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Thank you for purchasing our Color Image Scanner, ScanSnap S1500/S1500M (hereinafter
referred to as "the ScanSnap").

This Operator's Guide describes how to handle and operate the ScanSnap.
Before using the ScanSnap, be sure to read this manual, "Safety Precautions" and "Getting
Started" thoroughly for proper operation.

If you are using a Microsoft® Windows® operating system, either Adobe® Acrobat® (7.0 or
later) or Adobe® Reader® (7.0 or later) is required to display or print this manual.

Microsoft, Windows, Windows Vista, PowerPoint, SharePoint, and Entourage are either
registered trademarks or trademarks of Microsoft Corporation in the United States and/or
other countries.

Word and Excel are the products of Microsoft Corporation in the United States.
Apple, the Apple logo, Mac, Mac OS, iPhoto and Rosetta are trademarks of Apple Inc.

Adobe, the Adobe logo, Acrobat, Adobe Reader, and Acrobat Reader are either registered
trademarks or tradenames of Adobe Systems Incorporated in the United States and/or other
countries.

Intel, Pentium, and Intel Core are trademarks or registered trademarks of Intel Corporation in
the United States and other countries.

PowerPC is a trademark of International Business Machines Corporation in the United
States, other countries, or both.

Cardiris is a trademark of [.R.I.S.
ABBYY, FineReader are trademarks of ABBYY.

ScanSnap, the ScanSnap logo, CardMinder, and Rack2-Filer are registered trademarks or
trademarks of PFU LIMITED in Japan.

Other company names and product names are the trademarks or registered trademarks of
the respective companies.

Manufacturer

PFU LIMITED

International Sales Dept., Imaging Business Division, Products Group
Solid Square East Tower

580 Horikawa-cho, Saiwai-ku, Kawasaki-shi, Kanagawa 212-8563, Japan
Phone:(81-44) 540-4538

All Rights Reserved, Copyright © PFU LIMITED 2008-2009
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Disclaimer

¢ Reproducibility of the scanned image data
Confirm that the image data scanned with the ScanSnap meets your requirements (e.g.

image reproducibility in size accuracy, information amount, fidelity, content and color).

¢ Disposing of the original document
Check the image data using the application where you transferred the image data to

make sure that there are no missing parts before disposing of the original document

scanned with the ScanSnap.

It is the responsibility of the customer to store and manage the scanned image data,

and dispose of the original document scanned with the ScanSnap.

Description of Each Manual

When using the ScanSnap, read the following manuals as required.

Manual

Description

Reference Method

Safety Precautions

This manual contains important
information about the safe use
of the ScanSnap.

Make sure to read this manual
before using the ScanSnap.

Included in the package.

ScanSnap S1500/S1500M
Getting Started

This manual describes how to
install and connect the Scan-
Snap.

Included in the package.

ScanSnap S1500/S1500M
Operator's Guide
(this manual)

This manual describes basic
operations of ScanSnap, the
scanning methods, various set-
tings, troubleshooting, and han-
dling of the ScanSnap.

Select [Operator's Guide] from the [Start]
menu — [All Programs] — [ScanSnap
Manager].

[Macos]

With Finder, select [Operator's Guide.pdf]
from [Applications] — [ScanSnap] —
[Manual].

ScanSnap Organizer
User's Guide (*1)

CardMinder User's Guide
(*1)

[Macos)

Cardiris
GETTING STARTED (*2)

Read this manual when using
this product for the first time, or
when details about the product
features, windows, operating
environment and functions are
required.

Select [User's Guide] from the [Start]
menu — [All Programs] — [ScanSnap
Organizer].

Select [User's Guide] from the [Start]
menu — [All Programs] — [CardMinder].

[Macos]
With Finder, select [User's Manual.pdf]

from [Applications] — [Cardiris 3.6 for
ScanSnap].




Introduction

Manual

Description

Reference Method

ABBYY FineReader for
ScanSnap User's Guide

(*1)

Scan to Microsoft
SharePoint User Guide (*1)

Read this manual when using
this product for the first time,
or when details about the
product features, windows,
operating environment and
functions are required.

Select [User's Guide] from the [Start]
menu, select [All Programs] — [ABBYY
FineReader for ScanSnap(TM) 4.1]—
[User's Guide].

Select [Scan to Microsoft SharePoint User
Guide] from the [Start] menu —
[All Programs] — [KnowledgeLake].

ScanSnap Manager
Help

ScanSnap Organizer
Help (*1)

CardMinder Help (*1)

[Macos ]
Cardiris Help (*2)

[Macos]
ABBYY FineReader for

ScanSnap Help (*2)

Adobe Acrobat Help

Use this Help when questions
or problems regarding opera-
tions (e.g. when setting items)
arise.

This provides an explanation of
every operation, dialog box/win-
dow, and message.

Refer to this by either of the following
methods:

® Right-click the [ScanSnap Manager]

taskbar icon @ and then select [Help]
— [Help].

In Windows 7, the ScanSnap Manager
icon is displayed in the menu that

appears when you click E in the
taskbar.

e Click the Help button ( [&is ) for
ScanSnap Manager.

® Press the [F1] key on the keyboard
while a dialog box is displayed.

e Click the [Help] button on each dialog
box.

e Click the ScanSnap Manager icon @
in the Dock while pressing the [control]
key on the keyboard, and then select
[Help] = [Help].

e Click the Help button ((2)) for
ScanSnap Manager.

e From the menu bar, select [Help] —
[ScanSnap Manager Help].

For details about how to start up help,
refer to the User's Guide for each product.

[Macos)

From the menu bar, select [Help] —
[Cardiris Help].

[Macos]

From the menu bar, select [Help] —
[FineReader for ScanSnap Help].

From the menu bar, select [Help] —
[Acrobat Help].

*1: Supplied with S1500.
*2: Supplied with S1500M.
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B About This Manual

Structure of This Manual

This manual consists of the following:

ScanSnap Overview
This chapter describes the features, the names of parts and their functions, the
system requirements, and basic operation of the ScanSnap.

Installing the Software
This chapter gives an overview and describes the installation procedure of the
software supplied with the ScanSnap.

Using the ScanSnap (for Windows Users)/ Using the ScanSnap (for Mac OS
Users)
This chapter describes how to perform a scan with the ScanSnap, change or
save scanning settings, and other various functions of the ScanSnap.

Troubleshooting
This chapter describes how to remove jammed documents and resolve other
problems.

Daily Care
This chapter describes how to clean the ScanSnap.

Consumables
This chapter describes how to replace consumables such as pad assy and
pick roller.

Appendix
This appendix describes how to update ScanSnap Manager, how to uninstall
software, scan settings, and ScanSnap installation conditions.

For details about ScanSnap operations, read this manual in order from "ScanSnap
Overview" through "Using the ScanSnap".
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Symbols Used In This Manual

The following indications are used in this manual to obviate any chance of accident or
damage to you and people near you, and your property. Warning indications consist of the
indicating warning level and warning statements. The following table shows signs indicating
warning levels and their meanings.

Warning Indication Description

c This indication alerts operators to an operation that, if not
WARNING strictly observed, may result in severe injury or death.

This indication alerts operators to an operation that, if not

A strictly observed, may result in safety hazards to personnel
CAUTION or damage to the product.

In this manual, the following symbols are used to describe operations as well as indicate

warnings.
Symbol Description
This symbol alerts particularly important information.
Be sure to read this information.
M This symbol alerts operators to helpful advice regarding operations.

This symbol indicates operations using Windows.

m This symbol indicates operations using Mac OS.

Description of Successive Operations

In the procedures described in this manual, successive operations are connected with — in-
between.

Example: Select the [Start] menu — [Computer].
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Screen Examples in This Manual

e Windows screen

The screen examples in this manual are created according to Microsoft Corporation’s
Guideline.

The screenshots used in this manual are of Windows Vista.
Depending on the operating systems you are using, the screen examples and operations
may differ from the actual ones.

e Mac OS screen

The screenshots used in this manual are of Mac OS X v10.5.

Depending on the Mac OS you are using, the screen examples and operations may differ
from the actual ones.

The screen examples in this manual are subject to change without notice in the interest of
product improvement.

If the screen examples in this manual differ from actual ones, operate according to the actual
screen displayed.
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Abbreviations Used in This Manual

The following abbreviated terms used in this manual are described.

Windows 7

Windows Vista

Windows XP

Windows 2000

Windows

Word
Excel
PowerPoint

SharePoint

Office Live

Internet Explorer

Microsoft Live Mail

Microsoft Windows Mail
Microsoft Office Outlook

Microsoft Outlook Express

: Microsoft® Windows® 7 Starter operating system, English Version

Microsoft® Windows® 7 Home Premium operating system, English
Version

Microsoft® Windows® 7 Professional operating system, English
Version

Microsoft® Windows® 7 Enterprise operating system, English Version
Microsoft® Windows® 7 Ultimate operating system, English Version

© Microsoft® Windows Vista® Home Basic operating system, English

Version

Microsoft® Windows Vista® Home Premium operating system, English
Version

Microsoft® Windows Vista® Business operating system, English Ver-
sion

Microsoft® Windows Vista® Enterprise operating system, English Ver-
sion

Microsoft® Windows Vista® Ultimate operating system, English Ver-
sion

© Microsoft® Windows® XP Professional operating system, English Ver-

sion
Microsoft® Windows® XP Home Edition operating system, English
Version

* Microsoft® Windows® 2000 Professional operating system, English

Version

: Windows 7, Windows Vista, Windows XP, and Windows 2000
* Microsoft® Office Word

* Microsoft® Office Excel

* Microsoft® Office PowerPoint®

© Microsoft® Office SharePoint® Server 2007, English Version

Microsoft® SharePoint® Portal Server 2003, English Version
Microsoft® Windows SharePoint Services 2.0/3.0, English Version

! Microsoft® Office Live

© Windows® Internet Explorer

Microsoft® Internet Explorer

. Microsoft® Live Mail
" Microsoft® Windows® Mail
I Microsoft® Office Outlook®

* Microsoft® Outlook Express
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.NET Framework
Microsoft Entourage

Mac OS

Adobe Reader

Adobe Acrobat

ABBYY FineReader for
ScanSnap

Cardiris
S1500
S1500M

ScanSnap

! Microsoft® .NET Framework

© Microsoft® Entourage®

: Mac OS X v10.6

Mac OS X v10.5
Mac OS X v10.4

© Adobe® Reader®

: Adobe® Acrobat®

In this manual, explanations are given on the precondition that Adobe
Acrobat provided with this product is installed on the computer to be
used. Unless otherwise specified, the term Adobe Acrobat refers to
Adobe Acrobat provided with this product.

Note that Adobe Acrobat, provided with this product, is subject to
update without notice.

If there are any discrepancies between those descriptions provided in
this manual and the actual screen, refer to the Help for Adobe Acrobat.

: ABBYY FineReader for ScanSnap™

In this manual, explanations are given on the precondition that ABBYY
FineReader for ScanSnap provided with this product is installed on the
computer to be used. Unless otherwise specified, the term ABBYY
FineReader for ScanSnap refers to the ABBYY FineReader for
ScanSnap provided with this product.

Note that ABBYY FineReader for ScanSnap, provided with this prod-
uct, is subject to update without notice.

If there are any discrepancies between those descriptions provided in
this manual and the actual screen, refer to the Help for ABBYY
FineReader for ScanSnap.

: Cardiris™ for ScanSnap
: Color Image Scanner ScanSnap S1500
: Color Image Scanner ScanSnap S1500M

: $1500 and S1500M
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This chapter describes the features, the names of parts and their functions, the system
requirements, and basic operations of the ScanSnap.
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Features of the ScanSnap

Features of the ScanSnap

The ScanSnap is a scanner that is capable of double-sided scanning in both monochrome
and color.
The ScanSnap contains the following features:

¢ You can turn documents into data by just pressing the [Scan] button!
You can turn documents cluttering up your desk into PDF or JPEG files so that you can
view, edit, manage, and archive them on your computer in a convenient manner.
Digitized documents are easy to print and attach to e-mail messages.
In addition, the ScanSnap can automatically recognize the type of documents, color,
gray or black-and-white, so that you do not have to set the color mode for each docu-
ment to be scanned.

¢ You can scan documents with speed and efficiency!

(Automatic Resolution Function and Intelligent Auto Color Detection)
Double-sided color documents of A4 or letter size paper can be scanned at a speed of
about 20 sheets per minute. (When [Image quality] is set to [Auto] (*1), [Color mode] to
[Auto Color Detection], [Compression rate] to [3], and other settings to defaults) (*2)

*1 : The documents are scanned at 300 dpi. If the paper size is 148 mm or smaller, image files are
output at 300 dpi. Otherwise, image files are output at 200 dpi. You can scan image data with
a high resolution without changing settings, when interacting with text recognition software (for
example, for business cards).
*2 : - Depending on the document, scanning speed may become slower in [B&W] (Black&White)
mode.

Example: Scanning color brochures in [B&W] mode (converting a color image to black-and-
white)
- Scanning speed may become slower, when [Correct skewed character strings
automatically.] and/or [Convert to Searchable PDF] is enabled.
¢ You can scan different sized documents together!
(Mixed Size Scanning + Carrier Sheet Scanning)
Paper sizes are automatically recognized at scan time, allowing documents containing a
mixture of different paper sizes to be scanned in one go.
Documents containing photographs, irregular-shaped and delicate papers, and paper
sizes larger than the normal A4/Letter size may also be scanned using the Carrier
Sheet provided. Multiple Carrier Sheets can be scanned together, either with or without
regular paper sheets.

e The small size saves desktop space!
Smaller than a sheet of A4 or letter size paper, the ScanSnap never requires much
desktop space.
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Features of the ScanSnap

® The Quick Menu lets even beginners to operate the ScanSnap with auto-
matic ease!
The Quick Menu is simple enough for first-time use by complete beginners. When the
[Scan] button is pressed to scan a document, the Quick Menu is displayed so that you
can just select the action you want to perform on the Quick Menu.

¢ You can create searchable PDF files!
You can create searchable PDF files by automatically performing text recognition for
scanned PDF files.
You can also text-recognize only sections defined by a highlight pen and add these as
keywords for the PDF file.

e You can e-mail a scanned image or output the scanned image to a
printer immediately after scanning!
You can attach the scanned image to an e-mail or print out the scanned image without
having to start applications.

¢ You can convert paper documents into Word/Excel/PowerPoint files!
Use ABBYY FineReader for ScanSnap supplied with the ScanSnap to convert the
scanned image data directly into the Word/Excel/PowerPoint file.
For Mac OS, you can convert only into Word/Excel files.

¢ You can arrange and manage image data by using with ScanSnap
Organizer!
e Setting a keyword (Intelligent Indexing)
You can set a keyword using the following methods.
Recognize a character string on a page (OCR process) and set as a keyword
(Zone OCR)
Set a character string as a keyword
Set a marked character string as a keyword (Marker Index)
Drag and drop a keyword onto the keyword list (Keyword Addition by Drag&Drop)
You can view set keywords on thumbnails. (Keyword Overlay)
¢ Distributing files by keyword (Automatic Keyword Sort)
Files can also be distributed into a folder according to the keyword set for files as a
distribution condition.

e Search a variety of files (Search Engine Selection)
Files can be found quickly by searching by file name, keyword, text, or date.

e Cropping marked sections (Intelligent Cropping)
Sections on a page that are marked with a highlight pen can be cut and pasted else-
where.

17



Features of the ScanSnap

¢ You can file business cards with ease!
With the provided business card application, business cards can be easily converted
into data using the text recognition function.
With CardMinder, you can recognize characters on a business card, and create a data-
base to facilitate card data management and searches.
The provided business card application is as follows.

CardMinder (can only be used if S1500 is purchased)

[Macos)

Cardiris (can only be used if S1500M is purchased)

¢ Multifeed can be automatically detected!
If a multifeed (*) should occur while a document is scanned, an ultrasonic sensor auto-
matically detects the multifeed. With the recovery function, you can easily check the
location of a multifeed and restore the data.

*

: Multifeed is an error that occurs when two or more sheets are fed into the ScanSnap simulta-
neously.

e The ScanSnap is available both for Windows and Mac OS!
The ScanSnap is supplied with both Windows and Mac OS (*) versions. For either OS,
you can use the ScanSnap in a manner that best suits your office environment.

*

: The following functions are not available for Mac OS.
- Color high compression
- Set the document with its face up
- Set a password for PDF file

Note: The ScanSnap does not conform to TWAIN, ISIS, and WIA standards.

18



Names and Functions of Components

Names and Functions of Components

This section describes the names of parts and their functions.

B Front View

ADF paper chute (cover)
Open the cover to use the ScanSnap.
= Opening the cover turns on the ScanSnap.

§?

ADF top section

(*ADF: Automatic Document Feeder)

Open the cover to clear document jams,
replace the pad assy and the pick roller, and
clean the inside of the ScanSnap.
Extension

When scanning long-size documents, pull up
this part.

ADF paper chute (cover)

After opening it, load the documents to be
scanned on this part.

Adjust the side guides to the width of documents
so that the scanned images will not be skewed.
P

Sid id
j ide guide

I
NS 1
> /| A

ADF release catch

To open the ADF top sec-
tion, pull the ADF release

‘ 0 catch toward you.

[Scan] Ibutton

Press this button to start the scanning. You can
press the button even when the stacker is
closed. The power status of the ScanSnap is
indicated as follows:

Blue (Lit up continuously): Ready
Blue (Blinking): Scanning
Orange (Blinking): Error

19

Stacker
Open and use the stacker.
—> The documents are ejected onto the stacker.



Names and Functions of Components

B Rear View

Ventilation ports

These openings ventilate the interior of the
ScanSnap.

Power connector

=—— Security cable slot

[/

Insert a commercially available security cable
into this slot (anti-theft).

Tape seal

After installing the software, remove this tape
seal.

USB connector

20



System Requirements

System Requirements

The system requirements for the ScanSnap are as follows:

B Windows

¢ Operating system

— Windows 7
— Windows Vista
— Windows XP
— Windows 2000
) _ Windows Windows Windows
Supplied software Windows 7 Vista )fP 2200
*1) (*2)
ScanSnap Manager OK OK OK OK
ScanSnap Organizer OK OK OK OK
CardMinder OK OK OK OK
ABBYY FineReader for ScanSnap OK OK OK OK
Scan to Microsoft SharePoint OK OK OK OK
Adobe Acrobat 9 Standard —(*3) OK OK —

OK: Supported —: Not supported

*1 : Service Pack 2 or later must be applied

*2 : Service Pack 4 or later must be applied

*3 : To use Windows 7, the version of Adobe Acrobat needs to be compliant with Windows 7.
Otherwise, the search function of Adobe Acrobat is not guaranteed.
For more information, refer to the Adobe Systems Incorporated Web site.

e Computer
Recommended: Intel® Core™ 2 Duo 2.2 GHz or higher
Minimum: Intel® Pentium® 4 1.8 GHz

e Memory

— Windows 7 32 bit
1 GB or more

— Windows 7 64 bit
2 GB or more

— Windows Vista/Windows XP/Windows 2000
512 MB or more (1 GB or more recommended)
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System Requirements

¢ Display resolution
800 x 600 or higher is required.

When the font size is large, some screens may not be displayed properly.
In that case, use a smaller font size.

e Hard disk space

— ScanSnap Manager: 480 MB
— ScanSnap Organizer: 690 MB
— CardMinder: 280 MB
— ABBYY FineReader for ScanSnap: 600 MB
— Scan to Microsoft SharePoint: 40 MB
— Adobe Acrobat 9 Standard: 830 MB

When installing ScanSnap Organizer or Scan to Microsoft SharePoint in Windows XP/Windows
2000, the following software is also installed.

<8

For Windows XP:

If NET Framework 3.0 (or later) is not installed, the following software is installed at the same
time when installing ScanSnap Organizer or Scan to Microsoft SharePoint.

e NET Framework 3.0 (500 MB free disk space required)

For Windows 2000:

If NET Framework 2.0 (or later) is not installed, the following software are installed at the same
time when installing Scan to Microsoft SharePoint.

e Windows Installer 3.1 (15 MB free disk space required)

e NET Framework 2.0 (280 MB free disk space required)

e The ScanSnap may not function if it is connected to the USB port on the keyboard or the
monitor.

e Use a powered hub equipped with an AC adapter if you are using a commercially available
USB hub.

® To connect the ScanSnap with USB 2.0, it is required that the USB port and the USB hub be
compliant with USB 2.0. The scanning speed might be reduced if the ScanSnap is connected
with USB 1.1. Therefore, use the USB 2.0 compatible one if your computer has the USB 2.0
compatible port.

e |fthe CPU and memory do not meet the required specifications, scanning speed will be
reduced.

® According to your Windows system disk management, the actual increase in used disk space
after installation may differ from the required disk space.

e Disk space approximately three times as large as the resulting scanned file is required when
scanning documents.
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The following shows the image data size criteria when scanning a one-sheet color doc-

ument in simplex mode.

File format Compression rate Paper size
PDF 3 A4 (general catalog)
Image data size criteria (KB)
Color mode Auto Normal Better Best Excellent
Color 438.4 295.1 442.4 859.3 2921.4
Gray 3934 264.3 390.0 753.1 2500.4
B&W 175.8 112.0 183.5 352.1 1630.2
Color high compression 209.8 164.2 2225 156.8 —
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B Mac OS

¢ Operating system
— Mac OS X v10.6
— Mac OS X v10.5
— Mac OS X v10.4

Mac OS X v10.6 Mac OS X v10.5 Mac OS X v10.4
(*1) (*1) (*1)

Supplied software

ScanSnap Manager OK OK OK
Cardiris OK (*2) OK OK
ABBYY FineReader for OK OK OK
ScanSnap

Adobe Acrobat 8 — (*3) OK (*4) OK (*5)

Professional

OK: Supported —: Not supported

*1 : Itis recommended to apply the latest updates to Mac OS.
*2 : Rosetta must be installed to use Cardiris.
You can install Rosetta from the [Optional Installs] package on the Mac OS installation disk.
*3 : To use Mac OS X v10.6, the version of Adobe Acrobat needs to be compliant with Mac OS X
v10.6.
For more information, refer to the Adobe System Incorporated Web site.
*4 : When the provided Adobe Acrobat 8 Professional has been updated
*5 :Mac OS X v10.4.3 or later is required

e Computer
Recommended: Intel® Core™ 2 Duo 2.4 GHz or higher
Minimum: Intel® Core™ Duo 1.83 GHz
PowerPC G5 1.6 GHz
¢ Memory

— Mac OS X v10.6
1 GB or more
— Mac OS X v10.5/Mac OS v10.4
512 MB or more (1 GB or more recommended)

e Display resolution
1024 x 768 or higher is required.

e Hard disk space

— ScanSnap Manager: 600 MB
— Cardiris: 150 MB
— ABBYY FineReader for ScanSnap: 570 MB
— Adobe Acrobat 8 Professional: 1,120 MB
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e |tis recommended to apply the latest updates to the Mac OS.

e The ScanSnap may not function if it is connected to the USB port on the keyboard or the
monitor.

e Use a powered hub equipped with an AC adapter if you are using a commercially available
USB hub.

® To connect the ScanSnap with USB 2.0, it is required that the USB port and the USB hub be
compliant with USB 2.0. The scanning speed might be reduced if the ScanSnap is connected
with USB 1.1. Therefore, use the USB 2.0 compatible one if your computer has the USB 2.0
compatible port.

e |fthe CPU and memory do not meet the required specifications, scanning speed will be
reduced.

e Disk space approximately three times as large as the resulting scanned file is required when
scanning documents.

The following shows the image data size criteria when scanning a one-sheet color doc-

ument in simplex mode.

File format Compression rate Paper size

PDF 3 A4 (general catalog)

Image data size criteria (KB)

Color mode Auto Normal Better Best Excellent
Color 438.4 295.1 4424 859.3 2921.4
Gray 393.4 264.3 390.0 753.1 2500.4
B&W 175.8 112.0 183.5 352.1 1630.2
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Turning the ScanSnap On/Off

Turning the ScanSnap On/Off

This section describes how to turn the ScanSnap on/off.
The ScanSnap is turned on/off in conjunction with the computer. Ordinarily, you do not need
to manually turn the ScanSnap on/off if it is connected to a computer.

® Turning the ScanSnap on
With the computer power on, open the ADF paper chute (cover).
= The [Scan] button blinks blue, indicating the ScanSnap is turning on.

The ScanSnap might perform initialization several times during startup.

® Turning the ScanSnap off
Turn off the computer or close the ADF paper chute (cover).

After putting the Extension away, close the ADF paper chute (cover).

When stowing away the stacker, make sure that it does not become lose. If the
ADF paper chute (cover) is closed when the stacker is lose, the ScanSnap will
not be turned off.

e |t may take 2 to 3 minutes until the [Scan] button goes off after the computer is
turned off.

e ScanSnap Sleep state
When the ScanSnap is left open, it enters a "sleep" mode after 15 minutes without
use.
= In the sleep state, the ScanSnap internal lamps blink slowly.

26



Paper Sizes of Documents to Be Scanned

Paper Sizes of Documents to Be Scanned

Paper sizes of documents to be scanned are as follows:

Without Using the Carrier Sheet

Paper type

Standard office paper, post cards, business cards

Weight

52 to 127 g/m? (14 to 21 Ib)

Size

Width: 50.8 to 216 [mm] (2 to 8.5 [in])
Length: 50.8 to 360 [mm] (2 to 14.17 [in])

Maximum of long page scanning (*1)
216 x 863 [mm] (8.5 x 34 [in])

*1

: Long page scanning is available only when the [Scan] button on the ScanSnap is pressed for

3 seconds.

Documents hand-written with a pencil may be smeared during a scan. It is recommended
that you use the Carrier Sheet. If you scan such documents without using the Carrier Sheet,
clean the rollers as often as possible. If not, the rollers of the ScanSnap get dirty and multi-
feeding may be caused.

For details about how to clean rollers, refer to "Cleaning the Inside of the ScanSnap" (page
333).

Do not scan the following types of documents:

- Documents with paper clips or staples (remove clips and staples to scan these docu-

ments)

- Documents with wet ink (scan documents after the ink dries)

- Documents larger than 216 x 863 mm (width: 8.5 [in] length: 34 [in])

- Materials other than paper such as the fabric, metal foil, transparency, or plastic card
Scanning the following types of documents without using the Carrier Sheet can result in the
documents being damaged or scanned incorrectly: It is recommended that you use the Car-
rier Sheet.

- Documents smaller than 50.8 x 50.8 mm (width: 2 [in] Length: 2 [in])

- Documents thinner than 52 g/m? (14 Ib)

- Documents of nonuniform thickness (e.g. envelopes and paper sheets with other paper
sheets attached)

- Wrinkled or curled documents

- Folded or torn documents

- Tracing paper

- Coated paper

- Photographs (printing paper)

- Perforated or punched documents

- Documents of odd shape (not square or rectangular)

- Documents of different widths

- Carbon paper or thermal paper

- Documents with photographs or sticky notes attached

Carbonless paper may contain chemicals that can damage the pad assy or rollers.

For best use of your ScanSnap, when scanning carbonless paper, note the following.

- ltis recommended to scan with a Carrier Sheet

- Multiple sheets of carbonless paper can be directly scanned. However, to preserve the
efficiency of the scanner, make sure to clean it regularly. According to the type of carbon-
less paper, the life span of the scanner may become shorter when compared to scanners
used to scan only general office paper.
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With the Carrier Sheet

Paper type Standard office paper, post cards, business cards, photograph, clipping

Weight

Up to 127 g/m? (Up to 34 Ib)
Up to 63.5 g/m? (Up to 17 Ib) (*)

Size

Carrier Sheet Size (216 x 297 mm)

Letter (8.5 x 11 in (216 x 279.4 mm))

11 x 17 in (279.4 x 431.8 mm) (*)

A3 (297 x 420 mm) (*)

A4 (210 x 297 mm)

A5 (148 x 210 mm)

A6 (105 x 148 mm)

B4 (JIS) (257 x 364 mm) (*)

B5 (JIS) (182 x 257 mm)

B6 (JIS) (128 x 182 mm)

Post card (100 x 148 mm)

Business card (90 x 55 mm, 55 x 90 mm)

Custom
Width: 50.8 to 216 mm (2 to 8.5 in)
Length: 50.8 to 297 mm (2 to 11.69 in)

*: Fold in half when scanning.

Do not write on, color, stain, or cut the portion striped in black and white on the Carrier Sheet.
Doing so may prevent the document from being correctly scanned with the Carrier Sheet.
Do not place the Carrier Sheet upside-down on the ScanSnap. Doing so can cause a paper
jam, or damage the Carrier Sheet.

Do not leave a document on the Carrier Sheet for an extended period of time. The ink on the
document might be transferred onto the Carrier Sheet.

Do not leave the Carrier Sheet in locations that are exposed to elevated temperatures; for
example, locations exposed to direct sunlight or near a heating apparatus, for an extended
period of time. Do not use the Carrier Sheet under high-temperature conditions. If used under
such a condition, it may be deformed.

Do not bend or forcefully pull the Carrier Sheet.

Do not use a damaged Carrier Sheet. Doing so can damage the ScanSnap or cause a mal-
function.

To avoid deformation of the Carrier Sheet, do not put anything heavy on it and keep it on a
level surface when not in use.

Be careful not to cut your fingers when touching the edge of the Carrier Sheet.

Do not insert more than one small-size material such as pictures and post cards in the Carrier
Sheet per scan. Doing so can cause a paper jam. It is recommended to scan small-size
materials one at a time.

If a paper jam occurs frequently, feed about 50 sheets of Plain Paper Copier (PPC) or recy-
cled paper, and then scan the document by using the Carrier Sheet.

You can use either unused or used PPC/recycled paper.
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Loading Documents

Load documents onto the ScanSnap as follows:

1 « Check the number of sheets in the document stack.

The maximum number of sheets that can be loaded on the ScanSnap is as follows:
For A4-size paper or smaller: A document stack of 5 mm or less

(50 sheets at 80 g/m2 or at 20 Ib)

If you try to scan more sheets that can be loaded, the following problems may occur.
® A file may be improperly created due to an excessive file size.
® A paper jam or other irregular feeding may occur.

2. To prevent paper jams, fan the document.

1. Hold the document with both hands and fan it out as shown in the figure below.

2. Turn the document by 90 degrees, and then fan it in the different orientation again.

3. Straighten the edges of the document, and load it onto the ScanSnap so

that the top edges of the paper form a step-like pattern.

Step-like

Scanning direction

If the document is scanned with its both edges not straightened, the document might be
jammed or be damaged.
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4. Open the ADF paper chute (cover) of the ScanSnap.

ADF paper chute (cover)

Stacker

6. Pull out the extension of the ADF paper chute (cover), and open the

stacker.

Extension




Loading Documents

7. Load the document onto the ADF paper chute (cover).

Load the document face-down (so that you are looking at the back of the last page) and
top-first onto the ADF paper chute (cover). Do not load the document beyond the refer-
ence marks on the side guide.

Side guide

e Do not load the documents of more than 50 sheets (80 g/m? or 20 Ib).

[ Windows)

® Right-click the ScanSnap Manager taskbar icon

&), select [Scan Button Settings]. In the
ScanSnap setup dialog box that appears, click
the [Detail] button, select the [Scanning] tab, and
then click the [Option] button. In the [Read mode
option] dialog box, check whether the [Set the
document with its face up] check box is selected.
If selected, load the documents face-up and bot-
tom-first.

In Windows 7, the ScanSnap Manager icon is
displayed in the menu that appears when you

click B in the taskbar.
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8. Adjust the side guides to the document width.

Move the side guides so that there is no gap between the document edge and side
guide on both sides.
Doing so reduces skewing of the document during scanning.

Paper
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Basic Flow of Operations

This section describes the flow of operations for scanning documents.
You can scan documents in two different ways. Use either way according to your preference.

K

Using the Quick Menu
After the scanning of a document is complete, select an action to be performed from
the Quick Menu.
Beginners can use the Quick Menu to easily operate the ScanSnap.
For Windows (page 59)
For Mac OS (page 199)

Without using the Quick Menu

Before scanning a document, select the desired profile.
For Windows (page 64)
For Mac OS (page 204)

You can specify whether to use the Quick Menu to scan documents, by using the [Use Quick
Menu] check box, on the ScanSnap setup dialog box/window.
Open the ScanSnap setup dialog box/window by the following procedure:

Right-click the [ScanSnap Manager] icon @. on the taskbar, and select [Scan Button Settings].
In Windows 7, the ScanSnap Manager icon is displayed in the menu that appears when you

click in the taskbar.

Click the ScanSnap Manager icon @ in the Dock while pressing the [control] key on the key-
board, and select [Settings].
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Using the Quick Menu Without using the Quick Menu

Select a profile

e
L corovin

s fl‘ Scanto Folder

e
@ Scan to Print

s

[E—

Press the [Scan]
button to scan the
document

S

" Select an action to be performed from )
the Quick Menu
&
L - Click the icon of the application to interact with thi J
The selected action is performed. If interacting with an application, the application )
dialog box/window appears.
e
«4 =N
Scan to E-mail Scan to Folder/ Scan to Print
Scan to Picture Folder (*)
| J

*.

Windows only
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Installing the Software

AN NN NN NN

This chapter describes the outline of the software supplied with the ScanSnap, the installation
procedure of Adobe Acrobat, Scan to Microsoft SharePoint and trial programs, and the instal-
lation procedure of ScanSnap Manager for S1500 used on Mac OS and S1500M used on
Windows.

For details about how to install the software on the ScanSnap Setup DVD-ROM, refer to
"Getting Started".

FOrS1600 . ... 36

For ST1800M. . . .. 47
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For S1500

This section describes the case for S1500.

B Supplied Software

The following describes the overview and functions of each software application. Using these
software applications, you can edit, manage, and organize the image data scanned.

e ScanSnap Manager

This software is required to scan documents with the ScanSnap. The scanned image
data can be converted to a PDF or JPEG file to be saved.

e ScanSnap Organizer

This software can be used to display image data (PDF and JPEG files) without open-
ing them and to sort the files in the folders created according to the purpose.

e CardMinder
This software can be used to efficiently digitalize a large number of business cards.
You can recognize characters on a business card, and create a database to facilitate
card data management and searches.
The data in the database can be printed or used with various applications.

e Rack2-Filer V5.0 Trial Version

This is a document filing software that can provide integrated management of digi-
talized paper documents (electronic documents) and digital data created with com-
puter. You can use these functions with ease as if you file paper documents in actual
binders.

For Rack2-Filer supported languages, refer to the Rack2-Filer "Readme”.

¢ ABBYY FineReader for ScanSnap

This software can be used to text-recognize the image data scanned using OCR
(Optical Character Recognition) and to covert the data to Word, Excel, or PowerPoint
files that can be edited.

e Scan to Microsoft SharePoint

You can save files in SharePoint and Office Live using the ScanSnap with simple
steps.

e Adobe Acrobat 9 Standard

This is an industry standard application to create, edit, manage, and utilize electronic
documents in PDF format.
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B Installing Adobe Acrobat

Follow the procedure to install Adobe Acrobat from the Setup DVD-ROM supplied with the
ScanSnap.

e Windows Vista

@ You can use Adobe Acrobat on the following operating systems:
o Windows XP (Service Pack 2 or later must be applied)

Additional requirements are as follows:
e |nternet Explorer 6.0 or later
® 1024 x 768 or higher resolution

¢ In Adobe Acrobat, you can view the scanned image data with the ScanSnap. You do not have
u to install Adobe Acrobat if the latest version is already installed on your computer.

Prepare the Adobe Acrobat DVD-ROM.

1 « Insert the Adobe Acrobat DVD-ROM into the DVD-ROM drive.

= The [AutoPlay] window appears.

2. Select [US English] in the [Select The Language] pop-up menu and click
the [OK] button.

wate Adobe Acrobat 9 Standard ==

ju

ADOBE® ACROBAT" 9 STANDARD

| LUs English =

Cancel
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3. Click the [Install Adobe® Acrobat® 9] button.

we Adobe Acrobat 9 Standard = E e

ADOBE® ACROBAT" 9 STANDARD

Install Adobe® Acrobat® 9

B pead Me himl ==

= The [Adobe Acrobat 9 Standard - English, Frangais, Deutsch - Setup] window
appears.

4. Click the [Next] button.

ﬁ Adobe Acrobat 9 Standard - English, Frangais, Deutsch - Setup ﬂ

ADOBE" ACROBAT" 9 STANDARD

A

Adobe

/

< Back (E Mext > |

~—
g
(i

5. Follow the instructions on the screen to install.

® For more details about installing Adobe Acrobat, click [Read Me.html] on the [Adobe
M Acrobat 9 Standard] dialog box in Step 3. to read its procedure.
e For details about using Adobe Acrobat, refer to Adobe Acrobat Help.
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B Installing Scan to Microsoft SharePoint

Follow the procedure below to install Scan to Microsoft SharePoint.

Refer to "Readme" of Scan to Microsoft SharePoint for more details about system require-
M ments. You can display the "Readme" by clicking the [Readme] button on the [Scan to
Microsoft SharePoint] dialog box.

1 = Turn on the computer and log on as a user with Administrator privileges.

2. Insert the Setup DVD-ROM into the DVD-ROM drive.

= The [ScanSnap Setup] dialog box appears.

If the [ScanSnap Setup] dialog box does not appear, double-click "ScanSnap.exe" in the

M DVD-ROM via [Explore] or [My Computer].

3. Click the [Scan to Microsoft SharePoint] button.

3 ScanSnap Setup =HEETN X

Scansnap Scansnap

Cofor mege Scarnar

SISO
Readme
Welcome to the ScanSnap Setup.
Thank you for choosing ScanSnap

Install Products

- ScanSnap Organizer
- CardMinder

D t i
B IS - ABBYY FineReader for ScanSnap

Scan to Microsoft SharePoint
Browse DYD Contents
Contact Us

Trial Programs

X Exit

= The [Scan to Microsoft SharePoint] dialog box appears.
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4. Click the [Install] button.

3 Scan to Microsoft SharePoint =NACIN X

Scansnap

Scan to
Readme Microsoft SharePoint

(Powered by KnowledgeLake{R))

Install
Welcome to Scan to Microsoft SharePoint
Setup.

Manual

o Setup Menu

=> Installation starts.

5. Follow the instructions on the screen to complete the installation.

e Refer to "Readme" of Scan to Microsoft SharePoint for more details about the installa-
M tion. You can display the "Readme" by clicking the [Readme] button on the [Scan to
Microsoft SharePoint] dialog box.
e Forinformation on how to use Scan to Microsoft SharePoint, refer to the Scan to
Microsoft SharePoint User Guide. You can display the Scan to Microsoft SharePoint
User Guide by clicking on the [Manual] button on the [Scan to Microsoft SharePoint] dia-
log box.

6. Click the [Finish] button when the "InstallShield Wizard Complete" notifi-

cation dialog box appears.

7. Remove the Setup DVD-ROM from the DVD-ROM drive.
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B Installing ScanSnap Manager on Mac OS

Follow the procedure to install ScanSnap Manager from the Setup DVD-ROM supplied with
the ScanSnap. For details about system requirements, refer to "System Requirements" (page
21).

e After installing ScanSnap Manager, connect the ScanSnap to the computer. If you connect
the ScanSnap to your computer before installing ScanSnap Manager, ScanSnap Manager
may not running properly.

e Only one ScanSnap can be connected to a computer at a time.

1 = Check that the ScanSnap is not connected to your computer.
2. Turn your computer on, and log in with an account that has admin rights.

3. Insert the Setup DVD-ROM into the DVD-ROM drive.

= The [ScanSnap] window appears.

4. Double-click the [ScanSnap Manager] icon.

800 3 ScanSnap —
S  items, MB available
Scansnap

Color Imege Scanmnar

¢

ScanSnap Manager

= N s

!-' PDF
Readme Operator's Guide
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5. Click the [Continue] button.

installed. Are you sure you want to

. . This package contains a program that
'r*’f' determines if the software can be
‘ continue?

If you're not sure about the source of this package,
click Cancel to prevent it from running the program
and installing the software.

= The [Welcome to the ScanSnap Installer] window appears.

6. Click the [Continue] button.

80 (@) + Install ScanSnap

Welcome to the ScanSnap Installer

& Introduction
Read Me You will be guided through the steps necessary to

install this software.

Licgnse

Degfination Select

Installation Type

@ Instal

@ SUmmary

.o Back Continue )

g4
= The [Important Information] window appears.

7. Read the "Important Information", then click the [Continue] button.

= The [Software License Agreement] window appears.

8. Read the "Software License Agreement”, then click the [Continue] but-
ton.
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9. To accept the agreement, click the [Agree] button.

To continue installing the software you must agree to the terms
of the software license agreement.

Click Agree to continue or click Disagree to cancel the installation
and quit the Installer.

= The [Standard Install on "(volume_name)"] window appears.

10.click the [install] button.

80 O + Install ScanSnap

Standard Install on “%

& Introduction
© Read Me This will take ME of space on your computer.

O License Click Install to perform a standard installation of

@/Deafination Select this software on the volume

&/nstallation Type

Mlhstallatiog

@ SLUmmary

(_ Change Install Location. .. \

Customize | (Go Back (" install )

]
=> The installation is started.

The [Startup item registration] window appears.

11 .cClick the [OK] button.

Startup item registration

ScanSnap was successfully registered as a startup item.

If there is no action, this message will close automatically in
ten seconds.

(oK )

= When the installation is complete, the [Installation completed successfully] window
appears.
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1 2.Click the [Close] button.

800 _ Install ScanSnap

Installation completed successfully

© Introduction

© Read Me

O License

© Destination Select
O S Install Succeeded

£ Installation

8 Summary The software was successfully installed.

Go Back [ Close )
A

1 3.Remove the Setup DVD-ROM from the DVD-ROM drive.
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B Installing Trial Version Software

The following describes how to install trial version software.

For details about the required operating environment, refer to the trial version software
M "Readme". The "Readme" can be displayed by clicking the [Readme] button on the trial version
program setup dialog box.

1 = Turn your computer on, and log on as a user with "Administrators" privi-

leges.

2. Insert the Setup DVD-ROM into the DVD-ROM drive.
= The [ScanSnap Setup] dialog box appears.

J If the [ScanSnap Setup] dialog box does not appear, double-click "ScanSnap.exe" in the
u DVD-ROM, using "Explorer" or "My Computer".

3. Click the [Trial Programs] button.

= The [Trials] dialog box appears.

4. Click the button of the trial version software that you want to install.

3 Trials =HAC X" )

Scansnap

Trial Programs

Rack2-Filer Select a trial program.

ABBYY
PDF Transformer

* For the trial programs, read the individual use
conditions carefully, You may use them only when
you have fully agreed with the use conditions.
MNote we are not liable for supporting or
guaranteeing the trial programs. For information
about the software products and how to purchase
them, please go to the related webpages or
directly contact the respective manufacturers,

b Setup Menu

= The trial version program setup dialog box appears.
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5. Click the [Install Products] button.

= The installation starts.

6. Follow the instructions on the screen to complete the installation.

e For more details about installation, refer to the trial version software "Readme".
M The "Readme" can be displayed by clicking the [Readme] button on the trial version pro-
gram setup dialog box.
® For details about how to use the trial version software, refer to the software manual.
The software manual can be displayed by clicking the [Manual] button on the trial version
program setup dialog box.

7. When the "InstallShield Wizard Complete" notification dialog box

appears, click the [Finish] button.

8. Remove the Setup DVD-ROM from the DVD-ROM drive.
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For S1500M

This section describes the case for S1500M.

B Supplied Software

The following describes the overview and functions of each software application. Using these
software applications, you can edit, manage, and organize the image data.

e ScanSnap Manager
This software is required to scan documents with the ScanSnap. The scanned image
data can be converted to a PDF or JPEG file to be saved.

e Cardiris (/D

This software can be used to efficiently digitalize a large number of business cards
by performing text recognition on them.

¢ ABBYY FineReader for ScanSnap {/FxD

This software can be used to text-recognize the image data scanned with the
ScanSnap using OCR (Optical Character Recognition) and to covert the data to
Word or Excel files that can be edited.

e Adobe Acrobat 8 Professional (o

This is an industry standard application to create, edit, manage, and utilize electronic
documents in PDF format.
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B Installing Adobe Acrobat

Follow the procedure to install Adobe Acrobat from the Setup DVD-ROM supplied with the
ScanSnap.

You can use Adobe Acrobat on the following operating systems:

e Mac OS Xv10.5

e Mac OS Xv10.4.3 or later
Additional requirements are as follows:

e 1024 x 768 or higher resolution

« In Adobe Acrobat, you can view the scanned image data with the ScanSnap. You do not have
u to install Adobe Acrobat if the latest version is already installed on your computer.

