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Readiris 17

Welcome to the Readiris documentation.

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

The procedures described in this documentation are based on the Windows 7 and Windows 10 operating
systems.

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

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

For additional information about Readiris, open the Help menu. There, you have access to Getting Started
videos, a Knowledge Base, I.R.I.S. support, etc.

Readiris offers various features that come unlocked depending on the license number that is
purchased. Three editions are available: Readiris PDF, Pro or Corporate. This documentation describes
all the features available in the Corporate Edition. To verify what features are covered by your purchased
edition, please see the comparison table on our website at http://www.irislink.com/ril7table.

You can easily upgrade your license number if needed.

Introducing Readiris

Readiris is I.R.1.S.' flagship document recognition software. With Readiris you can scan paper documents,
open Microsoft Office documents, image files and digital camera images and turn them into fully editable

text documents and text-searchable PDF documents you can save, share and send to the Cloud. Readiris
supports a wide range of output formats, the most important ones being Microsoft Word, Microsoft Excel

and PDF.

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

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

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


http://www.irislink.com/ri17table

What's new in Readiris 17

Adding Annotations exportable in the PDF output format

An annotation associates an object such as a note, sound, or text with a location on a page of a document.

Readiris includes a PDF Annotations tab that allows you to add annotations in your documents before you
export them into a PDF format. That function can be useful in a revision process.

Among the annotation types supported is the Text to Speech (TTS) annotation.

Other Output formats than PDF do not support annotations. Those annotations are fully compatible with
Adobe Reader. The best result cannot be guaranteed with any another PDF viewer.

MP3 Output Format
A new available output format is MP3 (compressed audio format).

JPEG Output Format

The JPEG output format allows one page/image per file only.

Improved performances
A new OCR engine increases the quality and the speed of the character recognition.
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Copyright
© 2018 I.R.I.S. All Rights Reserved.

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

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

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

The Readiris logo and Readiris are trademarks of Image Recognition Integrated Systems S.A.
OCR and barcode technology by I.R.I.S.

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

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

iHQC compression technology by I.R.I.S.

Windows is a registered trademark of Microsoft Corporation in the United States and other countries.
All other products mentioned in this documentation are trademarks or registered trademarks of their
respective owners.

Patent Statements

Readiris is protected under these issued patents: US8068684; EP2143039; JP5501958B2; US8331706;

US8666185; US8995780; BE1022635; US8913836; BE1021013; US9058517; US9311558; BE1022630;
US8897600; US9183636; BE1022636; US8811751; BE1022166; BE1022562; US9798943; BE1024194;
US9836646; applied for by I.R.I.S. SA.

Third Party Software Acknowledgements

Readiris for Windows® utilizes third-party software subject to the licenses described below.

0SS

Description Version | License

Podofo* 0.9.5.0 |[LGPL, version 2
Freelmage 3.17 FIPL
Lame*(www.mp3dev.org) | 3.1 LGPL,version 2

Boost Boost Software License
Zlib Zlib License

Minizip Custom



https://sourceforge.net/projects/podofo/
https://www.gnu.org/licenses/old-licenses/lgpl-2.0.html
http://freeimage.sourceforge.net/
http://freeimage.sourceforge.net/freeimage-license.txt
https://github.com/gypified/libmp3lame
https://www.gnu.org/licenses/old-licenses/lgpl-2.0.html
http://www.boost.org/users/license.html
http://zlib.net/zlib_license.html
http://www.winimage.com/zLibDll/minizip.html

Readiris 17

Pugxml MIT

Freetype Freetype License

Commercial Software Products or Components

Description

Aspose PDF for .Net

Aspose Words for .Net

BCGControlBar

*Since the free library is subject to the LGPL, it is possible for any user to modify, recompile or replace the
free LGPL library (here, podofo.dll and libmp3lame.dll) and use its modified version with Readiris.
Disclaimer

The content of this document was created and arranged with the utmost care.

I.R.I.S. SA assumes no responsibility for the accuracy, completeness and timeliness of the provided
content.


https://pugixml.org/license.html
http://git.savannah.gnu.org/cgit/freetype/freetype2.git/tree/docs/FTL.TXT

Section 1: Installation and Activation

System Requirements
The minimum system requirements to install and run Readiris are:

Component

Requirement

Computer and

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

Note: when your computer is equipped with a multi-core processor, Readiris uses the

processor multiple cores to achieve faster processing.

Memory Minimum 1 GB RAM. 2 GB RAM is recommended.
Minimum 400 MB free hard disk space*.

Hard disk

1 GB free hard disk space is recommended.

Operating System

Windows 10, Windows 8.1, Windows 8, Windows 7, Windows Vista, Windows XP (as of
Service Pack 3). All 32 or 64 bit.

Windows 7 or higher is recommended.

Other

Internet connection for the download version and the software activation.

Note: some scanner drivers may not work under the latest version(s) of Windows. See
the documentation supplied with your scanner to find out which platforms are
supported.

*During the installation the required disk space is double because of temporary files that need to be stored.




Section 1: Installation and Activation

Installing Readiris

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

To install Readiris:

Download your software package on http://www.irislink.com/softwaredownload.
If your Readiris was bundled with IRIScan scanners, make sure to download the software package of
your scanner: it will include Readiris.

Double-click the installation file to start the Installation Wizard.

Select the installation language and click OK.
Accept the terms of the license agreement.
A complete installation is selected by default.
In case you only want to install certain recognition languages:
e Select Custom and click Next.

e Click the down arrow in front of Languages and select This feature will not be

available.
All languages are now unselected.

Click on an icon in e kst below to dhange how a feature is installed,
Feature Desciption

{ S ST T S T T I S

=) This feature will be installed on local hard drive.
=B This feature. and all subfeatures, will be installed on lecal hard drve,

This feature will not be available.

e Now click the down arrow in front of the language(s) you want to install, and select This
feature will be installed on local hard drive.

Click Next and follow the on-screen instructions.

Click Finish to complete the installation.
The submenu IRIS > Readiris in the Windows Programs list is created automatically by the

installation program.
The installation program also creates a shortcut to the Readiris application on the Windows desktop.

f.

2

Readiris
Corporate 17
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Activating Readiris

Once you have installed Readiris you need to activate it.

Note: Unactivated copies of Readiris allow you to convert a maximum of 150 pages during a period
of 10 days, for documents of 10 pages maximum at a time (trial mode).

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

e You are prompted to activate Readiris. Click Yes to do so.
Note that an internet connection is required to activate Readiris.

e Enter the activation code you find on the label inside the product box.
Note: if you downloaded an electronic version, your activation code was sent to you by email.

e Then click Activate now to finish the activation.

You can also choose to start the trial if you do not want to activate Readiris at this time. Fill in
the form and click Continue. Next time you start Readiris you will be prompted again to
activate the software.

Readiris Corporate *

o Please enter your activation code
Activation code

# | have an activation code for this product

Getting Started The 34 digit activation code should be located inside the product box OR in the confirmation email sent while
- purchasing an electronic version of the software

Register

Tutorials For mare information ab%t the location, please follow this link: Where can I find my activation code ?

eedback

Buy now

# |I'd like to continue to use this product on a trial basis

* First Name | |

* Last Name | |

* Country/Region Belgium ~

* Email | |

=[ ]I agree to receive emails, software updates and product offers from LR.LS.

=[] IhavereadandI agree to the privacy policy Privacy Policy

* Reguired fields

Continue

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

activation.
Activate Readiris ﬁ

&n error occured in the activation process

Retry } ‘ Cancel ‘ | Manual Operation |

If errors keep occurring, you might need to deactivate your firewall and try again. Consult the Windows
help file if necessary. To do so, press F1 on your keyboard while you are on the Desktop.



Section 1: Installation and Activation

Software Registration

Once you have activated your software you can also register it.

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

To register Readiris:
e Click the Help tab.
e Click Register Readiris.

Home PDF Zones Page Cloud Setup View Settings

o

K

U8 ¥ © 8 2 B2 e

User Getting Product Knowledge Aska Search for About Readiris Register Feedback Online
Guide Started Support Base Question Updates Corporate Readirik Store

Help Product

e Fill in the Registration form and click Register now.
Note that an internet connection is required to register.

Register your Readiris software

Receive user tips and products tutorials

Online Registration Form Why Should You Register Your Software
Country/Region = ; Free Software updates
yITes Belgium - « {Keep your version up-to-date)
First Name = |
Exclusive membership offers and
Last Name = | V discounts
Company
Email = Free technical support
mail «

Device Model | Hp ywebcam |

[]1 agree to receive emails, software updates and product offers from LR.LS.

*[ ] IhavereadandI agree to the privacy policy Privacy Policy
* Required fields L\—y

Register now
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Search for updates

When you register your copy of Readiris you are entitled to free software updates.
To check if updates are available:
e Click the Help tab.

e Then click Search for updates.
Note: Readiris automatically checks for updates every 20 days.

Home PDF Zones Page Cloud Setup View Settings Help .

V8 % ©[@8 2?2 (22 w

User Getting Product Enowledge Aska Search for About Readiris Register Feedback Online
Guide Started Support Base Question gpdatesl:} Corporate  Readiris Store

Product

Help



Section 1: Installation and Activation

Uninstalling Readiris

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

To uninstall the application:
e Close Readiris.
e From the Windows Start menu, go to the Control Panel.
e Click Programs and Features.
e Then select Readiris from the list and click Uninstall.

~ Readiris 17 436 MB
R.LS. 16/03/2018
Maodify Uninstaél |

Note: On Windows 10, go to Settings/System/Apps & features. Select Readiris and Click Uninstall.

10
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Technical Support

If you register your copy of Readiris you are entitled to free technical support.
To access Technical Support:
e Click the Help tab.
e Click Product Support.
Home PDF Zones Page Cloud Setup View Settings Help .
D& % © 8 2 2@ @

User Getting Product Knowledge Aska Search for About Readiris Register Feedback Online
Guide Started Support EBase Question Updates Corporate Readiris Store

Hel Product

From the Help menu you can also access Getting Started videos and a Knowledge Base, ask us a question,
etc.

11



Section 2: Getting Started

Using Readiris for the first time

To run Readiris:

e Double-click the Readiris icon on the Desktop.

Or start Readiris from the Windows Programs list:
e Click Start > All Programs > IRIS > Readiris.

l Intel
Bors

. |.R.L5. on the Intemet

" Readiris Corporate 17

ha Uszer Guide

12
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Exploring the interface

The Readiris interface looks as follows:

Readiris Corporate - C:\Program Files (x86)\Readiris 17\Samples\autoformat.jpg (page 1 of 2)

PDF Zones Page Cloud Setup View Settings Help

Document Language 3D Correction -
= o IT 2 - 8- B-
English (USA) -+ Adjust = o
Scan  From > 2 Text df docx xlsx Other
I Goemt Page Analysis Corrector C* Rotate + e o -
Acquire Tools Output File

Autoformatting

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

OCR process does more than just The various levels of
p p . formatting are: creating body
your text, it can format it for text, retgining the word and
too! paragraph formatting and
creal

In a way, text recognition is becoming Creating body text means no

more and more page recognition or document formatting is applied: you

recognition... get a continuous, running
text. All formatting, if

Whether your OCR software reformats any, is done afterwards by
i < the user.

the recognized text or not is up to the user.

You can perform OCR because you just need 1f you retain the word and paragraph formatting,

the text, in which case you will edit and the font type, size and typestyle are maintained

format it yourself, and you can recreate the across the recognition. The justification of the

source document, including its formatting. paragraphs is also detected. However, no graphics
are captured and the col aren’t d -

the paragraph just follow each other etc.

“Autoformatting™ a facsimil
copy of the original document: the text
blocks, graphics and tables are recreated in
the same place and the word and
paragraph formatting are maintained

0 Delete Al

Activity

As a result, you get a true copy of your source
document, be it a compact and editable text
file, no longer a scanned image of your
document!

The interface consists of the following components and panels:

1. Ribbon

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

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

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

@ \_:, Document Language

English (USA) -
S5can From
- File EEQEA"$:5

Acqui I

Pages Page Analysis

Document 1 This feature analyzes the current page

and divides it into recognition zones.

Antofnrmatting

Note: should you want to autohide the ribbon, select the corresponding option in the View menu.

13



Section 2: Getting Started

2. Pages panel
Each page you scan or open in Readiris has its thumbnail displayed in the Pages panel.

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

The size of the thumbnails can be increased or decreased using the slider. This way the thumbnails can be
displayed over more columns.

To delete
o all pages, click Delete All.
e selected page(s), click Delete.

Pages v &

Document 1

[Fea-Tagtan

I Delete All || [ Delete

3. Activity panel

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

Note: the more cores your computer is equipped with, the greater the processing speed will be. Note
however that Readiris is limited to 4 threads, so more then 4 cores does not offer an advantage.

Activity X

14
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4. Scanned image

When a document is scanned or opened into Readiris, its image is displayed.

Autoformatting

The aim of “autoformatting” is to recreate a facsimile copy of

the original document.

OCR process does more than just
gnize your text, it can formar it for
too!

In a way, text recognition is becoming
more and more page recognition or document
recognition. ..

‘Whether your OCR software reformats
the recognized text or not is up to the user.
You can perform OCR because you just need
the text, in which case you will edit and
format it yourself, and you can recreate the

including its formatting.

The variocus levels of
formatting are: cmatinﬁ body
text, retaining the word and
para%raph formatting and
creating a facsimile copy.

Creating body text means no
formatting is applied: you
get a continuous, running
text. All formatting, if
any, is done afterwards by
the user.

If you retain the word and paragraph formatting,
the font type, size and typestyle are maintained
across the recognition. The justification of the
paragraphs is also detected. However, no graphics
are captured and the columns aren’t recreated -
the paragraph just follow each other etc.

s P )
A

copy of the u;ginal documenl:llhe text
blocks, graphics and tables are recreated in
the same place and the word and

: = AP

across the recognition.

Cell 2A Warden
[Cell 3A | $100,000 |

As a result, you get a true copy of your source
document, be it a compact and editable text
file, no longer a scanned image of your
document!

To view the analysis of the image into recognition zones, click the Zones tab.

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

15

Autoformatting

he aim of “autoformatting”
e original document.

is to recreate a facsimile copy of

O(fkpmms does more than just
your text, it can format it for
too!

In a way, text recognition is becoming
iore and more page recognition or document]
agnition. ..

Whether your OCR software reformats|
¢ recognized text or not is up to the user.
‘o can pu'f'crm OCR because you just need
text, in which case you will edit and
‘mat it yourself, nnd ynu can m_dn
its

e varicus levels of

rmatting are: c‘r.\eating body
text, retaining the word and
Dara%raph formatting and
creating a facsimile copy.

C'rgal:ing body text means no
formatting is applied: you
lget a continuous, rumming
text. ALL fcrrnat,r.;ng. if
any, is done afterwards by
the user.

If you retain the word and paragraph formatting,)
[the font type, size and typestyle are maintained
facross the recognition. The justification of the|
is also detected. However, no graphics|

fare captured and the columns aren't recreated -
fthe paragraph just follow each other ete.

e P P
#

2 L
leopy of the original document: the text
(blocks, graphics and tables are recreated in
fhe same place and the word and
3 = L]

lacross the recognition.

[Cell 3A | $100,000 |

aTesult, you get a true copy of your source|
ment, be it a compact and editable texy)
no Eﬂl\gﬂ' a scanned- image -of - your|




Section 2: Getting Started

Customizing the interface
The interface can be customized in several ways:

Autohiding the ribbon
To autohide the ribbon, select the corresponding option in the View menu.

Hiding panels
In case you want to hide the panels completely:
e Click the View menu.
e Clear the Activity box if you want to hide the Activity panel.

