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Thank you for purchasing the color image scanner ScanSnap S1100 (hereinafter referred to
as "the ScanSnap").

This manual explains how to handle and operate the ScanSnap.

Be sure to read this guide and "Getting Started" thoroughly before using the ScanSnap to
ensure correct use.

We hope that this manual will provide you with useful information in order to utilize the
ScanSnap.

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.

Trademarks

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

Word is the product 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, and Adobe Reader are either registered trademarks or
trade names of Adobe Systems Incorporated in the United States and/or other countries.

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

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

Cardiris is a trademark of .R.I.S.

ABBYY and FineReader are trademarks of ABBYY.

Evernote is a registered trademark or trademark of Evernote Corporation.
Google and Google Docs are registered trademarks or trademarks of Google Inc.

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 registered trademarks or 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
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Disclaimer

®Reproducibility of the 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, and

dispose of the original document scanned with the ScanSnap.

Manuals

Read the following manuals as needed when using the ScanSnap.

Manual

Description

Reference Method

ScanSnap S1100
Getting Started

Read this manual before you
start using the product
because it contains important
information about the safe use
of the ScanSnap.

It also explains about the
ScanSnap package contents,
software installation,
connecting the ScanSnap, and
checking the operation.

Included in the package.

ScanSnap S1100
Operator's Guide
(this manual)

Read this manual for
information about basic
operations of the ScanSnap,
software installation, scanning
methods, various settings, and
handling of the ScanSnap.

Select [Start] menu — [All Programs] -
[ScanSnap Manager] = [ScanSnap
Operator's Guide].

Select [Applications] from the sidebar in
Finder, and double-click [ScanSnap] -
[Manual] - [Operator's Guide].
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Manual

Description

Reference Method

Troubleshooting
(installation)

Read this manual when you
failed to install the software or
when the ScanSnap does not
operate normally after
software installation. It
explains about the resolutions
for such troubles.

® Click [Manuals] - [Troubleshooting
(installation)] in the [ScanSnap Setup]
dialog box that appears when you insert
the Setup DVD-ROM into the DVD-ROM
drive.

® Select [Start] menu —=[All Programs] =
[ScanSnap Manager] -
[Troubleshooting (installation)].

® Double-click the [Troubleshooting
(installation)] icon in the [ScanSnap]
window that appears when you insert the
Setup DVD-ROM into the DVD-ROM
drive.

® Select [Applications] from the sidebar in
Finder, and double-click [ScanSnap] =
[Manual] - [Troubleshooting
(installation)].

ScanSnap Organizer
User's Guide

CardMinder User's Guide

Cardiris
GETTING STARTED

ABBYY FineReader for
ScanSnap User's Guide

Scan to Microsoft
SharePoint User Guide

Read these manuals when
using this product for the first
time, or when you need more
information on product
features, dialog boxes/
windows, operating
environment and functions.

Select [Start] menu - [All Programs] -
[ScanSnap Organizer] = [Manual].

Select [Start] menu - [All Programs] -
[CardMinder] = [Manual].

From Finder, select [Applications] and
double-click [Cardiris 3.6 for ScanSnap] =
[User's Manual.pdf].

Select [Start] menu - [All Programs] -
[ABBYY FineReader for ScanSnap(TM)
4.1] = [User's Guide].

Select [Start] menu - [All Programs] -
[KnowledgeLake] = [Scan to Microsoft
SharePoint User Guide].
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Manual

Description

Reference Method

ScanSnap Manager
Help

Read this Help file when
questions or problems
regarding operations (e.g.
when setting items) arise.
This Help file explains about
scanner operations,
operational troubles and their
resolution, dialog boxes/
windows and messages.

Refer to this Help by either of the following
methods:

® Right-click the ScanSnap Manager icon
@ on the taskbar, and then select
[Help] - [Help] from the menu that
appears.
In Windows 7, the ScanSnap Manager
icon @ is displayed in the menu that
appears when you click @ on the
taskbar.

® Click the Help button ( [ ) for
ScanSnap Manager.

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

® Click the [Help] button in each dialog
box.

® Click the ScanSnap Manager icon @ in
the Dock while pressing the [control] key
on the keyboard, and then select [Help]
- [Help] from the menu that appears.

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

® From the menu bar, select [Help] =
[ScanSnap Manager Help].

ScanSnap Organizer
Help

CardMinder Help

Cardiris Help

ABBYY FineReader for
ScanSnap Help

Read these Help files when
questions or problems
regarding operations (e.g.
when setting items) arise.
These Help files explain about
operations, dialog boxes/
windows and messages.

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

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

From the menu bar, select [Help] =
[FineReader for ScanSnap Help].
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B About This Manual

Structure of This Manual

This manual consists of the following:

ScanSnap Overview
This chapter explains about the features, the names and functions of the parts,
system requirements, and basic operations of the ScanSnap.

Installing the Software
This chapter explains about the software bundled with the ScanSnap and how
to install them.

Using the ScanSnap (for Windows Users)/ Using the ScanSnap (for Mac OS
Users)
This chapter explains how to perform a scan, change or save scan settings,
add, change or delete profiles, as well as other various scanner functions.

Troubleshooting
This chapter provides references for resolving troubles such as removing
jammed documents.

Daily Care
This chapter explains about the cleaning materials and how to clean the
ScanSnap.

Appendix
This appendix explains how to update ScanSnap Manager, how to uninstall
the software, about settings that differ by the scanning method, how to
purchase/clean the Carrier Sheet and the ScanSnap installation specifications.

Read this manual in order starting from "ScanSnap Overview" through "Using the
ScanSnap" for a better understanding of ScanSnap operations.
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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 labels indicate the warning
level and statements. The symbols indicating warning levels and their meanings are as
follows.

Indication Description

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

This indication alerts operators to an operation that, if not
strictly observed, may result in safety hazards to personnel or
ACAUTION Y Y y P
damage to the product.

Besides warning indicators, the following symbols are also used in this manual.

Symbol Description

This symbol alerts operators to particularly important information.
Be sure to read this information.

« This symbol alerts operators to helpful advice regarding operations.

This symbol indicates operations using Windows.

This symbol indicates operations using Mac OS.

Arrow Symbols in This Manual

Right-arrow symbols (=) are used to connect icons or menu options you should select in
succession.

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

®Windows screen

Screenshots in this manual are used according to guidelines provided by Microsoft
Corporation.

The screenshots used in this manual are of Windows Vista.

The actual windows and operations may differ depending on the operating system that you
are using.

®Mac OS screen

The screenshots used in this manual are of Mac OS X v10.6.
The actual windows and operations may differ depending on the Mac OS that you are using.

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

If the actual screen differs from the screen examples in this manual, operate by following the
actual displayed screen.
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Abbreviations Used in This Manual

The following abbreviations are used in this manual:

Windows 7

Windows Vista

Windows XP

Windows
Microsoft Office

Word

Excel

PowerPoint

SharePoint

Office Live

Internet Explorer

Windows Live Mail
Windows Mail

Outlook

Outlook Express

: Windows® 7 Starter operating system, English Version

Windows® 7 Home Premium operating system, English Version
Windows® 7 Professional operating system, English Version
Windows® 7 Enterprise operating system, English Version
Windows® 7 Ultimate operating system, English Version

: Windows Vista® Home Basic operating system, English Version

Windows Vista® Home Premium operating system, English Version
Windows Vista® Business operating system, English Version
Windows Vista® Enterprise operating system, English Version
Windows Vista® Ultimate operating system, English Version

: Windows® XP Home Edition operating system, English Version

Windows® XP Professional operating system, English Version

: Windows 7, Windows Vista or Windows XP operating system
: Microsoft® Office

- Microsoft® Word 2010

Microsoft® Office Word 2007
Microsoft® Office Word 2003
Microsoft® Office Word 2002

- Microsoft® Excel® 2010

Microsoft® Office Excel® 2007
Microsoft® Office Excel® 2003
Microsoft® Office Excel® 2002

. Microsoft® PowerPoint® 2010

Microsoft® Office PowerPoint® 2007
Microsoft® Office PowerPoint® 2003
Microsoft® Office PowerPoint® 2002

. Microsoft® SharePoint® Server 2010, English Version

Microsoft® Office SharePoint® Server 2007, English Version
Microsoft® Office SharePoint® Portal Server 2003, English Version
Microsoft® SharePoint® Foundation 2010, English Version
Microsoft® Windows® SharePoint® Services 2.0/3.0, English Version

- Microsoft® Office Live

: Windows® Internet Explorer®

Microsoft® Internet Explorer®

. Windows Live™ Mail
: Microsoft® Windows® Mail

- Microsoft® Outlook® 2010

Microsoft® Office Outlook® 2007
Microsoft® Office Outlook® 2003

: Microsoft® Outlook® Express
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.NET Framework
Entourage

Mac OS

Adobe Acrobat
Adobe Reader

ABBYY FineReader for
ScanSnap

Cardiris
Google Docs
ScanSnap

Carrier Sheet

: Microsoft® .NET Framework
: Microsoft® Entourage®

: Mac OS X v10.6

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

- Adobe® Acrobat®
: Adobe® Reader®

: ABBYY FineReader for ScanSnap™

All the descriptions in this manual assume the usage of ABBYY
FineReader for ScanSnap bundled with the ScanSnap. Unless otherwise
specified, the term ABBYY FineReader for ScanSnap refers to the ABBYY
FineReader for ScanSnap bundled with the ScanSnap.

Note that ABBYY FineReader for ScanSnap may be upgraded without
notice.

If the descriptions differ from the actual displayed screens, refer to ABBYY
FineReader for ScanSnap Help.

: Cardiris™ for ScanSnap
: Google Docs™
: Color image scanner ScanSnap S1100

: ScanSnap Carrier Sheet

10



Contents

Introduction ... e 2
l About This Manual ........... e e e 6
ScanSnap OVervVieW........ i rrc e s e e s e e eens 15
Features of the ScanSNap ... 16
Parts and FUNCLIONS ..o e e e e e 19

I o] o | PSRRI 19

ST o [ 20

B OULPUL GUIAE ..ot 20

System Requirements ..........cccimimmeeecciii s 21

B WINAOWS.... e eeeaaans 21

LY = TR @ 1 T 23

Turning the ScanSnap ON/OFF ... 25
Documents for Scanning ... 27

B Conditions for Documents That Can Be Scanned .................ceeeee 27

B Conditions for Using the Carrier Sheet ..............ccccoiiiiiiiiii 29

How to Load Documents ..........ooceiiciiicrrrcrrre s e e s e 30
Scanning Operation FIOW ... s 32
Installing the Software........ccccooiicci 34
Bundled Software OVerview ... er e e s e eens 35
Installing in Windows ... 36

B How to Install the Software ... 36

B ScanSnap SOftWAre ........ocooiiiiii e 38

B Evernote for WindOWS ........coooiiiiiiiiieeeee e 42

B Scan to Microsoft SharePoint...........c.ooouiiiiiiii e 44

B Trial SOftWaAre ........iieee e 46

11



Contents

Installing in Mac OS ... e e 48
B How to Install the Software ..., 48

B ScanSnap SOftWAre ..........coeiiiiiiee e 49

B Evernote fOr Mac.........cooo o 54

Using the ScanSnap (for Windows Users) .......ccccooeeeiiicncirennnnns 57
ScanSnap Manager Icon and Operations .........ccccccceiiimmreecinienneennnnn. 58
B RIGht-CliCK MENU.......ciiiiiiiieee e 59

B LEeft-ClICK MENU ... 60

How to Perform a Scan ...t s e s e s s s 61
B Preparation.............oi i 61

B Using the QUICK MENU...........oiiiiiiiiiiiiieieeeee e 63

B Without Using the Quick Menu..............oooooiiiiiiiiiiie e, 69

B Stopping the SCaN ... 73

B Finishing ScanSnap Operation ..o 74
Configuring ScanSnap Manager ...........cvcciiiiireeccssesreeens s eeeeennes 75
B Quick Menu Settings ......ccooi i 75

B How to Configure Scan Settings ........cccoeeeiiiiiiiiiiiicceeeee e 78

B Profile Management ... 81

B Automatic Linkage with Applications.............ciiiiiiiiiii e, 90

B ScanSnap's Communication Status............ccccccceeiiiiiiiiei 93

B Showing the Scanning Progress ... 95

X o3 1 o 3 L 97
B Saving Data in a Specified Folder...........cccooooiiiiiiiicieeceeeeeeee 98

B Attaching Files to E-Malil ... 105

B Using the ScanSnap as a Copy Machine............cccoovvviiiiiiiccicceeeennn. 117

B Saving Files to Picture Folder ... 124

B Converting into Word/Excel/PowerPoint Documents................c......... 131

B Storing Business Cards in CardMinder ..............cccccciiiiiiiiiiiiiieeneeeenn. 139

B Saving Data in SharePoint ..., 146

B Saving to RACK2-Filer..........ccooiiiiicee e 155

W Saving Documents to Evernote...........cccceeeiiiiiiiiiiiiiin 162

B Saving Handwritten Notes to Evernote ...............cccccciiiiiiiiiiiiien. 171

B Saving Documents to Google DOCS ..........coooiiiiiiiiiiiiiiieeeeeeeee e 178

Using the ScanSnap in Various Ways .........ccccccccrimmmmmmmccesnncnnnnnns 187
B Scanning Color Documents in Gray or Black & White Mode ............. 187

12



Contents

B Scanning Color Documents in High Compression Mode ................... 189

B Correcting Skewed Character Strings...........cccoeeeeeeiiiiiiiiiccccccceee, 191

Bl Correcting the Orientation of Scanned Images..........ccccccvvvviiceeeennnn. 194

B Scanning Documents Larger Than A4/Letter Size..........ccccccceveennnnn. 197

B Scanning Documents Such as Photographs and Clippings............... 202

B LoNg Page SCanNiNgG........uuuiiiiiiiiiiiiiiieaaeee e 206

B Saving Scanned Images in Multiple PDF Files ..........ccccccoveviin. 208

B Creating Searchable PDF Files...........ccceeiiiiiiiiiiiee, 210

B Automatically Setting Keywords for PDF Files.............ooovviiiiiviieennnn. 213

W Setting Document Open Passwords for PDF Files .............ccccceeennnn. 218

Using the ScanSnap (for Mac OS Users).....ccccccceviecirrenineen. 222
ScanSnap Manager Icon and Operations .........cccccccciiiirieencccierneenns 223
B ScanSnap Manager MenuU ............ooouuviiiiiiiiiiieee e 224

B Profile MENU ........ueeeiei e 226

How to Perform a Scan ... s 227
B Preparation....... ... 227

B Using the QUICK MENU...........ooiiiiiiiiiii e 228

B Without Using the Quick Menu..............ccoooi i, 233

B StopPIiNg the SCAN ........uiiiiiiiii e 237

B Finishing ScanSnap Operation ... 238
Configuring ScanSnap Manager ...........ccmmciiiiinmmmessnnnnnsneasen. 239
B Quick Menu SettingsS ......cooooiiiiie e 239

B How to Configure Scan Settings ..o 242

B Profile Management ... 245

B Automatic Linkage with Applications............cccciiiiiiiiiiii, 255

B Showing the Scanning Progress ..........cccceeeiieeiieeeeiceeeeeee 256

ACLIONS ... e 258
B Saving Data in a Specified Folder..............oooiiiiii 259

B Attaching Files to E-Maiil ..........ooooiiiiiiiiiee e 266

B Using the ScanSnap as a Copy Machine............cccoovviiiiiiiiiccccceeennn. 276

W Converting into Word/Excel Documents ..............ccoovvvvviieivieiicccccenn, 283

Bl Storing Business Cards in Cardiris .........cccceeveeiiieeiiiiieieeeen 291

B Storing Scanned Images in iIPhOtO ... 300

B Saving Documents to Evernote.............ccoooiiiiiiiiiiiieeeee e 305

B Saving Handwritten Notes to Evernote ................ccccciiiiiiiiiiien. 313

B Saving Documents to Google DOCS ........cccceeeeeeeeieiiiiiieeeee, 319

13



Contents

Using the ScanSnap in Various Ways .......ccccccciiiiimmmmncininnsssnsnnenns 328

B Scanning Color Documents in Gray or Black & White Mode ............. 328

W Correcting Skewed Character Strings...........cccceeeeevveeeeeeiiccccceeee, 330

B Correcting the Orientation of Scanned Images............ccccevveeeeeiiiennnn. 333

B Scanning Documents Larger Than Ad/Letter Size............ceeveeevieeee.n. 336

B Scanning Documents Such as Photographs and Clippings............... 341

B Long Page SCanning.........cooooiiiiiiiiiicecceee e 345

B Saving Scanned Images in Multiple PDF Files ..............ovvvviiiceenennnn. 347

H Creating Searchable PDF Files...........coceeiiiiiiiiiiiieeee, 349

B Automatically Setting Keywords for PDF Files............ooovvviiiiiiiciennn. 352
Troubleshooting.......cccoomiiiiiiiciir s 357
Daily Care.......ccciiieeciirriir s e 358
Cleaning Materials ......ccccccoiiiiiiciiiirrcc e e 359
Cleaning the Outside of the ScanSnap ......cccccccoiiimimciiiiiinicccininns 360
Cleaning the Inside of the ScanSnap .......ccccccceeiiiiiiccciiiieeeccnneee 361

72X o 1= 0 T | )G 365
Updating ScanSnap Manager .........cccccccciiiimieecciiiissrssssss s 366

B Updating in WINAOWS .......uuiiiiiiiiiie e 366

B Updating in Mac OS ... 368
Uninstalling the Software ... 370

B Uninstalling in WINAOWS ........ooiiiiiiiiiiie e 370

B Uninstalling in Mac OS ..........ooo e 372

Setting Items With/Without the Quick Menu .............cmnennnnnnneees 376
Purchasing/Cleaning the Carrier Sheet ........ccccccoiimmiciiiiiiicccininns 380

B Purchasing the Carrier Sheet...........cccoooiiiiiiiiii e 380

B Cleaning the Carrier Sheet............oooiiiiiiii e 381

Installation Specifications .........cccoviiiiirccic 382
About Maintenance..........ccvciiimrciircs s 383
INA@X.cnie e 384



ScanSnap Overview

AN NN NN NN

This chapter explains about the features, part names and functions, system requirements, and
basic operations of the ScanSnap.

Featuresofthe ScanSnap........... ... ... ... .. . . . . ... 16
Parts and Functions . . . . ... .. e 19
System Requirements . . ... ... . 21
Turning the ScanSnap ON/OFF. . . ... .. e 25
Documents for Scanning . . . ... .. 27
How to Load Documents . . ... ... 30
Scanning Operation FIOW. . . . . ... e 32

15



Features of the ScanSnap

Features of the ScanSnap

The main features of the ScanSnap are as follows:

®Turn documents into digital data by just pressing the [Scan/Stop] button
By converting paper documents cluttering up your desk into PDF or JPEG files, you can
conveniently view, edit, manage and archive the documents in your computer.

®Speedy scanning
A4 or Letter size documents can be scanned at a speed of 7.5 seconds per page under
the following conditions:
® System requirements

Intel® Core™ 2 Duo 2.2 GHz or higher
Windows 7, Windows Vista or Windows XP operating system

Intel® Core™ 2 Duo 2.4 GHz or higher
Mac OS X v10.6, Mac OS X v10.5 or Mac OS X v10.4

® Scan setting (*)
When [Image quality] is set to [Automatic resolution], [Color mode] to [Auto color
detection], [Compression rate] to [3], and other settings are in default
* 1 - Scanning speed may slow down in [B&W] (black & white) mode depending on the document.
Example: Scanning color brochures in [B&W] mode (converting a color image to black &
white)

- Scanning speed may slow down when [Correct skewed character strings automatically] and/
or [Allow automatic image rotation] is enabled.

®Compact, lightweight and portable
Compact enough to place on your desktop next to your computer, the ScanSnap can be
powered by a single USB cable. This allows you to carry it anywhere with your laptop
and have the flexibility to use it in or outside the office.

®The Quick Menu makes the operation easy even for beginners
The Quick Menu will allow you to start using the ScanSnap right away even if it is your
first time. Simply press the [Scan/Stop] button on the scanner to scan your document,
and then the Quick Menu will appear where you can select the action you want to
perform.

16



Features of the ScanSnap

® Automatically recognize color and black & white documents (Auto color
detection)
The ScanSnap determines the color mode of each document, saves color documents in
color, black & white documents in black & white, and black & white documents with
photos or illustrations in grayscale. This function will optimize your PDF file size.

®Scan documents without specifying paper size (Automatic page size
detection)
Paper size is automatically recognized so that you do not need to change the paper size
setting. The Carrier Sheet (sold separately) allows you to scan documents larger than
Ad/Letter size including photos and clippings.

®Scan various types of documents
The ScanSnap allows you to scan not only paper documents such as standard office
paper, postcards, business cards, photographs or clippings but also plastic cards
(including embossed ones) such as driver’s licences or ID cards.

® Automatically set the resolution by the paper size (Automatic resolution
function)
Documents are scanned at 300 dpi at first, then the image is saved at 300 dpi if the
document length is 148 mm (5.83 in.) or less, and converted to 200 dpi for longer
documents. When linked with a text recognition application (e.g. for scanning business
cards), you can save high resolution image data without having to change the scan
settings.

®Create searchable PDF files
You can create searchable PDF files by performing automatic text recognition for PDF
files after scanning.
You can also perform text recognition on character strings marked by a highlight pen in
black & white documents, and add them as keywords for the PDF file.

O®E-mail or print a scanned image directly from scanning
You can attach the scanned image to an e-mail without needing any additional
application or print it out instead of using a copy machine.

®Compatible with both Windows and Mac OS
You can use the ScanSnap in a manner that best suits your office environment in either
Windows or Mac OS ().

*

: The following functions are not available for Mac OS:
* Color high compression
* Setting passwords for PDF files

®Convert paper documents into Word/Excel/PowerPoint files
Use the bundled "ABBYY FineReader for ScanSnap" to directly convert the scanned
image into a Word/Excel/PowerPoint file.
In Mac OS, only conversion to Word and Excel files is supported.

17



Features of the ScanSnap

®0rganize and manage scanned images by linking with ScanSnap

Organizer

® Setting a keyword (Intelligent Indexing)
Keywords can be set by the following methods:
- Recognize a character string on a page (OCR) and set as a keyword (Zone OCR)
- Set any character string as a keyword
- Set a marked character string as a keyword (Marker Index)
- Drag and drop a keyword from the keyword list (Keyword Addition by Drag&Drop)
The keywords can be viewed in thumbnails. (Keyword Overlay)

® Distributing files by keyword (Automatic Keyword Sort)
Files can also be sorted into folders according to the keyword set for files as a sorting
condition.

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

® Cropping marked sections (Intelligent Cropping)
Selections on a page that are marked with a highlight pen can be cut and pasted
elsewhere to create scrapbooks.

®Easy filing of business cards
Text recognition can be performed on business cards which then can be easily
converted into digital data with the bundled business card application. With CardMinder,
you can create a database which facilitates data search of business cards converted
into digital data.
The bundled business card application is as follows:

CardMinder
Cardiris
®Share documents converted into digital data with others

You can conveniently share documents by saving the scanned image directly in
SharePoint or Office Live.

® Access documents converted into digital data anytime, anywhere
By converting scanned images into digital data and saving them in Evernote or Google
Docs, you can later access them anytime from your computer or smartphone no matter
where you are.

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

18



Parts and Functions

Parts and Functions

This section explains names and functions of the ScanSnap parts.

B Front

Feed guide

Open to use the ScanSnap.
= Opening the feed guide turns on the ScanSnap.

Output guide
For details, refer to "Output Guide" (page 20).

Top cover

Open to remove jammed documents or clean the
inside of the ScanSnap.

For details about how to clean the inside of the
ScanSnap, refer to "Cleaning the Inside of the
ScanSnap" (page 361).

[Scan/Stop] button

Press this button to start or finish scanning.

~ ] It indicates the status of the ScanSnap as follows:
\ J Blue (lit) : Ready

Blue (flashing) : Scanning

Orange (flashing) : Error

Feed guide

You can load the document here after opening it.

Feeding section
Insert the document here to load.

19



Parts and Functions

B Side

Tape seal
Remove this tape seal after installing the software.

USB connector

B Output Guide

Output guide

Open the output guide to eject documents from the
front of the ScanSnap.

Select an ejection method depending on the
document type you are scanning.

For details about the documents that can be
scanned with the ScanSnap, refer to "Documents
for Scanning" (page 27).

When the output guide is closed

20



System Requirements

System Requirements

The system requirements for the ScanSnap are as follows:

B Windows

Operating system Windows 7 Windows Vista (*1) Windows XP (*2)
P g sy (32 bit/64 bit) (32 bit/64 bit) (32 bit)
CPU Intel® Core™ 2 Duo 2.2 GHz or higher recommended
(minimum: Intel® Pentium®4 1.8 GHz)
32 bit: 1 GB or more
Memory 64 bit: 2 GB or more 512 MB or more (1 GB or more recommended)
Display . . .
resolution 800 x 600 pixels or higher (*3)

Disk space required to install the software bundled with the ScanSnap is as follows:
ScanSnap Manager: 480 MB

ScanSnap Organizer: 580 MB

CardMinder: 280 MB

ABBYY FineReader for ScanSnap: 600 MB

Evernote for Windows: 120 MB

Scan to Microsoft SharePoint: 40 MB

USB port (*4) USB2.0/USB1.1

Hard disk space

*1: Service Pack 1 or later required
*2: Service Pack 3 or later required
*3: When the font size is large, some screens may not be displayed properly.
In that case, use a smaller font size.
*4: When using a USB 3.0 port, data is transferred at the same speed as USB 2.0.

.NET Framework 3.5 (SP1) must be installed to use Evernote for Windows.
J ® If NET Framework 3.5 (SP1) is not installed, it will be installed (500 MB free disk space
required) at the same time when ScanSnap Manager or ScanSnap Organizer is installed.

® Do not use the USB port on the keyboard or the monitor to connect the ScanSnap (it may not
function properly).

® Make sure to use a powered hub equipped with an AC adapter if you are using a
commercially available USB hub.

® |f the USB port or the USB hub is USB 1.1, scanning speed will slow down.

® |f the CPU or the memory do not meet the required specifications, scanning speed will slow
down.

® The actual increase in used disk space after installation and the required disk space for
installation may differ from each other depending on your Windows system disk
management.

® A disk space approximately three times larger than the resulting scanned file size is required
when scanning documents.

21



System Requirements

The following shows the estimated file size when scanning one side of a color

document.
File format Compression rate Paper size
PDF 3 A4 (catalog)
Il Hewn ko D woith Buiness Risk
Estimated image data size (KB)
Automatic
Color mode . Normal Better Best Excellent
resolution
Color 413.6 2757 427.7 877.9 3231.1
Gray 367.9 260.5 403.9 746.9 2729.1
B&W 172.4 120.2 174.0 362.0 2048.4
Color high compression 224.3 168.8 240.0 165.3 —
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B Mac OS

® ScanSnap Manager: 670 MB

Operating system (*1) Mac OS X v10.6 (*2) Mac OS X v10.5 (*3) Mac OS X v10.4 (*3)
CPU Intel® Core™ 2 Duo 2.4 GHz or higher recommended
(minimum: Intel® Core™ Duo 1.83 GHz or PowerPC® G5 1.6 GHz)
Memory 1 GB or more 512 MB or more (1 GB or more recommended)
Display resolution 1024 x 768 pixels or higher
Hard disk space Disk space required to install the software bundled with the ScanSnap is as
follows:

® ABBYY FineReader for ScanSnap: 570 MB
® Cardiris: 150 MB
® Evernote for Mac: 55 MB

USB port (*4) USB2.0/USB1.1

*1: It is recommended to apply the latest updates to the Mac OS.
*2: Rosetta must be installed to use Cardiris.