Prepare the Adobe Acrobat DVD-ROM.

1 « Insert the Adobe Acrobat DVD-ROM into the DVD-ROM drive.

—> The DVD-ROM is detected automatically, the [Adobe Acrobat 8 Professional] win-
dow is displayed.

J ® To remove the DVD-ROM, press the [é] button or [F12] key on the keyboard.
u e |f the [Adobe Acrobat 8 Professional] window is not displayed, double-click the [Adobe
Acrobat 8 Professional] icon in the desktop.

2. Drag and drop the [Adobe Acrobat 8 Professional] icon to the [Applica-

tions] icon.
eoe6e - Acrobat 8 Professional ()
¥4 4 items, 2.4 MB available

ADOBE" ACROBAT” 8 PROFESSIONAL

1 arr_.-—_-_'-
A~ - [/
=

Adobe Acrobat 8 Applications

Read Me Extras

= [Adobe Acrobat 8 Professional] is copied to the [Applications] folder.
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3. When the copying is complete, follow the procedure to install Adobe
Acrobat.

1. Double-click the [Applications] icon.
2. Double-click [Adobe Acrobat 8 Professional] in the [Applications] folder.
3. Double-click the [Adobe Acrobat Professional] icon and follow the instructions on the

screen to install.

® For more details about installing Adobe Acrobat, click [Read Me] on the [Adobe Acrobat

M 8 Professional] window in Step 2. to read its procedure.
® For details about using Adobe Acrobat, refer to Adobe Acrobat Help.

4. When the installation is complete, remove the Adobe Acrobat DVD-ROM
from the DVD-ROM drive.
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B Installing ScanSnap Manager on Windows

Follow the procedure to install ScanSnap Manager from the Setup DVD-ROM supplied with
the ScanSnap. For details about system requirements, refer to "System Requirements" (page
21).

e After installing ScanSnap Manager, connect the ScanSnap to the computer. If you connect
the ScanSnap to your computer before installing ScanSnap Manager, ScanSnap Manager
may not running properly.

e Only one ScanSnap can be connected to a computer at a time.

1 = Check that the ScanSnap is not connected to your computer.

2. Turn your computer on, and log on as a user with "Administrators" privi-

leges.

3. Insert the Setup DVD-ROM into the DVD-ROM drive.
= The [ScanSnap Setup] dialog box appears.

J If the [ScanSnap Setup] dialog box is not displayed, find "ScanSnap.exe" in the DVD-ROM
u drive by using "Explore" or "My Computer", and then double-click "ScanSnap.exe".

4. Click the [Install Products] button.

3 ScanSnap Setup =] & ==

Scansnap Scansnap

Color mege Scaernmnar

S5O0

Read
eadme Welcome to the ScanSnap Setup.

Thank you for choosing ScanSnap

Install Products

Documents

Browse DYD Contents

—> The [Welcome to the InstallShield Wizard for ScanSnap] dialog box appears.

5. Click the [Next] button.

= The [ScanSnap Setup] dialog box appears.
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6. Check the contents of the message regarding anti-virus software, and

click the [OK] button.

ScanSnap Setup

(S

- o A c
WY software is installed in your environment.

again.

B On rare occasions, the installation may not be successful if an anti-virus

In that case, stop running the anti-virus software, then try installing

7 . Click the [Next] button.

= The [Select Features] dialog box appears.
ScanSnap (=3
Select Features W
Select the options you want to install ‘Nm

ScanSnap Manager [#99hE]

Select the features you want to install, and deselect the features you do not want to install

[ selectan | [ Cearsn |

r—
I <ﬁack| " Mest » ]l Cancel I
| —

= The [Choose Destination Location] dialog box appears.

8. Check the destination folder and click the [Next] button.

= The [ScanSnap License Agreement] dialog box appears.

9. Read the full text of the [ScanSnap License Agreement]. If you agree to

the terms of this license, select [| accept the terms of the license agree-

ment] and click the [Next] button.

= The [Start Copying Files] dialog box appears.

1 O.Check the settings contents, and click the [Next] button.

= The installation is started.

When the installation is complete, the [InstallShield Wizard Complete] dialog box

appears.
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11 .Click the [Finish] button.

ScanSnap

InstallShield Wizard Complete

Setup has finished instaling ScanSnap on your computer.

< Back Cancel

= The [ScanSnap Setup] dialog box appears.

12.Remove the Setup DVD-ROM from the DVD-ROM drive.
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This chapter describes how to perform a scan with the ScanSnap, change or save scanning
settings, and other various functions of the ScanSnap.
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ScanSnap Manager Icon and Operations (for Windows Users)

ScanSnap Manager Icon and Operations

All operations on the ScanSnap are managed in ScanSnap Manager.

Ordinarily, the [ScanSnap Manager] icon @ is added to the taskbar at the lower right on the
Windows desktop. The icon appears automatically on the taskbar when Windows starts.

The icon also indicates whether ScanSnap Manager is successfully communicating with the
ScanSnap or not. The appearance of the icon changes according to the status of communica-
tion, as shown below.

Communication Status Icon on the Taskbar

Communication is active 6
Communication is not active 6

Clicking this icon shows menus which you can use to start scanning, change scanning set-

tings, and check the status of consumables.

In Windows 7, the ScanSnap Manager icon is displayed in the menu that appears when you

M click E in the taskbar.

To have the ScanSnap Manager icon always displayed in the taskbar, drag the icon and drop it
onto the taskbar.
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B Right-Click Menu

This menu appears when you right-click the [ScanSnap Manager] icon @ .

iy —

Duplex scan

Simplex scan

Scan Button Settings...

Profile Management...

Show scanning results

Check consumable supplies...

Help »

Exit

Right-click

Item

Function

Duplex scan

Both the front and back of the document are scanned at the same
time. Scanning is performed according to the settings configured in
[Scan Button Settings].

Simplex scan

Only one side of the document is scanned at one time. Scanning is
performed according to the settings configured in [Scan Button
Settings].

Scan Button Settings

The ScanSnap setup dialog box appears.
Scanning settings are configured in this dialog box.

— "Changing Scanning Settings" (page 68)

Profile Management

The [ScanSnap Manager - Profile Management] dialog box
appears.
=> "Saving Scanning Settings" (page 71)

Show scanning results

A message appears after scanning to inform you of the scanning
results, whether blank pages were removed, and whether the ori-
entation was changed.

ScanSnap Manager (=3

I.-"'_"‘-.I Scan results are as follows
0 Blank page removal : Mo
Image Rotation : No

Check consumable supplies

The [ScanSnap Manager - Check consumable status] dialog box
appears.
Reset consumable counters to 0 after you replace consumables.

—> "Consumables" (page 337)

Help You can view the Help topics, the version information of ScanSnap
Manager, and the [Online Update] (page 355) and [Preferences]
dialog boxes.

Exit You can exit ScanSnap Manager.

= "Finishing ScanSnap Operation" (page 67)
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B Left-Click Menu

This menu appears when you left-click the [ScanSnap Manager] icon @
Selectable profiles are listed on the Left-Click Menu.

Profile
v ‘J?ﬁ Standard
N
m CardMinder
-‘.LI'%T Searchable PDF(OCRs during scan)
N
| Scan to Folder

4] Scan to E-mail
of

- <
‘.g Scan to Print

| =

I IL’%'_’] ABBYY 5can to Word
&E‘%' ABBYY Scan to Excel

] i

k‘%j ABBYY Scan te PowerPoint(R)

Rack2-Filer

Left-click

By selecting a profile on the Left-Click Menu, you can switch to the previously saved scanning

settings.
When you are not using the Quick Menu, you can select a profile from the Left-Click Menu.

For details about how to save and manage profiles, refer to "Saving Scanning Settings" (page
71).

¢ To show the Left-Click Menu, clear the [Use Quick Menu] check box on the ScanSnap setup
u dialog box. The Left-Click Menu does not appear when this check box is selected.
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How to Perform a Scan

This section describes how to perform a scan with the ScanSnap.

B Preparation

1 . Make sure that the power cable is connected to the ScanSnap properly.

2. Make sure that the ScanSnap is connected to your computer properly.
You can turn the computer on before connecting the ScanSnap.

When the ScanSnap is already connected to your computer, you do not have to discon-
nect and reconnect.

3. Turn your computer on.

—> The [ScanSnap Manager] icon @ appears on the taskbar when Windows starts up.

In Windows 7, the ScanSnap Manager icon is displayed in the menu that appears when

M you click E in the taskbar.

For information on how to display the ScanSnap Manager icon in the taskbar, refer
to"ScanSnap Manager Icon and Operations" (page 54).
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4. Open the ADF paper chute (cover) of the ScanSnap.

= The ScanSnap is turned on and the [ScanSnap Manager] icon changes from @ to
)
5.

There may be a slight delay before the [ScanSnap Manager] icon changes to @j
J depending on the computer load, performance, and operating environment, such as when
there are many programs running on the computer.
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B Using the Quick Menu

The scanning method described below is for the case when you use the Quick Menu.

1 = Check for the [ScanSnap Manager] icon @ on the taskbar as shown

below.

<& Fix 1016

® When the [ScanSnap Manager] icon @) is not displayed, select the [Start] menu — [All
J Programs] — [ScanSnap Manager] — [ScanSnap Manager] to start up ScanSnap Man-
ager. Generally, ScanSnap Manager is registered under [Startup] when installed, so
that its icon is displayed on the taskbar when Windows starts.
When it is not registered under [Startup], select the [Start] menu — [All Programs] —
[ScanSnap Manager] — [Startup Register] to register ScanSnap Manager.
® |In Windows 7, the ScanSnap Manager icon is displayed in the menu that appears when

you click E in the taskbar.

For information on how to display the ScanSnap Manager icon in the taskbar, refer to
"ScanSnap Manager Icon and Operations" (page 54)

2. From the Right-Click Menu, select [Scan Button Settings].

Duplex scan

Simplex scan

( Scan Button Settings... )
Profile Management...

Show scanning results
Check consumable supplies...

Help »

Exit

= The ScanSnap setup dialog box appears.

3. select the [Use Quick Menu] check box.

(] =
= Scsnner"
[¥] Use Quick Menu
E commended | | Small File | | High Cluality | | Customize |
| Detail v| | ol | | Cancel | |  Apply |

For details about scanning documents without using the Quick Menu, refer to "Without

M Using the Quick Menu" (page 64).
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4. Click one of the profile buttons.

()
STcansnap

Cofor image Scarnmaer

| Custamize D

Recommended | | Small File | | HighQuality

| Detail V| | Ok | | Cancel | | Apply |
Profile Buttons Description
[Recommended] button The settings are [Auto] for image quality and default for other
settings.

It is recommended to select this button when you want a high-
quality scan of standard documents, and a higher quality scan
of business cards, requiring a high level of text recognition.

[Small File] button The settings are [Normal] (color/gray: 150 dpi, black and
white: 300 dpi) for image quality and default for other settings.
It is recommended to select this button when you wish to
reduce the scanned file size.

[High Quality] button The settings are [Best] (color/gray: 300 dpi, black and white:
600 dpi) for image quality and default for other settings.

It is recommended to select this button when you want a high-
quality scan.

[Customize] button The default settings are same as the [Recommended] set-
tings. Settings can be changed at your choice.

e By default, the [Recommended] button is selected.

M ® You cannot change the settings for the [Recommended], [Small File], and [High Quality]
buttons. When you change the scanning settings, the button automatically switches to
the [Customize] button.

For details about how to change the scanning settings, file names, or save destinations,
refer to "Changing Scanning Settings" (page 68).

5. Click the [OK] button to close the ScanSnap setup dialog box.

6. Load the document into the ScanSnap.

For details about how to load a document into the ScanSnap, refer to "Loading Docu-
ments" (page 29).
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7. Press the [Scan] button on the ScanSnap.

=> Scanning is started.

. e By default, the [Scan] button settings are set to [Duplex Scan (Double-sided)].
M With ScanSnap Manager, you can switch the [Scan] button settings to [Simplex Scan
(Single-sided)] mode. For details, refer to "Changing Scanning Settings" (page 68).

® You can start scanning from the Right-Click Menu.
For details, refer to "Right-Click Menu" (page 55).

® Do not connect or disconnect the ScanSnap and other USB devices during the scan-
ning operation.
Do not close the ADF paper chute (cover) during the scanning operation.

® Do not switch users during the scanning operation. Doing so cancels scanning.

—> The [Scan] button on the ScanSnap blinks blue during the scanning operation.
The following dialog box appears to indicate the scanning status.

ScanSnap Manager - Image scanning and file saving

Scanning Image from ScanSnap
; Stop(g)
Scanning completed: Fage

Duplex, &uto Colar, Auto Quality, FOF, Auto size
Skip blank page. Rotation, Compression 3

= When the scanning is complete, the Quick Menu appears.
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8. From the Quick Menu, click an icon for the item to be performed.

Scansnap

Page 1/1

i I = IS - ! )

Scan to ScanSnap  Scan to CardMinder  Scan to Folder Scan to E-mail Scan to Print Scan to Wiord

Creanizer

Scan to Excel Scan to SharePoint Scan to Rack?-Filer  Scan to Picture
\ Pawer Point(R) Folder

Q_’) Show Detailz

= The corresponding action of the selected item is performed.

Item Description
@ Scan to ScanSnap Orga- | PDF or JPEG files are created from the scanned image data,
IL | nizer (*1) and ScanSnap Organizer is started to display the scanned

images. Those files are saved in a folder (on your computer)
specified in ScanSnap Organizer.

For details about how to operate ScanSnap Organizer, refer to
the ScanSnap Organizer User's Guide.

the card database.
For details about how to operate after this button is selected,
refer to "Scanning Business Cards" (page 132).

i—_mH Scan to CardMinder (*2) | Scanned card image data are text-recognized and managed in

Scan to Folder PDF or JPEG files are created from the scanned image data
A l and saved in a specified folder (shared folder).
Ty For details about how to operate after this button is selected,
refer to "Saving Data in the Specified Folder" (page 93).

Scan to E-mail PDF or JPEG files are created from the scanned image data,
2,324; and an e-mail program is started with the PDF or JPEG files
attached to an e-mail message.
For details about how to operate after this button is selected,
refer to "Sending Files by E-Mail" (page 101).

Ty Scan to Print Scanned image data are printed with the printer.

ﬁ For details about how to operate after this button is selected,
= refer to "Using the ScanSnap as a Copy Machine" (page 111).
-—7  Scan to Word (*3) Scanned image data are text-recognized and converted into
k_ Word files.

For details about how to operate after this button is selected,
refer to "Converting into Word/Excel/PowerPoint Documents”
(page 125).
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Item Description

Scan to Excel (*3) Scanned image data are text-recognized and converted into
Excel files.

For details about how to operate after this button is selected,
refer to "Converting into Word/Excel/PowerPoint Documents"

(page 125).
Scan to PowerPoint(R) Scanned image data are text-recognized and converted into
(*3) PowerPoint files.

For details about how to operate after this button is selected,
refer to "Converting into Word/Excel/PowerPoint Documents”
(page 125).

Scan to SharePoint (*4) Scanned image data are saved in SharePoint or Office Live.
For details about how to operate after this button is selected,
refer to "Saving Data in SharePoint" (page 138).

Scan to Rack2-Filer (*5) | PDF files are created from the scanned image data and saved
in a binder in Rack2-Filer.

For details about how to operate after this button is selected,
refer to "Saving to Rack2-Filer" (page 148).

"'--...'

Scan to Picture Folder Scanned image data are saved in the pictures folder.
For details about how to operate after this button is selected,
refer to "Saving Files to Picture Folder" (page 118).

K

*
*2
*3
*4
*5

: The icon for this item is displayed only when ScanSnap Organizer is installed.

: The icon for this item is displayed only when CardMinder is installed.

: The icon for this item is displayed only when ABBYY FineReader for ScanSnap is installed.

: The icon for this item is displayed only when Scan to Microsoft SharePoint is installed.

: The icon for this item is displayed only when Rack2-Filer trial version (supplied with the Scan-

Snap) or Rack2-Filer (v5.0 recommended) (bundled or sold separately) is installed.

Before scanning documents of printed or handwritten text, on the ScanSnap setup dialog
box, select the [Scanning] tab — the [Option] button — the [Setting for text only document]
check box. For details on how to change scanning settings, refer to "Changing Scanning Set-
tings" (page 68).

The scaling factor of the scanned image data may vary slightly from the document size.
When either ScanSnap Organizer, CardMinder, Rack2-Filer trial version supplied with the
ScanSnap, or Rack2-Filer (V5.0 recommended) (bundled or sold separately) is started and
becomes active, the ScanSnap automatically interacts with the active application, and the
settings for the application are used for scanning. Automatic linkage is disabled when the
application is not active or exited.

For details about automatic linkage, refer to "Automatic Linkage with Applications" (page 85).

When the Quick Menu is displayed, scanning cannot be performed with the ScanSnap.
Before scanning another document, you have to select the action from the Quick Menu and
complete it, complete an interaction with an application, or close the Quick Menu.

Do not move, delete, or rename the scanned image data in other applications while the Quick
Menu is displayed.
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B Without Using the Quick Menu

The scanning method described below is for the case when you are not using the Quick
Menu.

1 = Check for the [ScanSnap Manager] icon @ on the taskbar as shown

below.

< B Fix 1016

® \When the [ScanSnap Manager] icon @ is not displayed, select the [Start] menu — [All
J Programs] — [ScanSnap Manager] — [ScanSnap Manager] to start up ScanSnap Man-
ager. Generally, ScanSnap Manager is registered under [Startup] when installed, so
that its icon is displayed on the taskbar when Windows starts.
When it is not registered under [Startup], select the [Start] menu — [All Programs] —
[ScanSnap Manager] — [Startup Register] to register ScanSnap Manager.
® |n Windows 7, the ScanSnap Manager icon is displayed in the menu that appears when

you click E in the taskbar.

For information on how to display the ScanSnap Manager icon in the taskbar, refer to
"ScanSnap Manager Icon and Operations" (page 54)

2. From the Right-Click Menu, select [Scan Button Settings].

Duplex scan

Simplex scan

( Scan Button Settings... )
Profile Management...

Show scanning results
Check consumable supplies...

Help 3

Exit

—> The ScanSnap setup dialog box appears.

3. Clear the [Use Quick Menu] check box.
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=S
Color mage S-z:annsr'p
A Frofile
| Recommended | | Small File | [ HighGualite | [ Standard -
| Detail v | oK, | | Cancel | |  Apply |

When the [Use Quick Menu] check box is selected, an action to be executed after

M scanning and an interacting application cannot be specified.
Refer to "Using the Quick Menu" (page 59) to select an action from the Quick Menu after

documents are scanned.

4. Select a profile to be executed after scanning.

Select a profile using either of the following:
o [Profile] drop-down list in the ScanSnap setup dialog box

CoEd
~ fmage S-z:snnsr"
Fraofile
|  Recommended | | Srall File | [ HighQusliy | |[£F Standard v
| Detail v | oK, | | Cancel | |  Apply |

o Left-Click menu

Profile

7
y _C_TT Standard
mCardMinder

_C'TT Searchable PDF{OCRs during scan)

f'. ] Scan to Folder
'4.-“‘? Scan to E-mail

— .
__ﬁ can to Print
F

L_%j ABBYY 5can to Word
%ABBW Scan to Excel
E%—JABBW Scan to PowerP oint(R)

@ Rack2-Filer
. S

5. Load the document into the ScanSnap.

For details about how to load the document into the ScanSnap, refer to "Loading Docu-

ments" (page 29).
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6. Press the [Scan] button on the ScanSnap.

=> Scanning is started.

Y/

By default, the [Scan] button settings are set to [Duplex Scan (Double-sided)].

With ScanSnap Manager, you can switch the [Scan] button settings to [Simplex Scan
(Single-sided)] mode. For details, refer to "Changing Scanning Settings" (page 68).
You can start scanning from the Right-Click Menu.

For details, refer to "Right-Click Menu" (page 55).

Do not connect or disconnect the ScanSnap and other USB devices during the scan-
ning operation.

Do not close the ADF paper chute (cover) during the scanning operation.

Do not switch users during the scanning operation. Doing so cancels scanning.

= The [Scan] button on the ScanSnap blinks blue during the scanning operation.

The following dialog box appears to indicate the scanning status.

Scan5nap Manager - Image scanning and file saving

Scanning Image from ScanSnap
i Stop(p)
Scanning completed: Page

Duplex, &uto Colar, Auto Quality, POF, Auto size
Skip blank page, Rotation, Compression 3

= When scanning is complete, a selected action or interaction with another application

starts.

v

By default, documents are scanned on the following settings: [Image quality: Auto],
[Color mode: Auto Color Detection], [Scanning side: Duplex Scan].

For details about how to change the settings of scanning, refer to "Changing Scanning
Settings" (page 68).

Before scanning documents of printed or handwritten text, on the ScanSnap setup dia-
log box, select the [Scanning] tab — the [Option] button — the [Setting for text only doc-
ument] check box.

Application that starts after scanning varies depending on which option is selected on
the [Application] tab in the ScanSnap setup dialog box. For more information, refer to
the ScanSnap Manager Help.

The scaling factor of the scanned image data may vary slightly from the document size.
When either ScanSnap Organizer, CardMinder, or Rack2-Filer (bundled or sold sepa-
rately) is started and becomes active, the ScanSnap automatically interacts with the
active application, and the settings for the application are used for scanning. Automatic
linkage is disabled when the application is not active or exited.

For details about automatic linkage, refer to "Automatic Linkage with Applications”
(page 85).
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B Finishing ScanSnap Operation

Exiting ScanSnap Manager

Select [Exit] from the Right-Click Menu.
In most cases, ScanSnap Manager does not need to be exited.

You can no longer use the ScanSnap after exiting ScanSnap Manager.
u Select the [Start] menu — [All Programs] — [ScanSnap Manager] — [ScanSnap
Manager] to start up ScanSnap Manager.

Disconnecting the ScanSnap

1 . Close the ADF paper chute (cover) to turn off the ScanSnap.

= The [ScanSnap Manager] icon on the taskbar changes from @ to @

2. Disconnect the USB cable from your computer.

3. Disconnect the power cable from the AC outlet.
The ScanSnap is turned on/off in conjunction with the computer or opening/closing of the

ADF paper chute (cover). Ordinarily, you can forget about turning on/off the ScanSnap
being connected to the computer.
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Setting the ScanSnap

This section describes how to change and save scanning settings, automatically interact with
applications, and about dialog boxes displayed during scanning.

B Changing Scanning Settings

To change scanning settings for the ScanSnap, use the Right-Click Menu.
The following describes how to change the settings.

1 = Open the ScanSnap setup dialog box.

Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

( Scan Button Settings... )
Profile Management...

Show scanning results
Check consumable supplies...
Help 3

Exit

—> The ScanSnap setup dialog box appears.

You can also display the ScanSnap setup dialog box by double-clicking the [ScanSnap

Manager] icon @ or simultaneously pressing the [Ctrl], [Shift] and [Space] keys on the key-
board.
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2. Click the [Detail] button to switch to the detail view mode.

Outline view Detail view
EEE s
Scansnap Scansnap
DU_?E_Q.‘H.‘EKME.’!H Profile 1 Use Quick Menu Profile

| Reoo || Small File | [ Highouelty | [ Standard - | Recommen; ded | | Small Fils | [ HighOusly | [£} Standard -

6 Detail vl) [ Ok | | Concel | [ Appy |

Image quality: |5 Auto -

Colormose: | [ Celor -

Scanning side: [ [% DuplexScan (Double-sided) -

[C] Continue scanning after current scan s finished
Option

Hide A aK Cancel Apph
L Nice 4] PRly

The display status of the ScanSnap setup dialog box when previously opened is saved.
u For example, if it was closed in detail view mode, the dialog box is displayed in detail
mode the next time you open it.

3. Change scanning settings on each tab on the ScanSnap setup dialog

box.

The following items can be changed on each tab:
For details, refer to ScanSnap Manager Help.
e [Application] tab
— Application to be used with the ScanSnap
e [Save] tab
— Folder in which scanned image data are saved
— File name used for saving scanned image data
e [Scanning] tab
— Scan mode
(Which image quality to scan with, color, gray or black-and-white, simplex or
duplex, enable or disable [Setting for text only document], [Allow automatic blank
page removal], [Correct skewed character strings automatically], [Allow automatic
image rotation], [Set the document with its face up], and [Continue scanning after
current scan is finished].)
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o [File option] tab

File format of a scanned image data (*.pdf, *.jpg).

Whether to text recognize a marked character string on the scanned image data
and set the character string as a keyword for the PDF file.

(Whether to text recognize only the first marked section or all marked sections to
be added as keywords, and in which language to text recognize.)

Whether to text recognize character strings in the scanned image data to convert
the PDF file to a searchable PDF file.

(Whether to convert all pages or the first page only, and in which language to text
recognize.)

Whether to include all scanned image data in a single PDF file, or create PDF
files, each of which includes a preset number of pages.

Whether to password-protect the created PDF files.

e [Paper] tab

Paper size of the document to be scanned.
([Paper size] and [Carrier Sheet Settings])
Whether to detect multifeed.

e [Compression] tab

File size of scanned image data (compression rate).

Settings for scanning vary depending on the scanning method.
For details about items that can be set, refer to "Setting ltems With/Without Quick Menu"
(page 365).

4. Ciick the [OK] or [Apply] button.

= Scanning settings are changed.

Y/

If the [Scan] button on the ScanSnap is pressed while the ScanSnap setup dialog box is
displayed, the dialog box is closed and scanning is started. In this case the contents
being set are saved, and used for scanning.

However, if the [Scan] button on the ScanSnap is pressed while dialog boxes other than
the ScanSnap setup dialog box are displayed, scanning will not start.
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B Saving Scanning Settings

You can define up to 20 sets of preferences called profiles for scanning in the Left-Click Menu.

Only by clicking the [ScanSnap Manager] icon @ you can easily retrieve and use the saved

profiles.

Profile

2y

=
» ] || | Standard
\u
m CardMinder
-'.LJ'QT? Searchable PDF(OCRs during scan)
\u
| Scan to Folder

#74) Scan to E-mail

—— -
&= Scan to Print

.! l“%’j ABBYY Scan to Word

kﬁ%‘ ABEVY Scan to Excel
|

[l
Fas ABBYY Scan to P Point(R]
k‘@:l can to PowerPoint(R)

ﬁf; Rack2-Filer

Left-Click Menu

Once the frequently used scanning settings are saved as profiles, you do not have to open the
ScanSnap setup dialog box to change settings every time you scan documents. You can
switch to an appropriate profile with simple point and click operations.

The descriptions below apply to scanning operations when the Quick Menu is not used.
M Only a single profile can be saved for the case when the Quick Menu is used for scanning. For
details about how to change profiles, refer to "Changing Scanning Settings" (page 68).

The following explains the operations.
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Saving Profiles

1 . From the Right-Click Menu, select [Scan Button Settings].

Duplex scan

Simplex scan

( Scan Button Settings... )
Profile Management...

Show scanning results
Check consumable supplies...

Help 3

Exit

= The ScanSnap setup dialog box appears.

2. Clear the [Use Quick Menu] check box.

(=S
SCansnap
Scarnrer
( [T Use Quick Menu i Profile
[ Recommended | [ SmallFile | [ HighQuality | [&F Standard -

—) Compression

M This function is not available when the [Use Quick Menu] check box is selected.
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3. Change scanning settings on each tab on the ScanSnap setup dialog

box.

For details about each tab, refer to ScanSnap Manager Help.

(o=
Scansnap
Color image Scarnnaer
[[Use Quick Menu Profile
[ Pecommended | [ SmallFile | [ Highouality | [£% Standard v

Color mode: [D Color ']
Scanning side: | [ Duplex Scan (Double-sided) -
[Cl Cantinue scanning after current scan is finished
\. J
| ok | | Cancel | [ Apply |

4. Select [Add Profile] from the [Profile] drop-down list.

(] >
5:5[75]75[7
Cofor inmnage Scarnmnaer
[ Use Quick Menu Profile
[ Recommended | [ SmallFile | [ Highouaiyy | ti:smmm -
) Standard
CardMinder

Searchable PDF{OCRs during scan)
| Scanto Folder

5 Scan to E-mail

: Scan to Print

k% Scanto Word

Aute iy Scan to Excel

fis  Rack2-Filer

Image quality:

Caolar mode: [D Calor

dd Pr.

. ) A ofile..
Scanning side: [ IB Duplex Scan (Double-sided) = =3

[T Continue scanning after current scan is finished

= The [Add new profile] dialog box appears.
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5. Type in a profile name, and then click the [OK] button.

Add new profile

MNew profile name

( A4 Caolod )

| oK | l Cancel ] l Help ]

= The new profile name appears in the [Profile] drop-down list.

7 ==
Scansnap
Cofor mage Scarnmar
[ Use Quick Menu Profile
[ Recommendsd | | Small Fils | [ Highouslty | @MCOLOI -
b Standard

EE CardMinder
E: Application |1 Save &2 Scanning | J File option |5~ Paper |- Com ” :::;T;EL;:SF(GCRS during scan)
s Scanto E-mail
Scan to Print
k%  Scan to Word
[, Scan to Excel

i C Eier—)

Scanning side: [ [ % Duplex Scan (Double-sided) Add Profile...

Image quality:

R X o Profile Management...
[Tl Continue scanning after current scan is finished T
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6. Click the [OK] button to close the ScanSnap setup dialog box.

= Now, you have finished saving a new profile.

® You can save up to 20 profiles, including the [Standard] profile.
M ® You can change the displayed sequence of profiles except for the [Standard] profile.
1. Select [Profile Management] from the [Profile] drop-down list in the ScanSnap setup
dialog box or from the Right-Click Menu.
— The [ScanSnap Manager - Profile Management] dialog box appears.
Select a profile from the list to arrange profiles in a different sequence.
3. Click the [Up] or [Down] button to move the profile up or down.

N

ScanSnap Manager - Profile Management

mCardMinder T

-~y Searchable PDF{OCRs

2 | Scan to Faolder
".r-‘#? Scan to E-mail
“ﬁ Scan to Print

k‘_% Scan to Waord

@j Scan to Excel

L"%j Scan to PowerPoint
@ Rack2-Filer

I -r%\:l, A4 Color

|

4. Click the [Close] button.
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Changing Settings for Saved Profiles

1 . From the Right-Click Menu, select [Scan Button Settings].

Duplex scan

Simplex scan

( Scan Button Settings... )
Profile Management...

Show scanning results
Check consumable supplies...

Help 3

Exit

= The ScanSnap setup dialog box appears.

2. Clear the [Use Quick Menu] check box.

==
Scansnap
V=Tal/as) Socanner
[[Use Quick henu Profile
[ Pecommended | [ SmallFile | [ Highouality | [£% Standard -

scanning mode you would like to use.

M This function is not available when the [Use Quick Menu] check box is selected.

3. Select the profile you want to change from the [Profile] drop-down list.

2=
Scansnap
Cofor image Scarnmnaer
[T Use Quick Menu Prafile
[ Recommended | | Small File | [ Highouslity | [£3asColor |
. Standard
CardMinder

Y Searchable PDF(OCRs during scan)
Scan to Folder

5 Scan to E-mail

Scan to Print

. - Eﬁ” Scan to Word
Image quality: | B Aute [k Scan to Excel
fis Rack2-Filer
Color mode: [D Color Gl -
Scanning side: [ [ % Duplex Scan (Double-sided) Add Profile...
Profile Management...
[T Continue scanning after current scan is finished T
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4. Change scanning settings on each tab on the ScanSnap setup dialog

box.

For details about each tab, refer to ScanSnap Manager Help.

5. When you finish changing the settings for the selected profile, click the
[OK] button.

2l
Color nmsge Scarmser l
[[1Use Quick Menu Frafila
| Fecommended | | Small File ] [ High Cuality ] [ % A4 Color v

Image quality: v]
Colar mode: [D Color v]
Scanning side: [ [ Duplex Scan (Double-sided) v]

[l Cantinue scanning after current scan is finished

[ Hide | (| OK. n [ cancel | | Apple |

= A confirmation message appears to ask whether you want to overwrite the profile

with the new settings.

If you select another profile from the [Profile] drop-down list before clicking the [OK]

M button, the following message appears.

r b
ScanSnap Manager @

I.-"-_-'\-.I To change "Ad4 Color” profile setting, select "Yes".
"' To keep current setting, select "No”,

When the [Yes] button is clicked, the new settings made to the profile take effect, and
the profile is switched to another one.

When the [No] button is clicked, the modified settings are canceled, and the profile is
switched to another one.
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6. To overwrite the profile, select the [Yes] button. When the [No] button is

clicked, changes are saved to the [Standard] profile.

ScanSnap Manager (3

r ~ | The settings of the profile "A4 Color” have been changed.
L ¢ 4 Select [Yes] to save the new settings,
and select [No] to save settings as "Standard”.

[ Yes ] | Mo | | Cancel |

When you have selected the [Standard] profile in Step 3., the confirmation message

M does not appear.
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Renaming Profiles

1 . From the Right-Click Menu, select [Scan Button Settings].

Duplex scan

Simplex scan

( Scan Button Settings... )
Profile Management...

Show scanning results
Check consumable supplies...

Help 3

Exit

= The ScanSnap setup dialog box appears.

2. Clear the [Use Quick Menu] check box.

s
Scansnap
Color mage Scarnnaer
(DUSeQuickMenu ) Profile
[ Recommended | [ Smallfile | [ HighQualty | [£% Standard v

—4 Compressian

M This function is not available when the [Use Quick Menu] check box is selected.
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3. Select [Profile Management] from the [Profile] drop-down list.

p— p— b))
E Application |1 Save &% Scanning | J File option |F~ Paper |} Com| ="

(oS
Scansnap
Color mage Scarnnaer
[CTUse Quick Menu Profile
[ PRecommended | [ Smalfile | [ HighQualty | [£5. A4 Color -
't'.‘ Standard

F3  CardMinder

Searchable PDF(OCRs during scan)
« | Scanto Folder

% Scan to E-mail

= Scanto Print

L& Scan to Word

Image quality: ] Auto [ Scan to Excel
fit  Rack2-Filer
Colaor mode: B&W 7 A4 Color
Scanning side: [ m Duplex Scan (Double-sided) flelDatil

. . o Profile Management...
[T Continue scanning after current scan is finished

You can also select [Profile Management] from the

M Right-Click Menu to open the [ScanSnap Manager -
Profile Management] dialog box.

Duplex scan

Simplex scan

Scan Button Settings...
( Profile Management... )

Show scanning results

Check consumable supplies...
Help 3

Exit

= The [ScanSnap Manager - Profile Management] dialog box appears.

4. Select the profile you want to rename, and then click the [Rename] but-

ton.

ScanSnap Manager - Profile Management

i:’j]CardMinder 1

-y Searchable FOF(OCRs

during scan) ( e
gJ Scan to Folder

Delete
4“‘;/ Scan to E-mail

0

Up

S:é Scan to Print

Scan to Word
%Scan to Excel Help
@]Scan to PowerPaoint Close
@ Fackz-Filer

Down

m

= The [Rename] dialog box appears.
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5. Type in a new name, and then click the [OK] button.

Rename (=3

Mame: Letter Black and White

P—

U o< )| cancel |

= The selected profile is renamed.

ScanSnap Manager - Profile Management

mCardMinder 1

-Z%q Searchahble POF(OCRs i
\ \/ during scan)

Fename ...
,.] Scan to Folder

Delete
'«.r-‘é( Scan to E-mail

i

“T_é Scan to Print P

k%] Scan to Word
E%Scan to Excel Help

E%?] Scan to PowerPaint

Down

m

Close

ESLE

6. Click the [Close] button to close the [ScanSnap Manager - Profile Man-

agement] dialog box.
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Deleting Profiles

1 . From the Right-Click Menu, select [Scan Button Settings].

Duplex scan

Simplex scan

( Scan Button Settings... )
Profile Management...

Show scanning results
Check consumable supplies...

Help 3

Exit

= The ScanSnap setup dialog box appears.

2. Clear the [Use Quick Menu] check box.

s
Scansnap
or Image Scarnrner
I [[1Use Quick Menu ' Profile
[ Recommended | [ Smalfile | [ HighQualty | [£% Standard v

—4 Compressian

M This function is not available when the [Use Quick Menu] check box is selected.
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3. Select [Profile Management] from the [Profile] drop-down list.

(] >
5:5[75]75/7
Cofor inmnage Scarnmnaer
[ Use Quick Menu Profile
[ Recommended | [ SmallFile | [ Highousity | [£3 Standard -
-”," Standard
F1  CardMinder

5

. Searchable PDF(QCRs during scan)
Scan to Folder

Scan to E-mail

Scan to Print

Scan to Word

Scan to Excel

Rack2-Filer

Letter Black and White

1l L

Application: [ 1 ScanSnap Organizer

5EES

. Profile Management...

Add or Femove...

You can also select [Profile Management] from the T T—
u Right-Click Menu to open the [ScanSnap Manager - Simplex scan
Profile Management] dialog box.

Scan Button Settings...
(Profile Management... )

Show scanning results

Check consumable supplies...
Help b

Exit

= The [ScanSnap Manager - Profile Management] dialog box appears.
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4. Select the profile you want to delete from the list, and then click the
[Delete] button.

ScanSnap Manager - Profile Management

mCardMinder 1

-I.rf%; Searchahle PDFOCRs
L | .
v\ during scan)

Fename ...
» | Scan to Folder

_ Delete
'-“4&;Z Scan to E-mail

1

':_é Scan to Print v

k%] Scan to Word
E_%Scan to Excel Help

L:.%f] Scan to PowerPaint

Down

m

Close

Fackz-Filer
e
u

o | Letter Blac
N

The [Standard] profile cannot be deleted.

= The [Delete Profile] dialog box appears.

5. click the [Yes] button.

Delete Profile E3

Remove [Letter Black and White] from the profile list.
l . This operation cannot be undone.

OK to delete?

= The selected profile is deleted.

6. Click the [Close] button to close the [ScanSnap Manager - Profile Man-

agement] dialog box.
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B Automatic Linkage with Applications

ScanSnap Organizer, CardMinder, Rack2-Filer trial version (bundled with the ScanSnap), and
Rack2-Filer (V5.0 or later recommended) (bundled model or sold separately) automatically
link with the ScanSnap upon startup.

Automatic Linkage Mode

There are two modes for automatic linkage.

¢ Link when one of the above applications is active (recommended)
When ScanSnap Organizer, CardMinder or Rack2-Filer becomes active (with the appli-
cation’s dialog box brought to front and selected in taskbar), performing a scan by
pressing the [Scan] button automatically starts the linkage between ScanSnap Manager

and the active application in which the scan result is displayed.

Even when the ScanSnap is in Quick Menu mode, ScanSnap Manager automatically
links with the active application in which the scan result is displayed without the Quick

Menu appearing after scanning.
The interaction between the application and ScanSnap Manager ends once the applica-

tion is no longer active.

‘‘‘‘‘‘‘‘‘‘ .' Search within current folder -ja- 9 NOt aCthe

E . = A =
ccccccc iute b ot ed
aaaaaaaaaa (= [ b
aaaaaaaaaaaaaaaaaa Search cards: Enter the search string a2 e
aaaaaaa p
ecognition| | E-mail || Web Searching | Application | Mobile inkage
Howard Brown
Project Manager, Software Research www.ABCD.com
1234 Funciton Avenue, Sen Rose, CA987654-1111
‘Telephone: (000) 000-0000 FAX:(000)-111-2222
E-mail: h abod.com
13 Full Name | [Howard Brown
| Company | [Abed Limited
[ Date reatedascer] [ Phone Number | [987654-1111
—_—
| < E-mail | [Abrown@abcd.com
eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee v CEY% @)

Active

The example above shows ScanSnap Manager automatically linking with CardMinder

when CardMinder dialog box is in front (active).
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¢ Always link when one of the above applications is running
When ScanSnap Organizer, CardMinder, or Rack2-Filer is started, the application spec-
ified for [Application] in the ScanSnap dialog box automatically switches to the running
application. In this case, when you perform a scan by pressing the [Scan] button,
ScanSnap Manager automatically links with the active application in which the scan
result is displayed.
Even when the ScanSnap is in Quick Menu mode, ScanSnap Manager automatically
links with the active application in which the scan result is displayed without the Quick
Menu appearing after scanning.
The interaction continues until you exit the application.
When more than one application is running at the same time, priority will be given in the
following order: CardMinder, ScanSnap Organizer, and Rack2-Filer.
When the Quick Menu is disabled, the name of the interacting application on the
Left-Click Menu is followed by "is interacting".

Profile

(v |17ﬁ ScanSnap Organizer is interacting )
Y

-':'.-W Standard
M

mCardMinder

-'.LI-.?T:? Searchable PDF{OCRs during scan)
\

: | Scan to Folder
ﬁ? Scan to E-mail
e .
h _ﬁ Scan to Print
k%7 ABBYY Scan to Word
L‘%j can to Wor

m"%leBBW Scan to Excel

L% ABBYY Scan to PowerPoint(R)

@ Rack2-Filer

I‘7IJ"|’ Letter Black and White
M

When ScanSnap Organizer is automatically interacting with ScanSnap
Manager
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Changing Automatic Linkage Mode

Follow the procedure below to change automatic linkage mode options.

1 = Select [Help] — [Preferences] from the Right-Click Menu.

Duplex scan

Simplex scan

Scan Button Settings...
Profile Management...
Help
Show scanning results
About ScanSnap Manager ...
PR ) Check consumable supplies...
Online Update ... Help »

Exit

= The [ScanSnap Manager - Preferences] dialog box appears.

2. In the [Automatic Linkage] tab, select the automatic linkage mode and
click the [OK] button.

il |
ScanSnap Manager - Preferences l&]

When you launch ScanSnap Organizer, CardMinder or
Rack2-Filer, the ScanSnap automatically links with the application.

Condition

i Linkwhen one of the abowve applications is active
" (recommended)

(0 Always link when one of the abowve applications is running

'[ oK n Cancel || Help |

¢ Link when one of the above applications is active (recommended)
When ScanSnap Organizer, CardMinder, or Rack2-Filer becomes active, with the appli-

e

cation’s dialog box brought to front and selected in taskbar, the active application auto-
matically starts interacting with ScanSnap Manager.

¢ Always link when one of the above applications is running
When ScanSnap Organizer, CardMinder, or Rack2-Filer is running, the application
specified for [Application] in the ScanSnap dialog box automatically switches to the run-
ning application.
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B Showing the Scan Progress Status

When scanning starts, the [ScanSnap Manager - Image scanning and file saving] dialog box
appears on the computer screen.

This dialog box shows the current processing status, the number of pages of the file that have
been saved, and overview of the current settings for scanning. You can also stop scanning
with the ScanSnap by clicking the [Stop] button.

ScanSnap Manager - Image scanning and file saving

Scanning Image from ScanSnap
Stopip)
Scanning completed: Fage

Duplex, Auto Color, Auto Quality, POF, Auta size
Skip blank page. Rotation, Compression 3

After the image data of the document scanned last is saved, the [ScanSnap Manager - Image
scanning and file saving] dialog box automatically closes.

Hiding the Scan Progress Status

You can hide the [ScanSnap Manager - Image scanning and file saving] dialog box.
Perform this setting as follows.

1 . From the Right-Click Menu, select [Help] — [Preferences].

Duplex scan

Simplex scan

Scan Button Settings...
Profile Management...
Help
Show scanning results
About ScanSnap Manager ...
P Check consumable supplies...
Online Update ... Help »

Exit

= The [ScanSnap Manager - Preferences] dialog box appears.
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2. In the [Status Display] tab, clear the [Show the scan progress status
(recommended)] check box and click the [OK] button.

ScanSnap Manager - Preferences &J

Automatic Linkage | Status Display

Motice of communication status

Selectwhether to notify of the ScanSnap's communication status
with & pop-up balloon.

[CINotity of the communication status:

Show scan progress status
Selectwhether to show the scan progress status.

( Show the scan progress status (recommended))

'[ oK ]‘l Cancel || Help |

= The [ScanSnap Manager - Image scanning and file saving] dialog box is hidden from

the next scanning.

When the scanning progress status dialog box is hidden, the ScanSnap Manager icon alter-

M nates between @ and _ij)
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B About the ScanSnap's Communication Status

If you turn the ScanSnap ON/OFF when ScanSnap Manager is running, the pop-up balloon
appearing from the taskbar icon notifies you of the communication status of the ScanSnap.

¢ When the ScanSnap is on

{ ScanSnap is ready to scan

Click here to dizable this notification.

e When the ScanSnap is turned off

Click here to disable this notification.

