or low-quality
documents may result in poor recognition accuracy unless
adjustments are made before scanning. See “What is the quality
of the original document?” on page 57 for more information.

= Always try to scan an original document instead of a photocopy.

= Make sure the page is properly aligned in the scanner.

Select Automatically straighten page image in the Page Format
settings of the Options dialog box to automatically straighten a
page image by up to 10 degrees if necessary.

= Check the glass, mirrors, and lenses on your scanner for dust,
smudges, or scratches. Clean if necessary.

= Make sure the proper settings are selected in the Scanner section
of the Options dialog box before scanning.

See “Scanner Settings” on page 49 for more information.
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OCR Problems

This section contains information and solutions for possible OCR
problems.

Topics in this section include:
= System Crash During OCR
= Text Does Not Get Recognized Properly
= Problems With Fax Recognition

System Crash During OCR

Try these solutions if a crash occurs during OCR or if processing takes a
very long time:

= Resolve low memory problems. See “Low Memory Problems” on
page 88 for more information.

= Resolve low disk space problems. See “Low Disk Space
Problems” on page 88 for more information.

= Minimize all applications or click Alt+Tab to check for Windows
error messages.

= Check the quality of the image you are recognizing. See “What is
the quality of the original document?” on page 57 for more
information.

See “Scanning Tips” in the previous section for ways to improve
the quality of scanned images.

= Break complex page images (lots of text and graphics or elaborate
formatting) into smaller jobs. Draw zones manually or modify
automatically created zones and perform OCR on one page area
at a time. See “Customizing Zones” on page 65 for more
information.

= Restart Windows 95 in safe mode or Windows NT in VGA mode
and test OmniPage Pro by performing OCR on Sample.tif. See
“Testing OmniPage Pro” on page 87.

= If you are performing multiple tasks at once, such as recognizing
and printing, OCR may take longer.
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Text Does Not Get Recognized Properly

Try these solutions if any part of the original document is not converted
to text properly during OCR:

= Look at the original page image and make sure that all text areas
are enclosed by text zones. If an area is not enclosed by a zone, it
is ignored during OCR. See “Creating Zones for OCR” on page
26 for more information.

= Make sure text zones are identified correctly. Alphanumeric text
zones are marked by an A. Graphic zones are marked by a G.
Reidentify zones, if necessary, and perform OCR on the
document again. See “Changing Zone Properties” on page 71 for
more information.

= Make sure the correct main and secondary document languages
are selected in the Language settings. Only languages included in
the document should be selected. See “Language Settings” on
page 50 for more information.

= Select Use Language Analyst in the Accuracy settings. The
Language Analyst evaluates words and corrects likely errors
during OCR. See “Accuracy Settings” on page 49 for more
information.

= Train OmniPage Pro to recognize special characters that might
normally be difficult to recognize, such as the copyright symbol
© or the registered trademark symbol ®. See “Training OCR for
Special Characters” on page 74 for more information.

= If you use True Page as the Output Format setting, recognized text
gets put into frames (formatting boxes) in the text viewer. Some
text may be hidden from view if a frame is too small. To view the
text, place the cursor in the text frame and use the arrow keys on
your keyboard to scroll to the top, bottom, left, or right of the
frame.

= Check the glass, mirrors, and lenses on your scanner for dust,
smudges, or scratches. Clean if necessary.

P

OmniPage Pro only recognizes printed text characters such as
typewritten or laser-printed text. However, it can retain handwritten
text, such as a signature, as a graphic. See “Do you want to retain
graphics in your document?” on page 60 for guidelines on retaining
graphics.

Problems With Fax Recognition
Try these solutions to improve OCR accuracy on fax images:
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= Ask senders to select Fine or Best mode when they send you a fax.
This produces a resolution of 200x200 dpi.

= Ask senders to transmit files directly to your computer via fax
modem if you both have one. You can save fax images as image
files and then load them into OmniPage Pro. See “Supported File
Formats” on page 89 for more information.

= Ask senders to use clean, original documents if possible. Sans
serif fonts (such as the one used for headings in this manual) are
easier to recognize than serif fonts (such as the one used for body
text in this manual).

Uninstalling the Software

Sometimes uninstalling and then reinstalling OmniPage Pro and the
Caere Scan Manager will solve a problem.

OmniPage Pro’s Uninstall program will not remove any files saved to
the OmniPage Install directory or subdirectories, in addition to the
following files:

= Zone templates (* . zon)
= Training files (*.trn)
= User dictionaries (* . ud)
« Temp files (* . tmp)

To uninstall OmniPage Pro:
1 Close OmniPage Pro.

2 Click Start in the Windows taskbar and choose Caere
Applications » Uninstall OmniPage Pro.

3 Click Yes to confirm that you want to remove OmniPage Pro.

4  Restart your computer.
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To uninstall the Caere Scan Manager:

1
2

Close OmniPage Pro.

Click Start in the Windows taskbar and choose
Settings » Control Panel » Add/Remove Programs.

Select Caere Scan Manager 3.0 and click Add/Remove.