You can install Rosetta from the [Optional Installs] package on the Mac OS installation disc.
*3: Evernote for Mac is not supported for versions earlier than Mac OS X v.10.5.8.
*4: When using a USB 3.0 port, data is transferred at the same speed as USB 2.0.

® Do not use the USB port on the keyboard or the monitor to connect the ScanSnap (it may not

function properly).

® Make sure to use a powered hub equipped with an AC adapter if you are using a

commercially available USB hub.

® |[f the USB port or the USB hub is USB 1.1, scanning speed will slow down.
® |[f the CPU or the memory do not meet the required specifications, scanning speed will slow

down.

® A disk space approximately three times larger than the resulting scanned file size is required

when scanning documents.
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The following shows the estimated file size when scanning one side of a color

document.
File format Compression rate Paper size
PDF 3 A4 (catalog)
Il Heoe ko Dw waith Businsss Risk,
Estimated image data size (KB)
Automatic
Color mode . Normal Better Best Excellent
resolution
Color 413.6 275.7 427.7 877.9 32311
Gray 367.9 260.5 403.9 746.9 2729.1
B&W 172.4 120.2 174.0 362.0 2048.4
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Turning the ScanSnap ON/OFF

This section explains how to turn the ScanSnap ON/OFF.

The ScanSnap is turned ON/OFF in conjunction with the computer. Therefore, you do not
have to worry about turning the power ON/OFF as long as the ScanSnap is connected to a
computer.

®Turning the ScanSnap on
Open the feed guide when the computer is turned on.
The [Scan/Stop] button flashes blue to indicate that the ScanSnap is turned on, and
lights in blue when the ScanSnap is ready to scan.

With some computers, the initialization of the ScanSnap may be performed several
times when the computer is started up.

® Turning the ScanSnap off
Turn off the computer or close the feed guide.
The [Scan/Stop] button switches off when the ScanSnap is turned off.

With some computers, it may take two to three minutes until the light of the [Scan/Stop]
button goes out after the computer is turned off.
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@ScanSnap in sleep mode
When the ScanSnap has not been in operation for one minute while the power is on, it
enters sleep (power saving) mode.
The ScanSnap’s internal light switches off in sleep mode.

26



Documents for Scanning

Documents for Scanning

This section explains about the documents that can be scanned with the ScanSnap.

B Conditions for Documents That Can Be Scanned

Conditions for documents that can be scanned with the ScanSnap are as follows:

Eject method (*1) | With the output guide open With the output guide closed
Standard office paper Standard office paper, postcards, business cards
Paper type Cards conforming to the ISO7810 ID-1 Type

standard (54 x 86 mm)
52.3 to 80 g/m? (14 to 20 Ib) 52.3 to 209.3 g/m? (14 to 56.1 Ib)

Paper weight Plastic cards

0.76 mm (embossed cards are supported)

Width :25.4 to 216 mm (1 to 8.5 in.)
Paper size Length : 25.4 to 360 mm (1 to 14.17 in.)
Maximum size for long page scanning (*2): 216 x 863 (mm) / 8.5 x 34 (in.)

*1: For details about how to eject documents, refer to "Output Guide" (page 20).
*2: Scanning starts when you hold down the [Scan/Stop] button on the ScanSnap for three seconds
or longer.
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Documents for Scanning

® When you scan documents written in pencil, there may be black traces left on them. It is
recommended that you scan such documents by using the Carrier Sheet. Clean the rollers as
often as possible when you scan such documents directly without using a Carrier Sheet
because dirt accumulating on the rollers may cause feeding errors.

For details about how to clean the inside of the ScanSnap, refer to "Cleaning the Inside of

the ScanSnap" (page 361).
® The following types of documents must not be scanned:

- Paper-clipped or stapled documents (remove the paper clips and staples for scanning)

- Documents on which the ink is still wet (wait until the ink dries completely to scan these
documents)

- Documents larger than 216 x 863 (mm) / 8.5 x 34 (in.) (width x length)

- Documents other than paper such as fabric, metal foil and OHP film

® Be aware that picture side of postcards may get damaged when you scan picture postcards.

® Cards that are bent may not be fed properly.

® |If the surface of the card is dirty with grease marks (e.g. fingerprints) and such, perform
scanning after wiping the dirt off.

® Insert the plastic card straight into the feeding section of the ScanSnap. Do not tilt the plastic
card when you insert it because the plastic card may not be fed properly.

® When you scan plastic cards with strong luster, some parts of the image may appear lighter
or darker than the original.
e.g. gold colored credit card

® Insert embossed cards in landscape orientation to achieve better scanning results.

® |f the background color of the card and the color of the embossed characters are similar (e.g.
no gold or silver embossing), it may be difficult for the ScanSnap to recognize embossed
characters. In that case, click the [Option] button in the [Scanning] tab of the ScanSnap setup
dialog box, and select the [Setting for text only document] check box for a possible resolution.

® Scanning the following types of documents without using the Carrier Sheet can result in
documents being damaged or scanned incorrectly. It is recommended that you use the

Carrier Sheet to scan them.

- Documents smaller than 25.4 x 25.4 (mm)/ 1 x 1 (in.) (width x length)

- Documents whose paper weight is less than 52.3 g/m? (17 Ib)

- Documents of non-uniform thickness (e.g. envelopes and paper sheets with attached
materials)

- Wrinkled or curled documents

- Folded or torn documents

- Tracing paper

- Coated paper

- Photographs (photographic paper)

- Perforated or punched documents

- 0Odd shaped documents (not square or rectangular)

- Carbon paper or thermal paper

- Documents with memo papers or sticky notes attached

® Since carbonless paper may contain chemicals that can harm the rollers, take note of the
following when scanning carbonless paper:

- It is recommended that you use the Carrier Sheet to scan such documents.

- Make sure to clean the rollers regularly to maintain the scanner performance when
scanning carbonless paper directly without using the Carrier Sheet. Depending on the
type of carbonless paper, the life span of the scanner may be shortened compared to
scanning standard office paper.
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Documents for Scanning

B Conditions for Using the Carrier Sheet

The Carrier Sheet (sold separately) is a sheet designed to transport documents through the
ScanSnap.

You can scan documents that are larger than A4d/Letter size, photographs and clippings.
Conditions for documents that can be scanned using the optional Carrier Sheet are as follows:

ACAUTION

® Do not use a damaged Carrier Sheet because it may damage or cause the scanner to
malfunction.
® Be careful not to cut your finger on the edge of the Carrier Sheet.

Eject method (*1) | With the output guide closed

Paper type Documents that cannot be fed directly into the ScanSnap

Up to 127 g/m? (up to 34 Ib)
Up to 63.5 g/m? (17 Ib) (when scanning documents folded in half)

Carrier Sheet size (216 x 297 mm)

A3 (297 x 420 mm) (*2)

A4 (210 x 297 mm)

A5 (148 x 210 mm)

A6 (105 x 148 mm)

B4 (257 x 364mm) (*2)

B5 (JIS) (182 x 257 mm)

Paper size B6 (JIS) (128 x 182 mm)

Post card (100 x 148 mm)

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

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

11 x 17 in (279.4 x 431.8 mm) (*2)

Custom size
Width :25.4t0 216 mm (1 to 8.51in.)
Length : 25.4 to 297 mm (1 to 11.69 in.)

Paper weight

*

=N

: For details about how to eject documents, refer to "Output Guide" (page 20).
*2: Fold in half to scan.

® Do not stain, or cut the end with a black & white pattern because the Carrier Sheet will not be
recognized properly.

® Do not place the Carrier Sheet upside down. Otherwise, a paper jam may occur and damage
the Carrier Sheet and the document inside.

® Do not leave your document inside the Carrier Sheet for a long time. Otherwise, the ink on
the document may be transferred onto the Carrier Sheet.

® To avoid deformation, do not use or leave the Carrier Sheet in high temperature places such
as under direct sunlight or near a heating apparatus for a long time.

® Do not fold or pull the Carrier Sheet.

® To avoid deformation, store the Carrier Sheet on a flat surface without any weight on it.

® Paper jams may occur when several small size documents such as photographs and
postcards are placed inside the Carrier Sheet to be scanned at once. It is recommended that
you scan such documents one at a time.
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How to Load Documents

Load a document in the ScanSnap in the following procedure.

For details about documents that can be loaded, refer to "Documents for Scanning" (page
27).

You can only load one document at a time in the ScanSnap.

1 = Open the feed guide of the ScanSnap.

Feed guide

® |[f you want the document to be ejected from the front of the ScanSnap or when there is
¢ not enough space where the document exits the ScanSnap, open the output guide.
For details about documents that can be scanned with the output guide open, refer to
"Documents for Scanning" (page 27).

Output guide

® How the document is ejected differs as below depending on whether the output guide is
open or closed.

With the output guide closed With the output guide open
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How to Load Documents

2. Insert the document straight into the feeding section of the ScanSnap,

with the scanning side facing up.

= The document is pulled in until it is set inside the ScanSnap.

Insert the document by aligning it with the left edge of
the feeding section if you specify a standard size
other than [Automatic detection] which is the default

paper size.

For details about how to change the scan settings, &

refer to the following: L S ’
/

For Windows (- page 78)

For Mac OS (- page 242)
When you perform scanning with the output guide closed, leave enough space at the
back of the ScanSnap to allow the document to be completely ejected. Make sure that
the area where the document exits the scanner is clear of any obstacles. Otherwise,
paper jam may occur.
If you scan the following documents with the output
guide open, a paper jam may occur and damage the
documents. Scan the following documents with the
output guide closed.
- Thick paper (80 g/m? (20 Ib) or heavier)
- Postcards
- Business cards
- Plastic cards
- Carrier Sheet

Output guide
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Scanning Operation Flow

This section explains the flow of operations for scanning documents.
You can scan documents in two different ways. Choose either way depending on your
intended use.

®Using the Quick Menu
With the Quick Menu, even the first time users can easily use each ScanSnap function
by following the instructions on the screen and perform scanning.
After scanning, select an application to link with ScanSnap Manager in the Quick Menu.
For details about how to perform scanning using the Quick Menu, refer to the following:
For Windows (- page 63)
For Mac OS (- page 228)

®Without Using the Quick Menu

You can perform scanning by using predefined scan settings.
Before you perform scanning, select a profile which is already configured with an
application to link with ScanSnap Manager. Documents are scanned according to the
scan settings of the selected profile.
For details about how to perform scanning without using the Quick Menu, refer to the
following:

For Windows (= page 69)

For Mac OS (- page 233)

Specify whether or not to use the Quick Menu by selecting or clearing the [Use Quick Menu]
J check box in the ScanSnap setup dialog box/window.
Display the ScanSnap setup dialog box/window in 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 which appears when
you click [5] on the taskbar.

Click the ScanSnap Manager icon @ in the Dock while pressing the [control] key on the
keyboard, and select [Settings].
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Scanning Operation Flow

Using the Quick Menu Without Using the Quick Menu

N
[ Turn on the ScanSnap.(— page 25)

Select a profile
 Windows) [Macos)

Profile

v §7% standard
Ir b
v ﬁ&andard .
. H Scan to Folder
~ 1| CardMinder
f_] 47 Scan to E-mail

ﬁ Searchable PDF(OCRs during scan) ‘= ScanioPint

Q;J Scan to Folder @ Scan to Word
\ J

. Load a document in the ScanSnap.

You can only load one document at a time.
® Documents for scanning (= page 27)
® How to load documents (= page 30)

. Press the [Scan/Stop] button to start scanning.

. To continue scanning, load the next document
after confirming that the current document has
been ejected. Scanning starts automatically when
the next document is loaded.

The [Scan/Stop] button flashes in blue throughout
the scan.

. Press the [Scan/Stop] button to finish scanning
when scanning is completed.

The selected application starts up. ]
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Installing the Software
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This chapter explains about the software bundled with the ScanSnap and how to install them.

Bundled Software Overview

............................................. 35
Installing in WINdOWS . . . ... 36
Installingin Mac OS . . .. ... 48
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Bundled Software Overview

This section gives an overview of each bundled software and their functions. You can edit,
manage and arrange the scanned image by using the following software:

@ScanSnap Manager
This scanner driver is required to scan documents with the ScanSnap. The scanned
image can be saved as a PDF or JPEG file.

@ScanSnap Organizer
You can use this application to display image data (PDF or JPEG files) without opening
them, create folders and arrange files as you like.

®CardMinder
You can use this application to efficiently digitalize a large number of business cards.
Text recognition can be performed on business cards and you can create a database to
facilitate card data management and searches.

®Cardiris
You can use this application to efficiently digitalize a large number of business cards by
performing text recognition on them.

®ABBYY FineReader for ScanSnap
This application can perform text recognition on the scanned images using OCR
(Optical Character Recognition) and convert the image data to Word, Excel or
PowerPoint files that can be edited.
In Mac OS, only conversion to Word and Excel files is supported.

®Evernote for Windows | Evernote for Mac
You can easily save files in Evernote using the ScanSnap.

®Scan to Microsoft SharePoint
You can easily save files in SharePoint and Office Live using the ScanSnap.

®Rack2-Filer V5.0 Trial Version
This application provides integrated management of digitalized paper documents
(electronic documents) and digital data created with computer, as if you are filing paper
documents in actual binders.
For details about the languages supported in Rack2-Filer, refer to Rack2-Filer
"Readme".
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Installing in Windows

This section explains how to install the software in Windows.

B How to Install the Software

When you insert the Setup DVD-ROM into the DVD-ROM drive on your computer, the
[ScanSnap Setup] dialog box appears.

ST,

& ScanSnap Setup =] & =]

caNSnNap Scansnap

Color magse Scannar

ST

Readme Welcome to the ScanSnap Setup.

Thank you for choosing the ScanSnap.

Install Products The following software can be installed:
- ScanSnap Manager

- ScanSnap Organizer
- CardMinder

Manuals - ABBYY FineReader for ScanSnap

- Evernote
- Scan to Microsoft SharePoint

Browse DYD Contents

Trial Software

X Exit

When you have a problem with
installation, refer to [Troubleshooting
(installation}] from [Manuals].

—

Contact Us

The functions of each button in the [ScanSnap Setup] dialog box are as follows.

Button

Function

Readme

Displays the [Readme] dialog box where you can refer to the Readme file of
each software.

Install Products

Displays the [Install Products] dialog box from which you can install the
following software:
® [ScanSnap] button
- ScanSnap Manager
- ScanSnap Organizer
- CardMinder
- ABBYY FineReader for ScanSnap
® [Evernote] button
- Evernote for Windows
® [Scan to Microsoft SharePoint] button
- Scan to Microsoft SharePoint

Manuals

Displays the [Manuals] dialog box where you can refer to the software manuals
including "Troubleshooting (installation)".

Browse DVD Contents

Opens Windows Explorer to display the files from the DVD-ROM.
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Installing in Windows

Button

Function

Contact Us

Displays contact information for customer support.

Trial Software

Displays the [Trial Software] dialog box from which you can install the trial
version software.
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Installing in Windows

B ScanSnap Software

Install the following software:
® ScanSnap Manager
® ScanSnap Organizer
® CardMinder
® ABBYY FineReader for ScanSnap

The procedure is as follows.

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 Setup DVD-ROM via Windows Explorer.

3. Click the [Install Products] button.

& ScanSnap Setup =] & =]

Scansnap Scansnap

olor meagse Scannar

ST

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

Install Products The following software can be installed:
- ScanSnap Manager

- ScanSnap Organizer
- CardMinder
Manuals - ABBYY FineReader for ScanSnap
- Evernote
- Scan to Microsoft SharePoint

Browse DYD Contents

When you have a problem with
installation, refer to [Troubleshooting
(installation}] from [Manuals].

Contact Us

Trial Software

= The [Install Products] dialog box appears.
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Installing in Windows

4. Click the [ScanSnap] button.

& Install Praducts ol = (==

Scansnap Scansnap

Color magse Scannar

ST

Evernote

Scan to
Microsoft SharePoint

b Setup Menu =

= The [ScanSnap] dialog box appears, displaying the [Welcome to the InstallShield
Wizard for ScanSnap] screen.

5. Click the [Next] button.

= The [Select Features] screen appears.

6. Confirm that all check boxes are selected, and click the [Next] button.

[ ScanSnap @ ]

Select Features ‘ ]
Select the options you want to install |

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

ScanSnap Manager [ ME]
ScanSnap Organizer [ MB]
Cardinder [ ME]
ABBYY FineReader for ScanSnap [ ME]

[ selectan | [ Cearsn |

< Back ‘ Mest » ])[ Cancel ]

® The software will not be installed unless the check box is selected.
® Note that you must install ScanSnap Manager. Also, it is recommended to install all
software in order to utilize the features of the ScanSnap.
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Installing in Windows

= The [Choose Destination Location] screen appears.

7. Confirm the destination folder, and then click the [Next] button.

= A confirmation about accepting the license agreement appears.

8. Read the "END-USER LICENSE AGREEMENT FOR ScanSnap", select [I

accept the terms of the license agreement], and then click the [Next]
button.

Depending on the number of the installed software, this step may be required more than

V once.

= The [Start Copying Files] screen appears.

9. Confirm the settings, and then click the [Next] button.

= Installation starts. When the installation is complete, the [ScanSnap S1100 How to
load a document (1/2)] screen appears.

1 O.Read the instructions, and click the [Next] button.

ScanSnap

ScanSnap 51100 How to load a document [1/2]) e
Load the document in the ScanSnap in the following procedure,

1. Dpen the feed guide of the ScanSnap. 1 %

//
P
T
Sl

i
e
¥ !

2. Load a document in the ScanSnap with itz front side facing up. 2 e
T2
A h
3. Press the [Scan] button, 8 \

@

«To scan a double-sided document: oy
4. Turn over the document and load it in the ScanSnap. 14
[Scanning will start automatically. ]

;\
, 74
e

= The [ScanSnap S1100 How to load a document (2/2)] screen appears.
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Installing in Windows

1 1 .Read the instructions, and click the [Next] button.

ScanSnap

ScanSnap 51100 How to load a document [2/2]) .
Load the document in the ScanSnap in the following procedure, |

<To zcan multiple documents> 5
5. Load the next document in the ScanSnap with its front side facing iy
up. ’WS

P 6‘*\

[Scanning will start automatically. ] y;

E. If there iz an image on the back side, tun over the document and .
load it in the ScanSnap. -?N

[Scanning will start automatically. ]

: . G _ 7
7. When all documents are scanned, either click the [Finish Scanning]
button or press the [Stop] button on the ScanSnap.

| < Back ‘ Mext > |) Cancel

—

= The [InstallShield Wizard Complete] screen appears.

12.click the [Finish] button.

1 3.Remove the Setup DVD-ROM from the DVD-ROM drive.

If the installation is not successfully completed, select [Manuals] = [Troubleshooting
(installation)] in the [ScanSnap Setup] dialog box and refer to Troubleshooting (installation).
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B Evernote for Windows

Install Evernote for Windows in the following procedure.

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 Setup DVD-ROM via Windows Explorer.

3. Click the [Install Products] button.

& ScanSnap Setup

Scansnap

Color mege Scanmer

Readme
Manuals
Browse DYD Contents
Contact Us

Trial Software

X Exit

Scansnap

Color magse Scannar

ST

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

The following software can be installed:
- ScanSnap Manager
- ScanSnap Organizer
- CardMinder
- ABBYY FineReader for ScanSnap
- Evernote
- §can to Microsoft SharePoint

When you have a problem with

installation, refer to [Troubleshooting
(installation}] from [Manuals].

—

= The [Install Products] dialog box appears.
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4. Click the [Evernote] button.

& Install Products =] & =]

Scansnap Scansnap

Color magse Scannar

ST

Evernote

Scan to
Microsoft SharePoint

b Setup Menu =

= |nstallation starts.

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

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

notification is displayed.

7. Remove the Setup DVD-ROM from the DVD-ROM drive.
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B Scan to Microsoft SharePoint

Install Scan to Microsoft SharePoint in the following procedure.

For details about system requirements and notes on installation, refer to "Readme" of Scan to
M Microsoft SharePoint. Click the [Readme] button in the [Scan to Microsoft SharePoint] dialog
box to open the Readme file.

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 Setup DVD-ROM via Windows Explorer.

3. Click the [Install Products] button.

& ScanSnap Setup =] & =]

Scansnap Scansnap

Color magse Scannar

ST

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

Install Products The following software can be installed:
- ScanSnap Manager

- ScanSnap Organizer
- CardMinder
Manuals - ABBYY FineReader for ScanSnap
- Evernote
- Scan to Microsoft SharePoint

Browse DYD Contents

When you have a problem with
installation, refer to [Troubleshooting
(installation}] from [Manuals].

Contact Us

Trial Software Q
X Esit =

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

& Install Products =] & =]

Scansnap Scansnap

Color magse Scannar

ST

Evernote

Scan to
Microsoft SharePoint

b Setup Menu =

= |nstallation starts.

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

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

notification is displayed.

7. Remove the Setup DVD-ROM from the DVD-ROM drive.

For details about how to use Scan to Microsoft SharePoint, refer to the Scan to Microsoft
M SharePoint User Guide. Click the [Scan to Microsoft SharePoint] button in the [Manuals] dialog
box to open the Scan to Microsoft SharePoint User Guide.
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B Trial Software

Install the trial versions of the software in the following procedure.

For details about system requirements and installation, refer to "Readme" of the trial version
M software. Click on the name of the software in the [Trial Software] dialog box, then click the
[Readme] button to open the Readme file.

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 Setup DVD-ROM via Windows Explorer.

3. Click the [Trial Software] button.

& ScanSnap Setup =] & =]

Scansnap Scansnap

Color magse Scannar

ST

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

Install Products The following software can be installed:
- ScanSnap Manager

- ScanSnap Organizer
- CardMinder
Manuals - ABBYY FineReader for ScanSnap
- Evernote
- Scan to Microsoft SharePoint

Browse DYD Contents

When you have a problem with
installation, refer to [Troubleshooting
(installation}] from [Manuals].

Contact Us

Trial Software Q
X Esit =

= The [Trial Software] dialog box appears.
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4. Click the button of the trial software you want to install.

4 Trial Software Eﬁ@

Scansnag, -
ESA2N3P Trial Software

Rack2-Filer Select a trial software.

ABBYY

[PIEF RISy * Read the conditions of use for each

software carefully. You may use the trial
software only when you have fully agreed to
the conditions of use. Mote that we cannot
provide any support or guarantee regarding
these trial version software. For information
about the products and how to purchase
them, please check the website of the
manufacturer and contact them directly.

o Setup Menu

= The setup dialog box of the trial software appears (e.g. [Rack2-Filer Setup]).

5. Click the [Install Product] button.

= |nstallation starts.

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

7. Click the [Finish] button when the "InstallShield Wizard Complete"
notification is displayed.

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

For details about how to use trial versions of the software, refer to the software manual. Click
M the [Manuals] button in the setup dialog box of the trial software to open the manual.
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Installing in Mac OS

This section explains how to install software in Mac OS.

B How to Install the Software

When you insert the Setup DVD-ROM into the DVD-ROM drive on your computer, the
[ScanSnap] window appears.

Aanm ‘5 ScanSnap r—
X 6 items, 81.2 MB available ——
~
Cofor mags Sr;s;r?ru?r“‘
¢ K4
ScanSnap Evernote

L _ e

“m PDF
Readme Troubleshooting
(installation)
— "

PDF

Operator's Guide

The functions of each icon in the [ScanSnap] window are as follows.

Icon Function

ScanSnap Installs the following software:
® ScanSnap Manager
® ABBYY FineReader for ScanSnap

® Cardiris
Evernote Installs Evernote.
Readme Displays the Readme file.

Troubleshooting (installation) | Displays "Troubleshooting (installation)".

Operator's Guide Displays this manual.
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B ScanSnap Software

Install the following software:
® ScanSnap Manager
® ABBYY FineReader for ScanSnap
® Cardiris

The procedure is as follows.

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

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

= The [ScanSnap] window appears.

3. Double-click the [ScanSnap] icon.

Aanm ‘5 ScanSnap r—
X 6 items, 81.2 MB available ——
~
Cofor mags Sr;s;r?ru?r“‘
¢ K4
ScanSnap Evernote
5 e
“a PDF
Readme Troubleshooting
(installation)
— "

PDF

Operator's Guide

= A confirmation message appears to proceed with the installation.
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4. Click the [Continue] button.

This package will run a program to
determine if the software can be installed.

=

To keep your computer secure, you should only run
programs or install software from a trusted source. If
you're not sure about this software's source, click
Cancel to stop the program and the installation.

= The [Install ScanSnap] window appears, displaying the [Welcome to the ScanSnap
Installer] screen.

5. Click the [Continue] button.

= The [Important Information] screen appears.

6. Read [Important Information], and then click the [Continue] button.

= The [Software License Agreement] screen appears.

7. Read the "END-USER LICENSE AGREEMENT FOR ScanSnap", and click
the [Continue] button.

= A confirmation about accepting the license agreement appears.

8. To accept the license 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.

( Read License ( Disagree \( Agree \

= The [Standard Install on "disk name"] screen appears.
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9. Click the [Install] button.

anm . Install ScanSnap

Standard Install on *

& Introduction

@ Read Me This will take CB of space on your computer.
© License Click Install to perform a standard installation of
© Destination Select | this software on the disk " !

©/Installation Type

@ Installatiop,

document 1

® ScanSaan SO0
Haw to load a
docirmgnt 2

Sumrmany

( Change Install Location... )

. Y '8 Y (4 3\
(" Customize ) | GoBack ([ Install )

® To install only ScanSnap Manager, clear the [ABBYY FineReader for ScanSnap] and
¢ [Cardiris] checkboxes in the [Custom install on "disk name"] screen which is displayed
by clicking the [Customize] button.
® ABBYY FineReader for ScanSnap or Cardiris cannot be installed on its own.

= Installation starts.
= The [Cardiris 3.6 for ScanSnap] window appears, displaying the [License] screen.

1 O.Scroll down and read the "License" to the end, and then click the

[Continue] button.

= A confirmation message appears.

11 .Click the [Agree] button.

= The [Select Destination] screen appears.
= By default, Cardiris is installed in the Applications folder.

12.click the [Continue] button.

= The [Installation Type] screen appears.

1 3.Confirm that [Easy Install] is specified in the [Installation Type] pop-up

menu.
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14 ..click the [Install] button.

= Installation starts.
= The [Finish Up] screen appears.

15.click the [Quit] button.

= The [Startup item registration] window appears.

16.click the [OK] button.

