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CHAPTER 1

Welcome

Welcome to ScanSoft’s award-winning PaperPort software with which you
can annotate, organize, file, adjust, and find scanned items. This guide
explains how to use the PaperPort software. In addition to this guide,

you can get more information from a variety of sources:

XPLORE
APERPORT

PaperPort Getting Started Guide

The fastest way to get acquainted
with the PaperPort software and
start using it.

Help

Everything you want to know about the

PaperPort software—"“how-to” procedures,

dialog box reference, and troubleshooting
O advice. Choose PaperPort Help from the

ScanSoft menu

©)

v TIP: You can also directly access ScanSoft’s Web site for information
and support at http://www.scansoft.com.

v



Choose a target application
from the ScanDirect To
menu or just press a
ScanDirect function key.

v 1: Welcome

FEATURES AT A GLANCE

This section gives you a quick look at the key features of the PaperPort
software.

Scan many types of items. You can scan most paper items, including
newspaper clippings, reports, magazine articles, brochures, letters,
memos, receipts, canceled checks, business cards, photographs, and
line art.

SALES FAX
REPORT -
ol =

Scan items directly to other applications. With ScanDirect you can
scan items directly to different applications—the PaperPort Desktop, the
Page Viewer, electronic fax software, e-mail software, a word processor,
an image editor, and more. You can scan an item directly to any
PaperPort-supported application on your computer while
simultaneously saving a copy on your hard disk for later use.

Show PaperPort Link Bar
Scan Settings...
Current Application ScanDirect™ To

PaperPort Desktop Preferences...

PFaperPort Page Viewer
+Photocopy Go To PaperPort Desktop

Fau Synchronize with Zip!

ccMail PaperPort Help...

ClarisWorks PaperPort User's Guide...
Emailer Go To PaperPort On The Web...
PhotoEnhancer
SimpleText
Word

Select the best scan setting for the item and its use. With the
PaperPort software, you select the scan setting that is best for a particular
type of item and how you want to use that item. You can select a scan
setting for storing color photos, filing articles, editing text (OCR), faxing
items, making photocopies, and filing business cards. You can also
customize a mode or create a new mode.



View items in two ways. With the PaperPort software, you can view
items in two ways: on the PaperPort Desktop or in the Page Viewer.
The PaperPort Desktop displays a thumbnail, a small graphic that
represents each item. The Page Viewer displays a close-up of a single page
at a time. (You can however, open multiple Page Viewer windows at the
same time.) The PaperPort Desktop and the Page Viewer are separate
applications that you can use alone or together.

PaperPort Desktop

45 PaperPort Fol.. * S PaperPort Iterns in "Sample Files" T Total lerns

[ Memes [
[T Special Fhotos M

PaperPort Desktop

M EmE

Business Card

[l

Mote

Favorite Folders

[

[ artistes
D Bark Stadements Annotations
[ contases
D Investments
[ Protographs
[ Receiors
[0 Sample Fites [ 1arz [v]
t
D Saved Faxes Quotes
[ Saved Fhotocopies e

i Toves ] =
%] &

Picture

[l

Sales Promo

Page Viewer

Mew Address K :
_> 1934 Palm Way

San Francisco, CA 94110
#15-555-9876

SR -

Diear Sales Associare:

<

Thus fall, Tropical Blends 15 offering an excitng sales promotion package to all sales associa
in our LS. and international offices, You can win oustanding prizes, including the ulrimal
tropical vacation—a week for two in heavenly Tahid.

Here's how you can win®f he sales associare with the most 1oral sales berween Seprember
and December 31, 1997, Jill win the grand prize. Other fabulous prizes will also be given

Wy

Picture you and your companion ata fisll-service, ovean-front resort for seven fun-filled da

and six remantic nights, Crystal clear water, white sand beaches, warm breezes, and all

cxpenses paid
. . |Guess What? Jacques
For complete details about how o win and set sail fof, 0 pramated. atrached
mema, 4
100% e D =

Features at a Glance
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Send items already on your computer to other linked applications.
If items already reside on your computer, you can send them directly to
other applications by using the PaperPort Link Bar. For example, you can
send an item to your electronic fax software or quickly convert an item
into text by using your word processing application along with the
optical character recognition (OCR) software that came with the
PaperPort software. The Link Bar is a separate application that you can
use alone or together with the PaperPort Desktop and the Page Viewer.

Send an electronic fax
by dragging an item
onto the Fax link icon.

Seanbirect™ Td: E Clariswobks
L — — — 4

Create your own filing system. To help you get organized, you can file
PaperPort items into different folders. The Navigation pop-up menu on
the PaperPort Desktop lets you easily navigate to different areas on your
Macintosh computer. From the Folder directory, you can select the
folder containing the items you want to view. You can also create
Favorite Folders—folders that you want to use often and that always
appear on the PaperPort Desktop. The folders and PaperPort items that
appear in the PaperPort Desktop navigation pane directly reflect the
folders and items that you have on your Macintosh computer. That
means you have the flexibility of creating and managing folders from
either the PaperPort Desktop or the Macintosh desktop.



Navigation pop-up menu.

{5 PaperPort Fal.. ¥

D Export ﬁ
Directory of folders for [ Extras
the location shown in the [ Fiting Cabinet

Navigation pop-up menu.

=

Favorite Folders

&

[0 Articles

[T Bank Statements
[ contacts

[0 tevestments

[0 Frotographs

[0 Reseipts

[0 Samete Fites

[ Saved Faxes

[T Saved Fhotocapies
D Taxes

Navigation pane. I—I—,

=l

Find items quickly. After you file items safely into folders, you can
easily find them again by using the Find Document command on the
PaperPort Desktop. Additionally, you can identify an item for quick
retrieval by typing information in the Get Info dialog box to associate
comments, keywords, or an author’s name with an item.

Get InTo

@ Sales Prome

Size: 1 pages (195K bytes used)

Created: Sat, Feb 22, 1997, 2:59 PM
Hodified: Sat, Feb 22, 1997, 410 FM

Author - [Jacques Gelure

Deseription: |Sales Promo

Keywords: |'Win, Proma, December

Comments :

Mozt total zales, 1997 promd

[ Locate In Finder ] [[ Close ]]

Features at a Glance



You can stack all types of
items, such as photographs
and artwork or pages of a
document.
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Combine single items into stacks. Many items you scan will probably
be more than one page. You can combine individual items into a
multi-page document called a stack. For example, to save receipts from
a business trip, you scan the receipts, combine the receipts into a stack,
and then stack the receipts on a scanned expense report. If you are
creating a catalog of photographs, you can scan all the photographs to
the PaperPort Desktop, and then catalog them using different stacks.
You can stack single pages on the PaperPort Desktop or scan multiple
items as a stack.

=l

1 1of8 4 ] 1oz [»
Contract Business Card

‘Photagraphs

Import items from other applications on the PaperPort Desktop or
in the Page Viewer. In addition to scanning, you can convert items that
are saved in other file formats into PaperPort items. Then you can use all
of the PaperPort software features with those items. The following figure
shows the various ways of converting items.

Scan an item. Drag and drop an item from another
application onto the PaperPort Desktop
or Page Viewer Link Bar icon.

v

E% <

FaperPort

Create a new item by printing from Import a file saved in another
another Macintosh application to format, such as PICT, TIFF,
the PaperPort Desktop. GIF, or JPEG.



Use the Highlighter

tool to draw the

reader’s attention

Save items in other formats. You can also save PaperPort items in
other popular file formats, such as Joint Photographic Experts Group
(JPEG) or Tag Image File Format (TIFF). For example, you can scan
a photograph to the PaperPort Desktop and then save it as a JPEG.
You can open that JPEG file in an application that reads JPEG files.

Add notes, highlight areas, and mark up a page. With the Annotation
tools in the Page Viewer, you can add a note, highlight text, draw lines
or arrows, circle information, or fill in preprinted forms. The following
figure shows a sample of how you can use some of the Annotation tools.

= SalesPmmm=————————— |

CIEd |1

|
L

Mew tddress : :
_> 1234 Paien Way

San Francisco, CA 94110

S|

to an area.

Circle information

with the Freehand tool.

Use the electronic Note tool
to add notes to an item.

415.555-9876

@ Dear Sales Assaciate:

7 | Thus fall, Tropical Blends 15 offering an excitng sales promotion package to all sales associa
in our LS. and intcrational offices, You can win outstanding prizes, including the uliima|
tropical vacation—a week for two in heavenly Tahid.
Here's how you ean win®f he sales associate with the most 1otal salcs berween September
and December 31, 1997, §ill win the grand prize. Other fabulous prises will also be given
Picture you and your companien at a full-service, ovean-front resort for seven fun-filled daf
and six omantic nights, Cryseal clear water, white sand beaches, warm breezes, and all
expenses paid

. . |Guess What? Jacques
For complete details about how to win and set sail fot,,q promated. atrached
— e
100% e D =B
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With Adjust Picture,
you control the way
a picture looks.
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Fine-tune an image. Use the Page Viewer image editing commands,
such as Picture Wizard and Adjust Picture to fine-tune the exposure,
color, and tint of an image.

Adjust Picture =—————————

Ad justment:
@) Brightness / Contrast
) Color
O Tint
Amount of Ad justment:
[ [ |
[ Revert ] [Undo Last]

[ Cancel ] [[ 114 ]]

WHAT’S NEXT

It’s time to start using the PaperPort software. For a quick overview of
how to use the PaperPort software, see the PaperPort Getting Sarted
Guide. For more detailed information about a PaperPort feature,

see the remaining chapters of this guide and the PaperPort Help.



CHAPTER 2

Scanning Items

This chapter tells you how to use PaperPort ScanDirect features

to scan items directly to the PaperPort Desktop, the Page Viewer,

or any supported link application, such as electronic fax, image editing,
or OCR software. Basically, all you need to do is:

Choose a target application

Scan the item

The PaperPort software automatically selects appropriate scan settings
for each application. However, you can customize the specific settings
and scan modes. In this chapter, you will learn how to:

Choose a target application

Select scan settings

Select a scan mode

Select options to get the smallest file size or best quality image
Set the paper insertion delay and edge detection

Turn the communications port on and off
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CHOOSING A TARGET APPLICATION AND SCANNING

By default when you scan an item, the PaperPort software places an
image of the item on the PaperPort Desktop and automatically saves a
copy of the item to your hard disk. By using ScanDirect, you can send
scanned items directly to a different target application, such as:

The Page Viewer. Immediately see a close-up view of the scanned
item. You can modify the image in the Page Viewer, and then save
the changes.

Photocopy. Make a copy of the scanned image on your printer.

Electronic fax or e-mail software. Send a fax or attach an item to
an e-mail message.

Word processor. Display editable text automatically converted by
the PaperPort OCR software.

Image editor. Fine-tune and enhance a photograph or other art work.

Other third-party applications that display the “PaperPort Ready”
logo.

Any supported application installed on your computer.

There are several ways to select a ScanDirect target application:

Don’t do anything. If you don't select a different target application,
the PaperPort Desktop is the default target application.

Choose an application from the ScanDirect To menu located under
the ScanSoft menu.

Choose an application from the Scan Settings dialog box.

Press a ScanDirect function key. The function key you press selects
the target application.

On the Link Bar, drag the link icon representing the target application
into the area that says “ScanDirect To.”



[-]
Show PaperPort Link Bar
Scan Settings...
Current Application ScanDirect™ To )

PaperPort Desktop
PaperPort Page liewer
. Photocopy

Preferences...

6o To PaperPort Desktop
Synchronize with Zip!

AOL Mail
ceMail PaperPort Help...

ClarisWorks PaperPort User's Guide...
Emailer 6o To PaperPort 0n The Web...

PhotoEnhancer
simpleText
word

[]
Hide PaperPort Link Bar

Scan Settings...
Scanbirect™ To >

Preferences...

G0 To PaperPort Desktop
Synchronize with Zip!

PaperPort Help...
PaperPort User's Guide...
G0 To PaperPort On The Web...

Target Application —

USING THE SCANDIRECT TO MENU

Use the ScanDirect To menu as a fast way to select a target application
and scan an item. This method is appropriate if you do not want to first
change scan settings or scan modes.

To use the ScanDirect To menu:

1. From the ScanSoft menu (located below the ScanSoft icon on the
Macintosh desktop menu bar), choose the ScanDirect To submenu,
and then choose a target application.

2. Insert the item into the scanner. After the item is scanned,
the PaperPort software converts the image into a compatible format
for the target application and opens it in the target application.

USING THE SCAN SETTINGS DIALOG BOX

If you want to first change settings or scan modes and then select a target
application, use the Scan Settings dialog box to select scan settings and
start the scan. For more information about scan settings, see “Selecting
Scan Settings” later in this chapter.

To use the Scan Settings dialog box:

1. From the ScanSoft menu (located below the ScanSoft icon on the
Macintosh desktop menu bar), choose Scan Settings.

The Scan Settings dialog box appears.

Scan Settings

— PaperPort Page Diewer v |——————

pop-up menu.

Specific Page
Viewer settings.

Sean Mode: | Storing Photos hal

(24 Bit, 100 DFI)
|:| Fultiple Page Dialog

when Seanning Autornatically
@ Create New Docurnent
D Stack on Active Documnent

2 ( Defaults | [cancel ] [ ok |

Choosing a Target Application and Scanning



2. From the Target Application pop-up menu, choose an application.
Scan settings and a scan mode appropriate for the application appear.
In the previous figure, the Page Viewer settings appear.

Click OK.

4. Insert the item into the scanner. After the item is scanned,
the PaperPort software converts the image into a compatible format
for the target application and opens it in the target application.

USING SCANDIRECT FUNCTION KEYS

The ScanDirect function keys are programmed keys that you can use
to send a scanned item directly to an application. When you press a
function key, the PaperPort software uses the scan settings associated
with a function key’s target application. The keys are:

* F5 PaperPort Desktop. Sends the scanned item to the PaperPort
Desktop.

* F6 Page Viewer. Sends the scanned item to the Page Viewer.
 F7 Photocopy. Prints a copy of the scanned item on your printer.
* F8 Fax. Sends the scanned item to your electronic fax software.

* F9 Word Processor. Converts the scanned item using the PaperPort
OCR software, and then opens the item in your word processor.

* F10 Image Editor. Sends the scanned item to the image editing
application supplied with the PaperPort software.

* F11 Settings. Displays the Scan Settings dialog box.

e F12 Show or Hide. Shows or hides the Link Bar on the Macintosh
desktop.

If you press function keys F5-F10, the application associated with the
key becomes the selected ScanDirect target application in the ScanDirect
To menu and on the Link Bar.

v 2: Scanning Items
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Hide PaperPort Link Bar
Scan Settings...
ScanDirect™ To »

Preferences...

Go To PaperPort Desktop
Synchronize with Zip!

PaperPort Help...
PaperPort User's Guide...
Go To PaperPort On The Web...

Selects a target word
processor for the F9
function key.

Selects a target image editor

The PaperPort software automatically selects applications for each key,
including the word processor and image editor functions keys. However,
you can change an application if you want, or you can disable the
function keys.

To scan using a function key:

1.
2.

Press a ScanDirect function key.

Insert the item into the scanner. After the item is scanned,
the PaperPort software converts the image into a compatible format
for the target application and opens it in the target application.

To set function key preferences:

1.

From the ScanSoft menu, choose Preferences. The Preferences

dialog box appears.

From the Preferences pop-up menu, choose Other. The Other
preferences appear.

PaperPort Preferences

r_ Other L ——

Function Keys

B curievor

for the F10 function key.

Irnage Editor E PhoteEnhancer Plus

[ Enable Function Keys Activates the ScanDirect
function keys.

OCR Preferences...

E Enable Sound Effects

2 [ pDefaults | [cancel ] [ ok ]|

To disable the function keys, deselect the Enable Function Keys
checkbox.

Choosing a Target Application and Scanning
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4. To select a word processor for the Word Processor function key, click
the Text button. To select an image editor for the Image Editor
function key, click the Image Editor button. A dialog box appears
asking you to select the target application. The following figure
shows the dialog box that appears when you choose a word processor.
The applications available in the pop-up menu depend on the
applications installed on your Macintosh computer.

Select a target...

Target: ClarisWworks -

| Target pop-up menu.

5. From the Target pop-up menu, choose an application and click OK.
The selected application name and icon appear in the Preferences

dialog box.

SELECTING SCAN SETTINGS

Each target application has a set of scan settings that defines the way the
scanner works and how the PaperPort software handles the scanned
image. The PaperPort software chooses default settings that are often the
most appropriate for a target application. However, if you want to change
the settings, use the Scan Settings dialog box. This section tells you how
to select scan settings for a specific target application. For information
about selecting scan modes (also defined in the Scan Settings dialog box),
see “Working with Scan Modes” later in this chapter.

v TIP: There are two ways to display the Scan Settings dialog box:
(1) Choose Scan Settings from the ScanSoft menu;
(2) Press the F11 function key.



SELECTING PAPERPORT DESKTOP SCAN SETTINGS

If you want to scan several pages and automatically create a stack of the
pages on the PaperPort Desktop, select the Multiple Scan option in the
PaperPort Desktop scan settings.

To select PaperPort Desktop scan settings:
1. From the ScanSoft menu, choose Scan Settings. The Scan Settings
dialog box appears.

2. From the Target Application pop-up menu, choose PaperPort
Desktop. The PaperPort Desktop settings appear.

Scan Settings

Target Application —= PaperPort Desktop hd E—
pop-up menu.

(1 Eit, 200 DF[)

Prompts for the next page [ Multiple Page Distog

when you want to scan a

multi-page item, and then
creates a stack of the pages
on the PaperPort Desktop.

2 [ pDefaults | [cancel ] [ ok ]|
Restores the ]

default settings.

3. Select the scan settings you want to use and click OK.

Selecting Scan Settingsv



SELECTING THE PAGE VIEWER SCAN SETTINGS

The Page Viewer scan settings provide options for creating a new item
when you scan or stacking the scanned item onto an item currently open
(active) in the Page Viewer.

To select the Page Viewer scan settings:
1. From the ScanSoft menu, choose Scan Settings. The Scan Settings
dialog box appears.

2. From the Target Application pop-up menu, choose the PaperPort
Page Viewer. The Page Viewer settings appear.

Scan Settings

Target Application — PaperPort Page liewer v |———————
pop-up menu. Scan Mods

(24 Bit, 100 DFI)
|:| Fultiple Page Dialog

when Seanning Autornatically

Creates anew item @ Create New Docurnent .

when you scan. (7 Stask on Active Document Stacks the item that you
scan onto the item currently

Restores th.e @ (vefaunts ) [cancer) [ ok ) displayed in the active

default settings. T Page Viewer window.

3. Select the scan settings you want to use and click OK.

v 2: Scanning Items



SELECTING PHOTOCOPY SCAN SETTINGS

When you choose Photocopy as the target application, the PaperPort
software scans a copy of the item to your printer software and prints
the item, just like a photocopy machine.

To select Photocopy scan settings:
1. From the ScanSoft menu, choose Scan Settings. The Scan Settings
dialog box appears.

2. From the Target Application pop-up menu, choose Photocopy.
The Photocopy settings appear.

Target Application =———— Scan Seitings ———— .
Customizes the scan mode.
pop-up menu. . )
L Photocopy - | S " )
Prompts for the next can Mode | aves a copy to t e Favorite
page when you want to (1 Bit, 300 DF 1) Folder you specify.
print a multi-page item. L Mutipte Page Dialog
. L Be] save Copy To:
Displays the Print dialog [ show Print Dislog o
box, so that you can make [ shrink Pages Ta Fit Page Shrinks images that have
selections before you print. printable material extending to
2 [ pefaults | [cancel] [ ok | the edge of the paper, so that
the entire image is printed.

3. Select the scan settings you want to use and click OK.

Selecting Scan Settingsv



SELECTING FAX SCAN SETTINGS

The Fax scan settings let you choose a fax package and other fax features.
This feature is available only if your computer has fax software and a
modem.

To select Fax scan settings:
1. From the ScanSoft menu, choose Scan Settings. The Scan Settings
dialog box appears.

2. From the Target Application pop-up menu, choose Fax. The Fax
settings appear.

Prompts for the next page Scan Settings

when you want to fax
Iti-page item [_Fax ~]
a multi- .
bag Soan Mode Saves a copy to the folder
{1 Bit, 200 DFI) you choose.
Shrinks images that have [ Multiple Fage Dislog
printable material extending to [ Save Copy To:
thC CdgC Of the paper; Ny that [ shrink Pages Ta Fit Paper SﬁtS Opnons SPCCIHC to
the entire image is printed. Eax Package: the fax software you use.
Identifiesthefax _ [ = ( Defaults | [cancel ] [ ok ||
package you want [ Restores the default settings.

to use.