Click OK to confirm that you want to remove the Caere Scan
Manager.
Restart your computer.

Some icons and program files may remain on your system if
they have been renamed, modified, or moved to different
locations.
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3D OCR® A technology developed by Caere that uses grayscale
information to increase accuracy when recognizing scanned text
characters.

ADF See automatic document feeder.

AnyPage™ A technology developed and licensed by Caere that
improves the combined performance of grayscale scanners and
OmniPage Pro. AnyPage uses the quality of grayscale images to
improve the recognition of scanned pages. It is especially useful for
text printed on shaded backgrounds.

auto zoning The process OmniPage Pro uses to automatically draw and
order zones on a page image.

automatic document feeder (ADF) A device that allows you to scan
multiple pages without having to place each page in the scanner. Some
ADFs are built into scanners; others are add-on products.

automatic processing Using OmniPage Pro’s AUTO button to process
an open document or a new document from start to finish according to
the selected process commands.

fax Short for facsimile machine. Fax machines scan a page, convert the
image into digital data, and send the data over a phone line to another
fax or computer. The receiving machine creates the image on paper or
stores the data on disk as a fax file.

file format The way an application records and stores information in a
file. A document’s file format must be converted in order to open it in
another application that does not support the current file format.

font In typography, a complete set of type in one size and style of
character. In computer usage, a collection of letters, numbers,
punctuation marks, and other typographical symbols with a consistent
appearance; the size can be changed readily.

font mapping Matching a font type with a particular font. OmniPage
Pro can map selected TrueType fonts to the font types that it detects in
a document during recognition.

format The form in which information on a printed page is organized
and presented, including page size, column layout, paragraph
spacing, fonts, and so on.
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frame A formatting box containing text or graphics that is used to
design page layout. For example, columns in a document may be
contained within a separate frame.

HP AccuPage® A technology developed and licensed by Hewlett-
Packard that improves the combined performance of HP scanners and
OmniPage Pro. While preserving the quality of grayscale images, HP
AccuPage technology retains the format of scanned pages, improves
the recognition of text printed on shaded backgrounds, and accurately
recognizes text printed at small point sizes.

image An electronic picture of text and/or graphics such as a scanned
paper document or an electronic fax file. Images do not have editable
text characters; they have many tiny dots (pixels) that together form a
picture of text.

image viewer The area on the OmniPage Pro desktop that displays the
original page image. Zones are created in the image viewer before OCR
takes place.

Language Analyst® A Caere technology that uses information about
language context and usage rules to evaluate text and correct likely
errors during OCR.

mapping See font mapping.

monospaced font Any font in which all characters have the same width.
For example, in Courier New (a monospaced font), the letter M is the
same width as the letter 1. Thus, MMMMM is the same widthas 11111,

OCR See optical character recognition.

OCR Aware A feature that allows you to use OmniPage Pro OCR in
another application such as Microsoft Word. You can perform OCR on
an image and paste the resulting text directly into an open document.

OmniPage Document A file that is saved in OmniPage Pro’s
proprietary format (* . met). OmniPage Documents can consist of
original page images, zones, and recognized text.

optical character recognition (OCR) The process of turning an image,
such as a scanned paper document or an electronic fax file, into
computer-editable text so you do not have to retype the text manually.

point Atypographic unit of measurement equal to 1/72 inch, measured
vertically. Points are used to describe font size.

proportional font Any font in which characters differ in width. For
example, in Palatino (a proportional font), the letter M is wider than
the letter I. Thus, MMMMM is wider than 11111

recognition The OCR process. A page is recognized when OmniPage Pro
performs OCR on it.

Glossary Terms - 100



Glossary Terms

reject character The character that represents unrecognizable characters
in arecognized document. A tilde (~) is the default reject character. For
example, if OmniPage could not recognize the Jin REJECT, and ~ is the
reject character, the string RE~ECT would appear in your document.

text viewer The area on the OmniPage Pro desktop that displays
recognized text and any graphics.

thumbnail viewer The area on the OmniPage Pro desktop that displays
miniature representations of pages in an open document.

TIFF An abbreviation for Tagged Image File Format. This is a standard
graphic format for grayscale and high-resolution bitmapped images.

training file A set of pre-recognized text characters that OmniPage Pro
compares with characters in a page image during OCR. This is useful
for recognizing special characters that might normally be difficult to
recognize such as the copyright symbol ©.

True Page® A Caere technology that uses frame formatting to replicate
the appearance of a page as closely as possible during OCR.

zone contents A setting that specifies the type of text characters that
OmniPage Pro looks for within a zone during OCR. You can specify
the zone contents to be Alphanumeric or Numeric.

zone template A collection of zone attributes, including shape, position,
order, type, and contents, that are saved to a file. Zone templates are
useful for documents with the same zoning requirements.

zone type A setting that specifies the way OmniPage Pro handles azone
during OCR.

zones Borders that enclose areas on a page image to identify which
parts of the page get processed. Any areas not enclosed by zones are
ignored during OCR. Zoning is the process of creating zones.
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