GUIDE FOR USING YOUR

VISIONEER STROBE PRO SCANNER 

(WITH PAPERPORT ver7.0  SOFTWARE)

IMPORTANT NOTE:  when documents are first scanned in, they take on default extension .MAX.  DO NOT e-mail .MAX files to other users--ALWAYS save it first to either .PDF, .TIF, or other software application available on the link bar.  .MAX is not a universal file type & generally cannot be opened by others.

1.  Click the Paper Port icon  [image: image1.png]PaperPort



 and the desktop screen will come up as follows:
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2.  To delete samples from the desktop screen, click EDIT, SELECT ALL (a red border indicates something is selected), click RECYCLE icon on the link bar at bottom, then YES to CONFIRM DELETE.  (To delete just one sample, click once, then click the recycle icon, answer yes; to delete several but not all, click once on the first one, shift-click on others, recycle icon, answer yes.)

3.  At the bottom of your screen is the link bar with icons representing various applications like Adobe Acrobat, Paint, Word, etc.  If unsure what the icon represents, just hover your cursor over it and text tag will show you the name.  To hide the ones you rarely, if ever, will use, right-click on the icon, click PREFERENCES, uncheck DISPLAY LINK ICON, click OK.  You can unhide & use them at any time.
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4.  The thing you'll change most often is the SETTINGS [image: image5.png]
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5.  For most jobs, select FAXING, FILING, OR COPYING, and ADVANCED SETTINGS will be BLACK & WHITE & 300 dpi (dots per inch).   If your original is a little light, move the  Brightness selector to the left a bit.   

6.  For scanning photographs, select COLOR &  a higher dpi--the higher the dpi is set, the slower it will scan.   You can use the blue photo border provided with your software to feed photos through the scanner, otherwise, they may slide around and blur the image.  Afterwards, you can crop the image to remove the blue border if desired.    NOTE:  the back of the scanner slides up & down so ensure it is in the up position before scanning a photo, otherwise, it will curl like shown in paragraph 8; also ensure there is room for the photo to come out the back of scanner.  
7.  Settings remain until you change them again so, it's a good practice to always change settings back to BLACK & WHITE & 300 dpi after scanning in photos.   

8.  Place the paper in scanner face up and let it pull through.  If it doesn't come on automatically, unplug it at the left back side then plug back in--you'll hear it power up; then feed the paper(s) in again.    
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6.  Now that you've fed the document(s) into the scanner, it's up on the screen and has a red border (you are in DESKTOP VIEW).    Click STACK to keep multiple pages together.  If you double-click on the image, it will fill the screen one page at a time (this is PAGE VIEW)--here you'll be able to edit the image, crop, add notes, etc.  You must go back to DESKTOP VIEW before you can save the image to a format such as .PDF, .TIF, etc..  Just click 

at top left  [image: image9.png]Fage
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 to go back and forth between views.

7.  Here are some of the most commonly used functions while in DESKTOP VIEW:

     a.  To straighten an image, click PAGE, STRAIGHTEN.  

     b.  To rotate an image,  click PAGE, ROTATE, then right/left/flip.  Images can also be rotated while in Adobe Acrobat (see paragraph 9).

      c.    To crop an image, click [image: image11.png]


 at left, place the cross in the beginning corner &, drag-n-drop it to ending corner, release.  At right, click [image: image12.png]


 and your image will be cropped.  Click EDIT, UNDO CROP, if you misjudged the area to crop.  Images can also be cropped while in Adobe Acrobat (see paragraph 9). 

     d.   Scanned images of faxes show fax number info and staple holes from the hardcopy so,

if you'd like to clean up your image before saving as .PDF, .TIF, etc., click [image: image13.png]


 at left, then just start moving your cursor to erase.  

     e.    Click [image: image14.png]


 to add a note or just click [image: image15.png]


 to type text without border.   Notes and text can also be added while in Adobe Acrobat (see paragraph 9). 

8.  When you've finished making changes to the image in PAGE VIEW, go back to DESKTOP VIEW.  Your image is still has a red border meaning it is still selected.    Now just click  the icon on the link bar at bottom that you want to save the document as.
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9.  If you choose the Adobe Acrobat icon, that software will initiate & the image will come up.   The Acrobat toolbar appears as follows: 
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10.  To ensure your audience sees the entire image when they open your .pdf file, click DOCUMENT, CROP PAGES, check the REMOVE WHITE MARGINS block, click OK.

11.  Chose FILE, SAVE AS, to save to your hard drive --OR-- choose FILE, SEND MAIL, to send it immediately as an e-mail attachment (before you click SEND in Outlook, right-click on the .pdf attachment, click PROPERTIES, & give the attachment a meaningful name).   

NOTE:  when documents are first scanned in, the default extension assigned is .MAX.  DO NOT mail out .MAX files to other users--ALWAYS save it to either .PDF, .TIF, or other software application available on the link bar.  .MAX is not a universal file type & generally cannot be opened by others.

12.  The other software applications used most are Excel & Word which, when selected, will convert scanned images into editable text.  To enhance this operation & obtain the highest quality, click SETTINGS before you scan the document & select EDITING TEXT (OCR) and

advanced settings should be set at 300 dpi, click APPLY, OK.  After the document is scanned, select the  Excel or Word icon on the link bar.  When the software opens, run spell-check to correct any errors because OCR technology isn't perfect & may, for example, interpret the letter "Q" as an "O" depending on quality of the original.   Save the document as .doc/.xls, etc., when spell-check is finished.  Change your SETTINGS back to FAX/FILING/COPYING, click APPLY, OK.

NOTE:  The “COPY AS TEXT” feature is also very useful.  This allows you to convert a portion of your image into editable text that can be pasted into other software applications. To convert part of an image to text:

  a. View the image in Page View.

  b. Use the selection tool to select the part of the image containing the text that you would like to OCR.

  c. Right-click on the selected region & select COPY AS TEXT—this saves it to the clipboard.

  d.  Now right-click inside a new Word document, e-mail message, etc., & select paste.   

13.  You will notice a separate icon named ScanDirect [image: image18.png]55

Scanbirect



 was added at the time you software was installed.  This is just an alternative to opening PaperPort, editing your document, then choosing  what to save it in.  So, if you use the same settings all the time, this saves you a bit of time.  

14.  Recommend all images and documents converted to text be saved under your C:/MY DOCUMENTS folder directory rather than under the ScanSoft Documents folders.

15.  TROUBLESHOOTING your scanner.  

    a.  If a scanned document comes up blank on the screen, scanner needs to be recalibrated:

         Open PaperPort, 

         click Settings

         click Scanner Setup tab

         click Calibration


         insert blank sheet of white paper & let it feed in & out  until stops on its own.    

    b.  If scanner stops working; no power:  

         (1)  Unplug cord from scanner.

         (2)  Close all programs & restart computer. 

         (3)  Plug cord back into scanner & listen for powering up sound.

         (4)  If doesn't power up or error messages received, contact workgroup manager (WGM) to check it out.

         (5)  If WGM cannot determine problem, they will bring scanner, all cords, documentation, etc., back to IM & test on a different workstation.

         (6)  If still no go, WGM will bring to AMSJM-IMP/post C15 with short description of problem.

         (7)  If the 1-year warranty has not expired, AMSJM-IMP will take action to obtain replacement which generally takes 10 working days.  

USERS:  again, these are low-end scanners not intended for medium/large scan jobs; the lamps can burn out quickly if misused.  Please use the large Fujitsu scanners or DAPS-RI repro services as needed.  
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