[ ScanSnap is disconnected

You can disable notifications of the ScanSnap‘s communication status by clicking the

M pop-up balloon. For more information on how to disable the notifications, refer to Step 2.
of "Receiving or hiding the ScanSnap's communication status notifications" (page 90).
In Windows 2000, you cannot disable this notification by clicking the pop-up balloon.

Receiving or hiding the ScanSnap's communication status notifi-
cations

You can specify whether or not to receive notifications of the ScanSnap’s communication sta-
tus with a pop-up balloon.
Configure the setting following the procedure below.

1 . From the Right-Click Menu, select [Help] — [Preferences].

Duplex scan

Simplex scan

Scan Button Settings...

Profile Management...
Help
Show scanning results
About ScanSnap Manager ...

et o Check consumable supplies...

Online Update ... Help

Exit

= The [ScanSnap Manager - Preferences] dialog box appears.
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2. In the [Status Display] tab, either select or clear the [Notify of the

communication status] check box and click the [OK] button.

ScanSnap Manager - Preferences &J

Automatic Linkage | Status Display

Motice of communication status

Selectwhether to notify of the ScanSnap's communication status
with & pop-up balloon.

(J Matify of the communication status?)

Show scan progress status
Selectwhether to show the scan progress status.

J| Show the scan progress status (recommended)

< oK “ Cancel | | Help |

= When you select the [Notify of the communication status] check box, you will be noti-

fied of the communication status in conjunction with the ScanSnap being turned ON/
OFF.

= When you clear the [Notify of the communication status] check box, you will not be
notified of the communication status.
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About Actions

The ScanSnap has frequently-used functions at the ready as Actions to help you make effi-
cient use of your time at your office.
Actions are helpful when:

e you want to share the scanned document files with other members.
= You can save document files directly in a shared folder on a network upon scanning.

In addition, all members are informed of the destination folder path by an e-mail mes-
sage automatically created with the path stated.

e you want to send document files used in a meeting about to start to all
persons concerned.

= Simply press the [Scan] button, and you can quickly send an e-mail message with
document files attached.

e you want to use a printer, rather than a copy machine, to make copies of
documents.

= Simply press the [Scan] button, and you can print documents with a printer.

e you want to convert catalogs and pamphlets into digital data and save
them.

= Simply press the [Scan] button to save the catalogs and pamphlets converted into
digital data directly in pictures folder.

e you want to use text in your paper documents but do not want to type it
manually.
= Simply press the [Scan] button, and you can get the scanned image data text recog-
nized and converted into a Word, Excel, or PowerPoint document.

e you want to file and organize a large number of business cards.

= Simply press the [Scan] button, and you can manage business card information with
CardMinder.

¢ you want to share the scanned document files through linkage with
SharePoint.

= Simply press the [Scan] button, and you can save the scanned image data in Share-
Point and Office Live.

e you want to turn your paper documents into digital data to conveniently
manage and organize the documents.
= Simply press the [Scan] button, and you can save the scanned data directly to
Rack2-Filer to manage and organize the data.

The following are explanations on how to use Actions.
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B Saving Data in the Specified Folder

This section describes how to save the scanned image data in a shared folder. By using this
action, you can save the scanned image data in a networked folder to share information
among group members. In addition, all members are informed of the destination folder path by
an e-mail message automatically created with the path stated.

T e Maisage =3[
Eile Ed% lew Jnset Formet Tooh Messige Hel
Send | 27 - mm D
T
c
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<8

For an e-mail program, an application set in Internet Explorer is used.

Even if you use an e-mail program selected in Internet Explorer, the e-mail program may not
interact with the ScanSnap properly. In this case, contact the manufacturer of that e-mail
program.

Windows 7/Windows Vista
1. InInternet Explorer, select the [Tools] menu — [Internet Options] — the [Programs] tab —
the [Set programs] button — [Set your default programs].
=> The [Set default programs] dialog box appears.
2. From [Programs], select an e-mail program you want to use.
3. Select [Set this program as default] and click the [OK] button.

Windows XP/Windows 2000
An e-mail program selected in the Internet Explorer [Tools] menu — [Internet Options] —
[Programs] tab — [E-mail] drop-down list is used.
If no e-mail program is selected, select an e-mail program you want to use in the [E-mail]
drop-down list. E-mail programs that cannot be selected here cannot be used.

E-mail programs that have been verified:
- Windows Live Mail (Windows XP or later)
- Microsoft Windows Mail (for Windows Vista)
- Microsoft Office Outlook 2003 / 2007
- Microsoft Outlook Express V6.0
- Thunderbird version 2.0.0.16

94



About Actions (for Windows Users)

Using the Quick Menu

1 . Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

2. Press the [Scan] button on the ScanSnap.

= Scanning is started.
= When scanning is complete, the Quick Menu appears.

3. Click the [Scan to Folder] icon.

Scansnap

4 Page14 Y
L3 L3
A A|a|leg & 6
f > i -
\ e 4 = )
Scan to ScanSnap  Scan to CardMind Scan to Folder Scan to E-mail Scan to Print Scan to Word
Creanizer
E’% \ E’ @7 ~..|
Scan to Excel Scan to Scan to SharePoint Scan to Rack2-Filer  Scan to Picture
Power Paint(R) Falder
@ Show Details

= The [Scan to Folder] dialog box appears.
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4. Check the scanned image in the [Scan to Folder] dialog box.

You can also change file names and destination folders and specify whether to state a

path to a destination folder in an e-mail message to notify other members.

For details about the [Scan to Folder] dialog box, refer to ScanSnap Manager Help.

| M 4 n P MBS

« | Scan to Folder E@g
Specify file name
=] File name: 1/ 2 File
Combired file size 0.29 MB
1995 2000 2005 2010
Specify destination folder
Savein:
C:AUszershecansnaphDocuments
State a path to a destination folder in an E-mail meszage
“ = S
2 Save

Cancel

) i

©

Help

Preview area
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5. click the [Save] button.

= The scanned image data is saved in a specified folder.

= When you select the [State a path to a destination folder in an E-mail message]
check box in the [Scan to Folder] dialog box, an e-mail program starts, and an e-mail
message is created with the path to the destination folder automatically stated.

L' New Message [E=5[ESE =)
File Edit View Insert Format Tools Message Help

™ Send | YV By B

@3] To: |

@3] Ce: |

Subject: |

Times New Roman vEE,|H I U A |EEiZEE §§§§|—&.E

® \When the Quick Menu is displayed, the ScanSnap does not perform a scan even if you
press the [Scan] button, unless the [Scan to Folder] dialog box is closed. Close the
[Scan to Folder] dialog box before scanning another document.

¢ Do not move, delete, or rename scanned image data in other applications after the
Quick Menu is displayed and before the [Scan to Folder] dialog box is closed.
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Without using the Quick Menu

1 = Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

( Scan Button Settings... )
Profile Management...

Show scanning results
Check consumable supplies...

Help 3

Exit

—> The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list on the [Application] tab, select [Scan
to Folder].

( Application: [-_ Scan to Folder v])

Add or Remaowve..

| Hide ~f | oK | | cancel | | Appk |

® You can set a desired settings profile by selecting [Save to Folder] from the [Profiles]

M drop-down list, or [Profile] menu.

e Finishing the procedure above, you can save desired settings as profiles. The profiles
can be selected in the Left-Click Menu from the next time you scan documents.
For details about how to save scanning settings, refer to "Saving Scanning Settings"

(page 71).

3. Click the [OK] button to close the ScanSnap setup dialog box.

Even if the [Scan] button on the ScanSnap is pressed, the ScanSnap setup dialog box

M closes.
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4. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading

Documents" (page 29).

5. Press the [Scan] button on the ScanSnap.

—> Scanning is started.

= When scanning is complete, the [Scan to Folder] dialog box appears.

6. Check the scanned image in the [Scan to Folder] dialog box.

You can also change file names and destination folders and specify whether to state a
path to a destination folder in an e-mail message to notify other members.
For details about the [Scan to Folder] dialog box, refer to ScanSnap Manager Help.

[ [P MR

« | Scan to Folder E@ﬁ
Specify file name
u File name: 1/ 2 Fie
Combired file size 0.29 MB
1995 2000 2005 2010
- Specify destination folder
Savein:
C:AUszershecansnaphDocuments

State a path to a destination folder in an E-mail meszage

Save

'

Cancel

Help

ii

Preview area
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7. Click the [Save] button.

= The scanned image data is saved in a specified folder.

= When you select the [State a path to a destination folder in an E-mail message]
check box in the [Scan to Folder] dialog box, an e-mail program starts, and an e-mail
message is created with the path to the destination folder stated.

L' New Message [E=5[ESE =)
File Edit View Insert Format Tools Message Help

™ Send [y B B

@3] To: |

@3] Ce: |

Subject: |

Times New Roman vEE,|H I U A |EEiZEE §§§§|—&.E

s e 2008 101510 34 17 pdf
s e 2008_10_15_10_34_18 pdf

® \When the [Scan to Folder] dialog box is displayed, scanning cannot be performed with
the ScanSnap. Close the [Scan to Folder] dialog box before scanning another docu-
ment.

e Do not move, delete, or rename the scanned image data in other applications when the
[Scan to Folder] dialog box is displayed.
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B Sending Files by E-Mail

This section describes how to send the scanned image data by e-mail.
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<8

For an e-mail program, the application set in Internet Explorer is used.

Even if you use an e-mail program selected in Internet Explorer, the e-mail program may not
interact with the ScanSnap properly. In this case, contact the manufacturer of that e-mail
program.

Windows 7/Windows Vista
1. InInternet Explorer, select the [Tools] menu — [Internet Options] — the [Programs] tab —
the [Set programs] button — [Set your default programs].
=> The [Set default programs] dialog box appears.
2. From [Programs], select an e-mail program you want to use.
3. Select [Set this program as default] and click the [OK] button.

Windows XP/Windows 2000
An e-mail program selected in the Internet Explorer [Tools] menu — [Internet Options] —
[Programs] tab — [E-mail] drop-down list is used.
If no e-mail program is selected, select an e-mail program you want to use in the [E-mail]
drop-down list. E-mail programs that cannot be selected here cannot be used.

E-mail programs that have been verified:
- Windows Live Mail (Windows XP or later)
- Microsoft Windows Mail (for Windows Vista)
- Microsoft Office Outlook 2003 / 2007
- Microsoft Outlook Express V6.0
- Thunderbird version 2.0.0.16
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Using the Quick Menu

1 . Load the document into the ScanSnap.
For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

Up to ten files can be sent by e-mail.
Scanning multiple sheets of documents with the scanning settings shown below creates
multiple files. Pay attention to the number of sheets of the loaded document.

e File format: JPEG(*.jpg)
e [Generate one PDF file per (n) page(s)] check box is selected

2. Press the [Scan] button on the ScanSnap.
= Scanning is started.

= When scanning is complete, the Quick Menu appears.

3. Change settings for the [Scan to E-mail] action (If you do not want to

change settings, go to Step 4.).

1. Move the mouse pointer to the #& mark on the [Scan to E-mail] icon, and then select
the [Settings] menu.

Scansnap

Page 141

i A =

Scan to ScanSnap  Scan to CardMinder  Scan to Folder Scan to E-mail Scan to Print Scan to Word
Creanizer

©5 O & &

Scan to Excel Scan to Scan to SharePoint Scan to Rack2-Filer  Scan to Picture
Power Paint(R) Falder

® Show Details

= The [Scan to E-mail - Options] dialog box appears.
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2. Change settings.
For details about the [Scan to E-mail - Options] dialog box, refer to ScanSnap

Manager Help.

% Scan to E-mail - Options

‘
[ Set a "Document Open Passward' for PDF files

Save scanned images to file

Attached file size :

Wwhen the combined file size exceeds the set
parameter [below], dizplay a ‘W arning message.

[ QK ][ Cancel ] [ Help ]

3. Click the [OK] button to close the [Scan to E-mail -Options] dialog box.

4. Click the [Scan to E-mail] icon.

Scansnap
E 3 E+ 3
W A al| @ | =&

—_—
Scan to Folder Scan to E-mail Scan to Print Scan to Word

Scan to ScanSnap  Scan to CardMinder
Creanizer

B B O & &

Scan to SharePoint Scan to Rack2-Filer  Scan to Picture

Faolder

Scan to Excel Scan to
Power Paint(R)

@ Show Details

= The [Scan to E-mail] dialog box appears.
When you have cleared the [Show preview] check box in Step 3., an e-mail program

starts, and the files are attached to an e-mail message.
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5. Check the scanned image on the [Scan to E-mail] dialog box.

You can also change file names, specify whether to set a "Document Open Password",
and specify whether to save scanned files attached to an e-mail message after scan-

ning.

For details about the [Scan to E-mail] dialog box, refer to ScanSnap Manager Help.

2010

# & £ = §

M4 11 | M|’

Set a "Document Open pazsword” for PDF files
Save scanned images to file

[ Da nat shaw this dislog again

4 Scan to E-mail E@g
Specify file name
o File name: 1/ 2Fik
(POF 2008 11 07 15 -
Combined file size 0.07 MB
1985 2000 2005

iﬁ

Attach

Cancel

Help

|
Preview area
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6. Click the [Attach] button.

= When the [Set a "Document Open password" for PDF files] check box is selected in
the [Scan to E-mail - Options] dialog box or [Scan to E-mail] dialog box, the [Scan to
E-mail - Set a password] dialog box appears.

“# 5can to E-mail - Set a password (=3

Set a paszword for PDF files.

Password: |

LConfirm pazsword:

ak. [ Cancel ][ Help

Enter a password, and then click the [OK] button.

= An e-mail program is started with the selected files being attached to an e-mail mes-
sage.

" New Message [ = |[E] =]

File Edit View Insert Format Tools Message Help
I

I . I}
ce / B ) | W, AEC
= Send Vs B Pt

@3 To: ||
@3] Ce: |

Subject: |

s===s|-8KW

® \When the Quick Menu is displayed, the ScanSnap does not perform a scan even if you
press the [Scan] button, unless the [Scan to E-mail] dialog box is closed. Close the
[Scan to E-mail] dialog box before scanning another document.

e Do not move, delete, or rename the scanned image data in other applications after the
Quick Menu is displayed and before the [Scan to E-mail] dialog box is closed.
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Without using the Quick Menu

1 = Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

( Scan Button Settings... )
Profile Management...

Show scanning results

Help

Exit

Check consumable supplies...

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list on the [Application] tab, select [Scan

to E-mail].

Scansnap

Color Image Scarnmner

[[1Use Quick benu

Frofile

Srall File

| |

| Fecommended

High Cluality

] [Tt'f Standard

[ Application: [J Scan to E-mail

v]]

Add or Remaowve..

Application Settings...

| Hide 4 [ oK

[ Apply |

Cancel | |

® The profiles can also be set by selecting [Scan to E-mail] from the [Profile] drop-down

list or from the Left-Click Menu.

<§

Finishing the procedure above, you can save desired settings as profiles. The profiles
can be selected in the Left-Click Menu from the next time you scan documents.

For details about how to save scanning settings, refer to "Saving Scanning Settings"

(page 71).

107



About Actions (for Windows Users)

3. Change settings for the [Scan to E-mail]
change settings, go to Step 4.).

1. Click the [Application Settings] button.

action (If you do not want to

(oS
Color Image Scarnmner ‘
[CTUse Quick Menu Profile
| Pecommended | | Small File | [ HighQuality | [£% Standard -

E: Application | Save |#% Scanning | J File option

Selectthe application ould like to use.

Application: [J Scan to E-mail v]
( Application Settings... )
Add ar Femove...
| Hide ~f | oK | | cancel | | Appk |

= The [Scan to E-mail - Options] dialog box appears.

2. Change settings.
For details about the [Scan to E-mail - Optio
ager Help.

ns] dialog box, refer to ScanSnap Man-

7 Scan to E-mail - Options

[¥] Show previews

Save scanned images to file

[] Set a "Document Open Password' for PDF files

==l

Attached file size :

=

‘when the combined fil size exceeds the set
parameter [below], display a ‘Warning message.

(

Ok

][ Cancel ][

J

Help

3. Click the [OK] button to close the [Scan to E-

mail -Options] dialog box.

4. Click the [OK] button to close the ScanSnap setup dialog box.

closes.

v/
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5. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

Up to ten files can be sent by e-mail.

Scanning multiple sheets of documents with the scanning settings shown below creates
multiple files. Pay attention to the number of sheets of the loaded document.

e File format: JPEG(*.jpg)

e [Generate one PDF file per (n) page(s)] check box is selected

6. Press the [Scan] button on the ScanSnap.

—> Scanning is started.

= When scanning is complete, the [Scan to E-mail] dialog box appears.

When you have cleared the [Show preview] check box in Step 3., an e-mail program
starts, and the files are attached to an e-mail message.

7. Check the scanned image on the [Scan to E-mail] dialog box.

You can also change file names, specify whether to set a "Document Open Password",
and specify whether to save scanned files attached to an e-mail message after scan-
ning.

For details about the [Scan to E-mail] dialog box, refer to ScanSnap Manager Help.

4 Scan to E-mail E@I_Jiz-
Specify file name
B File name: 1/ 2Fik
(POFJ2008 11 07 15 23 32 -
Combined file size 0.07 MB
1985 2000 2005 2010

Set a "Document Open pazsword” for PDF files
Save scanned images to file

)"55 Attach
1” | Q [ Da nat shaw this dislog again @ Help

Preview area
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8. Click the [Attach] button.

= When the [Set a "Document Open password" for PDF files] check box is selected in

the [Scan to E-mail - Options] dialog box or [Scan to E-mail] dialog box, the [Scan to

E-mail - Set a password] dialog box appears.

“# 5can to E-mail - Set a password

Set a paszword for PDF files.

Password: |

LConfirm pazsword:

==

ok [ Cancel ][

Help

Enter a password, and then click the [OK] button.

= An e-mail program is started with the selected files being attached to an e-mail mes-

sage.

" New Message

File Edit View Insert Format Tools Message Help
I

I
[/ = =y ARC
VmE o 4

P Send | VY- mmO

I?I@

@3 To: ||

@3] Ce: |

Subject: |

® \When the [Scan to E-mail] dialog box is displayed, scanning cannot be performed with
the ScanSnap. Close the [Scan to E-mail] dialog box before scanning another docu-

ment.

e Do not move, delete, or rename the scanned image data in other applications when the

[Scan to E-mail] dialog box is displayed.
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B Using the ScanSnap as a Copy Machine

This section describes how to print scanned image data with a printer.
By printing scanned image data directly from the ScanSnap, you can use the ScanSnap as a
copy machine.

e By default, a printer that is [Set as Default Printer] in Windows Control Panel is used. You
may also change settings so that a printer can be changed after scanning.

® Depending on the document conditions and scanning settings, the printed image data may
contain shadows (which appear as lines) on its edges.
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Using the Quick Menu

1 . Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

2. Press the [Scan] button on the ScanSnap.

= Scanning is started.
= When scanning is complete, the Quick Menu appears.

3. Change settings for the [Scan to Print] action (If you do not want to
change settings, go to Step 4.).

1. Move the mouse pointer to the #% mark on the [Scan to Print] icon, and then select
the [Settings] menu.

Scansnap

Page 141

| A g @ e

Scan to ScanSnap  Scan to CardMinder  Scan to Folder Scan to E-mail Scan to Print Scan to Word

Creanizer

; O @ &

Scan to Excel Scan to Scan to SharePoint Scan to Rack2-Filer  Scan to Picture
Power Paint(R) Falder

® Show Details

=The [Scan to Print - Options] dialog box appears.

2. Change settings.
For details about the [Scan to Print - Options] dialog box, refer to ScanSnap Man-
ager Help.

%= Scan to Print - Options =]

Keep data used for printing as files
Show "Print" dialog

[ok | [ comcsl | [ Hep ]

3. Click the [OK] button to close the [Scan to Print - Options] dialog box.
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4. Click the [Scan to Print] icon.

Scansnap

4 Page 1/1

W A g = & |

Scan to ScanSnap  Scan to CardMinder  Scan to Folder Scan to E-mail Scan to Print Scan to Word
Creanizer

B & O % &N

Scan to Excel Scan to Scan to SharePoint Scan to Rack2-Filer  Scan to Picture
Power Paint(R) Falder

@ Show Details

= The [Scan to Print] dialog box appears.
If the [Show "Print" dialog] check box is cleared in Step 3., printing is immediately
performed.

5. Check the scanned image on the [Scan to Print] dialog box.

You can select the printer to be used and specify the number of copies and size of the
scanned image data to be printed.
For details about the [Scan to Print] dialog box, refer to ScanSnap Manager Help.

(% Scan to Print . = | 5]

Find printer

MName:
’ AN e - - ] Properties...

Print options

Copies: 1 %

Same size/Scaling down:

’Same size w7

Allow automatic rotation
Center the image and print

Keep data used for printing as files

Erint

Cancel

ii

@D 20081015 10 53.12 -

&
M 4 n > M & & [7] Do not show this dialog again ®) sk
|

Preview area
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6. Click the [Print] button.

= Printing is performed.

e When the Quick Menu is displayed, the ScanSnap does not perform a scan even if you
press the [Scan] button, unless the [Scan to Print] dialog box is closed. Close the [Scan
to Print] dialog box before scanning another document.

e Do not move, delete, or rename the scanned image data in other applications after the
Quick Menu is displayed and before the [Scan to Print] dialog box is closed.
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Without using the Quick Menu

1 = Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

( Scan Button Settings... )
Profile Management...

Show scanning results

Help

Exit

Check consumable supplies...

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list on the [Application] tab, select [Scan

to Print].

Scansnap

Color Image Scarnmner

[[1Use Quick benu

Frofile

| | | |

| Fecommended Small File

High Cluality

] [Tt'f Standard

v]]

[ Application: Lir, Scan to Print

Add or Remaowve..

Application Settings...

| Hide 4 [ oK

Cancel | | Apply |

or from the Left-Click Menu.

<§

The profiles can also be set by selecting [Scan to Print] from the [Profile] drop-down list

Finishing the procedure above, you can save desired settings as profiles. The profiles
can be selected in the Left-Click Menu from the next time you scan documents.

For details about how to save scanning settings, refer to "Saving Scanning Settings"

(page 71).
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3. Change settings for the [Scan to Print] action (If you do not want to

change settings, go to Step 4.).

1. Click the [Application Settings] button.

(R >
Color Imege Scarnmner ‘
[[1Use Quick benu Profile
| Recommended | | Small File | [ HighQuality | [£% Standard -

E: Application | Save |#% Scanning | J File option

Selectthe application you would like to use.

Application: Lit, Scan to Print v]
( Application Settings... )
Add ar Femove...
| Hide ~f | oK | | cancel | | Appk |

= The [Scan to Print - Options] dialog box appears.

2. Change settings.

For details about the [Scan to Print - Options] dialog box, refer to ScanSnap Man-

ager Help.

%= Scan to Print - Options

Keep data used for printing as files
Show "Print" dialog

==

[ ok

J[Cancel][

Hep |

3. Click the [OK] button to close the [Scan to Print - Options] dialog box.

4. Click the [OK] button to close the ScanSnap setup dialog box.

closes.

Y/

5. Load the document into the ScanSnap.

Even if the [Scan] button on the ScanSnap is pressed, the ScanSnap setup dialog box

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading

Documents" (page 29).
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6. Press the [Scan] button on the ScanSnap.

=> Scanning is started.
= When scanning is complete, the [Scan to Print] dialog box appears.
If the [Show "Print" dialog] check box is cleared in Step 3., printing is immediately

performed.

7. Check the scanned image on the [Scan to Print] dialog box.

You can select the printer to be used and specify the number of copies and size of the

scanned image data to be printed.
For details about the [Scan to Print] dialog box, refer to ScanSnap Manager Help.

= EEs

%= Scan to Print

Find printer

MName:

’- —— - v] Properties...

|
Print options
Copies: 1=
1365 2000 P 20

Same size/Scaling down:

-

’Same size

Allow automatic rotation

Center the image and print

Keep data used for printing as files

JI|||L

Erint

Cancel

@D 20081015 10 53.12 -

III | @‘l [pe not ghow this dialog again
|

Preview area

Help

8. Click the [Print] button.

= Printing is performed.

® \When the [Scan to Print] dialog box is displayed, scanning cannot be performed with the
ScanSnap. Close the [Scan to Print] dialog box before scanning another document.
e Do not move, delete, or rename the scanned image data in other applications when the

[Scan to Print] dialog box is displayed.
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B Saving Files to Picture Folder

This section describes how to save scanned image data in the pictures folder.

[B searches ScanSnap Sample Pictures

By default, the following folder is set as the "Pictures folder".
M o Windows 7/Windows Vista
Drive name (such as C):\Users\(User_name)\Pictures\ScanSnap
o Windows XP/Windows 2000

Drive name (such as C):\Documents and Settings\(User_name)\My Documents\
My Pictures\ScanSnap
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Using the Quick Menu

1 . Load the document into the ScanSnap.
For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

2. Press the [Scan] button on the ScanSnap.

= Scanning is started.
= When scanning is complete, the Quick Menu appears.

3. Change settings for the [Scan to Picture Folder] action (If you do not
want to change settings, go to Step 4.).

1. Move the mouse pointer to the #& mark on the [Scan to Picture Folder] icon, and
then select the [Settings] menu.

Scansnap

Page 141

=
i o
m e
Scan to ScanSnap  Scan to CardMinder  Scan to Folder Scan to E-mail Scan to Print Scan to Word
Creanizer

@

Scan to Excel Scan to Scan to SharePoint Scan to Rack2-Filer  Scan to Picture
Power Paint(R) Falder

L]

® Show Details

=The [Scan to Picture Folder - Options] dialog box appears.

2. Change settings.
For details about the [Scan to Picture Folder - Options] dialog box, refer to ScanSnap
Manager Help.

_| Scan to Picture Folder - Options (=3

[7] Save scanned images to file

Show preview

[ok ) [ cance | [ Hem |

3. Click the [OK] button to close the [Scan to Picture Folder - Options] dialog box.
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4. Click the [Scan to Picture Folder] icon.

Scansnap

4 Page 1/1

L]

W A g @ =&

Scan to ScanSnap  Scan to CardMinder  Scan to Folder Scan to E-mail Scan to Print Scan to Word
Creanizer

& O @

Scan to Excel Scan to
Power Paint(R)

@ Show Details

= The [Scan to Picture Folder] dialog box appears.
When you have cleared the [Show preview] check box in Step 3., the scanned image
data is saved in the pictures folder.
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5. Check the scanned image on the [Scan to Picture Folder] dialog box.

You can rename files.

For details about the [Scan to Picture Folder] dialog box, refer to ScanSnap Manager

Help.
| Scan to Picture Folder =R X
= 1/ 2 File
-
Combired file size 1.19 MB
1995 2000 2008 2010
- Specify destination folder
“FictureshScanSnap
[ Save scanned images ta file
-
“ L | Save
I ‘ ~ ‘
N l ® Cancel l
1n | @l |:| Do not show thiz dialog again l @ Help l
7
1§

Preview area

Y/

6. Click the [Save] button.

the pictures folder.

In [Specify destination folder], you can change the destination folder to a folder other than

= The scanned image data is saved in the pictures folder.

® When the Quick Menu is displayed, the ScanSnap does not perform a scan even if you
press the [Scan] button, unless the [Scan to Picture Folder] dialog box is closed. Close
the [Scan to Picture Folder] dialog box before scanning another document.

e Do not move, delete, or rename the scanned image data in other applications after the
Quick Menu is displayed and before the [Scan to Picture Folder] dialog box is closed.
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Without using the Quick Menu

1 = Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

( Scan Button Settings... )
Profile Management...

Show scanning results
Check consumable supplies...

Help 3

Exit

— The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list on the [Application] tab, select [Scan

to Picture Folder].

s
Scansnap
Color image Scaernrner
[[1Use Quick Menu Profile
[ Recommended | [ Smalfile | [ HighQualty | [£% Standard v

E: Application |- Save |# Scanning | J File option

Selectthe applicatic ould like to use.

Application: ( [ | Scan to Picture Folder v])

Application Settings...

Add or Remaowve..

| Hide ~f | oK | | cancel | | Appk |

Finishing the procedure above, you can save desired settings as profiles. The profiles can
be selected in the Left-Click Menu from the next time you scan documents.

For details about how to save scanning settings, refer to "Saving Scanning Settings" (page
71).

<§
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3. Change settings for the [Scan to Picture Folder] action (If you do not

want to change settings, go to Step 4.).

1. Click the [Application Settings] button.

(R >
Color Imege Scarnmner ‘
[[1Use Quick benu Profile
| Recommended | | Small File | [ HighQuality | [£% Standard -

E: Application | Save |#% Scanning | J File option

Selectthe application you would like to use.

Application: [_ Scan to Picture Folder v]
( Application Settings... )
Add ar Femove...
| Hide ~f | oK | | cancel | | Appk |

=The [Scan to Picture Folder - Options] dialog box appears.

2. Change settings.

For details about the [Scan to Picture Folder - Options] dialog box, refer to ScanSnap

Manager Help.

_| Scan to Picture Folder - Options

[7] Save scanned images to file

Show preview

==

[ ok

J [ Cancel ] [

Help ]

3. Click the [OK] button to close the [Scan to Picture Folder - Options] dialog box.

4. Click the [OK] button to close the ScanSnap setup dialog box.

closes.

Y/

5. Load the document into the ScanSnap.

Even if the [Scan] button on the ScanSnap is pressed, the ScanSnap setup dialog box

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading

Documents" (page 29).
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6. Press the [Scan] button on the ScanSnap.

=> Scanning is started.

= When scanning is complete, the [Scan to Picture Folder] dialog box appears.

When you have cleared the [Show preview] check box in Step 3., the scanned image
data is saved in the pictures folder.

7. Check the scanned image on the [Scan to Picture Folder] dialog box.

You can rename the file.

For details about the [Scan to Picture Folder] dialog box, refer to ScanSnap Manager

Help.
.| Scan to Picture Folder =HECIN X
N
Specify file name
=] File name: 1/ 2 File
Combired file size 1.19 MB
1995 2000 2005 2010

Specify destination folder
Savein:
C:hUzersh “FictureshScanSnap
[7] Save scanned images ta file

“ I | Save

90

III | Q [ Da nat shaw this dislog again @ ek

Preview area

J In [Specify destination folder], you can change the destination folder to a folder other than
u the pictures folder.

8. Click the [Save] button.

—> The scanned image data is saved in the pictures folder.

e When the [Scan to Picture Folder] dialog box is displayed, scanning cannot be per-
formed with the ScanSnap. Close the [Scan to Picture Folder] dialog box before scan-
ning another document.

® Do not move, delete, or rename the scanned image data in other applications when the

[Scan to Picture Folder] dialog box is displayed.
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Converting into Word/Excel/PowerPoint Documents

This section describes how to convert the scanned image data into Word/Excel/PowerPoint
files through ABBYY FineReader for ScanSnap, which is supplied with the ScanSnap.

e ABBYY FineReader for ScanSnap must be installed in your computer in order to perform
text-recognition.

e Use this function in a computer environment where Word, Excel and PowerPoint are
installed. You cannot view the documents converted into Word, Excel, or PowerPoint files
unless Word, Excel, or PowerPoint is installed or you have completed user registration to use
these applications. Install those applications and complete user registration to view the con-
verted documents on your computer.

Other than Word, Excel and PowerPoint, Visual Basic for Applications of Office Shared Fea-
tures is required (Visual Basic for Applications of Office Shared Features is installed at the
same time when you perform a standard installation of Microsoft Office.).

e ABBYY FineReader for ScanSnap can be used with the following versions of Word, Excel,
and PowerPoint.

- Word: 2000 / 2002 / 2003 / 2007
- Excel: 2000/ 2002 / 2003 / 2007
- PowerPoint: 2002 / 2003 / 2007

e Do not scan Word/Excel/PowerPoint files while you are working on Word, Excel or
PowerPoint. In addition, do not operate Word, Excel, or PowerPoint while this function is
executing. A message such as "Call is rejected by callee" may appear and the resulting
document may not be displayed.
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About the OCR (Optical Character Recognition) function of ABBYY FineReader for ScanSnap

e ABBYY FineReader for ScanSnap is an application used exclusively with the ScanSnap. This
program can text-recognize only PDF files that are created by using the ScanSnap. It cannot
text-recognize PDF files created by using Adobe Acrobat or other applications.

e Some types of documents are occasionally misrecognized. Before recognition, check
whether the documents you want to convert are suitable for conversion according to the fol-
lowing guidelines.

Scan to Word

- Documents suitable for conversion
Documents created by using simple page layout with one or two columns

- Documents not suitable for conversion
Documents created by using complex page layout comprised of diagrams, tables, and let-
ters, such as a brochure, magazine, and newspaper

Scan to Excel

- Documents suitable for conversion
Simple tables in which every border line connects to the outside borders

- Documents not suitable for conversion
Documents containing tables without borders, complex tables with too many borders,
convoluted tables containing sub-tables, diagrams, graphs and charts, photographs, and
characters written in vertical direction
(Diagrams, graphs and charts, photographs, and characters written in vertical direction
are not converted.)

Scan to PowerPoint(R)

- Documents suitable for conversion
Documents consisting of only characters and simple graphs or tables with the white or
light monocolor background

- Documents not suitable for conversion
Documents with complex page layout comprised of characters, diagrams, and illustra-
tions, documents that have characters on the photograph or patterned background, and
documents that have lightly colored characters on the deeper colored background.

® The following parameters may not be inherited from the originals during conversion. It is rec-
ommended that the converted documents be opened with Word, Excel, or PowerPoint to cor-
rect or edit misrecognized letters.

- Font and size of characters

- Character spacing and line spacing
- Underline, bold, and ltalic

- Superscript/subscript

e The following types of documents may be misrecognized.

In such a case, recognition may be corrected by changing the [Color mode] to [Color] and/or
improving the resolution (Image quality).
- Documents containing handwritten characters
- Text including small characters (smaller than 10 points)
- Skewed documents
- Documents written in languages other than the specified language for text recognition
- Documents with characters on an unevenly colored background
e.g. Shaded characters
- Documents with many decorated characters
e.g. Decorated characters (embossed/outlined)
- Documents with characters on a patterned background
e.g. Characters overlapping illustrations and diagrams
- Documents with many characters contacting underlines or borders
- Documents of complex layout as well as documents including unreadable characters
(It may take an extended period of time to convert these documents.)
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<§

e The following message appears when you convert a long page document into a Word file,
and the conversion result may be divided into more than one page.

ABBYY FineReader for ScanSnap (TM) 4.1 [

Paper size is too large. The result may be displayed incorrectly. Continue saving?

e

A converted Excel worksheet can contain up to 65,536 rows.

When converting to Excel files, information for the layout of the entire document, diagrams,
and height/width of graphs and tables is not reproduced. Only tables and character strings
are reproduced.

e A converted PowerPoint document will not contain the original background color and pat-
terns.

e Documents upside down or in landscape orientation cannot be recognized properly. Select
the [Allow automatic image rotation] check box (page 165), or load documents face down in
portrait orientation.

e On the ScanSnap setup dialog box, even if the [Generate one PDF file per (n) page(s)] check

box is selected on the [File option] tab — [Option], the conversion result will be saved as one
file.

You can change the scanning settings applied during conversion to Word, Excel, or PowerPoint
documents in the ABBYY FineReader for ScanSnap setup dialog box.

Select the [Start] menu — [All Programs] — [ABBYY FineReader for ScanSnap(TM) 4.1] —
[ABBYY FineReader for ScanSnap(TM) 4.1] to show the following dialog box.

\=) ABBYY FineReader for ScanSnap (TM) 4.1 (2 [z
| Scan to PowerPoint I Scan to Searchable PDF |
General Options | Scan to Word I Scan to Excel |

Becognition languages:

i

Abkhaz -
Adyghe

Afrikaans

Agul

Albanian

Altai

Amenian (Eastem)

Amenian (Grabar)

Amenian (Westem)

Avar

HAymara
Azeri (Cyrillic) i

]

Delete scanned images after recognition

About l

Register Now! l

[ ok J[ cancel |[ Hep |

e

For details about how to set, refer to the ABBYY FineReader for ScanSnap User's Guide.
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Using the Quick Menu

1 . Load the document into the ScanSnap.
For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

2. Press the [Scan] button on the ScanSnap.
= Scanning is started.

= When scanning is complete, the Quick Menu appears.

3. Click the [Scan to Word], [Scan to Excel], or [Scan to PowerPoint(R)]

icon.

Scansnap

Page 141

W R oa @ &

Scan to ScanSnap  Scan to CardMinder  Scan to Folder Scan to E-mail Scan to Print Scan to Word
Creanizer

B B |0 & &

Scan to Excel Scan to cah to SharePoint Scan to Rack?-Filer  Scan to Picture
Power Paint(R) Falder

® Show Details

When [JPEG(*.jpg)] is selected for [File format] in the [File option] tab on the ScanSnap
setup dialog box, the [Scan to Word], [Scan to Excel], and [Scan to PowerPoint(R)]
icons are grayed out and cannot be selected.

= The following dialog box appears, and the image data conversion to Word, Excel or
PowerPoint files starts.

ABBYY FineReader for ScanSnap (TM) 4.1

Register your copy of ABBYY FineReader and receive the following benefits:

- Free technical support;
- Information about new versions of ABBYY products.

Reading images:
Dimage(s) processed, 2 image(s) left
- (s ]
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= When the conversion is complete, Word, Excel, or PowerPoint starts up, and the
conversion result is displayed.

e |tis recommended to select [Better (Color/Gray: 200 dpi, B&W: 400 dpi)] or higher reso-
M lution for [Image quality] in the [Scanning] tab on the ScanSnap setup dialog box.
® \Word documents are saved in RTF format (.rtf), Excel documents, in XLS format (.xIs),
and PowerPoint documents, in PPT format (.ppt).

® When the Quick Menu is displayed, scanning cannot be performed with the ScanSnap.
Complete the action before scanning another document.

® Do not move, delete, or rename the scanned image data in other applications while the
Quick Menu is displayed.
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Without using the Quick Menu

1 = Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

( Scan Button Settings... )
Profile Management...

Show scanning results
Check consumable supplies.

Help

Exit

—> The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list on the [Application] tab, select
[ABBYY Scan to Word], [ABBYY Scan to Excel], or [ABBYY Scan to

PowerPoint(R)].

Scansnap

Color Image Scarnmner

[[1Use Quick benu

Frofile

Fecommended Srall File

| | | |

High

Cluality

I

[ Tt'f Standard

E: Application | Save |# Scanning | J File option

Selectthe application you would like to use.

[ Application: [ L ABBYY Scan to Word

Add or Remaowve..

| Hide =~ [ oK

| [ cancel | [ Apply |

Excel], or [ABBYY Scan to PowerPoint(R)]
Left-Click Menu.

v/

e The profiles can also be set by selecting [ABBYY Scan to Word], [ABBYY Scan to

from the [Profile] drop-down list or from the

Finishing the procedure above, you can save desired settings as profiles. The profiles

can be selected in the Left-Click Menu from the next time you scan documents.
For details about how to save scanning settings, refer to "Saving Scanning Settings"

(page 71).
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3. Click the [OK] button to close the ScanSnap setup dialog box.

Even if the [Scan] button on the ScanSnap is pressed, the ScanSnap setup dialog box

M closes.

4. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

5. Press the [Scan] button on the ScanSnap.

—> Scanning is started.
—> After scanning is completed, the following dialog box appears, and the image data
conversion to Word, Excel or PowerPoint files starts.

ABBYY FineReader for ScanSnap (TM) 4.1

Register your copy of ABBYY FineReader and receive the following benefits:

- Free technical support;
- Information about new versions of ABBYY products.

Register Now!
Reading images:
0 image(s) processed, 2 image(s) left
L] ET

= When the conversion is complete, Word, Excel, or PowerPoint starts up, and the
conversion result is displayed.
e |tis recommended to select [Better (Color/Gray: 200 dpi, B&W: 400 dpi)] or higher reso-
M lution for [Image quality] in the [Scanning] tab on the ScanSnap setup dialog box.
[ ]

Word documents are saved in RTF format (.rtf), Excel documents, in XLS format (.xIs),
and PowerPoint documents, in PPT format (.ppt).
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B Scanning Business Cards

This section describes how to use scanned image data of business cards in CardMinder.

,,,,,,,,, =)

ABCD LIMITED

Howard Brown
elfioward Brown Project Manager, Software Research

;;;;;;;;

www.ABCD.com

1234 Funiton Avenue, Sen Rose, CA987654-1111
Tolephone: (000) 000-0000 FAX (000)-111-2222
E-ma: hbrown@abed.com

[3  Fulhame | [Foward Brown

Company |[Abed Limited

[/ Phone Number | [seresati11

E-mail | [nbrown@abed.com

o When interacting with CardMinder, blank pages are not removed, regardless of the
[Allow automatic blank page removal] setting.

e Up to 500 sheets (1,000 pages), including blank pages, can be exported to CardMinder
at once.
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Using the Quick Menu

1 . Load the business card into the ScanSnap.

¢ Load the business card so that the front side of the two-sided business card faces
the ADF paper chute (cover).

e To scan multiple business cards, load business cards in a pile.

¢ Move the side guides so that there is no gap between the business cards edge and
the side guide on both sides.

2. Press the [Scan] button on the ScanSnap.
= Scanning is started.
= When scanning is complete, the Quick Menu appears.

It is recommended to select [Auto] or [Best] for [Image quality] in the [Scanning] tab in the
ScanSnap setup dialog box when you scan business cards. The ScanSnap cannot link
with CardMinder when [Image quality] is set to [Excellent].
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3. Click the [Scan to CardMinder] icon.

Scansnap

Page 141

L]

Scan to ScanSnaj
Creanizer

CT

Scan to Excel

A | @

Scan to CardMinder | Scan to Folder Scan to E-mail Scan to Print

- ® %
@A m N

Scan to SharePoint Scan to Rack2-Filer

Scan to

Scan to Picture
Pawer Paint{ R}

Faolder

= B

Scan to Word

(%) Show Details
= CardMinder starts up.
o
0.

Quick Menu is displayed.

4. Check the scanned card image and text recognition resulit.

When the Quick Menu is displayed, scanning cannot be performed with the ScanSnap.
Complete the interaction with CardMinder before scanning another document.

Do not move, delete, or rename the scanned image data in other applications while the

Project Manager, Software Research www.ABCD.com

1234 Funciten Avenug, San Rose, CA987654-1111
Telephone: (000) 000-0000 FAX:{000)-111-2222
E-mail: hbrown@abed.com

4@ 8 W ) T CardMinder = =
7 Home | Datakditng  Image Operaion  View Search cards: |Enter the search string -l @ @

= B @ | td || O

Scanner Recognize || E-mail | Webpsge | Application||  Mobile

- - - linkage
New Registration = || Recognition|| E-mail | Web Searching | Application| | Mobile linkage
Folder List 2 X Cardimage 2 x
Elinbo] ... ]J |
@ Exported
&* Mobile ABCD LIMITED
& Trash
Howard Brown

Full Name

e —
— |
4 . roa —|rlr

Edit Data

] Full Name [Howard Brown

v
1 x

Company IAb[:d Limited
& Phone Number | [387654.1111

p=4 E-mail [nbrown@abed.com
<m v

Selected items: 1 | 1/ 1sheets | Selected folder Inbox | Recognition language: English

v/

User’s Guide and CardMinder Help.

134

For details about the functions of and how to use CardMinder, refer to CardMinder



About Actions (for Windows Users)

Without using the Quick Menu

1 = Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

( Scan Button Settings... )
Profile Management...

Show scanning results
Check consumable supplies...

Help 3

Exit

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list on the [Application] tab, select [Card-
Minder].

(R >
Color Imege Scarnmner ‘
[[1Use Quick benu Ere
| Recommended | | Small File | [ HighQuality | [£F Standard -

=4 Save |88 Scanning | g File option

Es Application

Selectthe application you would like to use.

[ Application: [F CardMinder v] ]

Add or Remaowve..

| Hide ~f | oK | | cancel | | Appk |

It is recommended to select [Auto] or [Best] for [Image quality] in the [Scanning] tab in the
ScanSnap setup dialog box when you scan business cards. The ScanSnap cannot link
with CardMinder when [Image quality] is set to [Excellent].

® You can also configure the profile by selecting [CardMinder] from the [Profile] drop-down
M list or from the Left-Click Menu.
® \When you save the desired settings as profiles, they can be selected from the Left-Click
Menu next time you perform a scan.
For more details about how to save scan settings, refer to "Saving Scanning Settings"
(page 71).
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3. Click the [OK] button to close the ScanSnap setup dialog box.