Note that the [Startup item registration] window will close automatically after a certain

M period of time elapses without operation.

= The [ScanSnap S1100 How to load a document 1] screen appears.

1 7.Read the instructions and click the [Continue] button.

800 s Install ScanSnap

ScanSnap 51100 How to load a document 1

& Introduction
© Read Me 1. Open the feed guide of the ScanSnap. 1
O License

: . | 2. Load a document in the ScanSnap with
© Destination Select its front side facing up.

) d

3

&Installation Type
3. Press the [Scan] button.
£ Installation

12} Sc_anSnap 51100 <To scan a double-sided document:> . y
How to load a 4, Turn over the document and load it in 3/

. document 1 the ScanSnap. :

® SaRSaARS kA (Scanning will start automatically.) 4 /}%
Haw to load a x eﬁ‘%
doclment 2

® Sumntany

" Go Back | Continue )
y

= The [ScanSnap S1100 How to load a document 2] screen appears.
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1 8.Read the instructions and click the [Continue] button.

800 - Install ScanSnap.
ScanSnap 51100 How to load a document 2
© Introduction <To scan multiple documents>
© Read Me 5. Load the next document in the 5
. ScanSnap with its front side facing up. %
2 Lacerls._g - (Scanning will start automatically.) ?’3
€ Destination Select
B_-ihstallation T
e 6. If there is an image on the back side, 8
O Installations turn over the document and load it in ";gé’%
‘6 ScanSnap 51100 the ScanSnap. ’f‘/“)
How:to.load.a . (Scanning will start automatically.)
~ document 1 7
| 7.When all documents are scanned, :
© ICANENARSLL00: either click the [Finish Scanning]
How to load a button or press the [Stop] button on / ".,
document 2 the ScanSnap.
@ Sumniamng

( Go Back \I‘( Continue \’
£

= The message "The installation was successfully." appears on the screen.

19.click the [Close] button.

20.Remove the Setup DVD-ROM from the DVD-ROM drive.
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B Evernote for Mac

Install Evernote for Mac in the following procedure.

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

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

= The [ScanSnap] window appears.

3. Double-click the [Evernote] icon.

Aanm ‘5 ScanSnap r—
X 6 items, 81.2 MB available ——
~
Cofor mags Sr;s;r?ru?r“‘
¢ K4
ScanSnap Evernote
5 e
“a PDF
Readme Troubleshooting
(installation)
— "

PDF

Operator's Guide

= A confirmation about accepting the license agreement appears.
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4. To accept the license agreement, click the [Accept] button.

Evernote

| IMPORTANT - Read this
License Agreement carefully
befare clicking on the Evernote Corporation
“Agree” button. By clicking @
on the "Agree” button, you SOFTWARE LICENSE AND SERVICE AGREEMENT
agree to be bound by the
terms of the License Welcome to Evernote Corporation ("WE”" or "Evernote Corporation”). We
Agreement. provide the software (the "Software”) and services (the "Services”)
available at our Web site (the "Site”) httpfwww.evernote.com or hitp:f
preview.evernote.com to YOU ("you" or "Licensee”).

The Software you seek to download and/or install is licensed only on the
condition that YOU agree with Evernote Corporation to be legally bound
by this Software License and Service Agreement ("Agreement”) which
sets forth the terms and conditions upon which the parties agree as they
pertain to the licensing of Evernote Software and usage of Evernote
Services. Please read them carefully before using this Software and
Services. Should you have any questions concerning this Agreement,
please contact Evernote Corporation via e-mail at

compliance @evernote.com.

IF YOU AGREE TO BE BOUND BY THE TERMS OF THIS AGREEMENT, .
CLICK ON THE "ACCEPT" BUTTON AT THE BOTTOM OF THIS PAGE

AT AN IS TIAC TIIC CACTIAADIC AN | D CUSIAKI ST ARIC DY

(" Print ) [ save... ) ( Reject ‘ Accept :>

= A window to start installing Evernote for Mac appears.

5. Drag the [Evernote] icon onto the [Applications] icon.

fane |_| Evernote Y
| 2 2 items, O KB available e |

MAC

~
Tao install Evernote, drag the icon
to your Applications folder. F
Evernote i throw aw h Applications

= Evernote for Mac is copied into the [Applications] folder.

6. When the copying is finished, drag the Evernote icon on the desktop into
the Trash.
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7. Remove the Setup DVD-ROM from the DVD-ROM drive.

If the installation is not successfully completed, select [Troubleshooting (installation)] in the
[ScanSnap] window and refer to Troubleshooting (installation).

8. Prepare for the linkage with Evernote.

Start up Evernote and create a new Notebook.
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AN NN NN NN

This chapter explains how to perform scanning, configure scan settings, add, change or
delete profiles, as well as various scanner functions and uses.

ScanSnap Manager lconand Operations . .. ........ ... .. ... 58
How to Performa Scan . ... ... ... . 61
Configuring ScanSnap Manager . . ... e 75
ACHONS . . o 97
Using the ScanSnap in Various Ways . . . . ... .. . i 187
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ScanSnap Manager Icon and Operations

All operations on the ScanSnap are managed by ScanSnap Manager.

The ScanSnap Manager icon automatically appears on the taskbar when Windows starts up.
The ScanSnap Manager icon indicates whether or not ScanSnap Manager is successfully
communicating with the ScanSnap. The appearance of the icon changes according to the
communication status as shown below.

Status ScanSnap Manager icon

-
Communicating @
Not communicating e

A menu is displayed when you click the ScanSnap Manager icon.

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

J you click B on the taskbar.

To have the ScanSnap Manager icon @ always displayed on the taskbar, drag the icon @} and
drop it onto the taskbar.

-
/2010
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B Right-Click Menu

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

Scan

Scan Button Settings..,

Profile Management...
Show scanning results
Help b

Exit

I Right-cick

Item Function
Scan Starts scanning. Follows the settings configured in [Scan Button Settings].
Scan Button Settings Displays the ScanSnap setup dialog box.

You can configure the scan settings in this dialog box.
= "How to Configure Scan Settings" (page 78)

Profile Management Displays the [ScanSnap Manager - Profile Management] dialog box.

You cannot select [Profile Management] when the [Use Quick Menu] check
box is selected in the ScanSnap setup dialog box.

= "Profile Management" (page 81)

Show scanning results After scanning is completed, a message appears to inform you whether blank
pages are removed or the image is rotated.

ScanSnap Manager (=3

f . 1 Scan results are as follows
0 Blank page removal : Mo
Image Rotation : No

Help Displays the following menu:
® Help
Opens the ScanSnap Manager Help.
® Troubleshooting
Displays [Troubleshooting] in the ScanSnap Manager Help.
® ScanSnap Portal Site
Opens the ScanSnap global homepage (http://scansnap.fujitsu.com)
® About ScanSnap Manager
Displays the [Version Information] dialog box.
® Preferences
Displays the [ScanSnap Manager - Preferences] dialog box.
® Online Update
Displays the [ScanSnap Manager - Online Update] dialog box (page 366).

Exit Exits ScanSnap Manager.
= "Finishing ScanSnap Operation" (page 74)
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B Left-Click Menu

This menu appears when you click the ScanSnap Manager icon @
Available profiles are shown in the Left-Click Menu.

Profile
T ‘LJ:?%J Standard
m CardMinder
‘Lzzi:f‘ Searchable PDF{OCRs during scan)
3 | Scan to Folder
-"'é/ Scan to E-mail
"a_ Scan to Print
k‘%'_:l ABBYY Scan to Word
E.%AEEW Scan to Excel
E_%—]AEEYY Scan to PowerPoint(R)

" q Rack2-Filer

E Scan to Evernote (Mote)
E\ Scan to Evernote (Document)

@Scan te Google Docs(TM)

il refteliok

Left-Click Menu example

Select a profile in the Left-Click Menu before you perform scanning. Documents are scanned
according to the scan settings of the profile you select.

For details about how to add, change or delete profiles, refer to "Profile Management" (page
81).

® To enable the Left-Click Menu, clear the [Use Quick Menu] check box in the ScanSnap setup
¢ dialog box. The Left-Click Menu does not appear when this check box is selected.
® Profiles configured for the following scanner models will be carried over to ScanSnap S1100
if the computer is the same:
- ScanSnap S1500/S1500M
- ScanSnap S1300
- ScanSnap S510
- ScanSnap S500
- ScanSnap S300
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How to Perform a Scan

This section explains how to perform scanning with the ScanSnap.

B Preparation

1 = Turn on the computer.

= The ScanSnap Manager icon @ appears on the taskbar when Windows starts up.

® If the ScanSnap Manager icon @ is not displayed, select [Start] menu - [All Pro-
¢ grams] = [ScanSnap Manager] = [ScanSnap Manager] to start up ScanSnap Man-
ager. Normally, ScanSnap Manager is registered under [Startup] when installed so its
icon @ is displayed on the taskbar when Windows starts.
® \When ScanSnap Manager is not registered under [Startup], register ScanSnap Man-
ager in the following procedure:
1. Select [Help] = [Preferences] in the Right-Click Menu.
= [ScanSnap Manager - Preferences] dialog box appears.
2. In the [Auto Startup] tab, select the [Start up ScanSnap Manager when you log on]
check box.
® In Windows 7, the ScanSnap Manager icon @ is displayed in the menu which appears
when you click B on the taskbar.
For details about how to display the ScanSnap Manager icon @ on the taskbar, refer
to "ScanSnap Manager Icon and Operations" (page 58).

2. Open the feed guide of the ScanSnap to turn the power on.

Feed guide

= The ScanSnap Manager icon changes from @ to @

There may be a slight delay before the ScanSnap Manager icon changes to @ depending
V on your computer's performance, operating environment and load such as when multiple
programs are running at the same time.
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There are two ways to perform scanning, either with the Quick Menu or without using the
Quick Menu. For details, refer to the following:

® Using the Quick Menu (= page 63)

® WVithout Using the Quick Menu (- page 69)
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B Using the Quick Menu

The following explains the procedure for scanning by using the Quick Menu.

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).

= The ScanSnap setup dialog box appears.

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

(2=
Scansnap
Cofor mage Scarnmnaer
| Recommended | Small File ] | High Quality ] | Custamize ]
| Detail | | OK || cancel || Apply |
3. Click one of the profile buttons.
(2=
Scansnap
Cofor mage Scarnmnaer
[¥]Use Quick Menu
G Recommended | | Small File ] | High Quality ] | Custamize ]
| Detail | | OK || cancel || Apply |

Profile Button

Profile Button

Description

[Recommended] button

Settings are [Automatic resolution] for [Image quality] in the [Scanning]
tab in the ScanSnap setup dialog box and default for other settings.

It is recommended that you select this button when you want to scan
documents in optimum quality suitable for the paper size of the
document.

[Small File] button

Settings are [Normal] (Color/Gray: 150 dpi, B&W: 300 dpi) for [Image
quality] in the [Scanning] tab in the ScanSnap setup dialog box and
default for other settings.

It is recommended that you select this button when you want to reduce
the file size.

[High Quality] button

Settings are [Best] (Color/Gray: 300 dpi, B&W: 600 dpi) for [Image
quality] in the [Scanning] tab in the ScanSnap setup dialog box and
default for other settings.

It is recommended that you select this button when you want to scan
documents in high quality.
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Profile Button Description

[Customize] button Default settings are the same as the [Recommended] settings.
Scan settings can be changed depending on your scanning purpose.

® The [Recommended] button is selected in default.

M ® For details about the default settings when using the Quick Menu, refer to the
ScanSnap Manager Help.
® You cannot change the settings for the [Recommended], [Small File], and [High Quality]
buttons. If you change any of these settings, the profile automatically switches to [Cus-
tomizel].
For details about how to change scan settings, refer to "How to Configure Scan
Settings" (page 78).

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

5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

You can also start scanning from the Right-Click Menu.
M For more details, refer to "Right-Click Menu" (page 59).

® Do not connect or disconnect the ScanSnap and other USB devices during scanning.
® Do not close the feed guide during scanning.
® Do not switch users during scanning. Doing so will cancel scanning.

= The [ScanSnap Manager - Image scanning and file saving] dialog box appears.

ScanSnap Manager - Image scanning and file saving @
F‘-‘ L
|:I. Scannlng Image...
Quick Menu(Recommended)
Application: -
Image quality: Automatic reselution
Color mode: Auto color detection
Scanning side: Simplex Scan
File format: PDF (Compression rate:3 )
Paper size: Automatic detection
Other: Skip blank page, Rotation
Saved: 0 pages ( 0 sheets)
7 [ Stop ]
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= After the scanning has completed, the [ScanSnap Manager - Image scanning and
file saving] dialog box then shows a new message indicating that the ScanSnap is
ready for the next scan.

ScanSnap Manager - Image scanning and file saving IEI

-
L'._ Load the next document.

L]
Scanning will start automatically. ‘ , J '
.

N
I Tosavetheimage and exit ir

Click the [Finish Scanning] button or press the [Stop]
butten on the ScanSnap.

Saved: 1 pages ( 1 sheets) IIIIII

o [ Finish Scanning

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
M starts automatically when a document is loaded.

7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.
= The Quick Menu appears.

® You can also finish scanning by clicking the [Finish Scanning] button in the [ScanSnap

M Manager - Image scanning and file saving] dialog box.
® The [Scan/Stop] button on the ScanSnap flashes in blue during the scan.
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8. In the Quick Menu, click the icon of the application to link with ScanSnap

Manager.

Scansnap

4 Page 1/1 ’

[ . ,,, > T
RN

Scan to ScanSnap Scanto Scan to Folder Scan to E-mail Scan to Print Scanto
Organizer CardMinder Rack2-Filer

5 ¢ e

Scanto Evernote  Scanto Evernote  Scanto Google Scan to Word Scan to Excel Scanto
(Document) (Mote) Docs(TM) PowerPoint(R)

Scan to Scan to Picture

SharePoint Folder
\s J

(%) Show Details Applications to Show/Hide 3%

= The selected application is started.

® To specify which applications to display/hide in the Quick Menu, or change the display
M order of the applications, refer to "Quick Menu Settings" (page 75).
® To select an application to link with ScanSnap Manager before scanning, refer to "With-
out Using the Quick Menu" (page 69).
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Application Description

e Scan to ScanSnap Displays the [ScanSnap Organizer] dialog box.

\J W Organizer (*1) Scanned image is saved in a folder specified in ScanSnap Organizer.
For details about how to operate ScanSnap Organizer, refer to the

ScanSnap Organizer User's Guide.

_ Scan to CardMinder (*2) Displays the [CardMinder] dialog box.
m Scanned image is stored in CardMinder.
For details about how to continue the process after you select this
item, refer to "Storing Business Cards in CardMinder" (page 139).

Scan to Folder Displays the [Scan to Folder] dialog box.
Indicates the destination folder for saving the scanned image.
' For details about how to continue the process after you select this
item, refer to "Saving Data in a Specified Folder" (page 98).

Scan to E-mail Displays the [Scan to E-mail] dialog box.
~”‘/3,,/ Scanned image is attached to an e-mail message.
5 For details about how to continue the process after you select this

item, refer to "Attaching Files to E-Mail" (page 105).

3 Scan to Print Displays the [Scan to Print] dialog box.
i . .
14;;&; Scanned image can be printed.

For details about how to continue the process after you select this
item, refer to "Using the ScanSnap as a Copy Machine" (page 117).

ﬁ Scan to Rack2-Filer (*3) Scanned image is saved as a PDF file in a Rack2-Filer binder.
Ll For details about how to continue the process after you select this
item, refer to "Saving to Rack2-Filer" (page 155).

Scan to Evernote Scanned image is saved as a PDF file in Evernote.
(Document) (*4) For details about how to continue the process after you select this
item, refer to "Saving Documents to Evernote" (page 162).

Scan to Evernote (Note) Scanned image is saved as a JPEG file in Evernote.
(*4) For details about how to continue the process after you select this
item, refer to "Saving Handwritten Notes to Evernote" (page 171).

Scan to Google Docs(TM) | Scanned image is saved as a PDF file in Google Docs.
(*5) For details about how to continue the process after you select this
item, refer to "Saving Documents to Google Docs" (page 178).

Scan to Word (*6) Text recognition is performed on the scanned image which is then
converted to a Word file.

For details about how to continue the process after you select this
item, refer to "Converting into Word/Excel/PowerPoint Documents"

(page 131).
Scan to Excel (*6) Text recognition is performed on the scanned image which is then
E%_ﬁ] converted to an Excel file.

For details about how to continue the process after you select this
item, refer to "Converting into Word/Excel/PowerPoint Documents"

(page 131).
Scan to PowerPoint(R) Text recognition is performed on the scanned image which is then
jl (*6) converted to a PowerPoint file.

For details about how to continue the process after you select this
item, refer to "Converting into Word/Excel/PowerPoint Documents"
(page 131).
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Application Description

Scan to SharePoint (*7) Scanned image is saved in SharePoint or Office Live.

For details about how to continue the process after you select this
item, refer to "Saving Data in SharePoint" (page 146).

Scan to Picture Folder Displays the [Scan to Picture Folder] dialog box.

Scanned image is saved as a JPEG file in the pictures folder.
For details about how to continue the process after you select this
item, refer to "Saving Files to Picture Folder" (page 124).

*1:
*2:
*3:

*4:
*5:

*6:
*7:

/

Displayed when ScanSnap Organizer is installed.

Displayed when CardMinder is installed.

Displayed when Rack2-Filer trial version (bundled with the ScanSnap) or Rack2-Filer (V5.0 or
later recommended/bundled model or sold separately) is installed.

Displayed when Evernote for Windows 3.5 or later is installed.

Displayed when .NET Framework 3.0 is installed.

Note that .NET Framework 3.0 is also included in .NET Framework 3.5 (SP1 or later). It is
recommended that you use .NET Framework 3.5 (SP1 or later) by updating Windows.

Even if NET Framework 4 or later is already installed, you need to install .NET Framework 3.0
separately because .NET Framework 3.0 is not included in .NET Framework 4.0 or later
version.

Displayed when ABBYY FineReader for ScanSnap is installed.

Displayed when Scan to Microsoft SharePoint is installed.

® The output image may slightly differ from the original document in size.

® \When ScanSnap Organizer, CardMinder, Rack2-Filer trial version (bundled with the
ScanSnap), or Rack2-Filer (V5.0 or later recommended/bundled model or sold sepa-
rately) becomes active (with the application's dialog box brought to front and selected
on taskbar), performing a scan by pressing the [Scan/Stop] button on the ScanSnap
automatically starts the linkage between Scansnap Manager and the active application.
For details about automatic linkage, refer to "Automatic Linkage with Applications"
(page 90).

® You cannot start scanning when the Quick Menu is displayed. Either select an icon from
the Quick Menu and finish the process, or close the Quick Menu before you perform the
next scan.

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

The following explains the procedure for scanning without using the Quick Menu.

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.

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

=S
Scansnap
Cofor mage Scarnmnaer
‘ [[1Use Quick benu ’ Prafile
[ PRecommended | | Small File | [ HighQualty ] [£% Standard ~|
| Detail | | OK || cancel || Apply |
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3. Select a profile.
Select a profile from either of the following:

® [Profile] drop-down list

(o=
Color Image Scarnmner ‘
[C1Use Quick Menu Profile
[ PRecommended | | Small File | [ Highouaity | |[£% Standard ~|
| OK || cancel || Apply |

® | eft-Click menu

Profile

)
v _I:'TT Standard
m CardMinder

_ICLTT Searchable PDF(OCRs during scan)
,_' ] Scan to Folder
‘!‘Tﬁé/ Scan to E-mail

—

== Scan to Print

—

L'_%j ABBYY Scan to Word
%ABE‘W Scan to Excel

E%ABBW Scan to PowerPoint(R)

' ﬂ Rack2-Filer

E Scan to Evernote (MNote)
E Scan to Evernote (Document)
% Scan to Google Docs(TM)

\

4. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).
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5. Press the [Scan/Stop] button on the ScanSnap to start scanning.

You can also start scanning from the Right-Click Menu.
M For more details, refer to "Right-Click Menu" (page 59).

® Do not connect and disconnect the ScanSnap and other USB devices during scanning.
@ ® Do not close the feed guide during scanning.

® Do not switch users during scanning. Doing so will cancel scanning.

= The [ScanSnap Manager - Image scanning and file saving] dialog box appears.

ScanSnap Manager - Image scanning and file saving (=3
Q Scanning image...
Standard
Application: ScanSnap Organizer
Image quality: Automatic resolution
Color mode: Auto color detection
Scanning side: Simplex Scan
File format: PDF (Compression rate:3 )
Paper size: Automatic detection
Other: Skip blank page, Rotation
Saved: 0 pages ( 0 sheets)
17} | Stop |

= The [ScanSnap Manager - Image scanning and file saving] dialog box then shows a
new message indicating that the ScanSnap is ready for the next scan.

ScanSnap Manager - Image scanning and file saving

[l Load the next document.

Scanning will start automatically. J ’J '

I To save the image and exit

Click the [Finish Scanning] button or press the [Stop]
button on the ScanSnap.

Saved: 1 pages ( 1 sheets) : IIIII-

17} | Finish Scanning

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
M starts automatically when a document is loaded.
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6. Press the [Scan/Stop] button on the ScanSnap to finish scanning.
= The application specified for the selected profile starts up.

® You can also finish scanning by clicking the [Finish Scanning] button in the [ScanSnap
J Manager - Image scanning and file saving] dialog box.

® The [Scan/Stop] button on the ScanSnap flashes in blue throughout the scan.

® To select an application to link with ScanSnap Manager in the Quick Menu after scan-
ning is completed, refer to "Using the Quick Menu" (page 63).

® When the [Set the marked text as a keyword for the PDF file] or the [Convert to Search-
able PDF] check box is selected in the [File option] tab, the application starts after text
recognition has been performed on the scanned image.
A dialog box showing the text recognition progress appears during text recognition
process.

® By default, documents are scanned with the following settings: [Image quality: Auto-
matic resolution] and [Color mode: Auto color detection].
For details about how to change scan settings, refer to "How to Configure Scan
Settings" (page 78).

® The application that starts after scanning varies depending on what is selected in the
[Application] tab in the ScanSnap setup dialog box. For details, refer to the ScanSnap
Manager Help.

® The output image may slightly differ from the original document in size.

® \When ScanSnap Organizer, CardMinder, Rack2-Filer trial version (bundled with the
ScanSnap), or Rack2-Filer (V5.0 or later recommended/bundled model or sold sepa-
rately) is active (with the application's dialog box brought to the front and selected on
the taskbar), performing a scan by pressing the [Scan/Stop] button on the ScanSnap
automatically starts the linkage between ScanSnap Manager and the active application.
For details about automatic linkage, refer to "Automatic Linkage with Applications"
(page 90).
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B Stopping the Scan

You can stop a scan in progress in case you are scanning a wrong document or the wrong
side of a document.

Stop the scan in the following procedure:

1. Click the [Stop] button in the [ScanSnap Manager - Image scanning and
file saving] dialog box which appears during scanning.

ScanSnap Manager - Image scanning and file saving

Q Scanning image...
Quick Menu(Recommended)

Application: -
Image quality: Automatic resolution
Color mode: Auto color detection
Scanning side: Simplex Scan
File format: PDF (Compression rate:3 )
Paper size: Automatic detection
Other: Skip blank page, Rotation

Saved: 0 pages ( 0 sheets)

17} q Stop

You can also stop the scan during scanning by pressing the [Scan/Stop] button on the

M ScanSnap.

Remove the document from the ScanSnap after stopping the scan. For details about how
to remove documents, refer to "Troubleshooting” in the ScanSnap Manager Help.

\_J

= The following message appears when the scanning stops.

G

! Scanning was stopped.

If any document remains in the ScanSnap, open the top cover and remove the
document.

(Mone)

Troubleshooting i@

4 To continue

Load the document in the feed guide, and click the [Continue Scanning]
button or press the [Scan] button on the ScanSnap.

@ To cancel
Click the [Quit] button.

Saved: 0 pages ( 0 sheets) Last page saved

[ Continue Scanning ] ’ Quit

2. Click the [Quit] button.

To continue scanning, click the [Continue Scanning] button or press the [Scan/Stop]
button on the ScanSnap after loading another document in the ScanSnap.
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B Finishing ScanSnap Operation

Exiting ScanSnap Manager
Select [Exit] from the Right-Click Menu.
Normally, you do not have to exit ScanSnap Manager.

You cannot use the ScanSnap after exiting ScanSnap Manager.
J Select [Start] menu - [All Programs] = [ScanSnap Manager] = [ScanSnap Manager] to
start up ScanSnap Manager when you want to use the ScanSnap.

Disconnecting the ScanSnap
1 . Close the feed guide to turn off the ScanSnap.

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

2. Disconnect the USB cable from the computer.

The ScanSnap does not have a power switch and is turned ON/OFF in conjunction with the
J computer’s power. The ScanSnap can also be automatically turned ON/OFF by opening or
closing the feed guide.
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Configuring ScanSnap Manager

This section explains how to specify which applications to display in the Quick Menu, set scan
settings, how to add, change and delete profiles, automatic linkage with applications,
scanning progress status, and dialog boxes displayed during scanning.

B Quick Menu Settings

You can specify which applications to display or hide in the Quick Menu, as well as change
the display order of the applications in the following procedure.

1 = Click [Applications to Show/Hide] in the Quick Menu.

For details about how to display the Quick Menu, refer to "Using the Quick Menu" (page
63).

Scansnap

Page 141 L

Scan to ScanSnap Scanto Scan to Folder Scan to E-mail Scan to Print Scanto
Organizer CardMinder Rack2-Filer

" m ¥ e

Scanto Evernote  Scanto Evernote  Scanto Google Scan to Word Scan to Excel
(Document) (Mote) Docs(TM) PowerFoint(R)

™\ ¥ *
\:.—”’ S

-

Scan to Scan to Picture
SharePoint Folder

) ShowDetals (appiications to Showrtige $£)

= The [Applications to Show/Hide] dialog box appears.
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2. Specify which applications to display in the Quick Menu.

®Showing or Hiding Application Icons
The icons of the applications listed under [Show] are displayed in the Quick Menu.
When you select an application in [Show] and click the [Remove] button, the application
is moved to [Hide]. Likewise, when you select an application in [Hide] and click the [Add]
button, the application is moved to [Show].
To display all the applications in the Quick Menu, click the [Restore Default] button.

Applications to Show/Hide (=3
(Hide: ] rShow: )
Q‘f&iScan to Excel 5can to ScanSnap Organizer
i Scan to PowerPoint(F) 01 Scan to Cardhkdinder
Scan to SharePoint 2| Scan to Folder
| Scan to Picture Folder _|Scan to E-mail

&4 Scan to Print U

B scan to Evernaote (Docurment) P

- Scan to Racke-Filer

8 Scan to Evernote (Mote)

‘% Scan to Google Docs(TM)

k% Scan to Ward

<< Remove

Daown

Festare Default ‘ oK Cancel ‘ Help

®Display Order of Applications
Application icons are displayed in the Quick Menu in the same order as they are listed in
[Show].
You can change the display order of an application by selecting an application in [Show]
and clicking either the [Up] or [Down] button.
To restore the default display order of the applications displayed in the Quick Menu,
click the [Restore Default] button.