( Readiris Corporate - C\Program Files (x3&)\Readiris

Home PDF Zones Page Cloud Setup

O\ [] Auto Hide O
= Fit to Width Activity

Magnifying ) Reset
Glass  1:15ize M

Zoom Panels

e Or click the cross on the panel to close it
Moving the panels around
The panels do not have fixed positions. They can be placed anywhere inside the Readiris interface.
To move a panel:

e Double-click its title bar.

Activity X

e The panel appears in a reduced version in the middle of the interface.
¢ Now you can drag it to a different position, and expand it.
Home FDF Zones Page Cloud Setup View m
[] Auto Hide
0\ «s Fit to Width ] Activity O

Magnifying . Reset
Glass  1:15ize -

Zoom Panels
Pages g Autoformatting
Document 1 e The aim of “sutoformatting” is ts recreate a facsimile copy of

= B

| Delee Al || Dete |

21 e 1

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

16



RI_17 UserGuide_EN

Note: to undo any changes you made
e in the View tab, click the Reset button.

e in all other settings, you can restore the factory settings. To do so, click the Readiris button in the
top left corner, and then click Restore Factory Settings.

17



Section 2: Getting Started

Changing the user interface language

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

e Click the Readiris button in the top left corner or go to the tab Settings, then click User Interface
Language.

Readiris Corporate - C\Program Fileg

Page Cloud Sef

_-}i OCR Wizard

m User Interface Language

|4\) P
Advanced Se ]
IQ ‘ User Interface Language

[t _ —— Click to change the User
o Save Setting: Interface language

L
M
8

. |

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

Language

Enalish [English]
Arahic [aw =]
Brazilian [Portugués (Brasil)]
Chinese (Simplfied) (G0 CETE]
Chinese (Traditional) [BPIT @R8]
Czech [Cesky]
Danish [Dansk]
Dutch [Mededands

oK

Finnish [Suomi]

_ m of “autofom
French [Francais]

PN NN, DU e —

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

In order to scan documents in Readiris, your scanner must be configured correctly:
1. Make sure your scanner is connected to your computer, and switched on.

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

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

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

Scanner configuration in Readiris

Readiris will try to detect automatically an installed scanner, its driver and will do an automatic
configuration of any other needed settings such as resolution, paper format, etc.

The automatic scanner detection is currently possible for an installed I.R.1.S., Canon, and HP device.

For any other device, you have to do a manual configuration.

Automatic scanner detection
e This feature is activated when you click the Scan button
o the first time you use an installed scanner
or

o after a Restore Factory Settings operation

¢ A Scanner detection message is displayed.

o To confirm the automatic detection action, click OK.

Scanner model
Scanner
OK
Scanner model Format:
<undefined:> om
- Cancel
Scanner Model...
Configure...
i Scanner detection Ié
Contrast -
n _) Black-and-whit . .
Bighiness ) Grayscale Readiris will try to automahcall}r_detecltyour scanner.PIe?se connect your scanner,
= Color and be sure that the corresponding drivers are correctly installed.
darken lighten
[ Optimize resolution for OCR . oK ] l Cancel ‘
[7] Scan another page after 10 5|s8

= | i
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Section 2: Getting Started

When clicking OK, Readiris starts the matching process. It tries to match the installed scanner with
a scanner model or profile of the list of validated scanners in Readiris.

For the time being, this list consists mainly of Canon, HP and IRIS devices.

If Readiris detects a match, it proposes the corresponding scanner profile in the Scanner
modelwindow.

In this example, a Canon MF416dw MFP device is configured and Readiris proposes Canon MF410 series

rf

Scanner model

Scanner
Scanner model S
Scanner Model...
Resolution:
solution FlLa
Contrast - I:‘ Autt
U (7 Black-and-white [ClAD
Brightriess () Grayscale 0 I"_W
0 (7 Colar [
| Fp
darken lighten
.. . [C] Sm
[ Optimize resolution for OCR [ Du
[7] Scan another page after 10 - second(s) ClFa
- =

-
Canon MF510 series (TWAIN)

Canon MFB20C seres (TWAIN)

Canon MF720C seres (TWAIN)

Canan MFBH00C Seres (TWAIN)

Canon MultiPASS C20 (TWAIN)

Canon N1240 (TWAIN)

Canon NE&46L TWAIN)

Canon NE7OU [TWAIN) |
Canon NE7EL (TWAIN)

Canon P-150 (User Interface) (TWAIN)

Canon P-150M {User Inteface) (TWAIN)

Canon P-215 (User Interface) (TWAIN)

Canon P-21511 TWAIN)

Canon P-21511 (User Interface) (TWAIN)

Canon ScanFront Z20P (User Interface) (TWAIN)
Canan ScanFrort 300P (User Interface) (TWAIN)
Corel SC5I Pro (TWAIN)

Epson (TWAIN)

Epson GT 30000 (TWAIN Kofax VRS 4)

Epson GT-10000+ (TWAIN Kofax VRS 3)

Epson GT-1500 (TWAIN)

Epson GT-1500 (User Interface) (TWAIN)

Epson GT-2500 {TWAIN)

Epson GT-550 (TWAIN)

Epson GT-SB0 (TWAIN)

Epson Perfection 1240 (TWAIN)

Epson Perfection 1250 (TWAIN)

Epson Perfection 1260 (TWAIN)

Epson Perfection 1640 (TWAIN)

Epson Perfection 164050 with ADF (TWAIN Kofax VR
Epson Perfection 1650 (TWAIN)

||

Epson Perfection 1660 (TWAIN) i

Cancel

To confirm the proposed device as the current model to be used in Readiris, click OK.

If Readiris cannot find your scanner model, go to the Manual scanner detection section.

Readiris will, then, load the corresponding TWAIN driver installed on the system, and display the
Scanner setting window pre-filled with the scanner capabilities, such as resolution, paper format,

etc.

al

To start scanning, click OK.

r
Scanner I .
Scanner model
Canon MF410 series (TWAIN)
)
[ Scanner Model .. ]
[ Corfigure.. ]
Reszolution:
— Landscape
300 - AutoBExposure
©) Black-and-white [ ADF
(") Grayscale
@ Color Digital camera
Process as 300 dpi
| Smooth lori
Optimize resolution for OCR D:I:IW en colorimages
[ Scan another page ater 0 el [ Fast Binarisation
- [ ]
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For more information about the different scanner settings, see the topic Selecting the Scanner Settings.

Manual scanner detection

e If Readiris cannot find automatically your scanner model, select it manually in the Scanner model
list.

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

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

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

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

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

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

Scanner model

~
< Twain» <other models: (TWAIN Kofax VRS)
< Twain <other models=[")ser Interface)
Agfa DuoScan T1200 (TWAIN)

Agfa FotoLook (TWAIN)

Agfa FotoLook (User Inteface) (TWAIN)

Arfa Fotal ook 2 07 (MTWAINY

oK

[
(=1}
0
4]

e Once you have selected a scanner model, you must configure you scanner driver.

o Click Configure to select your scanner driver.

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

Scanner

Scanner model

<Twan: <other modeks>

| Scanner Model... |

Configure...

l-'Se-lezl: Sounce ér

Sources:

0 (3232

ed] 1.0 (32-32)
IRISCan Pro 5.60 (32-32)

IRIScan Scanrer 1.2 (32-22)

IRIScanErpressd £.10 (32-32)

SPCA152E Video Camera Device 1.0 (323

-2non M Jo0 se
HP HD Webcam [Fx

Note: you can also configure the scanner driver directly on the main toolbar. Just click the
down arrow beneath Scan and click Select Source.

e Once the scanner has been configured you can start scanning, using the default scanner settings.
For more information about the different scanner settings and how to change them, see the topic
Selecting the Scanner Settings.
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Section 3: Basic Document Processing

Basic Document Processing

Processing documents with Readiris is fairly straightforward when using a basic configuration. In this topic
we discuss which steps to take when doing such a basic configuration. For detailed information about all the
configuration steps, see sections 4 to 9.

Before you begin:
Select a Document Language from the drop-down menu in the Acquire group.

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

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

Document Language

English (U5A) =

Acquire B

Processing documents
Step 1: Scan or Open your documents
e Click Scan to scan paper documents with your scanner.

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

or

e Click From File to open existing image files.

&

Scan From
= File =

The images are displayed in the interface. If necessary you can modify the recognition zones, and also the
recoghized text. See the section Editing the Recognized Documents for detailed information.

Step 2: Select the Output Format and the Destination
e Select one of your favorite output formats from the Output File group.

Readiris Corporate - C\Program Files (x36)\Readiris 1"\5amples\autoformat.jpg (page 1 of 1)

Zones Page Cloud Setup View Settings Help
= Document Language = 3D Correction
= ] o IT 2 B - B-
= English [U54] = == Adjust ! - -
Scan  From - ) Text — doot pdf Hlsx Other
- File = Page Analysis Corrector - * Rotate - - - -
Acquire i Taols Output File
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e The 3 output formats you used most recently are displayed in the Output File group.

®lsx Other

- - -

Output File

For detailed information about the different output formats and the different formatting options, see
the sections Saving Documents and Selecting the Formatting Options.

e To select a different output format, click Other.

e To modify the settings of the selected format, click the down arrow beneath it, and then click its

settings.
B B B B

dou{ odt pdf Other

Microsoft Word "DOCK
WaordProcessor settings
Lsidnorn
Note that the first time you click an output format button, you are prompted to confirm or change the
output settings.

Output >

QK

[W] Microsoft Word 'DOCY" (*.docx) e

Cancel
Open after saving
(S Word 2016 w

| Save as File w Configure...

Password ] Paper size ] Way Audio woice ] Fictures ]
Layout l FDF options ] ¥PS options ] Options SpreadsheetML options ] Signature ]

() Create body text

() Maintain word and paragraph formatting

Ll
il &

%

@ Recreate source document

[ ]uze columns instead of frames

Insert column breaks

[ ] Add image a= page background

Help
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Section 3: Basic Document Processing

Select the Destination

e Select one of your favorite destinations from the Output File group. Click the down arrow, and then

click settings

duu{ |:||:It r:u:lf Other

Microsoft Word 'DOCK
|7 WaordProcessor settings n'r'n
/i M EEEwwi-

e The 3 destinations you used most recently are displayed in this group.

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

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

e Or select a Cloud application to send your documents to the Cloud.
Note that the connection to the Cloud applications must be configured correctly to be able to
export. See the section Sending Documents to the Cloud to learn how to do so.

e To modify the settings of the selected destination, click the down arrow beneath it, and then click its
settings.

Note that the first time you click an output format button, you are prompted to confirm or change the
output settings.

Output =

QK

Adobe Acrobat PDF Searchable Image (*.pdf) W

Cancel
[ ] open after saving

T Adobe Acrobat %

]
o
5
£

m

Save as File o

When you have gone through these steps, Readiris starts processing documents.

« Tip: In case you want more guidance while configuring Readiris, use the Wizard. The Wizard guides you
through each step of the configuration. See the section Using the Wizard for more information about each
step.

Saving the processing settings

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

In case you want to save a specific settings profile:
e Click the Readiris button or the tab Settings.

e Then click Save Settings and name the settings file.

24



RI_17 UserGuide_EN

Loading settings
e Click the Readiris button or the tab Settings

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

Restoring factory settings
e Click the Readiris button or the tab Settings

e Then click Restore Factory Settings.
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Section 3: Basic Document Processing

Using the Wizard

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

To start the Wizard:
e Click the Readiris button or the tab Settings, then click OCR Wizard.

\ OCR Wizard

Steps of the Wizard
Step 1: Select the image source.

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

During this first step you can also apply rotation options.
Select Page Deskewing if your documents are scanned crooked and you want to straighten them.
Figure Step 1

Scamner
9 Image files

Readiris can even comect the onentabon of badly scanned pages
and straighten pages that were scanned at an angle for you!

Ratation

90 deg dockwise
© Nene 180 deg
Automatic 50 deg counterdockwise
Page Deskewing

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

If you have already configured your scanner, your scanner model is displayed here. If it is not, see
Configuring your scanner and Selecting the Scanner Settings.

Figure Step 2

Let's set the scannes now.
Click the Change bution to modify the scanmner settings.

You should have the folowing values,

Iadal <Twain> <other models:
Reschdion 300 dpi

Format Letter th
=0 F _Cronge.._|
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Step 3: Select the Document Language of your documents.

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

Note: selecting the correct language is extremely important in order to obtain good recognition
results.
Figure Step 3
Set the document language.

The follawing language is cumently selecied

English (LUSA)
Sapandery languages

chlones

[ Change... |

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

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

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

Figure Step 4

Detesmine how you want be 2ave and format the recognition
result.

The follawing oplions are curertly ensbled,

Fomnat OpenidML
Paragraph Cn Change ..
Layoust Create body text

When you are done selecting the settings, click Next and then click Go to start processing documents.
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Section 4: Selecting the Recognition Options

Recognition Options

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

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

The recognition options are located in the Acquire group.

Readiris Corporate - C\Program Files x8eJ\Readiris 17\5amples\autoformat.jpg (page 1 of 1)

Zones Page Cloud Setup View Settings Help
— D Document Language IT £\ 3D Correction m ﬁ
= English [USA) - — Adjust L - L =
Scan From . Text ~ dox pdf Hlsx Other
< Filex Page Analysis Corrector ¥ Rotate - - - o
Acquire i Tools Qutput File

Below you find an overview of the different options.

Document Language

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

To select a different language:
e Click the down arrow right of the Document Language list and select the language of your choice.

Document Language

English (USA)

English (USA) -
Greek

Chinese (Simplified)

French

Other Recognition Options (Readiris Pro + Corporate)

Page Analysis

By default, Readiris executes the text recognition of your pages. However, the recognition can be turned off
on demand by unchecking the Page Analysis box. Simply turn the recognition on again by checking the
same box.

+| Page Analysis

[

ul

Acquire
Page Analysis

This feature analyzes the current page
I and divides it into recognition zones,

Note: when the automatic recognition is turned off, you can still define the zones manually or load a
previously saved template.
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Recognizing numeric documents

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

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

+ * / % :
plus asterisk slash percentage comma
sign sign

( ) - =
period opening closing hyphen equation
parenthesis parenthesis sign

$ £ € N

dollar pound sign euro sign yen sign
sign

To select the Numeric option:
e Click the expansion arrow on the Acquire group to open the Advanced Settings.

Document Language IT B 3D Cc

English (USA) M =+ Adj
= Text i Jus
Corrector © Rotat

Acquire ~ Tools

Advanced Settings

Click to access barcode and
l document processing options

e Click the Language tab and then, check the Numeric box.

Advanced Settings »e Li—hj

|Acquire| Font Type | Barcodes | Document Processing | Teaching mode | Language

[¥|Numeric

Numeric hd

Recognizing Western words in Cyrillic and Slavic languages and in Greek

When you are processing Cyrillic, Slavic or Greek documents that also contain "Western" words written in

the Latin alphabet - such as proper nouns, then it is recommended to select one of the available Language
pairs.

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

To select a Language pair:
e Click the down arrow right of the Document Language list.
e Then select the required language pair.
Example
Document Language
English (USA)
Bulgarian -~

Bulgarian-English
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Section 4: Selecting the Recognition Options

Speed vs. Accuracy(Readiris Corporate only)

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

« Tip: when you are processing low-quality images, it is recommended to set this feature to
accuracy. This yields markedly better results.

To access the Speed vs. Accuracy option:

e Click the expansion arrow on the Acquire group to open the Advanced Settings.

Document Language T 23D
English (USA) 2 =+ Ad)
L Text ) Jus
Corrector ©~ Rotat
Acquire ~ Tools

Advanced Settings

Click to access barcode and
' document processing options

e Click the Language tab.

e Move the slider to Speed for faster processing.

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

Speed Accuracy

i

Fonts

Other Recognition Options (Readiris Corporate only)

Recognizing Secondary Languages inside a single document

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

e Click the expansion arrow on the Acquire group to open the Advanced Settings.
e Click the Language tab.

e Check the boxes of the required languages of the Secondary languages list .

e Secondary languages that are unavailable for the selected main language are grayed out.