Even if the [Scan] button on the ScanSnap is pressed, the ScanSnap setup dialog box

M closes.

4. Load the business card into the ScanSnap.

e Load the business card so that the front side of the two-sided business card faces
the ADF paper chute (cover).

e To scan multiple business cards, load business cards in a pile.

¢ Move the side guides so that there is no gap between the business cards edge and
the side guide on both sides.

5. Press the [Scan] button on the ScanSnap.

= Scanning is started.
= When scanning is complete, CardMinder starts up.
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6. Check the scanned card image and text recognition resulit.

@ e - CardMinder SHECRC X
~ Home | DataEditing  Image Operation  View Search cards: |Enter the search string HEER)
- B 5 5 =Y
\% Paat % &
Scanner Recognize || E-mail Jebpsge | Application|  Mabile
~ ~ - linkage

Mew Registration = || Recognition|| E-mail | \Web Searching | Application || Mobile linkage

Folder List 2 X CardImage 1 x
[Jinbos . -
@ Exported ’
&” Mobile ABCD LIMITED
& Trash
Howard Brown
Full Name
“eftioward Brown Project Manager, Software Research www.ABCD.com
1234 Funciton Avenue, San Rose, CA987654-1111
Telephone: (000) 000-0000 FAX:(000)-111-2222
E-mail: hbrown@abed.com
4 L P L ] v
Edit Data 2 x
| 3 Full Name ‘ |Howard Brown
| Company | [abed Limited
|&#  Phone Number | [s87654-1111
| [ E-mail ‘ |hbrown@abcd.:om
< [m] r
Selected items: 1 | 1/ 1sheets | Selected folder Inbox | Recognition language: English Image zoom level: 37% (=) 0 [

For details about the functions of and how to use CardMinder, refer to CardMinder

M User’'s Guide and CardMinder Help.
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B Saving Data in SharePoint

You can easily save the scanned image data in SharePoint and Office Live.
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Using the Quick Menu

1 . Load the document into the ScanSnap.
For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

2. Press the [Scan] button on the ScanSnap.
= Scanning is started.

= When scanning is complete, the Quick Menu appears.

3. Change settings for the [Scan to SharePoint] action (If you do not want
to change settings, go to Step 4.).

1. Move the mouse pointer to the ¥ mark on the [Scan to SharePoint] icon, and then
select the [Settings] menu.

Scansnap

Page 141

i A =

Scan to ScanSnap  Scan to CardMinder  Scan to Folder Scan to E-mail Scan to Print Scan to Word
Creanizer

s & O &

Scan to Excel Scan to Scan to SharePoint Scan to Rack2-Filer  Scan to Picture
Power Paint(R) Falder

L]

® Show Details

=The [Scan to SharePoint - Options] dialog box appears.

2. Select the [Save scanned images to file] check box.

.} Scan to SharePoint - Options w

V¥ Save scanned images to file

Cancel I

3. Click the [OK] button to close the [Scan to SharePoint - Options] dialog box.
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4. Click the [Scan to SharePoint] icon.

Scansnap

4 Page 1/1

i A =

Scan to ScanSnap  Scan to CardMinder
Creanizer

@& &

Scan to Excel

Scan to Folder

-
(3

Scan to SharePoint

L]

Scan to
Power Paint(R)

® &
w &

Scan to E-mail Scan to Print Scan to Word

%

~

an to Rack?-Filer  Scan to Picture
Faolder

L3
=
d

@ Show Details

= Scan to Microsoft SharePoint starts up.

0

document.

® \When the Quick Menu is displayed, scanning cannot be performed with the ScanSnap.
Complete the interaction with Scan to Microsoft SharePoint before scanning another

e Do not move, delete, or rename the scanned image data in other applications while the

Quick Menu is displayed.

5. Save the scanned image data.

Y/

® You can save up to 100 files (the maximum size of a file is 150 MB) in Scan to Microsoft

SharePoint.

Select [Delete file from cache after upload] in the Cache Options, and then upload your

file(s) as needed.

® You need to save a SharePoint site at the initial startup of Scan to Microsoft SharePoint.
Once you save a SharePoint site, the ScanSnap is automatically connected with Scan
to Microsoft SharePoint from the next startup.
For details about Scan to Microsoft SharePoint, refer to the Scan to Microsoft

SharePoint User Guide.
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e Connecting to SharePoint

1. Select a folder in which you want to save the scanned image data.

2. Enter necessary information such as a title in the Index pane of Scan to Microsoft
SharePoint, and click the [Accept] button.

AR Scan to Microsoft SharePoint *
{ ,|

3

r: ﬂ'ﬁ product documentation )

=R} Eudget 2007
i Budget 2008
7 Document
[l Schedule 2007
[0 Schedule 2008
[T Training

Content Type: Dacument

Title: oo

[ Accept ll[ Clear H Cancel

\ J
) Ready toIndes: 001.pdf

L =

= The scanned image data is saved in the specified folder.
e Connecting to Office Live

Support for Office Live varies according to country. For more details, refer to the Office
Live Web site.

1. Select [Connect to Office Live] from the menu.

1 " Scan to Microsoft SharePoint _ x
o ]

Cache

y
I Index a File

=| ) Add SharePoint Site

C : Connect to Office Live

=The Office Live logon dialog box appears.
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2. Enter the ID and password in the Office Live logon dialog box, and then click the

= x
i Windows Live

[Sign In] button.

Sign In To:  Microsoft Office Live

o | Windows Live ID

Password |

Microsoft developed application

[] Remember me on this computer

[ Remember my Password

You are logging into (Microsoft Office Live) which is not a

Sign up for a Windows Live ID
3 Windows Live ID Works with MSN, Office Live and Passport sites

= After the ScanSnap is connected with Office Live, the [Scan to Microsoft

SharePoint] dialog box appears.

3. Select a folder in which you want to save the scanned image data.
4. Enter necessary information such as a title in the Index pane, and click the [Accept]
button.
7| Scan to Microsoft SharePoint —
& '_.i 5
=5 hibtp:sYlaketest. com e |Dmumem v|
111
{7 BradsLibrary
3 Coctt L m |
{1 Content Types Test | |
'} L ocuments
70 Index Test Discription
i testib
wﬁ:dtuct documentation
Date Tuesday . February 26, 2008 A
\ J ' [ acoept [N clear | [ Cancel
D Ready taIndex: 001.pdf e

= The scanned image data is saved in the specified folder.

For details, refer to the Scan to Microsoft SharePoint User Guide.
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Without using the Quick Menu

1 = Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

( Scan Button Settings... )

Profile Management...

Show scanning results
Check consumable supplies...
Help 3

Exit

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list on the [Application] tab, select [Scan
to SharePoint].

s
Scansnap
Color image Scaernrner
[[1Use Quick Menu Profile
[ PRecommended | [ Smalfile ] [ HighQualty | [&} Standard v

I Save |# Scanning | J File option

Es Application

Selectthe application you would like to use.

( Application: [—4 Scan to SharePoint v]]
Application Settings...

Add or Remaowve..

| Hide ~f | oK | | cancel | | Appk |

Finishing the procedure above, you can save desired settings as profiles. The profiles can
be selected in the Left-Click Menu from the next time you scan documents.

For details about how to save scanning settings, refer to "Saving Scanning Settings" (page
71).

<8
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3. Change settings for the [Scan to SharePoint] action (If you do not want

to change settings, go to Step 4.).

1. Click the [Application Settings] button.

(R >
Color Imege Scarnmner ‘
[[1Use Quick benu Profile
| Recommended | | Small File | [ HighQualty | [£% standard -

E: Application | Save |#% Scanning | J File option

Selectthe application you would like to use.

Application: [.‘{ Scan to SharePoint v]
[ Application Settings... ]
Add ar Femove...
| Hide 4| | ok | | cancel || Apply |

= The [Scan to SharePoint - Options] dialog box appears.
2. Select the [Save scanned images to file] check box.

.} Scan to SharePoint - Options &J

¥ Save scanned images to fils

Cancel I

3. Click the [OK] button to close the [Scan to SharePoint - Options] dialog box.

4. Click the [OK] button to close the ScanSnap setup dialog box.

closes.

Y/

5. Load the document into the ScanSnap.

Even if the [Scan] button on the ScanSnap is pressed, the ScanSnap setup dialog box

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading

Documents" (page 29).

6. Press the [Scan] button on the ScanSnap.

=> Scanning is started.

= When scanning is complete, Scan to Microsoft SharePoint starts up.
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7. Save the scanned image data.

® You can save up to 100 files (the maximum size of a file is 150 MB) in Scan to Microsoft

M SharePoint.

Select [Delete file from cache after upload] in the Cache Options, and then upload your
file(s) as needed.

® You need to save a SharePoint site at the initial startup of Scan to Microsoft SharePoint.
Once you save a SharePoint site, the ScanSnap is automatically connected with Scan
to Microsoft SharePoint from the next startup.
For details about Scan to Microsoft SharePoint, refer to the Scan to Microsoft
SharePoint User Guide.

¢ Connecting to SharePoint

1. Select a folder in which you want to save the scanned image data.
2. Enter necessary information such as a title in the Index pane of Scan to Microsoft
SharePoint, and click the [Accept] button.

f | ’I Scan to Microsoft SharePoint —- X

’:75& il = Content Type: Document
&

[} Budget 2008 Title: oo
I Document

[l Schedule 2007
T3 Schedule 2008
{7 Training

[ Accept ]l Clear ][ Cancel

\e J

J Ready toIndes: 001.pdf

= The scanned image data is saved in the specified folder.

i
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e Connecting to Office Live

Support for Office Live varies according to country. For more details, refer to the Office

Live Web site.

1. Select [Connect to Office Live] from the menu.

ﬂ Scan to Microsoft SharePoint -
I
Cach
N} indecaFile ache

5| ) Add SharePeint Site

r‘j‘ Connect to Office Live

| j Dpt\cns‘ | X Ex\t‘

—=The Office Live logon dialog box appears.

2. Enter the ID and password in the Office Live logon dialog box, and then click the

[Sign In] button.

S Windows Live

Sign In To:  Microsoft Office Live

3 Windows Live ID =
Password | |

[ Remember me on this computer

[ Remember my Passward

You are logging into (Microsoft Office Live) which is not a
Microsoft developed application

Sign up for a Windows Live |0
3 Windows Live ID  Works with MSN, COffice Live and Passport sites

=After the ScanSnap is connected with Office Live, the [Scan to Microsoft

SharePoint] dialog box appears.

3. Select a folder in which you want to save the scanned image data.
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4. Enter necessary information such as a title in the Index pane, and click the [Accept]

button.
= N 3
AR Scan to Microsoft SharePoint _ x
(82
— Content Type: | Document v
E-gd hitplaketest.com
5 111
Title o
i ontent Types et
Ty Documents
([} Index Test Discriptian
{7 testlib
& ﬂﬂ product documentation
Date Tuesday . Febuary 26, 2008 ~
\ ‘ [ Accept ]l Clear ] [ Canecel
ij Ready to Index: 001.pdf

22

=The scanned image data is saved in the specified folder.

For details, refer to the Scan to Microsoft SharePoint User Guide.
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B Saving to Rack2-Filer

This section describes how to save PDF files created with the ScanSnap, in Rack2-Filer Trial
Version supplied with the ScanSnap or Rack2-Filer (V5.0 recommended) (bundled or sold

separately).

Rack2-Filer trial version supplied with the ScanSnap or Rack2-Filer (V5.0 recommended)
(bundled or sold separately) is required to use this function.

Rack2-Filer is a software program that converts paper documents and electronic documents
into PDF files and manages them in a computer. You can manage documents in such a man-
ner that you just bind your paper documents in binders and store them on a cabinet shelf and
can browse documents as if you flip through a book.

The following settings are disabled when the scanned image data is saved to Rack2-Filer.

- Rename file after scanning

- Color high compression

For details about how to use Rack2-Filer, refer to the Rack2-Filer User's Guide.

148



About Actions (for Windows Users)

Using the Quick Menu

1 . Load the document into the ScanSnap.
For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

2. Press the [Scan] button on the ScanSnap.
= Scanning is started.

= When scanning is complete, the Quick Menu appears.

3. Change settings for the [Scan to Rack2-Filer] action (If you do not want
to change settings, go to Step 4.).

1. Move the mouse pointer to the ¥ mark on the [Scan to Rack2-Filer] icon, and then
select the [Settings] menu.

Scansnap

Page 141

L3 L3 _—
M A oa @ & B
u 2 /4 =2
Scan to ScanSnap  Scan to CardMinder  Scan to Folder Scan to E-mail Scan to Print Scan to Word

Creanizer

E%E :'i 1" @

. ¥ k_ \ '—J i

L v A e

Scan to Excel Scan to Scan to SharePoint Scan to Rack2-Filer  Scan to Picture

Power Paint(R) Falder

® Show Details
=The [ScanSnap -> Rack2] dialog box appears.

When [JPEG(*.jpg)] is selected for [File format] in the [File option] tab on the ScanSnap
setup dialog box, the [Scan to Rack2-Filer] icon is grayed out and cannot be selected.
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2. Change settings.
In this dialog box, specify the destination to save the scanned image data.
For details about the [ScanSnap -> Rack2] dialog box, refer to Rack2-Filer Help.

Click the [Help] button in the [ScanSnap -> Rack2] dialog box to display Rack2-Filer
Help.

ScanSnap -> Rack2 (=3

ScanSnap data save location [when Rack2-iewer or WorkArea iz not open)

[ Request confimation each time

™ Binder currently selected in the Rack2-Filer window

[or binder zelection dialog if no binder is selected)

™ Binder zelection dialog for individual assignment every time

QK | Cancel | Help |

3. Click the [OK] button to close the [ScanSnap -> Rack2] dialog box.
4. Click the [Scan to Rack2-Filer] icon.

Scansnap

Page 141

| A s

-l

Scan to ScanSnap  Scan to CardMinder  Scan to Folder Scan to E-mail Scan to Print Scan to Word
Creanizer

@& & d 8

Scan to Excel Scan to Scan to ShareFPoilt Scan to Rack2-Filer fScan to Picture
Power Paint(R) Falder

® Show Details

= Rack2-Filer starts up, and the PDF file created by the ScanSnap is saved to Rack2-
Filer according to the settings specified in Step 3..

o When [JPEG(*.jpg)] is selected for [File format] in the [File option] tab on the ScanSnap
setup dialog box, the [Scan to Rack2-Filer] icon is grayed out and cannot be selected.

® \When the Quick Menu is displayed, scanning cannot be performed with the ScanSnap.
Complete the interaction with Rack2-Filer before scanning another document.

e Do not move, delete, or rename the scanned image data in other applications while the
Quick Menu is displayed.
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Without using the Quick Menu

1 = Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

( Scan Button Settings... )

Profile Management...

Show scanning results

Help

Exit

Check consumable supplies...

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list on the [Application] tab, select

[Rack2-Filer].

Scansnap

Color Image Scarnmner

[[1Use Quick benu

Frofile

Srall File

) | | |

[ Fecommended

High Cluality

] [ Tt'f Standard

[ Application: [& Rack2-Filer

v]]

Add or Remaowve..

Application Settings...

| Hide 4 [ oK

Cancel | | Apply |

file] menu.

Y/

® You can set the profile by selecting Rack2-Filer from the [Profile] drop-down list or [Pro-

Finishing the procedure above, you can save desired settings as profiles. The profiles

can be selected in the Left-Click Menu from the next time you scan documents.
For details about how to save scanning settings, refer to "Saving Scanning Settings"

(page 71).
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3. Change settings for the [Rack2-Filer] action (If you do not want to
change settings, go to Step 4.).

1. Click the [Application Settings] button.

(R >
Color Imege Scarnmner ‘
[[1Use Quick benu Ere
| Recommended | | Small File | [ HighQuality | [£F Standard -

E: Application | Save |#% Scanning | J File option

Selectthe application you would like to use.

Application: [ % Rack2-Filer v]

( Application Settings... )

Add or Remaowve..

| Hide ~f | oK | | cancel | | Appk |

=The [ScanSnap -> Rack?2] dialog box appears.

2. Change settings.
In this dialog box, specify the destination to save the scanned image data.
For details about the [ScanSnap -> Rack2] dialog box, refer to Rack2-Filer Help.
Click the [Help] button in the [ScanSnap -> Rack2] dialog box to display Rack2-Filer
Help.

ScanSnap -> Rack2 (=3

ScanSnap data save location [when Rack2-iewer or WorkArea iz not open)

[ Request confimation each time

™ Binder currently selected in the Rack2-Filer window

[or binder zelection dialog if no binder is selected)

™ Binder zelection dialog for individual assignment every time

QK | Cancel | Help |

3. Click the [OK] button to close the [ScanSnap -> Rack2] dialog box.

4. Click the [OK] button to close the ScanSnap setup dialog box.

M Even if the [Scan] button on the ScanSnap is pressed, the ScanSnap setup dialog box
closes.
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5. Load the document into the ScanSnap.
For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

6. Press the [Scan] button on the ScanSnap.

—> Scanning is started.
—> When scanning is complete, Rack2-Filer starts up, and the PDF file created by the
ScanSnap is saved to Rack2-Filer according to the settings specified in Step 3.
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Using the ScanSnap in Various Ways

This section describes a variety of ways you can use the ScanSnap.

B Scanning Only One Side of a Document

By default, pressing the [Scan] button starts scanning in Duplex mode.
When you wish to scan in Simplex mode, change the settings by following the procedure
below.

1 . Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

( Scan Button Settings... )

Profile Management...

Show scanning results
Check consumable supplies...
Help 3

Exit

—> The ScanSnap setup dialog box appears.

2. Select [Simplex Scan (Single-sided)] in the [Scanning side] drop-down

list on the [Scanning] tab.

Color mode: [D Auto Color Detection v]
Scanning side:| [ [ Duplex Scan (Double-sided) ~
|£'| Duplex Scan (Double-sided)
2
T
| Hide ~f | oK | | cancel | | Appk |

3. Click the [OK] button to close the ScanSnap setup dialog box.
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4. Load the document into the ScanSnap.
For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading

Documents" (page 29).

5. Press the [Scan] button on the ScanSnap.

If you select [Simplex scan] from the Right-Click Menu, even if [Duplex Scan (Double-
M sided)] is set in [Scanning side] on the [Scanning] tab, the scan will be performed in
Simplex mode.

= The document is scanned in Simplex mode.
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B Scanning Color Documents in Black and White or

Gray Mode

By default, the ScanSnap automatically recognizes whether scanned documents are color,
gray or black-and-white, and outputs color documents in color mode, gray documents in gray
mode, and black-and-white documents in black-and-white mode.

If you wish to scan color documents in gray or black-and-white mode, change the settings by

following the procedure below.

1 = Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

( Scan Button Settings... )
Profile Management...

Show scanning results
Check consumable supplies...
Help 3

Exit

—> The ScanSnap setup dialog box appears.

2. In the [Color mode] drop-down list on the [Scanning] tab, select [Gray] or

[B&W].

To scan color documents in color, select [Color].

Image quality: | (5] Aute v]
Color mode: Auto Color Detection v]

Scanning side:

Auto Color Detection |
!

B&W

| OK | | cancel | | Apply |

3. Click the [OK] button to close the ScanSnap setup dialog box.
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4. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

5. Press the [Scan] button on the ScanSnap.

—> Scanned image data is output in gray or in black-and-white.
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B Scanning Color Documents in High Compression
Mode

The ScanSnap can save image data of scanned color documents in high compression mode.
You can scan an large quantity of documents in high compression mode and save them as a
space-saving PDF file.
To scan color documents in high compression mode, perform the following steps to change
the setting.
In [Color high compression] mode, characters and background on the document are com-
pressed separately, and thus, the file size of the document that mostly contains text characters
becomes smaller, while the quality of the characters is kept high. On the other hand, photo-
graphs and figures are highly compressed because they are regarded as a background, so the

image data deteriorates. Therefore, this mode is not appropriate for scanning photographs and
images.

1 = Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

( Scan Button Settings... )
Profile Management...

Show scanning results
Check consumable supplies...
Help 3

Exit

—> The ScanSnap setup dialog box appears.

2. In the [Color mode] drop-down list on the [Scanning] tab, select [Color

high compression].

E Auto Color Detection v]

Color mode:

Auto Color Detection
Color
Gray

Color high compression

Scanning side:

| Hide ~f | oK || cancel | | Apph |

3. Click the [OK] button to close the ScanSnap setup dialog box.
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4. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

5. Press the [Scan] button on the ScanSnap.

—> The scanned document is output as highly compressed color image data.
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B Removing Blank Pages from the Scanned Image Data

The ScanSnap is able to recognize and remove blank pages automatically from the scanned
image data. When you scan documents in Duplex mode, both sides of the documents are
scanned regardless if the back is printed or not. If a blank side is scanned, it is recognized as
"blank" and the image data is automatically removed.

To remove blank pages, change the settings by following the procedure below.

® The following types of documents may be recognized as blank pages:
- Almost blank documents containing only a few characters
- Documents of only one color (including black) and without any patterns, lines, or charac-
ters
When you scan such documents, clear the [Allow automatic blank page removal] check box.
When discarding the scanned image data, check the image data for pages accidentally
removed.

® \When the ScanSnap is used with CardMinder, blank pages are not removed.

1 = Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

Scan Button Settings...

Profile Management...

Show scanning results

Check consumable supplies...

Help 3

Exit

—> The ScanSnap setup dialog box appears.

2. Click the [Option] button on the [Scanning] tab.

Color mode: [D Auto Color Detection v]

Scanning side: [ | Duplex Scan (Double-sided) v]

[T Continue scanning after current scan is finished

| Hide ~f | oK | | cancel | | Appk |

= The [Read mode option] dialog box appears.
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3. Select the [Allow automatic blank page removal] check box.

Read mode option (=3

Brightness (Black and YWhite scanning only)

Light @] Lo |ﬂ Dark

[ N
Marmal

Setting for text anly document
‘ JlAllow automatic blank page removal )

Correct skewed character strings automatically

¥ Allow automatic image rotation
Setthe documentwith its face up

[ oK l | Cancel | | Help |

4. Click the [OK] button to close all the open dialog boxes.

5. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

6. Press the [Scan] button on the ScanSnap.

—> Image data without blank pages is output.
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B Correcting Skewed Character Strings

The ScanSnap is able to detect skewed character strings on the document and correct the
skew. This function is available when characters printed on the document are skewed.
To correct skewed character strings, change the settings by following the procedure below.

e Up to +/-5 degrees of skews can be corrected.

This function determines a document skew based on the character strings printed on the doc-

ument, so it may not work properly for the following image data:

- Documents on which pitches of lines or characters are extremely narrow, or characters
are overlapped

- Documents that have many outlined or decorated characters

- Documents that have many photographs or figures but only a few characters

- Documents that have characters on patterned background
e.g. Characters overlapping illustrations and diagrams

- Documents that have characters printed in various directions (e.g. drawings)

- Documents that have long diagonal lines

- Documents with handwritten characters

When you scan such documents, clear the [Correct skewed character strings automatically]

check box.

e When scanning with the Carrier Sheet, skewed character strings are not corrected.

¢ For documents skewed while being scanned, the skew is always corrected regardless of
u whether [Correct skewed character strings automatically] is enabled or not.

1 = Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

Scan Button Settings...

Profile Management...
Show scanning results
Check consumable supplies...

Help »

Exit

= The ScanSnap setup dialog box appears.
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2. Click the [Option] button on the [Scanning] tab.

(R >
Color Imege Scarnmner ‘
[[1Use Quick benu Ere
| Recommended | | Small File | [ HighQualty | [£F Standard -

E: Application |1 Safe &% Scanning | JfFile option Paper |- Compression

Image quality: | £
Color mode: [ D Auto Color Detection v]
Scanning side: [ | Duplex Scan (Double-sided) v]

[T Continue scanning after current scan is finished

| Hide ~f | oK | | cancel | | Appk |

—> The [Read mode option] dialog box appears.

3. Select the [Correct skewed character strings automatically] check box.

Read mode option (=3

Brightness (Black and YWhite scanning only)

Light @] Lo B Dark

[ N
Marmal

[T Setting far text only document
[¥] Allow automatic blank page remaval
( [¥IiCorrect skewed character strings automaticall )

[¥] Allow automaticimage ratation

[C1Setthe document with its face up

[ ok || cancal || Hep |

4. Click the [OK] button to close all the open dialog boxes.

5. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

6. Press the [Scan] button on the ScanSnap.

= All image data are output with skewed character strings corrected.
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B Correcting the Orientation of Scanned Images

In an office environment, it is often the case that a single batch contains documents of differ-

ent page orientations, even if the paper sizes are the same.
For the case of double-sided documents in calendar style, the reverse sides are printed
upside down.

The ScanSnap is able to automatically correct the orientation of scanned images for such sets

of pages.

To correct the orientation of scanned documents, change the settings by following the proce-

dure below.

This function determines a document orientation based on the characters printed on the doc-
ument. It may not work properly for the following kinds of documents:

Documents with many extremely large or small characters

Documents on which pitches of lines or characters are extremely narrow, or characters are
overlapped

Documents with many photographs or figures and few characters

Documents with characters on an unevenly colored background

e.g. Shaded characters

Documents with many decorated characters

e.g. Decorated characters (embossed/outlined)

Documents with characters on a patterned background

e.g. Characters overlapping illustrations and diagrams

Documents with many characters contacting underlines or borders

Documents that have characters printed in various directions (e.g. drawings)

Documents that have only capital letters

Documents with handwritten characters

Skewed documents

Documents with characters of an unsupported language (Language other than Japanese/
English/French/German/Italian/Spanish/Chinese (simplified)/Chinese (traditional)/Korean/
Russian/Portuguese)

Documents with complex layouts

Documents with a lot of noise

Documents with pale characters

Documents with faded characters

When you scan such documents, clear the [Allow automatic image rotation] check box.

1 . Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

( Scan Button Settings... )

Profile Management...

Show scanning results
Check consumable supplies...

Help 3

Exit

—> The ScanSnap setup dialog box appears.
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2. Click the [Option] button on the [Scanning] tab.

Color mode: [D Auto Color Detection

Scanning side: [ | Duplex Scan (Double-sided)

[T Continue scanning after current scan is finished

Hide | | oK |

Cancel |

| Apply |

—> The [Read mode option] dialog box appears.

3. Select the [Allow automatic image rotation] check box.

Read mode option

Brightness (Black and YWhite scanning anly)

Light 0
T R
Mormal

[T Setting for text only document

[Vi&llow automatic blank page remaoval

[7] Correct skewed character strings automatically
( Allowy automatic image rotation )

["TSetthe documentwith its face up

| B Dark

)

[ ok ][ caneel

4. Click the [OK] button to close all the open dialog boxes.

5. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading

Documents" (page 29).

6. Press the [Scan] button on the ScanSnap.

= All image data are output in the same orientation.
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B Scanning Documents of Differing Widths or Sizes at
the Same Time

The ScanSnap is able to scan documents of different widths or sizes in one batch.
To scan documents of different widths or sizes in one batch, change the settings by following
the procedure below.

1 = Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

Scan Button Settings...

Profile Management...
Show scanning results
Check consumable supplies...

Help b

Exit

= The ScanSnap setup dialog box appears.

2. On the [Paper] tab, select [Automatic detection] in [Paper size].

Faper size: [Automatic detection V]

[ Carrier Sheet Settings... ]

Multifeed Detection: [ Check Overlapping [Ultrasonic] v]

| Hide =~ [ ok | | caneel | | Apply |
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3. Select an option other than [Check Length] in [Multifeed Detection].

E: Application | Save |#% Scanning | J File option

Select paper.

Faper size: [Automatic detection V]

[ Carrier Sheet Settings... ]

Multifeed Detection: ([ Check Overlapping [Ultrasonic] v]]

| Hide =~ [ ok | | caneel | | Apply |

Scanning documents of different widths or sizes at the same time with [Check Length]
selected, results in a scanning failure due to a multifeed error detection.

4. Click the [OK] button to close the ScanSnap setup dialog box.

5. Load the document into the ScanSnap.

1. Align the edge of all documents.

ABC

=1 [~ |

{ Al ABG

2. Place the document on the center of the ADF paper chute (cover).
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® Place all documents under the pick roller (center).
Documents that are not under the pick roller cannot be fed.

— Width of the pick roller
|4—Pl
1 1

e Adjust the side guides to the widest document to be scanned.

e For smaller documents which cannot contact the side guide, carefully load them straight
into the ADF paper chute (cover). If the documents are skewed during a scan, the qual-
ity of scanned image data may be degraded (partly lost image data/slant lines produced)
or scanned image data may be output in different size from the original. If you have diffi-
culties in feeding documents straight, it is recommended to scan documents in several
batches and enable continuous scanning; scan documents of about the same width in
one batch.

Note that smaller documents that cannot be guided by the side guide may cause a jam.

6. Press the [Scan] button on the ScanSnap.

= The size of all output image data conforms to the respective documents.

ABC

SR =

If a document is scanned at an angle, an image may be output that does not match the
document size.
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B Scanning Documents Larger Than A4/Letter Size

The ScanSnap is able to scan documents larger than A4/Letter size, such as A3, Double Let-
ter, and B4 sizes, using the Carrier Sheet. Fold the document in half, scan it in Duplex mode,
and then merge both front and back images to make a double-page spread image data. You
can also scan and merge both front and back images of a document smaller than A4/Letter
size to output a double-page spread image data.

To scan documents larger than A4/Letter size, change the settings by following the procedure
below.

® \When you scan documents using a Carrier Sheet, a detection error may occur in the folded
portion, and some parts of the image data may be lost. Therefore, it is not recommended for
scanning where accuracy is crucial.

® The [Correct skewed character strings automatically] check box in the [Read mode option]
dialog box displayed by pressing the [Option] button on the [Scanning] tab, is disabled.

1 . From the Right-Click Menu, select [Scan Button Settings].

Duplex scan

Simplex scan

( Scan Button Settings... )
Profile Management...

Show scanning results
Check consumable supplies...

Help 3

Exit

= The ScanSnap setup dialog box appears.

2. Click the [Carrier Sheet Settings] button on the [Paper] tab.

Es Application |

i

Select paper.

Faper size: [Automatic detection V]

ﬂ Carrier Sheet Settings... ])

Multifeed Detection: [ Check Overlapping [Ultrasonic] v]

| Hide ~f | oK || cancel | | Apph |

= The [Carrier Sheet Settings] dialog box appears.
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3. Select [Create facing pages in one image] in the [Mode] drop-down list,

and then click the [OK] button.

For details about Carrier Sheet settings, refer to the ScanSnap Manager Help.

= Carrier Sheet Seftings

=

tod

[ Mode ~\
:re.:.r: facing p: ABC : -

| (] ¥

~ Output image =i - :

IAutumali: detection

Custom.

|1 this Mode, the front and back pages are set in a facing-page state and is output a3
a 1-page image.
Use this mode when scanning documents such as A3 size.

‘When inserting a document into Carrier Sheet, take note of the following

- Set the document o that it touches the top of the sheet
- Align the folded edge of the document alang the thick. vertical line

- Select "Duplex Scan [Double-sided]” in ScanSnap Manager setting. The setting
can be changed in the [Scanning side] of the [Scanning] tab.

4. Select [Automatic detection] in the [Paper size] drop-down list on the

[Paper] tab.

Scansnap

Color Imege Scarnaer

[[1Use Quick benu

Frofile

[ Fecommended

] |

Srall File

| |

HighQualy | [ €% Standard

Select paper.

Faper size: [Automatic detection

[ Carrier Sheet Settings... ]

Multifeed Detection: [ Check Overlapping [Ultrasonic] v]

| Hide

& |

ok | |

Cancel | | Apply |
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5. Select [Duplex Scan (Double-sided)] in the [Scanning side] drop-down

list on the [Scanning] tab.

Color mode: Auto Color Detection

( Scanning side: [ | Duplex Scan (Double-sided)

[T Continue scanning after current scan is finished

| Hide ~f

ok |

Cancel | |

Apply |

Selecting [Simplex Scan (Single-sided)] results in the same output as selecting [Create

front and back images separately].

6. Click the [OK] button to close the ScanSnap setup dialog box.

7. Load the document into the ScanSnap.

1. Fold the document in half so that the side to be scanned is on the external side.
Fold the sheet tightly and smooth out the crease. Otherwise, the sheet may be

skewed during scanning.

=>

2. Open the Carrier Sheet and insert the document.

Align the fold with the right edge of the Car-
rier Sheet so that the document fits into the

Carrier Sheet at the upper corner.
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3. Load the Carrier Sheet into the ScanSnap.

— Load the Carrier Sheet with the portion striped in
black and white as the top edge.

— Place the document so that the back is face up.

— Adjust the side guides to the width of the Carrier
Sheet to avoid skewing.

— When scanning the Carrier Sheet mixed with regular —
size and shape documents, select an option other - E‘E
than [Check Length] in the [Multifeed Detection] - —
drop-down list on the [Paper] tab in the ScanSnap A A
setup dialog box.

For details on how to set, refer to "Scanning Docu-
ments of Differing Widths or Sizes at the Same Time"
(page 166). = —

I

—

8. Press the [Scan] button on the ScanSnap.

= When a duplex scan is performed, image data on

the front and back sides are merged into a double-

page spread image.

e There may be a gap, misalignment, or a line between the front and back images on the out-
put image data.
When a sheet of thick paper is scanned, image data on both the right and left sides may be
skewed to a trapezoidal shape.
The degree of skewing varies depending on the condition of the document (how it is folded or
loaded).
Troubleshoot the problem as follows, and the situation may be improved.
- |Is the document neatly folded? If not, fold it neatly.
- |s the edge of the document aligned with the edge of the Carrier Sheet? If not, align the

document with the Carrier Sheet edge.

- Try scanning the document with the back and front sides reversed.

® When [Automatic detection] is selected from the [Output image size] drop-down list on the
[Carrier Sheet Settings] dialog box, the size of the produced image data may be smaller than
the original, or parts may be lost.
(The image is output in A3, B4, or 11 x 17 inches size, whichever the smallest, so that all ele-
ments on the image are included.)

Example: When you scan the A4 size image printed at the center of an A3 size paper, B4
size image is output.

To output image data in the original size, specify the document size in the [Output image size]
drop-down list.

® A detection error in the folded portion may cause some parts of the image data to be lost. In
this case, set the document so its edge will be about 1 mm inside of the Carrier Sheet frame.
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B Scanning Photographs and Irregular-shaped

Documents

When you do not want to get scratches on a photograph, or want to scan an irregular-shaped
document such as a clipping of an article that is difficult to scan as it is, you can use the Car-
rier Sheet to scan with the ScanSnap.

To scan photographs and irregular-shaped documents, change the settings by following the

procedure below.

The [Correct skewed character strings automatically] check box in the [Read mode option]
dialog box displayed by pressing the [Option] button on the [Scanning] tab, is disabled.

1 . Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

Scan Button Settings...

Profile Management...
Show scanning results
Check consumable supplies...

Help

Exit

= The ScanSnap setup dialog box appears.

2. Click the [Carrier Sheet Settings] button on the [Paper] tab.

(R >
Color Imege Scarnmner ‘
[[1Use Quick benu Profila
| Recommended | | Small File | [ HighQualty | [£% standard -

Faper size:

[ Automatic detection

([ Carrier Sheet Settings... ])

[ Check Overlapping [Ultrasonic] v]

Multifeed Detection:

| Hide ~f | oK |

Cancel

| [ Apply |

= The [Carrier Sheet Settings] dialog box appears.
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3. Select [Create front and back images separately] in the [Mode] drop-
down list, and then click the [OK] button.

For details about Carrier Sheet settings, refer to the ScanSnap Manager Help.

Carrier Sheet Settings ﬂ
Mode 3

~ Output image =i

Automatic detection ;I

Custom. 5

In thiz made, the scanned document image iz pasted on the specified size of a sheet.
LIz this mode to scan photographs and clippings.

Thiz mode is intended for scanning the following originals.

Diocuments such az photographs that you do not want to damage.
Wrinkled or creased documents that are easily jammed.

Flease observe the following instructions when loading documents in Carrier Shest:

Align the original document ta the top edage of the Carrier Sheet.
Position the document in the center of the Sheet.

Be aware that the scanned image size is the size of the Sheet when Carier Sheet
size iz specified

By timming the scanned image using an application such as Acobat(R), you can clip
out the image with the size of your preference.

Thiz mode, scanning sides depends on ScanSnap settings. 'With simplex setting. only
zingle-sided images are generated and with duplex setting, double-sided images are
generated

"when scanning documents of non-standard sizes such as photographs, add a
custom size definition and specily it for output size to get the corectly timmed image,

4. Select [Automatic detection] in the [Paper size] drop-down list on the
[Paper] tab.

Scansnap

Color Image Scarnmner

[[1Use Quick benu Profile

[ Fecommended ] l Small File ] [ High Cluality ] [“f Standard hd

[ Faper size: [Automatic detection v]]

[ Carrier Sheet Settings... ]

Multifeed Detection: [ Check Overlapping [Ultrasonic] v]

| Hide =~ [ ok | | caneel | | Apply |

5. Click the [OK] button to close the ScanSnap setup dialog box.
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6. Load the document into the ScanSnap.

1.

Open the Carrier Sheet and insert the docu- P —— ———
ment. A @ :
Neatly align the top of the document with the o : [
top of the Carrier Sheet. ,k : :
Center the material so that it is entirely con- ad l :
tained in the Carrier Sheet. /I

Load the Carrier Sheet into the ScanSnap.

Load the Carrier Sheet with the portion striped in
black and white as the top edge.

Place the document so that the back of it faces up.
— Adjust the side guides to the width of the Carrier
Sheet to avoid skewing.

When scanning the Carrier Sheet mixed with regular
size and shape documents, select an option other
than [Check Length] in the [Multifeed Detection]
drop-down list on the [Paper] tab in the ScanSnap
setup dialog box.

For details on how to set, refer to "Scanning Docu-
ments of Differing Widths or Sizes at the Same Time"
(page 166).

From the Right-Click Menu, select [Scan Button Settings] — the [Scanning] tab — the
[Option] button. When the [Set the document with its face up] check box is selected in
the [Read mode option] dialog box, load the document in the Carrier Sheet so that its
front side faces up in the correct orientation.
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7. Press the [Scan] button on the ScanSnap.

= Scanning is started and the image data is output.

<8

® The image data scanned by using the [Scan] button is centered and output in the size
specified in [Output image size].

When [Automatic detection] is selected from the [Output image size] drop-down list on
the [Carrier Sheet Settings] dialog box, an optimal size is selected automatically from
the available standard sizes.

e When [Automatic detection] is selected from the [Output image size] drop-down list on
the [Carrier Sheet Settings] dialog box, the size of the produced image data may be
smaller than the original, or parts may be lost.

Example: When you scan the A5 size image printed at the center of an A4 size
paper, A5 size image is output.
To output image data in the original size, specify the document size in the [Output
image size] drop-down list.

If the following symptoms are

observed, lay the material over a

piece of white paper to scan. ?!

e The output image data is not /' ‘::>
in a suitable size (when Y ‘
[Automatic detection] is i
selected).

® The outline of the document
is shaded. . . e Blank Page

—)l I—
® Black lines appear around

the document cut out in an
indefinite shape.
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B Scanning Long Pages

Up to 863-mm-long (34 inches) documents can be scanned.
The following describes how to scan long pages.

1 . Load the document into the ScanSnap.

For details about document types that can be loaded, refer to "Paper Sizes of Docu-
ments to Be Scanned" (page 27).

® | ong page documents should be loaded one sheet at a time in the ADF paper chute
(cover).

e Take note of the following when scanning long page documents:

When loading
Hold the document with your hands to prevent it

from falling off the ADF paper chute (cover).

When removing
Make sure there is enough space on the

stacker side and guide the scanned
document with your hands so that it
does not fall off the stacker.
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2. Press the [Scan] button on the ScanSnap until it blinks blue for 3 sec-

onds or longer.

=> Scanning is started.

¢ If the first sheet scanned is scanned a long page, and scanning is continued, subse-
u quent sheets will also be scanned as long pages.

¢ When [Image quality: Excellent] is specified, the error message as shown below
appears indicating that long document scanning is not available.

ScanSnap Manager &J

[ ‘W4 Long page scanning is not available when [Excellent] is specified for
‘N [Image quality].
Select a different item in [Image quality] and try again.

e |Long document scanning is performed not on the current settings, but on the following
settings:
- Multifeed Detection: None
- Paper size: Automatic detection
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B Saving Scanned Images in Multiple PDF Files

The ScanSnap is able to save scanned image data in multiple PDF files based on the selected
number of pages. For example, you can scan a batch of slips, and save each slip as a PDF
file.

To save image data in multiple PDF files, change the settings by following the procedure
below.

1 . Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

Scan Button Settings...

Profile Management...

Show scanning results

Check consumable supplies...

Help b

Exit

= The ScanSnap setup dialog box appears.

2. Click the [Option] button on the [File option] tab.

F¥ Faper |-} Compression

File faormat | @3 PDF(*.pdf) -
JPEG is available only when "Color" or "Gray" is selected at [Color mode].
Select OCR
[C1Setthe marked text as a keyword for the POF file
@ First marked section ) All marked sections

[l Corvertto Searchable PDF

OCR options
B English v]
@ First page All page
| Hide « | oK || cancel || Apply |

= The [PDF file format option] dialog box appears.

Check that [PDF(*.pdf)] is selected in the [File format] drop-down list.
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3. Select [Generate one PDF file per (n) page(s)] and enter a number.

One PDF file is created every time the number of pages specified here have been
scanned.

PDF file format opticn L&J

Split PDF pages
Multipage PDFiwhole batch in one PDF)

(0 Genarate one POF fila per )

1 | page(s)

Password
Seta password for PDF file

Use afixed password

[ oK l | Cancel | | Help

In Duplex mode, two pages (front/back) are created per document sheet.

M It is recommended that you clear the [Allow automatic blank page removal] check box on
the [Read mode option] dialog box, which is displayed when you select the [Scanning] tab
— [Option] button. If this check box is selected, there may be a discrepancy between the
page numbers of the original document and the scanned document in which blank pages
may be deleted.

4. Click the [OK] button to close all the open dialog boxes.

5. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

6. Press the [Scan] button on the ScanSnap.

= One PDF file is created every time the number of pages specified in Step 3. have
been scanned.
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B Creating Searchable PDF Files

The ScanSnap is able to text-recognize the scanned image data automatically and create a

searchable PDF file.

To create searchable PDF files, change the settings by following the procedure below.

1 . Select [Scan Button Settings] from the Right-Click Menu.

= The

2. In the [File format] drop-down list on the [File option] tab, select [PDF

(*.pdf)].

Duplex scan

Simplex scan

Scan Button Settings...

Profile Management...

Show scanning results

Check consumable supplies...

Help 3

Exit

ScanSnap setup dialog box appears.

(2=
Color image Scaernrner ‘
[[TUse Quick Menu Profile
[ PRecommended | | Small File | [ HighQualty ] [£% Standard -

Es Application |- Save |§2 Scanning < Paper | Compressian

File format | @ PDF(*.pdf) =
TPEG 15 cvallahle only when TLolar of Taray T 15 selemien o [eolar rmone].
Select OCR
[C1Setthe marked text as a keyword for the POF file
@ First marked section ) All marked sections

[l Corvertto Searchable PDF

OCR options
B English v]
@ First page All pages
| Hide « | oK || cancel || Apply |
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3. Select the [Convert to Searchable PDF] check box.

= The following message appears:
ScanSnap Manager ﬁ

:] It will slow your scanner if you do Text Recognition at scan.

= Click the [Yes] button to close the dialog box.

e Language
Select the language. Japanese, English, French, German, ltalian, Spanish, Chinese
(simplified), Chinese (traditional), Korean, Russian, and Portuguese can be selected.
e Target pages
To perform text recognition for the first page, select [First page]; for all pages, select

[All pages].
2=
ScIN2NIP
[[1Use Quick Menu Prafile
[ PRecommended | | Small File | [ HighQualty ] [£% Standard -

E: Application | Save |# Scanning | J File option

fy the file op wiould like to use.

File farmat: W}

JPEG is available only when "Color" or "Gray" is selected at [Color mode].

Select OCR
[C1Setthe marked text as a keyword for the POF file
@ First marked section O All marked sections

[liConvertto Searchable PDFE

Language: [E English v]
Target pages: @ First page 0 All pages
Option ...
[ Hide ~| [ ok || Cancel |[ Apply |

4. Click the [OK] button to close the ScanSnap setup dialog box.

5. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).
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6. Press the [Scan] button on the ScanSnap.

= Scanning is started.