Applications to Show/Hide (=3
Hide: (Show: )
Q‘f&iScan to Excel 5can to ScanSnap Organizer
i Scan to PowerPoint(F) 01 Scan to Cardhkdinder
Scan to SharePoint 2| Scan to Folder
| Scan to Picture Folder _|Scan to E-mail

=\ Scan to Print U r
B scan to Evernaote (Docurment) P

- Scan to Racke-Filer
8 Scan to Evernote (Mote) |
<« Remove ‘% Scan to Google Docs(TM) Down

k% Scan to Ward

Festare Default ‘ oK ‘ Cancel Help ‘
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The applications are displayed in the order shown below in the Quick Menu and in
[Show] of the [Applications to Show/Hide] dialog box.

Appleation o Show/Hid scanspap ==

Hide
GhScan to Excel
(i Scan to PowerPoint(F)
) Seanto SharePoint
1 Scan to Picture Folder

Restore Default | oK ‘ Cancel ‘ Help ‘

() ShowDetails Applications to Show/Hide £

3. Click the [OK] button to close the [Applications to Hide/Show] dialog

box.

= The applications to be displayed in the Quick Menu and their display order are set.
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B How to Configure Scan Settings

You can configure scan settings in the ScanSnap setup dialog box depending on your
intended use.
Configure the scan settings in the following procedure.

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.

You can open the ScanSnap setup dialog box by the following ways:
u ® Double-click the ScanSnap Manager icon 5.
® Press [Ctrl], [Shift], and [Space] keys simultaneously.

2. Click the [Detail] button to switch to the detail view mode.

®Using the Quick Menu
Outline view Detail view
Es Es
Scansnap Scansnap
[¥]Use Quick Menu [¥] Use Quick Menu
Recommended | | Small File | [ HohQuaity | | Custormize | [ Pecommended. | Small File | | HighQualty | | Custamize
(oo ) [ ok | [ Concel |[ Appyy | T

Image gualit: | 5] Automat

=

Colormoce: | [ Auto color detection ~

Scanning side: [ [2] Simplex Scan (Single-sided) ¥

[¥] Cantinue scanning after current scan is finished

Hide & OK Cancel Appl
PRly
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®Without Using the Quick Menu

Outline view Detail view
Es A=
Color image Scannar Color Imege Scarnner
[ Use Quick Menu Profile [T Use Quick Menu Profile
[ Ree ] [ Smalfie ] [ HoghQualty | [} Standard ~| [ Pec | [ Smalfie | [ HighCualty | [ Standaa =
([M) | ok || Cancel || Apply | = Application | Save |3 Seanning | 4 File option |<~ Paper |+ Compression

Image quality: | 5] Automatic resolution -

Colormade: | 5 Auto color detection -

Scanning sice: [ [ ] Simplex Scan (Single-sided) ~

Continue scanning after cutrent scan is finished

Hide | | 0K | [ cancel || Apply |

The ScanSnap setup dialog box retains the display status from the last time the ScanSnap
u was used. For example, if it was closed in detail view mode, the dialog box is displayed in
detail mode next time you open it.

3. Change the scan settings in each tab.

Color mode: [E Auto color detection v]

Scanning side: [ [£] SimplexScan (Single-sided) ~

Continue scanning after current scan is finished

| Hide « | oK || cancel || Apply |

The following items can be configured in each tab:
For details, refer to the ScanSnap Manager Help.
® [Application] tab
- Application to be used with the ScanSnap
® [Save]tab
- Folder in which scanned image is saved
- File name used for saving the scanned image
® [Scanning] tab
- Scanning
(Which image quality to scan with, use color, gray or black & white, 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].)
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® [File option] tab

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

Whether to perform text recognition on a marked character string in the scanned
image and add the character string as a keyword for the PDF file

(Whether to perform text recognition only on the character strings in the first
marked section or all marked sections to be added as keywords, and in which
language to perform text recognition.)

Whether to perform text recognition on character strings in the scanned image to
convert the file to a searchable PDF file

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

Whether to create separate PDF files

(Whether to include all scanned images in a single PDF file, or create PDF files,
each of which including a preset number of pages)

Whether to password-protect the created PDF files

(Whether to set the same password for all PDF files, or set a different password
per scan.)

® [Paper] tab

Paper size of documents (paper size selection)

® [Compression] tab

File size of the scanned image (compression rate)

Scan settings vary depending on whether you use the Quick Menu or not.
For details about items that can be set, refer to "Setting ltems With/Without the Quick
Menu" (page 376).

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

= When you use the Quick Menu, scan settings for the [Customize] button are
changed.

= When you do not use the Quick Menu, scan settings for the currently selected profile
are changed.

/

If you press the [Scan/Stop] button on the ScanSnap while the ScanSnap setup dialog box
is displayed, the ScanSnap setup dialog box closes and scanning starts. Scan setting
changes made up to this point are saved and documents are scanned by these settings.
Note that when other dialog boxes are open, scanning does not start even if you press the
[Scan/Stop] button on the ScanSnap unless open dialog boxes are closed.
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B Profile Management

You can manage up to 20 profiles.
You can select a profile in the [Profile] drop-down list in the ScanSnap setup dialog box or
from the Left-Click Menu.

® [Profile] drop-down list

=S
Scansnap
Cofor mage Scarnmnaer
[[Use Quick benu Prafile
[ PRecommended | | Small File | [ Highouaity ] |[£% Standard ~|
| Detail | | OK || cancel || Apply |

® | eft-Click Menu

Profile
7
i
v I ﬂStandard
M

mCardMinder

_\J-?'( Searchable PDF{OCRs during scan)
N

,‘ ' Scan to Folder
""7'4‘(? Scan to E-mail

fa— .

‘ﬁ Scan to Print

t% ABBYY 5can to Word
o)
T ABBYY Scan to Excel

t%ﬂABBYY Scan to PowerPoint(R)

._='q Rack2-Filer

E Scan to Evernote (Mote)
E Scan to Evernote (Document)
%Scan to Google Docs(TM)

. W

Once the frequently used scan settings are saved as profiles, you do not have to open the
ScanSnap setup dialog box to change scan settings every time you perform scanning. You
can easily switch to an appropriate profile you want by just selecting it.

For details about how to add, change or delete profiles, refer to the following:

® To add new profiles (= page 82)

® To change scan settings for profiles (= page 85)
® To rename profiles (= page 87)

® To delete profiles (= page 89)
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Adding Profiles

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.

Y|

Clear the [Use Quick Menu] check box if it is selected.

2. Configure the scan settings in each tab.

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

9 Es
Color Inmege Scarnmer ‘
[Tl Use Quick Menu Frofile
[ Pecommended | | Small File | [ HighQualty | [ Standard -

Continue scanning after current scan is finished

| Hide & | oK || cancel || Apply |
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3. Select [Add Profile] from the [Profile] drop-down list.

E Application |1 Save |# Scanning | J File option Paper |- Caompre

would like to use.

nin g mo deando [:ltiE

Automatic resolution

Image quality:

Color mode: [D Color

LB P L

Scanning side: [ [£] SimplexScan (Single-sided)

(€Y7

Continue scanning after current scan is finished

= The [Add new profile] dialog box appears.

' Add Profile...

s
Colfor Image Eaannen‘
[[1Use Quick Menu Prafile
[ Recommended | [ Smalfile | [ HighQuality | L;sramsam -
Standard
CardMinder

Searchable PDF(OCRs during scan)
Scan to Folder

Scan to E-mail

Scan to Print

ABBYY Scan to Word

ABBYY Scan to Excel

ABBYY Scan to PowerPoint(R)
Rack2-Filer

Scan to Evernote (Mote)

Scan to Evernote (Document)
Scan to Google Docs(TM)

dgermietit,.,

4. Type in a new profile name and click the [OK] button.

Add new profile

Mew prafile name

(A4 Calod

)

Help

) |

I Cancel

= The added profile appears in the [Profile] drop-down list in the ScanSnap setup

dialog box.

Scansnap

Color Imesge Scarnner

[[1Use Quick Menu

[ Pecommended | [ SmallFile | [ Highouality |

L=

Frofile

{Automatic resolution

Image quality:

Color mode: [D Color

Scanning side: [ [£] SimplexScan (Single-sided)

Continue scanning after current scan is finished
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5. Click the [OK] button to close the ScanSnap setup dialog box.

M

® Up to 20 profiles can be saved including the [Standard] profile.
® You can change the display order of profiles except for the [Standard] profile.
1. Select [Profile Management] from the Right-Click Menu or the [Profile] drop-down list
in the ScanSnap setup dialog box.
= The [ScanSnap Manager - Profile Management] dialog box appears.
2. Select a profile from the list to arrange profiles in a different order.
3. Click the [Up] or [Down] button to move the profile to its desired position in the list.

ScanSnap Manager - Profile Management

-

{4 Scan to E-mail

“'_a Scan to Print

Ji |

Et Fename ...
kyﬁ ABBYY Scan to Word
= ! Delate
E_"%ABBW Scan to Excel
LT]_ ABBYY Scan to u
& PowerPoint(R)
L Rack2-Filer Dowin

Help
| Scan to Evemnaote
2 (Document) Close

@Scan to Google Docs(Th)

| Scan to Evernote (Note)

m

4. Click the [Close] button to close the [ScanSnap Manager - Profile Management]
dialog box.
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Changing Profile Settings

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.

M

Clear the [Use Quick Menu] check box if it is selected.

2. Select a profile from the [Profile] drop-down list.

Scansnap

Color mege Scasrner

[[1Use Quick tenu Prafile

[ Recommended | [ Smalfile | [ HighQualty | [_;smmsam -
=1 Standard

O] CardMinder
2 Searchable PDF(OCRs during scan)
£ Scanto Folder
| Scanto E-mail
= Scan to Print

Image quality: Automatic resolution ki ABBYY Scan to Word
s
b
o

ABBYY Scan to Excel
ABBYY Scan to PowerPoint(R)
Rack2-Filer

| Scan to Evernote (Note)

= Scan to Evernote (Document)

Cantinue scanning after current scan is finished — glelloc L]

g A4 Color

Color mode: [D Auto color detection

Scanning side: [ [£] SimplexScan (Single-sided)

Add Profile...
Profile Management...

3. Change the scan settings in each tab.

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

Image quality: Automatic resolution v]
Color mode: [E Auto color detection v]
Scanning side: [ [£] SimplexScan (Single-sided) ~

Continue scanning after current scan is finished

| Hide « | oK || cancel || Apply |
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4. When you finish changing the settings for the selected profile, click the
[OK] button.

= A confirmation message appears asking if you want to overwrite the current profile
settings.

If you select another profile from the [Profile] drop-down list before clicking the [OK]
J button, the following message appears.

ScanSnap Manager L&J

' "~ , To change "A4 Color” profile setting, select "Ves",
" To keep current setting, select "No”.

| Yes | | Mo | | Cancel |

When you click the [Yes] button, the modified settings are overwritten and the profile
switches to the one you selected from the [Profile] drop-down list.

When you click the [No] button, the modified settings are canceled and the profile
switches to the one you selected from the [Profile] drop-down list.

5. To overwrite the profile, click the [Yes] button. To save the settings as
"Standard", click the [No] button.

ScanSnap Manager (=3

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

[ Yes l | No | | Cancel |

¢ The confirmation message does not appear when the [Standard] profile is selected in step
2.
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Renaming Profiles

1 = Select [Profile Management] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The [ScanSnap Manager-Profile Management] dialog box appears.

® If you cannot select [Profile Management] in the Right-Click Menu, clear the [Use
M Quick Menu] check box in the ScanSnap setup dialog box.
® You can also display the [Profile Management] dialog box by selecting [Profile Man-
agement] from the [Profile] drop-down list in the ScanSnap setup dialog box.

2. Select a profile and click the [Rename] button.

ScanSnap Manager - Profile Management @
Y-
{4 Scan to E-mail
"'_a Scan to Print
— Rename ...
t@ﬁ ABBYY Scan to Word
E‘%ABBW Scan to Excel
LT]_ ABBYY Scanto Up
& PowerPoint(R)
LY rocke-Filer Down
E Scan to Evernote (Mate) =
| Scan to Evemnaote
2l (Document) Close
%Scan to Google Docs(Th)

= The [Rename] dialog box appears.

The [Standard] profile cannot be renamed.
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3. Type in a new name, and click the [OK] button.

Rename (=3

Name:C_etterEllack and White )
([ oK ])[ Cancel ]

= The profile is renamed.

ScanSnap Manager - Profile Management

-

{‘ Scan to E-mail

| == Scanto Print

Fename ..
%ABBW Scan to Word
Delete
k‘%ABBW Scan to Excel
L _1_ABBYY Scanto Up
@PowerPolnt
N QRaCKZ Filer Down

m

_
| Scan to Evemnaote
2l (Document) ’ Close
Scanto Google Docs(TM)

€
G?ﬁ‘ Letter Black and YWhite ) 1
\' -

| Scan to Evernote (Note)

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

Management] dialog box.
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Deleting Profiles

1 = Select [Profile Management] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The [ScanSnap Manager-Profile Management] dialog box appears.

® If you cannot select [Profile Management] in the Right-Click Menu, clear the [Use
« Quick Menu] check box in the ScanSnap setup dialog box.
® You can also display the [Profile Management] dialog box by selecting [Profile Man-
agement] from the [Profile] drop-down list in the ScanSnap setup dialog box.

2. Select a profile and click the [Delete] button.

ScanSnap Manager - Profile Management

=
%
{‘ Scan to E-mail
“'_a Scan to Print
-
Lﬁ ABBYY Scanto Word
k_"‘%ABBW Scan to Excel
o 2887 Sean o [ uw |
E‘] PowerPoint(F)
. q Rack2-Filer Dawn
E Scan to Evemnote (Note) F|
™ Scanto Evernate
S Documer [ Cese ]

%Scan to Google Docs(Th)

The [Standard] profile cannot be deleted.

= The [Delete Profile] dialog box appears.

3. Click the [Yes] button.

Delete Profile lij

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

Continue?

= The selected profile is deleted.
4. Click the [Close] button to close the [ScanSnap Manager - Profile

Management] dialog box.
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B Automatic Linkage with Applications

When one of the applications which can automatically link with ScanSnap Manager is running
and you perform scanning, ScanSnap Manager will automatically link with the corresponding
application regardless of the current scan settings or whether you are using the Quick Menu.
Applications that can automatically link with ScanSnap Manager are as follows:

® ScanSnap Organizer

Scanned image is displayed in ScanSnap Organizer.

® CardMinder

Scanned image is displayed in CardMinder.

® Rack2-Filer trial version (bundled with the ScanSnap) and Rack2-Filer (V5.0 or later
recommended/bundled model or sold separately)
Scanned image is saved in a binder in Rack2-Filer.

There are two modes for automatic linkage.

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

Manager and the active application.

ScanSnap Organizer - [ ScanSnap | - [Automatically convert added PDF documents into searchable on

es]

l=lE] = |

Not active

szal Active

ABCD LIMITED

Howard Brown
Project Manager, Software Research

1234 Funcitcn Avenue, San Rose, CA987654-1111
Talephone: (000) 0C0-0000 FAX:(000)-111-2222
E-mail: hbrown@abcd.com

Limited

[o87654.4111

www.ABCD.com

Image zoom tevet 100%

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
specified for [Application] in the [Application] tab in the ScanSnap dialog box
automatically switches to the running application. The application will automatically link
with ScanSnap Manager even when the application window is minimized or not
displayed in the front. The linkage between the application and ScanSnap Manager
automatically ends once 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

- Rack2-Filer trial version (bundled with the ScanSnap) and Rack 2-Filer (V5.0 or

later recommended/bundled model or sold separately)

When the Quick Menu is disabled, the name of the interacting application on the Left-
Click Menu is followed by "is interacting".

Profile

(}:’I?ﬁ ScanSnap Organizer is interacting)
a

=
\ ||| Standard
N

mCardMinder

Ry .
| || { Searchable PDF{OCRs during scan)
N

: | Scan to Folder

ﬁ? Scan to E-mail

—
{ &= 5can to Print
g_}éjABBW Scan to Word
&%ABBW Scan to Excel

t%ABBW Scan to PowerPoint(R)

by QRack}Filer

3 Scan to Evernote (Mote)
E Scan to Evernote (Document)
@Scan to Google Docs(TM)

IRTLE Letter Black and White

i}

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

Change automatic linkage mode options in the following procedure.

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The [ScanSnap Manager - Preferences] dialog box appears.

2. Select the automatic linkage mode in the [Automatic Linkage] tab.

ScanSnap Manager - Preferences (=3
Automatic Linkage | Status Display | Auta Startup

YWhen you launch ScanSnap Organizer, Cardiinder or
Rackz-Filer, the ScanSnap automatically links with the application.

Condition

éLinkwhen one of the above applications is active
(recommended)

Always link when one of the abowve applications is running

oK l | Cancel | | Help

3. Click the [OK] button to close the [ScanSnap Manager - Preferences]

dialog box.

= Application will link with ScanSnap Manager using the linkage mode you selected.
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B 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

b4

ScanSnap is ready to scan
Click here to disable this netification.

®When the ScanSnap is off

@ ScanSnap is disconnected ™

Click here to disable this notification.

To disable notifications of the ScanSnap’s communication status, click the pop-up balloon
M and clear the [Notify of the communication status] check box in the [ScanSnap Manager -
Preferences] dialog box that appears.
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Receiving or hiding the ScanSnap's communication status notifi-
cations

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

1 . Select [Help] — [Preferences] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).

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

2. In the [Status Display] tab, either select or clear the [Notify of the

communication status] check box.

ScanSnap Manager - Preferences (=3

Autamatic Linkage | Status Display | Auta Startup

Motice of communication status

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

(J Motify of the communication status)

Show scan progress status
Selectwhetherto show the scan progress status.

| Show the scan progress status (recommended)

[ oK l | Cancel | | Help |

If you select the [Notify of the communication status] check box, you will be notified of
the communication status in conjunction with the ScanSnap being turned ON/OFF.
If you clear the [Notify of the communication status] check box, you will not be notified of

the communication status.

3. Click the [OK] button to close the [ScanSnap Manager - Preferences]

dialog box.
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B Showing the Scanning Progress

When scanning starts, the [ScanSnap Manager - Image scanning and file saving] dialog box
appears.
The [ScanSnap Manager - Image scanning and file saving] dialog box consists of the
following:

® Scan status

® Scan settings

® Save completed

® Preview
Also, note that you can stop scanning by clicking the [Stop] button in the [ScanSnap Manager
- Image scanning and file saving] dialog box, or by pressing the [Scan/Stop] button on the
ScanSnap.
For details about how to stop scanning, refer to "Stopping the Scan" (page 73).

ScanSnap Manager - Image scanning and file saving (=3

E Scanning image...

Quick Menu(Recommended)

Application: -
Image quality: Automatic resolution

Color mode: Auto color detection
Scanning side: Simplex Scan
File format: PDF (Compression rate:3 )
Paper size: Automatic detection
Other: Skip blank page, Rotation
Saved: 0 pages ( 0 sheets)
7] [ Stop ]

The following message appears in the [ScanSnap Manager - Image scanning and file saving]
dialog box after the document has been scanned. Load another document in the ScanSnap
when you want to scan multiple sheets. Scanning starts automatically when a document is
loaded.

ScanSnap Manager - Image scanning and file saving (=3

@ Load the next document.

-
. 409D
Scanning will start automatically.
.

.I‘
I To save the image and exit if

Click the [Finish Scanning] button or press the [Stop]
button on the ScanSnap.

Saved: 1 pages ( 1 sheets) "III'

7] [ Finish Scanning

The [ScanSnap Manager - Image scanning and file saving] dialog box closes when you press
the [Scan/Stop] button on the ScanSnap or when you click the [Finish Scanning] button.

When the [Continue scanning after current scan is finished] check box in the [Scanning] tab of
M the ScanSnap setup dialog box is cleared, the [ScanSnap Manager - Image scanning and file
saving] dialog box automatically closes after saving the scanned image.
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Hiding the Scanning Progress Status
You can hide the [ScanSnap Manager - Image scanning and file saving] dialog box in the

following procedure.

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The [ScanSnap Manager - Preferences] dialog box appears.

2. In the [Status Display] tab, clear the [Show the scan progress status

(recommended)] check box.

ScanSnap Manager - Preferences (=3
Autamatic Linkage | Status Display | Auta Startup
MNatice of communication status
Selectwhether to notify of the ScanSnap's communication status
with & pop-up balloon.
| Notify of the communication status
Show scan progress status
Selectwhetherto show the scan progress status.
(J Show the scan progress status (recommendedD
[ oK l | Cancel | | Help

3. Click the [OK] button to close the [ScanSnap Manager - Preferences]

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

next scanning on.

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

¢ alternates between & and = B
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Actions

The ScanSnap has functions useful in your office work available as Actions.
Actions allow you to:

®Share the scanned document files with others.
Save the scanned image directly in a shared folder on a network after scanning, share
the scanned image with others and inform them of the destination folder path by an e-
mail message automatically created with the path stated.

®Send document files to participants of a meeting via e-mail.
Send an e-mail message to others with the scanned image file attached.

®Use a printer rather than a copy machine to make copies of documents.
Print the scanned image with a printer.

®Convert catalogs and pamphlets into digital data and save them.
Save scanned images of catalogs and pamphlets directly into your pictures folder.

®Quote text from your paper documents when you do not want to type it.
Have the scanned image text recognized and converted into a Word, Excel, or
PowerPoint document.

O®File and organize a large number of business cards.
Store and manage business cards in CardMinder.

®Share the scanned document files through linkage with SharePoint.
Save the scanned image in SharePoint and Office Live.

®Convert your paper documents into digital data to conveniently
organize them.
Save the scanned image directly in Rack2- Filer to manage and organize it.

®Manage scanned documents through linkage with Evernote.
Save PDF files in Evernote and access them easily anytime, anywhere.

®Manage handwritten notes through linkage with Evernote.
Save JPEG files in Evernote and access them easily anytime, anywhere.

®Manage scanned documents through linkage with Google Docs.
Save PDF files in Google Docs and access them easily anytime, anywhere.

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

This section explains how to save the scanned image file in a specified folder.

You can save the scanned image file in a shared folder on the network and share it with
others. In addition, you can inform others of the destination folder path by an e-mail message
automatically created with the path stated.

The default e-mail program is used as the e-mail program to link with.

J The e-mail program may not properly link with ScanSnap Manager even if it is the default e-mail
program. In this case, contact the manufacturer of the e-mail software.
Configure e-mail program settings in the following procedure.

Windows 7/Windows Vista
1. Select [Start] menu - [Default Programs] - [Set your default programs].
= The [Set your default programs] dialog box appears.
2. Select an e-mail program to link with ScanSnap Manager from [Programs].
3. Select [Set this program as default] and click the [OK] button.

Windows XP
The e-mail program selected in Internet Explorer [Tools] menu - [Internet Options] - the
[Programs] tab — [E-mail] drop-down list is used to link with ScanSnap Manager.
If no e-mail program is selected, select an e-mail program to link with ScanSnap Manager in
the [E-mail] drop-down list. E-mail programs that cannot be selected here cannot be set to
link with ScanSnap Manager.

Tested e-mail programs
- Windows Live Mail
- Windows Mail (Windows Vista)
- Outlook 2010 / 2007 / 2003
- Outlook Express 6
- Thunderbird version 3.1

For details about the procedure to scan and save the scanned image in a specified folder
using or without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 99)

® Without Using the Quick Menu (- page 102)
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Using the Quick Menu

To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap

M setup dialog box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 63).

1 . Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
M starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.

4. Click the [Scan to Folder] icon.

Scansnap

1 Page 1/1

: 2 % g % oom
@ A a | @ & 4

Scan to ScanSnap Scanto Scan to Folder Scan to E-mail Scan to Print Scanto
Organizer CardMinder Rack2-Filer

Scanto Evernote  Scanto Evernote  Scanto Google Scan to Word Scan to Excel Scanto
(Document) (Mote) Docs(TM) PowerFoint(R)

™\ % 3
" &

Scan to Scan to Picture
SharePoint Folder

® T Applications to Show/Hide 3

= The [Scan to Folder] dialog box appears.

99



Actions (for Windows users)

5. Check the scanned image in the preview area.

In the [Scan to Folder] dialog box, you can change files names, destination folders, and

specify whether to state a path to a destination folder in an e-mail message to notify

others.

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

».| 5Scan to Folder @Elg
Specify file name
= File name: 1/ 2 File
Combined file size 0.29 MB
1995 2000 2005 2010

Specify destination folder

Savein:

C:hUsersh “Documents

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

b 7= Save

L
@ Help

Preview
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6. Click the [Save] button.

= The scanned image file is saved in the 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, a new message window appears listing
the destination folder path where the file is saved.

| New Message EI@

File Edit View Inset Format Tools Message Help

Times New Roman - :E.| B 1 UA[EEESE §§§§|_&\E

510 34 17pdf
10 15_10 34 18.pdf

® You cannot start scanning after the Quick Menu is displayed and before the [Scan to
Folder] dialog box is closed. Close the [Scan to Folder] dialog box before scanning the
next document.

® Do not move, delete, or rename scanned image 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

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap

M setup dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using
the Quick Menu" (page 69).
1 . Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.

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

9 Es
Color Imege SGHFM—IEFJ
[Tl Use Quick Menu Frofile
[ Pecommended | | Small File | [ HighQualty | [£F Standard -

E:i Applicationn_‘-‘ Save |# Scanning | J File option

Zelectthe application you would like to use.

Gpplication: [ | Scanto Folder vD

Add or Remaowve...

| Hide ~ | ok | | Cancel | | Apply |

ScanSnap Manager can also link with [Scan to Folder] when you select:
M ® [Scan to Folder] from the [Profile] drop-down list of the ScanSnap setup dialog box
® [Scan to Folder] from the Left-Click Menu.

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

4. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

102



Actions (for Windows users)

5. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
M starts automatically when a document is loaded.

6. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The [Scan to Folder] dialog box appears.

7. Check the scanned image in the preview area.

In the [Scan to Folder] dialog box, you can change files names, destination folders, and
specify whether to state a path to a destination folder in an e-mail message to notify

others.

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

= | Scan to Folder

I:IEI&

7

1985 2000 2006

2010

iFil

M|® €

1/ 2 File

10 21 09 20 52

Specify destination folder

[7] State & path to a destination folder in an E-mail message

-

Serialize...

Combined file size 0.29 MB

“Documents

Browse. ..

Save

'

Cancel

Help

ii

Preview
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8. Click the [Save] button.

= The scanned image file is saved in the 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, a new message window appears listing
the destination folder path where the file is saved.

| New Message EI@

File Edit View Inset Format Tools Message Help

Times Mew Reman vEE,|H I uA|EEiEEE §§§§|—&.E
_10_15_10_34_17 pdf
_10_15_10_34 18 pdf

® You cannot start scanning when the [Scan to Folder] dialog box is displayed. Close the
[Scan to Folder] dialog box before scanning the next document.

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

This section explains how to attach the scanned image file to an e-mail message.

NewMessge =501 )
o

The default e-mail program is used as the e-mail program to link with.