Advanced Settings

Acquire  Font Type Barcodes Document Processing  Teaching mode  Language
[JMNumeric

French w

Secondary languages
Oafaan Cromo - %
Oafrikaans
Oalbanian
Arabic
OAsturian
Caymara
Oazeri (Latin)
Ealinese =7
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Recognizing Arabic Documents

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

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

e Click the expansion arrow on the Acquire group.
e Then select Arabic from the main language list. The Fonts button now becomes available.

Recognition

Fonts...

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

Fonts

Use multifont engine

N

e Select the fonts you want to recognize in the left column, and move them to the right column by
clicking the right arrow.

Lise multifont engine

Available fonts Selected fonts
Alarabiya (IRIS) N Arialunicode (IRIS)
&L Mohanad (IRIS) Kofi (IRIS)
CourierMew (IRIS) Y

MicrosoftSansSerif ([RIS)
MaskhCompaound (IRIS)
PTBoldHeading (IRIS) %

regaa (IRIS)

Tahoma (IRIS)

TimesMewRoman (IRIS) b

Note: when the multifont engine is selected, Readiris actually uses both the onmifont and the multifont
engine to do the recognition and then uses a voting mechanism to choose the best result. To favor the
multifont engine, move the slider to the right. Note that when you move the slider to zero, the multifont
engine will not be used.

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

Image Quality to solve this problem.
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Section 4: Selecting the Recognition Options

Advanced Recognition Options

Next to the document language, you can also configure other, advanced options that play an important role
in the processing of documents, such as the Font type and Character pitch for instance.

To access the advanced recognition options:

e Click Advanced Settings on the Acquire tab.

Document Language T £ 3D
English (USA = =+ Adj
glish (USA) Tet fjus
Corrector © Rotat
Acquire E Tools
Advanced Settings

Click to access barcode and
' document processing options

Or
e Click the Readiris button and click Advanced Settings.

Readiris Corporate - C

Page Cloud Setup

g
=
*

=4 OCR Wizard 4

m User Interface Language

Advanced Settings
o g

Cﬁj SauESeiian @ Advanced Settings

Click to access barcode and
* document processing options
o Load Settings

Or

1. Click the tab Settings and click Advanced Settings.

Home PDF Zones Page Cloud Setup View

Settings
@ @
. ™ o g
User Interface Advanced | Load Save Restore Factory About Readiris %
d Language | Settings [Settings Settings Settings Corporate
Settings
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Acquire options

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

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

When you are processing a bunch of documents that do not have the same orientation, select Automatic.
In that case Readiris rotates the documents automatically in the right direction.

Note: make sure your documents are facing the right direction - meaning the text is facing the scanning
surface. Otherwise Readiris will not be able to rotate them.

Page Deskewing

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

If the Acquire options you selected do not generate the results you were hoping for, you can change them
manually after scanning/opening your documents. See Section 7: Editing the Recognized Documents to
learn how to do so.

Font type and Character pitch

Font type

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

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

Far out in the uncharted back

To select the font type:
e Click the Readiris button, and then click Advanced Settings.
e Click the tab Font type.
e The font type is set to Automatic by default.

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

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

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

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

To select the character pitch:
e Click the Readiris button, and then click Advanced Settings.
e Click the tab Font type.
e The character pitch is set to Automatic by default.

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

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

iowa iowa

Important: these document characteristics do not apply to Asian, Hebrew or Arabic documents.

Barcodes

How to process barcodes is explained in the corresponding How to section: How to recognize barcodes.

Document Processing

The Document Processing options are explained in the corresponding How to section: How to separate
document batches.

Teaching options

The Teaching options are explained in the section: Teaching Mode.

Language options

The Language options were already explained in the section Recognition Options.
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Section 5: Scanning and Opening Documents

Scanning Documents

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

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

camera and scanner currently available.
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Section 5: Scanning and Opening Documents

Selecting the Scanner Settings

Scanner model

Readiris proposes an automatic scanner detection. If your scanner model is not yet included in the list of
the supported scanners for the automatic scanner detection, you have to perform a manual scanner
configuration.

To select manually your scanner model, click Scanner Model to select your scanner profile from the list.
The scanner profile allows you to access features specific to your scanner. For example, automatic
document feeder (ADF). Settings that are unavailable for your scanner are not displayed or grayed out.

Scanner

Scanner model S o
<Twain’ <other models: amat:
e Cancel
Scanner Model...
Corfigure...
Resalution:
— Landscape
300 -
(7 Black-and-white [ ]ADF
Brightriess 3 () Grayscale Clinvert
{®) Color [ Digital camera
darken - lighten [ Process as 300 dpi
| Smoothi lori
Optimize resolution for OCR Mootnen color images
[ Scan another page after 10 2 |second(s) [ Fast Binarisation

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

If you do not find your exact scanner in the list, do not select a similar profile. Instead, select a universal
Twain profile. Different Twain profiles are available:

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

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

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

Scanner model

<Twain> <other models> A
<Twain <other models> (TWAIN Kofax VRS) oK

<Twain: <other models=[* ser Interface)
Aagfa DuoScan T1200 (TYFAIN)

Agfa FotoLook (TWAIN) -
Agfa FotoLook (User Interface) (TWAIN) Cancel
Anfa Fotnl ook 2 07 MAAINY

Configure

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

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

Select Sourcs é]

Saurces;

-2non MF ol sar J [d2-12)

HP HD Webeam [Feed] 1.0 (32-32)
IRIECan Pro 5.60 (32-33)

IRIScan Scanner 1.2 (32-33)

IRISeanExprassd £ 10 (3233

SPCA152E Video Camers Devioe 1.0 (32-3,

[ Carcl |
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Note: you can also configure the scanner driver directly on the main toolbar. Just click the down arrow
beneath Scan and click Select Source.

Contrast

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

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

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

Brightness

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

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

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

Optimize resolution for OCR

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

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

Scan another page after

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

Use the up and down arrows to determine after how many seconds you want Readiris to scan a new page.
Format
Click the Format list to define the size of the documents you are scanning.

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

Resolution

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

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

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

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

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

252 6 10 14418

252 6 10 14 18 22 36

Auto-exposure

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

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

ADF

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

Invert

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

Digital camera

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

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

Process as 300 dpi

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

Smoothen color images

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

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

Duplex

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

Fast Binarization (Readiris Corporate only)

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

« Tip: avoid selecting this option when scanning very low-quality documents.
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Scanning batches of documents
(This section applies to Readiris Corporate only)

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

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

Readiris supports up to 63 Watched Folders. Each watched folder can have a specific configuration. One
watched folder configuration can for instance generate Compressed PDF documents and export them to
Therefore. Another can generate RTF documents and export them to Google Drive, where they can be
edited. While yet another one can also send documents to a different instance of Google Drive, using
different credentials (user name and password) and settings (output folder, etc.).

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

e When you already have documents open in Readiris, the Watched Folder option is unavailable.
Either process or delete the documents to access the Watched Folder option.

To set up a Watched Folder configuration:
e Click the down arrow beneath the From File button.

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

D Document Language

English (USA)
From
File™
¥ From File

Watched Folder...

In the Watched Folder window, you need to define the following settings:

e Set up a new watched configuration.
e Click the corresponding button.

Watched Folder

Mew watched configuration...

Process subfolders Add time stamp to filename

Cancsl Help
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¢ In the Window Folder 1. : Select image file, browse for the input folder to
which you will scan the documents.

e Click OK to confirm.

If you want to change the input folder, click Select image folder.
Watched Folder 1:

Selectimage folder... Select Qutput text folder. ..
[JProcess subfolders [] add time stamp to filename
Select output format. ..
0K Cancel Help

e Select the output text folder (Skip this step if you want to save your output files in the
Cloud).

e Click the corresponding button to save your files on your computer
Watched Folder 1:

Selectimage folder... I:)S Select Output text folder...
[JProcess subfolers [] add time stamp to filename
Select output format...
QK Cancel Help

e In the Window Folder 1. : Select Output text folder, browse for the output
folder which must be different from the input folder.

e Click OK to confirm.
e Select the output format settings.

e Click the corresponding button to define the output format and destination.
Watched Folder 1:

Selectimage folder... Select Output text folder...
[Process subfolders [ add time stamp to filename
Select output format. ..
oK Cancel Help

e In the Output - Watched Folder 1., Select the output format, destination and

lay-outing options. For more information see Saving Documents and Sending
Documents to the Cloud.

e Click OK to confirm.
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« Tips:

o If you want Readiris to process the subfolders of a Watched Folder, then select
Process subfolders.

Note: when the Process subfolders feature is activated, it is not possible to use a
subfolder of an existing watched folder as watched folder in a new watched folder
configuration.

Example: in Configuration 1 you select Process subfolders and you use C:\Input as
Watched Folder. C:\Input has a subfolder called Batchl. In that case C:\Input\Batch1l
cannot be used as Watched Folder in Configuration 2.

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

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

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

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

« Tip: click Minimize to have Readiris run in the background.

Watched Folder

Watching folder ...
ChWatchedFolderlnput

Stop

Minimize

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

e Scan documents using your scanner's interface, or

e Move existing image files to the Watched Folder.
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Opening Image Files

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

Readiris supports the following image file and document file formats.

Image file format and document file format File extension
Adobe PDF * . pdf

JPEG images *.jpg, *.jpeg
JPEG 2000 images *.j2c, *.j2k, *.jp2
Microsoft Word documents *doc(x)
Microsoft Excel worksheets *xls(x)
Microsoft PowerPoint presentations *ppt(x)

Rich Text Format documents *rtf

Portable Network Graphics *.png
(Compressed and multipage) TIFF images * . tif, *.tiff
uncompressed and LZW, PackBits, Group 3, Group 4 and JPEG compressed

Windows bitmap *.bmp

ZSoft Paintbrush images *.pcx

To open existing image files:
e Click the From File button.

Home
= ‘_:, Document Lang
= English (US4
Scan  From
= File =

Acquire

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

Note: If your image file has been scanned in a low or unknown resolution, Readiris displays the following
warning:

[ @7 Readiris |

Optirnal OCR requires a minirnal resolution of 300 dpi. You are recammended to
rescan this document.

ok || Hep

Click Open anyway to continue with your image.

¢ Tip: click the Help button for pointers on how to obtain the best possible results with low-resolution
images.
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Opening options

When opening image files, several options are available:

Digital camera

Select this option to open digital camera images. Then, in the Home view, click the 3D Correction tool to

optimize them.

Smoothen color images

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

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

Process as 300 dpi

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

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

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

Page range
Use this option when you only want to open a certain section of multipage TIFF or PDF files.
Select All pages to open the entire document.

Or select Pages and indicate the page range.

Other ways of opening image files

Besides the From File button you can also open image files by dragging them to the Readiris interface.
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Processing Batches of Image Files

(This section applies to Readiris Corporate only)
When you are processing entire batches of image files, you can use Readiris' Batch OCR option.

e Click the down arrow beneath the From File button.

PDF Zones Page

— ‘_:, Document Language

= English [USA)
Scan | From
~  File~

"% From File

Pages Batch OCR...
Watched Fn:nlu:l[%..

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

e Browse for the input folder, where your image files are located.
e Click the Select the output format button to select the required output format, the formatting
options and the destination.

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

e Then, browse for the output folder, where your processed documents will be stored.

Skip this step if you want to send your processed files to the Cloud.

i
Batch OCR

Select image folder

Clsershjemith\ Dacuments Biroveess .

Select output folder
C M Uaeretjemith\ Documents |_ Broeses... J

| Process sublalders

T Chvanvite et fles

Dielete acans after recognition

Add time =tamp 1o filename

Lo ] [ cemes | [ he |

L —

e Then select the processing options:
o Process subfolders processes any underlying folders of the input folder.

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

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

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

e When you are done selecting the options, click OK to start processing documents.
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Teaching Mode

To improve the recognition results, you can use Readiris' Teaching Mode. By means of teaching you can
train the recognition system on fonts and character shapes, and correct the OCR results if necessary.
During the teaching process, any characters the recognition system is not sure of are displayed in a
preview window, in combination with the word in which they were spotted and the result suggested by
Readiris.

MNew Dictionarny: Ch\Users\Decumernts\Readiris. DUS

Other procedures that do not necessariby fall under this rubric, such
as h 2

* Angioplasty

3
Leam | Dontleam | Finish |
Delete ] | Lindo ] | Abort ]

[

A character Readiris is not sure of.

2[The word in which the character was spotted.

3[The solution how Readiris suggests to recognize it.

Teaching can substantially enhance the accuracy of the recognition system and is particularly useful when
recognizing distorted, defaced forms. Teaching can also be used to train Readiris on special symbols it is
unable to recognize initially, such as mathematical and scientific symbols and dingbats.

ATTENTION: teaching occurs during recognition. The teaching results are temporarily stored in the
computer memory for the duration of the recognition. Readiris will no longer display the trained characters
when OCRing the rest of the document. When a new document is OCRed, the teaching results are erased.
To save teaching results permanently, use the Teaching Mode in combination with a font dictionary.

« Tip: in case the recognition results still need to be edited afterwards, you can use the Text Corrector.
See the topic Editing the Recognized Documents for more information.

Accessing the Teaching Options
e Click Advanced Settings on the Settings tab
e Or click the expansion arrow in the Acquire group from the Home tab
e Click the Teaching mode tab.
e Check the Teaching Mode box.

Advanced Settings *

Acquire  FontType Barcodes Document Processing Teaching mode Language

(®) Mew Font Dictionary
(") Append Font Dictionary

(") Read Font Dictionary

Font Dictionary...
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Font Dictionaries

As stated above, it is recommended to use the Teaching Mode combined with a Font Dictionary, in order to
store the teaching results permanently.

When you are using the Teaching Mode for the first time and you have not created a Font Dictionary vyet,

select New Font Dictionary. Now enter a name for the dictionary in the window that opens, and click
Open.

Note: Do not modify the .DUS extension of the dictionary.

Note: Font Dictionaries are limited to 500 shapes. You are recommended to create separate
dictionaries for specific applications.

Dictionary lﬁ_T,H
Lookn: [ Libranes - 02 P B
=i % Documents )
o~ X =L

Music

\

RecentPlaces |’
! g Pnctufes
; < 7 Lib
Desktop
= |
1
Libraries

A

o

|FE e
s

Videos

Computer

"
w
Network
Fila name: Readrie DUS - [ Open

Files of type | Dictionary > Cancel

To use an existing Font Dictionary afterwards, either select Append Font Dictionary or Read Font
Dictionary.

When you select Append Font Dictionary, make sure to enable the Teaching Mode. In this mode Readiris
recognizes the characters shapes stored in the dictionary and adds the new teaching results.

When you select Read Font Dictionary, Readiris only recognizes the character shapes stored in the
dictionary but does not add the new teaching results, even if the Teaching Mode is enabled. Note however

that it can still be useful to use the Teaching Mode to check, and if necessary, correct the recognition
results which are not saved in the font dictionary.

Caution: make sure you do not open an existing dictionary while the dictionary mode is set to New

Dictionary. This will erase the contents of the existing dictionary and create a new one using the same
name.

Using the Teaching Mode

e When you are done configuring the Teaching and Font Dictionary options, open or scan your
documents.

e At the end of the recognition, Readiris enters the Teaching Mode.
The characters the recognition system is not sure of are displayed.

Mew Dictionan: ChUzers\Decuments\Readiniz. DUS

Other procedures that do not necessarily fall under this rubric, such
as h 2

* angioplasty

3
| Leam Dantleam | Finizh |
Delete Lindia Abod ]
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If the results are correct:

o

o

Click the Learn button to save the result as sure.