The image data is text-recognized, and a searchable PDF file is created from the
scanned document and saved in a folder.

e Enabling this setting may require an extended period of processing depending on your
computer operating environment.

e The ScanSnap may fail to correctly text recognize the following types of documents
(characters) as text. However, by changing [Color mode] and/or increasing [Image qual-
ity] for scanning, such documents may be successfully text-recognized.

Documents with handwritten characters

Documents scanned in low quality, including smaller characters
Skewed documents

Documents written in languages other than the specified language for text recogni-
tion

Documents including texts written in Italic characters
Superscript/subscript letters and complex mathematical formulas
Documents with characters on an unevenly colored background
e.g. Shaded characters

Documents with many decorated characters

e.g. Decorated characters (embossed/outlined)

Documents with characters on a patterned background

e.g. Characters overlapping illustrations and diagrams
Documents with many characters contacting underlines or borders

® |t may take an extended period of time to scan documents with complex layouts, or
smudged documents where characters are unreadable.
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B Automatically Setting Keywords to PDF Files

Character strings such as those in titles in black-and-white documents can be set as keywords
and used for a PDF file search.

Mark a character string to be set as a keyword with a water-based highlight pen so that the
character string is completely covered. When you perform a scan, the marked character
strings are recognized and set as keywords for the PDF file.

Hereinafter, a line drawn with a water-based highlight pen is referred to as a "marked section",
and a water-based highlight pen as a "highlight pen".

* Set text as a keyword for the *

PDF file
' =) x¥* | [=
ScanSnap ScanSnap Keyword

Image

Convert a character string
in a marked section into text

The file can be searched for
because a keyword has been set

Scan

Mark black-and-white documents in the following way.
e Any regular highlight pen can be used.
The recommended highlight pen colors are shown below.

Pink Yellow Blue Green

ScanSnap ScanSnap ScanSnap ScanSnap

e Mark a line straightly.

e The supported range of marked sections is as follows.
Minimum: 10 mm (width) x 3 mm (length)
Maximum: 150 mm (width) x 20 mm (length)

e Use only one color for marking a page.
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e Mark a character string to be set as a keyword so that the entire string is covered.
Mark sections so that the entire section is the same color.

Bad example 1
Good example (entire section is
not covered)

Bad example 2
(color is uneven)

ScanSnap ScanSnap ScanSnap

e Mark up to ten sections on a page.

e For the following types of documents, marked sections cannot be recognized and set as key-
words.
- Color documents such as catalogues or pamphlets
- Documents in which two or more colors are used for marking
- Documents containing colors other than for marking (pens other than highlight pens are
used, or the document is stained)
- Documents containing too many marked sections
e The following types of marked character strings cannot be set as keywords.
- The size of marked sections is outside the supported range
- Character strings framed by highlight pen

ScanSnap

The marking is irregular (for example, skewed)
Multiple marked sections are too close to each other
The color of the highlight pen is too pale or the color has faded

ScanSnap

¢ When you mark more than one character string, make sure to leave a gap of at least 5 mm
between the marked sections. Marked sections that are too close to each other may be
detected as one marked section.

e In the following cases, character strings surrounding marked sections may be set as key-
words.

- Lines of marked sections cross

e In the following cases, unmarked character strings may be set as keywords.
- Color documents such as catalogues or pamphlets
- Documents with color text, diagrams, pictures, tables and lines
- Documents containing sections framed by highlight pen
- Stained documents

Increase the resolution when you have trouble setting the keywords correctly.

M e Keywords set for a PDF file can be checked in the ScanSnap Organizer Main Window
(thumbnail view), or in [Document Properties] of Adobe Acrobat / Adobe Reader.
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To automatically set keywords to PDF files, change the settings by following the procedure
below.

1 . Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

Scan Button Settings...

Profile Management...

Show scanning results

Check consumable supplies...

Help b

Exit

= The ScanSnap setup dialog box appears.

2. In the [File format] drop-down list on the [File option] tab, select [PDF
(*.pdf)].

2=
Scansnap
Color Imege Scarnmner
[[Use Quick Menu Prafile
[ Recommended | [ Smalfile | [ HighQualty | [&F Standard v

< Paper |- Compression

File format | @ PDF(*.pdf)

JFEG 15 avallable only when "Color” ar "Gray” 15 selected at [Color mode].
Select OCR
[C1Setthe marked text as a keyword for the POF file
Target marked sections: @ First marked section ) All marked sections
[T Convert to Searchable POF
OCR options
Language: B English v]
Target pages: @ First page All pages
| Hide « | oK || cancel || Apply |
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3. Select the [Set the marked text as a keyword for the PDF file] check box.

e Target marked sections
Select [First marked section] to recognize only the first marked section, and select
[All marked sections] to text-recognize all marked sections.

The following description is for [First marked section].
u e Select this button to set a character string such as a title of a document as a key-
word for the PDF file.
Example: When only a title of a document is marked, the marked character string

is set as a keyword for the PDF file, and the PDF file becomes searchable by the
title character string.

Thes chapten describes bauc operation of ScanSeap

3.1. Scanning Documents

Witk “ScanSnag”
g —

them. and cosnven tham ink L
b pressing 2 snge buiion ud
om the scroon wsing the seppliod applications | Adobe Acrobal

B —————

3. How to Use ScanSnap

e When multiple marked sections exist in line, the marked character string closest to
the top of the document is set as a keyword.
Example: In the following case, the character string in marked section B, which is
higher than marked section A, is set as a keyword.

Marked Section A Marked Section B

>
1. ScanSnap 2. Image Scanner

e Language
Select the language. Japanese, English, French, German, Italian, Spanish, Chinese
(simplified), Chinese (traditional), Korean, Russian, and Portuguese can be selected.
e Target pages
To perform text recognition for all pages, select [All pages]; for the first page, select
[First page].

File farmat: W}

atlColormods]

Select OCR

[¥IiSet the marked text as a keyward for the PDF file:
Target marked sections: @ First marked section © All marked sections

[T Convert to Searchable POF

OCR options
Language: [E English v]
Target pages: @ First page 0 All pages

Option ...
| Hide « | oK || cancel || Apply |
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4. Click the [OK] button to close the ScanSnap setup dialog box.

5. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

6. Press the [Scan] button on the ScanSnap.

= Scanning is started.
Marked character strings are text-recognized and the PDF file with keywords is
saved.

e Enabling this setting may require an extended period of processing depending on your
computer operating environment.

e The ScanSnap may fail to correctly text recognize the following types of documents
(characters) as text. However, by increasing [Image quality] for scanning, such docu-
ments may be successfully text-recognized.

- Documents with handwritten characters

- Documents scanned in low quality, including smaller characters

- Skewed documents

- Documents written in languages other than the specified language for text recogni-
tion

- Documents including texts written in Italic characters

- Superscript/subscript letters and complex mathematical formulas

- Documents with characters on an unevenly colored background
e.g. Shaded characters

- Documents with many decorated characters
e.g. Decorated characters (embossed/outlined)

- Documents with characters on a patterned background
e.g. Characters overlapping illustrations and diagrams

- Documents with many characters contacting underlines or borders

® |t may take an extended period of time to scan documents with complex layouts, or
smudged documents where characters are unreadable.

e |f the same character string is marked several times in a document, it will be set as the
same keyword several times for the PDF file.

e Up to 255 characters can be set for keywords to be added, including punctuation marks
in between keywords.

e Quotation marks (") may sometimes be shown before and after the added keywords
when you check keywords using Adobe Acrobat or Adobe Reader.
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B Setting Document Open Passwords for PDF Files

When saving the scanned image data as PDF files, you can set Document Open passwords
for the PDF files.

The password-protected PDF files cannot be opened unless a Document Open password is
entered. If you set a password for private documents or confidential documents, adequate
security of information can be provided.

To set passwords to PDF files, change the settings by following the procedure below.

When you use the Quick Menu, you cannot set passwords to scanned documents.

1 = Select [Scan Button Settings] from the Right-Click Menu.

Duplex scan

Simplex scan

Scan Button Settings...

Profile Management...
Show scanning results
Check consumable supplies...

Help »

Exit

= The ScanSnap setup dialog box appears.

2. Click the [Option] button on the [File option] tab.

Paper |- Compression

Specify the file optio

@& PD

JPEG is available only when "Color" or "Gray" is selected at [Color mode].

File format:

Select OCR
[C1Setthe marked text as a keyword for the POF file

@ First marked section O All marked sections
[l Corvertto Searchable PDF

OCR options

B English v]

@ First page Al page,

—The [PDF file format option] dialog box appears.

Check that [PDF (*.pdf)] is selected in the [File format] drop-down list.
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3. Select the [Set a password for PDF file] check box.

POF file format opticn &J

Split PDF pages
@ Multipage PDF(whaole batch in one FDF)

_) Generate one PDF file per

1 - | page(s)

P rd
‘ [¥IiSet a password far PDF file: )

[[1Use a fixed password

[ ok || cancel |[ Hep

¢ To set a different password per scan
Clear the [Use a fixed password] check box.

POF file format opticn &J

Split PDF pages
@ Multipage PDF(whole batch in one PDF)
_) Generate one PDF file per
1 - | page(s)
Password
[¥IiSet a password far PDF file:
( [[1Use a fixed password )

[ ok || cancel |[ Hep

=You can set a different password per scan.
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e To use a preset password
1. Select the [Use a fixed password] check box.
[ POF file format opticn &J‘

Split PDF pages
@ Multipage PDF(whaole batch in one FDF)

_) Generate one PDF file per
1 - | page(s)

Password
Seta password for PDF file

( )

Fassword: Confirm:

[ ok || cancel || Hep |

=The same password is used for all PDF files.
You do not have to type in a password every time a document is scanned.

2. Type in the same password in the [Password] and [Confirm] fields.
[ POF file format opticn &J ]

Split PDF pages
@ Multipage PDF(whaole batch in one FDF)
_) Generate one PDF file per
1 - | page(s)

Password
Seta password for PDF file

[ Fassword: Confirm: )

[ ok || cancal |[ Hep

The following characters can be used to set passwords:

M Up to 16 characters

Alphanumeric characters: A-Z, a-z, 0-9
Symbols: ! "#$% &' ()*+,-./:;<=>2@[\]*_"{|}~

4. Click the [OK] button to close all the open dialog boxes.

5. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).
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6. Press the [Scan] button on the ScanSnap.

=> Scanning is started.

= When the [Use a fixed password] check box is cleared in Step 3., the following dialog
box appears.

ScanSnap Manager (Enter password) (=3

Enter password for PDF file

Fassword:

Confirm:

[ oK l | Cancel |

In the [Password] and [Confirm] fields, type in the same password, and then click the
[OK] button.

® The following characters can be used to set passwords:

M Up to 16 characters

Alphanumeric characters: A-Z, a-z, 0-9
Symbols: '"#$ % &' ()*+,-./:;<=>2@[\]1"_"{|}~
e If you click the [Cancel] button, the PDF file is saved without a password.

= The scanned image data is saved as a password-protected PDF file.

If you forget a password, there is no way to open the PDF file. It is a good idea to store pass-
words in another secure location in case you forget them.
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This chapter describes how to perform a scan with the ScanSnap, change or save scanning
settings, and other various functions of the ScanSnap.
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ScanSnap Manager Icon and Operations

All operations on the ScanSnap are managed in ScanSnap Manager.

Ordinarily, the [ScanSnap Manager] icon @ is added to the Dock. The icon appears auto-
matically in the Dock when Mac OS starts.
The icon also indicates whether ScanSnap Manager is successfully communicating with the

ScanSnap or not. The appearance of the icon changes according to the status of communica-
tion, as shown below.

Communication Status Icon in the Dock

Communication is active @

Communication is not active

Click this icon while pressing the [control] key on the keyboard to display the menu where you
can start scanning, change the scan settings, or check the status of the consumables.
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B ScanSnap Manager Menu

This menu appears when you click the ScanSnap Manager icon @ while pressing the [con-
trol] key on the keyboard.

Click while pressing
the [control] key on
the keyboard

Duplex scan
Simplex scan

Settings...
Profile...
Profile Management...

Check consumable supplies...
Help »

Keep in Dock

v Open at Login
Show in Finder
Hide

Item

Function

Duplex scan

Both the front and back of the document are scanned at the same time. Scan-
ning is performed according to the settings configured in [Settings].

Simplex scan

Only one side of the document is scanned at a time. Scanning is performed
according to the settings configured in [Settings].

Settings The ScanSnap setup window appears.
Scanning settings are configured on this window.
= "Changing Scanning Settings" (page 208)
Profile The [Profile] menu appears.

= "[Profile] Menu" (page 196)

Profile Management

The [ScanSnap Manager - Profile Management] window appears.
=> "Saving Scanning Settings" (page 211)

Check consumable

The [ScanSnap Manager - Check consumable status] window appears.

supplies Reset consumable counters to 0 after you replace consumables.
= "Consumables" (page 337)
Help You can view the Help topics, the version information of ScanSnap Manager,

and the [Online Update] (page 357) and [Preferences] window.

Keep in Dock (*)

You can add the [ScanSnap Manager] icon @ to the Dock.

Open at Login (*)

You can set ScanSnap Manager to automatically start up when Mac OS is
started up.

Show in Finder (*)

You can view the contents of the [ScanSnap] folder using Finder.

Hide/Show

You can hide and re-show all ScanSnap Manager windows on the desktop.

Quit

You can exit ScanSnap Manager.
= "Finishing ScanSnap Operation" (page 207)

*:In Mac OS X v10.6, select the [Options] sub-menu to display these items.
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B [Profile] Menu

This window appears when the [ScanSnap Manager] icon @ is clicked.
The currently saved profiles are shown as a list.

v §% stndard

Scan to Folder
; Scan to E-mail

Scan to Print

fe=  Scan to Word

Scan to Excel

Cardiris

iPhaoto

By selecting a profile on the [Profile] menu, you can switch to the previously saved scanning
settings.

When you are not using the Quick Menu, you can select a profile from the [Profile] menu.
For details about how to save and manage profiles, refer to "Saving Scanning Settings" (page
211).

® To show the [Profile] menu, clear the [Use Quick Menu] checkbox on the ScanSnap setup
M window. The [Profile] menu does not appear when this checkbox is selected.
® You can also show the Profile menu by selecting [Profile] from the ScanSnap Manager menu.
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How to Perform a Scan

This section describes how to perform a scan with the ScanSnap.

B Preparation

1 . Make sure that the power cable is connected to the ScanSnap properly.

2. Make sure that the ScanSnap is connected to your computer properly.

You can turn the computer on before connecting the ScanSnap.
M When the ScanSnap is already connected to your computer, you do not have to discon-
nect and reconnect.

3. Tum your computer on.

= The [ScanSnap Manager] icon @ appears in the Dock when Mac OS starts up.
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4. Open the ADF paper chute (cover) of the ScanSnap.

ADF paper chute
(cover)

= The ScanSnap is turned on and the [ScanSnap Manager] icon changes from @ to

J There may be a slight delay before the [ScanSnap Manager] icon changes to @
u depending on the computer load, performance, and operating environment, such as when
there are many programs running on the computer.
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B Using the Quick Menu

The scanning method described below is for the case when you use the Quick Menu.

1 = Check for the [ScanSnap Manager] icon @ in the Dock as shown below.

When the [ScanSnap Manager] icon @ is not displayed, from the Finder, select [Appli-

M cations] — [ScanSnap] — [ScanSnap Manager] to start up ScanSnap Manager.
If the [ScanSnap Manager] is not shown in the Dock when Mac OS starts up, from the
[System Preferences] window, select [Accounts] — [My Account] — [Login Items] — [+]
— [ScanSnap Manager] to register ScanSnap Manager.

2. From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... '
ronle...

Profile Management...

Check consumable supplies...
Help >

Keep in Dock
+ Open at Login

Show in Finder

Hide

Quit
v

= The ScanSnap setup window appears.

3. Select the [Use Quick Menu] checkbox.

[ %]
5can5nap
Color mage Scannaer
( EUseQuickMenu )
‘é Recommended 3 4 Small File ) ( High Quality ) [ Customize :I

For details about scanning documents without using the Quick Menu, refer to "Without

M Using the Quick Menu" (page 204).
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4. Click one of the profile buttons.

)

Scansnap

Color imegse Scanmsar

f Recommended 3 € Small File 4 f High Quality 3 £ Customize

Profile Buttons Description

[Recommended] button

The settings are [Auto] for image quality and default for other
settings.

It is recommended to select this button when you want a high-
quality scan of standard documents, and a higher quality scan
of business cards, requiring a high level of text recognition.

[Small File] button

The settings are [Normal] (Color/Gray: 150 dpi, B&W: 300 dpi)
for image quality, and default for other settings.

It is recommended to select this button when you wish to
reduce the scanned file size.

[High Quality] button

The settings are [Best] (Color/Gray: 300 dpi, B&W: 600 dpi)
for image quality, and default for other settings.

It is recommended to select this button when you want a high-
quality scan.

[Customize] button

The default settings are same as the [Recommended] set-
tings. Settings can be changed at your choice.

e By default, the [Recommended] button is selected.

M ® You cannot change the settings for the [Recommended], [Small File], and [High Quality]
buttons. When you change the scanning settings, the button automatically switches to

the [Customize] button.

For details about how to change the scanning settings, refer to "Changing Scanning

Settings" (page 208).

5. Click the [Apply] button in the ScanSnap setup window.

6. Click the [ .7 ] button in the upper left corner of the window or press the

[esc] key to close the ScanSnap setup window.

7. Load the document into the ScanSnap.

For details about how to load the document into the ScanSnap, refer to "Loading Docu-

ments" (page 29).
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8. Press the [Scan] button on the ScanSnap.

=> Scanning is started.

. e By default, the [Scan] button settings are set to [Duplex Scan (Double-sided)].
M With ScanSnap Manager, you can switch the [Scan] button settings to [Simplex Scan
(Single-sided)] mode. For details, refer to "Changing Scanning Settings" (page 208).

® Scanning can also be started from the ScanSnap Manager menu.
For details, refer to "ScanSnap Manager Menu" (page 195).

® Do not connect or disconnect the ScanSnap and other USB devices during the scan-
ning operation.
Do not close the ADF paper chute (cover) during the scanning operation.

® Do not switch users during the scanning operation.

—> The [Scan] button on the ScanSnap blinks blue during the scanning operation.
The following window appears to indicate the scanning status.

ScanSnap Manager - Image scanning and file saving

Scanning Image from ScanSnap.

‘l R — ‘ Stop ‘
e Scanning completed: Page

- —

Duplex Auto Coler,Auto Quality,PDF,Automatic detection,
Skip blank page,Rotation,Compression 3

= When the scanning is complete, the Quick Menu appears.

201



How to Perform a Scan (for Mac OS Users)

9. From the Quick Menu, click an icon for the item to be performed.

& s B

i~ Click the icon of the application to interact with the ScanSnap (7]

= The corresponding action of the selected item is performed.

Item

Description

Scan to Folder

PDF or JPEG files are created from the scanned image data
and saved in a specified folder.

For details about how to operate after this button is selected,
refer to "Saving Data in the Specified Folder" (page 227).

Scan to E-mail

PDF or JPEG files are created from the scanned image data,
and an e-mail program is started with the PDF or JPEG files

attached to an e-mail message.

For details about how to operate after this button is selected,
refer to "Sending Files by E-Mail" (page 234).

Scan to Print

Scanned image data are printed with the printer.
For details about how to operate after this button is selected,
refer to "Using the ScanSnap as a Copy Machine" (page 242).

- Scan to Word (*1)

Scanned image data are text-recognized and converted into

Word files.

For details about how to operate after this button is selected,
refer to "Converting into Word/Excel Documents" (page 248).

_ Scan to Excel (*1)

Scanned image data are text-recognized and converted into
Excel files.

For details about how to operate after this button is selected,
refer to "Converting into Word/Excel Documents" (page 248).

= Cardiris (*2)

Scanned card image data are text-recognized and saved in
Cardiris.

For details about how to operate after this button is selected,
refer to "Scanning Business Cards" (page 254).

iPhoto (*3)

R
L0

Scanned image is saved in iPhoto.
For details about how to operate after this button is selected,

refer to "Saving Data in iPhoto" (page 262).

*1: The icon for this item is displayed only when ABBYY FineReader for ScanSnap is installed.
*2: The icon for this item is displayed only when Cardiris is installed.
*3: The icon for this item is displayed only when iPhoto 5 or later is installed.
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<8

Before scanning documents of printed or handwritten text, on the ScanSnap setup window,
select the [Scanning] tab — the [Option] button — the [Setting for text only document] check-
box. For details on how to change scanning settings, refer to "Changing Scanning Settings"
(page 208).

The scaling factor of the scanned image data may vary slightly from the document size.
When Cardiris is started and becomes active (when the menu is Cardiris), the ScanSnap
automatically interacts with the active application, and the settings for the application are
used for scanning. Automatic linkage is disabled when the application is not active.

For details about automatic linkage, refer to "Automatic Linkage with Applications" (page
223).

When the Quick Menu is displayed, scanning cannot be performed with the ScanSnap. Close
the Quick Menu, or select an action from the Quick Menu and complete the action before
scanning another document.

Do not move, delete, or rename scanned image data in other applications while the Quick
Menu is displayed.
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B Without Using the Quick Menu

The scanning method described below is for the case when you are not using the Quick
Menu.

1 = Check for the [ScanSnap Manager] icon @ in the Dock as shown below.

When the [ScanSnap Manager] icon @ is not displayed, from the Finder, select [Appli-

M cations] — [ScanSnap] — [ScanSnap Manager] to start up ScanSnap Manager.
If the [ScanSnap Manager] is not shown in the Dock when Mac OS starts up, from the
[System Preferences] window, select [Accounts] — [My Account] — [Login Items] — [+]
— [ScanSnap Manager] to register ScanSnap Manager.

2. From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

( Settings... )

TOTIIE. ..

Profile Management...

Check consumable supplies...
Help >

Keep in Dock
v Open at Login

Show in Finder

Hide

Quit
v |

= The ScanSnap setup window appears.
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3. Clear the [Use Quick Menu] checkbox.

ning and an interacting application cannot be specified.

Y/

documents are scanned.

4. Select a profile to be executed after scanning.

Select a profile using either of the following:
o [Profile] pop-up menu in the ScanSnap setup window

[ X]
Color imagse Scsnnen‘
( [ Use Quick Menu ) Profile
Recommended | Small File High Quality [ Standard I%l

When the [Use Quick Menu] checkbox is selected, an action to be executed after scan-

Refer to "Using the Quick Menu" (page 199) to select an action from the Quick Menu after

Q

Color image Scsnnsr"
[ Use Quick Menu Profile
" Recommended Small File High Quality [ standard |+l

¢ [Profile] menu

. Standard

Scan to Folder

Scan to E-mail

Scan to Print

g
§

:F_; Cardiris

™8 iPhoto
L O]

5. Load the document into the ScanSnap.

( Apply )

For details about how to load a document into the ScanSnap, refer to "Loading Docu-

ments" (page 29).
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6. Press the [Scan] button on the ScanSnap.

=> Scanning is started.

Y/

By default, the [Scan] button settings are set to [Duplex Scan (Double-sided)].

With ScanSnap Manager, you can switch the [Scan] button settings to [Simplex Scan
(Single-sided)] mode. For details, refer to "Changing Scanning Settings" (page 208).
Scanning can also be started from the ScanSnap Manager menu.

For details, refer to "ScanSnap Manager Menu" (page 195).

Do not connect or disconnect the ScanSnap and other USB devices during the scan-
ning operation.

Do not close the ADF paper chute (cover) during the scanning operation.

Do not switch users during the scanning operation.

= The [Scan] button on the ScanSnap blinks blue during the scanning operation.

The following window appears to indicate the scanning status.

ScanSnap Manager - Image scanning and file saving

Scanning Image from ScanSnap.

R — ‘ Stop
‘_‘; ‘ Scanning completed: Page

o W

Duplex Auto Color Auto Quality, PDF,Automatic detection,
Skip blank page,Rotation,Compression 3

= When scanning is complete, a selected action or interaction with another application

starts.

M

By default, documents are scanned on the following settings: [Image quality: Auto],
[Color mode: Auto Color Detection], [Scanning side: Duplex Scan].

For details about how to change settings, refer to "Changing Scanning Settings" (page
208).

Before scanning documents of printed or handwritten text, on the ScanSnap setup win-
dow, select the [Scanning] tab — the [Option] button — the [Setting for text only docu-
ment] checkbox.

The application that starts after scanning varies depending on which option is selected
on the [Application] tab in the ScanSnap setup window. For more information, refer to
the ScanSnap Manager Help.

The scaling factor of the scanned image data may vary slightly.

When Cardiris is started and becomes active (when the menu is Cardiris), the Scan-
Snap automatically interacts with the active application, and the settings for the applica-
tion are used for scanning. Automatic linkage is disabled when the application is not
active.

For details about automatic linkage, refer to "Automatic Linkage with Applications"
(page 223).
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B Finishing ScanSnap Operation

Exiting ScanSnap Manager
From the ScanSnap Manager menu, select [Quit].
In most cases, ScanSnap Manager does not need to be exited.

You can no longer use the ScanSnap after exiting ScanSnap Manager.
u To start up ScanSnap Manager, from the Finder, select [Applications] — [ScanSnap] —
[ScanSnap Manager].

Disconnecting the ScanSnap
1 . Close the ADF paper chute (cover) to turn off the ScanSnap.

= The [ScanSnap Manager] icon in the Dock changes from @ to @

2. Disconnect the USB cable from your computer.

3. Disconnect the power cable from the AC outlet.
The ScanSnap is turned on/off in conjunction with the computer or opening/closing of the

M ADF paper chute (cover). Ordinarily, you can forget about turning on/off the ScanSnap
being connected to the computer.
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Setting the ScanSnap

This section describes how to change and save scanning settings, automatically interact with
applications, and about windows displayed during scanning.

B Changing Scanning Settings

To change scanning settings for the ScanSnap, use the ScanSnap Manager menu.
The following describes how to change the settings.

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... '

Profile Management...

Check consumable supplies...
Help »

Keep in Dock
+ Open at Login
Show in Finder
Hide
Quit
B A

= The ScanSnap setup window appears.

You can also open the ScanSnap setup window by simultaneously pressing the

M [command (3§)] key and [S] key on the keyboard. This can be used only when ScanSnap
Manager is active (when the menu is ScanSnap Manager).
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2. Click the [Detail] button to switch to the detail view mode.

Outline view Detail view
(<] [x]
SsScansnap Scansnap
(et ot e e et v
") Use Quick Menu Profile "1 Use Quick Menu Profile
mmended High Quality [ Standard I—:—] Recommen ded Small File High Quality [ Standard [ :]
— Apply A Application | Save {4 Scanning | [ 2 File option | £ Paper

M

Image quality: [ Auto =]

Color mode: [ [ Color B

Scanning side: [ [ Duplex Scan(Double-sided) =

®

The display status of the ScanSnap setup window when previously opened is saved. For
example, if it was closed in detail view mode, the window is displayed in detail mode the
next time you open it.

3. Change scanning settings on each tab on the ScanSnap setup window.

The following items can be changed on each tab:

For details, refer to ScanSnap Manager Help.

e [Application] tab
— Application to be used with the ScanSnap
e [Save] tab
— Folder in which scanned image data are saved
— File name used for saving scanned image data
e [Scanning] tab
— Scan mode
(Which image quality to scan with, color, gray or black-and-white, simplex or
duplex, enable or disable [Setting for text only document], [Allow automatic blank
page removal], [Correct skewed character strings automatically], [Allow automatic
image rotation], and [Continue scanning after current scan is finished])
o [File option] tab
— File format of a scanned image data (*.pdf, *.jpg)
— Whether to text recognize a marked character string on the scanned image data
and set the character string as a keyword for the PDF file
(Whether to text recognize only the first marked section or all marked sections to
be added as keywords, and in which language to text recognize)
— Whether to text recognize character strings in the scanned image data to convert
the PDF file to a searchable PDF file
(Whether to convert all pages or the first page only, and in which language to text
recognize)
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— Whether to include all scanned image data in a single PDF file, or create PDF
files, each of which includes a preset number of pages
e [Paper] tab
— Size of a document to be scanned
([Paper size] and [Carrier Sheet Settings])
— Whether to detect multifeed
o [Compression] tab
— File size of scanned image data (compression rate)

Settings for scanning vary depending on the scanning method
For details about items that can be set, refer to "Setting ltems With/Without Quick Menu"
(page 365).

4. Click the [Apply] button.

= Scanning settings are changed.

If the [Scan] button on the ScanSnap is pressed while the ScanSnap setup window is dis-
M played, the window is closed and scanning is started. In this case the contents being set

are saved, and used for scanning.

However, if the [Scan] button on the ScanSnap is pressed while windows other than the

ScanSnap setup window are displayed, scanning will not start.
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B Saving Scanning Settings

You can define up to 20 sets of preferences called profiles for scanning in the [Profile] menu.

Only by clicking the [ScanSnap Manager] icon @ you can easily retrieve and use the saved
profiles.

= J Scan to Folder
=

Scan to E-mail

4

L'__._:._ Scan to Print

L)g] Scan to Word

kﬁ}%— Scan to Excel
]

&

\'—rg Cardiris

iPhoto

[Profile] menu

Once the frequently used scanning settings are saved as profiles you do not have to open the
ScanSnap Manager window to change settings every time you scan documents. You can
switch to an appropriate profile with simple point and click operations.

The descriptions below apply only when the Quick Menu is not used.
Only a single profile can be saved for the case when the Quick Menu is used for scanning. For
details about how to change profiles, refer to "Changing Scanning Settings" (page 208).

The following explains the operations.
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Saving Profiles

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... ’
rofle...

Profile Management...

Check consumable supplies...
Help >

Keep in Dock
v Open at Login
Show in Finder
Hide
Quit
. A—

= The ScanSnap setup window appears.

2. Clear the [Use Quick Menu] checkbox.

(%]

Scansnap

Color Imesge Scarnrer

‘ "1 Use Quick Menu ' Profile

Recommended ) [ Small File ( High Quality [ Standard l-ﬂ

A Application {5 scanning | | 2, File option | CF s Compression

Specify the scanning mode you would like to use.

M This function is not available when the [Use Quick Menu] checkbox is selected.
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3. Change scanning setting on each tab on the ScanSnap setup window.

For details about each tab, refer to ScanSnap Manager Help.

e
Color mege Scarraer J
"1 Use Quick Menu Profile
Recommended ) | Small File ) High Quality " [ Standard H-‘
A Application {= scanning | [ 4, File option | CF s Compression
Specify the scanning mode you would like to use.
Image quality: i Auto

Color mede: [ [J Color

Scanning side: ( IE Duplex Scan{Double-sided)

2 @ &

] Continue scanning after current scan is finished

( Option... )

4. Select [Add Profile] from the [Profile] pop-up menu.

[X)

Scansnap

Color image Scannsm

[ Use Quick Menu Profile

Recommended ) [ Small File ) [  HighQuality )| Standard

i i Sean to Folder

Scan to E-mail

= 1 Scan to Print
Scan to Word

Specify the scanning mode you would like to use. Sean to Excel

A\, Application

Cardiris
| iPhoto
£
I Add Fro
Color mode: [ [] Color
Scanning side: ! m Duplex Scan(Double-sided) H

] Continue scanning after current scan is finished

{ Option... )

G

= The [Add new profile] window appears.
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5. Type in a profile name, and then click the [OK] button.

: ,

[ [14 crolj-I,l | ]]

@ (Cance) (06

= The new profile appears in the [Profile] pop-up menu.

)

Standard
Scan to Folder
Scan to E-mail

Scan to Print
Scansnap Scan to Word
Color mage Scanmnsr Scan to Excel
Cardiri
"1 Use Quick Menu .,.ir L|r|s
Recommended ) [ Small File ) ( Highqualty ([FEYEIS

4, Application c

Add Profile...
i ¢ Profile Management...

Image quality: [ Auto I-H

6. Click the [Apply] button.

= Now, you have finished saving a new profile.

Y/

® You can save up to 20 profiles, including the [Standard] profile.
® You can change the displayed sequence of profiles except for the [Standard] profile.

. Select [Profile Management] from the [Profile] pop-up menu in the ScanSnap setup
window or from the ScanSnap Manager menu.
= The [ScanSnap Manager - Profile Management] window appears.

2. Drag the profile you want to move to arrange profiles in a different sequence.

Change the listing order of profiles by dragging
them.

&b Standard

) 5can o Folder
,Scan to E-mail
&

= Scan to Print

t—i Scan to Word

E%Scan to Excel

g“Cardiris

iPhoto
"1 A4 Color

EEN | @

3. Click the [#¥] button in the upper left corner of the window or press the [esc] key to
close the [ScanSnap Manager - Profile Management] window.
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Changing Settings for Saved Profiles

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... '
rofle...

Profile Management...

Check consumable supplies...
Help >

Keep in Dock
v Open at Login
Show in Finder
Hide
Quit
. A—

= The ScanSnap setup window appears.

2. Clear the [Use Quick Menu] checkbox.

(%]

Scansnap

Cofor mage Scarraer

‘ "1 Use Quick Menu ' Profile

Recommended ) [ Small File ( High Quality [ Standard H

A Application {5 scanning | | 2, File option | CF s Compression

Specify the scanning mode you would like to use.

1 Auto

Image quality: 1.

Color mode: | [JColor

2 @ &

Scanning side: ( | ™ Duplex Scan(Double-sided)

] Continue scanning after current scan is finished

( Option... )

M This function is not available when the [Use Quick Menu] checkbox is selected.
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3. Select the profile you want to change from the [Profile] pop-up menu.

v Standard
| Scan to Folder
(%] Scan to E-mail
Scan to Print

scansnap Scan to Word

Color Image Scarrer Scan to Excel

Cardiri
[ Use Quick Menu Cardiris
Recommended | [ Small File ) / High Quality D A4 Colo
Add Profile...

A Application | [J Save {4 scanning | [ 4 File option | CF Paper s ¢ Profile Management...

uto |.;.!

4. Change scanning settings on each tab on the ScanSnap setup window.

For details about each tab, refer to ScanSnap Manager Help.

5. When you finish changing the settings for the selected profile, click the
[Apply] button.

o

Scansnap

Color mage Scarraer

"1 Use Quick Menu Profile
"~ Recommended ) [ Small File \ High Quality [ A4 Color H

A Application

Image quality: Auto H
Color mode: | [j Color H
Scanning side: ! E‘I Duplex Scan(Double-sided) Lﬂ

"1 Continue scanning after current scan is finished

( Option... )

@
(Creey )

= Now, you have finished changing the scanning settings.
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Renaming Profiles

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... ’

Profile Management...

Check consumable supplies...
Help >

Keep in Dock
v Open at Login
Show in Finder
Hide
Quit
. A—

= The ScanSnap setup window appears.

2. Clear the [Use Quick Menu] checkbox.

o
Cofor mage S::annar-l‘
"1 Use Quick Menu ) Profile
Recommended i Small File ( High Quality [ Standard l-ﬂ

A Application {5 scanning | | 2, File option | CF s Compression

Specify the scanning mode you would like to use.

M This function is not available when the [Use Quick Menu] checkbox is selected.
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3. Select [Profile Management] from the [Profile] pop-up menu.

(]

Scansnap

Cofor imeage Scarraer

"1 Use Quick Menu

Profile

Recommended A f Small File 3 € High Quality

| ¥ Standard

A, Application |1 Save {5 scanning | [ File option | CF Paper

Scan to Folder
Scan to E-mail
HB ¢ scan to Print

Specify the scanning mode you would like to use. Sean to Excel
Cardiris

Scan to Word

iPhoto

Image quality:

A4 Color

Color mode: [ [ Color

Scanning side: [ |_“'| Duplex Scan(Double-sided)

)

You can also select [Profile Management] from the

M ScanSnap Manager menu to open the [ScanSnap
Manager - Profile Management] window.

[ Continue scanning after current scan is finished

Duplex scan
Simplex scan

Settings...

‘ Profile Management... '

Check consumable supplies...
Help >

Keep in Dock
v Open at Login

Show in Finder

Hide

Quit

= The [ScanSnap Manager - Profile Management] window appears.

4. Select the profile you want to rename, click the [| #- ] button in the lower

left corner of the window, and select [Rename].

Change the listing order of profiles by dragging
them.

%k Standard

(i Scan o Folder
y Scan to E-mail

— Scan to Print

"
u Scan to Word

E%Scan to Excel

g“Cardiris

=% iPhoto
' "\ A4 Color l

= |

| @

Rename

= The name field of the profile becomes editable.
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5. Type in a new name.

® 7 T ScanSnap Manager - Profile Management

Change the listing order of profiles by dragging
them.

7 Standard
) 5¢an o Folder
iy Scan to E-mail
= Scan to Print
L# Scan to Word
&b S¢an to Excel

r‘,Cardiris

iPhoto
Letter Black and White -]

= [ %] | @

= The selected profile is renamed.

™ 7 7 ScanSnap Manager - Profile Management

Change the listing order of profiles by dragging
them.

7 Standard
() Scan o Folder
7 Scan to E-mail
= Scan to Print
u Scan to Word
%& 5can to Excel

r‘,Cardiris

iPhoto
. Letter Black and White

EEN | @

6. Click the [&] button in the upper left corner of the window or press the

[esc] key to close the [ScanSnap Manager - Profile Management] win-
dow.
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Deleting Profiles

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... '
rofle...

Profile Management...

Check consumable supplies...
Help >

Keep in Dock
v Open at Login
Show in Finder
Hide
Quit
. A—

= The ScanSnap setup window appears.

2. Clear the [Use Quick Menu] checkbox.

%]

Scansnap

Color mege Scarnraer

(D Use Quick Menu ) Profile

Vs

Recommended ) [ Small File High Quality " [ Standard l-ﬂ

A Application i i i =T 2 Compression

Specify the scanning mode you would like to use.

M This function is not available when the [Use Quick Menu] checkbox is selected.
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3. Select [Profile Management] from the [Profile] pop-up menu.

)
Color Imeagse SEEI""_IEF“
"1 Use Quick Menu Profile
Recommended ) [ Small File ( High Quality \ v Standard

Scan to Folder
" Scan to E-mail
A Application | ] Save {5} Scanning | & File option | EF Paper ja 1 Scan to Print
Secan to Word

Specify the scanning mode you would like to use. Scan to Excel

Cardiris
i iPhoto
[ lity: [ ]
mage:quality | A Color
Color mode: [ [] Color FEee e

Profile Management...

Scanning side: ! B Duplex Scan(Double-sided)

["] Continue scanning after current scan is finished

You can also select [Profile Management] from the Duplex scan
u ScanSnap Manager menu to open the [ScanSnap Simplex scan

Manager - Profile Management] window. Settings...

‘ Profile Management.)

Check consumable supplies...
Help >

Keep in Dock
v Open at Login

Show in Finder

Hide

Quit

= The [ScanSnap Manager - Profile Management] window appears.

221



Setting the ScanSnap (for Mac OS Users)

4. Select the profile you want to delete from the list, and then click the [[ - ]

button.

™ 7 7 ScanSnap Manager - Profile Management

Change the listing order of profiles by dragging
them.

; Standard
aal Scan to Folder
; Scan to E-mail
= Scan to Print
tﬁi: Scan to Word
&b Scan to Excel
q-"!I Cardiris
& Photo

. Letter Black and White

Bz

©)

The [Standard] profile cannot be deleted.

= The selected profile is deleted.

5. Click the [&] button in the upper left corner of the window or press the

[esc] key to close the [ScanSnap Manager - Profile Management] win-
dow.
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B Automatic Linkage with Applications

Cardiris automatically links with ScanSnap Manager upon startup.
When you scan business cards by pressing the [Scan] button when Cardiris is active (when
the menu is Cardiris), ScanSnap Manager automatically links with Cardiris, in which the

scanned card image is displayed.

Even when the ScanSnap is in Quick Menu mode, ScanSnap Manager automatically links
with Cardiris in which the scanned card image is displayed without the Quick Menu appearing

after scanning.

The interaction between Cardiris and ScanSnap Manager ends once Cardiris is no longer

active.

Country of current business card: United States

1085x631x32 2701K 300dpi

Open € |03zl ABCD LIMITED
United...
= (% Howard Brown
(=9
=y Project Manager, Software Research
= 1234 Funciton Avenue, San Rose, CA987654-1111
Telephone: (000) 000-0000 FAX:(000)-111-2222
N E-mail: hbrown@abcd.com
Company ABeD LIMITED
Q\, First name Howard

City
State

Mabile phone

Web site
Note

-

Last name Brown

Title Project Manager, Software Research

Address 1234 FuncitonAvenue San Rose

ZIP
Country United States

Phone 9876541111
Phone 2 (000) 000-0000

Fax {000)-111-2222
E-mail hbrown@abcd.com

A4

Business cards are scanned with the current scan settings except when the following is set in

the [Scanning] tab:
- Image quality: Auto
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B Showing the Scan Progress Status

When scanning starts, the [ScanSnap Manager - Image scanning and file saving] window
appears on the computer screen.

This window shows the current processing status, the number of pages of the file that have
been saved, and overview of the current settings for scanning. You can also stop scanning
with the ScanSnap by clicking the [Stop] button.

ScanSnap Manager - Image scanning and file saving

Scanning Image from ScanSnap.

;‘ _ Stop
s Scanning completed: Page

Duplex, Auto Color, Auto Quality, PDF,Automatic detection,
Skip blank page,Rotation,Compression 3

After the image data of the document scanned last is saved, the [ScanSnap Manager - Image
scanning and file saving] window automatically closes.

Hiding the Scan Progress Status

You can hide the [ScanSnap Manager - Image scanning and file saving] window.
Perform this setting as follows.

1 . From the ScanSnap Manager menu, select [Help] — [Preferences].

Duplex scan
Simplex scan

Settings...
Profile...
Profile Management...

Check consumable supplies...

Keep in Dock
Open at Login
Show in Finder
Hide

Quit

Help
About ScanSnap Manager...
Online Update

( Preferences...

&1’ )

= The [ScanSnap Manager - Preferences] window appears.

224



Setting the ScanSnap (for Mac OS Users)

2. Clear the [Show the scan progress status (recommended)] checkbox.

. YeYe) ScanSnap Manager - Preferences

Show Scan Progress Status

Select whether to show the scan progress status.

[ ™ Show the scan progress status (recommended) )

3

3. Click the [&] button in the upper left corner of the window or press the
[esc] key to close the [ScanSnap Manager - Preferences] window.
= The [ScanSnap Manager - Image scanning and file saving] window is hidden from
the next scanning.

When the scanning progress status window is not displayed, the current number 12

u of pages saved is indicated on the ScanSnap Manager icon @ in the Dock.
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About Actions

The ScanSnap has frequently-used functions at the ready as Actions to help you make effi-
cient use of your time at your office.
Actions are helpful when:

e you want to share the scanned document files with other members.
= You can save the scanned image data directly in a shared folder on a network upon

scanning. In addition, all members are informed of the destination folder path by an
e-mail message automatically created with the path stated.

e you want to send document files used in a meeting about to start to all
persons concerned.

= Simply press the [Scan] button, and you can quickly send an e-mail message with
document files attached.

e you want to use a printer, rather than a copy machine, to make copies of
documents.

= Simply press the [Scan] button, and you can print documents with a printer.

e you want to use text in your paper documents but do not want to type it
manually.
= Simply press the [Scan] button, and you can get the scanned image data text recog-
nized and converted into a Word or Excel document.

e you want to scan, edit, and save a large number of business cards.

—> Simply press the [Scan] button, and you can add business card information to your
Address Book.

e you want to convert catalogs and pamphlets into digital data and save
them.

= Simply press the [Scan] button to save, manage and browse the catalogs and pam-
phlets converted into digital data directly in iPhoto.

The following are explanations on how to use Actions.
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B Saving Data in the Specified Folder

This section describes how to save the scanned image data in a shared folder. By using this
action, you can save the scanned image data in a networked folder to share information
among group members. In addition, all members are informed of the destination folder path by
an e-mail message automatically created with the path stated.

The e-mail program used for this action is the application specified in [Default email reader] in

the [General] pane, which is displayed by starting up [Mail] and selecting the [Mail] menu —
[Preferences].

Only the following e-mail programs are supported:
® Mail

e Microsoft Entourage 2004 for Mac

e Microsoft Entourage 2008 for Mac

K
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Using the Quick Menu

1 . Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

2. Press the [Scan] button on the ScanSnap.

= Scanning is started.
= When scanning is complete, the Quick Menu appears.

3. Click the [Scan to Folder] icon.

= The [Scan to Folder] window appears.
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4. Check the scanned image in the [Scan to Folder] window.