¢ The e-mail program may not properly link with ScanSnap Manager even if it is the default e-mail
program. In this case, contact the manufacturer of the e-mail software.
Configure e-mail program settings in the following procedure.

Windows 7/Windows Vista
1. Select [Start] menu - [Default Programs] - [Set your default programs].
= The [Set your default programs] dialog box appears.
2. Select an e-mail program to link with ScanSnap Manager from [Programs].
3. Select [Set this program as default] and click the [OK] button.

Windows XP
The e-mail program selected in Internet Explorer [Tools] menu - [Internet Options] - the
[Programs] tab = [E-mail] drop-down list is used to link with ScanSnap Manager.
If no e-mail program is selected, select an e-mail program to link with ScanSnap Manager in
the [E-mail] drop-down list. E-mail programs that cannot be selected here cannot be set to
link with ScanSnap Manager.

Tested e-mail programs
- Windows Live Mail
- Windows Mail (Windows Vista)
- Outlook 2010 / 2007 / 2003
- Outlook Express 6
- Thunderbird version 3.1

For details about the procedure to scan and attach the scanned image file to an e-mail
message using or without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 106)

® Without Using the Quick Menu (- page 112)
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Using the Quick Menu

To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap

J setup dialog box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 63).
1 . Load the document in the ScanSnap.
For details about how to load documents, refer to "How to Load Documents" (page 30).

Up to ten files can be attached to an e-mail message.

When you scan more than one document with the scan settings shown below, multiple
files are created. Pay attention to the number of documents to scan:

® File format: JPEG (*.jpg)

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

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
« starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.
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4. Change settings for the [Scan to E-mail] (If you do not want to change
any settings, go to step 5.).

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

Scansnap

1 Page 1/1

W o m g EP e &

i) i @ - ~l

Scan to ScanSnap Scanto Scan to Folder
Organizer CardMinder

Scan to E-mail Scan to Print Scan to
Rack2-Filer

Scanto Evernote  Scanto Evernote  Scanto Google
(Document) (Mote) Docs(TM)

- :) -
Y "-'
Scan to Scan to Picture

SharePoint Folder

Scan to Word Scan to Excel Scan to
PowerFoint(R)

(%) Show Details Applications to Show/Hide ¥

= The [Scan to E-mail - Options] dialog box appears.
2. Change the settings.

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

% Scan to E-mail - Options

[]5et a "Dacument Open Passward" far PDF files

Save zcanned images to file

Attached file size :

When the combined file size exceeds the zet
parameter [below], dizplay a W aming message.

==

i QK ][ Cancel ] [ Help ]

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

Scansnap

4 Page 1/1

W A

Scan to ScanSnap
Organizer

Scan to Scan to Folder

CardMinder

o

Scan to Evernote
(Document)

A"

Scan to Evernote
(Mote)

T
-

Scan to Picture
Folder

Scan to Google
Docs(TM)

Scan to
SharePoint

Y
Scan to E-mail

Scan to Word

@ 4"

Scan to Print Scan to

Rack2-Filer

T/

Scan to Excel Scan to

PowerPoint(R)

@ Show Details

Applications to Show/Hide 3§

= The [Scan to E-mail] dialog box appears.
If you clear the [Show preview] check box of the [Scan to E-mail - Options] dialog box
in step 4., the [Scan to E-mail] dialog box is not displayed. Instead, a new message
window appears with the file(s) attached.
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6. Check the scanned image in the preview area.

In the [Scan to E-mail] dialog box, you can rename the file, specify whether to set a
"Document Open Password", and save the scanned image in the folder specified for

[Image saving folder] after sending it by e-mail.

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

<y Scan to E-mail @Elg
Specify file name
H File niame: 1/ 2Fie
Combined file size 0.07 MB
1985 2000 2005 2010

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

d }‘% Aftach

|

| i 4 ,T‘ > 5’ | @\ @__ I [ Do nat shaw this dislog again @ Help

Preview
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7 . 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 the [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 password for PDF files.

Password:

LConfirm password:

Help

[ Cancel ][

Ok

Enter a password, and then click the [OK] button.
The following message appears if you click the [Cancel] button in the [Scan to E-mail - Set a

password] dialog box.

Scan to E-mail
a ~3
|

If you do not want to set a document open password, click the [Yes] button.

= A new message dialog box appears with the file attached.
=3 E5E >

| 3 Mew Message
File Edit View Insert Format Tools Message Help

= -aw

Subject: ]
Aftach(lj 10_15_10_44_42.pdf (153 KB))
E| B Und|d=

=1

110



Actions (for Windows users)

® You cannot start scanning after the Quick Menu is displayed and before the [Scan to E-

mail] dialog box is closed. Close the [Scan to E-mail] dialog box before scanning the
next document.

® Do not move, delete, or rename scanned image 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

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap

M setup dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using
the Quick Menu" (page 69).
1 . Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.

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

to E-mail].

o=
Colfor Image Scannen‘
[[Use Quick bMenu Prafila
| Recommended | | Small File | [ HighCuslty | [£F Standard -

E:E, Applicationn_‘- Save |# Scanning | J File option

Selectthe application you would like to use.

Gpplication: [ | Scanto E-mail vD

Application Settings...

Add or Remaowve..

| Hide & | oK | | cancel | | Appky |

ScanSnap Manager can also link with [Scan to E-mail] when you select:
M ® [Scan to E-mail] from the [Profile] drop-down list of the ScanSnap setup dialog box
® [Scan to E-mail] from the Left-Click Menu.

112



Actions (for Windows users)

3. Change settings for the [Scan to E-mail] (If you do not want to change
any settings, go to step 4.).

1. Click the [Application Settings] button.

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

Selectthe application you would 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 the settings.

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

7 5can to E-mail - Options |

[]Set a"Document Open Pagsword" for PDF files

Save scanted images to file

Attached file size :

When the combined file size exceeds the set
pararneter (below], display a‘\Warning message.

12 we

-

[ O, ][ Cancel ][ 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.

5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

Up to ten files can be attached to an e-mail message.

When you scan more than one document with the scan settings shown below, multiple
files are created. Pay attention to the number of documents to scan:

® File format: JPEG (*.jpg)

® [Generate one PDF file per (n) page(s)] check box is selected
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6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
M starts automatically when a document is loaded.

7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

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

If you clear the [Show preview] check box of the [Scan to E-mail - Options] dialog box

in step 3., the [Scan to E-mail] dialog box is not displayed. Instead, a new message
window appears with the file(s) attached.

8. Check the scanned image in the preview area.

In the [Scan to E-mail] dialog box, you can rename the file, specify whether to set a
"Document Open Password", and save the scanned image in the folder specified for
[Image saving folder] after sending it by e-mail.

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

<4 Scan to E-mail E@I&J
Specify file name
o File name: 1 2Fil
Combined file size 0.07 MB
1985 2000 2005 2010

[¥] Set a "Document Open passward” for PDF files

[¥] Save scanned images ta file

141 | Q [ Do nat shaw this dislog again @ Help

Preview
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9. 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 the [Scan to E-mail] dialog box, the [Scan

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

“; Scan to E-mail - 5et a password [3]
Set a pazzword for POF files.
Bassward:
LConfirm password;
QK. ’ Catcel ] ’ Help

Enter a password, and then click the [OK] button.
The following message appears if you click the [Cancel] button in the [Scan to E-mail - Set a

M password] dialog box.

Scan to E-mail

Do you want to continue the process without setting "Docurment Open

' Passwaord” for those PDF files?

[ Y 1| No |

If you do not want to set a document open password, click the [Yes] button.

= An e-mail message dialog box appears with the file attached.
=N Eol >

| New Message
Eile Edit Yiew Inset Format Tools Message Help

El-&kW

E|B I UA|EIEEEE
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® You cannot start scanning when the [Scan to E-mail] dialog box is displayed. Close the
[Scan to E-mail] dialog box before scanning the next document.

® Do not move, delete or rename the scanned image 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 explains how to print the scanned image with a printer.
When a printer links with ScanSnap Manager, the ScanSnap can be used as a copy machine.

Note that shadows around the edges of the document may appear as lines on the generated
scanned image, depending on the scanning method and paper conditions. If you print such an
image, the printed image will also have lines appearing in it.

For details about the procedure to scan and print the scanned image using or without using
the Quick Menu, refer to the following:

® Using the Quick Menu (= page 118)

® WVithout Using the Quick Menu (- page 121)
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Using the Quick Menu

To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap

M setup dialog box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 63).
1 . Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
M starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.

4. Change settings for the [Scan to Print] (If you do not want to change any
settings, go to step 5.).

1. Move the mouse cursor to the ££ mark on the [Scan to Print] icon, and then select
the [Settings] menu.

Scansnap

Page 141

ﬁ = ( 0

Scan to ScanSnap Scanto Scan to Folder Scan to E-mail Scan to Print Scanto
Organizer CardMinder Rack2-Filer

m e ¥ e e &

Scanto Evernote  Scanto Evernote  Scanto Google Scan to Word Scan to Excel Scanto
(Document) (Mote) Docs(TM) PowerFoint(R)

™\ ¥ *
\-’_F’ \

-

Scan to Scan to Picture
SharePoint Folder

(%) Show Details Applications to Show/Hide 3¢

= The [Scan to Print - Options] dialog box appears.
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2. Change the settings.

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

Manager Help.

i:li, Scan to Print - Options

[¥] Show "Print" dialog

[¥] Keep data used for printing as files

[ ok

] [ Canesl ] |

Hep |

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

5. Click the [Scan to Print] icon.

Scansnap

4 Page 1/1 »

Scan to ScanSnap Scanto Scan to Folder
Organizer CardMinder

o

Scanto Evernote  Scanto Evernote  Scanto Google
(Document) (Mote) Docs(TM)

o= . 3 _ e
D &

Scan to Scan to Picture
SharePoint Folder

Scan to E-mail

Scan to Word

Scan to
Rack2-Filer

k%

Scan to Excel Scan to
PowerPoint(R)

@ Show Details

= The [Scan to Print] dialog box appears.
If the [Show "Print" dialog] check box is cleared in step 4., printing is immediately

performed.
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6. Check the scanned image in the preview area.

In the [Scan to Print] dialog box, you can specify the printer to be used, the number of
copies and size of the scanned image to be printed, and whether to save the scanned
image in the folder specified for [Image saving folder].

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

%= Scan to Print 5 =S Eol|F==|

Find printer

MName:

[ - ] Properties...

i
| Frint options
Copies: 1=
1
1566 00 Foii) i)

Same size/Scaling down:

™ [Same size L
[

£ [¥] Allow automatic rotation

| Center the image and print

[¥] Keep data used for printing as files

| 4 III b | |@l [7] Do not show this dialog again @ S
L .

Preview

7 . Click the [Print] button.
= The scanned image is printed.

® You cannot start scanning after the Quick Menu is displayed and before the [Scan to
Print] dialog box is closed. Close the [Scan to Print] dialog box before scanning the next
document.

® Do not move, delete, or rename the scanned image 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

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap

M setup dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using
the Quick Menu" (page 69).
1 . Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.

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

o=
Colfor Image Scannen‘
[[Use Quick bMenu Prafila
| Recommended | | Small File | [ HighCuslty | [£F Standard -

i Sawe |# Scanning | J File option |F-

= Application

Selectthe application you would like to use.

Gpplication: @ Scan to Print vD

Application Settings...

Add or Remaowve..

| Hide & | oK | | cancel | | Appky |

ScanSnap Manager can also link with [Scan to Print] when you select:
M ® [Scan to Print] from the [Profile] drop-down list of the ScanSnap setup dialog box
® [Scan to Print] from the Left-Click Menu
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3. Change settings for the [Scan to Print] (If you do not want to change any

settings, go to step 4.).

1. Click the [Application Settings] button.

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

Selectthe application you would like to use.

Application: Lit, Scan to Print

v/

Add or Remaowve..

(I Application Settings... D

| Hide ~f

OK || cancel | | Apply |

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

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

Manager Help.

% Scan to Print - Options

[¥] Show "Print" diglog

[¥] Keep data used for printing as files

==

[ ok

J ’ Cancel ] ’ Help ]

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.

5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

M

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
starts automatically when a document is loaded.
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7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The [Scan to Print] dialog box appears.

If the [Show "Print" dialog] check box is cleared in step 3., printing is immediately
performed.

8. Check the scanned image in the preview area.

In the [Scan to Print] dialog box, you can specify the printer to be used, the number of
copies and size of the scanned image to be printed, and whether to save the scanned
image in the folder specified for [Image saving folder].

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

% Scan to Print =] =]
Find printer
MName:
| 1 | -
T [ v] Properties...
Frint options
Copies: 1=
Same size/Scaling down:
1565 2000 206 e
™ [Same size &
J‘ [¥] Allow automatic rotation
!_?]Cenlerthe image and print
f = e -
|¥| Keep data used for printing as files
n k 4
(@ 1015105312 v
U | 4 III | | Q ) [] Do not show this dialeg again @ Help
|
Preview

9. Click the [Print] button.
= The scanned image is printed.

® You cannot start scanning when the [Scan to Print] dialog box is displayed. Close the
[Scan to Print] dialog box before scanning the next document.

® Do not move, delete or rename the scanned image in other applications when the [Scan
to Print] dialog box is displayed.
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B Saving Files to Picture Folder

This section explains how to save the scanned image as a JPEG file in the "Pictures folder".

The following folder is set as the "Pictures folder" by default:

® Windows 7/Windows Vista
Drive name (such as C):\Users\(user name)\Pictures\ScanSnap

® Windows XP
Drive name (such as C):\Documents and Settings\(user name)\My Documents\
My Pictures\ScanSnap

For details about the procedure to scan and save the scanned image in the "Pictures folder"
using or without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 125)

® WVithout Using the Quick Menu (- page 128)
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Using the Quick Menu

To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap

M setup dialog box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 63).
1 . Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
M starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.

4. Change settings for the [Scan to Picture Folder] (If you do not want to

change any settings, go to step 5.).

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

Scansnap

Page 141

.- - 3 > ¥ g g %
a4 A a & @ 4

Scan to ScanSnap Scanto Scan to Folder Scan to E-mail Scan to Print Scanto
Organizer CardMinder Rack2-Filer

@ 3t E 1 L

Scanto Evernote  Scanto Evernote  Scanto Google Scan to Word Scan to Excel Scanto
(Document) (Mote) Docs(TM) PowerFoint(R)

D

Scan to Scan to Picture
SharePoint Folder

(%) Show Details Applications to Show/Hide 3¢

= The [Scan to Picture Folder - Options] dialog box appears.
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2. Change the settings.

For details about the [Scan to Picture Folder - Options] dialog box, refer to the

ScanSnap Manager Help.

| Scan to Picture Folder - Options

[T 5ave scanned images to file

[¥] Shaw preview

[ aF. ] [ Cancel ] ’

Help ]

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

5. Click the [Scan to Picture Folder] icon.

' Scansnap

4 Page 1/1 ’

Scan to ScanSnap Scanto Scan to Folder
Organizer CardMinder

o

Scanto Evernote  Scanto Evernote  Scanto Google
(Document) (Mote) Docs(TM)

A ¥

(3] &

Scan to Scan to Picture
SharePoint Folder

e
74 é;}?
Scan to E-mail

Scan to Word

@;# L_fﬁ#

Scan to Print Scan to

Rack2-Filer
o

Scan to Excel Scan to
PowerPoint(R)

@ Show Details

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

Applications to Show/Hide 3§

If you clear the [Show preview] check box in step 4., the image data is directly saved

in the pictures folder.
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6. Check the scanned image in the preview area.

In the [Scan to Picture Folder] dialog box, you can rename the file, change the
destination folder, and save the scanned image in the folder specified for [Image saving

folder].

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

Manager Help.

2010

| Scan to Picture Folder E@I&J
u 1/ 2 File
Combined file size 1.19 MB
1995 2000 2005

Specify destination folder

Savein:

C:hUsersh,

WPictureshScanSnap

Browse. ..

[7] Save scanned images ta file

n b M B e

[] Do nat shaw this dislog again

Save

Cancel

Help

Preview

M

7. Click the [Save] button.

In [Specify destination folder], you can change the destination folder for the image data to a
folder other than the pictures folder.

= The scanned image is saved in the pictures folder.

® You cannot start scanning after the Quick Menu is displayed and before the [Scan to
Picture Folder] dialog box is closed. Close the [Scan to Picture Folder] dialog box before
scanning the next document.

® Do not move, delete, or rename scanned image 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

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap

M setup dialog box.

For more details about how to perform scanning without using the Quick Menu, refer to "Without
Using the Quick Menu" (page 69).

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).

= The ScanSnap setup dialog box appears.

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

2=
Color Imeage Scarnnaer ‘
[[Use Quick bMenu Prafila
| Recommended | | Small File | [ HighCuslty | [£F Standard -

E:E, Applicationn_‘- Save |# Scanning | J File option

Selectthe application you would like to use.

Application: G_ Scan to Picture Folder vD

Application Settings...
Add or Remaowve..
| Hide & | oK | | cancel | | Appky |

When you add the customized settings as profiles, the application to link with ScanSnap
Manager can be selected from the [Profile] drop-down list or Left-Click Menu next time you
perform a scan.

For details about how to add a profile, refer to "Profile Management" (page 81).

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

1. Click the [Application Settings] button.

Save |# Scanning | J File option

Selectthe application you would like to use.

Application: [ | Scan to Picture Folder v]

G Application Settings... )

Add or Remaowve..

| Hide « | oK || cancel || Apply |

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

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

ScanSnap Manager Help.

__| Scan to Picture Folder - Options ==

[T 5ave scanned images to file

[¥] Show preview

[ (n] 4 ] ’ Cahcel ] ’ 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.

5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
M starts automatically when a document is loaded.
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7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

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

If you clear the [Show preview] check box in step 3., the scanned image is directly
saved in the pictures folder.

8. Check the scanned image in the preview area.

In the [Scan to Picture Folder] dialog box, you can rename the file, change the
destination folder, and save the scanned images in the folder specified for [Image
saving folder].

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

Manager Help.
| Scan to Picture Folder =HEE] X

Specify file name

E Eile name: 1/ 2 Fie

Combined file size 1.19 MB
1995 2000 2005 2010

2 Specify destination folder
Savein:
C:AUzersh WPictureshScanSnap

[7] Save scanned images ta file

L Save
°

Cancel

- - s : Help
11 | Q e [7] Do mot show this dialog again

|
Preview

In [Specify destination folder], you can change the destination folder for the scanned image
M to a folder other than the pictures folder.
9. Click the [Save] button.
= The scanned image is saved in the pictures folder.

® You cannot start scanning when the [Scan to Picture Folder] dialog box is displayed.
Close the [Scan to Picture Folder] dialog box before scanning the next document.

® Do not move, delete or rename the scanned image in other applications when the [Scan
to Picture Folder] dialog box is displayed.
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B Converting into Word/Excel/PowerPoint Documents

This section explains how to convert the scanned image into Word/Excel/PowerPoint files
using ABBYY FineReader for ScanSnap bundled with the ScanSnap.

® The following applications must be installed in your computer in order to perform text-recogni-
tion:
- ABBYY FineReader for ScanSnap (bundled with the ScanSnap)
- Word
- Excel
- PowerPoint
- Visual Basic for Applications of Office Shared Features (installed at the same time when

you perform a standard installation of Microsoft Office)

® You cannot view the documents converted into Word, Excel and PowerPoint files unless
these applications are installed and you completed the user registration to use them. Install
these applications and complete the user registration to view the converted documents on
your computer.

® ABBYY FineReader for ScanSnap can be used with the following versions of Word, Excel
and PowerPoint:
- Word: 2010/2007/2003/2002
- Excel: 2010/2007/2003/2002
- PowerPoint: 2010/2007/2003/2002

® Do not use this function while you are working in Word, Excel or PowerPoint. In addition, do
not use Word, Excel or PowerPoint while this function is being executed. Otherwise, a mes-
sage such as "Call is rejected by callee" may appear and the conversion result may not be
displayed.
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About the OCR function of ABBYY FineReader for ScanSnap
® ABBYY FineReader for ScanSnap is an application used exclusively with the ScanSnap. This

application can perform text recognition only for PDF files created by using the ScanSnap. It
cannot perform text recognition for PDF files created using Adobe Acrobat or other applica-
tions.

® The optical character recognition program has the following features. Before performing text
recognition, check whether the documents you want to convert are suitable for conversion
according to the following guidelines:

Application Suitable for conversion Not suitable for conversion

Scan to Word | Documents with simple layouts | Documents with complex layouts containing
consisting of single or double | a mixture of diagrams, tables and text (e.g.
columns brochures, magazines and newspapers)

Word Document

] e L
[HHTH]

Scan to Excel | Documents containing simple | Documents containing;

tables with no cells merged - tables witrh no solid border lines

- tables with complicated cell formats

- complex tables containing sub-tables

- diagrams, graphs, photos and/or vertical
text

(Note that documents containing diagrams,

graphs or vertical text will not be repro-

duced.)
Scan to Documents containing text and | - Documents with complex layouts
PowerPoint(R) | simple diagrams/tables on a containing text mixed with diagrams or
white or light monocolor back- illustrations
ground - Documents containing photographs or

patterns set as the background
- Documents with light colored text on a
deep colored background

PowerPoint Document
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® The following parameters may not be reproduced as they are in the original document. It is
recommended that you check the conversion result in Word, Excel or PowerPoint and edit the
data if necessary:
- Character font and size
- Character and line spacing
- Underlined, bold and italic characters
- Superscript/subscript
® The following types of documents (characters) may not be recognized correctly.
Better results in text recognition may be achieved by changing the color mode or increasing
the resolution:
- Documents including handwritten characters
- Documents containing small characters (smaller than 10 points)
- Skewed documents
- Documents written in languages other than the specified language
- 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 with a complex layout and documents with image noise
(It may take extra time to process text recognition for these documents.)
® 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 @J

[e] Paper size is too large. The result may be displayed incorrectly. Continue saving?

h

® When converting to Excel files, if the recognition result exceeds 65,536 lines, no more results
are saved.

® When converting to Excel files, information about the layout of the entire document, diagrams,
and length/width of graphs and tables is not duplicated. Only tables and character strings are
reproduced.

® A converted PowerPoint document will not have the original background color and patterns.

® Documents placed upside down or in landscape orientation cannot be recognized properly.
Select the [Allow automatic image rotation] check box (page 195), or load documents face
down in portrait orientation.

® In the ScanSnap setup dialog box, even if the [Generate one PDF file per (n) page (s)] check
box is selected in the [File option] tab - [Option], the conversion result is saved as one file.
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You can change the settings applied during conversion to Word, Excel or PowerPoint documents
in the ABBYY FineReader for ScanSnap setup dialog box.

K

Select [Start] menu — [All Programs] = [ABBYY FineReader for ScanSnap (TM) 4.1] - [ABBYY
FineReader for ScanSnap (TM) 4.1] to display the following dialog box.

{=) ABBYY FineReader for ScanSnap (TM) 4.1 [P [im]
| Scanto PowerPaint | Scan to Searchable PDF |
General Options | Scan to Word I Scan to Excel |

Becognition languages:

Abkhaz -
Adyohe i
Afrikaans =
Agul

Albanian

Altai

Amenian (Eastem)

Amenian {Grabar)

Amenian (Westem)

Avar

HAymara
Azeri (Cyrillic) -

3

Delete scanned images after recognition

About ]

Register Now! ‘

[ ok ][ cancel |[ Hep |

For details about how to configure settings, refer to ABBYY FineReader for ScanSnap User's
Guide.

For details about the procedure to scan and convert the scanned image into Word/Excel/
PowerPoint files using or without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 135)

® Without Using the Quick Menu (- page 137)

134



Actions (for Windows users)

Using t

M

he Quick Menu

Menu" (page 63).

1 . Load the document in the ScanSnap.

To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap
setup dialog box.
For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick

For details about how to load documents, refer to "How to Load Documents" (page 30).

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

™ .

® |t is recommended that you select [Automatic resolution] or [Best] for [Image quality] in
the [Scanning] tab of the ScanSnap setup dialog box.
Load another document in the ScanSnap when you want to scan multiple sheets. Scan-

ning starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.

4. Click the [Scan to Word], [Scan to Excel] or [Scan to PowerPoint(R)]

icon.

Scansnap

1 Page 1/1

q A O

Scan to
CardMinder

Scan to ScanSnap Scan to Folder

Organizer

Scan to Evernote
(Mote)

o B

-

Scan to Evernote
(Document)

™,
A -’.3,
Scan to
SharePoint

Scan to Google
Docs(TM)

Scan to Picture
Folder

e

Scan to E-mail

t@# ;_ﬂ#

Scan to Print Scan to

Rack2-Filer

Scan to Word

Scan to
PowerFoint(R)

Scan to Excel

IE’) Show Details
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® \When you perform a scan with [JPEG(*.jpg)] selected for [File format] in the [File option]
tab of the ScanSnap setup dialog box, scanned data cannot be converted into a Word,
Excel or PowerPoint file.

® You cannot start scanning when the Quick Menu is displayed. Wait until the conversion
is over to scan another document.

® Do not move, delete or rename the scanned image in other applications when the Quick
Menu is displayed.

= The following dialog box appears, and 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 completed, Word, Excel or PowerPoint starts up and the
conversion result is displayed.

In a computer environment where Word, Excel or PowerPoint is not installed, the scanned
« image is saved in one of the following formats when the conversion is completed:

® Scan to Word: RTF format (.rtf)

® Scan to Excel: XLS format (.xls)

® Scan to PowerPoint: PPT format (.ppt)
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Without using the Quick Menu

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap

setup dialog box.

M

For details about how to perform scanning without using the Quick Menu, refer to "Without Using

the Quick Menu" (page 69).

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list in the [Application] tab, select
[ABBYY Scan to Word], [ABBYY Scan to Excel], or [ABBYY Scan to

PowerPoint(R)].
o=
Scansnap
Color Inmege Scarnmer
[[Use Quick bMenu Erfle
| PRecommended | | Srall File | | High Quality | [ £} Standard -

F:":E, Applicationn_‘- Save |#2 Scanning | J File option |F

Selectthe applicat

wou would like to use.

Gpplication:

[ £3; ABBYY Scanto Word

Add or Remaowve..

| Hide &

| OK || cancal | | Apply |

® |tis recommended to select [Automatic resolution] or [Best] for [Image quality] in the

™ .

[Scanning] tab of the ScanSnap setup dialog box.
ScanSnap Manager can also link with [ABBYY Scan to Word], [ABBYY Scan to Excel]

or [ABBYY Scan to PowerPoint(R) when you select:
- [ABBYY Scan to Word], [ABBYY Scan to Excel] or [ABBYY Scan to PowerPoint(R)]

from the [Profile] drop-down list of the ScanSnap setup dialog box
- [ABBYY Scan to Word], [ABBYY Scan to Excel] or [ABBYY Scan to PowerPoint(R)]

from the Left-Click Menu

3. Click the [OK] button to close the ScanSnap setup dialog box.
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4. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

5. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
J starts automatically when a document is loaded.

6. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The following dialog box appears, and 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
e
L

= When the conversion is completed, Word, Excel or PowerPoint starts up and the
conversion result is displayed.