3. Select the scan settings that you want to use and click OK.

SELECTING E-MAIL SCAN SETTINGS

The E-Mail scan settings let you select the format of the attached
scanned item. For example, if you choose PaperPort, the item is attached
to the e-mail message as a PaperPort item. If the recipient does not have
the PaperPort software, save the item in a different format.

To select E-Mail scan settings:

1. From the ScanSoft menu, choose Scan Settings. The Scan Settings
dialog box appears.
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Prompts for the next page when
you want to scan and send a
multi-page item.

Selects the format for the

.

2. From the Target Application pop-up menu, choose the e-mail
package you want to use. The e-mail settings appear. The following

example shows settings for AOL mail.

Scan Settings

| ADL Mail
Sean Mode: | Storing Photos il

(24 Bit, 100 DFI)
|:| Fultiple Page Dialog

—

attached item.

Use the Editing Text scan
mode when you scan a
document that you want to
convert to editable text.

Select the format for the

Format: JFEG ht

D Save Copy To: Articles i =

2 [ Defaults ] [Cancel] [[

0K

)

Saves a copy to the folder you choose.

3. Select the settings you want to use and click OK.

SELECTING WWORD PROCESSING SCAN SETTINGS

When you select word processing scan settings, you select the format of
the item that is sent to your word processing application.

To select word processing scan settings:

1. From the ScanSoft menu, choose Scan Settings. The Scan Settings

dialog box appears.

2. From the Target Application pop-up menu, choose a word
processing application. The word processing settings appear for the
selected word processor. The following figure shows settings for

ClarisWorks.

Scan Settings

r{ ClarisWorks

Scan Mode Editing Text (OCR) h

(1 Bit, 200 DPI)
E Multiple Page Dialog

2

file that is sent to the word
processor.

Format: Mach'rite 11 >
[ save Copy Ta:

2 ( Defaults | [cancel ] |

0K

)

3. Select the settings you want and click OK.
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SELECTING IMAGE EDITING SCAN SETTINGS

With the image editing scan settings, you select the format of the item
that is sent to your image editing application. The default scan mode
for an image editor assumes you are scanning a color image.

To select Image Editing scan settings:

1. From the ScanSoft menu, choose Scan Settings. The Scan Settings
dialog box appears.

2. From the Target Application pop-up menu, choose your image
editing application. The image editing settings appear for the
selected image editor. The following figure shows settings for
PhotoEnhancer.

Use the Storing Scan Setings
Photos scan mode
when you scan r{ PhotoEnhancer v —
. Soan Mode: (Eat]
a color item. (24 Bit, 100 DPI)
D Fultiple Page Dialog

Select the format for Format: [ THF =]
the file that is sent [ save Copy To:
to the image editor.

2 [ Defaults | [cancel] | ok ||

3. Select the settings you want and click OK.

v 2: Scanning Items



SELECTING OTHER APPLICATION SCAN SETTINGS

In addition to the previously mentioned applications, you can scan items
directly to other supported applications on your Macintosh computer.
Many of your applications automatically appear in the ScanDirect To
menu and the Scan Settings dialog box. The PaperPort software selects
logical default scan settings for each application, such as selecting a word
processor file format for a target word processing application. You can
change the settings for a target application in the Scan Settings dialog
box, if you want.

v NOTE: If an application name does not appear in the ScanDirect To
menu and Scan Settings dialog box, and it is supported by the
PaperPort software, you can add it as an application link. After adding
it as a link, its name appears in the ScanDirect To menu and Scan
Settings dialog box. For more information, see Chapter 9, “Using the
Link Bar.”

WORKING WITH SCAN MODES

The scan mode helps to define each target application’s scan settings.
Usually; you do not need to change the scan mode associated with a target
application But at times, you may want to select a different mode or
create a new mode. For example, assume you want to make a photocopy
of a color document. The mode associated with Photocopy scans in black
and white. To scan a color page and then print it on a color printer, you
should select Storing Photos for the Photocopy target application.

From the Scan Settings dialog box, you can select predefined scan modes,
customize predefined scan modes, and create new scan modes. The scan
mode determines the sharpness of the image and the number of possible
shades of gray or color. These selections affect the speed of the scan and
the file size. The following table describes the different predefined scan
modes. Depending on your scanner, not all scan modes may be available
as described in the following table.
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Scan Mode

Setti To Scan Description
etting
Filing Newspaper and Provides the fastest scan time
Articles magazine articles, and smallest file size. This is
receipts, forms, and the PaperPort software
other text items default setting for scanning
to the PaperPort Desktop.
Editing Text | Business letters, Enhances the use of OCR
(OCR) contracts, memos, software for converting image
and other documents | text to editable text. Provides
that you want to edit | higher quality and a larger file
size than the Filing Articles
scan mode.
Filing Business cards and Provides the best setting
Business other documentswith | for cards linked to other
Cards small or fine text applications, such as a
contact database. Provides
the highest quality text
setting.
Making Pages with many Creates a reasonable scanned
Photocopies | graphics, or mixed image in a file that is not too
graphics and text, line | large.
art, or photos that
require a quick scan
Storing Photographs and Provides the ideal setting for
Photos color images color images, image editing,

desktop publishing, and
high-quality output.

Results in a color scan with
slower scan time and a larger
file size.

v 2: Scanning Items



SCAN MODE SAMPLES

Selecting the proper scan mode provides the best scanned image.
Here are some samples of items scanned at various scan modes:

The shell on the left was scanned with the Storing Photos
setting, and the one on the right with the Filing Articles
setting. As you can see, there is no appreciable difference
in quality, because the shell is drawn in black and white.
However, the file size is much greater if you use the Storing
Photos mode. For this reason, Filing Articles is the more
appropriate mode.

The original photo of the cow on the left was scanned
with the Storing Photos setting. The image on the right
is the same photo scanned with the Filing Articles
mode. The Storing Photos mode is more appropriate.

Dear Sir The Filing Articles mode is the most appropriate for

’ this letter because it has large, clear type and the 200
dpi resolution is sufficient. If the typeface were smaller,
you would use the Filing Business Cards mode or
Editing Text mode, which scans at a higher resolution.

In response to your recent ad in the Food Is Great Journal
I am submitting my resume for your review.
As you can see, I have extensive experience.
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ABOUT BIT DEPTH AND RESOLUTION

Two factors that define a scan mode are bit depth and resolution.

Bit depth refers to the number of bits that the PaperPort software uses
to recreate the paper image on the screen. The greater the bit depth,
the more colors and shades of gray that are possible in the image.

1 bit provides the fewest levels of gray and

produces a black-and-white image that is best _:l

for letters and articles.

8 bit produces an image that can have up —

to 256 shades of gray or colors.

24 bit produces an image in millions of colors. E

When you scan a color or grayscale image, the scanner reproduces the
image’s colors or grayscale based on the bit depth setting.

Resolution refers to the sharpness of the image and is measured in dots
per inch (dpi). The higher the dpi, the greater the image’s resolution.
But as resolution increases, so does the file size and the length of time to
scan an item. Therefore, use the higher dpi settings only when necessary.

In addition to bit depth and resolution, the PaperPort software provides
the SharpPage option. This option optimizes the scan for items that
you scan in black and white (1 bit) and want to fax or convert using the
PaperPort software’s OCR. SharpPage enhances the scan of an item that
has colored text on colored background, so that the scanned image is
more readable.

SELECTING PREDEFINED SCAN MODES OR CREATING YOUR OWN

In the Scan Settings dialog box, you can select a different predefined scan
mode for a target application or you can customize a predefined mode by
selecting color, the number of grays, the resolution, or the brightness of
the scan. You can also create new scan modes.
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v CAUTION: If you change a predefined scan mode, the changes
are applied to all target applications that use that scan mode. For
example, if you change the Storing Photos mode, target applications
such as image editors and the Page Viewer that are set by default
to use the Storing Photos mode, will be changed to use the new
customized mode. It’s a good idea to create a new mode for use
with a specific application or specific use instead of modifying a

predefined mode.

To choose a predefined scan mode:

1. From the ScanSoft menu, choose Scan Settings. The Scan Settings
dialog box appears.

2. From the Target Application pop-up menu, choose the target
application for which you want to set the scan mode. Settings for
the application appear. The following figure shows the Page Viewer

settmgs.
Scan Settings
Target Application — PaperPort Page Diewer v |———
pop-up menu.
(24 Bit, 100 DFI)
[ Muttiple Page Dialog
Scan Mode pop-up menu. ) )
when Seanning Autornatically
@ Create New Docurnent
O Stack on Active Documnent
Restores thf? 2 [ Defaults ] [ Cancel ] [[ 114 ]]
default settings. T

3. From the Scan Mode pop-up menu, choose the mode setting you
want. Notice that when you select a setting, the description below
it changes. For example, the previous figure shows the description
for the Storing Photos mode (24 bit, 100 dpi).

4. Click OK.
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Target Application

To customize a predefined scan mode:

From the ScanSoft menu, choose Scan Settings. The Scan Settings
dialog box appears.

From the Target Application pop-up menu, choose the application
for which you want to set the scan mode. Settings for the application
appear. The following figure shows the settings for Making

Scan Settings

—

pop-up menu.

Scan Mode pop-up menu.

Restores the
default settings.

Edit button. Customizes

Sean Mode: [_Making Fhotocopies  +

(1 Eit, 300 DFI)
|:| Fultiple Page Dialog

the scan mode.

E Save Copy To: Saved Photocopies *
[ Show Print Disleg | Print Options...

D Shrink Pages To Fit Page

2 ( Defaults | [cancel ] [ ok |

1.
2.
Photocopies.
~- Photocopy
]
3.

Click the Edit button. The Settings For dialog box appears so that
you can select the bit depth (number of grays or color), brightness,
and resolution. The following figure shows the Settings for the
Making Photocopies dialog box.

—Settings for "Making Photocopies™

Nurnber of Colars Resolution

Number of Colors pop-up
menu. Choose Color ifyou
want to scan a color item.
Choose Black & White

to scan black-and-white
items.
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Eoooel =] Resolution pop-up menu.

Elack & ‘white (1 Bit) ¥ |

Brightneszs

| [—

Contrast

Proceszzing
[ straighten
|:| Trim

|:| SharpPage

4. Choose settings and click OK. The Scan Settings dialog box appears.

The new settings now become the settings used by the Predefined
mode.

v TIP: To revert to the original settings for a predefined mode, click the

Defaults button.



To create a new scan mode:

1.

From the ScanSoft menu, choose Scan Settings. The Scan Settings
dialog box appears.

From the Target Application pop-up menu, choose the application
for which you want to create a new scan mode. Settings for the
application appear. (After you create a new mode, you can choose
it for use with any application you want.)

If you want to base the new mode on a predefined mode, choose the
mode from the Scan Mode pop-up menu.

From the Scan Mode pop-up menu, choose Create. A dialog box
appears asking you to name the new scan mode.

Name of New Scan Mode...

Color Photocopies |

Type a name and click OK. The Settings For dialog box appears.

The following figure shows a new mode named Color Photocopies.

r—Settings for “Color F p

Nurnber of Colors Resolution
Color (24 Bit) -] [ 1oooel =]

Brightneszs Proceszing

E Straighten

D Trim
Contrast [ sharpPage
Defaults Cancel

6. Select settings for the mode and click OK. The Scan Settings dialog

box appears. The new scan mode appears in the Scan Mode pop-up
menu.
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To delete a created scan mode:

1. From the ScanSoft menu, choose Scan Settings. The Scan Settings
dialog box appears.

2. From the Scan Mode pop-up menu, choose Delete. A dialog box
appears asking you to select the scan mode you want to delete.
You cannot delete predefined scan modes.

Delete which Scan Mode...

Secan Mode: | Color Photocopies hd

3. Select the scan mode you want to delete and click OK. The scan
mode is removed from the Scan Mode pop-up menu.

v NOTE: You cannot change the name of a created scan mode.
You must first delete the scan mode, and then create it again.

SCANNING COLOR AND GRAYSCALE ITEMS

By default, your scanner is probably set up to scan black-and-white items
that you typically want to fax, file, or copy. All scan modes, except for
Storing Photos, scan your items in black and white. If you want to scan
color or grayscale items, you should either choose the Storing Photos
mode for a target application, or change the scan mode Number of
Colors to Grayscale (8 bit) for grayscale items and Color (24 bit) for
color items.

v NOTE: For some target applications Storing Photos is the default
mode. Therefore, you do not need to complete the following
procedure to scan color items to this type of target application.



To scan color or grayscale items:

1. From the ScanSoft menu, choose Scan Settings. The Scan Settings
dialog box appears.

2. From the Target Application pop-up menu, choose the target
application for which you want to set the scan mode. Settings for
the application appear.

3. From the Scan Mode pop-up menu, choose Storing Photos, or
click the Edit button and then choose Color or Grayscale from the
Number of Colors pop-up menu. The new settings now become the
settings used by the selected target application.

4. Scan your color or grayscale item.

After you scan the color or grayscale item, it is a good idea to change
the target application scan mode back to its original setting, unless
you will routinely be scanning color or grayscale items to the
application.

v NOTE: Color scanning takes longer and creates a larger file.

SCANNING TO GET THE BEST IMAGE

Using the scan settings, you can improve the quality of an image by:
* Changing the brightness and contrast of a scan

* Straightening a crooked page

* Removing the black edges

 Changing the file compression

You select these settings befoe you scan an item. For information about
adjusting an image, such as changing the tint, brightness, and color after
you scan an item, see Chapter 6, “Fine-Tuning Images.”

Scanning to Get the Best Imagev
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CHANGING BRIGHTNESS AND CONTRAST

Sometimes an image is scanned with the brightness too light or too dark.
For example, a note written with a light pencil may need to be scanned
darker to improve legibility. Lightening or darkening the scan brightness
can improve image quality and make it easier to read. Changing the
brightness is similar to changing the setting on a photocopy machine

to make the image lighter or darker.

To change the brightness and contrast:

1. From the ScanSoft menu, choose Scan Settings. The Scan Settings
dialog box appears.

2. From the Target Application pop-up menu, choose the application
for which you want to set the brightness. Settings for the application

appear.
3. Click the Edit button. The Settings For dialog box appears.

It contains brightness and contrast control bars.

4. Drag the lever on the Brightness bar or Contrast bar to change
the image.

5. Click OK. The ScanDirect Settings dialog box appears.

6. Click OK to save the scan settings.

STRAIGHTENING PAGES AND REMOVING BLACK EDGES

If you inadvertently insert an item into the scanner at an angle, the
Straighten Image option can automatically straighten the image on the
screen. The option works with any item that has squared edges, which
includes most business items. If you insert the page at a sharp angle,
the Straighten Image option cannot always straighten the image.
When this option is selected, scanning speed is slower.

When you scan an item that is narrower than 8-1/2 inches (21.6 cm) or
that has torn edges, the Trim Image option can remove the black edges

and fill them with white.



E Straighten Inage
|:| Trim Irmage

v TIP: If you do not use the automatic options to correct these
problems before scanning, use the Straighten Page command or the
Straighten Page tool, and the Trim Page command to correct these
problems after scanning. For more information, see Chapter 6,
“Fine-Tuning Images.”

To straighten pages and remove black edges when you scan:
1. From the ScanSoft menu, choose Scan Settings. The Scan Settings
dialog box appears.

2. From the Target Application pop-up menu, choose the application
for which you want to set options. Settings for the application

appear.
3. Click the Edit button. The Settings For dialog box appears.

It contains the Straighten Image and Trim Image checkboxes.
4. Select the check boxes that you want.
5. Click OK. The Scan Settings dialog box appears.
6. Click OK to save the settings.

<

TIP: If you scan an item with black edges, the Trim Image option
produces poor results. The PaperPort software looks for a white edge
when performing this operation.

SETTING THE COMPRESSION

The compression of a gray-scale or color item affects the quality and size
of a saved file. The default selection is Good, a setting that is fine-tuned
for the PaperPort software. If you have limited disk space or require a
higher quality scanned image, you can adjust the compression. If you
change the compression and then open and save the item again, you may
increase the file size or change the quality of an image.

v NOTE: You usually do not need to change the compression setting.

Scanning to Get the Best Imagev
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To set the compression:

1. From the ScanSoft menu, choose Preferences.

2. From the Preferences pop-up menu, choose Compression.
Settings for compression appear.

PaperPort Preferences

{ Compression v ——

O Mo Comnpression................ Largest File Size
() High Quatity

() Good Quality

2 Medium Quality

(0K Quatity oo Srallest File Size

Mote: Compression settings do not apply to
black & white documents.

2 ( Defaults | [cancel ] [ ok ||

3. Select the quality of the compression that you want and click OK.



CHAPTER 3

Viewing Items

With the PaperPort software, you can view an item in two ways: on the
PaperPort Desktop or in the Page Viewer. The PaperPort Desktop and
the Page Viewer are separate applications that are tightly integrated.
You can run each application individually or together.

The PaperPort Desktop displays thumbnails of your items after you scan
or display them on the PaperPort Desktop. It also provides an easy way
to file items into different folders and navigate between the folders.

The Page Viewer displays a close-up view of an item so that it is readable
on the screen, and lets you adjust and edit the quality and color of the
image and add annotations to a page.

This chapter tells you how to:
* View items on the PaperPort Desktop
* View items in the Page Viewer

* Navigate between pages on the PaperPort Desktop or in the
Page Viewer

* Switch between the PaperPort Desktop and the Page Viewer



VIEWING ITEMS ON THE PAPERPORT DESKTOP

The PaperPort Desktop is a work area like your own desk, where you can
open different folders to display different papers, photographs, and stacks
on the desktop. The following figure shows the PaperPort Desktop with a

few sample items.

The number of =————————— PaperPortDesktiop =————51=
. }

PaperPort items 5 PaperPort Fol... * S PaperPort Items in “Sample Files" T Total lterns — _ThC tOtal
contained in the _[. [ remes = B flumb_er of
selected folder and | [ specist Photes =||| items in the
displayed on the =t % selected folder.
PaperPort Deskto e =

aper . . .

P P View by icon.
. = ) .
Navigation pop-up View by list.
Favorite Folders
menu.
1|0 artictes |
Annatati

The Folder directory _____| % ia”': S:M’”& e A PaperPort

. Relrhesiag . .
dlsﬁ)lays all foﬁders () tmvestments itcm in the
i i ocation
inc u_ded in the [ Protographs — .
location named in [T Receipts named in the
the Navigation [0 sample Fites nu Navigation
pop-up menu. [ soitress pop-up menu.

[0 Saved Photocepies || ]

Favorite Folders. LH (D Taxes = = =
These aliases k] | =
always appear on ] . .
the PaperPort Navigation pane. ~ Thumbnail item. Stack. —P:flgeNa\lilgator
Desktop. of a stack.

The left side of the PaperPort Desktop provides a Navigation pane.
You use the Navigation pop-up menu to navigate to different locations
on your Macintosh computer (such as a folder or disk) similarly to the
way you navigate through the hierarchy of folders on your Macintosh
computer when using a directory dialog box to save or open a file.

Below the pop-up menu is a list (directory) of the folders contained

in the location named in the Navigation pop-up menu. You can go to

a higher-level directory by choosing a location at a higher level in the
pop-up menu. You can go to a lower-level directory by double-clicking
a folder in the directory. For more information about selecting different
folders, see Chapter 4, “Filing Items into Folders.”
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The right side of the PaperPort Desktop displays the PaperPort items
contained in the location named in the Navigation pop-up menu.
The items can be single pages or multi-paged items called stacks.

The status bar at the top of the PaperPort Desktop lists the number of
PaperPort items in a folder and the number of total items in a folder.
(A folder can contain items other than PaperPort items, but they will

not appear on the PaperPort Desktop.)

v TIP: You can use the Import command to convert an item created
using another application into a PaperPort item. For more
information about importing, see Chapter 8, “Importing, Saving,
and Deleting Items.”

STARTING AND QUITTING THE PAPERPORT DESKTOP

You can start the PaperPort Desktop and display items several different
ways.

To start and display the PaperPort Desktop, use one of these
methods:

* Scan an item directly to the PaperPort Desktop. The PaperPort
Desktop is the default target application when you scan. For more
information about selecting a target application, see Chapter 2,
“Scanning Items.”