If you are not using a Font Dictionary, the teaching results are temporarily stored in the
computer memory, for the duration of the recognition. When you scan a new document, you
will have to go through the same steps again.

If you are using the New Font Dictionary option or Append Font Dictionary option, the
results are saved in the dictionary and you won't have to go through the same steps again.

Click Finish to save all solutions the software offers.

If the results are incorrect:

or

o

Type in the correct characters and click the Learn button.

Click Don't learn to save the result as unsure.
Use this command for damaged characters which could be confused with other characters if
trained. For example, the number 1 and the letter I have an identical form in many fonts.

Click Delete to delete characters from the output.
Use this button to prevent document noise from appearing in the output file.

Click Undo to correct mistakes.
Readiris keeps track of the last 32 operations.

Click Abort to abort the training.
All training results will be deleted. Next time you open or scan a document, the Teaching
Mode will start again.



Section 6: Adjusting the Image Quality

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

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

able to recognize them.

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

Example 1: text is too dark

blurred.
“Autoformatting” rocreates & facsimile
copy of the original document: the text
blocks, graphics and tables are recreated in
the same place end the word and
paragraph formatting are maintained
across the recognition.

Example 2: text is too bright

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

“Autoformatting” recreates  a facsimile
copr ol the original document: the text
blocks. graphics and tables are recreated in
the  same  place and  the word  and
paragraph — formatting  are  maintained

aeross the recognition

To improve the recognition results:

First make sure your documents have been scanned in a resolution of at least 300 dpi. If that's not
the case, re-scan your documents using a proper resolution.
See the section Selecting the Scanner Settings if necessary.

Click Adjust in the Home tab.
(The same command is also available on the Page tab).

I Home

Document Language

PDF Zones

English (USA)

File~ Page Analysis

From

25

nent 1

ormatting I

Acquire

Page

Cloud Setup View Settings

Help

IT £} 30 Correction h
~ =+ Adjust

Text — doot
Corrector =" Rotais'~ -
P Tools
-+ Adjust Image

Click this icon to access the image
adjustment options. They allow you
to improve the image gquality.
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Adjust Image tab

AdjustImage  Ignore Lines

Smoothen color image =
With some scanner models, reducing the
sharpness is neeced to recognize color and

P g Default
orayscale images.
Smocthening allows to separate the tewt from
the colored background

Dither remova
|:| Fast Binarsation
Brightness
lighten 128 darken
Contrast
low 215 high
Despeckle: off
1] 20

Help Ok Cancel

Smoothen color image

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

Dither Remove

For image files containing text in colored background and scanned in black and white, there is dithering
(i.e. black and white spots) in the scanned black and white file, that influences the OCR quality.

Due to the fact that during the dithering process a part of the image information is lost, the resulting image
after the dithering removal will not be the same as the original. However, the resulting image would
improve the OCR quality.

This tool can be used only on black & white images.

Fast Binarization (Readiris Corporate)

When you selected Fast Binarization in the From File options or in the Scanner Settings, the same option
is selected in the Adjust Image menu. This option is useful when scanning or opening many image files at
the same time, as it increases the processing speed considerably.
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When this option is selected, you cannot manually adjust the Brightness and Contrast options however.
Clear this option to be able to adjust them manually.

Brightness
Move the slider to increase or decrease the brightness of your documents.
Example 1: image is too dark

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

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

Verenigde Staten,
een antwoori te vi

Example 2: image is too bright

The image below is too light and results in broken text characters. The text is hardy legible.
v o kazdego
W T YIS
In this case you need to darken the image to obtain satisfactory results.
wyjscia kazdego
drawia, Ie ndasze

Contrast
Move the slider to increase or decrease the contrast between the text and the background.
Example

The image below results in broken text characters.
iA Look at International
Plannine the Future ...

Planning the Futu
In this case you need to increase the contrast to obtain satisfactory results.
A Look at International
Planning the Future......

Despeckle

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

To remove these little black spots, use the Despeckle slider. The more you move it to the right, the larger
the spots that will be removed.
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When you are done adjusting the image quality:
e Click Apply to preview the results.

o If the results are satisfactory, click OK. If not, change the settings again.

Ignore Lines tab

Advanced Settings >
Adjust Image
[ 1gnore vertical Iir& Apply
e =] =
— i Default

[ ]1gnore horizontal lines

ra

Help | oK | Cancel

You can use this option to remove vertical, horizontal or both types of lines from scanned black and white
images in order to improve the page analysis and facilitate the OCR .

Minimum length: minimum length of the lines to remove.
Maximum thickness: maximum thickness of the lines to remove.

Maximum gap: maximum line gap to close (in case of broken, interrupted lines).

Please note that this tool doesn't actually remove the lines from the output files.
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The recognized documents can be edited in several ways in Readiris. Not only can you rotate and deskew
the scanned pages, and edit their recognition zones, but you can also edit the recognized text in the Text
Corrector.

See the following sections for more information:

Modifying the Page Options

Editing the Recognition Zones

Using Zoning Templates
Using the Text Corrector
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Modifying the Page Options

e In the Pages panel, select the page that needs to be changed.

Pages 2 3

Document 1

Autoformatting

I Delete All || [ Delete

e Then click the Page tab in the main toolbar.

Home PDF Zones Page Cloud Setup View Settings Help

Delete Blank P = ) A Save Pict
|:I\ q m m m elete Blank Pages iﬁ =\ fw _‘g b Save Pictures

=
[+]] Include All Pages ™ |4} save Full Page as Image

Deskew 30 Rotate Adjust Print
m m m 1 @E{clude All PagES Correction -

Organize Tool Image Tools

Organize

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

Tools

e Click Delete Blank Pages to delete any blank pages you have currently scanned / opened in
Readiris.
Note: this option in not available if there are no blank pages among your documents.
Move the slider to determine which pages must be considered blank. The more you move the slider
to 'high’, the faster a page will be considered as blank.

¢ Click Include All Pages to include all pages in the output file.

e Click Exclude All Pages to exclude al pages from the output file.

Image Tools
Deskew

Click Deskew to straighten a page that was scanned crookedly.
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3D Correction
Click 3D correction to apply perspective correction on an image.

Note: obtaining the right perspective correction is essential to produce good recognition results. Readiris
automatically searches for the page borders or text alignments to determine which perspective correction

to apply.

Rotate
Click the down arrow and select how to rotate the page: left, right or upside down.
Adjust

The Adjust options allow you to adjust the image quality. See Section 6: Adjusting the Image Quality for
more information.

Print

This command prints the selected page.
Save as Image

On the Page tab you can also save your pages as images. This is explained in the section Saving
Documents as Image Files.

= Tip: If you want to modify the recognition zones, click the Zones tab. See the topic Editing the
Recognition Zones for more information.
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Editing the Recognition Zones

Introduction

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

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

Notice that each zone type has its own color.

Text zones Orange
Image zones Purple
Table zones Pink

*Barcode zones | Green

*Readiris Corporate only.

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

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

Example of recognition zones

Autoformatting

he aim of *autoformatting” is to recreate a facsimile copy of
e original document.

OCR process does more Thas jus
‘gnize your fext, it can format it 1
ou too!

Ina way, text recognition is becoming Creating body text means no
morc and more page recognition or documien omatting is applied: you
kecognition... et a continuous, ing
[Eext. All formatting, if
Whether your OCR software reformats| = ne afterwards by.

i pot is up o the user.

(ou can perform OCR because you just need I you retain the ward and paragraph
he text, in which case you will edit and  font
fformat it yoursclf, and you can rsssate the lacross the

de iy ling if it h

I
fare captured and the colums recreated -
fihe paragraph just follow each other etc.

“Autoformatting” recreates a Jfucsimil
apy of the original document: the fex
Iplocks, graphics and tables are recreated in|
[he same place and the word and|
paragraph formatring . are  maintained|
lcross the recognition.

[iell 1A |
‘Warden

ol 2| Wardan |
Cell 3A | $100,000

Modifying the automatic Page Analysis

The zones we discussed above are created automatically when you click the Zones tab . Note however that
this automatic page analysis is far from fixed. It can be modified in several ways. For instance, you can
manually create new zones, change the zone of existing zones, expand and reduce zones in size, change
the sort order, and so on.

Note: if you want to do text editing, use the Text Corrector.

To access the Editing and Layout options:

e Scan or open a document in Readiris.
e Click the Zones tab.

Page Cloud Setup View Settings Help

5 2 [H Delete Small Zones - Hs %1926 Y12 pixels
i T % ¥%:6.42 ¥:0.04 inch
=ly Delete All Zones %1631 ¥:1.0 mm

B Analyze Crop Sort i Select | Text  Picture Table Barcode Open  Save
. Clear Do Mot Detect Windows on Borders zone

ER
Copy
Paste PI

Clipboard Layout Editing Coordinates Template
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The Editing and Layout options
Below you find an overview of the editing and layout options in Readiris.

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

Manually drawing zones

In case Readiris missed any recognition zones you can draw them manually.
Note that barcode zones must always be drawn manually.

To draw zones:

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

k(1) L B ]

Select Text Picture Table| Barcode
Zone

Editing

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

Changing the zone type

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

e Right-click the zone you want to change.

e Point to Zone > Type, and then click the zone type of your choice.
JENITION 15 Decoming

|Creating body text means no

ignition or docum—* — pplied: you

Magnifying Glass s, running

Copy as Text tting, if
R software reform : terwards by
. View v
is up to the user.
cause you just nes Zone g Type PV Text
u will edit and the font type, size and Delete Picture
u can recregt; the across the _recuguitiun. R Table
1g its formatting. paragraphs is also detec S

are captured and the columns aren’t recreate Barcode

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

Changing the zone type of multiple zones simultaneously

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

e Click Select zone on the Editing group.

5 1) [ B

Select| Text Picture Table Barcode
Zone
Editing
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e Press and hold the Shift key while clicking the zones you want to modify.

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

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

Expanding or reducing zones
e C(Click Select zone in the Editing group.

5 1) [ B

Select| Text Picture Table Barcode
Zone

Editing
e Then click inside the zone you want to reduce or expand.

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

Changing the sort order of zones

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

e Click the Sort button in the Layout group.

The numbers now disappear from the zones.

PDF Zones Page Cloud Setup View Setti
B. Delete 5mall Zones I},

. @.Delete All Zones
Analyze Crop Sort )
Do Mot Detect Windows on Borders

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

Moving zones

e Click Select zone in the Editing group.

5 1) [ B

select| Text Picture Table Barcode
Zone

Editing

e Then click inside the zone you want to move, hold the left mouse button, and drag the frame to the
position of your choice.

Connecting zones

Suppose you have two text zones that belong together, and you want to turn them into one single text
zone. In that case:
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Select Text in the Editing group.

K Bl ) B [

Select | Text Picture Table Barcode
Zone

Editing

Then draw a text zone between the two zones to connect them.
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The two zones are merged into one.

Note that only zones of the same zone type can be connected.

Deleting zones

In case you want to exclude zones from the recognition:

Click Select zone in the Editing group.
Then press and hold the shift key and select the zones you wan

t to delete.

Right-click one of the selected zones, point to Zone and click Delete.
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Deleting small zones

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

To exclude these zones from recognition:
e Click the option Delete small zones.

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

PDF Zones Page Cloud Setup View Settin

s E. Delete Small Zones
=Mb [g), Delete All Zones
Analyze Crop Sort .
Do Mot Detect Windows on Borders

Layout

Ignoring zones on borders

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

In such cases it is recommended to use the option Do Not Detect Windows on borders. That way, the
border zones will be excluded from the recognition.

POF Zones Page Cloud Setup View Setti

) B.. Delete Small Zones

= @'Delete All Zones
Analyze Crop Sort .
»| Do Mot Detect Windows on Borders

%_ayn ut

Ignoring a certain zone

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

e Click Crop in the Layout group.

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

PDF Zones Page Cloud Setup View Setti

@.Delete All Zones

Analyze| Crop Sort .
+| Do Mot Detect Windows on Borders

% Layout

Note: you can also use this option to create Zoning templates, in case all your documents have a similar
layout. See the section Using Zoning Templates.

B' Delete Small Zones

59



Section 7: Editing the Recognized Documents

Recognizing the content of a particular zone

In case you only want to recognize the content of a particular text zone, and you don't need a fully
converted output document, then you can use the Copy as Text option.
e Right-click the text zone you want to recognize.

e Then click Copy as Text.

L o e war  wae

Magnifying Glass

n

I Copy as Text

c Wiews [
k|

u Lone B

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

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

To create a zoning template:
e Scan the first document.

e Click the Zones tab to edit the zones to your liking.
See Editing the Recognition Zones for more information.

e Then click Save to save the zoning template.

Online Store

Page Cloud Setup Wiew Settings Help

=b [k B. Delete small Zones & = 5 X2070 1i53 pixels = E
e .:.:.:.:.:["S = T | 630 V0.12 inch =) =
= =% [, Delete All Zones ¥:175.3 ¥:4.5 mm

e Crop Sort Select | Tewt Picture Table Barcode COpen = Save
v| Do Mot Detedt Windows on Barders z0ne
Template [’\‘?

I;t Sawe Layout

Autoformatting =

e Scan or open your documents in Readiris.

Layout Editing Coordinates

To use a zoning template:

¢ On the Zones tab, click Open Layout.
e Select the layout file of your choice.

e If you want to apply the layout to all the pages you have open in Readiris, select Apply layout to
all pages.

e Then click Open.
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Using the Text Corrector

The Text Corrector allows you to correct the recognition results.

To access the Text Corrector:
e C(Click Text Corrector in the main toolbar.

Note: the Text Corrector command is only available if you have at least one document open
in Readiris.

Settings Help

Home Zones Page Cloud Setup View

Document Language l =) 3D Correction
English [USA) - — Adjust
From . Text
Filew [ Fage Analysis CnrrectT% ¥ Rotate ~
Acquire F Tools
g n IT Text Comrector
ent 1 ~ Review the document befare

saving

mararener camal camacee and tha skt 00 es

How does the Text Corrector work?

The Text Corrector displays the recognition results of the currently selected page. The original image is
shown in the left-hand column and the recognized text in the right-hand column. The Text Corrector is
displayed in Portrait view by default, meaning the columns are displayed side by side.

To switch to Landscape view, where the columns are displayed on top of each other, select Landscape.
O *

Original Image
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The suspected words are marked in yellow in a red frame.
To correct a word:
e Click inside the recognized text column.
e Type in the corrections.
e Press delete on the keyboard to delete the unwanted results.

e You can also delete entire words and paragraphs by selecting them with the mouse cursor and by
pressing delete.

e To undo editing actions, press Ctrl+Z on they keyboard.

e To redo action you have undone, click Ctrl+Y.

Original Image

Autoformattiy |Auteformatting

The aim of "autoformatting" is to recreate a facsimile copy of

: the original document.
The fim! of “autoformatting™ is to recreate a facsimil gml

the original document.

T?‘.a OCF. procass doos mors than just recognize vour text, it can format it for yow too!

p— . - e Tha arareicse Tamrale oF

Note: images are not displayed in the recognition results, but will be included in the output
files of course.

Note: when you open a document that contains tables, a warning is displayed notifying you
that tables are displayed as plain text in the recognition results, but will also included in the
output files. The content of the tables is fully editable.

Note: right-to-left languages such as Arabic and Hebrew are not supported in the Text
Corrector.

e To switch to the next suspect word, click the corresponding button or press F3 on the keyboard.

Go ba the next suspect ward (F3) l

e To move to different pages, click the forward or backward arrows.

| | pagesorw [ > ]
e To zoom in or out on the original image and/ or the recognition results, use the corresponding zoom
commands.
l@ 125% :.

e To link the zoom levels of the original image and the recognized text and have a synchronized view,

click the following button.
=|Q) @

¢ When you are done correcting the results, click OK to confirm.

e To cancel all corrections you did, click Cancel and then select Yes to abort.
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Using Annotations
The 'Annotate’ Option allows you to add comments of various types on your document.