You can also change file names and destination folders and specify whether to state a

path to a destination folder in an e-mail message to notify other members.

For details about the [Scan to Folder] window, refer to ScanSnap Manager Help.

Preview Specify file name
5t .FI|E List: .
No. | File name "
— ER . 0. 0.5 1
% e e a 2 o
s 2000 2008 2010
l Serialize... J l Name history e
File size: ME
Combined file size: MB

1 11 [ o9—

Preview area

{ Local Folder | Network Folder  MobileMe Folder |

Save in:

fUsersf

Browse... H History ~

[] State a path to a destination folder in an E-mail message

( Cancel )E Save 3
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5. click the [Save] button.

= The scanned image data is saved in a specified folder.

= When you select the [State a path to a destination folder in an E-mail message]
checkbox on the [Scan to Folder] window, an e-mail program starts, and an e-mail
message is created with the path to the destination folder automatically stated.

®0O0 New Message =
Sy L & )| E A O] SR> =10 [ |z )
Send Chat Attach Address Fonts Colors Save As Draft Photo Browser Show Stationery
To:‘
Cc
=v| Subject:
/2008_10_16_15_00_06.pdf J

® When the Quick Menu is displayed, the ScanSnap does not perform a scan even if you
press the [Scan] button, unless the [Scan to Folder] window is closed. Close the [Scan
to Folder] window before scanning another document.

e Do not move, delete, or rename the scanned image data in other applications after the
Quick Menu is displayed and before the [Scan to Folder] window is closed.
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Without using the Quick Menu

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

Help

Keep in Dock
v Open at Login

Show in Finder

Hide

Quit

‘ Settings... ’
rofile...
Profile Management...

Check consumable supplies...

>

= The ScanSnap setup window appears.

2. In the [Application] pop-up menu on the [Application] tab, select [Scan to

Folder].
[x]
Scansnap
Color mage Scarnmer
"l Use Quick Menu Profile
' Recommended ~ Small File High Quality [ Standard I-G-l

A Application I

{3} Scanning | [, File option | £

2 Compression

Select the application you would like to use.

( Application: [ ] Scan to Folder

2)

€ Add or Remove...

)

Apply

or the [Profile] menu.

<§

® The profiles can also be set by selecting [Scan to Folder] from the [Profile] pop-up menu

Finishing the procedure above, you can save desired settings as profiles. The profiles

can be selected in the [Profile] menu from the next time you scan documents.
For details about how to save scanning settings, refer to "Saving Scanning Settings"

(page 211).
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3. Click the [Apply] button in the ScanSnap setup window.

4. Click the [ £1] button in the upper left corner of the window or press the

[esc] key to close the ScanSnap setup window.

closes.

v/

Even if the [Scan] button on the ScanSnap is pressed, the ScanSnap setup window

5. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading

Documents" (page 29).

6. Press the [Scan] button on the ScanSnap.

=> Scanning is started.

= When scanning is complete, the [Scan to Folder] window appears.

7. Check the scanned image on the [Scan to Folder] window.

You can also change file names and destination folders and specify whether to state a

path to a destination folder in an e-mail message to notify other members.

For details about the [Scan to Folder] window, refer to ScanSnap Manager Help.

8,00

Scan to Folder

Preview

259

N\

Preview area

Specify file name
File List:

No. File name

1 [ 1
2
l Serialize... J l Name history =
File size: ME
Combined file size: MB

[ Local Folder | Network Folder  MobileMe Folder |

Save in:

fUsersf

Browse... H History ~

[] State a path to a destination folder in an E-mail message

) €

( Cancel Save )
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8. Click the [Save] button.

= The scanned image data is saved in a specified folder.

= When you select the [State a path to a destination folder in an E-mail message]
checkbox on the [Scan to Folder] window, an e-mail program starts, and an e-mail
message is created with the path to the destination folder stated.

®00 New Message =
|___,'|".-_\' { & ) |_E]|_,:_.||_CJ] S Ot {|e) ]

Send Chat Attach Address Fonts Colors Save As Draft Photo Browser Show Stationery

To:i‘

Cc:

=¥ _Subisct

3
=
=
®
k-
=
=
s
o
53
o
&
:=]

=3

\—/

When the [Scan to Folder] window is displayed, scanning cannot be performed with the
ScanSnap. Close the [Scan to Folder] window before scanning another document.

Do not move, delete, or rename the scanned image data in other applications when the
[Scan to Folder] window is displayed.
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B Sending Files by E-Mail

This section describes how to send scanned image data by e-mail.

<8

ABC

TaivlZ

The e-mail program used for this action is the application specified in [Default email reader] in
the [General] pane, which is displayed by starting up [Mail] and selecting the [Mail] menu —
[Preferences].

Only the following e-mail programs are supported:

e Mail

® Microsoft Entourage 2004 for Mac

e Microsoft Entourage 2008 for Mac
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Using the Quick Menu

1 . Load the document into the ScanSnap.
For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

Up to ten files can be sent by e-mail.
Scanning multiple sheets of documents with the scanning settings shown below creates
multiple files. Pay attention to the number of sheets of the loaded document.

e File format: JPEG(*.jpg)
e [Generate one PDF file per (n) page(s)] checkbox is selected

2. Press the [Scan] button on the ScanSnap.

—> Scanning is started.
—> When scanning is complete, the Quick Menu appears.

3. Change settings for the [Scan to E-mail] action (If you do not want to
change settings, go to Step 4.).

1. Click [Settings] under the [Scan to E-mail] icon.

=The [Scan to E-mail - Options] window appears.

2. Change settings.
For details about the [Scan to E-mail - Options] window, refer to ScanSnap Manager
Help.

B.00 Scan to E-mail - Options

a Show preview
aSave scanned images to file

Attached file size:
When the combined file size exceeds the set
parameter{below), display a Warning message.

EIELT

® (" Cancel \( oK 3

3. Click the [OK] button to close the [Scan to E-mail - Options] window.
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4. Click the [Scan to E-mail] icon.

= The [Scan to E-mail] window appears.

When you have cleared the [Show preview] checkbox in Step 3., an e-mail program
starts, and the files are attached to an e-mail message.

5. Check the scanned image on the [Scan to E-mail] window.

You can also change file names, specify whether to save scanned files after sending

them by e-mail.

For details about the [Scan to E-mail] window, refer to ScanSnap Manager Help.

Preview

=]
1995 2000 e w0

L« 1/1 - b &

E @

Preview area
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Specify file name
File List:
' No. | File name

Pl == = = |
2 n -

l Serialize... J l Name history =

Combined file size: © MB

E Save scanned images to file

["] Do not show this window again

( Cancel ) { Attach to E-mail

L 4
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6. Click the [Attach to E-mail] button.

= An e-mail program is started with the selected files being attached to an e-mail mes-
sage.

L&

El Subject:

1995

2000 2005 2010

o/

~

e
v
- I RREaVW:

o When the Quick Menu is displayed, the ScanSnap does not perform a scan even if you

press the [Scan] button, unless the [Scan to E-mail] window is closed. Close the [Scan

to E-mail] window before scanning another document.
[ )

Do not move, delete, or rename the scanned image data in other applications after the
Quick Menu is displayed and before the [Scan to E-mail] window is closed.
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Without using the Quick Menu

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... ’
rofile...

Help

Keep in Dock
v Open at Login

Show in Finder

Hide

Quit

Profile Management..

Check consumable supplies...

>

= The ScanSnap setup window appears.

2. In the [Application] pop-up menu on th

e [Application] tab, select [Scan to

E-mail].
[x]
Scansnap
Color mage Scarnmer
"l Use Quick Menu Profile
"_ Recommended ~ Small File High Quality [ Standard I-G-l

A Application

Application: [

 Scan to E-mail

Application Setting...

(

Add or Remove...

)

Apply

e The profiles can also be set by selecting
or the [Profile] menu.

Finishing the procedure above, you can
can be selected in the [Profile] menu fro

<8

[Scan to E-mail] from the [Profile] pop-up menu

save desired settings as profiles. The profiles
m the next time you scan documents.

For details about how to save scanning settings, refer to "Saving Scanning Settings"

(page 211).
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3. Change settings for the [Scan to E-mail] action (If you do not want to

change settings, go to Step 4.).

1. Click the [Application Setting] button.

[ x]
Cofor magse Scsnner"
"l Use Quick Menu Profile
" Recommended Small File High Quality [ Standard ¥

A Application

{4 scanning | | 2, File option | LT

Select the application you would like to use.

Application: [ Scan to E-mail I'G'{
E( Application Setting... \)
( Add or Remove... )
@

=The [Scan to E-mail - Options] window appears.

2. Change settings.

For details about the [Scan to E-mail - Options] window, refer to ScanSnap Manager

Help.

8NN Scan to E-mail - Options

EShow preview
ESave scanned images to file

Attached file size:

When the combined file size exceeds the set
parameter{below), display a Warning message.

® ( Cancel )E—H

3. Click the [OK] button to close the [Scan to E-mail - Options] window.

4. Click the [Apply] button in the ScanSnap setup window.

5. Click the [.1] button in the upper left corner of the window or press the

[esc] key to close the ScanSnap setup window.

Y/

Even if the [Scan] button on the ScanSnap is pressed, the ScanSnap setup window
closes.
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6. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

Up to ten files can be sent by e-mail.

Scanning multiple sheets of documents with the scanning settings shown below creates
multiple files. Pay attention to the number of sheets of the loaded document.

e File format: JPEG(*.jpg)

e [Generate one PDF file per (n) page(s)] checkbox is selected

7. Press the [Scan] button on the ScanSnap.

—> Scanning is started.

= When scanning is complete, the [Scan to E-mail] window appears.

When you have cleared the [Show preview] checkbox in Step 3., an e-mail program
starts, and the files are attached to an e-mail message.

8. Check the scanned image on the [Scan to E-mail] window.

You can also change file names, specify whether to save scanned files after sending
them by e-mail.

For details about the [Scan to E-mail] window, refer to ScanSnap Manager Help.

8o Secan to E-mail
Preview Specify file name

File List:

| | ' Na. File name |
—- 1

J , J . |

l Serialize... J l Name history =
Combined file size: ME

g Save scanned images to file

—_— — S -
171 > M & |_| Do not show this window again

@

( Cancel ) f “Attach to E-mail 3

Preview area
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9. Click the [Attach to E-mail] button.

= An e-mail program is started with the selected files being attached to an e-mail mes-
sage.

Cr:
El Subject:
1995 2000 2005 2010
o i
c -~ — T4 |» P

e When the [Scan to E-mail] window is displayed, scanning cannot be performed with the
ScanSnap. Close the [Scan to E-mail] window before scanning another document.
[ ]

Do not move, delete, or rename the scanned image data in other applications when the
[Scan to E-mail] window is displayed.
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B Using the ScanSnap as a Copy Machine

This section describes how to print scanned image data with a printer.
By printing scanned image data directly from the ScanSnap, you can use the ScanSnap as a

copy machine.

e By default, a printer that is set as [Default Printer] in the Mac OS is used. After a document is
scanned, you can change the printer to be used.

® Depending on the document conditions and scanning settings, the printed image data might
contain shadows (which appear as lines) on its edges.

e To print a scanned document with data very close to the edges, save it to file first, and then
print from that using Preview, Adobe Acrobat, or Adobe Reader.
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Using the Quick Menu

1 . Load the document into the ScanSnap.
For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

2. Press the [Scan] button on the ScanSnap.

—> Scanning is started.

—> When scanning is complete, the Quick Menu appears.

3. Change settings for the [Scan to Print] action (If you do not want to
change settings, go to Step 4.).

1. Click [Settings] under the [Scan to Print] icon.

=The [Scan to Print - Options] window appears.

2. Change settings.
For details about the [Scan to Print - Options] window, refer to ScanSnap Manager
Help.

Scan to Print - Options

E Save scanned image

® { cCancel \IE oK 3

3. Click the [OK] button to close the [Scan to Print - Options] window.
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4. Click the [Scan to Print] icon.

= The [Print] window appears.

Scan to Print

5. Configure print setup options in the [Print] window.

You can select the printer to be used and specify the number of copies and size of the

scanned image data to be printed.

For details about the [Print] window, refer to ScanSnap Manager Help.

Print
ke
= Printer: | |+l E}
3 ,’ B ';_;f_-.. Presets: | Standard |+l
< ‘
2 Copies: M Collated
" Pages: ® Al
95 (O FErom: |1 to: |1
: PaperSize: (A4 T&] 21006y 2089m
& .- (-
Orientation: Iﬂ Il
['Scan to Print |+i

44 4 lofl > | e

Y

[T1Shrink to paper size
EAIIOW automatic rotation
aCenter the image and print

ESave scanned image

@ (Cworv)

6. Click the [Print] button.

= Printing is performed.

[ Cancel @

® When the Quick Menu is displayed, the ScanSnap does not perform a scan even if you
press the [Scan] button, unless the [Print] window is closed. Close the [Print] window
before scanning another document.

e Do not move, delete, or rename the scanned image data in other applications after the
Quick Menu is displayed and before the [Print] window is closed.
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Without using the Quick Menu

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... ,
rofile...

Profile Management...

Help

Keep in Dock
v Open at Login

Show in Finder

Hide

Quit

= The ScanSnap setup window appears.

Check consumable supplies...

>

2. In the [Application] pop-up menu on the [Application] tab, select [Scan to

Print].
[x]
Scansnap
Cofor mage Scanmner
"l Use Quick Menu Profile
( Recommended ( ~ Small File High Quality [ Standard I-G-l

4 Application

{3} Scanning | [, File option | £

2 Compression

Select the application you would like to use.

[Applicarion: [ = Scan to Print

=)

Application Setting... )

o

( Add or Remove... )

Apply

M or the [Profile] menu.

e The profiles can also be set by selecting [Scan to Print] from the [Profile] pop-up menu

Finishing the procedure above, you can save desired settings as profiles. The profiles

can be selected in the [Profile] menu from the next time you scan documents.
For details about how to save scanning settings, refer to "Saving Scanning Settings"

(page 211).
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3. Change settings for the [Scan to Print] action (If you do not want to

change settings, go to Step 4.).

1. Click the [Application Setting] button.
[}
Scansnap

Cofor mage Scarnmnsm

"l Use Quick Menu Profile

Recommended g Small File : High Quality [ Standard %+

4\, Application {3} Scanning | [, File option | £

Select the application you would like to use.

Application: [ = Scan to Print |-$'l
(( Application Setting... \)
( Add or Remove... \
@

=The [Scan to Print - Options] window appears.

2. Change settings.

For details about the [Scan to Print - Options] window, refer to ScanSnap Manager
Help.

Scan to grint - Ogtions

E Sawve scanned image

® ( Cancel ) E—a&—)

3. Click the [OK] button to close the [Scan to Print - Options] window.

4. Click the [Apply] button in the ScanSnap setup window.

5. Click the [ £1] button in the upper left corner of the window or press the
[esc] key to close the ScanSnap setup window.

M Even if the [Scan] button on the ScanSnap is pressed, the ScanSnap setup window
closes.
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6. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading

Documents" (page 29).

7. Press the [Scan] button on the ScanSnap.

=> Scanni

ng is started.

—> When scanning is complete, the [Print] window appears.

8. Configure print setup options in the [Print] window.

You can select the printer to be used and specify the number of copies and size of the

scanned image data to be printed.
For details about the [Print] window, refer to ScanSnap Manager Help.

Print
- Printer: [ F E]
J ’ J ’ Presets: | Standard J 3'!
] Copies: _1__ | ECollated
= Pages: ® Al
.1‘ O Erom: |1 to: |1
" Paper Size: | A4 I-:-] 21.00 by 29.69 cm
Orientation: I‘il ll
i ['Scan to Print J 3{7
" 'III' [T1Shrink to paper size
EMIGW automatic rotation
bttty 1071 [y ™ Center the image and print
ESave scanned image
@ ( PDFv ) [ Cancel )

9. Click the

[Print] button.

= Printing is performed.

When the [Print] window is displayed, scanning cannot be performed with the Scan-
Snap. Close the [Print] window before scanning another document.
Do not move, delete, or rename the scanned image data in other applications when the

[Print] window is displayed.
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B Converting into Word/Excel Documents

This section describes how to convert the documents scanned with the ScanSnap into Word/
Excel files through ABBYY FineReader for ScanSnap, which is supplied with the ScanSnap.

e ABBYY FineReader for ScanSnap must be installed in your computer in order to perform
text-recognition.

® Use this function in an environment where Word and Excel are installed.
If Word is not installed in the computer being used, the text-only result of documents con-
verted to Word files are shown with TextEdit. If Excel is not installed in the computer being
used, documents converted to Excel files cannot be viewed. To view and check converted
documents on your computer, install these software.

e ABBYY FineReader for ScanSnap can be used with the following versions of Word and
Excel.
- Word: 2004 / 2008
- Excel: 2004 / 2008

e Do not scan Word/Excel files while you are working on Word or Excel. In addition, do not
operate Word or Excel while this function is executed. If operated at the same time, the con-
version result is saved to a file, but even if the [Open file after recognition] checkbox is
selected on the [FineReader for ScanSnap Preferences] window, the conversion result may
not be displayed.

248



About Actions (for Mac OS Users)

About the OCR (Optical Character Recognition) function of ABBYY FineReader for ScanSnap

ABBYY FineReader for ScanSnap is an application used exclusively with the ScanSnap. This
program can text-recognize only PDF files that are created by using the ScanSnap. It cannot
text-recognize PDF files created by using Adobe Acrobat or other applications.
Some types of documents are occasionally misrecognized. Before recognition, check
whether the documents you want to convert are suitable for conversion according to the fol-
lowing guidelines.
Scan to Word
- Documents suitable for conversion
Documents created by using simple page layout with one or two columns
- Documents not suitable for conversion
Documents created by using complex page layout comprised of diagrams, tables, and let-
ters, such as a brochure, magazine, and newspaper
Scan to Excel
- Documents suitable for conversion
Simple tables in which every border line connects to the outside borders
- Documents not suitable for conversion
Documents containing tables without borders, complex tables with too many borders,
convoluted tables containing sub-tables, diagrams, graphs and charts, photographs, and
characters written in vertical direction
(Diagrams, graphs and charts, photographs, and characters written in vertical direction
are not converted.)
The following parameters may not be inherited from the originals during conversion. It is rec-
ommended that the converted documents be opened with Word or Excel to correct or edit
misrecognized letters.
- Font and size of characters
- Character spacing and line spacing
- Underline, bold, and ltalic
- Superscript/subscript
The following types of documents may be misrecognized.
In such a case, recognition may be corrected by changing the [Color mode] to [Color] and/or
improving the resolution (Image quality).
- Documents containing handwritten characters
- Text including small characters (smaller than 10 points)
- Skewed documents
- Documents written in languages other than the specified language for text recognition
- Documents with characters on an unevenly colored background
e.g. Shaded characters
- Documents with many decorated characters
e.g. Decorated characters (embossed/outlined)
- Documents with characters on a patterned background
e.g. Characters overlapping illustrations and diagrams
- Documents with many characters contacting underlines or borders
- Documents of complex layout as well as documents including unreadable characters
(It may take an extended period of time to convert these documents.)

A converted Excel worksheet can contain up to 65,536 rows.
When converting to Excel files, information for the layout of the entire document, diagrams,

and height/width of graphs and tables is not reproduced. Only tables and character strings
are reproduced.

Documents upside down or in landscape orientation cannot be recognized properly. Select

the [Allow automatic image rotation] checkbox (page 278), or load documents face down in

portrait orientation.

On the ScanSnap setup window, if the [Generate one PDF file per (n) page(s)] checkbox is
selected on the [File option] tab — [Option], the conversion result for each PDF file will be
saved as separate files.
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K

You can change the scanning settings applied during conversion to Word or Excel documents
in the ABBYY FineReader for ScanSnap setup window.

Select the [Applications] — [ABBYY FineReader for ScanSnap] — [FineReader for ScanSnap
Preferences]. Then, on the menu bar, select [FineReader for ScanSnap] — [Preferences] to
show the following window.

[ 8.0 FineReader for ScanSnap Preferences

[ General = Scan to Searchable PDF  Scan to Excel Scan to Word |

Recognition Languages (select one or more®) :

English

Abkhaz

Adyghe m
Afrikaans

Agul

Albanian

Altai

Armenian (Eastern) "
Armenian (Grabar) *
Armenian (Western)

10000O00oOoo

*It is not recommended to select more than 3 languages.

E Open file after recognition
7] Ask for file name before save
"] Delete scanned images after recognition

[_] Quit ABBYY FineReader for ScanSnap after recognition

For details about how to set, refer to the ABBYY FineReader for ScanSnap Help.
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Using the Quick Menu

1 . Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

2. Press the [Scan] button on the ScanSnap.

= Scanning is started.
= When scanning is complete, the Quick Menu appears.

3. Click the [Scan to Word] or [Scan to Excel] icon.

i~ Click the icon of the application to interact with the ScanSnap 0

When [JPEG(*.jpg)] is selected for [File format] in the [File option] tab on the ScanSnap
setup window, the [Scan to Word] and [Scan to Excel] actions cannot be used. If you
click either of these icons, an error message will appear.

= The following window appears and conversion is started.

OWORO) Converting the document

Extracting the PDF page images: 1 of 2 pages processed

[ Cancel )

= When the conversion is complete, Word or Excel starts up, displaying the converted
document in the applicable format.

e |tis recommended to select [Better (Color/Gray: 200 dpi, B&W: 400 dpi)] or higher reso-
M lution for [Image quality] in the [Scanning] tab on the ScanSnap setup window.
® Word documents are saved in RTF format (.rtf) and Excel documents, in XLS format
(.xls).

e When the Quick Menu is displayed, scanning cannot be performed with the ScanSnap.
Complete the action before scanning another document.

® Do not move, delete, or rename the scanned image data in other applications while the
Quick Menu is displayed.
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Without using the Quick Menu

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... )
ronle...

Profile Management...

Check consumable supplies...
Help >

Keep in Dock
v Open at Login

Show in Finder

Hide

Quit
v |

= The ScanSnap setup window appears.

2. In the [Application] pop-up menu on the [Application] tab, select [Scan to

Word] or [Scan to Excel].

(%]
Scansnap

Cofor image Scarnmnaer

Tl Use Quick Menu Profile

Recommended 4 Small File 4 High Quality " [ standard v

#A Application {5} Scanning | | File option | [ Paper J2 Compression

Select the application you would like to use.

Application: [k Scan to Word

[ Add or Remove... )

)

e The profiles can also be set by selecting [Scan to Word] or [Scan to Excel] from the [Pro-

M file] pop-up menu or from the [Profile] menu.
e Finishing the procedure above, you can save desired settings as profiles. The profiles
can be selected in the [Profile] menu from the next time you scan documents.
For details about how to save scanning settings, refer to "Saving Scanning Settings"
(page 211).

3. Click the [Apply] button in the ScanSnap setup window.
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4. Click the [ 7.1 ] button in the upper left corner of the window or press the

[esc] key to close the ScanSnap setup window.

Even if the [Scan] button on the ScanSnap is pressed, the ScanSnap setup window

M closes.

5. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

6. Press the [Scan] button on the ScanSnap.

—> Scanning is started.
—> The following window appears and conversion is started.

T T

Converting the document

Extracting the PDF page images: 1 of 2 pages processed

| Cancel |
= When the conversion is complete, Word or Excel starts up, displaying the converted
document in the applicable format.
® |tis recommended to select [Better (Color/Gray: 200 dpi, B&W: 400 dpi)] or higher reso-
M lution for [Image quality] in the [Scanning] tab on the ScanSnap setup window.
[ )

Word documents are saved in RTF format (.rtf) and Excel documents, in XLS format
(xls).
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B Scanning Business Cards

This section describes how to use scanned image data of business cards in Cardiris.

ABCD LIMITED

Howard Brown

Project Manager. Software Research

226 Airport Parkway, Suite 030San JOSE, CA 95110
8) 453-

P: g
Phone: (408) 453-0000  Fax: (408) 453-0001
e-mail: howard@abed.com
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Using the Quick Menu

1 . Load the business card into the ScanSnap.

¢ Load the business card so that the front side of the two-sided business card faces
the ADF paper chute (cover).

e To scan multiple business cards, load business cards in a pile.

¢ Move the side guides so that there is no gap between the business cards edge and
the side guide on both sides.

2. Press the [Scan] button on the ScanSnap.

= Scanning is started.
= When scanning is complete, the Quick Menu appears.

It is recommended to select [Auto] or [Best] for [Image quality] in the [Scanning] tab in the
ScanSnap setup window when you scan business cards.
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3. Click the [Cardiris] icon.

Y

e

=

e

= The Cardiris window appears.

® \When the Quick Menu is displayed, scanning cannot be performed with the ScanSnap.
Complete the interaction with Cardiris before scanning another document.
e Do not move, delete, or rename the scanned image data in other applications while the

Quick Menu is displayed.

4. Check whether the scanned card image and text recognition result.

[Card Style] —

2008_10_24_10_11_43-1 (Card 1 of 2)

button _
=

[Format] button

United.

=

[Send] button

Send vCard

Card toolbar

card

2008_10_24_10...

2008 10 24 10

‘Country of current business card: United States

1112x629x32 2742K 300dpi

Howard Brown

Project Manager. Software Research

Phone: (408) 453-0000

Fax: (408) 453-0001
e-mail: howard@abcd.com

ABCD LIMITED

226 Alrport Parkway, Suite 030San JOSE, CA 95110

——7— Card image

Company ABeD LIMITED
First name Howard
Last name Brown
Title Project Manager. Software Research

Address 226 Airport Parkway, Suite 0305an JOSE, CA 35110

City zp
State CA

Phane (408) 453-0000
Phone 2
Mgbile phone
Fax (408) 453-0001
E-mail howard@abed.com
Web site
Note

Country United States

——73— Recognition
result

The current card image is displayed on the top-right.
A list of already scanned business cards is displayed in the card toolbar.
The recognition result is displayed under the card image.

Do not exit Cardiris while setup or message windows are open.

™ .

STARTED and Cardiris Help.
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® To recognize a business card of a different language from the one currently set in
Cardiris, click the [Card Style] button and change the country setting.
For details about the functions of and how to use Cardiris, refer to Cardiris GETTING
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Without using the Quick Menu

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... ’
rofle...

Profile Management...

Check consumable supplies...
Help >

Keep in Dock
v Open at Login
Show in Finder
Hide
Quit
. A—

= The ScanSnap setup window appears.

2. In the [Application] pop-up menu on the [Application] tab, select

[Cardiris].
[x]
Scansnap
Cofor mage Scanmner
"l Use Quick Menu Profile
"~ Recommended ) [ Small File 3 ¥ High Quality " [ Standard l-ﬁ-l

Application: [ \Fag Cardiris

( Add or Remove... )

@

It is recommended to select [Auto] or [Best] for [Image quality] in the [Scanning] tab in the

ScanSnap setup window when you scan business cards.
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® You can also configure the profile by selecting [Cardiris] from the [Profile] pop-up menu

M or the Profile menu.

® \When you save the desired settings as profiles, they can be selected from the Profile
menu next time you perform a scan.
For more details about how to save scan settings, refer to "Saving Scanning Settings"
(page 211).

3. Click the [Apply] button in the ScanSnap setup window.

4. Click the [ 7.1 ] button in the upper left corner of the window or press the

[esc] key to close the ScanSnap setup window.

Even if the [Scan] button on the ScanSnap is pressed, the ScanSnap setup window

M closes.

5. Load the business card into the ScanSnap.

e Load the business card so that the front side of the two-sided business card faces
the ADF paper chute (cover).

e To scan multiple business cards, load business cards in a pile.

¢ Move the side guides so that there is no gap between the business cards edge and
the side guide on both sides.

6. Press the [Scan] button on the ScanSnap.

=> Scanning is started.
= When scanning is complete, the Cardiris window appears.
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7. Check whether the scanned card image and text recognition result.

[Card Style]

button -

Card

[Format] button

[Send] button —=& L& |

Card toolbar

‘Country of current business card: United States

1112x629x32 2742K 300dpi

2008_10_24_10...

2008_10_24_10...

ABCD LIMITED

Howard Brown

Project Manager. Software Research

226 Airport Parkway, Suite 030San JOSE, CA 95110
Phone: (408) 453-0000  Fax: (408) 453-0001
e-mail: howard@abcd.com

——7— Card image

Company ABeD LIMITED

First name Howard
Last name Brown

Title Project Manager. Software Research
Address 226 Airport Parkway, Suite 0305an JOSE, CA 55110
City bl
State CA Country United States

Phone ({408) 453-0000
Phone 2

Mobile phane

Fax (408) 453-0001
E-mail howard@abed.com

Web site

Note

———— Recognition

result

The current card image is displayed on the top-right.

A list of already scanned business cards is displayed in the card toolbar.
The recognition result is displayed under the card image.

Do not exit Cardiris while setup or message windows are open.

™ .

STARTED and Cardiris Help.
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To recognize a business card of a different language from the one currently set in
Cardiris, click the [Card Style] button and change the country setting.
For details about the functions of and how to use Cardiris, refer to Cardiris GETTING
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Using Cardiris and Address Book

To register the recognized characters of a scanned business cards in the Address Book, per-
form the following procedure.

Do not exit Cardiris while setup or message windows are open.

1 = Click the [Format] button or select [Settings] — [Output Format] on the

menu bar.

—> The following window appears.

Business Cards

Format: | yCard l—%—{

Layout

Field delimiter Tab =

Include field names

E Include card images

Output

V' Ask file name and location

Send to: ' None F't—l

Use iSync to synchronize now

( cancel ) w

2. On the [Format] pop-up menu, select [Address Book].

- TEXT fn
| | HTML |
0 vCard
—J L—1a|rt:h
Formt: N )
Y] o] (APl OSE.
Layout Microsoft Entourage vX, 2004 B) 452
Field| MNow Contact 5
Now Contact X
Ine
Include card images
Output
Ask file name and location
Send to None 4 95110
"1 Use iSync to synchronize now 7P
try U
E Cancel j a9 ke

B B

3. Click the [OK] button.
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4. Click the [Send] button or select [Process] — [Send] on the menu bar.

= The Address Book window appears, and the recognized characters of all scanned
business cards in the card toolbar are registered in the Address Book.

800 || Address Book
Group : Name lr
Al Brown Howard
. ) o 7 Project Manager. Software
ﬁ Directories M Brown Howard Reseach
ABeD LIMITED

|
|
1
|
| work (408) 453-0000
work fax (408) 453-0001

work howard@abecd.com

work e
CA ]
226 Airport Parkway. Suite b

5. On the menu bar, select [Cardiris] — [Quit Cardiris] to quit Cardiris.

® The recognition result of scanned business cards can be output in text or vCard format.
M ® For more details, refer to Cardiris GETTING STARTED and Cardiris Help.
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B Saving Data in iPhoto

This section describes how to save scanned image data in iPhoto.

=
lnd.

T il

o 2 Il

S 7

l- . RE Jogg
e e ® s =
A e i o sk et

elolnlr e e ——"
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Using the Quick Menu

1 . Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

2. Press the [Scan] button on the ScanSnap.

= Scanning is started.
= When scanning is complete, the Quick Menu appears.

3. Click the [iPhoto] icon.

&l oy

i~ Click the icon of the application to interact with the ScanSnap 9
= iPhoto starts up.
® \When the Quick Menu is displayed, scanning cannot be performed with the ScanSnap.
Complete the action before scanning another document.

e Do not move, delete, or rename the scanned image data in other applications while the
Quick Menu is displayed.
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4. Check the scanned image data.

LIBRARY

o @300 ¥ untitled event
Photos L Octg, s
¥ RECENT

Last 12 Months
™ Flagged

1 Trash

® /3 X > & m @ iz =

split  Edit  Rotate  Hide Flag Book Calendar Card Web Gallery Email  Print  Order Prints

[ Search
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Without using the Quick Menu

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... ’
rofle...

Profile Management...

Check consumable supplies...

Help

Keep in Dock
v Open at Login

Show in Finder

Hide

Quit

>

= The ScanSnap setup window appears.

2. In the [Application] pop-up menu on the [Application] tab, select

[iPhoto].
[x]
Scansnap
Cofor mage Scanmner
"l Use Quick Menu Profile
( Recommended ( ~ Small File High Quality " [ Standard I-G-l

4 Application

Application: [ T iPhoto

( Add or Remove...

o

Apply

[Profile] menu.

™ .

® The profiles can also be set by selecting [iPhoto] from the [Profile] pop-up menu or the

Finishing the procedure above, you can save desired settings as profiles. The profiles

can be selected in the [Profile] menu from the next time you scan documents.
For details about how to save scanning settings, refer to "Saving Scanning Settings"

(page 211).
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3. Click the [Apply] button in the ScanSnap setup window.

4. Click the [ 7.7 ] button in the upper left corner of the window or press the

[esc] key to close the ScanSnap setup window.

closes.

v/

5. Load the document into the ScanSnap.

Even if the [Scan] button on the ScanSnap is pressed, the ScanSnap setup window

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading

Documents" (page 29).

6. Press the [Scan] button on the ScanSnap.

=> Scanning is started.

= When scanning is complete, iPhoto starts up.

7. Check the scanned image data.

800 iPhoto
LIBRARY = .
Eevenss #229| ¥ untitled event
B Phot . Oct 16, 2008 — 6 photos
otos
¥ RECENT
5] Last 12 Months = = -
™ Flagged J , J '
1 Trash F
T,
= T,
s B T,
sy
- A - ~
"'\\‘\\
e T4 15
H | oo
v 7 D E = ® e =
Split Edit Rotate Book Calend Web Gallery Ema Print Order Prints
+ | 6 » Q. search 6 photos in 1 Event m
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Using the ScanSnap in Various Ways

This section describes a variety of ways you can use the ScanSnap.

B Scanning Only One Side of a Document

By default, pressing the [Scan] button starts scanning in Duplex mode.
When you wish to scan in Simplex mode, change the settings by following the procedure
below.

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... ’
rofle...

Profile Management...

Check consumable supplies...
Help »

Keep in Dock
v Open at Login

Show in Finder

Hide

Quit
v |

= The ScanSnap setup window appears.

2. Select [Simplex Scan (Single-sided)] in the [Scanning side] pop-up menu

on the [Scanning] tab.

A\, Application

Color mode: [ 5 Auto Color Detection )

Scanning sig gt aniBoublemsided) B
B Simplex Scan(Single-sided)

OO UE S AT AR T TR S EAT S S e

(__ Option... )

=
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3. Click the [Apply] button in the ScanSnap setup window.

4. Click the [ . ] button in the upper left corner of the window or press the
[esc] key to close the ScanSnap setup window.

5. Load the document into the ScanSnap.
For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading

Documents" (page 29).

6. Press the [Scan] button on the ScanSnap.

If you select [Simplex scan] from the ScanSnap Manager menu, even if [Duplex Scan
u (Double-sided)] is set in [Scanning side] on the [Scanning] tab, the scan will be performed
in Simplex mode.

= The document is scanned in Simplex mode.
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B Scanning Color Documents in Black and White or
Gray Mode

By default, the ScanSnap automatically recognizes whether scanned documents are color,
gray or black-and-white, and outputs color documents in color mode, gray documents in gray
mode, and black-and-white documents in black-and-white mode.

If you wish to scan color documents in gray or black-and-white mode, change the settings by
following the procedure below.

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... ’
rofle...

Profile Management...

Check consumable supplies...
Help >

Keep in Dock
v Open at Login

Show in Finder

Hide

Quit

= The ScanSnap setup window appears.

2. In the [Color mode] pop-up menu on the [Scanning] tab, select [Gray] or
[B&W].

A, Application | CJ Save

Specify the scanning mode you would like to use.

Color mode ¥ [ Auto Color Detection i
™
D

Image quality: [ [

(__Option... )
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3. Click the [Apply] button in the ScanSnap setup window.

4. Click the [ . ] button in the upper left corner of the window or press the
[esc] key to close the ScanSnap setup window.

5. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

6. Press the [Scan] button on the ScanSnap.

= Scanned image data is output in gray or in black-and-white.
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B Removing Blank Pages from the Scanned Image Data

The ScanSnap is able to recognize and remove blank pages automatically from the scanned
image data. When you scan documents in Duplex mode, both sides of the documents are
scanned regardless if the back is printed or not. If a blank side is scanned, it is recognized as
"blank" and the image data is automatically removed.

To remove blank pages, change the settings by following the procedure below.

The following types of documents may be recognized as blank pages:

e Almost blank documents containing only a few characters

e Documents of only one color (including black) and without any patterns, lines, or characters
When you scan such documents, clear the [Allow automatic blank page removal] checkbox.
When discarding the original documents, check the image data for pages accidentally
removed.

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

( Settings... )

Pronle...
Profile Management...

Check consumable supplies...
Help [ 2

Keep in Dock
+ Open at Login

Show in Finder

Hide

Quit
(v

—> The ScanSnap setup window appears.
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2. Click the [Option] button on the [Scanning] tab.

. Application File option | L 2 Compression
— S
Specify the scanning mode you would like to use.
Image quality: [ ] Auto I-%-l
Color mode: | [3 Auto Color Detection I-H
Scanning side: [ [ Duplex Scan(Double-sided) |+l
"] Continue scanning after current scan is finished
©)

— The [Read mode option] window appears.

3. Select the [Allow automatic blank page removal] checkbox.

Read mode option
Brightness (Black and White scanning only)
) —
Light W Dark
—_ 1 1 1 1 1 1 1 1 1 1 1
Normal

[ Setting for text only document.
' EAIIOW automatic blank page removal. ’

|| Correct skewed character strings automatically.

EAIIOW automatic image rotation.

® ( Cancel )( OK )

4. Click the [OK] button to close the [Read mode option] window.
5. Click the [Apply] button in the ScanSnap setup window.

6. Click the [ £1] button in the upper left corner of the window or press the

[esc] key to close the ScanSnap setup window.
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7. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

8. Press the [Scan] button on the ScanSnap.

—> Image data without blank pages are output.
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B Correcting Skewed Character Strings

The ScanSnap is able to detect skewed character strings on the document and correct the
skew. This function is available when characters printed on the document are skewed.

To correct skewed character strings, change the settings by following the procedure below.

e Up to +/-5 degrees of skews can be corrected.
This function determines a document skew based on the character strings printed on the doc-
ument, so it may not work properly for the following document:

Documents on which pitches of lines or characters are extremely narrow, or characters
are overlapped

Documents that have many outlined or decorated characters

Documents that have many photographs or figures but only a few characters
Documents that have characters on patterned background

e.g. Characters overlapping illustrations and diagrams

Documents that have characters printed in various directions (e.g. drawings)
Documents that have long diagonal lines

Documents with handwritten characters

When you scan such documents, clear the [Correct skewed character strings automatically]
checkbox.

e When scanning with the Carrier Sheet, skewed character strings are not corrected.

J For documents skewed while being scanned, the skew is always corrected regardless of
u whether [Correct skewed character strings automatically] is enabled or not.

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... ’
rofle...

Profile Management...

Check consumable supplies...
Help >

Keep in Dock
v Open at Login

Show in Finder

Hide

Quit
v |

= The ScanSnap setup window appears.
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2. Click the [Option] button on the [Scanning] tab.

A Application File option | [F 2 Compression
Specify the scanning mode you would like to use.
Image quality: [ ] Auto FH
Color mode: | [J Auto Color Detection |'€-i
Scanning side: [ | Duplex Scan{Double-sided) H—l
"1 Continue scanning after current scan is finished
(  Option... )
@

— The [Read mode option] window appears.

3. Select the [Correct skewed character strings automatically] checkbox.

Read mode option
Brightness (Black and White scanning only)
) —
Light W Dark
—_ 1 1 1 1 1 1 1 1 1 1 1
Normal

["1Setting for text only document.

Allow automatic blank page removal.
E Correct skewed character strings automatically.

[ Allow automatic image rotation.

® ( Cancel )( OK 3

4. Click the [OK] button to close the [Read mode option] window.
5. Click the [Apply] button in the ScanSnap setup window.

6. Click the [ £.1] button in the upper left corner of the window or press the

[esc] key to close the ScanSnap setup window.
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7. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

8. Press the [Scan] button on the ScanSnap.

= All image data are output with skewed character strings corrected.
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B Correcting the Orientation of Scanned Images

In an office environment, it is often the case that a single batch contains documents of differ-

ent page orientations, even if the paper sizes are the same.
For the case of double-sided documents in calendar style, the reverse sides are printed
upside down.

The ScanSnap is able to automatically correct the orientation of scanned images for such sets

of pages.

To correct the orientation of scanned documents, change the settings by following the proce-

dure below.

This function determines a document orientation based on the characters printed on the docu-
ment. It may not work properly for the following kinds of documents:

Documents with many extremely large or small characters

Documents on which pitches of lines or characters are extremely narrow, or characters are
overlapped

Documents with many photographs or figures and few characters
Documents with characters on an unevenly colored background

e.g. Shaded characters

Documents with many decorated characters

e.g. Decorated characters (embossed/outlined)

Documents with characters on a patterned background

e.g. Characters overlapping illustrations and diagrams

Documents with many characters contacting underlines or borders
Documents that have characters printed in various directions (e.g. drawings)
Documents that have only capital letters

Documents with handwritten characters

Skewed documents

Documents with characters of an unsupported language (Language other than English/
French/German/Italian/Spanish/Russian/Portuguese)

Documents with complex layouts

Documents with a lot of noise

Documents with pale characters

Documents with faded characters

When you scan such documents, clear the [Allow automatic image rotation] checkbox.

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... ’
rofle...

Profile Management...

Check consumable supplies...
Help »

Keep in Dock
+ Open at Login
Show in Finder
Hide
Quit
B A

= The ScanSnap setup window appears.
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2. Click the [Option] button on the [Scanning] tab.

A Application File option | [F 2 Compression
Specify the scanning mode you would like to use.
Image quality: [ ] Auto FH
Color mode: | [J Auto Color Detection |'€-i
Scanning side: [ | Duplex Scan{Double-sided) H—l
"1 Continue scanning after current scan is finished
(  Option... )
@

—> The [Read mode option] window appears.

3. Select the [Allow automatic image rotation] checkbox.

Read mode option
Brightness (Black and White scanning only)
) —
Light W Dark
—_ 1 1 1 1 1 1 1 1 1 1 1
Normal

["1Setting for text only document.
EAIIOW automatic blank page removal.

| Correct skewed character strings automatically.
‘ EAIIOW automatic image rotation. '

® ( Cancel )( OK )

4. Click the [OK] button to close the [Read mode option] window.
5. Click the [Apply] button in the ScanSnap setup window.

6. Click the [ 1] button in the upper left corner of the window or press the
[esc] key to close the ScanSnap setup window.
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7. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

8. Press the [Scan] button on the ScanSnap.

= All image data are output in the same orientation.
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B Scanning Documents of Differing Widths or Sizes at
the Same Time

The ScanSnap is able to scan documents of different widths or sizes in one batch.
To scan documents of different widths or sizes in one batch, change the settings by following
the procedure below.

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... ’
rofle...

Profile Management...

Check consumable supplies...
Help >

Keep in Dock
v Open at Login

Show in Finder

Hide

Quit
v |

= The ScanSnap setup window appears.

2. On the [Paper] tab, select [Automatic detection] in [Paper size].

[x]
Cofor magse Scsnnsr"
1 Use Quick Menu Profile
( ~ Recommended ) ( Small File '_ High Quality [ Standard %

Select paper.

Paper size: (f Automatic detection Fe'l)

( Carrier Sheet Settings... ) € Custom... )

Multifeed Detection:

[ Check Ove rlapping [Ultrasonic] F'H

)

| oo )
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3. Select a setting other than [Check Length] in [Multifeed Detection].

A Application |1 Save

Select paper.

Paper size: [ Automatic detection I-‘rl
£ Carrier Sheet Settings... 3 ( Custom... )
Multifeed Detection:
([ Check Overlapping [Ultrasonic] F:—l)
@
o
oo )

Scanning documents of different widths or sizes at the same time with [Check Length]
selected, results in a scanning failure due to a multifeed error detection.

4. Click the [Apply] button in the ScanSnap setup window.

5. Click the [ £.1] button in the upper left corner of the window or press the
[esc] key to close the ScanSnap setup window.

6. Load the document into the ScanSnap.

1. Align the edge of all documents.

ABC

=1~ |
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2. Place the document on the center of the ADF paper chute (cover).

® Place all documents under the pick roller (center).
Documents that are not under the pick roller cannot be fed.