* From the ScanSoft menu, choose Go to PaperPort Desktop.

* Drag an item to the PaperPort Desktop link icon on the Link Bar.

For more information about using the Link Bar, see Chapter 9, “Using
the Link Bar.”

* Double-click the PaperPort Desktop application icon.
* Double-click the PaperPort Desktop link icon on the Link Bar.

To quit the PaperPort Desktop application:

* From the File menu, choose Quit.

Viewing Items on the PaperPort Desktov
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MOVING ITEMS ON THE PAPERPORT DESKTOP

If the PaperPort Desktop becomes cluttered, you can rearrange the items.

To move an item:
1. Click to select the item that you want to move, or use Shift-click

to select multiple thumbnail items.

2. Drag the item to the new location on the PaperPort Desktop, or
choose Clean Up Desktop from the Desktop menu to rearrange
the selected items.

v TIP: To select all the items, choose Select All from the Edit menu.

To arrange all items:

* From the Desktop menu, choose Clean Up Desktop. The items
are automatically reordered in neat rows starting from the upper-left
corner of the PaperPort Desktop.

v TIP: To arrange items alphabetically, hold down the Option key and
choose the Clean Up Desktop command.



Click a column

VIEWING ITEMS BY ICON OR NAME

You can view items on the PaperPort Desktop in icon view or list view.
The following figure shows items in list view.

title—Name, Pages,
Size, or Last Modified—
to sort the list in that
order.

—————— PaperPort Deskfop ———————P1

MNamne

FPages Size  Last Modified

(] Memnos

[C7] Special Photos

[

el

Favorite Folders

Articles
Bank Staternents

Contacds

r_—l invesirends

[£31 Protographs

(7] Reseipts

Sample Ciles

[ Saved Fames
Saved Photocopies

[ Tames

B—L Annotations
B—L Business Card
B—L Note

B—L Ficture

[2 quotes

1 Z90K  Thu,Sep 28, 1999, 12:00 f
1 90K Fri, Aug 4, 1999, 12:00 P
1 EIOK  Fri, Aug 4, 1999, 12:00 Pl
1 1Z65K  Thu, Aug 10, 1999, 12:00
2 170K Fri, Aug4, 1993, 12.00 P

11— Click either
the View by
Icon or View
by List icon.

<

i3 [

=

To display an item list:

* From the View menu, choose View by List, or click the View by List
icon in the upper-right corner of the PaperPort Desktop. Each item’s
filename, number of pages, file size, and date last modified appears.

To display item thumbnails:

* From the View menu, choose View by Icon, or click the View by
Icon icon in the upper-right corner of the PaperPort Desktop.

Viewing Items on the PaperPort Desktop



WORKING IN THE PAGE VIEWER

While the PaperPort Desktop gives you an overall picture of all of the
items on the PaperPort Desktop, the Page Viewer displays the details
of a single page, so it is easy to edit an image, add annotations, or select
information.

The Page Viewer displays a full-size or close-up view of one page.
Although a stack has multiple pages, you can display only one page of
a stack at a time in the Page Viewer. However, you can display multiple
Page Viewer windows for different items. The following figure shows

a sample page in the Page Viewer.

Name of the item
you are viewing.

Sales Promo

i 2 H

Hew Address
_> 1234 Palm Way

San Francisco, CA 94110

The Annotation tools 415.335.9876

are for adding notes,
highlighting areas, or

SClCCting a SCCtiOI’l. Dear Sales Associare:

Thus fall, Tropical Blends 1s offering an exciting sales promotion package o all sales associa)
in our LS. and international offices, You can win outstanding prizes, including the ulrimal
eropical vacation—a week for two in heavenly Tahid.

Here's how you can win®™f he sales associare with the most 1oral sales berween Seprember
and December 31, 1997, Jill win the grand prize. Other Fabulous prizes will also be given

Picture you and your companien at a full-service, scean-front resort for seven fun-filled daf
and six romantic nights, Crystal clear water, white sand beaches, warm breezes, and all
expenses paid

Guess ¥What? Jacques

For complete details about how to win and setsail fof, 50 promated arached
. tmo., : [
Page magmﬁcatlon- —|ioo=® 4] zorz [[G[Im o
[
Reduces the page —, ‘
(zoom out). Magnifies the page ~ The Page Navigator displays the previous or next page of a
(zoom in). multi-page item (stack) when you click the left or right arrow.
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STARTING AND QUITTING THE PAGE VIEWER

You can start the Page Viewer in several different ways.

To start the Page Viewer and display an item, use one of these

methods:

* Scan an item directly to the Page Viewer. For more information about
selecting the Page Viewer as the target application, see Chapter 2,
“Scanning Items.”

* Double-click the Page Viewer application icon, and then choose
the Open command in the File menu to select and open an item.

* Double-click a thumbnail item on the PaperPort Desktop.

* Select an item on the PaperPort Desktop and choose Open from
the File menu.

* Double-click a PaperPort item on your hard disk.
* Drag an item onto the Page Viewer link icon on the Link Bar.

* Double-click the Page Viewer link icon on the Link Bar.

To close an item in the Page Viewer:
1. From the File menu, choose Close, or click the close box. A message

asks if you want to save changes.

2. Click Yes to save the changes to an item. If you scan or link an item
to the Page Viewer, you must click Yes to save a copy of the item on

your hard disk.

To quit the Page Viewer:

* From the File menu, choose Quit.

Working in the Page Viewerv
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THE ANNOTATION TOOL BAR

After you display an item in the Page Viewer, you can use the Annotation
Tool Bar to annotate items. For example, you can highlight text, circle
information, or add a sticky note. The Annotation tools are as follows:

Pointer. Selects, moves, and resizes annotations on a page.

Selection. Selects a section of a page that you want to crop, cut or copy.
For example, you may want to copy a graphic for use in another
application, such as in a word processing document. You also use this
tool for cropping an area of a page or processing selected text with the
OCR software provided with the PaperPort software.

raighten Page. Draws a line that serves as a guide for straightening a
Straighten Page. D line th guide for straightening
page. For more information about how to use this tool, see Chapter 6,
“Fine-Tuning Images.”

Mark-Up. Adds one or more lines of text in a transparent frame. This
tool is especially useful for filling in forms because the form remains
visible when you type text on it.

Note. Writes a note. For example, you can add your comments or
identify important information.

Frechand. Draws freehand marks. For example, circle text and underline
sentences.

Highlighter. Highlights an area, item, or text on a page. This directs a
reader’s attention to specific details. If used in the opaque mode, it blocks
out information that you don’t want shown on a printed or faxed copy.

Arrow. Draws straight lines, with or without arrowheads, to point to
specific items or text. This tool works well with mark-ups or sticky
notes when you want to point out an item on a page.
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DISPLAYING AND HIDING THE ANNOTATION TOOL BAR

The Annotation Tool Bar is displayed by default when you view a page in
the Page Viewer, unless you choose to hide it.

To hide or display the Annotation Tool Bar:

* From the View menu, choose Hide Tool Bar or Show Tool Bar.

The following sections show you how to use the Page Viewer. For more
information about how to use the Annotation tools, see Chapter 7,
“Annotating Items.”

ZOOMING IN OR OUT ON A PAGE

In the Page Viewer, you can zoom in to display the details of a page, or
zoom out to make the page smaller on the screen.When you zoom in,
the page contents appear larger on the screen and are easier to see.

Making the page smaller, or zooming out, reduces the size of the entire
page to fit onto the screen. Notice that while you can see more of the
page, you may not be able to read the text.

To zoom in or out on a page:

1. Display the item in the Page Viewer.

2. To zoom in, choose Zoom In from the View menu, or click
the Zoom In icon.

3. To zoom out, choose Zoom Out from the View menu, or click
the Zoom Out icon.

v NOTE: To display the page at 100 percent, click the page

magnification area, or choose Actual Size from the View menu.

Working in the Page Viewerv



ARRANGING THE PAGE VIEWER WINDOWS

You can open multiple Page Viewer windows at the same time.
Sometimes you will be able to work more easily if the windows are side
by side or are placed on top of each other. You can arrange the windows
in three ways using the Window menu.

To arrange the Page Viewer windows:
1. In the Page Viewer, open the items that you want to view.
2.  From the Window menu, choose the Window menu command

that you want. The following table describes the commands that
are available.

Command Description

Tile Vertical Arranges the Page Viewer windows one
above the other.

Tile Horizontal Arranges the Page Viewer windows side
by side.

Overlay Windows | Arranges the Page Viewer windows on top
of each other so that all windows can be
seen.

NAVIGATING BETWEEN PAGES

You can move between pages in a stack on the PaperPort Desktop or

in the Page Viewer by:
* Clicking the Page Navigator

* Choosing commands from the View menu

v 3: Viewing Items



To move between pages:

] 1ef15 7] 1. Select the item on the PaperPort Desktop, or display it in Page View.
| | 2. Click the right arrow of the Page Navigator to display the next page;

Previous Next click the left arrow to display the previous page.
Click the middle of . .
thelcpatg;l\?;vig;; You can also move between pages by choosing the View menu

to display the Go To commands: First Page, Last Page, Previous Page, and Next Page.
Page dialog box. You can also use the Go To Page command to move directly to a
specific page in the stack.

To go to a specific page in a stack:

1. From the View menu, choose Go To Page, or click the middle
button of the Page Navigator. The Go To Page dialog box appears.

Go to page:

2. Type the page number that you want to go to, and click OK.

SWITCHING BETWEEN THE PAPERPORT DESKTOP AND
PAGE VIEWER

If both the PaperPort Desktop and the Page Viewer applications are
active, you can switch between them by clicking the window that you
want to make active, or choosing the application from the Macintosh
Finder menu.

Switching Between the PaperPort Desktop and Page Viewv
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CHAPTER 4

Filing Items into Folders

One of the primary benefits of using the PaperPort software is that it
helps you get organized. Scanning the papers on your desk cleans up the
clutter, but then what? Without some way of organizing your electronic
copies of paper, you are simply trading clutter on your desk for clutter on
your computer.

This chapter tells you how to save these items into separate folders that
are like ordinary manila file folders, except that they are electronic.
You'll also learn how to create Favorite Folders—folders that you want
to use often and that always appear on the PaperPort Desktop so you can
quickly and easily file information.

This chapter tells you how to:

* Display folders and items

* Rename items

* File items into folders

* Create folders

* Make a Favorite Folder

* Remove a Favorite Folder

* Locate folders and items on your Macintosh computer

e Find items and annotated text
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DISPLAYING FOLDERS AND ITEMS

When you scan an item to the PaperPort Desktop or the Page Viewer,
The PaperPort software saves the item on your hard disk. The folder

in which it is saved is determined by the folder currently named in the
Navigation pop-up menu. The PaperPort Folder is the default folder the
first time you use the PaperPort software. The following figure shows the
PaperPort Desktop with a few sample items.

PaperPort Desktop =——— 1=

5] PaperPort Fol.. v 5 PaperPort lterns in "Sample Files™ T Total tems

pop-up menu.

The Folder
directory displaysall
folders included in
the location named
in the Navigation
pop-up menu.

Favorite Folders.
These aliases
always appear on
the PaperPort
Desktop.

[ Memes [
[ special Photos N e ok

Business Card

i B

[l

Favorite Folders

&

[ articles
D Bank Stadernents Annotations
[0 contass

[0 tavestments ,
D Fhotsaragns Ficture
[ Receiors

[ Sample Files [ torz [r]

Quotes

D Saved Faxes
[T Saved Protosapies T
0 rees &l )
[ ok ] | (5

[l

Navigation pane. Thumbnail item.

The left side of the PaperPort Desktop provides a Navigation pane that
you use to navigate to different locations on your Macintosh computer.
The right side of the PaperPort Desktop displays PaperPort items
contained in the location named in the Navigation pop-up menu.

To navigate and display PaperPort items:
1. From the Navigation pop-up menu in the Navigation Pane,

choose a location, such as a folder or disk.

Below the pop-up menu, a list (directory) of the folders contained
in the location named in the pop-up menu appears.
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2. To go to a higher-level directory, choose an item at a higher level
in the pop-up menu. To go to a lower-level directory, double-click
a folder in the directory.

The PaperPort items contained in the location named in the
Navigation pop-up menu appear on the right side of the
PaperPort Desktop.

The following figure shows the navigation from the Macintosh
hard disk to the PaperPort Folder. The PaperPort items in the folder
appear on the PaperPort Desktop.

1. Choose the Hard Disk =
in the Navigation ~~~ L—
pop-up menu. (] émerica ontine v...

D #pple Extras

Folders on the Hard FppitEaiS The PaperPort Folder
Disk appear in the () tomega 2 Tools . name now appears in the
Folder directory. L] mafl message (3 Export Navigation pop-up menu.
: 53] FaperPort Folder [ Extras
. [C7 Filing Cabinet

2. Double-clickthe | The items in the folder
f’ap t;)rl';oirtt Folder appear on the right side
0 open it.

of the PaperPort Desktop.

[ ]
=—————— PaperPort lesktop ——————I=
This folder contains — 5 PaperPart lterns in "Sample Files” 7 Total ltefns

five Paperfo;t items ) termen ]
and a total of seven [0] Special Photos E e c

items.

Business Card

BHG

<

Favorite Folders

[

[ articles
D Bark Stadements Annotations
[0 contass
D Investments
[ Photagraphs
[ Receiors
[ Sample Files [ torz [v]
D Saved Faxes GQuates

[0 saved Photocepies 5
[ Tames | ¢|| |f‘>

Ok [ [@

Picture

When you quit the PaperPort Desktop, the folder that is currently
selected remains as the selected folder the next time that you start the

PaperPort Desktop application.
Displaying Folders and Itemsv



RENAMING ITEMS

When you first place an item on the PaperPort Desktop, it appears as an
untitled item. It’s a good idea to rename your items with a unique name.

To rename an item on the PaperPort Desktop:

1. Click the title of the item. The text becomes highlighted.

2. DPosition the cursor in the text area of the title and click the mouse.
As you position the cursor, it changes to an I-beam. When you click
the mouse, the cursor starts to flash.

Type a new title for the item.
4. After you type the name, click another place on the PaperPort

Desktop.

v TIP: You can also rename items in the Page Viewer by using the
Save As command. For more information, see Chapter 8, “Importing,
Saving, and Deleting Items.”

FILING ITEMS INTO FOLDERS

The PaperPort software provides several ways to file items into folders:

* Scan directly to a folder or another target application, such as your
e-mail application, and save a copy of the scanned item on the
PaperPort Desktop in one of your Favorite Folders. For more
information about saving a copy of a scanned item into a folder,
see Chapter 2, “Scanning Items.”

* Drag items from the PaperPort Desktop into a folder or Favorite
Folder on the PaperPort Desktop.

* Drag items from the PaperPort Desktop into a folder on the
Macintosh desktop.

* Drag items between folders on the Macintosh desktop.
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Name of the location
containing the item
you want to file.

Drag the item into the _ __

folder in which you want
to file it. Shift-click to

select multiple items.

v TIP: You can use other Macintosh commands, such as Option-drag
to copy an item into another folder, or Shift-click to select multiple
items to file into a folder.

To drag an item into a folder:
1.

On the PaperPortDesktop, use the Navigation pane to navigate to
the location containing the item you want to file. The item appears
on the PaperPort Desktop.

Drag the item into the folder in which you want to file it. Shift-click
to select multiple items. The following figure shows an item dragged
into a Favorite Folder.

PaperPort Desktop

EE

45 PaperPort Fol.. * S PaperPort Iterns in "Sample Files"

T Total ltems
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[ Special Photos
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Favorite Folders

[ ardictes

[0 Biark Statements
[ contscts

D invesirends /
[T Photogrant
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[0 Saved Photocepies
D Tanes

Business Card

I EmE

Note

Annotations

[ i1orz [v]

Quotes

Ficture

[l

5]

0K [

[5i

To drag an item from the PaperPort Desktop to the Macintosh
desktop:

1.

On the PaperPort Desktop, select the folder that contains the item
you want to move.

Drag the item from the PaperPort Desktop into a folder on the
Macintosh desktop.
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To drag an item between folders on the Macintosh desktop:

1. On the Macintosh desktop, navigate to the folder that contains
the PaperPort item you want to move.

2. Select the item and drag it into another folder.

- Filing Cabinet
B [ Articles
B Bank Statements
3 [0 Contacts
3 [0 Investments
B [ Photographs
3 [ Receipts
v = Samp]:n::;wns On the Macintosh desktop,
Business Card you can drag an item into a
b 0 Memos different folder.
Mote
Picture
Quotes
3 [ Special Photy
3 Saved Faxes
B Saved Photocopies
13 [ Taxes

CREATING FOLDERS

You can create folders on the PaperPort Desktop or the Macintosh
desktop. You can create a folder at any level—on the Macintosh
hard drive, on an external drive, or within another existing folder.
For example, you may want to create a folder named Business Travel
and then create other folders within Business Travel for various
categories, such as Receipts, Maps, and Accommodations.

v TIP: A good way to archive information is to scan items and then
file them in folders that you create on a removable medium, such
as a floppy disk, removable hard drive, or zip drive. For example,
you may want to scan a variety of reference articles, and then file them
on a ZIP drive in various folders based on subject matter.
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To create a folder on the PaperPort Desktop:

1. From the Navigation pane, navigate to the location where you want
to create a new folder. The location name appears in the pop-up
menu.

2. From the File menu, choose New Folder. A dialog box appears
asking you to name the folder.

Name of new folder:

|Business Travel |

[ Add to Favorites

Cancel l Create l

Type a name for the folder.

4.  Select the Add to Favorites checkbox if you want to automatically
make the folder a Favorite Folder.

5. Click Create. The new folder is selected as the current folder in the
Navigation menu.

To create a folder on the Macintosh desktop:
* On the Macintosh desktop, choose New Folder from the File menu.

On the PaperPort Desktop, navigate to the folder using the Navigation
pop-up menu as described in “Displaying Folders and Items” earlier in
this chapter.

v NOTE: Delete a folder the same way you would any folder from your
Macintosh computer—by dragging it from the Macintosh desktop to
the trash can. If you want to delete a Favorite Folder, you must first
remove the folder from the list of favorites. For more information,
see “Removing a Favorite Folder” later in this chapter.

Creating Folders v



ADDING A FAVORITE FOLDER

A Favorite Folder is an alias—a folder that represents an actual folder on
your Macintosh computer. Favorite Folders always appear in the Favorite
Folders section of the PaperPort Desktop, regardless of the folder you
choose from the Navigation pop-up menu. You can drag and drop items
into Favorite Folders or use Favorite Folders to file a copy of an item that
is scanned directly to another target application, such as your e-mail or
fax application.

v NOTE: When you install the PaperPort software, several Favorite
Folders, such as Articles, Receipts, Sample Files, and Photographs
appear automatically in your list of Favorite Folders. You can keep
these folders in your list of Favorite Folders or remove them as
described in “Removing a Favorite Folder” later in this chapter.

To add a Favorite Folder:

1. From the Navigation pane, navigate to the folder that you want to
make a Favorite Folder. The folder name appears in the Navigation
pop-up menu.

2. From the File menu, choose Add folder to Favorites, where folderis
the name of the selected folder. The selected folder appears in the list
of Favorite Folders.

v TIP: To find the actual location of a Favorite folder on your
Macintosh computer, use the Locate in Finder command. For more
information, see “Locating Favorite Folders and Items” later in this
chapter.
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REMOVING A FAVORITE FOLDER

If you no longer want a folder designated as a Favorite Folder, you can
remove it from the Favorite Folders list.

v NOTE: If you delete a folder from your Macintosh computer that is
designated as a favorite, you should also remove the Favorite Folder
from the list of Favorite Folders. Otherwise, an error message appears
if you try to file items into the Favorite Folder.

To remove a Favorite Folder:

1. From the list of Favorite Folders, select the folder.

2. From the Edit menu, choose Remove folder from Favorites,
where folderis the name of the selected folder. The selected folder
is removed from the list of Favorite Folders.

v NOTE: For information about deleting items, see Chapter 8,
“Importing, Saving, and Deleting Items.”

LOCATING FAVORITE FOLDERS AND ITEMS

Designating a folder as a favorite makes it easy to file information
because the folder is always available on the PaperPort Desktop.
However, at times you may want to find the physical location of a
Favorite Folder. To locate a Favorite Folder, use the Locate in Finder
command. You can also use this command to locate any item on the
PaperPort Desktop.

Removing a Favorite Folderv



The Articles Favorite
Folder is selected.