Warning:
Those annotations are supported and included into the final document when exporting to a PDF format
only. Optimal results are rendered with the PDF viewer Acrobat Reader. Good results with any other PDF

viewer are NOT guaranteed.

To access the Annotation tool
e Click the PDF tab in the Menu bar.

Zones View

Ey

Text To Watermark

Speech

Page

Cloud Setup

Settings Help

3 TMEeR 0 2T T |[omd som
= - a 17 July 2018 Horizantal [
Sticky Free  Web Audio File Highlight Underline Strikethrough Stamp pdf
note Text Link Record Attachment = =
Editing Markup Stamp Cutput File

e The Ribbon shows you the commands to add Annotations.

e A PDF Annotation Panel appears on the right hand side of the screen. This panel lists and shows
the annotations saved on the current page.

Page Cloud Setup View

Settings

Help

o ih\_ m Approved £ Configure
'EP?J l 1 T Cg = l ﬂ “—? T n 17 July 2018 Horizontal ,‘x,, C
Text To Watermark  Sticky  Free  Web  Audio Fila Highlight Underline Strikethrough Stamp pdf
Speech note Text Link Record Attachment = =
Editing Markup Stamp Output File
Pages f PDF Annotations
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To add an annotation on a page

See individually the supported annotation types for an

Text to speech
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Free text
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File attachment

Highlight, underline or strikethrough Text
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When saved, all annotations are associated with a creation date and the username of their author.
Depending on the annotation's type, those information can be shown on the output PDF document. It is the
case for Sticky notes and Audio records.

When a page is modified (rotation, text edition,...), the annotations are kept and repositioned or rotated if
needed.

To remove an annotation on a page

Three possible ways.

From the Annotation Panel, in the list:
1. Right-click on the Annotation type you want to remove. A context menu opens.
2. Select Delete

PDF Annotations R
Watermark
Watermark

Free Text

Free Text Delete
Highlight Edit...
Motherhood
entitled to special care and
OR, on the page:
1. Right-click the icon. A context menu opens.
2. Select Delete.
OR, using the keyboard:

1. Select the annotation icon on the page or in the annotations list
2. Press Delete

To edit an existing annotation on a page
Three possible ways.

From the Annotation Panel, in the list:

1. Double-click the Annotation type you want to edit. The Edition window opens.

OR
1. Right-click the Annotation type you want to edit. A context menu opens.
2. Select Edit....

PDF Annotations #

Watermark
watermark
Sticky note
Key note
Highlight
‘ Reading Mireo
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OR, on the page
1. Double-click on the icon. The Edition window opens.

To quit the Annotation tool
e Leave the PDF tab.

To export as PDF

e Click on the PDF button in the ribbon. The Save as dialog box opens.
For more PDF settings:

1. Click the down arrow beneath the pdf button.

pdf

2. Select PDF Settings.

Adobe Acrobat POF Searchable Image

PDF settings h F

Lk

Warning:

When selecting another format than PDF for export, a warning pop-up window is displayed: Annotations are
not supported by other formats than PDF.

The option 'In the future, do not show this message' can be selected.

Readiris L\\T

The selected output format does not support the POF annotations that you defined. POF annotations will
not be saved in the autput file.

[ ]In the future, do not show this message.

QK Cancel
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Annotation types
Text to Speech

A text-to-speech (TTS) system converts normal language text into speech. By using this type of
annotation, the text can be read out loud to you after the export as a PDF.

To add Text-to-speech to your document:

In the PDF tab:
1. Click Text To Speech in the Ribbon. An edition box opens.
2. Check Enable TTS. Click OK

3. The Text-to-Speech engine does the conversion (cf. the Activity panel). To show that the annotation
type is active, it appears in the PDF annotations panel and the icon of a loud speaker is displayed in
the upper right corner of the pages.

PDF Annotations bl

. Text To Speech

| Text To Speech Y
= N
aiar

the

' mil}

i Microsoft Zira Desktop - English (United States

Cancel
@ Help
Enable TTS
wiver
sotd | mlainine what the oslsting redlly mests, o who maiored it I

Default features:

e The Text-to-speech is added to all the pages of the document. As an option, you can disable it from
the PDF Export on the pages you have selected.

o From the Pages Panel, select the pages concerned, right-click to open a Context menu, then
select the option 'Disable TTS on this page'.

o From the PDF Annotation Panel, right-click on the Text To Speech type, then select the option
'Disable TTS on this page'. The annotation type is now grayed out.

Follow the same paths to enable again TTS on the page.

Pages ?

Document 1 -
utelormating |} S | A PDF Annotations

Exclude Page 1 -
.Texf
Delete Page 1

Delete

Mowve Page 1 Up Edit
Move Page 1 Down

Split here Disable TTS on this page

Hide Watermak on this page

Disable TTS on this page
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Note:

e The Text To Speech annotation is not reset when a new document is started.

o If active, the Text To Speech annotation is also added to PDF documents created in batch, in
watched folder mode or by conversion with the right mouse click in Windows Explorer.

Voices and languages
By default, Windows is using a 'voice' that comes with your Windows interface configuration

(Settings/Time & Language/Region & language/languages). For more voices and/or languages,
refer to the Windows Help.
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Watermark

The watermark annotation is a text drawn across a document’s page.

To add a Watermark:
In the PDF tab:
1. Click Watermark in the Ribbon. An edition box opens.
2. Check Enable Watermark
3. Define and edit your watermark
4. Click OK

PDF Zones Page Cloud Setup WVie Settings Help
s D e2 6 2T T B

\Watermark | Sticky | Free  Web Audio File Highlight Underling Strikethrough pdf
1 naote Teut Link Record &ttachmernt A
Editina Markup Dutput File
g 9 = PDF Annotations 4
Autoformattin ool
Watermark
The aim of “autoformatting” is to recreate a facsimile copy of
the original document.
OCR process docs more than just o

ize your text, it can format it for

too!
= || Enzhle Watermark

In a way, text recognition is becoming

more and more page recognition or document Tewut Watermark
recognition. .
Whether your OCR sofrware reformats () Horizontal
the recognized text or not is up 1o the user, (®) Dizganal
You can perform OCR because you just need
the text, in which case you will edit and
format it yourself, and you can recreate the
source document, including its formattig . I:D"““' "

Opasity

e
szl || [ Delms
.l|‘ty B x

(o] e

Edition options:
e Text definition
e Text orientation: horizontal or diagonal
e Text color
e Text opacity (from 0 to 100%)
e Text size (from 0 to 100%)

Default features of a Watermark:

e The text is a single line
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e The text is centered horizontally and vertically on the page
e The text font style is predefined

e The watermark is added to all the pages of the document. As an option, you can hide the
watermark from the PDF Export on the pages you have selected.

o From the Pages Panel, select the pages concerned, right-click to open a Context menu, then
select the option 'Hide Watermark on this page'.

o From the PDF Annotation Panel, right-click on the Watermark type, then select the option
'Hide Watermark on this page'. The annotation type is now grayed out

Follow the same paths to unhide the watermark on the page.

Pages 7

PDF Annotations o

Autoformatting =
T ST ———i— Exclude Page 2 Watermark
et l Delete Page 2 e '
— Move Page 2 Up LTIz
..",'.., Move Page 2 Down Edit...
Split here Hide Watermak on this page
1 ~  Hide Watermak on this page r—

To remove a Watermark:

1. Open the edition dialog box by clicking Watermark in the Ribbon or by double-clicking on the
watermark annotation in the annotation's list

2. Uncheck Enable Watermark

3. Click OK
Note:
¢ When exported into a PDF file, the watermark is permanent. It cannot be hidden when displayed
or printed.

e The watermark attributes are not reset when a new document is started and it is possible to set or
edit them even if there is no page imported in Readiris.

e The watermark is also added to documents created in batch, in watched folder mode or by
conversion with the right mouse click in Windows Explorer.
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Sticky Note

The sticky note annotation is a note that can be positioned anywhere on the page. It appears as an icon
and the text is attached to it. When you drag the mouse over the icon, the text content is shown as a
tooltip.

To add a Sticky Note:
In the PDF tab:
1. Click Sticky Note in the Ribbon.
Click on the page where you want the icon of the note to be placed. An edition box opens.
Select a sticky note type in the drop-down list.
Select a color for the sticky note.
Type your text in the text box.
Click OK

o U kA wnN

it
. . . [mh
7. You can move the position of your sticky note when it is selected and the move cursor appears K

Edition options:
e Icon Color

e Various sticky note types:

o Comment: with a speech bubble icon o

o Note: with an note symbol icon [%]

o Help: with a question mark icon .

o Key: with a key icon ?

PDF Annotations R

Autoformattlng s comer

[% Sticky note: Note
he aim of autnl‘urmn ing” is to t*écrcatc a facsimile copy of This is a Sticky note
/e original ? - . - Sticky note: Help
he OCE. pry Y cors: This is a help note
recognize yi .
you too! This is a key note J}ick‘y note: Key
This is a key note
In a way, te
e and maore pag
ognition. ..
Whether yo
recognized text

u ean perform O) cancel

text, in which ¢
mat it vourself.

¢ Text Content: the text is edited in the text box and is shown in the Annotations panel.

Note: The text color or text font of a Sticky note cannot be edited. It is not supported by the PDF format.
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Free text

The free text annotation is made of one or several text lines added on a document’s page.

To add a Free text:
In the PDF tab:
1. Click Free text in the Ribbon.
2. Click on the page where you want the free text to be displayed. An edition box opens.
3. Type your text in the text box.
4. Click OK

5. On the page, you can adapt the box size when the resize icon shows up (width or height ‘E or

both 'fm Drag your mouse around the border of the text box).

St
. . [ntd
6. You can move the position of your free text when it is selected and the move cursor appears R

Edition options:
e Text color (and callout line if selected)
e Text Font size
e Text alignment: left, center or right
e Free Text as a Callout. When Callout line is selected, a small 'tail' is attached to the text box. The
end point of that line can be dragged & dropped where you want on the page (thanks to the move

At

o L . . . .
cursor R ). When the end point is moved, the start point location is updated automatically to
prevent from the callout line to be drawn over the annotation text.

PDF Annotations o

multilingual OCR e

srrect language. The list of recognized characters varies
guage, and recognition is assisted by a linguistic database.
formation to validate good solutions and mark suspicious

uman

agcs
“Greek-Ei T

rds (prope L\@

FontSize | 10

lect the lan Aligrement () Left
ench occur (®) Center
red correctl O rght

Content: This is a free text sample

character s

7 '
age Recogn || Callbut line

:: http/fwwy |I| Cancel
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Default features of a Free text:

e The text is drawn on a semi-transparent white background. That way it is easier to read without
masking completely the content behind.

e The content of the free text can still be re-defined in the PDF export.
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Web Link

The web link annotation allows you to include a URL anywhere on the page.

To add a Web Link:
In the PDF tab:

1.

Click Web Link in the Ribbon.

2. Click on the page where you want the web link to be displayed. An edition box opens.
3.
4. Click OK

Type the URL in the text box.

&

You can move the position of the web link when it is selected and the move cursor appears

Edition options:

Text and Border color

PDF Annotations a

Web Link
_ www.mylink.com

rnized characters vdries
by a linguistic database.
ons and markgSuspicious

. Colors...

URL

v m iRk, com

cter set |

. Cancel
r in Rus

Note: Only the web link box appears on the page, the text is invisible. When you drag the mouse over the
box, the URL is shown as a tooltip. In the PDF export, the cursor turns into a hand icon to indicate there is
a URL to click on.

74




RI_17 UserGuide_EN

Audio Record

An audio record annotation is a short sound recording embedded in the file.

To add an Audio record:
In the PDF tab:
Click Audio record in the Ribbon.

1.

N o u kWD

Click on the page where you want the icon of the audio record to be placed. An edition box opens.

Select a icon type in the drop-down list.

Select a color for the icon.

Record your audio annotation by using the recording buttons.

Click OK.

You can move the position of your audio comment when it is selected and the move cursor appears

Edition options:

e Icon types: a loud speaker Dor a microphone ﬁ

Icon color

Recording buttons:

o Record: Click Record for the system to start the recording.

o Stop: Click Stop to stop the recording or the playback.

o Play: Click Play to play the recording.

formatting

natting™

<R

format it for

is bacoming

I document

wre reformats
the user.
w1 juadt e

lit aned

PDF Annotations

Audio Record
is to recreate a facsimile copy of

1
-‘E II]:I) _Spezker W ‘ Calors. ..

&

o Record Stop Flay

g8

Ty

‘:Ii oK Cancel

w

e font type, site amd lypestyle are maintsimed I

Default features of an Audio record:
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e The internal microphone (built-in) of your PC is used to register the audio records. Please refer to
the Sound settings or Device Manager if you wish to change the device for sound input. The
Windows help can provide you with more information.

?

Flayback Recording Scunds Communications

Select & recording device below to modify its settings:

External Microphone
Caonexant 155T Audio

& Mot plugoed in

Internal Microphone
Conexant [55T Audio
Crefault Device

Sound Settings in Windows 10
To play an Audio annotation in the PDF export (Acrobat Reader):

1. Click on the loud speaker icon B The audio record is played on the default audio output of your
device.
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File Attachment

A File attachment annotation embeds a file at a selected location in your document, so that after the
exportation as PDF, the reader can open it for viewing. By attaching files as a comment, you can reference
longer documents that cannot easily be pasted into a sticky note or text box. To view an attachment, the
reader must have an application installed that can open the attachment.

To add a File Attachment:
In the PDF tab:
1. Click File Attachment in the Ribbon.
2. Click on the page where you want the icon of an attached file to be displayed.
3. The file browser window opens. Select the file to attach and click Open.
4. The Edition window opens. Click OK. The annotation is created.

St
. . o [aty
5. You can move the position of the icon when it is selected and the move cursor appears R

Edition options:
e Icon Color
e Icon types:

o Paper clip: ‘

o Pin: I

e Content/Comment: in some PDF viewers, this content or comment is shown when the mouse
cursor runs over the icon.

R 2T T B

File Highlight Underline Strikethrough pdf
| Attachment 2
Markup Cutput File
wryone has the right to rest and leisure, including reasonable limitation of working hours and PDF Annotations v
iodic holidays withpay. .
‘ File Attachment
srvone has the right to a standard of living adequate for the health and well-being of i

------------ Z:\MyProjects\Technical Writing

1self and of his family, including food, clothing, housing and medical care and Common| Test. bt

gssary social services, and the right to security in the event of unemployment,

ness, disability, widowhood, old age or other lack of livelihood in circumstances This is a comment to the

'ond his control., Annctation
therhood and childhood are entitled to special
sther bom in or out of wedlock, shall enjoy the '
‘ ‘ Clip o . Colors...
sryone has the right to education. Education shy
| fundamental stages. Elementary education sh File Z:\MyProjects\Technical Writing Common\Test, bet

fessional education shall be made generally ay
lally accessible to all on the basis of merit.

Content: This is & comment to the Annotation|
scation shall be directed to the full developmen
migthening of respect for human rights and fun
lerstanding, tolerance and friendship among al
11 further the activities of the United Mations fy

ents have a prior right to choose the kind of ed| Cancel
ldren.
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Highlight, Underline or Strikethrough Text

These text annotations consist in adding a graphical effect on existing text.