— Width of the pick roller
|4—>|
1 1

e Adjust the side guides to the widest document to be scanned.

e For smaller documents which cannot contact the side guide, carefully load them straight
into the ADF paper chute (cover). If the documents are skewed during a scan, the qual-
ity of scanned image data may be degraded (partly lost image data/slant lines produced)
or scanned image data may be output in different size from the original. If you have diffi-
culties in feeding documents straight, it is recommended to scan documents in several
batches and enable continuous scanning; scan documents of about the same width in
one batch.

Note that smaller documents that cannot be guided by the side guide may cause a jam.
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7. Press the [Scan] button on the ScanSnap.

= The size of all output image data conforms to the respective documents.

ABC

=1 =

If a document is scanned at an angle, an image may be output that does not match the
document size.
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B Scanning Documents Larger Than A4/Letter Size

The ScanSnap is able to scan documents larger than A4/Letter size, such as A3, Double Let-
ter, and B4 sizes, using the Carrier Sheet. Fold the document in half, scan it in Duplex mode,
and then merge both front and back images to make a double-page spread image data. You
can also scan and merge both front and back images of a document smaller than A4/Letter
size to output a double-page spread image data.

To scan documents larger than A4/Letter size, change the settings by following the procedure
below.

® \When you scan documents using a Carrier Sheet, a detection error may occur in the folded
portion, and some parts of the image data may be lost. Therefore, it is not recommended for
scanning where accuracy is crucial.

® The [Correct skewed character strings automatically] checkbox in the [Read mode option]
window displayed by pressing the [Option] button on the [Scanning] tab, is disabled.

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... ’
rofile...

Profile Management...

Check consumable supplies...
Help >

Keep in Dock
+ Open at Login

Show in Finder

Hide

Quit
(v

—> The ScanSnap setup window appears.

2. Click the [Carrier Sheet Settings] button on the [Paper] tab.

A4, Application 9 Save ﬁ Scanning L; File optiory | LI" Paper | Ml Compression

Select paper.

Paper size: [ Automatic detection F:—‘

(( Carrier Sheet Settings... \) ( Custom... \

Multifeed Detection:

[ Check Ove rlapping [Ultrasonic] F%‘l

)

= The [Carrier Sheet Settings] window appears.
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3. Select [Create facing pages in one image] in the [Mode] pop-up menu,

and then click the [OK] button.

For details about the Carrier Sheet settings, refer to the ScanSnap Manager Help.

Carrier Sheet Settings

Mode
(" Create facing pages in one image }'"3'!)
Qutput image size
| Automatic detection 3]
Custom...

In this Mode, the front and back pages are set in a facing-page state and is
output as a 1-page image.
Use this mode when scanning documents such as A3 size.

‘When inserting a document into Carrier Sheet, take note of the following.

- Set the document so that it touches the top of the sheet
- Align the folded edge of the document along the thick vertical line

Select "Duplex Scan (Double-sided)" in ScanSnap Manager Settings. The
setting can be changed in the [Scanning side] of the [Scanning) tab.

-

(&

fr Cancel \ ( OK

4. Select [Automatic detection] in the [Paper size] pop-up menu on the

[Paper] tab.

(%]
Scansnap

Cofor mage Scarnmnaer

1 Use Quick Menu

Profile

Recommended ) | Small File

High Quality

[ Standard

l-ﬂ

A Application

I' Compression

Select paper.

Paper size: (f Automatic detection l-a-l)
( Carrier Sheet Settings... ) € Custom... )
Multifeed Detection:
[ Check Overlapping [Ultrasonic] l-i'{
@
oy
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5. Select [Duplex Scan (Double-sided)] in the [Scanning side] pop-up menu

on the [Scanning] tab.

A Application |1 Save iﬂ Seanning | File option | [f* 2 Compression
Image quality: [ ] Auto [EX|
Color mode: | [J Auto Color Detection |+q
Scanning sideE | Duplex Scan{Double-sided) I'%q)

"1 Continue scanning after current scan is finished

(_ Option... )
@

Selecting [Simplex Scan (Single-sided)] results in the same output as selecting [Create
front and back images separately].

6. Click the [Apply] button in the ScanSnap setup window.

7. Click the [ £.1] button in the upper left corner of the window or press the

[esc] key to close the ScanSnap setup window.

8. Load the document into the ScanSnap.

1. Fold the document in half so that the side to be scanned is on the external side.
Fold the sheet tightly and smooth out the crease. Otherwise, the sheet may be
skewed during scanning.

\
= |—
E
\
s
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2. Open the Carrier Sheet and insert the document.
Align the fold with the right edge of the Car-
rier Sheet so that the document fits into the
Carrier Sheet at the upper corner.

3. Load the Carrier Sheet into the ScanSnap.
— Load the Carrier Sheet with the portion striped in
black and white as the top edge.
— Place the document so that the back is face up.
— Adjust the side guides to the width of the Carrier
Sheet to avoid skewing.

— When scanning the Carrier Sheet mixed with regular || =
size and shape documents, select an option other il E‘E
than [Check Length] in the [Multifeed Detection] pop- =%{| | — ) |
up menu on the [Paper] tab in the ScanSnap setup l:l‘ """"""
window.

For details on how to set, refer to "Scanning Docu-
ments of Differing Widths or Sizes at the Same Time"
(page 280).
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9. Press the [Scan] button on the ScanSnap.

= When a duplex scan is performed, image data on

the front and back sides are merged into a double-
page spread image.

e There may be a gap, misalignment, or a line between the front and back images on the out-
put image data.

When a sheet of thick paper is scanned, image data on both the right and left sides may be

skewed to a trapezoidal shape.

The degree of skewing varies depending on the condition of the document (how it is folded or

loaded).

Troubleshoot the problem as follows, and the situation may be improved.

- |Is the document neatly folded? If not, fold it neatly.

- |s the edge of the document aligned with the edge of the Carrier Sheet? If not, align the
document with the Carrier Sheet edge.

- Try scanning the document with the back and front sides reversed.

e When [Automatic detection] is selected from the [Output image size] pop-up menu in the
[Carrier Sheet Settings] window, the size of the produced image data may be smaller than the
original, or parts may be lost.

(The image is output in A3, B4, or 11 x 17 inches size, whichever the smallest, so that all ele-
ments on the image are included.)
Example: When you scan the A4 size image printed at the center of an A3 size paper, B4
size image is output.
To output image data in the original size, specify the document size in the [Output image size]
pop-up menu.

® A detection error in the folded portion may cause some parts of the image data to be lost. In

this case, set the document so its edge will be about 1 mm inside of the Carrier Sheet frame.
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B Scanning Photographs and Irregular-shaped
Documents

When you do not want to get scratches on a photograph, or want to scan an irregular-shaped
document such as a clipping of an article that is difficult to scan as it is, you can use the Car-
rier Sheet to scan with the ScanSnap.

To scan photographs and irregular-shaped documents, change the settings by following the
procedure below.

The [Correct skewed character strings automatically] checkbox in the [Read mode option] win-
dow displayed by pressing the [Option] button on the [Scanning] tab, is disabled.

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... ’
rofle...

Profile Management...

Check consumable supplies...
Help [ 2

Keep in Dock
+ Open at Login

Show in Finder

Hide

Quit
(v

—> The ScanSnap setup window appears.
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2. Click the [Carrier Sheet Settings] button on the [Paper] tab.

(%]
Scansnap

Cofor mage Scarnmnaer

1 Use Quick Menu Profile

Recommended ) [ Small File Y High Quality [ Standard l-ﬂ

A i S L |E) ==y
Select paper.

Paper size: [ Automatic detection l-a-l

(( Carrier Sheet Settings... \J € Custom... ]

Multifeed Detection:

[ Check Ove rlapping [Ultrasonic] l-i'{

o

oo

= The [Carrier Sheet Settings] window appears.

3. Select [Create front and back images separately] in the [Mode] pop-up

menu, and then click the [OK] button.

For details about Carrier Sheet settings, refer to the ScanSnap Manager Help.

Carrier Sheet Settings
Mode
m Create front and back images separately I :D
Qutput image size
| Automatic detection 44

In this mode, the scanned document image is pasted on the specified size of
asheet.
Use this mode to scan photographs and clippings.

This mode is intended for scanning the following originals.

~ Documents such as photographs that you do not want to damage.
- Wrinkled or creased decuments that are easily jammed.

Please observe the following instructions when loading documents in Carrier
Sheet.

- Align the original document to the top edge of the Carrier Sheet.
- Pasition the document in the center of the Carrier Sheet.

Be aware that the scanned image size is the size of the Carrier Sheet when
Carrier Sheet size is specified.

By trimming the scanned image using an application such as Acrobat(R), you
can clip out the image with the size of your preference.

This mode, scanning sides depends on ScanSnap Manager settings. With
simplex setting, only single-sided images are generated and with duplex
setting, double-sided images are generated.

When scanning documents of non-standard sizes such as photographs, add
a custom size definition and specify it for output size to get the correctly
trimmed image.

( Cancel \ ( 0K )

®
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4. Select [Automatic detection] in the [Paper size] pop-up menu on the
[Paper] tab.

[x]
Cofor magse Scsnner"
1 Use Quick Menu Profile
(" Recommended ( ~ Small File Y High Quality " [ standard Fﬂ

Select paper.

Paper size: (f Automatic detection H’{)

( Carrier Sheet Settings... ) € Custom... )

Multifeed Detection:

[ Check Ove rlapping [Ultrasonic] l-ﬂ

o

5. Click the [Apply] button in the ScanSnap setup window.

6. Click the [ £3] button in the upper left corner of the window or press the

[esc] key to close the ScanSnap setup window.
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7. Load the document into the ScanSnap.

1. Open the Carrier Sheet and insert the docu- —
ment. A @ :
Neatly align the top of the document with the o : [
top of the Carrier Sheet. ,k : :
Center the material so that it is entirely con- ad l :
tained in the Carrier Sheet. III

.

2. Load the Carrier Sheet into the ScanSnap.
— Load the Carrier Sheet with the portion striped in
black and white as the top edge.
— Place the document so that the back of it faces up.
— Adjust the side guides to the width of the Carrier
Sheet to avoid skewing.
— When scanning the Carrier Sheet mixed with regular *

size and shape documents, select an option other
than [Check Length] in the [Multifeed Detection] pop- g 2| N/ A S
up menu on the [Paper] tab in the ScanSnap setup —

window.
For details on how to set, refer to "Scanning Docu- .
ments of Differing Widths or Sizes at the Same Time"
(page 280).
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8. Press the [Scan] button on the ScanSnap.

= Scanning starts and the image data is output.

<8

® The image data scanned by using the [Scan] button is centered and output in the size
specified in [Output image size].
When [Automatic detection] is selected from the [Output image size] pop-up menu on
the [Carrier Sheet Settings] window, an optimal size is selected automatically from the
available standard sizes.

¢ When [Automatic detection] is selected from the [Output image size] pop-up menu on
the [Carrier Sheet Settings] window, the size of the produced image data may be
smaller than the original, or parts may be lost.

Example: When you scan the A5 size image printed at the center of an A4 size
paper, A5 size image is output.

To output image data in the original size, specify the document size in the [Output
image size] pop-up menu.

If the following symptoms are
observed, lay the material over a

piece of white paper to scan. ?!
e The output image data is notin a

suitable size (when [Automatic . }_
detection] is selected).

e The outline of the document is

shaded. Blank Page
e Black lines appear around the ]

document cut out in an indefinite

shape.
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B Scanning Long Pages

Up to 863-mm-long (34 inches) documents can be scanned.
The following describes how to scan long pages.

1 . Load the document into the ScanSnap.

For details about document types that can be loaded, refer to "Paper Sizes of Docu-
ments to Be Scanned" (page 27).

® | ong page documents should be loaded one sheet at a time in the ADF paper chute
(cover).

e Take note of the following when scanning long page documents:

When loading
Hold the document with your hands to prevent it

from falling off the ADF paper chute (cover).

When removing

Make sure there is enough space on the
stacker side and guide the scanned
document with your hands so that it
does not fall off the stacker.
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2. Press the [Scan] button on the ScanSnap until it blinks blue for 3 sec-
onds or longer.

=> Scanning is started.

J If the first sheet scanned is scanned a long page, and scanning is continued, subse-
u quent sheets will also be scanned as long pages.

o When [Excellent] is specified for the [Image quality] in the [Scanning] tab, the error
message as shown below appears indicating that long document scanning is not
available.

Scan5Snap Manager

Long document scanning (with [Long Page] specified) is not
==,  available if [Excellent] has been selected for [Image quality:].
@1 Select an item other than [Excellent] for [Image quality:], and
= 4y again.

ok )
When [Image quality: Excellent] is specified
® | ong document scanning is performed not on the current settings, but on the following
settings:

- Multifeed Detection: None
- Paper size: Automatic detection
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B Saving Scanned Images in Multiple PDF Files

The ScanSnap is able to save scanned image data in multiple PDF files based on the selected
number of pages. For example, you can scan a batch of slips, and save each slip as a PDF

file.

To save image data in multiple PDF files, change the settings by following the procedure

below.

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... '
ronle...

Profile Management...

Check consumable supplies...
Help

Keep in Dock
v Open at Login

Show in Finder

Hide

Quit

>

= The ScanSnap setup window appears.

2. Click the [Option] button on the [File option] tab.

A Application

| a File option

2 Compression

Specify the file options you would like to use.

File format: [ [Z3 PDF (*.pdf)

":_1

Select OCR
[T Set the marked text as a keyword for the PDF file

*) First marked section

"] Convert to Searchable PDF

JPEG is available only when "Color" or "Gray" is selected at [Color mode].

All marked sections

OCR options
English
*) First page ) All pages
@ ( Option... )

= The [PDF file format option] window appears.

Check that [PDF(*.pdf)] is selected in the [File format] pop-up menu.
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3. Select [Generate one PDF file per (n) page(s)] and enter a number.

One PDF file is created every time the number of pages specified here have been
scanned.

PDF file format option

PDF File Option

O Multipage PDF (whole batch in one PDF)

( (® Generate one PDE file per )

1 T page(s)

&) ( Cancel \( OK )

In Duplex mode, two pages (front/back) are created per document sheet.

M It is recommended that you clear [Allow automatic blank page removal] checkbox on the
[Read mode option] window, which is displayed when you select the [Scanning] tab —
[Option] button. If this checkbox is selected, there may be a discrepancy between the
page numbers of the original document and the scanned document in which blank pages
may be deleted.

4. Click the [OK] button to close the [PDF file format option] window.
5. Click the [Apply] button in the ScanSnap setup window.

6. Click the [ 7.7 ] button in the upper left corner of the window or press the

[esc] key to close the ScanSnap setup window.

7. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

8. Press the [Scan] button on the ScanSnap.

= One PDF file is created every time the number of pages specified in Step 3. have
been scanned.
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B Creating Searchable PDF Files

The ScanSnap is able to text-recognize the scanned image data automatically and create a
searchable PDF file.

To create searchable PDF files, change the settings by following the procedure below.

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... ’
rofile...

Profile Management...

Check consumable supplies...
Help >

Keep in Dock
v Open at Login
Show in Finder
Hide
Quit
B A

—> The ScanSnap setup window appears.

2. In the [File format] pop-up menu on the [File option] tab, select

[PDF(*.pdf)].
[x]
Scansnap
Cofor mage Scanrnaer
1 Use Quick Menu Profile
" Recommended . y F Small File 4 High Quality " [ Standard %

A Application ind |[ o File option | I=F Ja Compression

Specify the file options you would like to use.

[ @5 PDF (~.pdf) ]

Allane Only wrie olor o dy glecied d

File format;

Select OCR

[T 5et the marked text as a keyword for the PDF file

*) Eirst marked section ) All marked sections
"] Convert to Searchable PDF
OCR options
English ¥
=) First page ) All pages
@ ( Option... )
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3. Select the [Convert to Searchable PDF] checkbox.

= The following message appears:

It may take extra time to process text recognition.

= Click the [OK] button to close the window.

e Language

Select the language. English, French, German, Italian, Spanish, Russian, and Portu-
guese can be selected.

e Target pages

To perform text recognition for the first page, select [First page]; for all pages, select

[All pages].
%]
Scansnap
Cofor mage Scanrnaer
"l Use Quick Menu Profile
" Recommended Small File High Quality [ Standard ¥

A Application

a2 Compression

Select OCR

[ Set the

Specify the file options you would like to use.

File format: [ @3 PDF (*.pdf) )
JPEG is available only when "Color" or "Gray" is selected at [Color mode].

marked text as a keyword for the PDF file

) First marked section ) All marked sections

( E Convert to Searchable PDF)

OCR options
Language: | [ English &
Target pages: @ Eirst page O Al pages
@ ( Option... )

4. Click the [Apply] button in the ScanSnap setup window.

5. Click the [£7]

button in the upper left corner of the window or press the

[esc] key to close the ScanSnap setup window.
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6. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading

Documents" (page 29).

7. Press the [Scan] button on the ScanSnap.

—> Scanning is started.
The image data is text-recognized, and a searchable PDF file is created and saved

in a folder.

e Enabling this setting may require an extended period of processing depending on your
computer operating environment.

e The ScanSnap may fail to correctly text recognize the following types of documents
(characters) as text. However, by changing [Color mode] and/or increasing [Image qual-
ity] for scanning, such documents may be successfully text-recognized.

Documents with handwritten characters

Documents scanned in low quality, including smaller characters
Skewed documents

Documents written in languages other than the specified language for text recogni-
tion

Documents including texts written in ltalic characters
Superscript/subscript letters and complex mathematical formulas
Documents with characters on an unevenly colored background
e.g. Shaded characters

Documents with many decorated characters

e.g. Decorated characters (embossed/outlined)

Documents with characters on a patterned background

e.g. Characters overlapping illustrations and diagrams

Documents with many characters contacting underlines or borders

® |t may take an extended period of time to scan documents with complex layouts, or
smudged documents where characters are unreadable.
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B Automatically Setting Keywords to PDF Files

Character strings such as those in titles in black-and-white documents can be set as keywords
and used for a PDF file search.

Mark a character string to be set as a keyword with a water-based highlight pen so that the
character string is completely covered. When you perform a scan, the marked character
strings are recognized and set as keywords for the PDF file.

Hereinafter, a line drawn with a water-based highlight pen is referred to as a "marked section",
and a water-based highlight pen as a "highlight pen".

* Set text as a keyword for the *

PDF file
' =) x¥* | [=
ScanSnap ScanSnap Keyword

Image

Convert a character string
in a marked section into text

The file can be searched for
because a keyword has been set

Scan

Mark black-and-white documents in the following way.
e Any regular highlight pen can be used.
The recommended highlight pen colors are shown below.

Pink Yellow Blue Green

ScanSnap ScanSnap ScanSnap ScanSnap

e Mark a line straightly.

e The supported range of marked sections is as follows.
Minimum: 10 mm (width) x 3 mm (length)
Maximum: 150 mm (width) x 20 mm (length)

e Use only one color for marking a page.
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e Mark a character string to be set as a keyword so that the entire string is covered.
Mark sections so that the entire section is the same color.

Bad example 1
Good example (entire section is
not covered)

Bad example 2
(color is uneven)

ScanSnap ScanSnap ScanSnap

e Mark up to ten sections on a page.

e For the following types of documents, marked sections cannot be recognized and set as key-
words.
- Color documents such as catalogues or pamphlets
- Documents in which two or more colors are used for marking
- Documents containing colors other than for marking (pens other than highlight pens are
used, or the document is stained)
- Documents containing too many marked sections
e The following types of marked character strings cannot be set as keywords.
The size of marked sections is outside the supported range
- Character strings framed by highlight pen

ScanSnap

- The marking is irregular (for example, skewed)
Multiple marked sections are too close to each other
- The color of the highlight pen is too pale or the color has faded

ScanSnap

e When you mark more than one character string, make sure to leave a gap of at least 5 mm
between the marked sections. Marked sections that are too close to each other may be
detected as one marked section.

e |n the following cases, character strings surrounding marked sections may be set as key-
words.

- Lines of marked sections cross

® In the following cases, unmarked character strings may be set as keywords.
- Color documents such as catalogues or pamphlets
- Documents with color text, diagrams, pictures, tables and lines
- Documents containing sections framed by highlight pen

Stained documents

® Increase the resolution when you have trouble setting the keywords correctly.

M e Keywords set for a PDF file can be checked in [Document Properties] of Adobe Acrobat /
Adobe Reader or Preview [Inspector].
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To automatically set keywords to PDF files, change the settings by following the procedure
below.

1 . From the ScanSnap Manager menu, select [Settings].

Duplex scan
Simplex scan

‘ Settings... ’
rofle...

Profile Management...

Check consumable supplies...
Help >

Keep in Dock
+ Open at Login

Show in Finder

Hide

Quit

= The ScanSnap setup window appears.

2. In the [File format] pop-up menu on the [File option] tab, select
[PDF(*.pdf)].

o
Scansnap

Cofor mage Scarnnaer

1 Use Quick Menu Profile
" Recommended ) [ Small File 4 High Quality [ Standard |-3-l

2 Compression

File format:

['Z3 PDF (=.pdf) F
P qvananie oy wne oo o =\ Blected at (color mode).

Select OCR

[T 5et the marked text as a keyword for the PDF file

) First marked section ) All marked sections

"] Convert to Searchable PDF
OCR options
English ¥
=) First page 7) All pages

)

( Option... )
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3. Select the [Set the marked text as a keyword for the PDF file] checkbox.

e Target marked sections
Select [First marked section] to recognize only the first marked section, and select

[All marked sections] for text-recognize all marked sections.

The following description is for [First marked section].

u e Select this button to set a character string such as a title of a document as a key-
word for the PDF file.
Example: When only a title of a document is marked, the marked character string
is set as a keyword for the PDF file, and the PDF file becomes searchable by the
title character string.

Thes chapier describies has operation of ScamSeap
3.1. Scanning Documents

Wilh “ScanSnag’, you can unm paper offic doc
dosk into digitall filos, v thom. attach them to
them. and comon thom wte Word E soel’ Pow crPoost dets pest
by pecasing & ssnght bution. The scannod image can be viewed
o the scroem wang (b spplicd applications | Adobe Acrbat

3. How to Use ScanSnap

e When multiple marked sections exist in line, the marked character string closest to
the top of the document is set as a keyword.
Example: In the following case, the character string in marked section B, which is
higher than marked section A, is set as a keyword.
Marked Section A Marked Section B

1. ScanSnap > | 2. Image Scanner

e Language
Select the language. English, French, German, Italian, Spanish, Russian, and Portu-
guese can be selected.

e Target pages
To perform text recognition for all pages, select [All pages]; for the first page, select

[First page].
A Application {5} Scanning ||, File option
Specify the file options you would like to use.
File format: [ 3 PDF (*.pdf) )
JPEG is available only when "Color" or "Gray" is selected at [Color mode].
~
f Select OCR

¥ Set the marked text as a keyword for the PDF file

Target marked sections: @ Eirst marked section () All marked sections

"] Convert to Searchable PDF

OCR options
Language: (Em English I'C—l
L Target pages: @ Eirst page O Al pages )
@ € Option... b

304



Using the ScanSnap in Various Ways (for Mac OS Users)

4. Click the [Apply] button in the ScanSnap setup window.

5. Click the [ 7.7 ] button in the upper left corner of the window or press the

[esc] key to close the ScanSnap setup window.

6. Load the document into the ScanSnap.

For details, refer to "Paper Sizes of Documents to Be Scanned" (page 27) and "Loading
Documents" (page 29).

7. Press the [Scan] button on the ScanSnap.

= Scanning is started.
Marked character strings are text-recognized and the PDF file with keywords is
saved.

e Enabling this setting may require an extended period of processing depending on your
computer environment.
® The ScanSnap may fail to correctly text recognize the following types of documents
(characters) as text. However, by increasing [Image quality] for scanning, such docu-
ments may be successfully text-recognized.
- Documents with handwritten characters
- Documents scanned in low quality, including smaller characters
- Skewed documents
- Documents written in languages other than the specified language for text recogni-
tion
- Documents including texts written in Italic characters
- Superscript/subscript letters and complex mathematical formulas
- Documents with characters on an unevenly colored background
e.g. Shaded characters
- Documents with many decorated characters
e.g. Decorated characters (embossed/outlined)
- Documents with characters on a patterned background
e.g. Characters overlapping illustrations and diagrams
- Documents with many characters contacting underlines or borders
® |t may take an extended period of time to scan documents with complex layouts, or
smudged documents where characters are unreadable.
e [f the same character string is marked several times in a document, it will be set as the
same keyword several times for the PDF file.
Keywords to be added may be up to 255 characters long.
Quotation marks (") may sometimes be shown before and after the added keywords
when you check keywords using Adobe Acrobat or Adobe Reader.
® For Mac OS X v10.4, keywords cannot be set for PDF files that are 512 MB or larger.
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Troubleshooting
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This chapter describes how to remove jammed documents and resolve other problems.

Clearing Document Jams . ......... .. .. . i e e 307
Troubleshooting for Multifeed ... ... ... .. . .. . . . 309
Troubleshooting Checklist. . . ... ... .. .. . . . . 317
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Clearing Document Jams

Clearing Document Jams

If a paper jam occurs during scanning, follow the procedure below to remove the jammed doc-
ument.

ACAUTION

e Open the ADF top section and remove the jammed document smoothly.

e Be careful not to touch any sharp edges when removing the jammed document.

e When removing the jammed document, be careful not to get neckties, necklaces or hair
entangled in the ScanSnap.

e The surface of the scan glass becomes hot during operation. Take care not to get burned.

Clean the inside of the ScanSnap by following the guidelines in "Cleaning the Inside of the

M ScanSnap" (page 333).

1 - Remove the document on the ADF paper chute (cover).

2. Pull the ADF release catch to open the ADF top section.

ADF paper
. chute (cover)

ADF top section
ADF release catch
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Clearing Document Jams

3. Remove the jammed document.

ADF paper
chute (cover)

ADF top section

= You should hear the ADF top section click when it returns to its original position.

Make sure that the ADF top section is completely closed. Otherwise, paper jams or
other feeding errors may occur.
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Troubleshooting for Multifeed

The ScanSnap can detect multifeed with an ultrasonic sensor. Multifeed is an error that occurs
when two or more sheets are fed into the ScanSnap simultaneously.

When a multifeed error occurs while sheets are scanned, part of the scanned image data may
be lost when saved. In such a case, the ScanSnap checks the scanned image data and
restores missing pages with its recovery function.

To enable multifeed detection by ultrasonic sensor and the recovery function, select the
[Paper] tab — [Multifeed Detection] — [Check Overlapping [Ultrasonic]] on the ScanSnap

setup dialog box/window.

Select paper.

Faper size:

[Automatic detection v]

[ Carrier Sheet Settings... ]

Multifeed Detection: ﬂcheckO\rerlapping [Ultrasonic] vﬂ

| Hide ~|

Lok | |

Cancel | | Apphe |

- oo
Paper size: [ Automatic detection I-G-l
€ Carrier Sheet Settings... 3 ( Custom... A
Multifeed Detection:
[ Check Overlapping [Ultrasonic] I—G—l)
@
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Troubleshooting for Multifeed

e A multifeed cannot be detected during scanning with the Carrier Sheet or long page scan-
ning.

e Multifeed may be detected for envelopes or documents attached with stamps, sticky notes or
photographs, or already folded/doubled documents. When scanning such documents, it is
recommended to set [Multifeed Detection] to [None] on the [Paper] tab of the ScanSnap
setup dialog box/window.

e If multifeed is to be detected, the fol- Basic 50 mm
lowing conditions are required. scannin |<_,|

- Documents set in the ScanSnap . 9 Front
to be scanned at once must be point
of the same thickness.
- Document thickness: 52 to 127

g/m? (0.065 to 0.15 mm)

- Do not punch a hole within 50 Feed
mm either side of the center line  jirection
of the sheet.

- Do stick another document, for
example with glue, within either
side of the center line of the
sheet.

e Multifeed cannot be detected within
30 mm of the top edge of the sheet.

Top edge
of the
sheet

Bottom
edge of the
sheet

Center line
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B When a Multifeed Is Detected

When a multifeed is detected during scanning, scanning operation is paused and the multi-
feed detection window appears.

The following describes the multifeed detection window operation procedure.

1 . Check that the front and back images are scanned in the same way as
the original document.

Check the front and back of a thumbnail by pressing the [Front side] and [Back side]
buttons to switch between sides.

'Windows

&j ScanSnap Manager - Message m

An overlapped document has been detected.

Please make a selection to either keep or discard the last document scanned and
then proceed by clicking the [Continue Scanning] or [Quit] button.

q:] Front side |8 Back side | Tips on how fo continue scanning
- Lﬁ 1 ﬂ d doc Iimage
@ L

J090| — <0
. - - Keeps the document as scanned.

Discard

Rescan this document.
Return the document to the ADF
paper chute

—
A2

| :]j Continue Scanning | { @ Quit

An overlapped document has been detected.

Please make a selection to either keep or discard the last document scanned and
then proceed by clicking the [Continue Scanning] or [Quit] button.

([ Front side | Back side 1) Tips on how to continue scanning

-] Last-scanned document image

o Keep

Keeps the document as scanned.

Discard

Rescan this document.
Return the document to the ADF
paper chute.

@ ( Continue Scanning ) ( Quit )
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Troubleshooting for Multifeed

Thumbnails displayed on the multifeed detection window appear without applying the

specified scanning settings, such as color mode or blank page removal. Scanning set-

tings are applied when the image data is saved.

For example, even if the black-and-white scanning setting is set for a color document,

the thumbnail will be displayed in color.

Corresponding scanning settings are as follows:

- [Auto Color Detection], [Gray], [B&W], [Color high compression] (Windows only),
for [Color mode]

- [Allow automatic blank page removal]

- [Correct skewed character strings automatically]

- [Allow automatic image rotation]

- Carrier Sheet (the image of the document inserted in the Carrier Sheet is shown
as a thumbnail)

If the [Set the document with its face up] check box is selected in [Option] on the
[Scanning] tab of the ScanSnap setup dialog box, thumbnails are displayed in the
order of the original document.
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Troubleshooting for Multifeed

2. Select what to do with the thumbnails.

¢ [f documents are scanned in the order of the original document

Select [Keep], and then click the [Continue Scanning] button or press the [Scan] button
on the ScanSnap.

For envelopes or documents attached with stamps, sticky notes or photographs, or

u already folded/doubled documents, select [Keep] and the click the [Continue Scanning]
button.

' Windows

| ScanSnap Manager - Message m
= P al g

An overlapped document has been detected

' Please make a selection to either keep or discard the last document scanned and
then proceed by clicking the [Continue Scanning] or [Quit] button.

qﬂ Front side |+ Back side |
ﬁ Last-sc d doc imag
2000 T |f o

Keeps the document as scanned.

Tips on how to continue scanning

v
Discard
lI I Rescan this document.
(k. Return the document to the ADF
— paper chute
1/2
| [jj Continue Scanning n | L@ Quit
.00

An overlapped document has been detected.

Please make a selection to either keep or discard the last document scanned and
then proceed by clicking the [Continue Scanning] or [Quit] button.

[ Front side | Back side |

Tips on how te continue scanning

Iﬁﬁ Last-scanned document image

) Keep

Keeps the document as scanned.

Discard

Rescan this document.
Return the document to the ADF
paper chute.

@ (( Continue Scanning )) ( Quit )
=Scanning is started.
=When scanning is complete, the image data is saved.
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Troubleshooting for Multifeed

¢ [f documents are not scanned in the order of the original document

1. Open the ADF top section, remove
the documents (1) and realign the
edges of the sheets.

2. Remove documents to be re-
scanned (2) (normally two sheets or
more) from the stacker, and reload
in the ADF paper chute (cover) with-
out changing the direction in which
the documents are facing.

3. Load the documents (1) removed in
Step 1. on top of the documents (2) in
Step 2.
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Troubleshooting for Multifeed

4. Select [Discard], and click the [Continue Scanning] button, or the [Scan] button on
the ScanSnap.

'Windows

&) ScanSnap Manager - Message &u

An overlapped document has been detected

Please make a selection to either keep or discard the last document scanned and
then proceed by clicking the [Continue Scanning] or [Quit] button.

r Front side N Lh Back side Tips on how to continue scanning

=

Tﬂ Last-scanned document image

Keep

Keeps the document as scanned

@' Discard

Rescan this document.
Return the document to the ADF
paper chute.

\@ Continue Scanning I \J@ Quit

An overlapped document has been detected.

Please make a selection to either keep or discard the last document scanned and
then proceed by clicking the [Continue Scanning] or [Quit] button.

E Front side | Back side J Tips on how to continue scanning

Last-scanned document image

Keep

Keeps the document as scanned.

@ Discard

Rescan this document.
Return the document to the ADF
paper chute.
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=Scanning is started.
When scanning is complete, the image data is saved.

e Ifit is not necessary to continue scanning, press the [Quit] button, and select [No] on

M the message dialog box/window that appears.
e To quit scanning and delete the image data, press the [Quit] button, and select [Yes]

on the following dialog box/window that appears.

 Windows)
ScanSnap Manager - Message === ! | Do you want to delete the files?
i~
[9} Do you want to delete the scanned file(s)?
[ Yes J I Neo | Cancel
€ No ) cancel) ( Yes )
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Troubleshooting Checklist

This section describes common problems that may occur during usage of the ScanSnap and
how to solve the problems.

Before you call a repair service, perform simple troubleshooting steps in the table below.

If performing these troubleshooting steps does not resolve your problem, contact your
FUJITSU scanner dealer or an authorized FUJITSU scanner service provider.

Symptom Check This Iltem Resolution
The ScanSnap Are the power and the USB Check the power and USB cables are
cannot be turned on. cables connected correctly? connected correctly.

When using a USB hub, check the hub's
power supply.

If a USB hub is used, it should be a powered
hub equipped with an AC adapter. If you
connect to a non-powered hub, the
ScanSnap may not work properly.

Disconnect and then re-connect the power
cable.

Wait at least 5 seconds before reconnecting
the power cable.

Is the ADF paper chute (cover) Open the ADF paper chute (cover).
closed?

The power of the ScanSnap is
controlled by closing/opening
the ADF paper chute (cover).

Is the computer normally Wait until the computer has started up
started up? completely.

The power of the ScanSnap is The [Scan] button may turn off while the
controlled by turning the computer is starting up or it is in hibernation
computer on/off. state.
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Symptom

Check This Item

Resolution

Scanning does not

start.

Is ScanSnap Manager supplied
with your ScanSnap installed in
your computer?

Install ScanSnap Manager.
For details about how to install the software,
refer to "Getting Started".

Does the [Scan] button blink
continuously?

Disconnect and then re-connect the power
cable.

Wait at least 5 seconds before reconnecting
the power cable.

Is the USB cable connected
correctly?

Check the USB cables are connected
correctly.

When using a USB hub, check the hub's
power supply.

If a USB hub is used, it should be a powered
hub equipped with an AC adapter. If you
connect to a non-powered hub, the
ScanSnap may not work properly.

Is ScanSnap Manager started?

If ScanSnap Manager is started
up successfully, the [ScanSnap
Manager] icon @ appears on
the taskbar.

[Macos)

If ScanSnap Manager is started
up successfully, the [ScanSnap
Manager] icon @ appears in
the Dock.

If ScanSnap Manager is not started, do the
following:

From the [Start] menu, select [All Programs]
— [ScanSnap Manager] — [ScanSnap
Manager] to start up ScanSnap Manager.
[Macos)

From Finder, select [Applications] —
[ScanSnap] — [ScanSnap Manager] to start
up ScanSnap Manager.
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Symptom

Check This Item

Resolution

Scanning does not

start.

Is ScanSnap Manager running
properly?

If ScanSnap Manager is not
running properly, the
[ScanSnap Manager] icon in the
taskbar is displayed as &).

If ScanSnap Manager is not
running properly, the
[ScanSnap Manager]icon in the
Dock is displayed as @

If the ScanSnap is in sleep
mode before turning the power
off, the ScanSnap may not be
recognized when the power is
turned on again.

Do the following:

1. Update the ScanSnap Manager driver.
Select the [Start] menu — [Control Panel]
— [System and Maintenance] — [Device
Manager].

In the [Device Manager], select [Imaging
devices], right-click [ScanSnap S1500]
and select [Update Driver Software] from
the menu displayed. If this does not
improve the situation, perform Step 2.

2. Turn the ScanSnap off and on again. Wait
at least 5 seconds before turning the
scanner on.

If this does not improve the situation,
perform Step 3.

3. When using a USB hub, directly connect
the ScanSnap to your computer. If this
does not improve the situation, perform
Step 4.

4. Restart your computer.

If none of the above operations resolve the
problem, uninstall and re-install ScanSnap
Manager.

For details about how to uninstall ScanSnap
Manager, refer to "Uninstalling on a Windows
0OS" (page 359).

1. Turn the ScanSnap off and on again. Wait
at least 5 seconds before turning the
scanner on.

If this does not improve the situation,
perform Step 2.

2. If an USB hub is used, directly connect
the ScanSnap to your computer. If this
does not improve the situation, perform
Step 3.

3. Restart your computer.

If none of the above operations resolve the
problem, uninstall and re-install ScanSnap
Manager.

For details about how to uninstall ScanSnap
Manager, refer to "Uninstalling on a Mac OS"
(page 361).

Did you resume the computer
from hibernation mode?

When you want to perform a scan after
resuming the computer from hibernation
mode, move the mouse or press any key
before performing a scan.

Did you resume the computer
from sleep mode?

When you want to perform a scan after
resuming the computer from sleep mode,
move the mouse or press any key before
performing a scan.
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Symptom

Check This Item

Resolution

The following
message appears.

ScanSnap is being
used by another user
or program.

[Macos]

Could not use
ScanSnap. Make
sure that ScanSnap
is NOT being used by
any other user or
program.

Is the ScanSnap being used by
another user?

After the other user has finished scanning,
restart ScanSnap Manager.

Has the ScanSnap been turned
on/off or the cables been
connected/disconnected
repeatedly?

Wait at least 5 seconds, and turn the
ScanSnap on/off or connect/disconnect the
cables.

Vertical lines appear
in the scanned image
data.

Is the inside of the ScanSnap
dirty?

Clean the inside of the ScanSnap if dirty.
For details about how to clean the inside of
the ScanSnap, refer to "Cleaning the Inside
of the ScanSnap" (page 333).

Moire (striped
pattern) stands out in
the scanned image
data.

Did you try scanning after
changing the setting for [Image
quality] in the [Scanning] tab in
the ScanSnap setup dialog box/
window?

If moire (striped pattern) stands out, select
the [Scanning] tab from the ScanSnap setup
dialog box/window and change the setting for
[Image quality], then retry scanning.
Example: Change from [Normal] to [Best].

The scanned image
data shifts or is
distorted.

Is the document loaded
correctly?

Load the document correctly.

For details about how to load the document
into the ScanSnap, refer to "Loading
Documents" (page 29).

The scanned image
data is too light or too
dark.

In black-and-white mode,

is the [Brightness (Black and
White scanning only)] setting on
[Option] of the [Scanning] tab
set to extremely Light or Dark?

Select the [Scanning] tab — [Option] from
the ScanSnap setup dialog box/window and
adjust [Brightness (Black and White
scanning only)].

Lines on the
document are
blurred.

Example: Ruled lines
on a table cannot be
seen.

Are you scanning in color
mode, documents including
handwritten or typed text, tables
or frames with ruled lines?

From the ScanSnap setup dialog box/
window, select the [Scanning] tab — [Option]
and select the [Setting for text only
document] check box.

If the image quality does not improve even
after you have tried this method, change
[Image quality] setting.
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Symptom

Check This Item

Resolution

The scanning speed
is very slow.

Does your computer meet the
recommended system
requirements?

Confirm the system requirements.
For details about the system requirements,
refer to "System Requirements" (page 21).
Scanning speed will be slower whenever the
recommended CPU and memory
requirements are not met. If this is the case,
disable the settings (clear the check boxes)
of the following in the ScanSnap setup dialog
box/window to increase the scanning speed.
® [Scanning] tab — [Option] button
- [Correct skewed character strings
automatically] check box
- [Allow automatic image rotation]
e [File option] tab
- [Set the marked text as a keyword for
the PDF file] check box
- [Convert to Searchable PDF] check
box

Is the scanners connection a
USB 1.1 connection?

Note: When using an USB1.1
interface, the data transfer rate
become slower due to large
data sizes.

If your computer has an USB 2.0 port,
connect the ScanSnap to this port.

If using a USB hub, it must also support USB
2.0 interfaces. (*1)

Are you scanning while
operation of your computer is in
unstable, right after computer
startup or logon?

Wait for your computer to finish startup and
become stable, and start scanning.
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Symptom

Check This Item

Resolution

Multifeed errors occur
frequently.

Note:

"Multifeed" error is an
error that occurs
when two or more
sheets are fed into
the scanner
simultaneously.

The following types of
documents are
detected as a

multifeed.
e Documents with a
photograph

attached (such as
application forms
and personal
resumes)

® Documents with a
receipt, slip or
large stamp
attached

e Envelopes

e 2 ply paper and
carbon paper

Is the pad assy dirty?

Clean the pad assy.

For details about how to clean the pad assy,
refer to "Cleaning the Inside of the
ScanSnap" (page 333).

Is the pad assy worn out?

Replace the pad assy.

For details about how to replace the pad
assy, refer to "Replacing the Pad Assy"
(page 341).

Is the document stack thicker
than 5 mm?

Keep the thickness of sheets you are loading
under 5 mm.
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Symptom

Check This Item

Resolution

Paper is not fed. It
stops midway.

Is the pick roller dirty?

Clean the pick roller.

For details about how to clean the pick roller,
refer to "Cleaning the Inside of the
ScanSnap" (page 333).

Is the pick roller worn out?

Replace the pick roller.

For details about how to replace the pick
roller, refer to "Replacing the Pick Roller"
(page 345).

Are there any debris on the
document feeding path?

Remove any debris from the document
feeding path.

For details about how to resolve such a
problem, refer to "Clearing Document Jams"
(page 307).

Do the loaded documents (e.g.
business cards or postcards)
satisfy the required size
conditions?

If not, they might not pass
smoothly through the ADF.

Try the following:

e Slightly push through with your finger the
first sheet of the documents at the start of
scanning.

® Change the insertion direction of the doc-
ument.

Are you scanning documents
with a different [Paper size]
setting?

Select the [Paper] tab — [Paper size] on the
ScanSnap setup dialog box/window, and
specify the correct paper size for scanning.

Did you load any paper that is
thin, torn, or bent?

When scanning a document that is hard to
feed, load it sheet by sheet or use the Carrier
Sheet.

The ScanSnap is not
recognized even if
ScanSnap Manager
is installed.

Did you connect the ScanSnap
to your computer before
installing ScanSnap Manager?
Is the ScanSnap registered as
[Other Device] or [Unknown
Device] in [Device Manager]?

Select the [Start] menu — [Control Panel] —»
[System and Maintenance] — [Device
Manager].

Delete the device name such as USB device
(which differs depending on the operating
system) under [Other Device] selection in the
[Device Manager], and restart your
computer.

The file size of a
scanned black &
white image is the
same as that of a
scanned color
document image.

Is the black & white document
scanned in color or gray mode?

Select the [Scanning] tab from the ScanSnap
setup dialog box/window and change the
setting for [Color mode] to [B&W].

Color documents are

not scanned as color.

Documents in a dark color close
to black, such as dark green,
may be scanned as black and
white or gray.

Select the [Scanning] tab from the ScanSnap
setup dialog box/window and change the
setting for [Color mode] to [Color].
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Symptom

Check This Item

Resolution

Images on the back
of pages, which are
printed-through, are
overlaid on the
scanned image when
scanning a two-sided
document (this is
called "bleed
through" of the back
side image).

Is the [Setting for text only
document] check box cleared in
[Option] on the [Scanning] tab
of the ScanSnap setup dialog
box/window?

Select the [Setting for text only document]
check box.

Image data that has
been scanned is lost
(when [Allow
automatic blank page
removal] is enabled).

When the [Allow automatic
blank page removal] check box
is selected, almost blank
documents with only a few
characters may be accidentally
recognized as blank pages and
removed from scanned image
data.

From the ScanSnap setup dialog box/
window, select the [Scanning] tab — [Option]
and clear the [Allow automatic blank page
removal] check box.

Scanned image data
is skewed.

Are the documents fed into the
ADF with a skew of more than
+/-5 degrees?

The [Correct skewed character strings
automatically] function can correct skewed
images up to +/-5 degrees.

Neatly align the edges of paper sheets with
the side guide so that the document skew
does not exceed this limit.

For details about how to load the document
into the ScanSnap, refer to "Loading
Documents" (page 29).

For details about the [Correct skewed
character strings automatically] check box,
refer to the ScanSnap Manager Help.

Depending on the contents of

document, the [correct skewed
character strings automatically]
function may not work properly.

