OmniPage Pro 14
The Basics

1. Scanning Optical Character Recognition Program

a. Take a picture of the document

b. Zone the document (decide the correct order and what is text, table or graphics) 
c. Recognize each mark on the page as a letter, number, or punctuation.

d. Save the document for future retrieval and editing.

2. The Desktop
	a. Each area of the desktop can be viewed or hidden by going to the VIEW menu.

b. Toolbars can be viewed or hiding by selecting the options in the VIEW menu, TOOLBARS submenu. 

HINT: Select Large Buttons, Show Tool Tips and With Shortcut Keys checkboxes when first learning the program. 

c. Text Editor View can only be changed when a document is in the Text Editor Pane and it is active (dark blue title bar)

HINT: Select No Formatting or Retain Fonts and Paragraphs option in the VIEW Menu, Text Editor View submenu.  
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	d. Double click a suspect word in the Text Editor View to open the Original Image View.

	3. Tools Menu – Options

a. OCR – Select language 

b. Scanner – Select scanner, resolution, Prompt for more pages

c. Direct OCR – Select programs that can use OmniPage Pro (Adds, Acquire Text in the program’s File Menu)

d. Process – How pages should be processed. (Rotation of image, look for hyperlinks or headers, etc)
e. Proofing – Automatically start spell check after OCR.

f. General – Update detection

g. Text Editor – Measurement units (inches)

	


Simple Scanning Techniques
1. Automatic Scanning (123)

a. Select the options on the OmniPage Toolbar (1. Scan B+W, 2. Automatic, 3. Export to file)
b. Place document in your scanner 
c. Click on the 123 button on the OmniPage Toolbar.

d. Scan will capture the image of the document from the scanner, auto zone the page, run spell check and request a name for the finished document. 

e. You can add additional pages to your first page by clicking on the 123 button again. 

f. Keep saving your document with the same name (The two page document will replace the one page document, etc.) 
* When saving, make sure to select, “Create one file for all pages” 

* If you “Save each page as a separate file”, OP will place a 01, 02, 03, etc. after the name of your document.

* When finished, decide if you want to keep the original image as an OPD file (OmniPage Document – Go to the File menu and select, “Save OPD as”.)
2. Step-by-step Scanning (1 + 2 + 3)

a. Place document in your scanner

b. Click on the 1-Button (Scan Black + White)
c. Click on the 2-Button to perform OCR (Auto Zone and recognize text)

d. Click on the 3-Button to save your document.
* When saving, make sure to select, “Create one file for all pages” 

* If you “Save each page as a separate file”, OP will place a 01, 02, 03, etc. after the name of your document.

* When finished, decide if you want to keep the original image as an OPD file (OmniPage Document – Go to the File menu and select, “Save OPD as”.)

The Image Toolbar

(Manual Zoning Techniques)
1. Reason for manual zoning.

a. Text is not laid out top-to-bottom and left-to-right

b. There is text on the page that is not needed or you know it will not scan in correctly. (captions, graphics with text, table best done by hand, etc)
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	Process Background Tool – Used to auto zone large areas of the document image 

	
	Ignore Background Tool – Used to exclude areas of the document image

	
	Select Zone – Used to select zoned areas of the screed (change size, location, deltet)

	
	Draw Process Zone – Do something with this zone without specifying the type of zone 

	
	Draw Ignore Zone

	
	Draw Zone – Text, Table, Graphics

	
	Insert Divider (Table) Sometimes scanning looses a divider. Add it to the image file so the text is in the correct cell.

	
	Rotate (Right, Left, 180 degrees)

	
	Zoom In

	
	Zoom Out

	
	On-the-fly Zoning – Make zoning changes and re-recognize the page “on the fly”.

	
	Store Zoning Changes

	Important Tools: 

DRAW IGNORE ZONE – Allows OP to process the whole page except the area you exclude with this tool. 

SELECT ZONE – Allows you to select a zone and change its size or delete the zone.

DRAW ZONE – Allow you to highlight text, table, or graphic
Insert Divider (Table) – Place dividers so information will be located in the correct cell 


Using BATCH MANAGER to quickly scan multiple pages

1. Start the Batch Manager from the Process Menu 

2. Select NEW JOB – Fresh Start – Next

3. Select SCAN IMAGE on the left side of the screen – Next

4. Select B+W, AUTOMATICALLY SCAN PAGES, 5 SECONDS – NEXT

5. RECOGNIZE IMAGES (automatically) should be selected – NEXT

6. Select AUTOMATIC layout description and language – NEXT
7. CORRECT RECOGNITION RESULTS (Spell Check) – NEXT

8. SAVE should be selected – NEXT

9. CREATE ONE FILE PER PAGE and NO FORMATTING

10. Click on SPECIFY OUTPUT FILE button.

11. Type a name for your files click OK

12. Do not check SAVE and LAUNCH – NEXT

13. Select FINISH JOB and type a name for the JOB 

14. Put document in scanner – Click FINISH

15. Ignore the dialogue box and put next page until done.
Documents are scanned and recognized and saved in the background.

Locate your document, proof them and rename them for each document. 