To locate a Favorite Folder or item on the Macintosh computer:

1. On the PaperPort Desktop, select the Favorite Folder or item that
you want to locate.

2. From the File menu, choose Locate in Finder. The location
containing the Favorite Folder or item appears as an open window
with the Favorite Folder or item selected. The following figure shows
the location results when the Articles Favorite Folder is located.

Favorite Folders Af h EO=———— Filing LCabinet =—————RI=
~ eryouchoose 17y em, 350 MB in disk 270.2 MB available
= nks - tl}e Locate in =
Bl [ ™ ==
Contacts
o Cornmand, Bank Staterents  Contacts Investments  Photographs

D Invesiments .
[ Frotsaraphs the window

; containing the
D . . g Receipts Sawved Faxes
] Sample Files Articles folder
[ Saved Photocspies appears with the
] fees folder selected. Taes 7

=l [olE

FINDING ITEMS

Filing items into folders helps you keep your PaperPort Desktop
organized, but you need to also be able to quickly locate those items.
To search for items, use the Find Document command. With Find
Document, you search for items by using different information called
search criteria. You can search for an item by its filename, location,
annotation text, and date modified. You can use one criterion or several
criteria to help you find the item. For example, you can search for all
files named Tax Laws that were modified between January 1, 1999 and
June 1, 1999. At least one criterion must be met before a file is found.

To help ensure that an item is even easier to find at a later date, you can
add information in the Get Info dialog box associated with an item. This
data can include keywords, comments, or an author’s name. For example,
you may want to add keywords or comments that describe the content of
the item, such as new laws for 1999, competitor’s products, or health
insurance information.

v TIP: You can also search for added annotations. For more
information, see Chapter 7, “Annotating Items.”
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To add Get Info data:

1. On the PaperPort Desktop or in the Page Viewer, select the item
for which you want to add information.

2. From the File menu, choose Get Info. The Get Info dialog box

appears.
Get Info
@ Salez Promo
Size: 3 pages (S8.5K bytes used) . You can also use the filename
and modified date as search
Created: Sun, Feb 23, 1999, 9:17 AM R
Modified: Fri, Mar 7, 1999, 1:20 PM criteria.

Author : |Jacques Gelure T

Description: |Sales Promotion

Keywords : [%in, February Campaign, Sales

| Type information that you

Comments : want to use to search for this
Displays the location Most tatal sales, 1999, promotions item at a later date.
of this item on your B
Macintosh computer.
- [ Locate In Finder ] [[ Close ]] 4 Closes thC dlalog box.

3. Type information in one or more of the fields that you want to use
to identify the item.

4. Click Close.

Finding Items



To find an item:

1. On the PaperPort Desktop, choose Find Document from the
File menu. The Find Document dialog box appears.

Type any text for which
you want to search.
=————" Find Document
—Search Criteria | 1l Select one or more
Search For |Sa|es Promotion | areas in which to look
Use [ File Name [ Comments for the text.
[J Annotations [ Key ds
[<] Description [J Author J
4 Location pop-up
. —Date Location —— ||| menu. Select the
Search for files bY SPCleylng [0 Modified Between Look In Favorite Folder location you want to
a range of dates. | | and | | [ Al Favorites »]— || search. such as the
>
[ Search Enclosed Folders current folder or all
2 Favorite Folders.

2. In the Search For field, type the text for which you want to search.
For example, if you typed data in the Get Info dialog box that
describes the subject of the item, such as Tax Laws for 1999 or
Sales Promotion, type one or more words of the description. If you
are searching for an item that you tagged with the author’s name,
type the name of the author. If you are searching for text contained
in an annotation, type the annotation text.

3. Select one or more areas in which you want to look for the text.
For example, if you type an author’s name in the Search For field,
select Author. If you want to search in one or more areas, select
multiple checkboxes. For example, if you want to search the
Comments and File Name for the words Sales Promotion,select
both checkboxes. The PaperPort software looks for items that
match at least one criterion. All criteria do not need to be met.
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If you want to search for files by specifying the date or range of dates
that the files were last modified, select Modified Between.

Type the beginning date in the first box. Tab to the next box,
and type the ending date. You can enter the date numerically

in the format mm/dd/yy—for example, 5/15/99 or 6/29/99.

From the Location pop-up menu, choose the location you want to
search. You can search in all Favorite Folders, the current selected
folder (the one named in the Navigation pop-up menu), or a specific
Favorite Folder.

To search in folders within the selected folder, select the Search
Enclosed Folder checkbox. Otherwise, the PaperPort software
searches only in the top level folder that is named.

TIP: To search the entire hard disk, make your hard disk a Favorite
Folder. Then select the hard disk from the Location pop-up menu
and select the Search Enclosed Folders option. You can also search
your hard disk by making it the current “folder” by choosing it in
the Navigation pop-up menu, and then choosing Current Folder
from the Location pop-up menu.

Finding Items v



7. Click Search to begin searching for the files that match the search
criteria you specified.

Any matching file is listed in the Items Found window, as shown in

the following figure.
EI=———————— Itemsfound =————— 9=
Mame FPages Size  Last Modified
Select the filename here 3 SE5K  Sat, Mar 15, 1999, 10:37 AM ||
. . >
to display the item’s
thumbnail in the
preview area.
1
File Marne : Sales Prormo
Folder : ppdesk doc
Yolurne : Hard Disk
—» Author : Jacques Gelure PI'CVICW
Description: Sales Promation area.

Keywaords: Win, February Campaign, Sales

Cornments: Mozt total sales, 1999, promotions

1 Found |||:'J—

8. To open a file, double-click the filename in the Items Found box.
The thumbnail appears on the PaperPort Desktop.

v TIP: You can drag and drop a found item from the Items Found

window directly onto a link icon in the Link Bar or into a Favorite
Folder.
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CHAPTER 5

Working with Stacks

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

With the PaperPort software, you can electronically organize items into
stacks in much the same way that you do with paper items. A stack is a
PaperPort item with multiple pages. Expense reports, contracts, memos,
letters, presentations, and other business materials are often two or more
pages. You can also create stacks of art work and photographs, such as a
photo catalog of employee pictures or real estate photographs. You can
stack and unstack these items electronically on the PaperPort Desktop.

This chapter tells you how to:

e Stack items on the PaperPort Desktop
* Move between pages in a stack

* Unstack pages

* Reorder pages within a stack

* Insert a page into a stack

* Duplicate (copy) items

* Create a stack when you scan



STACKING ITEMS ON THE PAPERPORT DESKTOP

If you don't select scan settings that indicate that you want to scan a
multi-page item, each scanned page appears on the PaperPort Desktop as
a one-page untitled item. You can add other pages to the item by stacking
each scanned page on top of the first one. You can also place one or more
stacks on top of another stack.

Legal contracts, for example, usually have many pages. If you scan a
contract, each page becomes a separate untitled item; so you can combine
the pages into a stack to create the entire contract. The following figure
shows several stacked items.

A stack of memos and

A stack of contracts keeps items
photographs from getting lost.
prOVidCS a Contract Coffee Yendors

catalog that is
casy to browse.

! A stack of business

Phetographs G res D] cards provides a quick

Business Card source of contacts.

USING DRAG AND DROP TO CREATE STACKS

You can drag and drop the thumbnail of a selected item onto another
item’s thumbnail to create a new item. If you drag and drop Untitled 1
onto Untitled 2, the PaperPort software creates a stack with the name
Untitled 2.

To stack items by using the drag-and-drop method:
1. On the PaperPort Desktop, select the item or items that you want
to stack. It can be a page or another stack.

When you select multiple items to stack, the PaperPort software
stacks them in the order in which you select them. The item that
you want to be placed on top of the stack should be selected first.
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2. Dragand drop the item onto the target item.

As you drag the selected item over the target item, the target item

is highlighted. Drop the item now.

A stack that is created when a document A is stacked onto a
document B. Notice that the stack that is created takes the name
of the target document, in this case that of document B.

3. Repeat Steps 2 and 3 until you finish creating the stack.

USING THE STACK COMMAND

You can also use the Stack command to stack selected thumbnails into
one item. The following figure shows a sales presentation that has three
pages. To stack the pages and create one document rather than three,
select the documents that you want to stack, and choose the Stack

command.

=
i
o —
Untitled 2 Untitled 3 Untitled 4 Choose the

Stack command.

Select three separate items
you want to stack.

To stack items by using the Stack command:

4 10f 3 3
Untitled 5

The PaperPort
software combines the
documents to create a
new document, which
is a three-page stack.

1. On the PaperPort Desktop, select the items that you want to stack.

2. From the Desktop menu, choose Stack.

The PaperPort software places the first selected item on top and the

other items underneath.

Stacking Items on the PaperPort Desktov



v TIP: If you scan items in order one after the other onto the PaperPort
Desktop, they are automatically selected. All you need to do is choose
the Stack command from the Desktop menu. Or, before you scan
multiple pages, select the Multiple Page Dialog checkbox in the
Scan Settings dialog box. The scanned pages are automatically
stacked together.

MOVING BETWEEN PAGES IN A STACK

You can move between pages in a stack on the PaperPort Desktop or
in Page View by either of the following methods:

* Click the Page Navigator.

* Choose commands from the Page menu.

- To move between pages in a stack:
1. Select the item on the PaperPort Desktop, or display it in Page View.

i ] 2. Click the right arrow in the Page Navigator to display the next page.

SrUTTDROrLw 1
i)

T ters [ Click the left arrow to display the previous page.

LuLu's Cafe

You can also move between pages by choosing the Page menu
commands: First Page, Last Page, Previous Page, and Next Page.
You can also use the Go To Page command to move directly to a
specific page in the stack.

Previous Next

] 1.5 [v] To go to a specific page in a stack:
1. From the Page menu, choose Go To Page, or click the middle

Click the middle of button of the Page Navigator. The Go To Page dialog box appears.

the Page Navigator to
go to a specific page.

Go to page:

2. Type the page number you want to go to, and click OK.
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UNSTACKING PAGES

You can create new stacks by unstacking one or more pages from a stack.

To unstack a page:
1. On the PaperPort Desktop, select the item that you want to unstack.

2. Use the Page Navigator to display the page that you want to
unstack.

3. From the Desktop menu, choose Unstack Current Page.

The PaperPort software unstacks the selected page and creates a new
untitled item.

To unstack all pages in a stack:

1. On the PaperPort Desktop, select the item that you want to unstack.
2. From the Desktop menu, choose Unstack.

The PaperPort software unstacks all the pages, places them on the
PaperPort Desktop, and selects all the items. A new untitled item
is displayed for each page of the stack.

REORDERING PAGES IN A STACK

After you create a stack, you may want to reorder the pages. For example,
if you have scanned a stack of invoices and then decide you want them in
numerical order, you can unstack the invoices and then restack them in
numerical order.

A page can be unstacked and inserted into a different place in the stack.
If a page is unstacked from a document, it becomes an untitled
document. After navigating to the page where you want to place

the untitled document, drag and drop the unstacked page at the

new position in the original document.

Unstacking Pages v



To reorder the pages in a stack:

1.

AT

On the PaperPort Desktop, select the stack and then display the page
that you want to reorder.

From the Desktop menu, choose Unstack Current Page.
Drag the page away from the stack and onto the PaperPort Desktop.
Display the page that will follow the page that you want to insert.

Drag and drop the unstacked page onto the stack.

INSERTING A PAGE INTO A STACK

Before you insert a new page, be sure that the page or stack that you want
to insert is displayed on the PaperPort Desktop.

To insert a page into an existing stack:

1.
2.

On the PaperPort Desktop, select the source item.

Move to the page in the target item where you want to insert the new
page. The new page will be inserted in front of the current page.

Drag and drop the new page onto the target stack.

The PaperPort software places the page at the new location and
renumbers the remaining pages in the stack.

You can place the pages of one stack at the end of another stack. In the
following example, Document A is a two-page stack and Document B is
a five-page stack. The following steps tell you how to stack Document B
at the end of Document A.
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To place one stack at the end of another stack:

1. On the PaperPort Desktop, select the stack whose pages you want
first in the new stack.
In this case, select Document A.

2. Drag and drop the first stack onto the target stack.

Drag and drop Document A onto Document B. The new stack
is seven pages. Pages 1 and 2 from Document A are the first pages
in the stack, and the pages from Document B are at the end.

DUPLICATING ITEMS

At times you may want to duplicate an item on the PaperPort Desktop.
For example, after you scan a letter, you can duplicate the scanned letter,
stack it onto other documents, and then send the documents by using
your electronic fax software.

To duplicate an item:

1. On the PaperPort Desktop, select the item.
2. From the Desktop menu, choose Duplicate.

You can also hold down the Option key and drag the selected item
into a different folder, to create a copy of the item in the folder.

v TIP: To copy a page in a stack, click the Page Navigator to move to
that page in the stack. Then choose Duplicate Current Page from the
Desktop menu. The duplicated page appears as an untitled item on
the PaperPort Desktop.

Duplicating Items v



CREATING STACKS WHEN You SCAN

If you want to scan a multi-page item and have it appear as a stack, select
the Multiple Page Scan Dialog option in the ScanDirect Settings dialog
box. When you select this option, the PaperPort software prompts you

to insert the next page as you scan the item and automatically creates
a stack.

5 ing Pages...

Insert another page or select
"Done" button when finished.

Pages Scanned: 1

You can select this option when you use ScanDirect to scan to any
target application including the PaperPort Desktop, Page Viewer,
your electronic fax software, or OCR software. For more information
about ScanDirect settings, see Chapter 2, “Scanning Items.”
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CHAPTER 6

Fine-Tuning Images

Sometimes, after you scan an image and view it in the Page Viewer,
you notice that the page has small marks or smudges, or is crooked.
You may also notice that a picture is out of focus or has poor color
or contrast. You can correct these problems by using the Page menu
commands. This chapter tells you how to:

* Straighten or trim a page

* Clean a black-and-white page
* Rotate pages

* Sharpen the focus of an image
* Adjust and enhance an image

* Undo a change

STRAIGHTENING AND TRIMMING PAGES

Use the Straighten Page command or the Straighten Page tool

to straighten a page that you inadvertently scanned at an angle.

Use the Trim Page command if you scan a document that is narrower
than 8-1/2 inches (21.6 cm) or that has torn edges. The Trim Image
option can remove the black edges.

v



To straighten or trim a page by using the Page menu command:
1. Display the page that you want to change on the PaperPort Desktop
or in the Page Viewer.

2. From the Page menu, choose Straighten Page or Trim Page.

To straighten a page by using the Straighten Page tool:
1. Display the page that you want to straighten in the Page Viewer.

.+|:|| 2. On the Annotation Tool Bar, click the Straighten Page tool.
The cursor changes to a crosshair.

3. Drag the crosshair down the page to draw a line. The PaperPort
software uses the line as a guide and straightens the page.

CLEANING BLACK-AND-WHITE PAGES

Sometimes a page has small marks, dots, or speckles that appear on

the scanned image. For example, if you scan a newspaper article, the
newsprint may have speckles that the scanner picks up. If you want to
process a scanned text image using OCR software, the speckled pages can
slow down the performance of the software and produce poor results.

To clean a page:

1. Display the page in the Page Viewer.

2. From the Page menu, choose Clean Page.
v TIP: To remove heavy splotches and marks, use the Annotation
selection tool to select the marks, and then choose the Cut command

from the Edit menu. For more information, see Chapter 7,
“Annotating Items.”
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ROTATING PAGES

If you inadvertently scan a page upside down, you can rotate the page
and place it in the upright position. You can also rotate a page to change
the original direction of an image, thus creating a different impact,

or you can turn a graphic upside down by flipping it. You can rotate
and flip pages on the PaperPort Desktop or in the Page Viewer.

For example, you can scan a logo or company name horizontally and
rotate it so that the logo is displayed vertically. The following illustration
shows the Tropical Blends logo (a) in its original position, (b) rotated
left 90 degrees, (c) rotated right 90 degrees, (d) flipped horizontal,

and (e) flipped vertical.

(a) Original position Q (b) Rotated left 90°
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(c) Rotated right 90° (c) Rotated 180°

(d) Flipped ) (e) Flipped vertical
horizontal ON#
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To rotate or flip a page:

1. Display the page that you want to rotate on the PaperPort Desktop
or in the Page Viewer. The Rotate command rotates the current
page, not an entire stack.

2. From the Page menu, choose Rotate Left 90°, Rotate Right 90°,
Rotate 180°, Flip Horizontal, or Flip Vertical.

v NOTE: You cannot rotate or flip a page that has annotations.
If the page you want to rotate has annotations, you must cut the
annotations, rotate the page, and then paste the annotations back
onto the page.

SHARPENING THE FOCUS OF AN IMAGE

Sharpen the focus of an image with the Sharpen Picture command.
If you want to create a special effect, use Sharpen Picture to blur
a picture.

To sharpen an image:

1. Display the image in the Page Viewer.

2. From the Page menu, choose Sharpen Picture. An enlarged view
of the image appears with a Focus control bar.
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Drag the picture to position it
in the window.

Drag the arrows on the
bar left and right to blur

or focus the picture.

3. Drag the picture to position it in the window. The pointer changes
to a hand, allowing you to “pan” the picture.

Sharpen Page

4. Drag the arrows on the Focus bar to the left to blur and to the right
to focus the picture.

5. Click OK. A progress dialog box appears as the picture is adjusted.

ADJUSTING AND ENHANCING IMAGES

The PaperPort software provides three different ways to adjust and
enhance your images:

* Picture Wizard. With Picture Wizard, you are guided through a
three-step process of adjusting an image. Use Picture Wizard if
you want a little extra help when adjusting an image.

* AutoFix. With AutoFix, you can automatically improve an image.
Use this command for a quick fix of a poor image. Do not use this
command with images that just need minor adjustments.

* Adjust Picture. With Adjust Picture, you control the adjustments and
enhancements to an image. Use Adjust Picture when you want to have
complete and finer control of the changes.

Adjusting and Enhancing Imagesv



ADJUSTING A PICTURE WITH THE PICTURE WIZARD

The Picture Wizard leads you through the three-step process of adjusting
the exposure, color, and tint of an image. For each of these settings,
Picture Wizard displays different samples of your image for you to choose
the one you like best. If you don't like any of the images, you can slide an
adjustment bar to further change the appearance of the image.

To adjust a picture with the Picture Wizard:

1.
2.

Instructions lead you
through the process.

Slide the bar to change
the exposure in the
sample pictures.
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Display the picture in the Page Viewer.

From the Page menu, choose Picture Wizard.

Step 1, Exposure, appears with different samples of your image.
The original image appears as the center picture and in the

upper-right corner of your screen.

Picture Wizard

+ Step 1: Click on the best picture. If you don't see a picture you
like, use the slider to adjust the selections.

Exposure: (] [E—

=

Return To Original

|l Click the

original
picture to
revert to the
original
exposure.

If you are

satisfied with
the original
picture’s
exposure, clicl

the middle

picture.




3. Click the picture that you like best, or if you want to further adjust
the exposure, slide the lever on the Exposure bar to the right or left,
and then click a picture.

As you slide the lever, the exposure in all samples changes.
If you want to return the pictures to their original state,
click the Return To Original picture.

After you click a picture, Step 2, Color, appears with samples of
your picture.

4. Click the picture that you like best, or if you want to further adjust
the color, slide the lever on the Color adjustment bar to the right
or left, and then click a picture. As you slide the lever, the color in
all samples changes.

After you click a picture, Step 3, Tint, appears with samples of
your picture.

5. Click the picture that you like best, or if you want to further adjust
the tint, slide the lever on the Tint adjustment bar to the right or left,
and then click a picture. As you slide the lever, the tint in all samples
changes.

After you complete the last step, a progress dialog box appears as
your picture is adjusted.

v NOTE: You do not need to complete all steps to adjust a picture.
You can click the OK button at any time. The changes you make in a
previous step will be saved. For example, to adjust only the exposure,
select a picture in Step 1, then click OK. To adjust only the color,
click the center picture in Step 1 (retaining the original picture
exposure), adjust the color in Step 2, and click OK.
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AUTOMATICALLY ADJUSTING A PICTURE

Use PaperPort’s AutoFix Picture command to automatically improve the
brightness, contrast, color, and tint of a color picture. The PaperPort
software uses an internal process that analyzes a picture and fixes what’s
wrong. For example, if you take a photograph of a red sports car, scan it
and notice that the color of the scanned picture is not true red, you can
use AutoFix to adjust the color.