For details about [Correct skewed character
strings automatically], refer to the ScanSnap
Manager Help.

The orientation of
scanned image data
is not displayed
correctly (when
[Allow automatic
image rotation] is
enabled).

Depending on the contents of
document, the automatic image
rotation may not work properly.

For details about the [Allow automatic image
rotation] check box, refer to the ScanSnap
Manager Help.

The scanned image
data cannot be read.

Have you scanned documents
written in small letters?

When small letters are squashed, select
[Best] or [Excellent] for [Image quality] in the
[Scanning] tab, and scan them again.

It takes longer to scan image data in
[Excellent] mode as it enlarges the size of
image data.
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Symptom

Check This Item

Resolution

A profile cannot be
created with currently
configured settings.

Are you using Quick Menu for
scanning?

While the Quick Menu is used,
the changed settings for
[Profile] cannot be saved.

To create a profile with the settings you want
to use, clear [Use Quick Menu] check box in
the ScanSnap setup dialog box/window.

For details about how to save the settings,
refer to the following:

"Saving Scanning Settings" (page 71)

[Macos ]
"Saving Scanning Settings" (page 211)

When the document
is scanned with the
Carrier Sheet, a
message "Document
size incorrect"
appears or a part of

the image data is lost.

Did you put multiple small-size

materials (such as pictures and
post cards) in the Carrier Sheet
for scanning?

Put only one small-size document (such as a
picture or a post card) into the Carrier Sheet
per scan.

A detection error in the folded portion may
cause a part of the image data to be lost. In
this case, set the document so its edge will
be about 1 mm inside of the Carrier Sheet
frame.

When the document
is scanned with the
Carrier Sheet, a
paper jam occurs
frequently.

Feed about 50 sheets of Plain Paper Copier
(PPC) or recycled paper, and then scan the
document by using the Carrier Sheet.

You can use either unused or used PPC/
recycled paper.

The output image
data is wider than the
original document.

Are you scanning documents
with [Paper size] set to
[Automatic detection]?

In this case, the image data is
trimmed and output in the same
size as the original document
by detecting the edges of the
document.

Therefore, failure to detect the
edges of the document may
result in output of the image
with the maximum width.

e [f you want to customize the size of the
scanned image, use applications like
ScanSnap Organizer Viewer (Windows
only) and Adobe Acrobat to perform trim-
ming and cut the scanned image data.

e [f you wish to scan the document again,
set the predefined or custom size before
scanning again.

Is the inside of the ScanSnap
dirty?

Clean the inside of the ScanSnap if dirty.
For details about how to clean the inside of
the ScanSnap, refer to "Cleaning the Inside
of the ScanSnap" (page 333).

Black lines are
produced on the
scanned document.

Is the scanned document
written with a pencil?

It is recommended that you use the Carrier
Sheet.

If you scan such documents without using
the Carrier Sheet, clean the rollers and scan
glass as often as possible.

For details about how to clean rollers, refer
to "Cleaning the Inside of the ScanSnap"
(page 333).
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Troubleshooting Checklist

Symptom

Check This Item

Resolution

A part of the scanned
image data is lost/
Slant lines are
produced on the
scanned image data/
The output image is
wider than the
original.

With [Automatic detection]
being selected in the [Paper
size] drop-down list, was the
document skewed during a
scan?

Was the document scanned
with the edges of paper sheets
aligned with the side guide?

e Neatly align the edges of paper sheets
with the side guide.

For details about how to load the docu-
ment into the ScanSnap, refer to "Loading
Documents" (page 29).

e [f you are scanning documents of mixed
paper sizes, carefully load smaller docu-
ments so that they can be fed straight.

If you have difficulties in feeding docu-
ments straight, it is recommended to scan
documents in several batches and enable
continuous scanning; scan documents of
about the same width in one batch.

For details about how to load the docu-
ment into the ScanSnap, refer to the fol-
lowing.

"Scanning Documents of Differing Widths or
Sizes at the Same Time" (page 166)

"Scanning Documents of Differing Widths or
Sizes at the Same Time" (page 280)

The Quick Menu is
hidden.

Is the [Use Quick Menu] check
box cleared?

In the ScanSnap setup dialog box/window,
select the [Use Quick Menu] check box.

For S1500 only

Is ScanSnap Organizer,
CardMinder, or Rack2-Filer
running?

For S1500M only
[Macos )

Is Cardiris running?

If one of these applications is active, the
application automatically interacts with the
ScanSnap Manager and is used for
scanning. Therefore, the Quick Menu is not
displayed. To display the Quick Menu, exit
these applications.

For details about automatic linkage, refer to
the following:

"Automatic Linkage with Applications" (page
85)

"Automatic Linkage with Applications" (page
223)

The Left-Click Menu
is hidden.

The [Profile] menu is
hidden.

Are you using the Quick Menu?
Is the Quick Menu displayed
after scanning?

In the ScanSnap setup dialog box/window,
clear the [Use Quick Menu] check box.

Is ScanSnap setup dialog box/
window open?

Close the ScanSnap setup dialog box/
window.

Applications cannot
be selected in the
ScanSnap setup
dialog box/window.

Are you using the Quick Menu?
When using the Quick Menu,

you can select an application in
the Quick Menu after scanning.

If you want to select an application in
advance, clear the [Use Quick Menu] check
box in the ScanSnap setup dialog box/
window.
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Troubleshooting Checklist

Symptom

Check This Item

Resolution

Saved files of
scanned image data
cannot be opened
with a specified
application.

Example: An error
occurs when you try
to open a PDF file.

Is a folder specified as the
image saving folder on another
computer or a hard disk on the
network? For those who
answered [Yes] to the above
question: did an error occur
while scanned image data was
being saved (because, for
example, a LAN cable came
off)?

If such network-related errors
occur, files may not be saved
properly, and corrupted files
may exist in the folder.

Check the location of the image saving
folder, and then delete corrupted files, if any.
After that, retry scanning.

For S1500 only

The text recognition
accuracy decreases
significantly when
you execute "Scan to
Word/Excel/
PowerPoint(R)".

For S1500M only
[Macos)

The text recognition
accuracy decreases
significantly when
you execute "Scan to
Word/Excel".

Have you scanned documents
written in small letters?

Have you scanned low-quality
documents having smeared or
unclear characters?

The optimum scanning settings
depend on the document type.
Find the most suitable settings
in "Resolution" on the right.

From the ScanSnap setup dialog box/
window, select the [Scanning] tab and set
[Image quality] to [Better], [Best] or
[Excellent]. Then, scan the document again.
It takes longer to recognize image data in
[Excellent] mode as it enlarges the size of
image data.

From the ScanSnap setup dialog box/
window, select the [Compression] tab and
slide the [Compression rate] control toward
[Compression (Low)]. Then, scan the
document again.

Depending on the document type, the
scanned results may not be as expected, or
the characters may not be correctly
recognized.

For more information, refer to the ABBYY
FineReader for ScanSnap User's Guide.
[Macos)

For more information, refer to the ABBYY
FineReader for ScanSnap Help.

Is the document to scan
skewed?

The more the document is skewed, the
greater the possibility of character
misrecognition is.

Neatly align the edges of paper sheets with
the side guide.
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Troubleshooting Checklist

Symptom

Check This Item

Resolution

For S1500 only

The text recognition
accuracy decreases
significantly when
you execute "Scan to
Word/Excel/
PowerPoint(R)".

For S1500M only
The text recognition
accuracy decreases
significantly when
you execute "Scan to
Word/Excel".

Do the language of the scanned
document and the recognition
language set in ABBYY
FineReader for ScanSnap
match?

From [Start] menu =»[ABBYY FineReader for
ScanSnap (TM) 4.1] - [ABBYY FineReader
for ScanSnap (TM) 4.1], select [General
Options] tab and set the same language as
the scanned document in [Recognition
languages].

[Macos]

Select [Applications] - [ABBYY FineReader
for ScanSnap] = [FineReader for ScanSnap
Preferences] from the Finder, select
[General] tab in the window that appears and
set the same language as the scanned
document in [Recognition languages].

Is the [Allow automatic image
rotation] check box cleared in
[Option] in the [Scanning] tab of
the ScanSnap setup dialog box/
window?

Select the [Allow automatic image rotation]
check box.

If text recognition is inaccurate even when
the [Allow automatic image rotation] check
box is selected, check the rotation of the
scanned image data in ScanSnap Organizer.
If there are still pages with the wrong page
orientation, rotate pages with the wrong
orientation to their correct orientation in
ScanSnap Organizer Viewer, then convert
the image data to a Word/Excel/PowerPoint
file. For details, refer to ScanSnap Organizer
User’s Guide.

If text recognition is inaccurate even when
the [Allow automatic image rotation]
checkbox is selected, check the rotation of
the scanned image data in Preview. If there
are still pages with the wrong page
orientation, rotate pages with the wrong
orientation to their correct orientation in
Preview, then convert the image data to a
Word or Excel file.

*1 : If you are not sure about the USB port to which the ScanSnap is connected (USB1.1 or
USB2.0), check the information about the USB port following the procedure below.

On the Right-Click Menu, select [Help] — [About ScanSnap Manager]. Then, in the
[ScanSnap Manager - Version Information] dialog box, click the [Detail] button to open the
[ScanSnap Manager - Scanner and driver information] dialog box. Check [USB type] under
[Scanner Information].
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Troubleshooting Checklist

[Macos)

On the ScanSnap Manager Menu, select [Help] — [About ScanSnap Manager]. Then, in the
[ScanSnap Manager - Version Information] window, click the [Detail] button to open the
[ScanSnap Manager - Scanner and driver information] window. Check [USB type] under
[Scanner Information].

Please visit our website for your reference.
Other useful information will be posted on the FAQ corner at the following website:
http://scansnap.fujitsu.com/
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Daily Care
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This chapter describes how to clean the ScanSnap.

AWARNING

e Before you clean the ScanSnap, turn off the ScanSnap and disconnect the power cable
from the AC outlet. Not doing so may cause a fire or electric shock.

e To avoid injuries, do not place internal parts such as pad assy and pick roller in an area
where small children may be able to reach them.

¢ Do not use any aerosol sprays or alcohol based sprays to clean the ScanSnap. Dust blown
up by strong air from the spray may enter inside of the ScanSnap. This may cause the
ScanSnap to fail, malfunction or scanning errors. Sparks, caused by static electricity, gen-

erated when blowing off dust and dirt from the outside of the scanner may cause a fire.

Although the bottom of the ScanSnap may become hot when it is used, it does not affect Scan-
Snap operation, or cause any bodily harm. Be careful not to hit it to the ground when you move

the ScanSnap.
Cleaning Materials. . . . ... . 331
Cleaning the ScanSnap Exterior . . . . ... ... . . . . . 332
Cleaning the Inside ofthe ScanSnap .. .......... ... ... . ... ... ... . ... ..... 333
Cleaning Carrier Sheet . . ... .. 336
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Cleaning Materials

Cleaning Materials

Cleaning materials and their part numbers are as below:

+—

Cleaning Materials Parts No. Unit Remarks
Cleaner F1 (*1) PA03950-0352 1 bottle Size: 100 ml
Cleaning Wipe (*2) PA03950-0419 1 pack Contains 24 sheets

Lint-free dry cloth (*3) Commercially
available

*1 It may take a long time before the cleaner vaporizes if a large quantity is used. When cleaning
the ScanSnap parts, moisten a cloth with modest quantities of the cleaner. In addition, wipe off
the cleaner completely with a soft lint-free cloth to leave no residue on the surface of the

cleaned parts.

*2 : Pre-moistened with Cleaner F1, cleaning wipes are used instead of moistened cloths.

*3 : Any lint-free cloth can be used.

To obtain these materials, contact your FUJITSU dealer or an authorized FUJITSU scanner

service provider.
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Cleaning the ScanSnap Exterior

Cleaning the ScanSnap Exterior

Clean the ScanSnap exterior and the stacker with a dry cloth or cloth moistened with a small
amount of Cleaner F1 or any neutral detergent.

® Never use paint thinner or other organic solvents.
e During the cleaning, prevent water or moisture from getting inside the ScanSnap.
e |t may take a long time before the cleaner vaporizes if a large quantity is used. When clean-

ing the ScanSnap parts, moisten a cloth with modest quantities of the cleaner. In addition,
wipe off the cleaner completely with a soft lint-free cloth to leave no residue on the surface of

the cleaned parts.

| Neutral detergent or
' @ Cleaner F1

E{ Thinner
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Cleaning the Inside of the ScanSnap

Cleaning the Inside of the ScanSnap

Clean inside of the ScanSnap with a cloth moistened with Cleaner F1.

In an alternating succession of scanning documents, the accumulated paper-powder and dust
inside the ScanSnap causes a scanner error.

As a guideline, clean the inside of the ScanSnap every 1,000 scans. Note that this guideline
varies according to the type of the documents you are scanning. For example, the inside of
the ScanSnap must be cleaned more frequently when scanning documents with loose toner.
Clean the inside of the ScanSnap according to the following procedure.

AWARNING

The scan glass surface inside the ADF becomes hot during ScanSnap operation.
Before you start to clean the inside of the ScanSnap, disconnect the AC adapter and power
cable from the AC outlet and wait at least 15 minutes to let the ScanSnap cool down.

ACAUTION

When you perform cleaning, make sure that the inside of the ScanSnap is free of any for-
eign object, and be careful not to get your hand or the cloth caught on the pick spring
(metal part) as a deformed pick spring (metal part) may cause injury.

e Do not use water or neutral detergent to clean the inside of the ScanSnap.

e |t may take a long time before the cleaner vaporizes if a large quantity is used. When clean-
ing the ScanSnap parts, dampen a cloth with modest quantities of the cleaner. In addition,
wipe off the cleaner completely with a soft lint-free cloth to leave no residue on the surface of
the cleaned parts.

1 « Pull the ADF release catch to open the ADF top section.

ADF paper chute (cover)

ADF top section
ADF release catch
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Cleaning the Inside of the ScanSnap

2. Clean the following locations with a cloth moistened with Cleaner F1.

Ultrasonic sensor

Pad assy

Pick spring
(metal part)
*Gray part

Idler rollers (x 4)

—— Eject rollers (x 2)

Feed rollers
(x2)
ps O
i -
,‘g Pick roller
F Q
i% [2 \ Ultrasonic sensor

(including the one on the ADF top
section)

Scan glass (x 2)

’ (including the one on the ADF top section)

It may take a long time before the cleaner vaporizes if a large quantity is used. When
cleaning the ScanSnap parts, dampen a cloth with modest quantities of the cleaner. In
addition, wipe off the cleaner completely with a soft lint-free cloth to leave no residue on
the surface of the cleaned parts.

Turn off the ScanSnap before cleaning the following locations.

Pad assy (x 1)

Wipe the pad assy downwards. When cleaning the pad assy, be careful not to get
your hand or the cloth caught on the pick spring (metal part).

Scan glass (x 2, located on the ADF top section and opposite side)

Clean lightly with a soft cloth.

White sheets (x 2, located on the ADF top section and opposite side)

White strips along the edge of the scan glass. Clean lightly with a soft cloth.
Ultrasonic sensors (% 2, located on the ADF top section and opposite side)

Clean lightly with a soft cloth.

Pick roller (x 1)

Clean it lightly while rotating the roller with your finger downwards. Be careful not to
roughen the surface of the rollers. Take particular care in cleaning the rollers since
debris left on the roller adversely affects the feed performance.

Idler rollers (x 4, located on the ADF top section)

Clean them lightly while rotating the rollers with your finger. Be careful not to roughen
the surface of the rollers. Take particular care in cleaning the rollers since debris left
on the roller adversely affects the feed performance.
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Cleaning the Inside of the ScanSnap

Turn on the ScanSnap before cleaning the following locations, and clean the following

rollers while rotating them.

e Feed rollers (x 2)
Clean lightly taking care not to roughen the surface of the rollers. Take particular
care in cleaning the rollers since debris left on the roller adversely affects the feed
performance.

e Ejectrollers (x 2)
Clean lightly, taking care not to roughen the surface of the rollers. Take particular
care when cleaning the eject rollers since debris on these rollers adversely affect the
pickup performance.

Holding the [Scan] button down for 3 seconds while the ADF top section is open acti-
vates the cleaning mode. In this mode, every time the [Scan] button is pressed, the feed
and eject rollers rotate about 1/6th of a full turn.

Connect the AC adapter and power cable only when cleaning the feed rollers and eject
rollers.

3. Close the ADF top section.

ADF paper
chute (cover)

ADF top section

= You should hear the ADF top section click when it returns to its original position.

Make sure that the ADF top section is completely closed. Otherwise, paper jams or
other feeding errors may occur.
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Cleaning Carrier Sheet

Cleaning Carrier Sheet

If the Carrier Sheet is used extensively, dirt and dust may stick onto the surface or the interior
and cause scanning errors.
Clean it regularly to avoid errors.

Cleaning method

Use dry, soft cloth, or soft cloth slightly moistened with Cleaner F1 or mild detergent to lightly
clean off the dirt and dust from the surface and the interior of the Carrier Sheet.

e Never use paint thinner or other organic solvents.

e Do not rub the Carrier Sheet too hard. Otherwise, it may be scratched or be deformed.

e After cleaning the interior of the Carrier Sheet with Cleaner F1 or mild detergent, dry the Car-
rier Sheet completely before closing it.

® As a guideling, it is recommended to replace the Carrier Sheet with new one every 500
scans. For details about purchasing Carrier Sheet, refer to "Purchasing the Carrier Sheet"
(page 353).
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Consumables

AN NN NN NN

This chapter describes how to replace consumables.

AWARNING

Before you replace the consumables, turn off the ScanSnap and disconnect the power
cable from the AC outlet. Not doing so may cause a fire or electric shock.

e To avoid injuries, do not place internal parts such as pad assy and pick roller in an area
where small children may be able to reach them.

Although the bottom of the ScanSnap may become hot when it is used, it does not affect Scan-
Snap operation, or cause any bodily harm. Be careful not to hit it to the ground when you move

the ScanSnap.
Part Numbers and Replacement Cycle of Consumables ...................... 338
Replacing the Pad Assy . ... ... 341
Replacing the Pick Roller . ... ... .. . . . 345
Purchasing the Carrier Sheet . ... ....... .. .. ... . . . . . . . . .. 353
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Part Numbers and Replacement Cycle of Consumables

Part Numbers and Replacement Cycle of
Consumables

The following table lists the part numbers of consumables and rough guidelines for replacing

these parts.
No. Part Name Parts No. Standard Replacement Cycle
1 PAD ASSY PA03586-0002 | 50,000 sheets or one year
2 PICK ROLLER PA03586-0001 | 100,000 sheets or one year

These replacement cycles are rough guidelines for the case of using A4/Letter wood-free

paper 80 g/m? (20 Ib). So it may differ according to the paper being used.

To obtain these parts, contact your FUJITSU dealer or an authorized FUJITSU scanner ser-
vice provider.
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Part Numbers and Replacement Cycle of Consumables

By the following procedure, you can check how many sheets have been scanned using the
consumables.

1 . Select [Check consumable supplies] from the Right-Click Menu.

Duplex scan

Simplex scan

Scan Button Settings...

Profile Management...

Show scanning results

(Check consumable supplies..)

Help 3

Exit

= The [ScanSnap Manager - Check consumable status] dialog box appears.

2. Check how many times consumables have been used.

ScanSnap Manager - Check consumable status Lé]

@ Mumber of times the consumables are used. Reset the consumable counter when the
consumable is replaced.

counter ) Targetwalue to change supplies
Total Page Count: 100,001
ICK. ROLLER. Count: 100,001 | Reset PICK ROLLER: 100,000 sheets
PAD ASSY Caunt: 50,001 | Reset PAD ASSY: 50,000 shests
J
[ ok ][ Hew |

—> Replace consumables referring to [Target value to change supplies] as a rough
guideline.
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Part Numbers and Replacement Cycle of Consumables

[Macos)

1 = Select [Check consumable supplies] from the ScanSnap Manager menu.

Duplex scan
Simplex scan

Settings...
Profile...
Profile Management...

( Check consumable su pplies)
Help >

Keep in Dock
v Open at Login

Show in Finder

Hide

Quit

= The [ScanSnap Manager - Check consumable status] window appears.

2. Check how many times consumables have been used.

a NN

ScanSnap Manager - Check consumable status

& MNumber of times the consumables are used. Reset the consumable counter when the consumable is
o replaced.

Total Page Count:

PICK ROLLER Count:

100,001 Target value to change supplies
100,001 Reset ) PICK ROLLER: 100,000 sheets
50,001 PAD ASSY: 50,000 sheets

PAD ASSY Count:

?
=

= Replace consumables referring to [Target value to change supplies] as a rough

guideline.
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Replacing the Pad Assy

Replacing the Pad Assy

Replace the pad assy following the procedure below.

1 . Remove the documents on the ADF paper chute (cover).

2. Pull the ADF release catch to open the ADF top section.

ADF paper chute (cover)

ADF top section
ADF release catch

3. Remove the pad assy.

Pull out the pad assy in the direction of the arrow while pinching both ends of the pad
assy.

Pad assy

ADF top section
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Replacing the Pad Assy

4. Attach the new pad assy.

ADF top section

Pad assy

N // I ’,\ pA
57 —
/.st@:\ [T //

Make sure that the pad assy is completely attached. Otherwise, document jams or other
feeding errors may occur.

5. Close the ADF top section.

ADF paper
chute (cover)

ADF top section

= You should hear the ADF top section click when it returns to its original position.

6. Turn on the ScanSnap.

342



Replacing the Pad Assy

7. Reset the consumable use count.

' Windows

1. Select [Check consumable supplies] from the Right-Click Menu.

=The [ScanSnap Manager - Check consumable status] dialog box appears.

Duplex scan

Simplex scan

Scan Button Settings...

Profile Management...
Show scanning results

(Check consumable supplies.)

Help 3

Exit

2. Click the [Reset] button for the [PAD ASSY Count].

ScanSnap Manager - Check consumable status @
‘EF Mumber of times the consumables are used. Reset the consumable counter when the
o consumable is replaced.
counter Targetwalue to change supplies
Total Page Count: 100,001
PICK ROLLER Count: 100,001 PICK ROLLER: 100,000 sheets

PAD ASSY Count:

FAD ASSY: 50,000 shests

=The confirmation message appears.

ScanSnap Manager

I-"'._.'\--I Reset the PAD ASSY counter.
"Y' Are you sure?

=Clicking the [Yes] button resets the [PAD ASSY Count] to "0".

ScanSnap Manager - Check consumable status @
‘EP MNumber of times the consumables are used. Reset the consumable counter when the
'G consumable is replaced.
counter Targetwalue to change supplies
Total Fage Count: 100,001
PICK ROLLER Count; 100,001 PICK ROLLER: 100,000 sheets

PAD ASSY Count; ‘ FADASSY: 50,000 sheets

[ ok | [ Hem
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Replacing the Pad Assy

[Macos)

1. Select [Check consumable supplies] from the ScanSnap Manager menu.

Duplex scan
Simplex scan

Settings...
Profile...
Profile Management...

Check consumable su pplies...)
ep >

Keep in Dock
+ Open at Login
Show in Finder
Hide
Quit
. S—

=The [ScanSnap Manager - Check consumable status] window appears.

2. Click the [Reset] button for the [PAD ASSY Count].
800

‘?‘ MNumber of times the consumables are used. Reset the consumable counter when the consumable is
o replaced.

Total Page Count: 100,001 Target value to change supplies
PICK ROLLER Count: 100,001 ( Reset ) PICK ROLLER: 100,000 sheets
PAD ASSY Count: 50,001 " PAD ASSY: 50,000 sheets

®

=The confirmation message appears.

1 Reset the PAD ASSY counter.
- Are you sure?

( No ) Yes

=Click the [Yes] button to reset the [PAD ASSY Count] to "0".
8,00

Mumber of times the consumables are used. Reset the consumable counter when the consumable is
"a' replaced.

Total Page Count: 100,001 Target value to change supplies

PICK ROLLER Count: 100,001 Reset PICK ROLLER: 100,000 sheets

@
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Replacing the Pick Roller

Replacing the Pick Roller

Replace the pick roller by first removing the pick roller from the ScanSnap.

Pick roller

Replace the pick roller following the procedure below.

1 = Remove the documents on the ADF paper chute (cover).

2. Pull the ADF release catch to open the ADF top section.

ADF paper chute (cover)

ADF top section
ADF release

catch
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Replacing the Pick Roller

3. Adjust the side guide to the "A5" size.

T T
P I | 9

4. Remove the sheet guide.

Hold the pickup tabs on the sheet guide between the thumb and index finger, and then
pull up the sheet guide to remove.

Pickup tab Pickup tab
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Replacing the Pick Roller

5. Rotate the pick roller bushing (left).

Pick roller

Bushing

)= ]\ Shaft
\
S

Q\

|
1 3
‘ ==

6. Remove the pick roller with its shaft.

Slightly pull up the left part of the pick roller shaft (about 5 mm), move it towards the left
side, and then raise it to remove from the ScanSnap.

Shaft _| Pick roller

If the around the pick roller is dirty by paper-powder, it may cause a scanning error.

Remove the dirt using a dry cloth slightly moistened with Cleaner F1 in order to prevent
errors.

Do not use water, mild detergent, or air-spray.
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Replacing the Pick Roller

7. Remove the pick roller from its shaft.

= Pull out the shaft from the pick roller while lifting up its tab.

Pickup tab /
"\

Shaft

Pick roller

If you push up the pick roller tab using your fingernail, your fingernail may be hurt or get

chipped.
If you cannot push it up successfully with your fingernail, use a paper clip to push up the
pick roller tab.

8. Attach the new pick roller to the shaft.

Insert the shaft aligning the protrusion with the slot on the new pick roller.

Pick roller
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Replacing the Pick Roller

9. Install the pick roller with its shaft to the ScanSnap.

Insert the right end of the shaft to the bushing (right), and set the shaft to the slot while
lowering it.

Shaft —— L Pick roller

1 O.Secure the bushing (left) by rotating it in the direction of the arrow.

o

Pick roller

Bushing

]\ Shaft
Y
\k

=

32:
/

I
— ==

Make sure that the pick roller is completely attached. Otherwise, document jams or other
feeding errors may occur.
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Replacing the Pick Roller

1 1 .Attach the sheet guide to the ScanSnap.

Hold the pickup tabs on the sheet guide between the thumb and index finger, and then
attach the sheet guide to the ScanSnap.

Pickup tab Pickup tab

Sheet guide

= The sheet guide makes a clicking sound when the pickup tabs fix into position.

Make sure that the sheet guide is completely attached. Otherwise, document jams or other
feeding errors may occur.

1 2.Close the ADF top section.

ADF paper
chute (cover)

ADF top section

= You should hear the ADF top section click when it returns to its original position.

1 3.Turn on the ScanSnap.
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Replacing the Pick Roller

1 4 Reset the consumable use count.

1. Select [Check consumable supplies] from the Right-Click Menu.

Duplex scan

Simplex scan

Scan Button Settings...

Profile Management...

Show scanning results

(Check consumable supplies.)

Help b

Exit

=The [ScanSnap Manager - Check consumable status] dialog box appears.

2. Click the [Reset] button for the [PICK ROLLER Count].

ScanSnap Manager - Check consumable status @

Mumber of times the consumables are used. Reset the consumable counter when the
o consumable is replaced.

counter Targetwalue to change supplies
Tatal Fage Count: 100,001
PICK ROLLER Count; 100,001 ‘D FICK ROLLER: 100,000 sheets
PAD ASSY Count 0 PADASSY: 50,000 sheets
[ ok | [ Hem

= The confirmation message appears.

ScanSnap Manager

Reset the PICK ROLLER counter.
' Areyou sure?

Yes Mo

h

= Clicking the [Yes] button resets the [PICK ROLLER Count] to "0".

ScanSnap Manager - Check consumable status @

MNumber of times the consumables are used. Reset the consumable counter when the
- consumable is replaced.

counter Targetwvalue to change supplies
Tatal Page Count: 100,001
FICK ROLLER: Count; 0 FICK ROLLER: 100,000 sheets
FAD ASSY Count: 0| Resat FAD ASSY: 50,000 sheets
[ ok | [ Hel
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Replacing the Pick Roller

[Macos)

1. Select [Check consumable supplies] from the ScanSnap Manager menu.

Duplex scan
Simplex scan

Settings...
Profile...
Profile Management...

Check consumable su pplies..)
ep >

Keep in Dock
+ Open at Login
Show in Finder
Hide
Quit
B A—

=The [ScanSnap Manager - Check consumable status] window appears.

2. Click the [Reset] button for the [PICK ROLLER Count].
800

Mumber of times the consumables are used. Reset the consumable counter when the consumable is
"a' replaced.

Total Page Count: 100,001 Target value to change supplies
PICK ROLLER Count: 100,001 "[ Reset ) ’ PICK ROLLER: 100,000 sheets
PAD ASSY Count: 0 PAD ASSY: 50,000 sheets

@

= The confirmation message appears.

| | Reset the PICK ROLLER counter.
- Are you sura?

B.00

Mumber of times the consumables are used. Reset the consumable counter when the consumable is
"a' replaced.

Total Page Count: 100,001 Target value to change supplies
PICK ROLLER cgu,—.( g" Reset ) PICK ROLLER: 100,000 sheets
PAD ASSY Count: 0 PAD ASSY: 50,000 sheets
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Purchasing the Carrier Sheet

Purchasing the Carrier Sheet

If the Carrier Sheet bundled in the ScanSnap cannot be used for scanning due to damage or
wear-and-tear, you can purchase a new Carrier Sheet separately.

As a guideline, it is recommended to replace the Carrier Sheet with new one every 500 scans.
If scratches and dirt are conspicuous, replace the Carrier Sheet accordingly.

The description of the Carrier Sheet and its part number are as follows:

Description Quantity P/N

ScanSnap Carrier Sheet 5 pcs PA03360-0013

To obtain this parts, contact your FUJITSU dealer or an authorized FUJITSU scanner service

provider.
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This appendix describes how to update ScanSnap Manager, how to uninstall software, setting
items, and ScanSnap installation conditions.

Updating ScanSnap Manager . . . ... i 355
Uninstalling the Software. . . ... ... . . . 359
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Updating ScanSnap Manager

Updating ScanSnap Manager

In an effort to improve the usability and functionality of ScanSnap Manager, software updates
are released regularly.
This section describes how to update ScanSnap Manager.

B Updating on a Windows OS

ScanSnap Manager can check whether the latest update pack is available and update the
software when you select [Help] — [Online Update] from the Right-click menu.
® You can also perform the update by selecting [Start] menu — [All programs] = [ScanSnap
M Manager] = [Online Update].
[ ]

Update Packs are made available without notice. We recommend that you update your pro-
gram regularly.

When updating ScanSnap Manager, follow the instructions below.

e When updating, it is essential that Internet Explorer is installed in a system which can access
the Internet.

e Always log on as a user with "Administrator" privileges.

1 = Select [Help] = [Online Update] from the Right-Click Menu.

Refer to Right-Click Menu (page 55) for more information about the Right-Click Menu.
= A confirmation message appears.

2. Click the [Yes] button.

& ScanSnap Manager - Online Update X7

. - A Do youwant te update to "ScanSnap Manager V5.0" online?
s 4 # For the Internet connection, Windows(R) Internet Explorer(R)
privileges are used.

MNote: You must have the Administrator privileges of the computer,

Ne | | Help |

= If the latest update pack is available, a message appears for the confirmation of the
download and installation of the software.
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Updating ScanSnap Manager

If the latest version of the software is already installed, the message below appears.

M . ScanSnap Manager - Online Update @

& The latest Update program version is already installed.
P/ There is no need to update.

Click the [OK] button to close the message.

3. Click the [Yes] button.

. ScanSnap Manager - Online Update &J

& The latest version of the program (Update Pack] is available on the
W' website.
[Yes] to run the update now?

Download size:About

%

—> The update pack is downloaded, and a confirmation message to start installation
appears.

4. Click the [Install] button.

. ScanSnap Manager - Online Update @

Download is completed
Click the [Install] buttan.

[Install] button: Starts the installation
[Infarmation] button: Shows the update information

Install Information

J When you click the [Information] button, Internet Explorer opens and information about the
u latest update for ScanSnap Manager appears.

= Installation starts, and the [Welcome to InstallShield Wizard for ScanSnap Manager]
dialog box appears.
Follow the instructions on the screen to install.
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Updating ScanSnap Manager

B Updating on a Mac OS

ScanSnap Manager can check whether the latest update pack is available and update the
software when you select [Help] — [Online Update] from the ScanSnap Manager menu.

® You can also update by selecting

M - [Help] = [Online Update] from the menu bar.
- [Applications] = [ScanSnap] and double-click [Online Update] from the Finder.

e Update Packs are made available without notice. We recommend that you update your pro-
gram regularly.

When updating ScanSnap Manager, follow the instructions below.

When updating, it is essential that a browser is installed in a system which can access the Inter-
net.

1 = Select [Help] = [Online Update] from the ScanSnap Manager menu.

Refer to ScanSnap Manager Menu (page 195) for more information about the Scan-
Snap Manager menu.
= A confirmation message appears.

2. Click the [Yes] button.

ScanSnap Manager - Online Update

ea Do you want to update to "ScanSnap Manager" online?

( No \ ( Yes \

= If the latest update pack is available, a message appears for the confirmation of the
download and installation of the software.

If the latest version of the software is already installed, the message below appears..

M ScanSnap Manager - Online Update
Sh

The latest Update program version is already
\ - installed.

There is no need to update.

Click the [OK] button to close the message.
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Updating ScanSnap Manager

3. Click the [Yes] button.

ScanSnap Manager - Online Update

.% The latest version of the program (Update Pack) is available on the
) website.
. [Yes] to run the update now?

= The update pack is downloaded, and a confirmation message to start installation
appears.

Download size:

4. Exit ScanSnap Manager. (Select [Quit] from the ScanSnap Manager
Menu.)

5. Click the [Install] button.

ScanSnap Manager - Online Update

Download is completed.
Click the [Install] button.

(( Install )) ( Information \

J When you click the [Information] button, the browser opens and information about the lat-
u est update for ScanSnap Manager appears.

—> The ScanSnap Manager installer starts.
Follow the instructions on the screen to install.
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Uninstalling the Software

Uninstalling the Software

This section describes how to uninstall software supplied with the ScanSnap.

B Uninstalling on a Windows OS

Follow the procedure below to uninstall software (ScanSnap Manager, ScanSnap Organizer,
CardMinder, ABBYY FineReader for ScanSnap, and Scan to Microsoft SharePoint) supplied
with the ScanSnap S1500.

1 . Start your computer.

Always log on as a user with "Administrator” privileges.

2. Exit all currently running programs.

3. Select [Start] menu — [Control Panel] — [Programs] — [Programs and

Features].

= The [Uninstall or change a program] dialog box appears with a list of the currently
installed applications.

4. Select the application to uninstall.

e When uninstalling ScanSnap Manager
Select [ScanSnap Manager].
¢ When uninstalling ScanSnap Organizer
Select [ScanSnap Organizer].
¢ When uninstalling CardMinder
Select [CardMinder].
¢ When uninstalling ABBYY FineReader for ScanSnap
Select [ABBYY FineReader for ScanSnap(TM) 4.1].
¢ When uninstalling Scan to Microsoft SharePoint
Select [Scan to Microsoft SharePoint].

5. Click the [Uninstall] button.

—> The confirmation message appears.
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Uninstalling the Software

6. Click the [Yes] button.

= This executes the uninstallation.

Screen displays may vary slightly depending on the operating system of your computer.
Follow the on-screen instructions of the operating system.

Example:
e [Change/Remove] button
For Windows XP: [Add or Remove Programs]
For Windows 2000: [Add/Remove Programs]
® [Uninstall] button
For Windows XP: [Change/Remove] button
For Windows 2000: [Add/Remove] button
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Uninstalling the Software

B Uninstalling on a Mac OS

Follow the procedure below to uninstall software supplied with the ScanSnap S1500M
(ScanSnap Manager, ABBYY FineReader for ScanSnap, and Cardiris).

When uninstalling ScanSnap Manager

1 . Start your computer.

2. Exit ScanSnap Manager if it is running. (Select [Quit] from the ScanSnap

Manager menu.)

3. If the [ScanSnap Manager] icon @ still remains on the Dock, drag the

[ScanSnap Manager] icon@ into the Trash.

4. From the Apple (8 ) menu, select [System Preferences].

= The [System Preferences] window appears.

5. In the [System Preferences] window, select [Accounts].

= The [Accounts] window appears.

6. In the [Accounts] window, select the currently logged in user from the

[My Account] pane.

7. In the [Accounts] window, click [Login Items].

= In the [Login ltems] pane, a list of all applications that automatically start at a login is
displayed.

8. Select [ScanSnap Manager] from the [Login Items] list.

9. Click the [—] button.

= [ScanSnap Manager] is deleted from the [Login Items] list.

1 O.Close the [Accounts] window.
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Uninstalling the Software

1 1 .In a multi-user environment, every user must perform Steps 2 to 10.

12.Log in with an account that has admin rights. With Finder, select

[Applications] — [ScanSnap], and drag the [ScanSnap] folder into the
Trash.

13.With Finder, select [volume_name] — [Library] — [Receipts], and drag
[ScanSnap Manager.pkg] into the Trash.

M Skip this step in Mac OS X v10.6.

1 4.Empty the Trash.

—> ScanSnap Manager is uninstalled.

When uninstalling ABBYY FineReader for ScanSnap

1. Start your computer.

2. Exit ABBYY FineReader for ScanSnap if it is running. (Select [Quit] from
the ABBYY FineReader for ScanSnap menu.)

3. Log in with an account that has admin rights. With Finder, select the

folder in which ABBYY FineReader for ScanSnap is installed (generally,
you can find [ABBYY FineReader for ScanSnap] in the [Applications]
window) and drag it into the Trash.

4. With Finder, select [volume_name] — [Library] — [Receipts], and drag
[ABBYY FineReader.pkg] into the Trash.

M Skip this step in Mac OS X v10.6.

5. Empty the Trash.

= ABBYY FineReader for ScanSnap is uninstalled.
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When uninstalling Cardiris

1 . Start your computer, and log in with an account that has admin rights.
2. Exit Cardiris if it is running. (Select [Quit] from the Cardiris menu.)

3. Insert the Setup DVD-ROM into the DVD-ROM drive.

= The [ScanSnap] window appears.

4. Scroll down and double-click the [Tool] folder, and double-click [Cardiris
3.6 for ScanSnap].

= The [Cardiris 3.6 for ScanSnap] window appears.

5. Scroll down and read the "License™ to the end. Then, click the [Continue]

button.

= A confirmation message window appears.

6. Click the [Agree] button.

= The [Select Destination] window appears.

7. Select the destination where "Cardiris" is installed and click the

[Continue] button.

= The [Installation Type] window appears.

8. Select [Uninstall] from the pop-up menu, and click the [Uninstall] button.

= A confirmation message appears.

9. Click the [Continue] button.

=> The uninstallation is started.
= The [Finish Up] window appears.

10.click the [Quit] button.
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Uninstalling the Software

1 1 «Close the [ScanSnap] window.

12.With Finder, select [volume_name] — [Library] — [Receipts], and drag
[Cardiris.pkg] into the Trash.

M Skip this step in Mac OS X v10.6.

1 3.Empty the Trash.

= Cardiris is uninstalled.

14.Remove the Setup DVD-ROM from the DVD-ROM drive.
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Setting Items With/Without Quick Menu

Setting Items With/Without Quick Menu

Setting items that you can configure in the ScanSnap setup dialog box/window differ accord-
ing to whether you are using the Quick Menu. You can select whether or not to use the Quick
Menu according to your preferences.

For details about setting items and defaults, refer to the ScanSnap Manager Help.

(OK: Available, NA: Not available)
Setting Items With/Without Quick Menu

. Using the Quick | Without using the
Setinalliems Menu Quick Menu
Profile | Select a profile NA OK
Add Profile NA OK
Profile Management NA OK
Applica- | Application NA (*3) OK
tion Scan to File NA OK
ScanSnap Organizer (*1) NA OK
Adobe(R) Acrobat(R) NA OK
Adobe(R) Acrobat(R) Reader(TM) NA OK
or Adobe(R) Reader(R)
Scan to E-mail NA OK
Scan to CardMinder (*1) NA OK
Scan to Folder NA OK
Scan to Picture Folder NA OK
Scan to Print NA OK
ABBYY Scan to Excel (*1) NA OK
[Macos)
Scan to Excel (*2)
ABBYY Scan to Word (*1) NA OK
Scan to Word (*2)
ABBYY Scan to PowerPoint(R) (*1) NA OK
ABBYY Scan to Searchable PDF (*1) NA OK
[Macos)
Scan to Searchable PDF (*2)
Rack2-Filer (*1) NA OK
Scan to SharePoint (*1) NA OK
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Setting Items With/Without Quick Menu

Setting Items

Using the Quick

Without using the

Menu Quick Menu
Mo | | Coama 2 NA oK
NA OK
iPhoto
Save | Image saving folder OK
File name format OK
Rename file after scanning NA OK
Scan- | Image quality OK
ning Auto OK
Normal (Color/Gray: 150 dpi, B&W: 300 dpi) OK
Better (Color/Gray: 200 dpi, B&W: 400 dpi) OK
Best (Color/Gray: 300 dpi, B&W: 600 dpi) OK
Excellent (Color/Gray: 600 dpi, B&W: 1200 dpi) OK
Color mode OK
Auto Color Detection OK
Color OK
Gray OK
B&W OK
g‘ggﬁgh compression NA OK
Scanning side OK
Duplex Scan OK
Simplex Scan OK
Continue scanning after current scan is finished OK
Option OK
Brightness (Black and White scanning only) OK
Setting for text only document OK
Allow automatic blank page removal OK
Correct skewed character strings automatically OK
Allow automatic image rotation OK
Set the document with its face up OK
File File format OK
option PDF (*.pdf) oK
JPEG (*.jpg) OK
Set the marked text as a keyword for the PDF file OK
First marked section OK
All marked sections OK
Convert to Searchable PDF OK
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Setting Items With/Without Quick Menu

Setting Items Usingl\;z::uQuick Witgziuctku:ni:r?:he

File Language OK
option Target pages OK
First page OK
All pages OK
Option OK
Multipage PDF (whole batch in one PDF) OK
Generate one PDF file per (n) page(s) OK

Set a password for PDF file NA OK
Paper | Paper size OK
Automatic detection OK
Letter (8.5 x 11 in (216 x 279.4 mm)) OK
Legal (8.5 x 14 in (216 x 355.6 mm)) OK
A4 (210 x 297 mm) OK
A5 (148 x 210 mm) OK
A6 (105 x 148 mm) OK
B5 (JIS) (182 x 257 mm) OK
B6 (JIS) (128 x 182 mm) OK
Post card (100 x 148 mm) OK
Business card (90 x 55 mm, 55 x 90 mm) OK
Custom OK
Multifeed Detection OK
None OK
Check Length OK
Check Overlapping [Ultrasonic] OK
Carrier Sheet Settings OK
Com- | Compression rate OK
pression 1 OK
2 OK
3 OK
4 OK
5 OK

*1 : Can only be used with S1500.

*2 : Can only be used with S1500M.

*3 : When using the Quick Menu, the application is associated by specifying an action from the
Quick Menu after scanning. Therefore, the [Application] tab is not displayed.
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Installation Specifications

The following table summarizes the installation specifications of the ScanSnap.

Item Specifications
Dimensions Minimum: 292 x 159 x 158 mm
(Width x Depth x Height) (approx. 11.5 x 6.3 x 6.2 [in])

Maximum: 292 x 475 x 286 mm
(approx. 11.5 x 18.7 x 11.3 [in])

Weight 3.0 kg (approx. 6.62 Ib)
Input power Voltage 100 to 240 V (varies regionally)
supply Number of Single-phase
phases
Frequency 50/60 Hz
Power consumption During operation: 35 W or less

During standby: 4.5 W or less

Temperature/ Temperature During operation: 5 to 35 (°C) / 41 to 95 (°F)
humidity During standby: -20 to 60 (°C) / -4 to 160 (°F)
allowable During storage/transportation:
ranges -20 to 60 (°C) / -4 to 140 (°F)
Humidity (%) During operation: 20 to 80
During standby: 8 to 95
During storage/transportation: 8 to 95

286 mm
(11.3 [in])

rs
v
Y U
v

292 mm (11.5 [in]) 475 mm (18.7 [in])
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Contact your FUJITSU scanner dealer or an authorized FUJITSU scanner service provider for
repairs to this product.

Do not perform repairs on this scanner.
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