In a computer environment where Word, Excel or PowerPoint is not installed, the image
V data is saved in one of the following formats when the conversion is completed:

® Scan to Word: RTF format (.rtf)

® Scan to Excel: XLS format (.xIs)

® Scan to PowerPoint: PPT format (.ppt)
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B Storing Business Cards in CardMinder

This section explains how to store business card images and the related information in
CardMinder.

® Blank pages are not removed even if the [Allow automatic blank page removal] is selected
when you store scanned images of business cards in CardMinder.
® Data of up to 1,000 pages, including blank pages, can be stored in CardMinder at once.

For details about the procedure to scan and manage business cards in CardMinder using or
without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 140)

® Without Using the Quick Menu (- page 143)
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Using the Quick Menu

To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap

J setup dialog box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 63).

1 . Insert the business card straight into the feeding section of the

ScanSnap, with the scanning side facing up.

= Business card is pulled in until it is set inside the ScanSnap.

® When [Business card] is specified for [Paper size] in the [Paper] tab of the ScanSnap
setup dialog box, insert the business card by aligning it with the left edge of the feeding
section.

® |f you perform a scan with the output guide open, a
paper jam may occur and damage business cards.
Make sure to close the output guide when you scan
business cards.

Output guide
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2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

It is recommended that you select [Automatic resolution] or [Best] for [Image quality] in the
[Scanning] tab of the ScanSnap setup dialog box. ScanSnap Manager cannot link with
CardMinder when [Image quality] is set to [Excellent].

Load another business card in the ScanSnap when you want to scan multiple business
M cards. Scanning starts automatically when a business card is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.

4. Click the [Scan to CardMinder] icon.

Scansnap

1 Page 1/1

Scan to ScanSnay Scan to Folder Scan to E-mail Scan to Print Scan to
Organizer CardMinder Rack2-Filer

Scanto Evernote  Scanto Evernote  Scanto Google Scan to Word Scan to Excel Scanto
(Document) (Mote) Docs(TM) PowerFoint(R)
]
:) -
Y ‘QJ
Scan to Scan to Picture
SharePoint Folder

® T Applications to Show/Hide 3

® You cannot start scanning when the Quick Menu is displayed. Wait until ScanSnap Man-
ager links with CardMinder before scanning another document.

® Do not move, delete, or rename the scanned image in other applications when the
Quick Menu is displayed.

= CardMinder starts up.

141



Actions (for Windows users)

5. Check the scanned card image and the text recognition resulit.

@“ AwEd ) CardMindier _ = x
| Home | Datakditing  Image Operstion  View Search cards: Enter the search stiing cata @
= @ @2
\ebste | Application | Mobile
- - inkage

2 x

& Trash

Fatnare s

Ceftoward Brown Abcd Limited ABCD LIMITED

Howard Brown

Project Manager, Software Research i www.ABCD.com

1234 Funciton Avenue, San Rose, CA987654-1111 |

Telephone: (000) 000-0000 FAX:(000)-111-2222 i

E-mail: hbrown@abcd.com !
i i I
| ——— | | | — s " |

Edit Data.
3 Full Name |Howara Brown
B Company [Abca Limitea
o  Phone Number |[987654-1111

RE E-mail I com

R P
R ol

For details about the functions of CardMinder and how to use it, refer to CardMinder

M User's Guide and CardMinder Help.
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Without using the Quick Menu

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap

M setup dialog box.

For details about how to perform scanning without using th
the Quick Menu" (page 69).

e Quick Menu, refer to "Without Using

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).

= The ScanSnap setup dialog box appears.

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

[CardMinder].
o=
Color Inmege Scarnmer J
[[Use Quick bMenu Erfle
| Recommended | | Small File | [ HighCusity | [&F Standard =

F:":E, Applicationg Save |@8 Scanning | J File option |F

Selectthe application you would like to use.

Gpplication: [ = CardMinder

Add or Remaowve..

| Hide & | oK [

Cancel | | Apply |

It is recommended that you select [Automatic resolution] or [Best] for [Image quality] in the
[Scanning] tab of the ScanSnap setup dialog box. ScanSnap Manager cannot link with

CardMinder when [Image quality] is set to [Excellent].

ScanSnap Manager can also link with [CardMinder] when you select:
M ® [CardMinder] from the [Profile] drop-down list of the ScanSnap setup dialog box

® [CardMinder] from the Left-Click Menu

3. Click the [OK] button to close the ScanSnap setup dialog box.
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4. Insert the business card straight into the feeding section of the

ScanSnap, with the scanning side facing up.

= Business card is pulled in until it is set inside the ScanSnap.

® When [Business card] is specified for [Paper size] in the [Paper] tab of the ScanSnap
setup dialog box, insert the business card by aligning it with the left edge of the feeding
section.

® |[f you perform a scan with the output guide open, a Output guide
paper jam may occur and damage business cards.
Make sure to close the output guide when you scan
business cards.

5. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another business card in the ScanSnap when you want to scan multiple business
¢ cards. Scanning starts automatically when a business card is loaded.

6. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= CardMinder starts up.
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7. Check the scanned card image and the text recognition resulit.

@\'Enjon

CardMinder

| Home | Datakditing  Image Operstion  View

- = x

MIC )

Search cards: Enter the search string

Application

Website

A

Email

B X CardImage

R P—r—

Howard Brown
Project Manager, Software Research
1234 Funciton Avenue, San Rose, CA987654-1111

Telephone: (000) 000-0000 FAX:(000)-111-2222
E-mail: hbrown@abcd.com

e ]S —

ABCD LIMITED

2 x

www.ABCD.com

3 ruiname | [Howara Brown

2 company |[AbedLimieca

o  Phone Number |[987654-1111

RE E-mail I com

R ol

v

For details about the functions of CardMinder and how to use it, refer to CardMinder

User's Guide and CardMinder Help.
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Saving Data in SharePoint

This section explains how to save the scanned image in SharePoint or Office Live.

® To save a large file to SharePoint or Office Live, you may need to have the system adminis-
trator change the SharePoint or Office Live setting.

® When you start up Scan to Microsoft SharePoint for the first time, you need to register a
SharePoint site. Once you register the SharePoint site, ScanSnap Manager automatically
connects to that site from the next startup.
For more details, refer to the Scan to Microsoft SharePoint User Guide.

For details about the procedure to scan and save the scanned image in SharePoint/Office
Live using or without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 147)

® Without Using the Quick Menu (- page 151)
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Using the Quick Menu

To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap

M setup dialog box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 63).
1 . Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
M starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.

4, Change settings for the [Scan to SharePoint] (If you do not want to

change any settings, go to step 5.).

1. Move the mouse cursor to the ## mark on the [Scan to SharePoint] icon, and then
select the [Settings] menu.

Scansnap

Page 141

A A @ @& @

Scan to ScanSnap Scanto Scan to Folder Scan to E-mail Scan to Print Scanto
Organizer CardMinder Rack2-Filer

@ ] E 1 L

Scanto Evernote  Scanto Evernote  Scanto Google Scan to Word Scan to Excel Scanto
(Document) (Mote) Docs(TM) PowerFoint(R)

%
~d

Scan to Picture
SharePoint Folder

(%) Show Details Applications to Show/Hide 3¢

= The [Scan to SharePoint - Options] dialog box appears.
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2. Change the setting.

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

'} Scan to SharePoint - Options ﬁ

¥ Save scanned images to file

Cancel |

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

Scansnap

4 Page 1/1

W M s =
= =] e
e o /] -
Scan to ScanSnap Scanto Scan to Folder Scan to E-mail Scan to Print Scanto
Organizer CardMinder Rack2-Filer

wm ¥ 6

Scanto Evernote  Scanto Evernote  Scanto Google Scan to Word Scan to Excel Scanto

(Document) (Mote) Docs(TM)

.4-1,:’ Eo A Ee
Scan to Scan to Picture
SharePoint Folder

PowerPoint(R)

(%) Show Details Applications to Show/Hide £

ager links with Microsoft SharePoint before scanning another document.

Do not move, delete or rename the scanned image in other applications when the Quick
Menu is displayed.

@ ® You cannot start scanning when the Quick Menu is displayed. Wait until ScanSnap Man-
°

= Scan to Microsoft SharePoint starts up.
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6. Save the image data.

®Saving to SharePoint
1. Select a folder in which you want to save the scanned image.
2. In the Scan to Microsoft SharePoint Index Pane, enter information, such as the title,
and click the [Accept] button.

=l Scan to Microsoft SharePoint x
ol )

JE

(= 38 product documentation || Content Type: Document 2

ig'§ Eudget 2007
{3 Budget 2008 Title 001
[} Document -
[ Schedule 2007

£

[} Schedule 2008
[ Training

‘ Accept N Clear Cancel
Ne—

:] Ready toIndex: 001.pdf

= The scanned image is saved in the specified folder.

@Saving to Office Live
1. Select [Connect to Office Live] from the menu.

b Scan to Microsoft SharePoint x

C

)
| Index a File

Cache

El ) Add SharePeint Site

Cin
S 'J Connect toOffice Live

(12 optors| [ X Bt

= The Office Live logon dialog box appears.
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2. Enter the ID and the password in the Office Live logon dialog box, and then click the

[Sign In] button.

i Windows Live

SignInTo:  Microsoft Office Live

3 Windows Live (D | |

Pasaward |

[ Remember me on this computer

[ Remember my Password

ou are logging into [Microsoft Office Live) which is not &
Microzoft developed application.

Sign up for a Windows Live [D
3 Wwindows Live ID ‘wWarks with M5, Office Live and Passport sites

= The [Scan to Microsoft SharePoint] dialog box appears after the ScanSnap is
connected to Office Live.

3. Select a folder in which you want to save the scanned image.
4. In the Scan to Microsoft SharePoint Index Pane, enter information, such as the title,
and click the [Accept] button.

Scan to Microsoft SharePoint

43

7l - x
() &
= Content Type: | Document vl
= £8 hitpeAlaketest com .
o m
{1 BradsLibram
ﬂ Colurin Test Title: |UUT ‘
([l Connect2007
mc Types Test [ |
i Is
([0 Index Test Discription
{0 testib
-3l product documentation
Date ! Tuesday . February 26, 2003 M
Y ‘_A:cepl ) -Elaar -Eance\
& Ready toIndese 001, pdf ,

= The scanned image 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

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap

M setup dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using
the Quick Menu" (page 69).
1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).

= The ScanSnap setup dialog box appears.

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

o=
Colfor Image Scannen‘
[[Use Quick bMenu Prafila
| Recommended | | Small File | [ HighQuslity | [£} standard -

E:E, Applicationn_‘- Save |# Scanning | J File option

Selectthe application you would like to use.

(Applic:ation: [‘—! Scan to SharePaint vD
Application Settings...

Add or Remaowve..

| Hide & | oK | | cancel | | Appky |

When you add the customized settings as profiles, the application to link with ScanSnap
Manager can be selected in the [Profile] drop-down list or Left-Click Menu next time you
perform a scan.

For details about how to add a profile, refer to "Profile Management" (page 81).

K
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Actions (for Windows users)

3. Change settings for the [Scan to SharePoint] (If you do not want to
change any settings, go to step 4.).

1. Click the [Application Settings] button.

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

Selectthe application you would like to use.

Application: [ ") Scan to SharePoint v]

( Application Settings... )

Add or Remaowve..

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

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

2. Change the settings.
For details about the [Scan to SharePoint - Options] dialog box, refer to the

ScanSnap Manager Help.

.} Scan to SharePoint - Options =5

¥ Save scanned images to file

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.

5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
M starts automatically when a document is loaded.
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7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= Scan to Microsoft SharePoint starts up.

8. Save the scanned image.

@Saving to SharePoint
1. Select a folder in which you want to save the scanned image.

2. In the Scan to Microsoft SharePoint Index Pane, enter information, such as the title,

and click the [Accept] button.

:;.

Scan to Microsoft SharePoint *

\

& ﬂfﬁ product doc
R} £ cdaet 2

[0 Schedule 2007
1 Schedule 2008
[ Training

JE

umentation

Document

&

= The scanned image is saved in the specified folder.

Ready toIndex: 001 .pdf

@Saving to Office Live
1. Select [Connect to Office Live] from the menu.

|| Content Type:

Title:

Dacument

‘[ Acoept ]’ Clear ][ Cancel

i Scan to Microsoft SharePoint

e
\ Ip" Index = File

_j) Add SharePoint Site

Cla .
!J Connect to Office Live

Cache

| ;j t);tw;s; ;7X7!7£;t5

= The Office Live logon dialog box appears.
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2. Enter the ID and the password in the Office Live logon dialog box, and then click the
[Sign In] button.

i Windows Live

SignInTo:  Microsoft Office Live

3 Windows Live (D | v%
Password | |

pady1n e s s

[ Remember me on this computer

[ Remember my Password

ou are logging into [Microsoft Office Live) which is not &
Microzoft developed application.

Sign up for a Windows Live [D
3 Wwindows Live ID ‘wWarks with M5, Office Live and Passport sites

= The [Scan to Microsoft SharePoint] dialog box appears after the ScanSnap is

connected to Office Live.

3. Select a folder in which you want to save the scanned image.
4. In the Scan to Microsoft SharePoint Index Pane, enter information, such as the title,

and click the [Accept] button.

) Sean to Microseft SharePoint _ x
() 5
- Content Type: |Document vl

=g htpAlaketest com L

o m

{1 BradsLibram

ﬂ Colurin Test Title |UUT ‘

([l Connect2007

G Types Test |

wjC ts

(70 Indes Test Discriptian

{0 testib
-3l product documentation

Date Tuesday . February 26, 2008 v
. ) [ Accept ] Clzar ] [ Cancel
& Ready toIndesx: 001.pdf o
=

= The scanned image is saved in the specified folder.

For more details, refer to the Scan to Microsoft SharePoint User Guide.
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Saving to Rack2-Filer

This section explains how to save the scanned image as a PDF file in Rack2-Filer trial version
(bundled with the ScanSnap) or Rack2-Filer (V5.0 or later recommended/bundled model or
sold separately).

® Rack2-Filer trial version (bundled with the ScanSnap) or Rack2-Filer (V5.0 or later recom-
mended/bundled model or sold separately) is required to use this function.
Rack2-Filer is an application that converts paper documents and electronic documents into
PDF files and manages them in a computer. You can manage the documents as if you bind
them, store them on a cabinet shelf, and browse them as if you flip through a book.

® The following settings in ScanSnap Manager are disabled when the scanned image is saved
to Rack2-Filer:
- Rename file after scanning
- Color high compression

For details about the procedure to scan and save the scanned image in Rack2-Filer using or
without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 156)

® \Vithout Using the Quick Menu (- page 159)
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Using the Quick Menu

To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap

M setup dialog box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 63)
1 . Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
M starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.

4, Change settings for the [Scan to Rack2-Filer] (If you do not want to

change any settings, go to step 5.).

1. Move the mouse cursor to the ## mark on the [Scan to Rack2-Filer] icon, and then
select the [Settings] menu.
Scansnap

Page 141

W A a @

Scan to ScanSnap Scanto Scan to Folder Scan to E-mail Scan to Print Scanto
Organizer CardMinder Rack2-Filer

e ’ o I G

Scanto Evernote  Scanto Evernote  Scanto Google Scan to Word Scan to Excel Scanto
(Document) (Mote) Docs(TM) PowerFoint(R)

™\ % 3
\-’_F’ a

-

Scan to Scan to Picture
SharePoint Folder

(%) Show Details Applications to Show/Hide 3¢

= The [ScanSnap - > Rack2] dialog box appears.
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2. Change the settings.

In this dialog box, specify the destination to save the scanned image.
For details about the [ScanSnap - > Rack?2] dialog box, refer to Rack2-Filer Help.
Click the [Help] button in the [ScanSnap - > Rack2] dialog box to display Rack2-Filer

Help.

ScanSnap -» Rack2

[~ Request confirmation each time

—ScanSnap data zave location [when Rack2-Viewer or WorkArea is not open)

" Binder currently selected in the Rack2-Filer window

[or binder zelection dialog if no binder is selected)

' Binder selection dialog for individual assignment every time

Lo |

Cancel |

Help |

3. Click the [OK] button to close the [ScanSnap - > Rack2] dialog box.

5. Click the [Scan to Rack2-Filer] icon.

Scansnap

Page 141

Scan to ScanSnap
Organizer

Scan to
CardMinder

Scan to Folder

o

Scan to Evernote
(Document)

Scan to Evernote
(Mote)

A, B
-

Scan to Picture
Folder

Scan to Google
Docs(TM)

Scan to
SharePoint

o %
7Y
Scan to E-mail
——

Scan to Word

Scan to
Rack2-Filer

Scan to Excel Scan to

PowerFPoint(R)

@ Show Details
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Actions (for Windows users)

® When you perform a scan with [JPEG(*.jpg)] selected for [File format] in the [File option]
tab of the ScanSnap setup dialog box, you cannot save the image in Rack2-Filer.

® You cannot start scanning when the Quick Menu is displayed. Save the scanned image
to Rack2-Filer before scanning another document.

® Do not move, delete or rename the scanned image in other applications when the Quick
Menu is displayed.

= Rack2-Filer starts up, and the PDF file created by the ScanSnap is saved in Rack2-
Filer in accordance with the settings specified in step 4.

J, For details about how to use Rack2-Filer, refer to the Rack2-Filer User’s Guide.
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Actions (for Windows users)

Without using the Quick Menu

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap

M setup dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using
the Quick Menu" (page 69).
1 . Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list in the [Application] tab, select [Rack2-
Filer].

o=
Colfor Image Scannen‘
[[Use Quick bMenu Erfle
| Recommended | | Small File | [ HighCusity | [£F Standard -

i Sawe |# Scanning | J File option |F-

= Application

Selectthe application you would like to use.

Gpplication: [£ Rack2-Filer vD
Application Settings...

Add or Remaowve..

| Hide & | oK | | cancel | | Appky |

ScanSnap Manager can also link with [Rack2-Filer] when you select:
u ® [Rack2-Filer] from the [Profile] drop-down list of the ScanSnap setup dialog box
® [Rack2-Filer] from the Left-Click Menu
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3. Change settings for the [Scan to Rack2-Filer] (If you do not want to
change any settings, go to step 4.).

1. Click the [Application Setting] button.

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

Selectthe application you would like to use.

Application: [ -4 Rack2-Filer v]

(I Application Settings... D

Add or Remaowve..

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

= The [ScanSnap - > Rack2] dialog box appears.

2. Change the settings.
In this dialog box, specify the destination to save the scanned image.

For details about the [ScanSnap -> Rack2] dialog box, refer to Rack2-Filer Help.Click
the [Help] button in the [ScanSnap -> Rack?2] 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.

5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).
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Actions (for Windows users)

6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
¢ starts automatically when a document is loaded.

7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= Rack2-Filer starts up, and the PDF file created by the ScanSnap is saved in Rack2-
Filer in accordance with the settings specified in step 3.

/

For details about how to use Rack2-Filer, refer to the Rack2-Filer User’'s Guide.
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Saving Documents to Evernote

This section explains how to save the scanned image as a PDF file to Evernote.
When you save a scanned image to Evernote after converting it into a searchable PDF, the
PDF file becomes searchable in Evernote.

ABC
123

You first need to sign in to Evernote for Windows to save a file to Evernote.

For details about the procedure to scan and save the scanned image to Evernote using or
without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 163)

® Without Using the Quick Menu (- page 167)
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Using the Quick Menu

To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap

J setup dialog box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 63).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets.
J Scanning starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.
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Actions (for Windows users)

4. Change settings for the [Scan to Evernote (Document)] (If you do not

want to change any settings, go to step 5.).

1. Move the mouse cursor to the ## mark on the [Scan to Evernote (Document)] icon,

and then select the [Settings] menu.

Scansnap

4 Page 1/1 ’

Scan to Scan to Folder

CardMinder

Scan to ScanSnap
Organizer

==mn ¥

Scan to Google
Docs(TM)

Scan to Evernote  Scan to Evernote
(Document) (Mote)
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0° &
Scan to

Scan to Picture
SharePoint Folder

" @

Scan to E-mail

Scan to Word

Scan to
Rack2-Filer

Scan to Print

Scan to
PowerFPoint(R)

Scan to Excel

@ Show Details

Applications to Show/Hide 3§

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

2. Change the settings.

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

Manager Help.

[ [#) Scan to Evernote - Options ﬂ
QCR options
Language: [Eﬂ English v]
Target pages: () First page @ All pages
[ ok ][ cancel |[ Hep |

3. Click the [OK] button to close the [Scan to Evernote - Options] dialog box.
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Actions (for Windows users)

5. Click the [Scan to Evernote (Document)] icon.

Scansnap

4 Page 1/1

e : < - e 5
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Scan to ScanSnap Scanto

Scan to Folder Scan to E-mail

Scan to Print Scan to
Organizer CardMinder
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Rack2-Filer

Scan to Evernote  §Scanto Evernote  Scanto Google
(Document) (Mote) Docs(TM)
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Scan to Word Scan to Excel Scan to

PowerPoint(R)

Scan to Scan to Picture
SharePoint Folder

(%) Show Details Applications to Show/Hide £

® You cannot start scanning when the Quick Menu is displayed. Save the PDF file to Ever-
@ note before scanning the next document.

® Do not move, delete, or rename the scanned image in other applications when the
Quick Menu is displayed.

= When you perform a scan with [JPEG(*.jpg)] selected for [File format] in the [File

option] tab of the ScanSnap setup dialog box, a PDF file is created from the JPEG
file. A separate PDF file is created for each JPEG file.

The following dialog box is displayed when the PDF file is being created.

Scan to Evernote (Document)
Creating PDF file from image data...
Target file: jpg
Processing status: _ |
Cancel
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Actions (for Windows users)

= If the [Convert to Searchable PDF] check box is selected in step 4., text recognition
is performed according to the [OCR options] settings in the [Scan to Evernote -
Options] dialog box.
The following dialog box is displayed during text recognition.

Scan to Evernote (Document) (=3

Processing text recognition.

Target file:

Processing status:

pdf
I 4@
I 4@

Page: 1/1

Text recognition will be performed if there are any pages containing text which is not
M yet recognized. Note that text recognition will be performed on those pages only.

= Evernote for Windows starts up, and the PDF file is saved to Evernote.

gy =
[=fiad]

Fie Edt View Format Toos Help
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Click ta show all tags -
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Attributes
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Saved Searches

Na Saved Searches
frrash ] I I I
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WORKS WITH EVEANOTE
Send one
invite.

‘Synchronzation compiete

The file in which the scanned image is saved remains in the folder specified for [Image
M saving folder] in the [Save] tab of the ScanSnap setup dialog box even after the scanned
image is saved to Evernote. Delete this file if unnecessary.
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Actions (for Windows users)

Without using the Quick Menu

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap

M setup dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using
the Quick Menu" (page 69).

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).

= The ScanSnap setup dialog box appears.

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

to Evernote (Document)].

&S
Colfor Image Sl:anr)er-‘
[[1Use Quick Menu Prafile
[ Pecommended | | Small File | [ HighQualty | [ Standard -

Gpplication: [ﬁ iScan to Evernote (Document] vD
Application Settings...
Add ar Femowve...
| Hide & | oK || cancel || Applk |

ScanSnap Manager can also link with [Scan to Evernote (Document)] when you select:
M ® [Scan to Evernote (Document)] from the [Profile] drop-down list of the ScanSnap setup
dialog box
® [Scan to Evernote (Document)] from the Left-Click Menu
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3. Change settings for the [Scan to Evernote (Document)] (If you do not

want to change any settings, go to step 4.).

1. Click the [Application Settings] button.

Es Application

o1 Sawe |&2 Scanning | J File option

Selectthe application you would like to use.

Application: iScan to Evernote (Document] v]
(Application Settings...)
Add ar Femove...
| Hide « | oK || cancel || Apply |

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

2. Change the settings.
For details about the [Scan to Evernote - Options] dialog box, refer to the ScanSnap

Manager Help.
[ #] Scan to Evernote - Options ﬁ1
QCR options
Language: [EI English v]
Target pages: () First page @ Al pages
[ ok [ cancel |[ Hep |

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

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

5. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

M

Load another document in the ScanSnap when you want to scan multiple sheets.
Scanning starts automatically when a document is loaded.
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7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= When you perform a scan with [JPEG(*.jpg)] selected for [File format] in the [File
option] tab of the ScanSnap setup dialog box, a PDF file is created from the JPEG
file. A separate PDF file is created for each JPEG file.
The following dialog box is displayed when the PDF file is being created.

Scan to Evernote (Document) (=3
Creating PDF file from image data...
Target file: ipg
Processing status: g )

= If the [Convert to Searchable PDF] check box is selected in step 3., text recognition
is performed according to the [OCR options] settings in the [Scan to Evernote -
Options] dialog box.
The following dialog box is displayed during text recognition.

Scan to Evernote (Document) (=3
Processing text recognition.
Target file: pdf
Processing status: )

Text recognition will be performed if there are any pages containing text which is not
J yet recognized. Note that text recognition will be performed on those pages only.
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= Evernote for Windows starts up, and the PDF file is saved to Evernote.

L K =)
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Viewing 1 note from -

Notebooks Wotes by Date Createst

B 1| [apas] W _08_06_14_23 55.pdi
@ | Created: Today 14324 Updsted: Today 1424

ilar .
Clik to show all
= -‘-rmoe‘m-llu-l'n!u?@i’l:EIE-:IDBE—

# % Crested a m
# N Covars =

o I)d)

1995 2000 2005

Synchronzation compiete

The file in which the scanned image is saved remains in the folder specified for [Image
M saving folder] in the [Save] tab of the ScanSnap setup dialog box even after the scanned
image is saved to Evernote. Delete this file if unnecessary.
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Saving Handwritten Notes to Evernote

This section explains how to save the scanned image as a JPEG file to Evernote.
When you save a JPEG file to Evernote, text recognition is performed on all text, including
handwritten characters, and the file becomes searchable in Evernote.

You first need to sign in to Evernote for Windows to save a file to Evernote.

For details about the procedure to scan and save the scanned image to Evernote using or
without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 172)

® Without Using the Quick Menu (= page 175)
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Using the Quick Menu

To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap

J setup dialog box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 63).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets.
J Scanning starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.
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4. Click the [Scan to Evernote (Note)] icon.

Scansnap

4 Page 1/1

I : 5 > B ol ® T
q Ao a @ & &

Scan to ScanSnap Scanto

Scan to Folder Scan to E-mail

Scan to Print Scan to
Organizer CardMinder

Rack2-Filer

Scanto Evernote] Scan to Evernote | Scanto Google

Scan to Word Scan to Excel
(Document) (Note) Docs(TM)

Scan to
PowerPoint(R)

Scan to Scan to Picture
SharePoint Folder

(%) Show Details Applications to Show/Hide £

® You cannot start scanning when the Quick Menu is displayed. Save the JPEG file to
@ Evernote before scanning the next document.

® Do not move, delete, or rename the scanned image in other applications when the
Quick Menu is displayed.

