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OCR Scanning
Using the Microtek scanner: (IMPORTANT: If this scanner isn’t scanning properly then there is another setting that needs to be changed before you can OCR. This setting change can be made by opening up Photoshop and then opening Microtek ScanWizard Pro. To open ScanWizard Pro go to File > Import > and click Microtek ScanWizard Pro. Once ScanWizard Pro has started got to Preferences > Scan Material > and make sure Reflective is selected. After choosing Reflective, run one Overview scan by clicking Overview, this will put the scanner in the correct mode for OCR scanning.
1. Open up the program ABBYY FineReader 4.0 Sprint.
2. Place your document to be scanned upside down on the top scanner glass bed’s bottom left hand corner.
3. Hit the button in ABBYY FineReader labeled Scan&Read.
4. The scanner will scan the material and display on the screen what it could recognize from the document.
5. The button on the far right with the #1 next to it has a few options. Select the small arrow to the right of the button and select Save.
6. The recognized text will now be saved as a .txt file. Open up Microsoft Word and open the document you just saved if you’d like to edit the document using Microsoft Word. If you come to the folder where you saved the document and it doesn’t appear, do the following. At the bottom of the box in which you designate that document you’d like to open there is a drop down list at the bottom. This drop down list is labeled Files of type. Click on this list and select All Files. Once this is selected your file should be seen and you can open it.
Using the Hewlett Packard scanner:

1. Open the program HP PrecisionScan Pro.

2. Place your document on the scanner bed.

3. Click the top left icon, this is the Preview Scan icon. The scanner will scan the entire scanner bed.

4. Now, with the mouse, make a selection of the area you would like to recognize text from. Once this is done, go to the menu Output Type and select Text.