AutoFix works best with 24-bit true color images. If you use AutoFix
with a GIF file (8 bit), it will probably worsen the image. If want to use
Autofix with an 8-bit image, first convert the image to a 24-bit color
image using another image editing application or by rescanning the
color image using the Storing Photos mode.

To automatically adjust a picture:

1. Display the picture in the Page Viewer.

2. From the Page menu, choose AutoFix Picture. A progress dialog
box appears as Autofix adjusts the picture.

ADJUSTING A PICTURE YOURSELF

The Adjust Picture command is similar to the Picture Wizard in that you
control settings, such as color and tint. However, you make all changes
on one screen and without any instructions from the PaperPort software.
You make adjustments by using an Adjustment bar and by selecting one
or more of the sample pictures, multiple times. For example, if the
photos of your prize-winning flowers don’t appear as vibrant as you like,
or the contrast between the leaves and petals is not quite right, you can
enhance the color and adjust the contrast to make the picture truly
representative and as beautiful as the live flowers.

At any time during the adjustment, you can click the Revert button or
select the original picture in the upper-right corner of the screen to return
to the original picture. You can also click the Undo Last button to undo
the last adjustment.
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Click a picture to move it
to the center and make it
your working picture.

v NOTE: With grayscale pictures, you can adjust only the brightness

and contrast.

To adjust a picture yourself:

1.
2.

Display the picture in the Page Viewer.

From the Page menu, choose Adjust Picture. Samples of your
picture appear. The original picture appears in the upper- right
corner of your screen. The middle picture is your “working” picture
and is the one you save when you make adjustments and click OK.

Click the original
picture to return
all samples to their
original state.

Working

picture.

Adjustment
buttons.

Adjustment; — .

(@ Brightness / Contrast — Adjustment bar.

) Color Slide the arrows

O Tint to change all
Amount of Ad justment: sample pictures
[ ] |1

. Reverts to

((Revert ) (Undo Last)+ original picture.
(cancer ] [[_ox__J L_Undoes the

last change.

Click the Adjustment button that you want to use, such as
Brightness/Contrast.

(Optional) To increase or decrease the degree of adjustment to the
sample pictures, drag the arrows on the Amount of Adjustment bar
to the right or left. Each of the sample pictures changes to reflect
your adjustment. If you drag the arrows to the right, the change to
the pictures is greater. If you drag the arrows to the left, the change
to the pictures is less.
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5. Click a picture that you like. The selected picture moves to the
center as your working picture. All other pictures are adjusted
relative to the center picture. For example, if you click the upper-left
picture, which is darker with greater contrast, it moves to the center.
All other pictures automatically adjust and become darker and with

greater contrast.

Ad just Picture Adjust Picture

Adjustment: Ad justment:
@ Brightness / Contrast @ Brightness / Contrast
) Color ) Color
O Tint O Tint

Amount of Ad justment:
[ [ ]

Amount of Adjustment:
[ | ]

[ Revert | [UndoLast] [ Revert | [Undo Last]
[[(cancel | | ok [[cancel | | ok ]
Selecting the upper-left picture moves it to the Selecting the upper-right picture moves it to the
center. All other sample pictures are changed center. All other sample pictures are changed
(in this example, darkened) relative to the new (in this example, lightened) relative to the new
working center picture. working center picture.

If you pick the upper-right picture, which is lighter and with less
contrast, it moves to the center and all other pictures are adjusted to
a lighter brightness and contrast. You can continue to click pictures,
until you are satisfied with the way the center picture looks.

6. Repeat Steps 4 and 5 until you have the center picture just the way
you want it.

7. To adjust another setting, such as color or tint, repeat Steps 3—6.

After you complete all adjustments, click OK. A progress dialog box
appears as your picture is adjusted.
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UNDOING AN ADJUSTMENT

Like many other Macintosh commands, you can use the Undo command
to undo a Page menu adjustment command in the Page Viewer.

For example, you can undo a change that you make to an image,

such as Sharpen Page or undoing AutoFix.

To undo an adjustment:

* In the Page Viewer, choose Undo commandfrom the Edit menu,
where commandis the name of the command you just used.
For example, to undo AutoFix you choose Undo AutoFix from
the Edit menu. The picture reverts to its original state.

Undoing an Adj ustmentv
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CHAPTER 7

Annotating Items

To communicate well, you need to draw the reader’s attention to
important information. One way to do this is by adding an annotation
(a note, comment, or emphasis) to a page. When working with paper
pages, you can highlight text by using highlighter markers, add notes,
and circle information with a pen or pencil. With the PaperPort software
you can do these same things, but in an electronic form by using the
Annotation tools.

This chapter tells you how to use the Annotation tools to:

Copy, cut, and paste PaperPort images
Add images from other applications
Crop information

Add notes

Highlight information

Add freehand annotations

Draw lines and arrows

Add graphics to a page

Fine-tune the font, color, text, size, and location of annotations
Copy, cut, and paste annotations
Display and hide annotations

Delete annotations

Fill in forms and add text using the Mark Up tool

v



A LOOK AT THE ANNOTATION TOOLS

After you display an item in the Page Viewer, you can use the Annotation
tools to add annotations.

- Arrow. Adds an E Selection. Selects the section

arrow or line. you want to cut, copy, or crop.

| |
El——————— SalesPromo ————[i
! i

Mark-Up.
Adds text.

‘ ; 3
Hew Address J
1234 Palm Way

San Francisco, CA 94110
| #415-555-9876 |

Highlighter.
. . L - - — — |
Highlights
. . Diear Sales Associare:
information.
Thus fall, Tropical Blends s offering an excining sales promotion package to all sales associa)
Freehand. in aur LLS, and international offices, You can win outstanding prizes, including the ultimal
A tropical vacation—a week for two in heavenly Tahini.
Circles or
i Here's how you can win®fhe sales associate with the most total sales berween September
underlines and December 31, 1997, $ill win the grand prize. Other Fabulous prizes will also be given
information. &
) Pieture you and your companion at 3 full-serviee, oczan-front resort for scven fun-Filled da
Straighten Page. and six romantic nights. Crysel chear water, white sand beaches, warm brecaes, and all

Draw a line that
serves as a guide
to PaperPort for
straightening a page.

expenses paid

Guess What? Jacques

For complere details abour how o win and set sail fof, g4 promated. atrached
mema. -
100 4] zorz e[ =3 [

E Note.
Adds a note.

v TIP: To keep a tool selected so that you can use it continually,
double-click the tool. Otherwise, the Pointer tool is reselected
after you use a tool.

The remainder of this chapter tells you how to use these tools to
add annotations. For information about the Straighten Page tool,
see Chapter 6, “Fine-Tuning Images.”
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COPYING, CUTTING, AND PASTING PAPERPORT IMAGES

You can copy or cut images from a page in the Page Viewer and paste it
onto another page in the Page Viewer, into another application, or onto

the Clipboard. You can:

* Paste to another location on a page or another page of the same item
you are currently viewing in the Page Viewer.

* Daste to a different item that is open in the Page Viewer.

* Expand the borders of a page by pasting an image. As you drag the
pasted image off the PaperPort page, the page is automatically resized
to include the image.

* Daste to another application (such as a word-processing or drawing
application).

The pasted information is always an image, not editable text.

For example, information copied from a PaperPort page and pasted onto
a word-processing page cannot be edited as text. If you want to convert
an image to text, use the Copy as Text command or a word processing
link. For more information, see Chapter 9, “Using the Link Bar.”

To copy and paste images:
1. Display the page in the Page Viewer.
2.  On the Annotation Tool Bar, click the Selection tool. The cursor

changes to a crosshair.

3. Drag the mouse to surround the text or image that you want to copy.
A dashed box appears around the information as you select it.

4.  From the Edit menu, choose Copy.

5. To paste the selection onto a PaperPort page, display the target page
in the Page Viewer. To paste the selection into another application,
such as a Microsoft Word file, switch to that file using your usual
method.

A dashed box _,

appears.

Copying, Cutting, and Pasting PaperPort Imagev



Click the target location, and choose Paste from the Edit menu.
The copied information appears.

If you pasted the information onto a PaperPort page, it appears in
the center of the window.

Drag the image to the location you want.

You can either paste over existing information on the target page or
expand the target item with the pasted information. Pasting over
existing information replaces the information in the target item.

If you drag the pasted information beyond the right or bottom
borders of the target page, it automatically expands to incorporate
the pasted image after you embed it. You cannot drag the pasted
image past the left and top borders.

Click anywhere else on the page. The image is embedded at the

new location.

NOTE: You cannot use the Selection tool to copy and paste
annotations that you add to a page. For information about copying
and pasting annotations, see “Copying, Cutting, and Pasting
Annotations” later in this chapter.

ADDING IMAGES FROM OTHER APPLICATIONS

You can add images, such as graphics or photographs created in other
applications to a page displayed in the Page Viewer. This feature is a
useful way of incorporating art from a variety of sources.

To add an image:

v 7: Annotating Items

1.

Start the application that currently contains the image or that you can
use to view the image. For example, you can view the Encapsulated

Postscript (EPS) image shown to the left using Adobe Photoshop.
Copy the image to the Clipboard.
In the Page Viewer, display the target page.



Pasted graphic.

From the Edit menu, choose Paste. The image appears, surrounded
by a dashed box, on the Page Viewer page. While the dashed box

is displayed, you can move the image.
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5. To move the image, drag it to the new location. After you release

the mouse button and select another tool, the graphic becomes
embedded on the page and can no longer be moved.

CROPPING A PAGE

To crop a page:

Display the page in the Page Viewer.

You can also use the Selection tool and the Crop command to select
an area of a page and then crop or remove the area that is not selected.

2.  On the Annotation Tool Bar, click the Selection tool. The cursor

changes to a crosshair.

Cropping a Page



3. Drag the mouse to surround the text or image that you want to keep;
the area not selected will be cropped. A dashed box appears around
the information as you select it.

4.  From the Edit menu, choose Crop. Only the selected area remains
on the page.

WORKING WITH NOTES

Notes are similar to paper notes that you stick on a paper page or item;
they can contain several lines of text, and you can place them wherever
you like on a page. As with a paper note, when you place a PaperPort
note on a page, the note covers the information beneath it. However,
you can make PaperPort notes as large or as small as you like, or collapse
them, minimizing the amount of information that is hidden. You can
also change the size, shape, color, and location of each note.

The following sample shows three notes added to a sales letter. Two notes
are expanded and can be read; one note is collapsed so that it does not
cover underlying text.

Untitled ?

1234 Palm Way
San Francisco, CA 94110
Jack This Tooks 415-555.9876
great!

Note tool.
Drear Sales Associare:
Thas fall, Tropical Blends 15 offering an exciung sales promotion package 1o all sal

in our L5, and international offices. You can win ourstanding prizes. including 1
tropical vacation—a week for two in heavenly Tahid.

This note covers the text
underneath it.

noral sales berween Sef
sulous prizes will alsol

Here's how you can win! The
and December 31, 1997, will
away.

This note is collapsed. G Picsure you snd your compan| 1001 POPVANI0 koo g ccven fu
Double-click to expand it.

and six ic nmights, Crysd, urhies, warm breezes, a
expenses paid

Can you forward this to
your staff?

For complete details about how o win and set sail for Tahin nexr winter, see the
mema,

B

100% 4 zorz [w[E] U o]
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ADDING NOTES

You can add as many notes to a page as you want. Notes can be very
useful. For example, you may want to add notes to help remind yourself
to perform a task, such as reviewing a memo by a certain date or passing
a document on to a coworker.

To add a note:

1. Display the page in the Page Viewer.

2. On the Annotation Tool Bar, click the Note tool. The cursor
changes to a crosshair.

3. Click anywhere on the page and the default note size appears, or drag
the mouse to create the frame for the note. The note can be any size
that you want. When you release the mouse button, the cursor is
automatically placed within the note.

4. Type the note text. The note borders expand vertically to
accommodate the amount of text that you type.

v TIP: To resize a note, click the Pointer tool and select the note.

Drag the handles on the note box to resize it.

COLLAPSING AND EXPANDING NOTES

At times, you may want to collapse your notes so that they do not block
information, such as when you add a note that you want to use later to
search for information, or when a note provides extra information to

a reader. When you are ready to read the note, simply expand it.

Working with Notesv



To collapse notes:

1. Display the page in the Page Viewer.

2. Select the note or notes that you want to collapse. You can collapse
notes individually or as a group.

3. From the Annotation menu, choose Collapse Note. All selected
notes change to a collapsed form.

Mer. Pierre Chen
75 rue de la Croix
Collapsed note. |:| Montreal, Canada M3W 1G5

M. Julia Smiles, VP Human Resources

Tropical Blends Beverage Company
1234 Palm Way

San Francisco, CA 95117

Drear Ms. Smiles:

To expand collapsed notes:

1. Display the page in the Page Viewer.

2. Select the note or notes that you want to expand. You can expand
notes individually or as a group.

3. From the Annotation menu, choose Expand Note. All selected
notes expand.

Mr. Pierre Chen
75 rue de la Croix
Montreal, Canada M3W 1G5

One note expanded (v 10 100t 10
and one note collapsed. the area

Me. Julia Smiles, ¥I' Human Resources
Tropical Blends Beverage Company

San Francisco, CA 95117

v TIP: Double-click any note to toggle between the expanded and
collapsed forms.
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HIGHLIGHTING INFORMATION

Use the Highlighter to call attention to specific areas or text on a page,
just as you would use a marker to highlight a printed page. For example,
you may want to highlight an important paragraph or key phrases.

=0 Untitled 7 aa"a0F—7———————1[91
M. Pierre Chen kin
75 ruadala Croix
. Montresl, Canada MEW 135
i
—-q Ms. Tulia Smiles, ¥P Human Resenes
Al Tiopics] Blands Beversge Compasy =
=l 1254 Palem Wiy
ﬂ San Francisco, CA95117
Highlighter tool. | & Dear M. Semiles:
ﬂ 1 am responding to your advert for the Far Fast Ragional Sales v position
Lo asivartisad in the Tolope editiosn of e Frod Profissional Nesss. A5 yom can sas by sty enslosed
Highlighted text resume, | have bean wosking in the food industey for over 10 years, snd sy qualifications and)
is easy to spot. emplayment history meet the requirements for the advertised position.
I will contactyeon nextweek o setup an appeintment. I am looking forward o discussing
pl with your comparry in more detail.
100% IREERDE [ = 5]
You can also use the highlighter in the opaque setting (a solid color that
covers the underlying information) to prevent others from seeing the
information, perhaps when the page is printed or sent as an electronic
fax. For example, in the following sample, the prospective employee’s
salary demands are blocked out. Reviewers who receive this information
as an electronic fax or a printed copy cannot see the blocked-out text.
Dear Ms. Smiles,
Tam ding vo your adverti in the Food Professionals fournal ding the
position for a Financial Manager. As you can see by my enclosed resume, 1 have
working in the Food industry as a financial professional for over ten years, Please consider
my qualifications. I will contacr you nexe week o ensure that you have received my resume
ind o e ey quesions you ighe v, [
To highlight information:
1. Display the page in the Page Viewer.
2. On the Annotation Tool Bar, click the Highlighter tool.
The cursor changes to a crosshair.
3. Drag the cursor across the text that you want to highlight.
Highlighted text “For B s 1
in Siowx Towa. o
Handle . .
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To change the highlighting to opaque or transparent:
1. Display the page in the Page Viewer.

2. Select the highlighting that you want to change. Handles appear
at the corners of the highlighted box.

Opaque 3

To change to opaque or transparent, choose the Opaque
wTransparent

or Transparent command from the Annotation menu.

ADDING FREEHAND ANNOTATIONS

Use the Freehand tool to draw, underline, circle, scribble, and mark

a page. You control the color and whether the line is opaque or
transparent. The following sample shows how you can use the frechand
annotation to draw attention to the costs noted on an invoice.

T
L

lnmpice =="————————P|=
st bl Vg 4k
8t £
S
g
1234 Palm Way =
A| San Francico, CA e4110
4153350874
[=]
Freehand tool. L
./ Furchase Order Mumber Invoice Mumber Date
POUSAIZ712 UK 89843
[Tustomer Humn ber HSC 37 Contact: &
Customer:Hot Stuff Coffee HouselLondon
When you
n .
circle text,
Iherrn Number Crescription Uit Price kit Total
others can
EB3465 Eonanzs BeansBag 445,72 3 $140.37 qu i ckly locate
APOGEIE Aroms FlusBag 466,12 H \ $132.24 important
R T information.
100% W etz ]G] I [

To add a freehand annotation:

1. Display the page in the Page Viewer.
2. On the Annotation Tool Bar, click the Freehand tool.
The cursor changes to a paintbrush.
3. Drag the brush to circle, draw, or mark text.
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To customize the freehand annotation:

1.
2.

Display the page in the Page Viewer.

Select the freehand annotation. Handles appear around the selected
freehand annotation.

From the Annotation menu, choose the command you want.

Hide Annotations
Collapse Note

Style
Size
Font
Color...

rvwvw

Opaque
wTransparent

Arrows

Create an opaque
freehand annotation that
covers the underlying

Create a transparent

frechand annotation that
lets you see the underlying
information.

__ Select a freehand
line width.

Adding Freehand Annotations



DRAWING LINES AND ARROWS

Important dates Use the Arrow tool to add lines and arrows to a page. This is a convenient
way to point to important details or to connect an annotation to an area
on a page.

The following procedures tell you how to add an arrow annotation
and customize the line width, opacity, and arrowhead location.

To add lines and arrows:

1. Display the page in the Page Viewer.
2. On the Annotation Tool Bar, click the Arrow tool.

The cursor changes to a crosshair.

3. Drag the mouse to create an arrow.

To customize lines and arrows:

1. Display the page in the Page Viewer.
" 2. Select the line or arrow. Handles appear at each end of the arrow.

Handle 3. Choose the appropriate command from the Annotation menu.
Hide Annotations
Collapse Note
Style 4
Size »
E';':otr ’ Create an opaque arrow or line that
covers the information underneath it.
Opaque .
~Transparent Create a transparent arrow or line that
displays the underlying information.
Line Width . |_ play ying
0 — Choose the line width.

Choose an arrowhead.
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FINE-TUNING ANNOTATIONS

You can fine-tune an annotation by changing the color of the annotation
background or text, editing and customizing the font or text size, and
moving and resizing an annotation. You can make these selections before
or after using an annotation tool.

SELECTING THE FONT AND COLOR

You can change font characteristics, including style and type size. You can
also change the color of all PaperPort annotations, including the color
of the text or the background color of a note, mark-up, or frechand
annotation. You can set characteristics before you add an annotation,

or change characteristics of an existing annotation.

To set font characteristics before adding an annotation:
1. Select the Mark-Up or Note tool.

2. Select commands from the Annotation menu to change the style,
size, or font.

Hide Annotations
Collapse Note Select a style, such
as bold or italic.
Style »
Size »
Font » .
Color.. Select a type size.
Opaque —l_ Select a font. Which fonts
Transparent .
are available depends on
Line Width » the fonts installed on the
fArrows L4 Macintosh computer.

3. Click the location on the page where you want to add the annotation
text.

Fine-Tuning Annotationsv



To select the font of an added annotation:
1. Click the text of the annotation.
2. Select a command from the Annotation menu to change the style,

size, or font.

To select the color of an annotation:

1. On the Annotation Tool Bar, click the Annotation tool you want
to use.

2. From the Annotation menu, choose Color. A color selection
window appears.

3. Select a color on the color wheel, or scroll to select settings for
brightness, saturation, color, and so on. Click OK.

4. Add the annotation.

v TIP: If you have already added an annotation and want to change

the color, use the Pointer tool to select the annotation. Then repeat
Steps 2 and 3.

To change the color of annotation text:

1. On the Annotation Tool Bar, click the Mark-Up tool.

2. From the Annotation menu, choose Color. A color selection
window appears.

Select the color that you want to use, and click OK.

4. Select the Mark-Up or Note tool to add annotation text.
v TIP: If you have already added annotation text in a mark-up or note
and want to change the color, select the Mark-Up tool, and then select

the annotation text. Repeat Steps 2 and 3 in the preceding procedure
to change the color.
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-|.Dates of the meeting. [

Handle 4,

EDITING ANNOTATION TEXT

As described previously, you can use the PaperPort software to customize
the font, style, and point size of a mark-up or note text before or after
typing it. You will also find it easy to edit the text.

To edit annotation text:
1. Display the page in the Page Viewer.