= When you perform a scan with [PDF(*.pdf)] selected for [File format] in the [File

option] tab of the ScanSnap setup dialog box, a JPEG file is created from the PDF
file. A separate JPEG file is created for each page of the PDF file.

The following dialog box is displayed when the JPEG file is being created.

Scan to Evernote (Mote)
Creating image data from PDF file...
Target file: pdf
Processing status: _ |
Page: 1/1 Cancel
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= Evernote for Windows starts up, and the JPEG file is saved to Evernote.

LI - - Evernote
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Synchronization compiete:

® \When you select [PDF (*.pdf)] for [File format] in the [File option] tab of the ScanSnap

M setup dialog box, a four-digit serial number is automatically added to the name of the
file which is saved to Evernote.

e.g. When the file name is [ScanSnap], the file is saved as:
ScanSnap_0001, ScanSnap_0002, ScanSnap_0003...
® The file in which the scanned image is saved remains in the folder specified for [Image
saving folder] in the [Save] tab of the ScanSnap setup dialog box even after the
scanned image is saved to Evernote. Delete this file if unnecessary.
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Without using the Quick Menu

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap

M setup dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using

the Quick Menu" (page 69).

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).

= The ScanSnap setup dialog box appears.

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

to Evernote (Note)].

&S
Colfor Image El'-!:anr)eﬂ‘
[[1Use Quick Menu Prafile
[ PRecommended | | Small File | [ HighQuality | [ Standard -

E Application )i Save |#2 Scanning | J File option |£

Selectthe application you would like to use.

(Applic:ation: [ﬁ iScan to Evernote (Note)

Add or Remaowve..

Application Settings...

| Hide &

oK

Cancal | |

Apply

ScanSnap Manager can also link with [Scan to Evernote (Note)] when you select:
M ® [Scan to Evernote (Note)] from the [Profile] drop-down list of the ScanSnap setup dialog

box

® [Scan to Evernote (Note)] from the Left-Click Menu

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

4. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).
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5. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
J starts automatically when a document is loaded.

6. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= When you perform a scan with [PDF(*.pdf)] selected for [File format] in the [File
option] tab of the ScanSnap setup dialog box, a JPEG file is created from the PDF
file. A separate JPEG file is created for each page of the PDF file.
The following dialog box is displayed when the JPEG file is being created.

Scan to Evernote (Note) (=3

Creating image data from PDF file...

Target file: pdf

Processing status:

Page: 1/1
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= Evernote for Windows starts up, and the JPEG file is saved to Evernote.

LI - - Evernote
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Synchronization compiete:

® \When you select [PDF (*.pdf)] for [File format] in the [File option] tab of the ScanSnap

M setup dialog box, a four-digit serial number is automatically added to the name of the
file which is saved to Evernote.

e.g. When the file name is [ScanSnap], the file is saved as:
ScanSnap_0001, ScanSnap_0002, ScanSnap_0003...
® The file in which the scanned image is saved remains in the folder specified for [Image
saving folder] in the [Save] tab of the ScanSnap setup dialog box even after the
scanned image is saved to Evernote. Delete this file if unnecessary.
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Saving Documents to Google Docs

This section explains how to save the scanned image as a PDF file to Google Docs.

You need to have .NET Framework 3.0 installed in order to use this function.

Note that .NET Framework 3.0 is also included in .NET Framework 3.5 (SP1 or later). It is
recommended that you use .NET Framework 3.5 (SP1 or later) by updating Windows.
You need to install .NET Framework 3.0 separately even if NET Framework 4.0 or later is

already installed because .NET Framework 3.0 is not included in the .NET Framework 4.0 or
later version.

For details about the procedure to scan and save the scanned image to Google Docs using or
without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 179)

® Without Using the Quick Menu (- page 183)
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Using the Quick Menu

To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap

M setup dialog box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 63).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

2. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

Load another document in the ScanSnap when you want to scan multiple sheets.
M Scanning starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.

4. Change settings for [Scan to Google Docs(TM)] (If you do not want to

change any settings, go to step 5.).

1. Move the mouse cursor to the # mark on the [Scan to Google Docs(TM)] icon, and
then select the [Settings] menu.

Scansnap

Page 141 L

AR a a e d

Scan to ScanSnap Scanto Scan to Folder Scan to E-mail Scan to Print Scanto
Organizer CardMinder Rack2-Filer

5w 3 @

Scanto Evernote  Scanto Evernote  Scanto Google Scan to Word Scan to Excel Scanto
(Document) (Mote) Docs(TM) PowerFoint(R)

™\ % 3
\-’_F’ a

-

Scan to Scan to Picture
SharePoint Folder

(%) Show Details Applications to Show/Hide 3¢

= The [Scan to Google Docs(TM) - Options] dialog box appears.
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2. Change the settings.

For details about the [Scan to Google Docs(TM) - Options] dialog box, refer to the
ScanSnap Manager Help.

0

*7" Scan to Google Docs(TM) - Options
Google Account

Email :

Password :

Convert to Searchable PDF
QCR options

Language: [ED English

Target pages: () First page @ All pages

[ Save scanned images to file

[ ok

][ Cancel | [ Heb

If the computer is shared with other users, do not enter your information in [Email] and
[Password] in this dialog box.

Otherwise, other users will be able to log into Google Docs automatically.

3. Click the [OK] button to close the [Scan to Google Docs(TM) - Options] dialog box.

5. Click the [Scan to Google Docs(TM)] icon.

Scansnap

1 Page 1/1

Scan to ScanSnap
Organizer

Scan to Evernote
(Document)

Scan to
SharePoint

Scan to
CardMind

Scan to Evernote

(Mote)

A

-

Scan to Folder Scan to E-mail

Scan to Word

er

Scan to Google
Docs(TH)

e

Scan to Picture

Folder

Scan to
Rack2-Filer

Scan to Excel

Scan to
PowerFPoint(R)

@ Show Details

0

Applications to Show/Hide 3

® You cannot start scanning when the Quick Menu is displayed. Save the PDF file to
Google Docs before scanning the next document.

® Do not move, delete, or rename the scanned image in other applications when the
Quick Menu is displayed.
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= If you did not specify a Google account in the [Scan to Google Docs(TM) - Options]
dialog box in step 4., the [Scan to Google Docs(TM)] dialog box appears. Saving will
continue after you enter an e-mail address and a password, and click the [OK]
button.

’,:?": Scan to Google Docs(TM) @

Enter your Google account.

Email : )
Password :
J

[ Save your account information.

OK ][ Cancel ][ Hebp

If the computer is shared with other users, do not select the [Save your account
information.] check box in this dialog box.
Otherwise, other users will be able to log into Google Docs automatically.

= When you perform a scan with [JPEG(*.jpg)] selected for [File format] in the [File
option] tab of the ScanSnap setup dialog box, a PDF file is created from the JPEG
file. A separate PDF file is created for each JPEG file.
The following dialog box is displayed when the PDF file is being created.

Scan to Google Docs(TM) (=3
Creating PDF file from image data...
Target file: irg
Processing status: ——

= If the [Convert to Searchable PDF] check box is selected in the [Scan to Google
Docs(TM) - Options] dialog box in step 4., text recognition is performed according to
the [OCR options] settings in the [Scan to Google Docs(TM) - Options] dialog box.
The following dialog box is displayed during text recognition.

Scan to Google Docs(TM) (=3
Processing text recognition.
Target file: pdf
Processing status:

Text recognition will be performed if there are any pages containing text which is not
J yet recognized. Note that text recognition will be performed on those pages only.
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= The following dialog box appears when saving starts. Click the [Close] button to
close the [Scan to Google Docs(TM)] dialog box when the saving completes.

Scan to Google Docs(TM) =]

Successfully saved to Google Docs(TM).
Target file: pdf
Processing status:
. "™
File size: 0.15/0.15 MB
@ Close this window when save completea

When you select the [Close this window when save completes] check box in the
[Scan to Google Docs(TM)] dialog box, from next scanning on, the [Scan to Google

Docs(TM) dialog box automatically closes after the PDF file is saved to Google
Docs.

Google Docs does not start up after the saving has completed. To check the saved PDF file,
M start a web browser and log in to Google Docs.
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Without using the Quick Menu

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap

M setup dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using
the Quick Menu" (page 69).

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list in the [Application] tab, select [Scan
to Google Docs(TM)].

&S
Colfor Image SGEFM—IEFJ
[[1Use Quick Menu Prafile
[ Pecommended | | Small File | [ HighQualty | [ Standard -

£ Application )i Save |#2 Scanning | J File option |F+

Selectthe application you would like to use.
Gpplication: [ 74 {Scan to Google Docs{Tivi) v)
Application Settings...
Add ar Femowve...
| Hide & | oK || cancel || Applk |

ScanSnap Manager can also link with [Scan to Google Docs(TM)] when you select:
M ® [Scan to Google Docs(TM)] from the [Profile] drop-down list of the ScanSnap setup dia-
log box
® [Scan to Google Docs (TM)] from the Left-Click Menu
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3. Change settings for the [Scan to Google Docs(TM)] (If you do not want to
change any settings, go to step 4.).

1. Click the [Application Settings] button.

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

Selectthe application you would like to use.

Application: [ % {Scan to Google Docs{TiVi) v]

(Application Settings...)

Add or Remaowve..

| Hide « | oK || cancel || Apply |

= The [Scan to Google Docs(TM)- Options] dialog box appears.

2. Change the settings.
For details about the [Scan to Google Docs(TM) - Options] dialog box, refer to the

ScanSnap Manager Help.

‘1:'5 Scan to Google Docs(TM] - Options @

Google Account
Email :

Password :

Convert to Searchable PDF

QCR options
Language: [ED English v
Target pages: () First page @ All pages

[ Save scanned images to file

[ ok ][ cancel |[ Hep

If the computer is shared with other users, do not enter your information in [Email]
and [Password] in this dialog box.
Otherwise, other users will be able to log into Google Docs automatically.

3. Click the [OK] button to close the [Scan to Google Docs(TM) - Options] dialog box.

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

5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).
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6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning

¢ starts automatically when a document is loaded.

7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= If you did not specify a Google account in the [Scan to Google Docs(TM) - Options]
dialog box in step 3., the [Scan to Google Docs(TM)] dialog box appears. Saving will
continue after you enter an e-mail address and a password, and click the [OK]

button.

’,:?": Scan to Google Docs(TM)

Enter your Google account.

Email :
Password :

Save your account information.

oK ][ Cancel

| | Help

If the computer is shared with other users, do not select the [Save account

information] check box in this dialog box.

Otherwise, other users will be able to log into Google Docs automatically.

= When you perform a scan with [JPEG(*.jpg)] selected for [File format] in the [File
option] tab of the ScanSnap setup dialog box, a PDF file is created from the JPEG
file. A separate PDF file is created for each JPEG file.
The following dialog box is displayed when the PDF file is being created.

Scan to Google Docs(TM)

Target file:

- Taa——

Processing status:

Creating PDF file from image data...

ipg

==

Cancel
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= If the [Convert to Searchable PDF] check box is selected in the [Scan to Google
Docs(TM) - Options] dialog box in step 3., text recognition is performed according to
the [OCR options] settings in the [Scan to Google Docs(TM) - Options] dialog box.
The following dialog box is displayed during text recognition.

Scan to Google Docs(TM) (=3
Processing text recognition.
Target file: pdf
Processing status: )

Text recognition will be performed if there are any pages containing text which is not
M yet recognized. Note that text recognition will be performed on those pages only.

= The following dialog box appears when saving starts. Click the [Close] button to
close the [Scan to Google Docs(TM)] dialog box when the saving completes.

Scan to Google Docs(TM) =]

Successfully saved to Google Docs(TM).

Target file: pdf

Processing staus: I

File size: 0.15/0.15 MB

(I:‘ Close this window when save completea

When you select the [Close this window after save completes] check box in the
[Scan to Google Docs(TM) dialog box, from next scanning on, the [Scan to Google

Docs(TM) dialog box automatically closes after the PDF file is saved to Google
Docs.

Google Docs does not start up after the saving has completed. To check the saved PDF file,
M start a web browser and log in to Google Docs.
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Using the ScanSnap in Various Ways

This section explains about various ways of using the ScanSnap.

B Scanning Color Documents in Gray or Black & White
Mode

When [Auto color detection] is specified for [Color mode] in the [Scanning] tab of the
ScanSnap setup dialog box, the ScanSnap automatically recognizes whether the scanned
document is color, gray or black & white, and saves the documents in their respective color
modes.

If you want to scan and save color documents in gray or black & white, change the settings in
the following procedure.

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.

2. In the [Color mode] drop-down list in the [Scanning] tab, select [Gray] or

[B&W].
=
Colfor Image Scannsnl
[[1Use Quick Menu Prafile
[ PRecommended | | Small File | [ HighQuality | [ Standard -

Coler high compression

| Hide & | oK || cancel || Applk |
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3. Click the [OK] button to close the ScanSnap setup dialog box.

4. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

5. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
J starts automatically when a document is loaded.

6. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= Image data is saved in gray or black & white.
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B Scanning Color Documents in High Compression

Mode

The ScanSnap can save image data of color documents in high compression mode. You can

scan large quantities of color documents in high compression mode and save them as a

compact PDF file.
To scan color documents in high compression mode, perform the following steps to change

the setting.

In [Color high compression] mode, different compression rates are applied to characters and
backgrounds. Therefore, the file size of a document with mostly text characters is reduced, while
the quality of the characters is kept high. However, high compression is applied to photographs
and figures since they are regarded as backgrounds, resulting in deteriorated image data. For
this reason, this mode is not appropriate for scanning photographs, images and such.

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.

2. In the [Color mode] drop-down list in the [Scanning] tab, select [Color

high compression].

l

=
Colfor Image Scannsnl
[[1Use Quick Menu Prafile
Recommended | | Small File | [ HighQuality | [ Standard -

Image quality:
Color mode:

Scanning side:

Gray
=R
‘I Color high compression '

Hide |

| OK || cancel || Applk |

3. Click the [OK] button to close the ScanSnap setup dialog box.
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4. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

5. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
J starts automatically when a document is loaded.

6. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The scanned document is saved as highly compressed color image data.
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B Correcting Skewed Character Strings

When documents with skewed character strings are scanned, the ScanSnap is able to detect

the skewed character strings and correct them.
To correct skewed character strings, change the settings in the following procedure.

® Up to +/-5 degrees of skew can be corrected.

® Since this option is performed assuming that the document contains a certain amount of text,
character strings may be adjusted at a wrong angle when scanning the following types of
documents. In that case, clear the [Correct skewed character strings automatically] check
box:

Documents on which pitches between lines or characters are extremely narrow, or
characters are overlapped

Documents with many outlined or decorated characters

Documents with many photographs or figures and few characters

Documents with characters on a patterned background

e.g. Characters overlapping illustrations and diagrams

Documents with characters printed in various directions such as drawings
Documents with long diagonal lines

Documents including handwritten characters.

® This setting is disabled when you perform a scan using the Carrier Sheet.

You do not have to enable [Correct skewed character strings automatically] when [Automatic
¢ detection] is specified for [Paper size] in the [Paper] tab of the ScanSnap setup dialog box
because the skewed image is always corrected when documents are scanned by this setting.

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.
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2. Click the [Option] button in the [Scanning] tab.

9 Es
Color Imege SGEFM—IEFJ
[Tl Use Quick Menu Frofile
[ Pecommended | | Small File | [ HighQualty | [ Standard -

Image quality: 1 Automatic resolution v]
Color mode: [E Auto color detection v]
Scanning side: [ [£] SimplexScan (Single-sided) ~

Continue scanning after current scan is finished

| Hide & | oK || cancel || Applk |

= The [Scanning mode option] dialog box appears.

3. Select the [Correct skewed character strings automatically] check box.

Scanning mode option (=3

Brightness (Black and YWhite scanning only)

IIIIBDark

ekt — 1 T

Marmal

[T Setting far text only document
[V] Allow autamatic blank page remaoval

( Correct skewed character strings automatically)

[¥] Allow automaticimage ratation

[ ok || cancal || Hep |

4. Click the [OK] button to close all open dialog boxes.

5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).
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6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
¢ starts automatically when a document is loaded.

7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= Image data is saved 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 same size documents

of different page orientations.
The ScanSnap is able to automatically rotate each scanned image to its correct orientation for
such document batches.

To rotate scanned images to their correct orientations, change the settings in the following

procedure.

Since this option determines the document’s page orientation based on the character strings
printed on the document, the following types of documents may be rotated to the wrong
orientation. In that case, clear the [Allow automatic image rotation] check box.

Documents with many extremely large or small characters

Documents on which pitches between lines or characters are extremely narrow, or characters
are overlapped

Documents with many characters contacting underlines or borders

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 characters printed in various directions such as drawings

Documents written using only capital letters

Documents including handwritten characters

Skewed documents

Documents written in 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 large amount of image noise

Documents with faint characters

Documents with faded characters

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.
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2. Click the [Option] button in the [Scanning] tab.

9 Es
Color Imege SGEFM—IEFJ
[Tl Use Quick Menu Frofile
[ Pecommended | | Small File | [ HighQualty | [ Standard -

Image quality: 1 Automatic resolution v]
Color mode: [E Auto color detection v]
Scanning side: [ [£] SimplexScan (Single-sided) |
Continue scanning after current scan is finished
( Optian... ’
| Hide & | oK || cancel || Applk |

= The [Scanning mode option] dialog box appears.

3. Select the [Allow automatic image rotation] check box.

Scanning mode option (=3

Brightness (Black and YWhite scanning only)

IIIIBDark

ekt — 1 T

Marmal

[T Setting far text only document

[¥] Allow automatic blank page remaval

[T] Correct skewed character strings automatically
( Allow automatic image rotatiorD

[ ok || cancal || Hep |

4. Click the [OK] button to close all open dialog boxes.

5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).
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6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
¢ starts automatically when a document is loaded.

7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The scanned image is saved in the correct orientation.
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B Scanning Documents Larger Than A4/Letter Size

You can scan documents larger than A4/Letter size such as A3, Double Letter and B4 using
the Carrier Sheet (sold separately). By folding the document in half and scanning both sides
consecutively in simplex mode, the two sides are merged into a single image and saved.

In the [Scanning mode option] dialog box ([Scanning] tab = [Option] button in the ScanSnap
setup dialog box), the [Correct skewed character strings automatically] check box is disabled.

You can also scan documents smaller than A4/Letter size and have both sides saved as a single

image.

M

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.

2. In the [Paper] tab, select [Automatic detection] in [Paper size], and then

click the [Carrier Sheet Settings] button.

l

(7=
Color Image SGEFM—IEFJ
[[Use Quick Menu Profile
High Qualite, | [ &9 Standard v

Fecommended | |

Small File | |

E: Application |1 Save |#3 Scanning | J File option

Select paper.

Faper size: QAutomatic detection vD

q Carrier Sheet Settings... D

| Hide & | oK

Cancel

Apply

= The [Carrier Sheet Settings] dialog box appears.
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3. Select [one double-page spread image] in [Save as].

For details about the Carrier Sheet settings, refer to the ScanSnap Manager Help.

= Carrier Sheet Settings

Save as
[one double-page spread image v]
\
Paper zize
[Automatic detection v]

It scang bath sides of a document which iz folded in half, and merges the front and
the back sides to save it as a double-page spread image.

<How to configure the scan setting:
- Select [Automatic detection] for [Paper zize] in the [Paper] tab.

<How to place a document inside the Carrier Sheet>
- Align the fold line with the right edge of the Carrier Sheet so that the document fits in
the upper right-hand cormer.

<How ta scan the Carrier Sheet:

Perform scanning in the following procedure.

1. Load the Carrier Sheet in the ScanSnap with its front gside facing up, and scan the
front side.

2. Tumn over the Carier Sheet and load it in the ScanSnap, and zcan the back side.

Help

' ! Ok m Cancel ] [

4. Click the [OK] button to close all the dialog boxes.

5. Place the document inside the Carrier Sheet.

1. Fold the document in half so that the sides to be scanned are facing out.

Fold it tightly and smooth out any creases.

=>
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2. Open the Carrier Sheet and place the document inside.
Align the fold line with the right edge of the
Carrier Sheet so that the document fits in
the upper right-hand corner of the Carrier
Sheet.

Note that the front side of the Carrier Sheet has a thick vertical line in
¢ the upper right-hand corner.

6. Insert the part with the black and white pattern straight into the feeding
section of the ScanSnap, with the front side of the Carrier Sheet facing
up.

= The Carrier Sheet is pulled in until it is set inside the ScanSnap.

If you perform a scan using the Carrier Sheet with the Output guide
output guide open, a paper jam may occur and damage the
documents. Make sure to close the output guide when you
perform a scan using the Carrier Sheet.
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7. Press the [Scan/Stop] button on the ScanSnap to start scanning.

= Scanning starts and the [ScanSnap Manager - Image scanning and file saving]
dialog box appears. When the front side of the Carrier Sheet is scanned, the image
data is displayed in the preview area.

ScanSnap Manager - Image scanning and file saving

E Turn over the Carrier Sheet and load it in the
= feed guide.

Scanning will start automatically to save the image as a
double-page spread.

® To cancel
Click the [Stop] button or press the [Stop] button on the

ScanSnap.
Saved: 0 pages ( 0 sheets)

[ Stop ]

8. Turn over the Carrier Sheet and insert it as explained in step 6.

Make sure to scan the front and back side of the Carrier Sheet consecutively.

= Scanning starts automatically and the [ScanSnap Manager - Image scanning and file
saving] dialog box appears. When the back side of the Carrier Sheet is scanned,
scanned images of the front and back side of the document inside the Carrier Sheet
are displayed as a double-page spread image in the preview area.

ScanSnap Manager - Image scanning and file saving (=3

E:L Load the next document.

Scanning will start automatically.

I To save the image and exit

Click the [Finish Scanning] button or press the [Stop]
button on the ScanSnap.

Save completed: 1 pages ( 1 sheets)

7] [ Finish Scanning ]

Repeat steps 5. to 8. to scan more documents larger than A4/Letter size.

You can continue with scanning documents that can be set directly in the ScanSnap. For
details about how to load documents, refer to "How to Load Documents" (page 30).
Scanning starts automatically when a document is loaded in the ScanSnap.

K
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9. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The scanned images of the front and back side of
the document inside the Carrier Sheet are saved as
a double-page spread image.

® There may be a line or a gap appearing between the front and back side images. Also when
you scan thick papers, images on both left and right may skew towards each other from the
top.
The degree of these symptoms varies depending on how the document was set or folded.
In that case, try the following for possible resolutions:
- Fold the document properly
- Neatly align the edges of the document with the edges of the Carrier Sheet when placing
the document inside the Carrier Sheet
® When [Automatic detection] is selected from the [Paper size] drop-down list in the [Carrier
Sheet Settings] dialog box, the image is output in an optimal size selected automatically from
the available standard sizes (A3, B4 or 11 x 17 in.) in the [Paper size] dialog box. However,
depending on the document, the size of the saved image data may be smaller than the origi-
nal document or some parts of the image may be missing.
Example: When you scan an A3 size document with an A4 size image printed in the center,
image data is saved in B4 size.
To save an image data in the actual size of the document, specify the document size in the
[Paper size] drop-down list.
® Part of the image data around where the document is folded may appear missing. In that

case, place the document so that its edge is about 1 mm inside from the edge of the Carrier
Sheet.
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B Scanning Documents Such as Photographs and

Clippings

You can scan photographs you do not want to damage or documents that are difficult to scan
such as clippings using the Carrier Sheet (sold separately).
Change the settings to scan documents such as photographs and clippings in the following

procedure.

In the [Scanning mode option] dialog box ([Scanning] tab = [Option] button in the ScanSnap
setup dialog box), the [Correct skewed character strings automatically] check box is disabled.

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.

2. In the [Paper] tab, select [Automatic detection] in [Paper size], and then
click the [Carrier Sheet Settings] button.

(PEsd
Color Inmege Scarnmer J
[Tl Use Quick Menu Frofile
[ PRecommended | | Small File | [ HighOuality | [ 29 Btandard

E: Application |1 Save |#3 Scanning | J File option

Select paper.

Faper size: q)\utomatic detection

q Carrier Sheet Settings... ]‘)

| Hide & | oK || cancel ||

Apply

= The [Carrier Sheet Settings] dialog box appears.
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3. Select [two separate images (front and back)] in [Save as].

For details about the Carrier Sheet settings, refer to the ScanSnap Manager Help.

= Carrier Sheet Settings =
{ Save as
[two separate images [front and back)] v]
\
Paper zize
[Automatic detection v]

Customize...

Uze thiz zetting to scan documents that are difficult to scan az they are such as the
following:

- Documents that can easily get damaged such az photographs

- Mon-standard size documents such az newspaper clippings

- Documents that often cause paper jams

<How to configure the scan setting:
- Select [Automatic detection] for [Paper ize] in the [Paper] tab.

<How to place a document inside the Carrier Sheet>
- Place the top of the document against the top center of the Carrier Sheet.

<Hint>

‘when you select [Carrier Sheet Size [216 = 297 mm]] for [Paper size]. the scanned
image iz zaved in the size of a Carrier Sheet. You can then crop the image to a
desired size by using applications such az Adobe[R] Acrobat(R).

4. Click the [OK] button to close all open dialog boxes.

5. Place the document inside the Carrier Sheet.

Open the Carrier Sheet and place the top of the ETTTTTTITTIT TTTTTTITTIT
document against the top center of the Carrier Sheet. ,': i :
4 |
4 : 1
|
A
[ ——
1
4
4
4
/
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6. Insert the part with the black and white pattern straight into the feeding
section of the ScanSnap, with the scanning side of the document inside
the Carrier Sheet facing up.

= The Carrier Sheet is pulled in until it is set inside the ScanSnap.

If you perform a scan using the Carrier Sheet with the Output guide
output guide open, a paper jam may occur and damage the
documents. Make sure to close the output guide when you
perform a scan using the Carrier Sheet.

7. Press the [Scan/Stop] button on the ScanSnap to start scanning.

= When scanning is completed, the scanned image of the document inside the Carrier
Sheet is displayed in the preview area.

ScanSnap Manager - Image scanning and file saving

-l
I_f'- Load the next document.
Scanning will start automatically.
I To save the image and exit
Click the [Finish Scanning] button or press the [Stop]
button on the ScanSnap.
1 sheets)

Save completed: 1 pages (

(7] [ Finish Scanning J

Repeat step 5. to 6. to scan more documents such as photographs and clippings.

You can continue with scanning documents that can be set directly in the ScanSnap. For
details about how to load documents, refer to "How to Load Documents" (page 30).
Scanning starts automatically when documents are loaded in the ScanSnap.

K
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8. Press the [Scan/Stop] button on the ScanSnap to finish scanning.
= Scanned image is saved.

® The scanned image is output at the center of the page in the size specified in the
[Paper size] drop-down list of the [Carrier Sheet Settings] dialog box.

® When [Automatic detection] is specified in the [Paper size] drop-down list of the [Car-
rier Sheet Settings] dialog box, the image is output in an optimal size selected auto-
matically from the available standard sizes in the [Paper size] drop-down list.
However, depending on the document, the size of the saved image data may be
smaller than the original document or part of the image may be missing.
Example: When you scan an A5 size image printed in the middle of an A4 size

document, the scanned image is saved in A5 size.