To highlight, underline or strikethrough some existing Text:
In the PDF tab:

1. Select one of the three markups in the Ribbon.

¢ T T

Highlight Underline Strikethrough

Markup

2. Create your highlight, underline or strikethrough text by selecting the text into the image view.

3. The Annotation is created as soon as the selection is done

Edition options:
e Markup color

¢ Content/Comment: in some PDF viewers, this comment is shown when the mouse cursor runs
over the marked text.

w PDF Zones Page Cloud Setup View Settings Help Online Store
B R TOe® 6 £ TEE

Text To Watermark Sticky Free Web Audio File Highlight Underline Strikethrough pdf
Speech note  Text link Record Attachment v
Editing Markup Output File
Pages 1 ' PDF Annotations B

- Autoformatting | i=-....

becoming more and more page
recognition or document

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

i i The various levels of formatting
e OCR process does more than just The various levels of T
ognize your text, it o focmat it for formatting are: creating body are: creating bodytext, .ref‘aining
ou too! aragra % %orma:t in ané the word and text, retaining the

graating-a lecalml e copy.- word and paragraph formotting

T8 WY, T8 Fecognition 18 bEcoming; c ting body text - and creoting o facsimile copy.
‘more and more page recognition or document; formattingis—applied+—you Striketh h
recognition. .. Get—a cORTIRUOWS, —EURRiRF trikethroug
textAll feormatting,if Creating body text means no
Whether your OCR software reformats any;—is—done—afterwards—by formatting is applied: you get a
the recognized text or not is up to the user. continuous, running text. All
You can perform OCR because you just need If you retain the word and paragraph formatting, formatting, if any, is done

) afterwards by the user.
g Calors...

In 3 way, text recognition is becoming more and mors page racognition (|

Content: |

= -t

‘ I Delete Al || [ Delete oK Cancel

Activity X . P 177 A

Note: For one same text selection, the type cannot be changed/edited after saving. It has to be removed
and recreated.
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Stamp

You apply a stamp to an e-document in much the same way you apply a rubber stamp to a paper
document. You can choose from a list of predefined stamps, or you can create your own stamps.

To add a Stamp:
In the PDF tab, go to the Stamp group:

Approved £ Configure
17 July 2018 30 degrees .
Stamp
Stamp

Select a Stamp from the list by clicking on the area showing the currently selected stamp.
2. Click on the page where you want the stamp to be placed.

You can move the position of your stamp when it is selected and the move cursor appears .

4. You can adapt the Stamp size when the resize cursor shows up (width <H}or height i . Drag your
mouse around the border of the stamp box).

Edition options:
In the Ribbon:

e Stamp orientation: you can choose among a list of predefined orientations: horizontal, 30 degrees,
45 degrees, 60 degrees or vertical

T m Approved £ Configure
I 1 17 July 2018 |3[:. degrees ﬂ .
jht Underline Strikethrough Stamp pdf
- Harizontal -
Markup Stam| 30 degrees Qutput File

45 degrees
- . ms
ive the Brain.a Break 5 dearecs
d beivig sucked under by the information mgpef
mh‘l.él THY ILAND: SOT vertical
'.'m-bn?:. ||u.|..r the fromt. | pondered. As does, sy_pf0ent gy the Londip Schodd @8 |
ek o elng s P 7y 2018

wi suck 18 the proportion

3t Birillab cantion that masy years
mesearch will ke required before.”

Sport offers muperh K materist
Yo can whiteout all thal ooschis
Iszfinre & mastch: smed most of what thes
1. SR sorp e, olome s th. schat the ol
s mvatier awsut why they leftfwon.
s the ovenl, shepid! I you've
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In the Configuration window:
1. In the PDF tab, go to the Stamp group, click on Configure.... The Configuration window opens.

Stamp ey

Approved A . Colors...
17 July 2018 [oratt |

- | sdate Stime |
Rejected 0
Rectangle e
Confidential ectongle with rounded corers
Arrow eto the IeFti

Paid N
Draft
17 July 2018 11:19

new remaove Cancel

Configuration Window for Stamps

2. Select a stamp from the list on the left and choose your settings on the right:
e First line of text: free text
¢ Second line of text: free text. By default, some predefined stamps show the current date
on the second line. The latter can be edited.
¢ TIP: to add the current date or current time to your stamp, you can type in those
predefined variables:

o $DATE: is replaced by the system date
o $TIME: is replaced by the system time

o« Font size of second line: a slider controls the font size of the text on second line.
e Stamp Color:
e Border type: 4 possibilities

o Rectangle

o Rectangle with rounded corners

o Arrow (to the left)

Note: for the Arrow type, the color choice will affect the stamp background, the text
color being selected automatically.

o No border
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Create a custom stamp or delete a stamp from the list:
A custom stamp can be defined at any time from the Configuration window.

1. In the Configuration window, click new at the bottom of the list to create a new custom stamp.
Edit.

2. Or, select an existing stamp and click remove to remove it from the list.

Default features of a Stamp:

e The stamps list is saved and remains available after Readiris is quit and restarted. The list is reset
when Restore Factory Settings is invoked.

e Editing or deleting a stamp in the predefined list does not affect the annotations of the same type
already in use.

e When a new stamp has been created, the font size of its second line and its border attributes are
used as defaults for the next created stamp.
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The documents you process with Readiris can be saved in a large number of output formats, ranging from
plain text files to fully formatted Word and Excel files, and also PDF and XPS files.

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

To select an output format:

e Click one of the popular output formats in the Output group on the Main toolbar.
The 3 output formats you selected most recently are displayed. When you use Readiris for the first
time, the 3 default output formats are .docx, .pdf and .txt.
For more information about the available output formats, see the section Available Output Formats.

e Click the down arrow beneath a format to configure its settings.

Home PDF Zones Page Cloud Setup View Settings Help
Document Language IT = 30 Correction h ’L ﬁ
English [LSA) - = Adjust ! ! .
From ) Text B doox pdf ®lsx Other
File= 0 Page Analysis Corrector L Rotate = - - -
Acquire = Tools Microsoft Ward 'DOCX
15 q ‘WordProcessor settings I
i A s T . . i
e Select the file extension in the first drop-down list.
Ll
Output —— .
[w] Microsoft Word 'DOCX' (*.docx) A

Microsoft Word "'DOCK' (*.docx) |
[w] Microsoft Word 'DOC' (*.doc)
[T] Microsoft Word 'RTF' (*.rtf)
-~ OpenDocument text (*.odt)
-~ OpenOffice.org Writer (*.odt)
[w] OpenxML (*.docx)
[T] Rich Text Format (*.rtf)
o WordML (*.xml)

e If you want the output file to be opened immediately after processing, select Open after saving.

e The applications you have installed on your computer and that are capable of opening the
selecting file format are displayed in the second drop-down list.

e Select the application of your choice in the list.

Open after saving

|@ Word (desktop) - ]
‘

= wordpPad

e In the third drop-down list you can select the destination.
The output files are saved as files on your computer by default.
You can also select a Cloud destination. For more information see Sending Documents to the Cloud.
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Output =4

Ok

Adobe Acrobat PDF Searchable Image (*.pdf) W

Cancel

[ ] open after saving

7L Adobe Acrobat %

Save as File v Configure. ..

e Select the formatting options on the tabs at the bottom of the screen.

Note: only the settings that apply to the selected format are available. For more information see
Selecting the Formatting Options.

e Click OK to convert and save your documents.
e When Readiris is done processing, the Output File window opens. Now name your output file.

17 QutputFile %
Save in: | Libraries v| (I I g
=| Camera Roll
% = Documents
Cuick access w0 Git
JL? Music
l | Pictures
| Saved Pictures
Deskt
o B videos
Libraries
This PC
Metwark
File: pame: autaformat pdf w | I Save I
Save as type: Adobe Acrobat PDF Searchable Image w Cancel
[ ]open after zaving

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

Please note that the option Create one file per document exists only in Readiris Corporate where we
have the distinction between page vs document (i.e. possibility to separate and save pages in different
documents).
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Note: once you have saved your documents, they are not automatically removed from the Readiris
interface. This way you have the opportunity to change the settings, if necessary, and to save your
documents in other formats as well.

Appending PDF documents
You can add pages to existing PDF documents.
e Select PDF as output format.
e Click the PDF output format button.
e Select an existing PDF document and click Save.
e Readiris now asks you whether to append or overwrite the existing file.

e Select Append to add the pages to the document.

Readiris ot

Cutput file "autoformat.pdf™ already exists.
! k What would you like to do?

E Append i Qverwrite Cancel

Starting a new project in Readiris
To start a new project in Readiris:

e Click the trash can Delete All icon at the bottom of the Pages panel.
This command erases your document from Readiris so you can start a new one.

I Delete Al
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Available Output Formats

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

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

With Readiris you can generate 4 types of PDF files:

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

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

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

o PDF Text-Image (Readiris Corporate only). This file type is the opposite of PDF Image-
Text. It contains the original image in the background, and the recognized text on top of the
image.

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

o PDF Text (Readiris Pro and Corporate). This file type contains the recognized text, but
does not contain the original image of your document. Any images in the original document
are included as graphics in the PDF file.

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

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

e XPS

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

With Readiris you can generate 4 types of XPS files:

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

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

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

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

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

o XPS Text (Readiris Corporate only). This file type contains the recognized text, but does
not contain the original image of your document. Any images in the original document are
included as graphics in the XPS file.
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Note: Readiris can also generate hyper-compressed XPS documents. See the section Selecting the
XPS Options for more information.

RTF

RTF stands for "Rich Text Formatting". It is a free document file format developed by Microsoft Inc. to
facilitate document exchange. Most text processors, such as Microsoft Word, are able to read and
write RTF documents.

Again many levels of lay-outing are available. See the section Selecting the Formatting Options for
more information.

DOCX

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

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

DOC
Doc was the standard format used up Microsoft Word 2003.

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

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

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

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

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

Spreadsheet ML (xml)

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

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

XLSX

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

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

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

TXT

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

No Layout options are available for TXT files.

HTML

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

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

TIF

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

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

JPG

Jpeg stands for the "Joint Photographic Experts Group". It is a compression standard for digital
images that is optimized for use on the Internet. It offers a good ratio between image quality and
storage size.

Saving as JPEG format allows one page/image per file only.

EPUB

EPUB is a free and open e-book standard by the International Digital Publishing Forum (IDPF). EPUB
is designed for reflowable content, meaning that the presentation of the content automatically adapts
itself to the device on which it is opened. EPUB also supports fixed-layout content.

Note that Readiris only creates body text in EPUB files. Images are not included.

WAV / MP3
WAV stands for Waveform Audio File Format. It is a Microsoft and IBM audio file format.

MP3 stands for Moving Picture Experts Group Layer-3 Audio. That format uses data compression so
that it reduces the size of the file.

When you save the recognition results in those formats you can listen to the text thanks to a media
player (results as Text to Speech)

By default, Windows is using a 'voice' that comes with your Windows interface configuration
(Settings/Time & Language/Region & language/languages). For more voices and/or
languages, refer to the Windows Help.
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Notes:
e a number of older file formats are supported as well.

e RTF files created by Readiris can also be opened in the web-based office applications. When using

such applications make sure to select the layout option Retain Word and Paragraph
Formatting.
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Adding Properties to Documents

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

To add properties to documents:
e Scan or open your documents into Readiris.
Select the desired output format from the Output File group.

Make sure the option Save as file is activated in the selected output format settings.

[|_"| Save as File -

Click the selected output format button to save your documents.

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

File name: autoformat docx - m
Saveastype: | OpendML v [ Concd |
| Open after saving .

__|Ereate one file per page

| Create one file per dooument
(sutoformat_1.docx, sutoformat_2.dooe..) |

Subject:

epue |
%

e
Docurment Properties...

Title:

Authar: Lesar

Subject:

Keywards:

Creator: Aeadis Buld 5335
Producer: Aeadnis Build 5335
Company:

Manager:

Categony:

Cammert:

Deseriplion

| oo | [ ok | [ Cancel

IS

e Fill in the properties, then click OK to save them.
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Saving Scanned Documents as Image Files

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

To do so:
e Scan or open your documents in Readiris.

e Then click the Page tab:
o Click Save Pictures to save only the picture zones to an image file.
o Click Save Full Page as Image to save the current page as an image file, or;

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

Home POF Zones Cloud Setup View Settings Help
MR [a] Delete Blank Pages g ﬂw T %A Save Pictures
[+ Include All Pages == f4} Save Full Page as Image
jl |;‘| 1 Deskew Rotate Adjust Print
. ﬁ]gx’clude All Pages Cﬂrremnn -
rganize Tool Image Tools

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

Snw.-Fu"Pageu:]mag: ! E
Savein: [ Librenes - e [
';..? :.b n.:'_:'-lmﬂlﬁ | Music
| RecentPlaces e V Library
-. E—; Pictures i Videos
B Library Library
Desktop <
=
Libraries
lk
Computer
@
Metwark
e v
e (00 2 o]
7] Grayscae / Calor
0 L
loasst best
.

e Depending on the image format you select, a JPEG quality slider may be available. With this slider
you can determine the quality of your image files.
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Selecting the Formatting Options

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

Home PDF Zones Page Cloud Setup View Settings Help
D Document Language IT 2, 3D Correction h a
English [LU5A] - == Adjust =
From ) Text - doot pdf ®lsx Other
File= 0 Page Analysis Corrector L Rotate - - - -
Acquire e Tools Microsoft Word ‘DOCK
15 o ‘WordProcessor settings |
i . ", N . .

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

Output >

Ok

[w] Microsoft word 'DOCK’ {*.docx) o

Cancel

Open after saving

Word 2015 v
" Save as File ~ Configure...
Password ] Paper size ] Text To Speech ] Pictures
Layout POF options ] ¥P5 options ] Options ] SpreadsheetML options ] Signature

Layout Options

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

General Options

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

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

SpreadsheetML Options

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

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

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

XPS Options

When generating XPS documents, only the specific XPS Options are available. These include bookmarking
and iHQC compression.
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Section 9: Saving Documents

Paper Size

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

These options are available for most RTF output formats.

Pictures

The Pictures Options determine how the pictures will be presented in the output documents, e.g. in black-
and-white or in color. They also define their resolution.

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

Text To Speech

In the Text To Speech options you can select the voice and language in which the recognition results will be
read.
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Layout Options

The Layout Options play an important role when generating Word processor documents (.doc, .docx, .rtf,
.odt), Spreadsheet documents (.xml, .xlsx) and Web page documents (.htm). They determine for a large
part what your final documents will look like.

Below you find a description of what each Layout option does and examples of real documents. Also notice
the thumbnail on the right side of the window. It gives you a general idea of the document layout based on
the Layout option you select.
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Note: the Layout tab is of course unavailable when you select PDF, XPS or TIF as output format.
PDF and XPS are fixed-layout formats and by default re-create the original layout of the document.
And TIF is an image format, on which no recognition is done.

Note: if any Layout option is unavailable for the output format you selected, this means the option in
question is not supported.

Layout | SCFaptions | ¥PS opbons |I{x}ﬁam | Spreadshest apticns
Create bady text

Maintain word and paragraph formattng

& Recreabs source documernt

Usa columng instead of frames

| Add imape a= page badwground

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

Example of body text

5l

-g‘ R NI R 2 NI NI N N NI I M N & M N 7 MR 1 R &R I I 1 RO 1 N R 2 <

»

- Givethe Brain a Break

A device to avoid being sucked under by the information maelstrom

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

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

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

The font type, size and type style are maintained across the recognition process.
The tabs and the alignment of each block are recreated.

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

Pictures are not captured.



Section 9: Saving Documents

Example of word and paragraph formatting

§\1w2w-awzsws\.5\7.\3\.gw1n-w11w-12w13w14|15w15

" Give the Brain a Break

A device to avoid being sucked under by the information maelstrom

IF THERE'S ONE PART OF THIS MAGAZINE I TRY HARD NOT to read it's the section we call Numbers, near the front. My
it (I dare to write this because she's on vacation) has the knack of culling statistics which some mental nicotine makes yousuck in
couples who live in what used to be called sin (32); the amount paid at auction for an Eric Clapton guitar ($497.500): the estimate =
in the world annually (9 billion): or how high the pile would be if Bill Gates stacked his wealth in $1 bills (25,000 km). °

The option Recreate source document tries to stay as close to the original layout as possible.

o

o

o

The text blocks, tables and pictures are re-created in the same place as the original.
The word and paragraph formatting are maintained.
Hyperlinks are re-created too.