2. On the Annotation Tool Bar, click the Mark-Up tool.
The cursor changes to an I-beam pointer.

3. To edit text, drag the cursor to select the text that you want
to change. Then type the new text.

To add new text, click the location where you want to enter the text,
and type the new text. You can also use the Cut, Copy, Paste,

and Clear commands in the Edit menu to cut, copy, paste,

and remove text.

MOVING AND RESIZING ANNOTATIONS

After adding an annotation, you may decide that you want to move it to
another location on the page or change its size. For example, you may
want to change the shape of a text frame, increase a highlighted area,

or lengthen an arrow. If you want to move an annotation to another page
within a stack, you must use the Cut and Paste commands. For more
information, see “Copying, Cutting, and Pasting Annotations” in the
next section.

To resize annotations:

1. Display the page in the Page Viewer.

2. Select the annotation that you want to resize. Handles appear on
the frame surrounding the annotation, as shown in the sample
to the left.

3. Draga handle to change the size.

v NOTE: Frechand annotations cannot be resized.

Fine-Tuning Annotationsv



To move an annotation:

1.
2.

Display the page in the Page Viewer.

To move an annotation to a different location on the same page,
select the annotation and drag it to the new location; do not click
a handle on the frame surrounding an annotation or you might
inadvertently resize the box.

To select and move multiple annotations at the same time, use
Shift-click to select annotations, or choose Select All from the
Edit menu.

To move an annotation to a different page or item, see the next
section.

COPYING, CUTTING, AND PASTING ANNOTATIONS

If you want to move an annotation to a different page in a stack, or copy
and use it in another page, use the commands available in the Edit menu.
From this menu, you can copy, cut, and paste annotations.

To copy, cut, and paste annotations:

1.
2.

v 7: Annotating Items

Display the page in the Page Viewer.

From the Edit menu, choose the Copy or Cut command, depending
on the results you want.

Display the page to which you want to move or paste the
annotation. This can be a page within the same stack or a page
in a different stack or a single-page item.

From the Edit menu, choose Paste. The pasted annotation appears
at the center of the page. Drag the annotation to the location you
want.



DISPLAYING AND HIDING ANNOTATIONS

In addition to collapsing and expanding notes, you can display or hide
annotations. This feature is especially useful if you want to print a page
or send it using an electronic fax software, but do not want to include
the added annotations.

v NOTE: The Hide and Show Annotation commands affect all
annotations in a stack, not just the currently displayed page.

To hide or show annotations:

1. Display the page in the Page Viewer.

2. From the Annotation menu, choose Hide Annotations or
Show Annotations.

FINDING ANNOTATIONS IN THE PAGE VIEWER

In the Page Viewer, you can use annotation text to identify information
on a page and then quickly locate the information. After adding notes
to a page, you can use annotated text as a quick way to find an item or
a place on a page. For example, you can scan a report that discusses a
competitor’s product, and add mark-ups and notes that point out the
product and company name. Later, you can use the Find Annotation
command to quickly skip to the pages of the report that contain the
information you want.

v NOTE: You can also search for annotated text in items on the
PaperPort Desktop. For more information, see Chapter 4, “Filing
Items into Folders.”

Displaying and Hiding Annotationsv



Type the text that

To find annotated text on a page:

1. Display the item in the Page Viewer.

From the Edit menu, choose Find Annotation. The Find Annotation

dialog box appears.

Find Annotation
you want to find. |
+— |Beans

— @ Any Charact
Searches for any of the @® ANy Characters

characters in the text.

Searches only for
the whole word.

) Whole Word

[ case Sensitive
[ Backwards Search

Searches the item starting at

Narrows the search to
annotations that match
the case of the text entered.

the end and going backward.

2. Type the text that you want to find.

To narrow your search, select from the options in the Find
Annotation dialog box, such as Any Characters and Case Sensitive.
For example, if you select Case Sensitive and enter Beans, the search

will not find BEANS or beans.

3. Click Find. The PaperPort software begins searching for the text that

you typed.

If the text is found, the annotation is selected (and handles appear
around the annotation).

4. From the Edit menu, choose Find Again to find the next

v 7: Annotating Items
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The Mark-Up tool

DELETING ANNOTATIONS

You can delete individual annotations one at a time or delete multiple
annotations at the same time.

To delete annotations:

1. Display the page in the Page Viewer.

2. Select the annotation that you want to delete.

3. Press the Delete key, or choose Clear from the Edit menu.

FILLING IN FORMS AND ADDING TEXT USING THE
MARK-UP TooL

The Mark-Up tool is useful when you want to add text to a page—for
example, when filling in a preprinted form that you have scanned.

After you finish adding text with the Mark-Up tool, the box where you
typed the text disappears so that it doesn’t cover anything. The text looks
just as if you had typed it on the paper form. It looks the same way when
you print the form.

The following sample shows how the Mark-Up tool is used to fill in

a registration form.

=0 Sales Promo BE
hin
| R
:@
1234 Palm Way
‘A| San Francisco, CA 94110
=]
Vi REGISTER TO WIN!!
W Complats s mari this ragistretiom axvdte wim sow sll-cepemves posid
ﬂ wrartiom for toor i ccotic Teb 8L
rhme: 200N Smith
e
Chy, Geate Zip
Tel=ph Horce Wiod:,
Why Yu Dok Tropical Elands Goffes (in 50 weds or less):
ki
100% 4] zorz [e][ln 3 =
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You can also mark up the page with key words that you can later use

in searching for information. For example, if you are researching a
particular product in a magazine article, you can add a mark-up as a
reference at each location in the article where the product is mentioned.
Later, you can use the Find Annotation command to quickly locate

the annotations and the associated information. For more information
about the Find Annotation command, see “Finding Annotations in the
Page Viewer” earlier in this chapter.

To fill in a form or add a mark-up:
1. Display the page in the Page Viewer.
2. On the Annotation Tool Bar, click the Mark-Up tool.

The cursor changes to an I-beam pointer.

3. Click the location on the page where you want to add a mark-up,
and type the annotation.

4. To end the annotation, click elsewhere on the page or click one of
the other Annotation tools.

If you need to reposition the text on the form, click the pointer tool
and then click the annotation. The text is selected and you can drag
it to a new position.
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CHAPTER 8

Importing, Saving,
and Deleting Items

This chapter tells you how to place non-PaperPort items (items created in
other applications) onto the PaperPort Desktop or into the Page Viewer,
and how to save PaperPort items in other formats. You will learn how to:

* Import files from other applications
* Drint files to the PaperPort Desktop
e Save PaperPort items in other formats

* Delete PaperPort items from the PaperPort Desktop

IMPORTING FILES FROM OTHER APPLICATIONS

When you import a file into the PaperPort software, you convert the file
created in a different application so that you can display it using the
PaperPort software. You can import a file by either of the following
methods:

* Drag and drop the file onto the PaperPort Desktop.

* Drag and drop the file onto the PaperPort Desktop link icon or the
Page Viewer link icon on the Link Bar. For more information about
the Link Bar, see Chapter 9, “Using the Link Bar.”

* On the PaperPort Desktop, choose Import from the File menu.

* In the Page Viewer, choose Open from the File menu.

v



The Import command does not convert all types of files from other
applications. For example, you cannot open a text or ASCII file.
However, by using drag and drop, you can place any type of file onto
the PaperPort Desktop.

v TIP: You can also print an unsupported file format to the PaperPort
Desktop. For more information, see “Printing from Other
Applications,” later in this chapter.

USING DRAG AND DROP

You can take an item created in another application, such as a word
processing, spreadsheet, graphics, or paint application, and drag and

drop it onto the PaperPort Desktop.

For example, you may have a standard memo that you attach to a
contract whenever you send that contract using your electronic fax
software. Drag the memo file onto the PaperPort Desktop to create a
copy of the item as a PaperPort item. Then stack the PaperPort memo
onto the scanned contract. You now have the memo and contract in
one PaperPort item that you can send.

To drag and drop an item onto the PaperPort Desktop:

1. Ifyou started the PaperPort Desktop application, drag and drop
the item from the Macintosh desktop onto the PaperPort Desktop.
If the PaperPort Desktop is not active, drag and drop the item onto
the PaperPort Desktop link icon in the Link Bar.

A message appears, asking if you want to convert the item. (This
message appears only if the option “Ask User Before Converting
Files” is selected in the PaperPort Desktop Preferences dialog box.)

2. Click OK to begin converting the item. A progress gauge is displayed
as each page is converted. After the file is converted, a new untitled
item appears on the PaperPort Desktop.
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IMPORTING AN ITEM

Use the Import command to import a variety of files, including grayscale
and color files saved in one of the formats described in the following

table.

Format
(file extension)

Description

PaperPort file (MAX)

A file previously saved in PaperPort for
Macintosh or for Windows. If you try to import
a file created with an earlier PaperPort version,
a message asks if you want to upgrade the file.
(If you do not want this message to appear,
deselect the Ask User Before Upgrading files
checkbox in the PaperPort Desktop
Preferences.)

PICT (QuickDraw
Picture Format)

(PCT)

An image format used most commonly on the
Macintosh computer.

PC Paintbrush (PCX)

A format commonly used in PC-based
paint applications. If you select this format,

both PCX and DCX files are displayed.

Joint Photographic An international standard for the

Experts Group (JPG) | compression of digital photographic images.
Graphic Interchange | A popular CompuServe image format.
Format (GIF)

Tag Image File Format | A format that works well for storage and
(TIF) exchange between desktop publishing and

graphic arts applications. TIFF also works well
between different operating systems, such as
Macintosh and Microsoft Windows.

Importing Files from Other Applicationv



To import a file created in another application:

1. On the PaperPort Desktop, choose Import from the File menu.
A directory dialog box appears. Only folders or files saved in one of
the previously described formats appear.

[£3 PaperFfort Folder ¥ | = Hard Disk
A Filing Cabinet Desktop

i I open I

v TIP: If you have a Windows file without the appropriate extension,
such as . TTF for a TIFF file, the file does not appear in the dialog box.
Add the three-character extension (such as .MAX, .PCT, or .TIF) to

the file so that it is listed in the directory dialog box.

2. Select the file that you want to import and click Open, or double-click
the filename. A new untitled item appears on the PaperPort Desktop.

OPENING AN ITEM

You can use the Open command in the Page Viewer to open PaperPort
items and items saved in one of the formats described in “Importing an
Item,”previously in this chapter.

To open an item:

1. In the Page Viewer, choose Open from the File menu. A directory
dialog box appears.

2. Double-click the file you want to open. If the file is a PaperPort item,
it appears in the Page Viewer. If the file is saved in a supported
format, the PaperPort software converts the item to a PaperPort
item and it appears in the Page Viewer. A progress gauge appears
as the file is converted.
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FaperPort wWriter

PaperPort Writer is
the selected printer.

3. After you view the item, choose Close from the File menu.
A message appears asking you to save changes.

4. Click Save to save the item as a PaperPort item. If you don’t save
the changes, the item is not saved as a PaperPort item.

PRINTING FROM OTHER APPLICATIONS

You can print black-and-white, grayscale, and color files and images that
were created using other applications—such as spreadsheet, word
processing, image editing, and page layout programs—to the PaperPort
Desktop (rather than to the printer).

To print from other applications to the PaperPort Desktop:
1. Start the Macintosh application from which you want to print,
and open the appropriate file in that application.

2. Use the Chooser to select PaperPort Writer as the current printer.

v TIP: You can set the resolution to 72, 200, 300, or 400 dpi in the
Page Setup dialog box.

3. From the application’s File menu, choose Print. The Print dialog
box appears. The following figure shows a sample PaperPort Writer
dialog box, which may be different for each application.

- PaperPort Writer m
Page Range: @® All  From: To:
Cancel

4. Click Print to begin printing the current item to the PaperPort
Desktop.

The PaperPort software becomes active and displays the new untitled
item on the PaperPort Desktop.

Printing from Other Applicationsv



SAVING ITEMS

The PaperPort software automatically saves all items that you place on
the PaperPort Desktop to your hard disk in the folder currently open
(named in the Navigation pop-up menu). For example, if the Articles
folder is currently open and its items displayed on the PaperPort
Desktop, any new item that you scan, import, or drag to the PaperPort
Desktop is saved in the Articles folder. For information about moving
items between different folders, see Chapter 4, “Filing Items into
Folders.” To save an item with a different name or in a different format,
use the Save As command.

v TIP: You can also automatically save a copy of an item that you scan
directly to another destination, such as your electronic fax software,
by using the Save Copy To option in the Scan Settings dialog box.
For more information, see Chapter 2, “Scanning Items.”

If you open items directly in the Page Viewer, a message appears asking
you to save the changes when you close the item. You must save the
changes or the item is not saved to your hard disk.

In addition to saving an item as a PaperPort item, you can save an item
in a variety of other formats, such as TIFF or JPEG, for use with other
applications.

To save a copy of an item using a different name or location:

1. On the PaperPort Desktop or in the Page Viewer, select the item
that you want to save.

2. From the File menu, choose Save As. The directory dialog box
appears.

Select the drive and folder to which you want to save the item.
4. Type the name of the copy in the “Save as” box.

5. Click Save. The item is saved under the new filename.

v TIP: You can also make a copy of an item by holding down
the Option key as you drag the item to a different folder.
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Scan each picture, save the
images as TIFF or PICT
files, and then use the art
with other applications.

SAVING ITEMS IN OTHER FORMATS

You can save a PaperPort item in different file formats. For example,
you may be using photographs with a page layout application. You can
scan each picture, save the scanned images in a popular graphic format
(such as TIFF or PICT), and then import the graphics into the other
application.

You can save any PaperPort item in one of many formats including
PaperPort, PICT, TIFE, JPEG, GIE and PCX. (You can view the
complete list of formats in the Save As dialog box.) After you save an item
in a different format, the original item remains in its original location.
If you save a PaperPort item in a format other than PaperPort, the
annotations in that item become part of the image and cannot be edited,
deleted, or moved. If you save an item in a text format, the PaperPort
software automatically converts the item to text by using the supplied
OCR software.

Saving Items in Other Formatsv



To save an item in a format other than the PaperPort format:

1. On the PaperPort Desktop or in the Page Viewer, select the item
that you want to save.

2. From the File menu, choose Save As. The directory dialog box

appears.
= samples folder ¥

[ Corttr 4]
Select a file format O Invoice = — Hard Disk
for the saved item. [} togo.tif

[] PaperPort Index

[7] Promoltr I
Choose Display if you want . Desktop

U ave as:
the best quality image
est

for viewingon ascreen. | | || EET
Choose Printing if you want Format PaperPort 5.0 v
the best quality image — Optimize File For: @ Display —
for printing or faxing. 3 Printing ;J;]

3. From the Format list, choose the format type that you want.

The PaperPort software supports several TIFF formats. In general,
you will have the fewest compatibility problems between Macintosh
applications if you use uncompressed, single-page TIFF files.
However, the file size is larger.

4. Select the drive and folder to which you want to save the item.
5. Type a new name for the item in the “Save as” box.

6. If you are saving the item in an image format, select an Optimize
File For option, depending on if you want to print the file or
display it on your screen. For example, if you want to print a
scanned item that has colored text on a colored background,
the PaperPort software optimizes the image so that the text is
more readable when printed.
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7. Click Save. As each page of the item is saved, a progress gauge shows
the status of that page.

The PaperPort software saves each page separately and puts all the
pages into a new folder. For example, if you save the document
“Profits,” which has two pages as a TIFF file, PaperPort creates
two files—“Profits, 1” and “Profits, 2”—and stores them in the
Profits folder.

v TIP: If you want to save a single page from a stack, first display the
page at the top of the stack, then unstack that page, and then save
the page in the format that you want.

DELETING FOLDERS AND ITEMS

The PaperPort Desktop provides a direct reflection of the folders on your
Macintosh computer. It displays the folders and PaperPort items that you
have on your hard disk, Macintosh desktop, and other devices. You can
delete items either from the PaperPort Desktop or from the Macintosh
desktop. You can set preferences in the PaperPort Preferences dialog box,
for deleting items on the PaperPort Desktop.

Deleting Folders and Itemsv



To set preferences for deleting items:
1. From the ScanSoft menu, choose Preferences. The PaperPort
Preferences dialog box appears.

2. From the Preferences pop-up menu, choose PaperPort Desktop.
The Desktop preferences appear.

PaperPort Preferences

Preferences pop-up menu. — PaperPort Desktop v |———————
. . when deleting files

Places item in the trash {® Place Iterns in Trash Can

can where they remain (7 Delete ltems Immediately Permanently removes the

until you empty the trash. sk User Before item from your
BE] Upgrading Files Macintosh computer.
E Converting Files

Asksyoutoconfirmthat | B Removing Files
D Rernowing Favorites

you want to remove a

file or Favorite Folder.

2 [ pDefaults | [cancel ] [ ok ]|

3. Select the options you want to use and click OK.

To delete an item from the PaperPort Desktop:

* Drag the item from the PaperPort Desktop into the trash can, or select
the item and choose Remove documentfrom the Edit menu, where
documents the name of the item you want to delete.

To delete an item from the Macintosh desktop:

* Drag the item into the trash can.

To delete a folder:
* From the Macintosh desktop, drag the folder into the trash can.

NOTE: To delete a Favorite Folder from your Macintosh computer,
you must first remove the folder from the list of favorites. For more
information, see “Removing a Favorite Folder” in Chapter 4, “Filing
Items into Folders.”
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CHAPTER 9

Using the Link Bar

The PaperPort software is designed to work with—or link to—other
types of applications. Chapter 2, “Scanning Items” tells you how to scan
directly to a linked application. This chapter describes the Link Bar and
tells you how to use it to send an item already on your computer to a
linked application. You will learn how to use the Link Bar to:

Photocopy (print) an item

Send an item as an electronic fax

Send an item attached to an e-mail message

Convert an item to text for use with a word processing application

Send an item to an image editing application

You will also learn how to manage the Link Bar by:

Setting Link Bar preferences

Showing or hiding the Link Bar

Starting or quitting the Link Bar application
Adding link application icons to the Link Bar
Deleting link application icons from the Link Bar
Showing or hiding link icons on the Link Bar
Reordering links on the Link Bar



Click these arrows to
scroll the link icons if
all links are not visible.

WHAT IS THE LINK BAR?

The Link Bar is an icon bar that you can use to send items on your
computer to other linked applications on your computer. The Link Bar
is a small, separate application that automatically starts every time you
start the PaperPort Desktop or Page Viewer applications. However,
because the Link Bar is a separate application, you can start it and

use it separately from the PaperPort Desktop or Page Viewer.

The Link Bar automatically displays link icons for applications installed
on your computer and supported by the PaperPort software, such as
your printer (photocopy), electronic fax, e-mail, and word processing
applications. The following figure shows the Link Bar with a variety of

PaperPort Link Bar

link icons.

SeanDirect™ To: @ larishorks

Displays the application
that is currently selected

as the target application.

| [
Photocopy link. Image Editor link. E-Mail link.

Drag this corner
Electronic Fax link. Word Processor link (for use oft.he ?iﬂk Barto
with the OCR software provided — resize it.
with PaperPort).

v TIP: For a quick way to start an application, double-click its icon on
the Link Bar.
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Photocopy. Use this link icon for printing items. Rather than choose the
Print command from the File menu, simply drag the item that you want
to print onto the Photocopy icon.

Electronic Fax. One generic electronic fax link icon appears on the Link
Bar, even if you have multiple electronic fax packages installed on your
Macintosh computer. When you first install the PaperPort software, it
automatically selects your fax package if you have installed the Global
Village, Delrina FAX Pro, or FAX*. If you are using another fax package,
you can select the package in the PaperPort Preferences dialog box. For
more information, see “Setting Fax Preferences” later in this chapter.

E-Mail. The Link Bar displays an e-mail link icon for each e-mail
application that is installed on your computer (if the PaperPort software
works with that application).

Word Processor. The Link Bar displays a link icon for each supported
word processing or text-based application (an application that works with
text not an image) installed on your computer, such as Microsoft Word,
ClarisWorks, and Microsoft Excel. If you send an image, such as a
scanned text item to a word processing link, the provided OCR software
converts the image to editable text. The converted item is processed and
then opened in the selected word processor.

Image Editor. The Link Bar displays an icon for each supported image
editing application, such as Adobe Photoshop and PhotoEnhancer.

What Is the Link Bar? v



BASIC STEPS FOR USING THE LINK BAR

The steps for using the Link Bar are similar each time you send an item
to a link application. You can use the Link Bar from the PaperPort
Desktop, the Page Viewer, or the Macintosh desktop. The following
procedure provides the basic steps for using the Link Bar. For more
information about using some of the common links on the Link Bar,
such as Photocopy or Fax, see the sections that follow this procedure.