Example of a re-created source document

]

. ‘w-1-w2-|‘3-w‘4‘Esw‘5‘1‘7-w‘9‘1‘9‘w-1u‘|‘11w-12‘|‘13‘w-14‘|‘15‘w-15‘|‘17d-19-w19‘w-2u-

Tiyr ¥« i « oYl
Give the Brain a Break
A device to avoid being sucked under by the information maelstrom

F THERE'S ONE PART OF THIS MAGAZINE I TRY world live i some form of slavery. That needs to be stored and

dered. doe: gby the London School of
Ennnmms&a(fmmdlunﬁnhh:htldrnlemp verty,
e elativathongh tatis. This knowledgs can't ba DNKad

ihe halfly
of factoids the impostance o

eqmmsl il asaaam)
ble with this fun is that it leaves s
can't do soms plumbing to

Esic Clapton had a ZSGOﬂLm 1112
guitar, and 32 of Dutch couples sam
$497,500 & year. The only curs for this
condition of factoid overlosés sort of
neusonic plague which is set to be the
use nfmemsld.lnes; in the 215t

be those with the capasi
Internet surfing from &

R R R R (AR IR DRk AN T - SRS SR SR - TR TR

nd implant thers an imag-
smaller than the dlets key

The option Use columns instead of frames creates columns instead of text frames to
position the information on the page.

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

Note: should Readiris be unable to detect columns in the source document, then frames
are still used as substitute solution.
¢ Tip: use this option when generating Word documents.

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

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

The option Add image as page background places the scanned image as page background
beneath the recognized text.
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Note: this option increases the file size of the output files substantially.
The format PDF Text-Image modifies PDF files in the same manner.

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

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

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

= | Paper sipe |
layout | FPOFoptons | XPSoptions ——

+| Merge Ines into paragraphs

| Indude pictures

Maintain colors of text

Maintain colors of baduground

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

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

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

Clear this option in case you only need lay-outed text.
e The option Maintain colors of text keeps the original color of the text in your source documents.
e The option Maintain colors of background recreates the background color of each document.

Note: in a spreadsheet application, this option recreates the background color of each cell.

A B Y
1
2 |CD-ROM Average access CPU
3 |Digital Versatile Disk e (meec) utilization (%)
4 |CD-ROM 29z speed 0 58.2
5 |CD-ROM 32x speed Al 721
B |DVD 58 789

7 |Tested on 333 MHz Pentium 11 with 64 MB RAM and 4 GB HD
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SpreadsheetML Options

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

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

Cuiput

U OperviML (= ) )
B Mcrosoft Excel (*.csv) '

Microsoft Excel 2007, 2010 (*.ds:
& Mcrosoft Excel UTFS (*.csv)
s Maosoft Excel Unicode (*.csv)

Layout | POE apticns ] PS5 ophions | .Upﬁms SpreadsheetML cplions

| lgnore all text cutside the tables
| Conwert figures inta numbers
@) Create one worksheet per page

Create one worksheet per table

e The option Ignore all text outside the tables saves the tables and ignores all other recognition
results.

All data inside the tables is recaptured; any data outside the tables is not.

Example image

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

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

Note that only figures inside tables are encoded as numbers.

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

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

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

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

This option is useful when processing tables of different sizes and different headings.
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Section 9: Saving Documents

Paper Size

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

Layout ] PDF options ] “PS oplions ] Options ] SpreadsheetMl options ] Signature ]
Password Faper size l Text To Speach ] Pictures ]
Applicable formats Exduded formats
[ae W 54 150)
2 : A4 landscape BS (ISO)
3 Legal Tabloid
4 : Legal landscape Ledger
5:A3 & [j“hEJ(Ea:uqu
61 Al landscape Letter
7 ¢ =Custom = = Letter landscepe
A5
A5 andscape
AB
9 Af Endscape
Default a Help

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

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

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

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

Note: when you select an output format or application that does not support images, then the
Pictures options will be unavailable in Readiris.

Below you find a description of what each option does.

layout | POFopions |  WPSaplions |  Optiors cpreadshectM aptions | Signatre
FNOrd | FOET ST | WAY Audio vioice Pichures

| Black -and-white images

(@) Mainkain scan resohution

Reduce resolution to: 15 opi
JFEG quality
[l
last best
Help '

¢ Black-and-white images

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

e Maintain scan resolution

This option is activated by default. Readiris generates the output documents in the same
resolution as your scanned documents. To verify in which resolution your documents have been
scanned, check the Scanner Settings. Or point to a page thumbnail to view its properties.

Pages .

Document 1

¢ Reduce resolution to:

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

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

¢ JPEG quality
Images stored inside PDF, XPS, Word and RTF documents are saved in the JPEG format.
Use the slider to adjust the JPEG quality.

e JPEG 2000 compression

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

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

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

To save documents as PDF documents:
e Select PDF in the Output group, and then click the down arrow beneath it to configure the settings.

Or if PDF is not displayed in the Output group, click Other.

B-

pdf

Adobe Acrobat POF Searchable Image

PDF settings h r

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

[] Adabe Acrobat PDF Searchable Image (*.pdf) -

Adobe Acrobat PDF Searchable Image (*.pdf)
Adobe Acrobat PDF Image (*.pdf)
Adobe Acrobat PDF Image-Text (™. pdf)
Adobe Acrobat PDF Text (*.pdf)
Adobe Acrobat PDF Text-Image (™. pdf)

“| Save as File -

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

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

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

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

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

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

Password ] Paper size ] Text To Speech ] Pictures ]
Layout PDF options l %P5 options ] Options ] SpreadsheetML options ] Signature ]
[] Creste bookmarks [ ] create POF/& full compliant files
[ ]Fast WEE View
[ |Embed fonts

PDF - inteligent High-Quality Compression

iHQC - Level III - Good size (Acrobat 6.0 and higher)

b oD

Help

Compress symbols

Wavelet compression

Create bookmarks

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

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

Embed fonts

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

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

Create PDF/A fully compliant files (Readiris Corporate)

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

Fast WEB View

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

PDF - intelligent High-Quality Compression

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

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

The PDF documents you generate with Readiris can be hyper-compressed by means of iHQC. iHQC stands

for intelligent High-Quality Compression, I.R.1.S.' proprietary, efficient compression technology. iHQC
is to images what MP3 is to music and what DivX is to movies.

To generate compressed PDF documents:

e Select PDF in the Output group, and then click the down arrow beneath it to configure the settings.
Or if PDF is not displayed in the Output group, click Other.

B-

pdf

Adobe Acrobat PDF Searchable Image

PDF settings h |_

e Select the required PDF type from the drop-down list.
Note that iHQC compression is unavailable for PDF Text and PDF Text-Image files.

[] Adobe Acrobat PDF Searchable Image (*.pdf) -

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

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

Adobe Acrobat PDF Text-Image (*.pdf)

| Save as File -

e Select the required compression level: there are three levels of compression.

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

POF - inteligent High-Quakity Compression

HGE - Lewel IT] - Gaod size (Acrobat 6.0 and higher) -
OC - Level 111 - Good sire [Acrabat 6.0 and b

HQC - Lewel III - Good qualty (Aoohat 5.0 and higher) s
HQC - Level II - Good size {(Aorobat 5,0 and higher)

HEQC - Lewel I - Good qualty (Aoobat &.0 and higher)

iHQC - Lewel [ - Good size (Acrobat 5.0 and higher)

HOC - Lavel T - Good quabty (Arebet 5.0 and higher)

{HOC - Custom {Acrobat 6.0 and higher)

Disabhe HQC compression

Notes:

In Readiris Pro you can select Level I - Good Size, and Level I - Good Quality.
In Readiris Corporate you have access to all levels of iHQC.
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Customized Compression (Readiris Corporate)

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

[ |Embed fonts
PDF - nteligent High-Quality Compression

JHOC - Custom (Acrobat 6.0 and higher) [
-
N =E).
[ e
i . 4 _._ O
Minimal size Maximal quality
Compress symbols
Wavelet compression
g Help

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

The option Wavelet compression is also selected by default. This option compresses images inside your
documents.
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Password-protecting PDF Documents
(This section applies to Readiris Corporate only)

The PDF documents you generate with Readiris can be password-protected. You can set a password to
open the documents, and a password that restricts modifications to the documents.

To password-protect PDF documents:

e Select PDF in the Output group, and then click the down arrow beneath it to configure the settings.

Or if PDF is not displayed in the Output group, click Other.

B

pdf

Adobe Acrobat PDF Searchable Image

PDF settings h F

oy

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

e Then click the Password tab.
Layout | POFoptions | ®PScoptons | Options | SpreadsheetMLophons | Shnatre |
Fassward | Faper sir= | WAV Audio waice | Fichures |
Open document passward
| Requine a passward to apen the document
Dacument open pastward

PermEsons

[f] Rastrict aditng and printng of the decument. A password wil be required ks change the permissions sattngs

Change permissions passward:

Pririting allavied: [M ,]
Changes alowed: lNune *]
| Enable copying of texk, images and other conbent r e ]

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

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

password.
The Readiris security settings are similar to the standard protection features offered by Adobe Acrobat.

Note that in Readiris the open document password and permissions password must be different.
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Digitally Signing PDF Documents
(This section applies to Readiris Corporate only)

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

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

To generate digitally signed documents:
e Select PDF in the Output group, and then click the down arrow beneath it to configure the settings.
Or if PDF is not displayed in the Output group, click Other.
e Select the required PDF type from the drop-down list.
e Click the Signature tab to access the signing options.
e Select Use this signature then browse for the signature of your choice.

Password | Paper size | WAY Audio voice
Layout |  POFoptions | XPS options '_ Options: | Spreadsheetr

Mo signatire

@ Lise this signatura:

| i |

T B S —

- Tips:

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

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

Click the Details button to display all available information on your current signature.
See the Adobe documentation for more information about certificates.

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

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

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

To save documents as XPS documents:

e Click Other in the Output group.

dcncx cndt pdf Dth

QOutput File

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

Output

| Microsoft Word 'DOC' (*.doc) v
[T] Unicode UTF-8 (*.bd) ~
S WAV Audio voice (*.wav)

o WordML (*.xml)
4y XHTML (*.htm)
</ XPS (XML Paper Specification) Image (*.xps)

]
</ XPS (XML Paper Specification) Searchable Image (*.xps)

</ XPS (XML Paper Specification) Text (*.xps)

</ XPS (XML Paper Specification) Text-Image (*.xps)

4 |

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

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

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

e XPS Text (Readiris Corporate only). This file type contains the recognized text, but does not
contain the original image of your document. Any images in the original document are included as
graphics in the XPS file.

¢ XPS Text-Image (Readiris Corporate only). This file type is the opposite of XPS Image-Text. It
contains the original image in the background, and the recognized text on top of the image.

Note: any recognition mistakes will be visible in this format.
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The XPS Options
Fasswaord Faper size ] WAV Budio woice
layout |  PDF options ¥Soptons | Options | Spreadshestii o

| Create bodkmarks

APS - inteligent High-Qualty Compression

iHQC - Level I - Good size -

Create bookmarks

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

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

XPS - intelligent High-Quality Compression

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

The XPS documents you generate with Readiris can be hyper-compressed by means of iHQC. iHQC stands

for intelligent High-Quality Compression, I.R.1.S.' proprietary, efficient compression technology. iHQC
is to images what MP3 is to music and what DivX is to movies.

To generate compressed XPS documents:

e Click Other in the Output group.

BB
dooct odt pdf D’th%
Output File

e Select the required XPS type from the drop-down list.
Note that iIHQC compression is unavailable for XPS Text and XPS Text-Image files.

[E] Microsoft Word 'DOC' (*.doc) v

[T] Unicode UTF-8 (*.txt)

S WAV Audio voice (*.wav)

4 WordML (*.xml)

4y XHTML (*.htm)

= XPS (XML Paper Specification) Image (*.xps)

XPS (XML Paper Specification) Image-Text (*.xps) ]
=/ XP5 (XML Paper Specification) Searchable Image (*.xps)

</ XPS (XML Paper Specification) Text (*.xps) ‘
= XP5 (XML Paper Specification) Text-Image (*.xps)

e

4[|

Select the required compression level:

For Level I there are two types of compression: Good Size and Good Quality. Good Size offers the

best compression, with a minimal loss of image quality. Good Quality offers slightly larger output files
with better image quality.

Password | Paper size | WaAN Audio voice
layout |  POF options ¥PS oplisns | Options | Spreadshest

| Create bookmarks

KPS - inteligent High-Cuality Compression
IHOC - Lewel I - Good size -

HOQC - Custom

HOC -Level T - Goad quality
Disable IHOC compresson

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

WP - inteligent High-Quality Compression

g s 2

Mirimal size Maximal quality
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The documents you process with Readiris can be sent to various Cloud applications. With Readiris Pro you
can send documents to Evernote, Dropbox, Google Drive, OneDrive and box. With Readiris Corporate you
can also send documents to Microsoft SharePoint, Therefore, IRISNext and FTP.

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

Important note: in order to configure a connection, you need a valid Dropbox, Google Drive, Evernote,
box, OneDrive, SharePoint, Therefore, IRISNext or FTP account.

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

Configuring the Connectors

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

( Readiris Corporate - ChWProgram Files [(x36)\Readiris Corporate 17h5amp

Home PDF Zones Page Cloud Setup View Help

¥ a LA 8§ o« m O U (@

Dropbox  OneDrive Google Evernote Box SharePoint Therefore |IRISMext FTP
Drive

Evernote, Dropbox, box, OneDrive, Google Drive

e Click Browse.
An OAuth Authentication window opens.

e Enter your credentials and click Sign in / Authorize.

e Select the option that allows IRISConnect to access your account.

me Ciash Authestifcation

Re-authorize IRISConnect to access your account?

oy Autharized IRISComnecL by aooess your accountan
Trairsay, Odoer 16 2014

W By cantinuing, pauwil re-uthonice IRISCannect for 1 paar

£5 2 any 1ime By going 1n Apsications Rievcke Arcess

IRISCEanect will be abis fo: IRIECranect will NOT be able ie:
o ek niphi, ki Baoi and s ¥ Dicliki: hrkabeainies and fags

« Lipdati naks, nofEsoais andiags * Arrens wooau nkmalon
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Example from Evernote
e Select the required folder.

Note: if you keep the following option selected "Ask for confirmation before exporting" you
will always need to indicate the export folder when processing documents. To avoid this step,
clear this option.

¢ Click OK to finish the configuration.
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Section 10: Sending Documents to the Cloud

SharePoint, Therefore, IRISNext

Enter your Username and Password.
Enter the SharePoint Server to connect to.
Then click Browse.

Select the required folder to export to.

If necessary, select Content Type.

Note: if you keep the following option selected "Ask for confirmation before exporting" you
will always need to indicate the export folder when processing documents. To avoid this step,
clear this option.

Click OK to finish the configuration.

Enter your Username and Password.
Enter the FTP address in the Server field.
Enter the Path if necessary.

Proxy host: if your FTP server is running behind a firewall that requires an SSL proxy to connect to
an outside server, enter the proxy host name in this field. If you can connect correctly to the
Internet from your computer, leave this field blank.

Sending Documents

Scan or open your documents, and select the required processing settings.
In the Output File group, click Other and select the Cloud application you configured.

W

doox odt pdf Dthu

- - *

Qutput File

Then click the required output format button to send your documents to the Cloud.
You are prompted to indicate where exactly on your Cloud system the documents must be exported.
Indicate the location, and then click on OK.

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

Browse... &_‘l‘

() Premier carnet de notes
) IC_TEST

) invoicel

() ICONN-361

() SUB_IC_TEST

7| Ask for confirmation before exporting

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

Filename:

Unitided

Unititled

oK | cancel |
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Sending Indexed Documents to the Cloud

(This section applies to Readiris Corporate only)

When sending documents to a Cloud location, Readiris automatically detects if the Cloud location has any
mandatory index fields that need to be filled in.

x Delete Item “.f'?SpeIIing...

*
Content Type Technical notes A
Name * Readiris .pdf
Title *

Example of mandatory SharePoint fields

To send indexed documents:
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Configure one of the Cloud connectors that supports indexes: SharePoint, Therefore or IRISNext.

See Sending Documents to the Cloud if necessary.

In the Output File group click Other and select the connector you configured.
Click OK.

Return to the Output File group, click the down arrow beneath the output file format you previously
selected and select User Index.

Note: If you leave the User index unselected, Readiris only displays any mandatory index
fields when sending your documents.

G« 8- B B

doc pdf ®lsx Other

- -

Microsoft Word 'DOC'
WordProcessor settings

User index Il “‘

Process your documents and click the desired output file format to send them.
The (mandatory) index fields are displayed on the Index tab.

@ Readiris - C\Users'
INDEX

File Mame | Untitled THEME

DOC-TYPE DATE

DOCID test-lde |Waluel W
LAMNGUE test-ldel

SERVICE test-lde2

Now you can either fill in the index fields manually, OR
Use Readiris' Drag-and-Drop recognition technology to fill them in:
o Click inside a field you want to fill in.

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

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

Click the desired output file format to send the indexed documents, or click Discard to start over.



How to

How to configure your scanner in Readiris

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

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

Note: the scanner should be physically connected to your computer with a USB cable. An Ethernet or

wireless connection may also be used if the Twain driver supplied by the manufacturer has been

engineered with that capability.

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

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

the documentation supplied with your scanner to find out which platforms are supported. If

necessary, contact your scanner manufacturer.

Scanner configuration in Readiris

Readiris will try to detect automatically an installed scanner, its driver and will do an automatic

configuration of any other needed settings such as resolution, paper format, etc.

The automatic scanner detection is currently possible for an installed I.R.1.S., Canon, and HP device.

For any other device, you have to do a manual configuration.

Automatic

scanner detection

e This feature is activated when you click the Scan button

o

o

the first time you use an installed scanner

or

after a Restore Factory Settings operation

¢ A Scanner detection message is displayed.

o

To confirm the automatic detection action, click OK.

Scanner model
Scanner
0K
Scanner model P L]
‘ormat:
<undefined:> e — —
h Cancel
Scanner Model...
Configure...
I ¢
Resolution: Scanner detection Ié
Contrast -
U _) Black-and-whit SRR S -
eadiris will try to automatica etect your scanner.Please connect your scanner,
Brightness SRS & be sure that th ting drive ty metolled,
0 ) Color and be sure that the corresponding drivers are correctly installed.
darken lighten

[T Optimize resolution for OCR
[ Scan ancther page after

=l |
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e When clicking OK, Readiris starts the matching process. It tries to match the installed scanner with
a scanner model or profile of the list of validated scanners in Readiris.

For the time being, this list consists mainly of Canon, HP and IRIS devices.

e If Readiris detects a match, it proposes the corresponding scanner profile in the Scanner model

window.

In this example, a Canon MF416dw MFP device is configured and Readiris proposes Canon MF410 series

a0

Scanner model

.

Scanner

Scanner model
<undefined:

Scanner Model ...

Fomat:

L.

Resolution:

esolution ElLdl
Contrast - FlAd)

Y ) Black-and-white [[AD
Brightness © Grayscale E h[;.v( |
[} () Color il |
. " [ Prod)

darken lighten
imi i [ 5mal
[] Optimize resolution for OCR Eloull
[7] 5can anather page after 10 = secondis) &l Faq 1
* B X

-
Canon MF510 seres (TWAIN)

Canaon MFE20C seres (TWAIN)

Canon MF720C series (TWAIN)

Canon MF2500C Series (TWAIN)

Canon MutiPASS C20 (TWAIN)

Canon N1240 (TWAIN)

Canon NE4EL TWAIN)

Canon NE7OU (TWAIN)

Canon NETEL (TWAIN)

Canan P-150 (User Interface) (TWAIN)

Canon P-150M (User Interface) (TWAIN)

Canon P-215 (User Interface) (TWAIN)

Canon P-21511 TWAIN)

Canon P-215l1 (User Interfface) (TWAIN)

Canon ScanFront 220F {User Inteface) (TWAIN)
Canon ScanFront 300P (User Interface) (TWAIN)
Corel SCS1 Pro (TWAIN)

Epson (TWAIN)

Epson GT 30000 (TWAIN Kofzx VRS 4)

Epson GT-10000s (TWAIN Kofax VRS 3)

Epson GT-1500 (TWAIN)

Epson GT-1500 (User Interface) (TWAIN)

Epson GT-2500 (TWAIN)

Epgon GT-550 (TWAIN)

Epson GT-520 (TWAIN)

Epson Perfection 1240 [TWAIN)

Epson Perfection 1250 [TWAIN)

Epson Perfection 1260 (TWAIN)

Epson Perfection 1640 [TWAIN)

Epson Perfection 16405 with ADF {TWAIN Kofax VR
Epson Perfection 1650 [TWAIN)

Epson Perfection 1660 [TWAIN) i

m

L]
i1}
]
!

=

e To confirm the proposed device as the current model to be used in Readiris, click OK.

If Readiris cannot find your scanner model, go to the Manual scanner detection section.

e Readiris will, then, load the corresponding TWAIN driver installed on the system, and display the
Scanner setting window pre-filled with the scanner capabilities, such as resolution, paper format,

etc.

Scanner model

QK
Format:
<Twain> <other modelss om
- Cancel
Scanner Model...
Configure...
Resolution:
= Landscape
300 -
() Black-and-white []ADE
Brightness 13 () Grayscale [ Invert
(®) Color [ ] Digital camera
darken - lighten [ ] Process as 300 dpi
Smoath lor i
Optimize resolution for QTR [ Smoothen color images
[] Scan another page after 10 % |second(s) [ ] Fast Binarisation
S
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e To start scanning, click OK.

For more information about the different scanner settings, see the topic Selecting the Scanner Settings.

Manual scanner detection

e If Readiris cannot find automatically your scanner model, select it manually in the Scanner model
list.

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

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

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

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

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

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

Scanner maodel

< Twain: <other models> P
<Twainz <other models: (TWAIN Kofax VRS) oK

< Twain <other models=[4)ser Interface)
Agfa DuoScan T1200 (TWAIN)

Adgfa FotoLoaok (TVWAIN)

Agfa FotoLook (User Inteface) (TWAIN)
Anfa Fotal ook 2 07 (TWAINY

[
n_l
[}
[41]

e Once you have selected a scanner model, you must configure your scanner driver.
o Click Configure to select your scanner driver.

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

Scanmer

Scanner model

<Twan> <other modelks>

| Scanner Model.. |

Configure...

l-'S.=-|E:I: Source ér

Sources;

-Enon MFJ0 S8y d [ 32-34)

HP HD Webseam [Fited] 1.0 (32-33)
IRISCan Pro 5.60{32-32)

IRIScan Scanner 1.2 (32-32)

IRIScenExpessd 6,10 (32-32)

SPCAT52B Videa Camers Devics 1.0 (323

Note: you can also configure the scanner driver directly on the main toolbar. Just click the
down arrow beneath Scan and click Select Source.

e Once the scanner has been configured you can start scanning, using the default scanner settings.
For more information about the different scanner settings and how to change them, see the topic
Selecting the Scanner Settings.
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How to obtain good recognition results

The "try again" triangle symbol indicates one or more problems with the recognition of your documents.

The quality of the recognition results depends on a number of factors and you're advised to check the
following points:

the document language

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

the quality of the scanned documents

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

the rotation of your image
Make sure the imported image has the right rotation. If not, use the Rotate tool in the Home tab.
the resolution of your imported images

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

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

Please note that an image of very poor quality will not be correctly recognized even after verification of the
above points.
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How to scan multiple documents

In Readiris there are a number of features that allow you to scan and process multiple documents easily in
Readiris.

Scanning multiple documents on a flatbed scanner
e Click the down arrow beneath the Scan button to access the Settings.

E ‘_:, Docul
Engliz
Scan | From

*  Filer  Pa

—= Scan

=5 Settings

Select Source...

e In the Scanner window, select Scan another page after and then indicate after how many
seconds the next page must be scanned.
This way, you avoid having to go back to your computer and click the Scan button inside Readiris.
You can simply replace the pages at your own pace and Readiris starts scanning the next page
automatically.

Scanner model Fommat: oK
<Twain? <other models: ormat:
- Cancel
Scanner Model...
Corfigure ...
Resolution:
i Landscape
300 v
() Black-and-white [ 1ADE
Brightness 13 (O Grayscale [ nvert
(®) Calor [ ] Digital camera
dark v licht [ Process as 200 dpi
arken ighten
Smoath lor i
Cptimize resalution for OCH [] Smocthen color images
[] 5can another page after 10 % |second(s) [ ] Faet Binarisation
[

Scanning multiple documents on a scanner with a document feeder
e Click the down arrow beneath the Scan button to access the Settings.
e In the Scanner window, select ADF (automatic document feeder).

This way you can scan one page after the other on your scanner and Readiris will keep up.
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How to process digital camera images

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

The Digital Camera option can be activated both in the scanner Settings and the From File options.
In the scanner Settings:

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

e In Readiris, click the down arrow beneath the Scan button, then click Settings.

e Click Scanner Model and select <Twain><O0Other models> from the list.

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

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

= Tip: if you don't have a Twain driver, you can always open your camera images From File.

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

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

In the From File options:
e Turn on your digital camera and connect it to your computer with a usb cable.
e In Readiris, click From File.
e Select the Digital Camera option.

e Browse for your digital camera's memory and select the files you want to open.

Note: after you have scanned or opened digital camera images, use the 3D Correction feature to optimize
them. See below.

Tips for taking pictures with your digital camera
e Calibrate the camera by photographing a white document (before using it with Readiris)
e Always select the highest image resolution.
e Enable the macro mode of the camera to take close-ups.
e Enable the document mode of the camera (if any).
e Only use optical zoom, not digital zoom.
e Hold the camera directly above the document. Avoid photographing documents at an angle.
« Tip: in case the angle should not be correct, you can correct it using the 3D Correction

feature. See Section 7: Editing the Recognized Documents > Modifying the Page Options > 3D
Correction.

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

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

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

(This section applies to Readiris Corporate only)

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

batch.

1 23456 78901 2 C o d e 1 2 8

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

To define which barcodes Readiris should recognize:

Click the Readiris button, and then click Advanced Settings.
Click the Barcodes tab.

Select the barcode types you want Readiris to recognize.

Advanced Settings lé
| Acquire | Font Type | Baroodes | Document Processing I Learn leg-wg:_
Symbalagy Werify check digit  Remeve check |~ Defoul

digit

7| EAn-13 4 4l

/| EAN-B 7 ol

7] MST-Plageay i 7]

7] MSI pharma i 7]

| UPC-A &= |

7] UPCE Fl |

7| Codabar 4 7|

J| Inilerleaved 2af 5 |

/] Code 33

7] Code 93 ¥ 7

7] Code 128 i 7|

]| POF-417 i s

7] uce-128 el o

J| kodak Patdh Code
| Code 33 extended |
J| Code 33 HIBC < ]

b

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

Recognizing barcodes manually:

Scan or Open your document.
Click the Zones tab.
Click the Barcode icon and draw a frame around the barcode.

OR right-click the barcode zones that are incorrectly recognized as image, then point to Zone >
Type and select Barcode.

Then go to the Output File group and configure the output settings to save or send your document.

Recognizing a particular barcode

In case you need to use the content of a particular barcode:

Draw a barcode zone around the barcode.
Then right-click inside the zone and click Copy as Data.

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

(This section applies to Readiris Corporate only)

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

Example

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

How to separate paper documents
With Readiris, there are two ways in to separate paper documents. You can do this by means of:
e blank pages

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

e cover pages containing a barcode

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

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

Readiris Corporate - C.

Page Cloud Setup

\\ OCR Wizard

_‘ User Interface Language

Advanced Settings
j]“ %
’:ﬁj save Settings @ Advanced Settings

Click to access barcode and

* document processing options
o Load Settings

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

Advanced Settings |t
_Acqt.ir:[ Fanit Type | Barcodes | Document Processing | Learn | Languags
: Document separation Help
Mo dooument separation

@ Detect blank pages

Dietect caver pages with a bar code

0.0
define aread zone
(irch): 0.0 0.0

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

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

= C(Click the Zones tab, and select Coordinates.

X464 Y103 pixels
¥:4.88 ¥:0.34 inch
¥124.0 Y:8.7 mm

Coordinates

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

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

The Recognition options

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

Recognition
@ Apply page analysis to cover pages
Apply layout to cover pages:

|| e cover pages i output documents

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

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

The Indexing options

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

Indexing
() M batch and decument index

@) Generate an XML index
| Indude text of cover pages in XML index

| Duplex scanning
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How to separate batches of image files
(This section applies to Readiris Corporate only)

When you are processing batches of image files and do not want Readiris to convert them into a single
output file, you can use the Split here command to separate them.

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

e In the Pages panel, indicate at which page you want Readiris to start a new document:
o Select the page.

o Then right-click it and click Split here.

Pages

Document 1

Autoformartfing

ek - Laglhk

Delete Page 3

Maove Page 3 Up
Maove Page 3 Down
Split here

o The document is split into two different documents.

Pages

Document 1

Autoformatting

S s e s gy

Document 2

o

Exclude Page 2
Delete Page 2
E| | Mowve Page 2 Up
= Move Page 2 Down
m Del i
v Split here
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Note: if you want the cover pages to be included in the output documents, select the corresponding
Document Separation options:

e Click the Readiris button

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

Acquire  Font Type Barcodes DocumentProcessing  Teaching mode  Language

Document separation Help

@ Mo document separation
() Detect blank pages

() Detect cover pages with a bar code

0.0
Define a read zone
(rmm): 0.0 0.0

Look for barcodes that
contain:

How to
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How to process low-resolution images

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

Tip 1

When scanning images of an unknown resolution or images of which the file header displays an
incorrect resolution, make sure to select the option Process as 300 dpi:

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

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

Tip 2

When scanning images with a digital camera, make sure to select the Digital camera option:
e Click the down arrow beneath the Scan button.
e Then click Settings.

e Select the option Digital Camera.

Tip 3 (Readiris Corporate only)
Make sure that favor Accuracy over Speed when processing low-quality documents:
e Click the expansion arrow on the Acquire group.

e Move the slider to Accuracy.

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

You can select one or more

o image files (.tif, .tiff, .jpg, .jpeg, .bmp, .png, .j2k, .j2c);

o PDF files (.pdf);

o Microsoft Office Word documents (.doc, .docx);

o Microsoft Office Excel files (.xls, .xlsx);

o Microsoft Office PowerPoint files (.ppt, .pptx);

o rtf files (.rtf)
in Windows Explorer and convert them to Word (.docx), PDF (.pdf) or Excel (.xIsx) by right-clicking
them.

@ Readiris » Convert to Word

El Convert to Excel

Restore previous versions
*oF  Convert to PDF

Send t L
enato ¥ Open with Readiris...

Cut

=

Select other output file formats - Change your configuration

%4 Settings

Click Open with Readiris option if you want to
e open your files directly in Readiris,
e select another output file format,

e change the settings of the selected output format.

Name your output file
If you selected
e one file, your new document will have the same name as the selected file.

e more than one files, Readiris will generate a single file containing the selected files with an
alphabetical order.

This new file will take the name of the folder containing the selected files.

The Save As dialog window opens when a file with the same name already exists.
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