To send an item to a link application using the Link Bar:

1. If the Link Bar does not appear on the Macintosh desktop, choose
Show PaperPort Link Bar from the ScanSoft menu.

2. Do one of the following:

* In the Page Viewer, open the item and then click a link icon on
the Link Bar; or from the File menu, choose Links and then the
link application.

* On the PaperPort Desktop, select the item and click a link icon
on the Link Bar; or drag an item onto the link icon; or select the
item, and then from the File menu, choose Links and then the
link application.

* On the Macintosh desktop, select the item and click a link icon
on the Link Bar, or drag the item onto the link icon.

3. After the link application starts, use it as you usually do. For
example, if you are sending an item using an electronic fax link,
address the electronic fax and send it.

v TIP: To set preferences for a specific link application, use the
PaperPort Preferences dialog box (as described in the following
sections).
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PHOTOCOPYING AN ITEM

With the PaperPort software, you can use your printer like a photocopy
machine. You can print as many items and as many copies of an item as
you want.

SETTING PHOTOCOPY PREFERENCES

The PaperPort software automatically displays a dialog box before
printing. If you prefer not to display this dialog box, change the setting
as described in the following procedure.

To set the photocopy link preferences:

1. From the ScanSoft menu, choose Preferences. The PaperPort

Hide PaperPort Link Bar .

Scan Settings... Preferences dialog box appears.

scanDirect™ To »

Preforonces.. 2. From the Preferences pop-up menu, choose Links. The Links

Go To PaperPort Desktop prefel‘ences appear-
synchronize with Zip!

_ - =———— PaperPort Preferences

— Links e Preferences pop-up menu.
Ay AOLrai m i
@ ClarisWaorks ) S
£ Emaler =) | Select a link from the list
B ® and click the Edit button
! PaperPort Desktop to dlsplay and Change the
PaperPort Page Yie.. B prcferences fOl‘ thC lll’lk
& Frotocopy B [ pelete |
@ = Show Link i Link Bar | Click the button next to
a link to display its link
2 ((vefauits ] [cancel] [0k | icon on the Link Bar.

Photocopying an Itemv



3. Select Photocopy from the list of links and click the Edit button.

Displays the Print dialog
box when you use the
Photocopy link.

Shrinks images that have

The Photocopy link preferences appear.

—Link Preferences

Scan Mode: [ Making Photocopies W
(1 Eit, 300 DFI)
D Fultiple Page Dialog

[ save Copy To:

D Show Print Dialog Print Options...

printable material extending

to the edge of the paper so that
the entire image is printed.

4.

D Shrink Pages To Fit Page

[ pefaults | [ cancel |

0K

|_ Scan settings

Displays the selected printer’s
Page Setup options.

For information, see your
Macintosh User’s Guide.

Select the settings you want and click OK. The PaperPort

Preferences dialog box reappears.

Click OK.

PHOTOCOPYING (PRINTING) ITEMS

If you don’t want annotations to appear on the printed pages, remove
them in the Page Viewer before sending the item to the Photocopy link.

To print an item:

1.
2.

[

Select the item you want to print.

From the File menu, choose Links and then Photocopy, or click the
Photocopy icon on the Link Bar. The Print dialog box appears,

where you can select the print options.

v NOTE: If you deselect the option Show Print Dialog in the Photocopy

3. Click Print to begin printing.

V 9: Using the Link Bar

preferences, the Print dialog box does not appear and the item is sent
directly to the printer.



SENDING AN ITEM AS AN ELECTRONIC FAX

With the PaperPort software and your electronic fax software, you can
send an item directly from the PaperPort Desktop, Page Viewer, or your
Macintosh desktop as an electronic fax. The PaperPort software supports
electronic fax software from a variety of companies.

SETTING FAX PREFERENCES

If you are using electronic Global Village, Delrina, FAXH, or Apple
Computer fax software, the PaperPort software automatically configures
the fax link for the fax package. If you have a different fax package,

you must set the fax package preferences in the Preferences dialog box.

To set the electronic fax preferences:

1. From the ScanSoft menu, choose Preferences. The PaperPort
Preferences dialog box appears.
2. From the Preferences pop-up menu, choose Links. The Links
preferences appear.
3. Select Fax from the list and click the Edit button. The Fax link
preferences appear.
—Link Preferences
Scan Mode: | Scan Settings.
1 Bit, 200 DFI)
|:| Fultiple Page Dialog
. =] save copy To: .
Sh['lnkS Images that have D Shrink Pages To Fit Paper Dlsplays faX packages on
printable material extending Fax Package: your computer. Select
to the edge of the paper so that the one you want to use.
the entire image is printed.
4. Select the settings you want to use and click OK. The PaperPort
Preferences dialog box reappears.
5. Click OK.

Sending an Item as an Electronic Faxv



SENDING AN ITEM AS A FAX

If you don’t want annotations to appear on the faxed pages, remove them
in the Page Viewer before sending the item to the fax link.

To send an item by using the electronic fax link:

1. Select the item you want to fax.

o5 2. From the File menu, choose Links and then choose the fax
= application that you want to use, or click the Fax icon on
the Link Bar.

3. Use your electronic fax software as you usually do. For example,

you will probably be asked to address the fax and add a message.

SENDING AN ITEM AS AN E-MAIL MESSAGE

You can send items, such as memos, budgets, newspaper clippings,
photographs, and spreadsheets to other people by using the PaperPort
software and your e-mail application.

The PaperPort software supports the most popular Macintosh e-mail
applications:

The Link Bar displays an e-mail icon for each supported e-mail
application that is installed on your computer.

SETTING E-MAIL PREFERENCES

PaperPort is selected as the default file format for an e-mail application.
If you use PaperPort as the format, an item is attached to the e-mail
message as a PaperPort item. The recipient must have the PaperPort
software to read the attached item. If the recipient does not have this
application, choose a different format for the attached item.

v NOTE: If the recipient has an earlier version of the PaperPort
software, choose an earlier version of PaperPort as the format
so that the person can open the item.
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To set the e-mail preferences:

1. From the ScanSoft menu, choose Preferences. The Preferences
dialog box appears.

2. From the Preferences pop-up menu, choose Links. The Links
preferences appear.

3. Select the e-mail application from the list and click the Edit button.
The E-mail link preferences appear.

Select the format you want
to use for the item that you
are attaching to an e-mail Sean Mode: Scan settings.
message. For example, (24 Bit, 100DPL)

select JPEG, PaperPort, L] atipte Page Diatog

—Link Preferences —

or TIFF. Format: JPEG - |
[ save Copy To:

4. Select the settings you want to use and click OK.
The PaperPort Preferences dialog box reappears.

5. Click OK.

SENDING AN ITEM BY USING E-MAIL

When you send an item using an e-mail link, the PaperPort software
starts the e-mail application, creates a new e-mail message, and
automatically attaches the item to the message.

v TIP: To obtain the smallest file size for a scanned text item (therefore,
decreasing the time it takes to send the item as an e-mail message),
scan items using the Filing Articles mode.

Sending an Item as an E-Mail Messagev



To send an item by using an e-mail link:

1. Select the item that you want to send.

2. From the File menu, choose Links, and then the e-mail application
that you want to use, or click the E-Mail icon, such as AOL on
the Link Bar. The e-mail application starts and displays the logon
dialog box.

3. Logon to the e-mail application. The message-addressing dialog
box, which is different for each e-mail application, appears.

The PaperPort software creates a file and attaches the item to the
e-mail message. The PaperPort file names start with Mail, followed by
the item number and the extension.max—for example, Mail3.max.

4. Fill in the message information and send the message as you usually do.

DISPLAYING E-MAIL MESSAGES SENT FROM PAPERPORT

When you receive an e-mail message with an attached PaperPort item,
you can display the attached item in different ways, depending on your
e-mail software:

* With some e-mail applications you can double-click the attachment
to display it. Otherwise, depending on the e-mail settings, use
Shift—double-click to automatically run the PaperPort application
and display the attachment.

e Save the attached file by using the e-mail Save command. Then,
open the attachment using the PaperPort software to display it.

The PaperPort software gives the filename Mailn.max to all attached items.
You should immediately save all attached items with a different name.

If the attached item was saved in PaperPort for Windows or PaperPort
Viewer for Windows, you must first define the following file mapping
in the e-mail software before you can double-click the attachment:

* Extension—MAX
* Type—MAXD
* Creator code—MAXm (for PaperPort) Max! (for PaperPort Viewer)
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In Lotus cc:Mail, define the file mapping by using the Preferences menu.
For more information about file mapping, see the e-mail application’s
user guide.

WORKING WITH A WORD PROCESSING LINK
(AND OCR SOFTWARE)

In addition to organizing, reviewing, and distributing information as

an e-mail message or fax, you may want to edit scanned text. To do this,
you can use the PaperPort software and the supplied OCR software along
with any text-based software, such as a word processing or spreadsheet
application. You can process an entire item or only the text you select.

You can process text in several ways:

* Use a text-based link application, such as a word processing or spreadsheet
link. This type of link works directly with the provided OCR software to

convert the text and open it in the link application.

* Use another OCR link. The text is processed and opened in the OCR
application. When you use a different OCR application, you send
the item to the OCR link and the file is converted to a TIFF file and
processed by the OCR software. After the OCR software becomes
active, you can use it as you usually do.

* Use the Copy as Text command. The entire item or the selected text

is processed and pasted to the Clipboard.

When you use a word processing link (or any text-based link), the
PaperPort software uses its supplied OCR software to convert the
PaperPort item into editable text, and then opens the converted item
in the selected word processing application. There are two sets of
preferences you can adjust:

* OCR preferences

* The word processing (or other text-based) application preferences

Working with a Word Processing Link (and OCR Softwarw



SETTING PREFERENCES FOR THE PROVIDED OCR SOFTWARE

The following procedure tells you how to set preferences for the OCR
provided with the PaperPort software. To set another OCR’s processing
preferences, see the documentation that came with the OCR application.

To set OCR preferences:

1. From the ScanSoft menu, choose Preferences. The PaperPort
Preferences dialog box appears.

2. From the Preferences pop-up menu, choose Other. The OCR

PaperPort Preferences =i——=

_| Other b |7
Function Keys

E chrivorks

Irnage Editor E PhoteEnhancer Plus

E Enable Function Keys

Set OCR preferences.

E Enable Sound Effects

2 [ pDefaults | [cancel ] [ ok ]|

3. Click the OCR Preferences button. The OCR Preferences appear.

TextBridge OCR Preferences

(< Decolumnize text
[0 ése Yeniidged Pro 808

[ Upgrade Info ] [l:ancel] l 0K l

4. Select options and click OK.
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Select the format for
the converted item.

SETTING PREFERENCES FOR A WWORD PROCESSING LINK

The PaperPort software automatically selects word processing preferences
for you, such as the format in which a processed item is saved. If you
want to change preferences, complete the following steps.

v NOTE: To identify the word processor that PaperPort uses when
you press the Word Processor function key and scan, see Chapter 2,
“Scanning Items.”

To set word processing link preferences:

1. From the ScanSoft menu, choose Preferences. The PaperPort
Preferences dialog box appears.

2. From the Preferences pop-up menu, choose Links. The Links
preferences appear.

3. Select a word processing application, such as ClarisWorks, from the
list and click the Edit button. Preferences for the application appear.

—Link Preferences

Soan Mode : [_Editing Test (OCR) v

(1 Eit, 300 DFI)
E Multiple Page Dialog

Format: Microsoft Word - RTF >

[ save Copy Ta:

4. Select the settings you want to use and click OK. The PaperPort
Preferences dialog box reappears.

5. Click OK.

Working with a Word Processing Link (and OCR Softwarw



SENDING AN ITEM TO A WORD PROCESSOR

You can process an entire item and open the converted text in a
text-based application, such as a word processor, or process only
selected text on a page and automatically copy it to the Clipboard.

To process an item using a word processing link:

1. Select the item that you want to convert to text.

&3/ 2.

From the File menu, choose Links, and then choose the word
processing application, such as ClarisWorks, that you want to use,
or click the word processing icon on the Link Bar.

A progress gauge appears as the item is processed. After processing
is completed, the converted item is opened in the word processing
application. The following figure shows an example of an item

opened in ClarisWorks.

EN Untitled 1 (WP) ==——————[0I=

o 1 L |1| 1 L |2| 1 L |3| 1 L |4| 1 L ‘sl 1 L |6| 1 L

‘ 13
EEEE o] BEEE [Eody_ |

il q'_>

Dear Sales Associabe

This Falll, Tropical Blends ks offering an exciing sales promotion package toall sales
associates inour U5, and international offices. You can win outstanding prizes,
including the ulkimate ropical vacation a week for bwo in heavenly Tahiti.

100 |‘|iﬁ| Fage 1 | B o]

EE

3. Use the word processing application as you usually do.

4. After you complete your changes, make sure you save the document.
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To process text and copy it to the Clipboard:
1. Display the page in the Page Viewer.

2. On the Annotation Tool Bar, click the Selection icon. The cursor
changes to a crosshair.

3. Drag the mouse to surround the text that you want to copy to the
Clipboard as text. A dashed box appears around the information as
you select it.

4. From the Edit menu, choose Copy as Text. The PaperPort software
processes the selected text using the provided OCR software and
places it on the Clipboard. You can then paste the text into another
application file, such as a word processing document, and edit the
text in the word processor.

GETTING THE BEST OCR RESULTS

You can often improve OCR results by changing the PaperPort scan
settings and the preferences. Try the following:

* Choose the Editing Text (OCR) scan mode and rescan the item.
* Insert the paper as straight as possible when scanning.
* Choose the Clean Page command in the Page Viewer.

* Use the Annotation Selection tool to delete graphics before processing
the item.

* DProcess sections of the item using the Copy as Text command.

e Recalibrate the scanner.

Working with a Word Processing Link (and OCR Softwarw



SENDING AN ITEM TO AN IMAGE EDITOR

Use an image editing link, such as PhotoEnhancer or Adobe PhotoShop,

to work with color and gray-scale images on your computer.

v TIP: You can scan an item directly to your image editor. When you
select an image editor as the target application, the scan mode is set
to Storing Photos, the optimum mode for scanning color items.

SETTING IMAGE EDITOR PREFERENCES

The PaperPort software automatically selects preferences for you,
but you can change them if you want.

To set image editor preferences:
1. From the ScanSoft menu, choose Preferences. The PaperPort

Preferences dialog box appears.

2. From the Preferences pop-up menu, choose Links. The Links
preferences appear.

3. Select an image editing application from the list and click
the Edit button. The image editing preferences appear.

—Link Preferences -
Format of the file that Sean Mode: Scan settings for an image
is sent to the image (24 Bat, 100 DPI) i
diti licati 8 [ Mu'tiple Page Dialog edltor_ assume yog are
editing application. T scanning a color 1mage.
Format: [_TIFF -]
[ save Copy To:
[ Defaults | [ cancel | 0K

4. Select the settings you want to use and click OK. The PaperPort
Preferences dialog box reappears.

5. Click OK.
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SENDING AN ITEM TO AN IMAGE EDITING APPLICATION

When you send an item using an image editing link, the item is
converted to the format you specified for the image editor link
preferences.

To send an item to an image editing application:
1. Select the item you want to send to the image editor.

2. From the File menu, choose Links and then choose the application
that you want to use, or click an image editing link icon, such as

PhotoEnhancer, on the Link Bar.

A message appears, telling you that the item is being processed.
The application starts and the item appears in the image editing
application.

Use the image editing application as you usually do.

4. After completing changes, make sure you save the file.

MANAGING THE LINK BAR

You can control a variety of Link Bar features including the way the
Link Bar looks, the link application icons it contains, and if the Link Bar
application is started and shown on the Macintosh desktop. This section
tells you how to:

* Set Link Bar preferences

 Show or hide the Link Bar

e Start or stop the Link Bar application

* Add a link application icon to the Link Bar

* Delete a link application icon from the Link Bar
* Show or hide a link icon on the Link Bar

e Reorder links on the Link Bar

Managing the Link Bar v



SETTING LINK BAR PREFERENCES

Set the Link Bar preferences to determine the orientation of the Link Bar,
the size of the icons on the Link Bar, and to indicate if you want the
PaperPort software to look for new applications to add to the Link Bar
every time you start your Macintosh computer.

For information about setting each link application’s preferences, see the
individual preferences sections, such as “Setting Fax Preferences” earlier
in this chapter.

To set Link Bar preferences:

1.

Preferences

From the ScanSoft menu, choose Preferences. The PaperPort

Preferences dialog box appears.

From the Preferences pop-up menu, choose Link Bar.
The preferences for the Link Bar appear.

PaperPort Preferences

pop-up menu.
Displays the Link Bar on
the Macintosh desktop

— L

horizontally or vertically.

Deselect to display
smaller link application
icons in the Link Bar.

I Link Bar vy —
Set Link Bar To Grow,
@ Horizantal
D Yertical
E Use Large leons In Link Bar
E Check For Mew Application Links Every Restart
2) [ peraunts | [cancel] [ ok ]

Looks for new applications
on your computer and adds
the application icons to the
Link Bar. To make your
computer start up faster,
deselect this checkbox.

3. Select the preferences you want to use and click OK.

v TIP: Drag the Link Bar to the edge of your screen to “snap” it
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$can Settings...
ScanDirect™ To

»

Preferences...
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Synchronize with Zip!

PaperPort Help...
PaperPort User's Guide...

Go To PaperPort On The Web...

e a
Hide PaperPort Link Bar
Hide Others
Show Al

Finder
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SHOWING AND HIDING THE LINK BAR

By default, the Link Bar appears when you start the PaperPort Desktop
or Page Viewer applications. If you want, you can hide the Link Bar or
quit the Link Bar application. To use the Link Bar you must first show it.
To show or hide the Link Bar:

* Choose Show PaperPort Link Bar or Hide PaperPort Link Bar
from the ScanSoft menu.

STARTING AND QUITTING THE LINK BAR

By default, the Link Bar application starts every time you start the
PaperPort software. Because the Link Bar is a separate application,
you can start and quit it separately from the PaperPort Desktop
and Page Viewer. The Link Bar requires very little memory to run,
so it is recommended that you do not quit the application.

To start and quit the Link Bar:
e If the Link Bar application is not started, choose Show PaperPort
Link Bar from the ScanSoft menu.

* To quit the Link Bar application, click the Link Bar to select it as
the active application, and then choose Quit from the File menu.
To navigate to the Link Bar:

* To make the Link Bar the active application, click the Link Bar or
choose PaperPort Link Bar from the Macintosh process menu.

ADDING LINKS

You can add as many links to the Link Bar as you want for any
application with a format supported by the PaperPort software.
Links that you add using this procedure remain on the Link Bar,
unless you choose to delete them later.
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To add a link:

1. From the ScanSoft menu, choose Preferences. The PaperPort
Preferences dialog box appears.

2. From the Preferences pop-up menu, choose Links. The Link
preferences appear.

PaperPort Preferences

Preferences pop-up menu. = Links v —
M AOL Mail m [
@ Claristaorks B = Add 2 lmk
List of linkson — | = Emafler 2
the Link Bar. & o . Change link preferences.
! PaperPort Desktop =] Add....
PaperPort Page Vie.. B Delete a hnk
BB Photocop B Delete [
B = Shen Link in Link Bar | When a checkbox is selected, the
link is shown on the Link Bar.
2 [ Defaults ] [ Cancel ] [[ 0K ]]

3. Click the Add button. A directory dialog box appears.

4. Locate and double-click the application that you want to add.
The application appears in the list of links in the PaperPort
Preferences dialog box.

v TIP: If you do not see the application that you want to add, it may
be that the application does not provide a format supported by the
PaperPort software and, therefore, cannot be added to the Link Bar.

5. Click OK. The application link icon appears on the Link Bar
and is listed in the PaperPort Preferences dialog box.

The PaperPort software selects default preferences for the link
application, which you can change if you want. The options that
are available vary, depending on the application that you add.

For example, with text-based applications, such as Excel and Word,
the OCR uses the format you select to create the text file that is sent
to the link application. For image editing applications, such as
PhotoEnhancer, you select the format used for the file that is sent
to the image editor.
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Select a format
for the item.

—Link Preferences

Sean Mode: | Storing Photos hal

(24 Bit, 100 DFI)
|:| Fultiple Page Dialog

Format: [ TIFF ~ ]

[ save copy To:

6. Select the options that you want, and click OK. The PaperPort

Preferences dialog box reappears.

7. Click OK.

v TIP: You can also add a link by dragging the application icon from
the Macintosh desktop onto the Link Bar.

DELETING LINKS
If you no longer want a link on the Link Bar, you can delete it.

v TIP: It may be more useful to hide a link than to delete it. Then,
if you later decide to show the link back on the Link Bar, all you do
is select the link and click the Show Link button. For more
information, see “Showing or Hiding Link Icons on the Link Bar”
later in this chapter.

To delete a link:
1. From the ScanSoft menu, choose Preferences.

The PaperPort Preferences dialog box appears.

2. From the Preferences pop-up menu, choose Links. The Link
preferences appear. Select the link that you want to delete and
click the Delete button. The link is removed from the list of links
in the dialog box and from the Link Bar.

3. Click OK.
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SHOWING OR HIDING LINK ICONS ON THE LINK BAR

For any link, you can choose to show or hide its link icon on

the Link Bar.

To show or hide a link icon on the Link Bar:

1. From the ScanSoft menu, choose Preferences.
The PaperPort Preferences dialog box appears.

2. From the Preferences pop-up menu, choose Links.
The Link preferences appear.

3. To show alink on the Link Bar, select the checkbox to the right
of the link. To hide a link on the Link Bar, deselect the checkbox

to the right of the link.
by AOL Mail =
% . | Claris Works is deselected. The ClarisWorks
ClarisWorks O L. ) .
link icon won’t appear on the Link Bar.

REORDERING LINKS

The link icons on the Link Bar can appear in any order you like.

You may want to place your link icons in the order of most used links.
For example, if you use the Link Bar most often to send items to your
electronic fax and e-mail, move the fax and e-mail icons to the far left

of the Link Bar.

To reorder the links:

* Drag a link icon to a new position on the Link Bar.
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GLOSSARY

actual size

annotation

Annotation Tool Bar

Arrow tool

bit depth

calibrate

collapse

crop

crosshair cursor

default

The size of the page when it was scanned
(not enlarged using zoom in or reduced using
zoom out).

A word, a note, a mark, or highlighting added

to an item.

A group of icons that represent the tools used
to add annotations to a page. The Annotation
Tool Bar is available only in the Page Viewer.

An Annotation tool for drawing straight lines
with or without arrowheads.

The number of bits used to process scanned
images. The greater the number of bits, the
more colors or levels of gray that can be used
to display the image.

To adjust the scanner so that it produces the
cleanest possible image when you scan.

To reduce a note to an icon.

To remove part of an image in the Page Viewer.
The portion of the image that is selected
remains, while the portion that is not selected
is removed.

A cursor in the shape of a plus sign (+).
This cursor appears when you use certain

Annotation tools.

A setting preselected in the PaperPort software
by the manufacturer.
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v Glossary

document

dpi

electronic fax

e-mail

expand

Favorite Folder

fax

file format

Freehand tool

GIF

Seeitem.

An abbreviation for dots per inch
A measurement of resolution used for scanning
and for printing.

The software that you use with a modem for
sending a fax. See fax for more information.

An abbreviation for electronic mail Software
that you can use to electronically transmit items
over a communications network.

To restore a collapsed note (represented as a
Note icon) to its original size.

An alias of a folder that exists on your
Macintosh computer. Favorite Folders always
appear in the Navigation pane on the PaperPort
Desktop, so that you can easily file and retrieve
items in them.

An abbreviation for facsimileThe electronic
encoding of a printed page, and the
transmission of the electronic page over a
telephone line. PaperPort can send items to
electronic fax applications, which require a
modem and fax software.

The way that the contents of a file are structured
by an application or a group of applications.

An Annotation tool that you use to draw a circle
or any other shape on a PaperPort page.

Graphics Interchange Format, an image format
used by CompuServe.



grayscale

handles

Highlighter tool

[-beam

import

item

JPEG

link

link application

Shades of gray that represent light and dark
portions of an image. Color images can also
be converted to grayscale, where colors are
represented by various shades of gray.

The small squares at the corners of a selected
annotation that you click and drag to resize
the annotation.

An Annotation tool that works in the same way
as a highlighter marker. This tool adds a colored,
transparent or opaque box over selected areas of

a page.

A pointer, shaped like a capital I, that you use
for entering or editing text.

The process of opening a file created in a
different application so that it becomes a
PaperPort item.

A page or a stack of pages on the PaperPort
Desktop.

Joint Photographic Experts Group, an
international standard for compressing digital
photographic images.

A connection to an application or device

that you can use to send information from
PaperPort to other applications, such as e-mail,
electronic fax, and OCR links.

An application installed on your computer
that you can use with the PaperPort software.
For example, you can use a word processor and
OCR software to translate a PaperPort item

into text and edit the text.
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Link Bar

Mark-Up tool

Note tool
OCR

Navigation pane
page
Page Navigator

Page Viewer

v Glossary

An icon bar that provides links to your printer,
fax, e-mail, word processor, and other
applications.

An Annotation tool designed for adding text
to scanned items in the Page Viewer. You can
search for words in a mark-up by using the Find
Annotation command.

An Annotation tool for adding multiline,

resizable notes. Similar to a paper note, it covers
the item information beneath it. You can move
a note or collapse it to an icon. You can search
for words in a note by using the Find command.

The acronym for optical character recognition
the technology of translating characters in

a graphic image of a printed page into
machine-readable characters that you can

edit using a word-processing program.

An area on the left side of the PaperPort
Desktop that you use to navigate to different
locations and folders on your Macintosh
computer to display PaperPort items on

the PaperPort Desktop.
A one-page document or one page of a stack.

The buttons you click on the PaperPort
Desktop or the Page Viewer to move from page
to page in a stack or to go to a specific page.

A PaperPort application that you use to display
a close-up view of one page, annotate a page,
and edit an image.



PaperPort Desktop

PCX file

Pointer tool

resolution

scan

ScanDirect

scan mode

scanner

search criteria

Selection tool

The overall view of PaperPort items displayed as
thumbnails (small graphic representations) or

displayed as a list on the PaperPort Desktop.

A graphics file format used by many popular
paint programs, such as PC Paintbrush.

The tool on the Annotation Tool Bar for
selecting an annotation.

The sharpness of an image, measured in dots
per inch (dpi). The higher the dpi, the greater

the resolution.

To convert a printed page into a bitmapped
image or file with the help of a scanner.

A PaperPort feature that lets you scan an item
directly to a target application, such as your
electronic fax software, word processor, or
image editor.

A scan setting that you select to determine the
speed of the scan, the file size of the scanned
image, the resolution, and the bit depth.

A device that converts a printed image or
document into a bitmapped computer screen
image or file.

The information used in searching for a file,
such as the file name, the date saved, or

annotated text.

An Annotation tool used to select part of an
item to cut and to paste to the Clipboard.

Glossary v



v Glossary

SharpPage

stack

thumbnail

TIFF file

unstack

zoom in

Zoom out

A scan mode that determines the best scan
settings to enhance black-and-white images.

A PaperPort item with two or more pages.

A small graphic that represents an item on
the PaperPort Desktop.

Tag Image File Format, a common graphics
file format.

To separate one or more pages from a stack
and place them individually on the PaperPort
Desktop.

To make a page larger on the screen so that
you can see more detail.

To make a page smaller on the screen so that
you have a broader view of that page.



INDEX

A

Actual Size command 41
Add folder to Favorites command 52
adding
annotations 79—97
Favorite Folder 52
freehand annotations 88
lines and arrows 90
links 127—129
notes 85—86
Adjust Picture command 75
adjusting an image 67—77
Annotation Tool Bar
description of tools 80
displaying/hiding 40
icons 40
overview 7
using 81
annotations
adding
freehand 88
graphics 83
highlighting 87
lines/arrows 90
mark-up 98
notes 85
collapsing 85
customizing 91-92
cutting, copying, and pasting 94
deleting 97
displaying/hiding 95
freehand 88—89
hiding when printing 114
highlighter 87
moving 93
notes 84—85
opaque/transparent 88
resizing 93
tool bar, description of 80
Arrow tool 40

arrows
Arrow command 90
drawing/customizing 90

B
bit depth
about 24
scan mode settings 21
selecting 26
black edges, removing 30
brightness/contrast
adjusting with Picture Wizard 72
adjusting yourself 75

C

case of text 96
circling text 40, 88
Clean Page command 68
Clean Up Desktop command 36
Clear command 97
Clipboard
cutting, copying, and pasting images 81
using with annotations 94
using with Copy As Text command 123
Close command 39
Collapse Note command 86
color annotations 91, 92
color images
adjusting with Picture Wizard 72
adjusting yourself 75
bits 24
scan modes 22
scanning 28
column formats, OCR 120
combining documents 60—61
compression of file 31
converting files
See importing
Seefile formats
Copy As Text command 123
copying
annotations 94
documents 65
images 81



creator code 118
crooked pages, straightening 30—31
cropping images 83
cursor
crosshair 81
I-beam 93
pointer 80
custom scan mode 26
customizing
e-mail settings 117
fax settings 115
image editor settings 124
OCR settings 120
printer settings 113
scan settings 26
word processor settings 121

D
date, finding files by 57
DCX file, importing 101
deleting
annotations 97
folders 108
item from the Macintosh desktop 108
item from the PaperPort Desktop 108
links from Link Bar 129
setting preferences for 108
displaying
annotations 95
Link Bar 12
PaperPort Desktop or Page Viewer 43
document
changing brightness 30
combining 60—61
converting, with OCR software 122
copying 65
deleting 107
finding 54—58
importing from other applications 100
linking
electronic fax 116
e-mail 117
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image editor 125
OCR 119
photocopy 113
printer 113
word processor 122
navigating between pages 42, 62
opening
files from other applications 6
from Search window 58
to view in the Page Viewer 39
photocopying 113
printing 113—114
printing to PaperPort Desktop 100
removing
black edges 30—31
from PaperPort Desktop 108
saving
automatic 104
changes in the Page Viewer 39
in different location 104
in other formats 105
when opened in the Page Viewer 102
with different name 104
See alsoitem
sending as e-mail message 117
sending as fax 116
sending to word processor 122
stacking 60—61
straightening 3031
unstacking 63
dpi
about 24
choosing in PaperPort Writer 103
scan mode settings 21
selecting for scan 26
drag and drop
creating a stack 60
filing items 49
onto Link Bar 112
onto PaperPort Desktop 100
Duplicate command 65
Duplicate Current Page command 65

Index



E

editing annotations 93
Editing Text scan mode 22
electronic fax
See fax
e-mail
extension 118
file formats, selecting in preferences 117
file mapping 118
linking 116-119
receiving a PaperPort document 118
scan settings 18
sending item as 117
setting preferences 117
type 118
using PaperPort with 116
enabling function keys 13
Expand Note command 86
expanding 85
exporting files
See SaveAs command

F

Favorite Folders
creating 52
description 52
locating actual file 53
removing 53
fax
function key 12
linking 115—116
scan settings 18
sending a document 116
setting preferences 115
supported applications 115
features at a glance 2
file formats
e-mail 117
image editor 124
import types 101
saving in different 105
word processor 121

Index

filing 4558
by drag and drop 49
creating folders for 50
finding items later 54
Filing Articles scan mode 22
Filing Business Cards scan mode 22
Find Again command 96
Find Annotation command 96
Find Document command 54, 56
finding annotation text 96
finding files
entering search criteria 56
using Get Info 54
using the Find Document command 56
First Page command 43, 62
focus, changing 70
Folder directory 46
folders
adding a Favorite 52
creating on the PaperPort Desktop 50
deleting 108
displaying contents on PaperPort Desktop 46
dragging items into 49
removing a Favorite 53
ways to file items 48
forms
filling in with Mark-Up tool 97
freehand annotation
adding/customizing 89
See alsoannotations
Freehand tool 40
function keys
description 12
disabling 13
enabling 13
F10 12
F11 12, 14
F12 12
F5 12
F6 12
F7 12
F8 12
F9 12



preferences 13
scanning directly to
a word processor 12
an image editor 12
fax software 12
the Page Viewer 12
the PaperPort Desktop 12
the printer 12

selecting ScanDirect target application 12
setting the image editor function key 14
setting the word processor function key 14

using with ScanDirect 12, 13

G
Get Info command 55
Get Info data

adding 55

using in a search 56
GIF file

importing 102

saving as 105
Go to Page command 43, 62
graphics, importing 99
grayscale images

bits 24

scanning 28

H
handle 87
help

PaperPort 1
Hide Annotations command 95
Hide Tool Bar command 41
Highlighter tool 40
highlighting

information 87—88

opaque 88

See alsoannotations

icons
annotation 40, 80
Link Bar 110
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image

adjusting 71-77
with Picture Wizard 72
yourself 74
changing brightness 30
cropping 83
darkness/lightness 30
fine-tuning 67-77
removing black edges 30
scanning to get the best image 29
sharpening the focus 70
straightening 30

image editor
file formats, selecting in preferences 124

function key 12
linking 125

scan settings 20
sending an item to 125
setting function key 14
setting preferences 124

imaging mode

See scan modes

Import command 101
importing

a Windows file 101

by drag and drop 100

DCX file 101

formats 101

from other applications 6, 99
GIF file 101

graphics 99

JPEG file 101

other formats 6

PICT file 101

See alsoopening

TIFF file 101

using the Import command 101
using the Open command 102

item

deleting 107
find file by searching 54

locating on computer 53

Index



moving thumbnails 36

renaming 48

saving 104—107

scanning color and grayscale 28
scanning to a target application 2
See alsodocument

sending to image editor 125
viewing 33

viewing list of 37

J

JPEG file
importing 101
saving as 105

L
Last Page command 43, 62
Line Width command 90
lines
changing width 90
customizing 90
drawing 90
link applications supported 110
e-mail 116
fax 115
other 127
Link Bar
basic steps to use 112
deleting links 129
description 110
displaying horizontally or vertically 126
E-mail icon 111, 116, 117
Fax icon 111, 115
launching applications from 110
managing 125—130
OCRicon 119
overview 110
Photocopy icon 114
Printer icon 114
reordering links 130
show or hide using a function key 12
show or hide using ScanSoft menu 127

showing/hiding links 130

Index

starting and quitting 127

Word Processor icon 111
links

adding 127-129

command 127

deleting 129

e-mail preferences 117

fax preferences 115

image editor preferences 124

OCR preferences 120

printer 103

printer preferences 113

reordering 130

showing/hiding on Link Bar 130

using
e-mail 116—118
fax 115—116

from Macintosh desktop 112
from Page Viewer 112
from PaperPort Desktop 112
image editor 125
OCR software 119—123
printer 113—114
word processor 122
word processor preferences 121
Links command 112
Links submenu 112
Locate in Finder command 54
locating folders and items 53

M

magnifying page
Seezoom in/out

mail
See e-mail

Making Photo Copies scan mode 22

marking up
opaque/transparent 88
page 97—98

Mark-Up tool 40

moving
annotations 93

thumbnails 36



N
navigating

in a stack 42, 62

on the PaperPort Desktop 46
Navigation pane 46
Navigation pop-up menu 46
New Folder command 51
Next Page command 43, 62
notes

adding 85

collapsing/expanding 85

customizing 91-94

See alsoannotations

0
OCR
column formats, selecting in preferences 120
document, processing 122
improving quality 123
linking 119—123
PaperPort provided 111
processing only selected text 123
setting preferences 120
online Help 1
Opaque command 88, 90
Open command 39
opening
as a way to import 102
document
from Search window 58
in Page Viewer 39, 102
See alsoimporting
Overlay Windows command 42

P

page
adding annotations 84
cleaning 68
magnifying 41
reducing 41
reordering 63
rotating 70
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straightening 67
trimming 67
Page menu 43, 62
Page Navigator 42, 62
Page Setup 103
Page Viewer 38—41
adding annotations 84
arranging windows 42
closing an item 39
function key 12
opening items 102
opening multiple windows 42
overview 38
quitting 39
saving changes 39
scan settings 16
ways to display 39
PaperPort Desktop
arranging documents 36
function key 12
list of items 37
navigating between folders 46
overview 34, 46
preferences 100, 108
quitting 35
rotating page 70
scan settings 15
ways to display 35
PaperPort Writer 100
PaperPortDesktop/Page Viewer, changing view 43
PCX file
exporting 106
importing 101
opening 101
saving as 105
photocopy
function key 12
linking 113
scan settings 17
Photocopy link 113
PICT file
exporting 106

Index



importing 101
saving as 105
Picture Wizard command 72
picture, adjusting
Seeimage
Pointer tool 40
predefined scan modes 24
preferences 121
converting documents 100
e-mail 117
fax 115
for deleting 108
image editor 124
OCR 120, 121
PaperPort Desktop 100, 108
printer 113
setting for function keys 13
word processor 121
Preferences menu 13
Previous Page command 43, 62
Print command 103, 114
Print dialog box 114
printer
function key 12
icon 114
linking 113—114
scan settings 17
setting link preferences 113
printing
item 113
to PaperPort Desktop 100, 103
using a function key 12
processing an image to text 12, 122, 123

Q

quality, improvingimage
improving quality 29
Quit command 35, 39, 127
quitting
Link Bar application 127
Page Viewer application 39
PaperPort Desktop application 35

Index

R

Remove folder from Favorites command 53

removing

annotations 94
Favorite Folder 53

renaming items 48
reordering links 130

resizing annotations 93

resolution

about 24
in PaperPort Writer 103
selecting 26

Rotate commands 70

rotating, with annotations 70

S

Save As command 104—107
Save command 104

saving document

automatically 104

changes in the Page Viewer 39
in different formats 106

in different location 104

with different name 104

scan modes 21—29

best for
articles 22
color and grayscale 22
printing 22
small print 22
use with OCR 22
creating new 24, 26
customizing 26
deleting new 28
description 21
examples of use 23
file size and speed of scan 21
selecting predefined 24

scan settings

custom 26
dialog box 30
displaying using a function key 12
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examples of modes 23
for other applications 21
function key 12
predefined modes 25
selecting 14—21, 26
selecting for
e-mail 18
fax 18
image editor 20
Page Viewer 16
PaperPort Desktop 15
Photocopy 17
printer 17
word processor 19
ways to display 14
Scan Settings dialog box 11
ScanDirect
choosing a target application 10—14
function keys 12
scan modes 21—29
scan settings 11, 1421
ScanDirect To menu 2, 11
scanner
setting to scan a color item 28
scanning
color and grayscale image 28
color images 20, 22
directly to a target application 2
example items 2
improving image quality 29—32
items 9—29
items as a stack 66
modes 21
Multiple Page option 15—19
to a target application 10

to a word processor using a function key 12
to an image editor using a function key 12

to fax software using a function key 12

to the Page Viewer using a function key 12
to the PaperPort Desktop using a function key 12

to the printer using a function key 12
using the Scan Settings dialog box 11
using the ScanDirect To menu 11

v

Scanning Pages dialog box 66
ScanSoft menu
choosing ScanDirect To 11
displaying scan settings 11
setting preferences 13
searching for items
See finding files
Select All command 93
selecting section of a page 40
Selection tool 40
copy as text 123
copying and pasting 81
cropping 83
Sharpen Picture command 70
SharpPage 24
Show Link Bar command 127
Show or Hide Link Bar function key 12
Show Tool Bar command 41
sorting, item list 37
stack
copying 65
creating
using drag and drop 60—61
using the Stack command 61—-64
when you scan 66
definition of 60
finding a page 62
navigating between pages 42, 62
reordering 63
unstacking pages 63
Stack command 61
starting
Link Bar application 127
Page Viewer application 39
PaperPort Desktop application 35
Storing Photos scan mode 22, 28
Straighten Page command 3031, 68
Straighten Page tool 68

T

target application
choosing to scan to 2, 10—14
default on first use 10

Index



text YA
circling 40 zoom in/out 41
converting images to 119, 122
customizing annotations 93
highlighting 87
underlining 40, 88
TIFF file
exporting 106
importing 101
saving as 105
Tile Horizontal command 42
Tile Vertical command 42
tint
adjusting with Picture Wizard 72
adjusting yourself 75
Transparent command 88—90
trimming pages 67

U

underlining text 40
Unstack command 63
Unstack Current Page command 63

V
view
changing 43
description of 3
Page Viewer 38—41
PaperPort Desktop 34—37, 46
View by Icon command 37
View by List command 37

W

windows
arranging 42
moving 42

word processor
function key 12
scan settings 19
selecting file formats 121
sending a document to 122
setting function key 14
setting preferences 121
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