To save the scanned image in its original size, specify the document size in the [Paper
size] drop-down list.

Place the document over a blank sheet if the following is observed:

J ® Scanned image is not saved in the same size as the document (when [Automatic
detection] is specified in the [Paper size] drop-down list of the [Carrier Sheet Settings]
dialog box)

® There are shadows around the edges of the scanned image
® There are black lines around the scanned image of a uniquely shaped cutting

:T}!l .........................

Blank sheet
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B Long Page Scanning

Documents up to 863 mm (34 in.) in length can be scanned.
The following explains how to scan long pages.

1 = Insert the document straight into the feeding section of the ScanSnap,

with the scanning side facing up.

= The document is pulled in until it is set inside the ScanSnap.

Secure enough space where the
document exits the ScanSnap, and pick
up the document with your hands to
prevent it from falling off the unit where
the ScanSnap is placed on.
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2. Press the [Scan/Stop] button on the ScanSnap for three seconds or

longer until it flashes in blue.

= Scanning starts.

When you scan the first page as a long page and continue scanning, the next document
« is also scanned as long page.

® The error message below appears and long page scanning is disabled when [Excel-
lent] is selected in the [Image quality] drop-down list of the [Scanning] tab in the
ScanSnap setup dialog box.

ScanSnap Manager LéJ

i ~ | Long page scanning is not available when [Excellent] is specified for
‘N [Image quality].
Select a different item in [Image quality] and try again.

® When you perform a long page scan, the setting for [Paper size] in the [Paper] tab of
the ScanSnap setup dialog box automatically switches to [Automatic detection]. The
current settings are used for other scan settings.
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B Saving Scanned Images in Multiple PDF Files

The ScanSnap is able to save scanned image in separate PDF files based on the specified
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 in the following procedure.

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.

2. From the [File format] drop-down list in the [File option] tab, select [PDF
(*.pdf)], and then click the [Option] button.

=
Colfor Image El'-!:anr)eﬂ‘
[[1Use Quick Menu Prafile
[ PRecommended | | Small File | [ HighQuality | [£% Standard -

-~ Application Save |§5 Scanning

Paper | Compression

Ty ike

File farmat: ‘m PDF{*.pdf) )

Select OCR
[T Setthe marked text as & keyword for the POF file

[F] Canvertto Searchable PDF

@ First marked section

JPEG is available only when "Color" or "Gray" is selected at [Color mode].

All marked sections

OCR options
Bl English

)

@ First page

All pages

=

| Hide &

OK || Cancel || Apply

= The [PDF file format option] dialog box appears.
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3. Select [Generate one PDF file per (n) page(s)] and enter the number of

pages to split.

One PDF is created every time the number of pages specified here has been saved.

PDF file format opticn L&J

Split PDF pages
Multipage PDFiwhole batch in one PDF)

@ Generata one POF file per
1 < | page(s)

Fassword

Seta password for PDF file

Use afixed password

oK l | Cancel | | Help

4. Click the [OK] button to close all open dialog boxes.

5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
J starts automatically when a document is loaded.

7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= One PDF file is created every time the number of pages specified in step 3. has been
scanned.
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B Creating Searchable PDF Files

The ScanSnap is able to perform text recognition on a scanned image automatically and
create a searchable PDF file.
To create searchable PDF files, change the settings in the following procedure.

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.

2. From the [File format] drop-down list in the [File option] tab, select [PDF

(*.pdf)].

Scansnap

Color Image Scarnmner

[[1Use Cuick Menu

Frofile

l

Fecommended

Small File | [ HighQualty | [£F Standard

@0 PDF(".pd)

File format: - ’
JPEG is available only when "Color" or "Gray" is selected at [Color mode].
Select OCR
[T Setthe marked text as & keyword for the POF file
Target marked sections @ First marked section © All marked sections
[T Convert to Searchable POF
OCR options
Bl English v]
@ First page All pages
| Hide & | oK || cancel || Applk |

M

It is recommended that you select [Better] or [Best] for [Image quality] in the [Scanning] tab
of the ScanSnap setup dialog box.
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3. Select the [Convert to Searchable PDF] check box.

= The following message appears.

r |
ScanSnap Manager Iﬁ

:] It may take extra time for processing text recognition.

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

OCRDpUDnS ..............................
Language: [EI English v]
Target pages: @ First page 0 All pages
Option ...
| Hide « | oK || cancel || Apply |

® | anguage
Select the language. Japanese, English, French, German, Italian, Spanish, Chinese
(simplified), Chinese (traditional), Korean, Russian, and Portuguese can be selected.
® Target pages
Select [All pages] to perform text recognition for all pages and [First page] for just the
first page.

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

5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
M starts automatically when a document is loaded.

211



Using the ScanSnap in Various Ways (for Windows users)

7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= Text recognition is performed on the scanned image and a searchable PDF file is

created.

® |t may take extra time to process text recognition depending on your computer system
environment when you enable this setting in step 3.

® Scanned images of the following types of documents (characters) may not be recog-
nized correctly.
In that case, better results in text recognition may be achieved by changing the setting
for [Color mode] or specifying a higher resolution in [Image quality].

Documents including handwritten characters

Documents with small characters scanned at a low resolution
Skewed documents

Documents written in languages other than the specified language
Documents including texts written in italic characters

Documents containing characters with superscripts/subscripts and complicated
mathematical expressions

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 extra time to perform text recognition on the following documents:

Documents with complex layouts
Documents with information other than text
e.g. Text on a shaded background
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B Automatically Setting Keywords for PDF Files

If the document is black & white, character strings (e.g. page heading, title) 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.

Searchable PDF file

Sets text as a keyword for
* the PDF file *
* S— * [+ s
ScanSnap Keyword

ScanShap
Image

Converts a character string in
a marked section into text

You can search for the file through
the set keyword

Scan

Mark black & white documents in the following way:
® Any regular highlight pen can be used.
The following shows the colors and thickness recommended for highlight pens:

Pink Yellow Blue Green

ScanSnap ScanSnap ScanSnap ScanSnap

® Mark a straight line over a single character string.

® The supported range of a marked section is as follows:
Minimum : 3 mm (short side) x 10 mm (long side)
Maximum : 20 mm (short side) x 150 mm (long side)

® Use only one color per page for marking.
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® Make sure to cover the entire character string when marking it.
Mark sections so that the entire section is evenly colored.

Good example: Bad example 1: Bad example 2:
ple: (does not cover the entire section) (unevenly colored)
ScanSnap ScanSnap ScanSnap

® Do not mark more than ten sections per page.

® |tis recommended that you use a blue or a green highlight pen for marking. When you use
colors such as pink or yellow for marking, the marked sections may not be recognized as
keywords.

® Use a blue highlight pen for documents with dark background colors such as newspapers.
Marked sections may not be detected when a color other than blue is used.

® For the following document types, 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 with too many marked sections on a single page

® The following types of marked character strings cannot be set as keywords:
- The size of marked section is outside the supported range
- The marking is irregular (e.g. 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.

® In the following case, character strings surrounding marked sections may be set as key-
words:

- Marked section overlaps the line above and below

® 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 a highlight pen
- Stained documents

® Increase the resolution when you have trouble setting the keywords correctly.

¢ ® 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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Change the settings in the following procedure to automatically set keywords for PDF files.

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

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= The ScanSnap setup dialog box appears.

2. From the [File format] drop-down list in the [File option] tab, select [PDF
(*.pdf)].

9 Es
Color image Scanner ‘
[Tl Use Quick Menu Frofile
[ Recommended Small File | [ HighQuality | [£% Standard -

< Paper |- Compression
%2 T

JPEG is available only when "Color" or "Gray" is selected at [Color mode].

Select OCR

[T Setthe marked text as & keyword for the POF file
Target marked sections: @ First marked section 0 All marked sections

[l Co_.r.1\-.fertt0 Searchable PDF
OCR options

)

| OK || cancel || Applk |

Bl English
@ First page All pages

Hide |

It is recommended that you select [Better] or [Best] for [Image quality] in the [Scanning] tab

M of the ScanSnap setup dialog box.
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3. Select the [Set the marked text as a keyword for the PDF file] check box.

+ Compression

File farmat: W}

" "ot " atlColormodel

Select OCR

[¥IiSet the marked text as a keyward for the PDF file:
Target marked sections: @ First marked section © All marked sections

[l Corvertto Searchable PDF

OCR options
Language: [E English v]
Target pages: @ First page 0 All pages

Option ...
| Hide « | oK || cancel || Apply |

® Target marked sections
Select [First marked section] to perform text recognition and set a keyword for the
PDF file only for the character strings in the first marked section, and [All marked
sections] for all marked sections.

The following explanation is for when you select [First marked section]:
M ® 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 the 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.

3. How to Use ScanSnap

Thies chapter describes basic opesation of ScanSeap

3.1. Scanning Documents
With “ScanSnap”, you cas uns pager office doCmnIs 0 o
deik imbo dhgitall fiden. v thom. aitach ihom bo -l primi

them. and comvont them wie Word E xoel’ Pow crPoust dats pest
try pressing a sanghe tution. The scannod imape can be vicwed
o b scrwen wing the sppliod applications ( Adobe Acrobat

[ 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

T g | 2 Image Scanner

® language
Select the language. Japanese, English, French, German, Italian, Spanish, Chinese
(simplified), Chinese (traditional), Korean, Russian, and Portuguese can be selected.
® Target pages
Select [First page] to perform text recognition and set a keyword for the PDF file only
for the first page, and [All pages] for all pages.

216



Using the ScanSnap in Various Ways (for Windows users)

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

5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
J starts automatically when a document is loaded.

7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= Text recognition is performed on marked character strings and a PDF file is created
with the keywords added.

® |t may take extra time to process text recognition depending on your computer system
environment when you enable this setting in step 3.
® Scanned images of the following types of documents (characters) may not be recog-
nized correctly.
In that case, better results in text recognition may be achieved by specifying a higher
resolution in [Image quality].
- Documents including handwritten characters
- Documents with small characters scanned at a low resolution
- Skewed documents
- Documents written in languages other than the specified language
- Documents including texts written in italic characters
- Documents containing characters with superscripts/subscripts and complicated
mathematical expressions
- 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 extra time to perform text recognition on the following documents:
- Documents with complex layouts
- Documents with information other than text
e.g. Text on a shaded background
® |f the same character string is marked several times in the document, the same keyword
is added multiple times in the PDF file.
® Total length of all the keywords can be up to 255 characters, including punctuation
marks in between keywords.
® \When you check keywords in Adobe Acrobat or Adobe Reader, the added keywords
may be displayed with a set of quotation marks (e.g. "ABC").
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B Setting Document Open Passwords for PDF Files

You can set Document Open passwords for PDF files when saving the image data as PDF
files.

Once you set a password for a PDF file, the password-protected PDF files cannot be opened
by anyone except the person who knows the password. You can protect important information
by setting a password for private or confidential documents.

Change the settings to set passwords for PDF files in the following procedure.

When you use the Quick Menu, you cannot set passwords to scanned documents.

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).

= The ScanSnap setup dialog box appears.

2. In the [File format] drop-down list in the [File option] tab, select [PDF
(*.pdf)], and then click the [Option] button.

Scansnap

Color mege Scarnrner

[[1Use Quick Menu Prafile

[ PRecommended | | Small File | [ HighQuality | [£% Standard -

Es Application |

Specify the file options vou would like to use.

File format. { | @3 PDF(*.pdf) =)

JPEG is available only when "Color" or "Gray" is selected at [Color mode].
Select OCR

[T Setthe marked text as & keyword for the POF file

Target marked section @ First marked section © All marked sections
[T Convert to Searchable POF

OCR options
L Bl English v]
@ First page All page
(Conn. )
| Hide & | oK || cancel || Applk |

= The [PDF file format option] dialog box appears.
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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)

FPassword
[¥ISet a password far PDFfiIeE)

[[1Use a fixed password

[ ok || cancel |[ Hep

®To set a different password per scan
Clear the [Use a fixed password] check box.
You can set a different password per scan.

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:
(D Use afixed password )

ok || cancel || Help
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®To use a preset password
1. Select the [Use a fixed password] check box.
The same password is set for all PDF files. You do not have to set a password every
time a document is scanned.

POF file format opticn &J

Split PDF pages
@ Multipage PDF(whaole batch in one FDF)

Generate one PDF file per
1 - | page(s)

Fassword

Fassword: Confirm:

[ oK l | Cancel | | Help |

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

G’as Sword: Confirm: )

oK l | Cancel | | Help

The following characters can be used to set passwords:
Up to 16 characters
Alphanumeric characters : A-Z, a-z, 0-9
Symbols : 1"#$% &' ()*+,-./:;<=>2@[\]1*_"{|}~

4. Click the [OK] button to close all open dialog boxes.

5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).
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6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
¢ starts automatically when a document is loaded.

7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= When the [Use a fixed password] check box is cleared in step 3., the following dialog
box appears after scanning is completed.

ScanSnap Manager (Enter password) (=3

Enter password for PDF file

Fassword:

Confirm:

[ oK l | Cancel |

Type in the same password in the [Password] and [Confirm] fields, and then click the
[OK] button.

® The following characters can be used to set passwords:
¢ Up to 16 characters

Alphanumeric characters: A-Z, a-z, 0-9
Symbols: '"#$ % &' ()*+,-./1;<=>2@[\]*_"{I}~
® If you click the [Cancel] button, the PDF file is saved without a password.

= The scanned image is saved as a password-protected PDF file.

It is not possible to open a PDF file if you forget the password.
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This chapter explains how to perform scanning, configure scan settings, add, change or
delete profiles, as well as various scanner functions and uses.

ScanSnap Manager lconand Operations .. ......... ... ... ... 223
Howto Performa Scan . ... ... ... ... 227
Configuring ScanSnap Manager . . ... 239
ACHONS . . o 258
Using the ScanSnap in Various Ways . . . . ... .. . i 328
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ScanSnap Manager Icon and Operations

All operations on the ScanSnap are managed in ScanSnap Manager.

The ScanSnap Manager icon appears in the Dock to indicate that ScanSnap Manager is
running. The icon automatically appears in the Dock when Mac OS starts up.

The ScanSnap Manager icon indicates whether or not ScanSnap Manager is successfully
communicating with the ScanSnap. The appearance of the icon changes according to the
communication status as shown below.

Status ScanSnap Manager icon

Communicating

Not communicating I@

A menu is displayed when you click the ScanSnap Manager icon while pressing the [control]
key on the keyboard.

When you add the ScanSnap Manager icon to the Dock, normally @ appears.
A blue light appears under the ScanSnap Manager icon when ScanSnap
Manager is running.
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B ScanSnap Manager Menu

This menu appears when you click the ScanSnap Manager icon @ while pressing the
[control] key on the keyboard.

Click while pressing the [control] -

key on the keyboard

Scan

Settings...
Profile...
Profile Management...

Help
Options

Hide
Quit

Item Function
Scan Starts scanning. Follows the settings configured in [Settings].
Settings Displays the ScanSnap setup window.
You can configure the scan settings in this window.
= "How to Configure Scan Settings" (page 242)
Profile Displays the Profile menu.

= "Profile Menu" (page 226)

Profile Management

Displays the [ScanSnap Manager - Profile Management] window.

You cannot select [Profile Management] when the [Use Quick Menu] checkbox is
selected in the ScanSnap setup window.

= "Profile Management" (page 245)

Help

Displays the following menu:
® Help
Opens the ScanSnap Manager Help.
® Troubleshooting
Displays [Troubleshooting] in the ScanSnap Manager Help.
® ScanSnap Portal Site
Opens the ScanSnap global homepage (http://scansnap.fujitsu.com)
® About ScanSnap Manager
Displays the [Version Information] window.
® Preferences
Displays the [ScanSnap Manager - Preferences] window.
® Online Update
Displays the [ScanSnap Manager - Online Update] window (page 368)
windows.

Keep in Dock (*)

Adds the ScanSnap Manager icon @ to the Dock.

Open at Login (*)

Automatically launches ScanSnap Manager when Mac OS is started up.
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Item Function

Show in the Finder (*) | Displays the contents of the [ScanSnap] folder by using the Finder.

Hide/Show Hides or redisplays all windows of ScanSnap Manager that are being displayed.

Quit Exits ScanSnap Manager.
= "Finishing ScanSnap Operation" (page 238)

* . Select the [Options] sub-menu to display these items.
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B Profile Menu

This menu appears when you click the ScanSnap Manager icon @
Available profiles are displayed in the Profile menu.

- -8

Profile

| Scan to Folder
Scan to E-mail
= Scan to Print
L =N

+1 Scanto Evernote (Document)

E] Scan to Evernote (Note)

A scanto Google Docs(TM)

| )
k-_sg-.l Scan to Word

C"%i] Scan to Excel

l'u Cardiris

™
T iPhoto

Profile menu example

Select a profile in the Profile menu before you perform scanning. Documents are scanned
according to the scan settings of the profile you select.
For details about how to add, change or delete profiles, refer to "Profile Management” (page

245),

® To enable the Profile menu, clear the [Use Quick Menu] checkbox in the ScanSnap setup
M window. The Profile menu does not appear when this checkbox is selected.
® You can also display the Profile menu by selecting [Profile] from ScanSnap Manager menu.
® Profiles configured for the following scanner models will be carried over to ScanSnap S1100
if the connected computer is the same:

- ScanSnap S1500/S1500M

- ScanSnap S1300
- ScanSnap S510M
- ScanSnap S500M
- ScanSnap S300M
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How to Perform a Scan

This section explains how to perform scanning with the ScanSnap.

B Preparation

1 « Turn on the computer.

= The ScanSnap Manager icon @ appears in the Dock when Mac OS starts up.

® |[f the ScanSnap Manager icon @ is not displayed, select [Applications] and double-
J click [ScanSnap] = [ScanSnap Manager] from Finder to start up ScanSnap Manager.
® |[f the ScanSnap Manager icon @ does not automatically appear in the Dock when
Mac OS starts up, select [Accounts] - [My Account] = [Login ltems] = [+] =
[ScanSnap Manager] in the [System Preferences] window to start up ScanSnap
Manager.

2. Open the feed guide to turn on the ScanSnap.

Feed guide

= The ScanSnap Manager icon in the Dock changes from @ to @

There may be a slight delay before the ScanSnap Manager icon changes to @ depending
J on your computer's performance, operating environment and load such as when there are
many programs running at the same time.

There are two ways to perform scanning, either with the Quick Menu or without using the
Quick Menu. For details, refer to the following:

® Using the Quick Menu (= page 228)

® WVithout Using the Quick Menu (- page 233)
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B Using the Quick Menu

The following explains the procedure for scanning by using the Quick Menu.

1 . Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).
= The ScanSnap setup window appears.

2. Select the [Use Quick Menu] checkbox.

%]
Scansnap

Cofor image Scanmnaer

< a Use Quick Menu ,

{ Recommended ) (  Smallfile ) (  HighQuality ) (  Customize )

3. Click one of the profile buttons.

%]
Scansnap

Cofor image Scanmnaer

Use Quick Menu

Small File ) ( HighQuality ) (  Customize

Apply

Profile Button

Profile Button Description

[Recommended] button | Settings are [Automatic resolution] for [Image quality] in the [Scanning]
tab in the ScanSnap setup window and default for other settings.

It is recommended that you select this button when you want to scan
documents in optimum quality suitable for the paper size of the
document.

[Small File] button Settings are [Normal] (Color/Gray: 150 dpi, B&W: 300 dpi) for [Image
quality] in the [Scanning] tab in the ScanSnap setup window and default
for other settings.

It is recommended that you select this button when you want to reduce
the file size.
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Profile Button Description

[High Quality] button Settings are [Best] (Color/Gray: 300 dpi, B&W: 600 dpi) for [Image
quality] in the [Scanning] tab in the ScanSnap setup window and default
for other settings.

It is recommended that you select this button when you want to scan
documents in high quality.

[Customize] button Default settings are the same as the [Recommended] settings.
Settings can be changed depending on your scanning purpose.

® The [Recommended] button is selected in default.
¢ ® For details about the default settings when using the Quick Menu, refer to the

ScanSnap Manager Help.

® You cannot change the settings for the [Recommended], [Small File], and [High Quality]
buttons. If you change any of these settings, the profile automatically switches to
[Customize].
For details about how to change scan settings, refer to "How to Configure Scan
Settings" (page 242).

4. ciick the [Apply] button.

5. Click the [ 7.7 ] button in the upper left corner to close the ScanSnap

setup window.

6. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).
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7. Press the [Scan/Stop] button on the ScanSnap to start scanning.

You can also start scanning from the ScanSnap Manager menu.
V For more details, refer to "ScanSnap Manager Menu" (page 224).

® Do not connect and disconnect the ScanSnap and other USB devices during scanning.
® Do not close the feed guide during scanning.
® Do not switch users during scanning.

= The [ScanSnap Manager - Image scanning and file saving] window appears.

AN ScanSnap Manager - Image scanning and file saving

= o
L} Scanning image...

Quick Menu (Recommended)

Application: -
Image quality: Automatic resolution
Coler mode: Auto color detection
Scanning side: Simplex Scan .'. =
File format: PDF (Compression rate:3)
Paper size: Automatic detection
Other: Skip blank page, Rotation

Saved: 0 pages ( 0 sheets )

® ( Stop Y

= After the scanning has completed, the [ScanSnap Manager - Image scanning and

file saving] window shows a new message indicating that the ScanSnap is ready for
the next scan.

AN ScanSnap Manager - Image scanning and file saving

-
L_';_ Load the next document.

-
Scanning will start automatically. J , J '
=
_JF
k= To save the image and exit Y

Click the [Finish Scanning] button or press the [Stop]
button on the ScanSnap.

Saved: 1pages ( 1 sheets ) II"I-

@ ( Finish Scanning )

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
¢ starts automatically when a document is loaded.

8. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.

® You can also finish scanning by clicking the [Finish Scanning] button in the [ScanSnap
Manager - Image scanning and file saving] window.
® The [Scan/Stop] button on the ScanSnap flashes in blue throughout the scan.
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9. In the Quick Menu, click the icon of the application to link with ScanSnap

Manager.

Click the icon of the application to interact with the ScanSnap F+ (7]

= The selected application is started.

® To specify which applications to display/hide in the Quick Menu, or change the display
M order of the applications, refer to "Quick Menu Settings" (page 239).
® To select an application to link with ScanSnap Manager before scanning, refer to
"Without Using the Quick Menu" (page 233).

Application Description
Scan to Folder Displays the [Scan to Folder] window.
=/ ‘ Indicates the destination folder for saving the scanned image.

For details about how to continue the process after you select
this item, refer to "Saving Data in a Specified Folder" (page
259).

Scan to E-mail Displays the [Scan to E-mail] window.

Scanned image is attached to an e-mail message.

For details about how to continue the process after you select
this item, refer to "Attaching Files to E-Mail" (page 266).

ey Scan to Print Displays the [Print] window.
\ == Scanned image can be printed.
= For details about how to continue the process after you select
this item, refer to "Using the ScanSnap as a Copy Machine"
(page 276).
Scan to Evernote Scanned image is saved as a PDF file in Evernote.
Al g (Document) For details about how to continue the process after you select
(*1) (*2) this item, refer to "Saving Documents to Evernote" (page 305).
Scan to Evernote (Note) Scanned image is saved as a JPEG file in Evernote.
|g (*1) (*2) For details about how to continue the process after you select
this item, refer to "Saving Handwritten Notes to Evernote" (page
313).
Scan to Google Docs(TM) | Scanned image is saved as a PDF file in Google Docs.
(*1) For details about how to continue the process after you select
this item, refer to "Saving Documents to Google Docs" (page
319).
-=  Scan to Word (*3) Text recognition is performed on the scanned image which is

then converted to a Word file.

For details about how to continue the process after you select
this item, refer to "Converting into Word/Excel Documents"
(page 283).

e
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Application

Description

G

AL

Scan to Excel (*3)

Text recognition is performed on the scanned image which is
then converted to an Excel file.

For details about how to continue the process after you select
this item, refer to "Converting into Word/Excel Documents”
(page 283).

"3y

—

Cardiris (*4)

Displays the [Cardiris] window.

Scanned image is stored in Cardiris.

For details about how to continue the process after you select
this item, refer to "Storing Business Cards in Cardiris" (page
291).

oL

iPhoto (*5)

PDF or JPEG files are created from the scanned image and
saved in iPhoto.

For details about how to continue the process after you select
this item, refer to "Storing Scanned Images in iPhoto" (page
300).

*q
*2
*3
*4
*5

/

: Displayed when Mac OS X v10.5.8 or later is installed.

: Displayed when Evernote for Mac 1.10 or later is installed.

: Displayed when ABBYY FineReader for ScanSnap is installed.
: Displayed when Cardiris is installed.

: Displayed when iPhoto 5 or later is installed.

® The output image may slightly differ from the original document in size.

® When Cardiris is active (Cardiris menu appears in the menu bar), scanning business
cards by pressing the [Scan/Stop] button on the ScanSnap automatically starts the
linkage between ScanSnap Manager and Cardiris.
For details about automatic linkage, refer to "Automatic Linkage with Applications"

(page 255).

® You cannot start scanning when the Quick Menu is displayed. Either select an icon from
the Quick Menu and finish the process, or close the Quick Menu before you perform the

next scan.

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

The following explains the procedure for scanning without using the Quick Menu.

1 - Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).
= The ScanSnap setup window appears.

2. Clear the [Use Quick Menu] checkbox.

(x]
Cofor mage .S‘csnns.-r"
| Use Quick Menu Profile
Recommended Small File High Quality | Standard s
n : N ¥ -
( Detail v ( Apply )
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3. Select a profile.

Select a profile from either of the following:

® [Profile] pop-up menu in the ScanSnap setup window

(%]

 Scansnap

Cofor mage Scanmnaer

| Use Quick Menu Profile
~ Recommended ~ Small File - High Quality ; | Standard I'%W]

{ i 1
Detail b

{ ) { Apply )

® Profile menu

Cronle
v €8 sundarg

) Scan to Folder

. Scan to E-mail
:5, Scan to Print
E Scan to Evernote (Document)
_3] Scan to Evernote (Note)
ﬁ Scan to Google Docs(TM)
t% Scan to Word
@%I:] Scan to Excel

r'y Cardiris
% iPhoto

4. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).
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5. Press the [Scan/Stop] button on the ScanSnap to start scanning.

You can also start scanning from the ScanSnap Manager menu.
« For details, refer to "ScanSnap Manager Menu" (page 224).

® Do not connect and disconnect the ScanSnap and other USB devices during scanning.
® Do not close the feed guide during scanning.
® Do not switch users during scanning.

= The [ScanSnap Manager - Image scanning and file saving] window appears.

8O ScanSnap Manager - Image scanning and file saving

wh
| Scanning image...

Standard

Application: Preview
Image quality: Autematic resolution
Color mede: Auto color detection
Scanning side: Simplex Scan
File format: PDF {Compression rate:3)
Paper size: Automatic detection
Other: Skip blank page, Rotation

Saved: Opages ( 0 sheets )

® ( Stop

= The [ScanSnap Manager - Image scanning and file saving] window then shows a
new message indicating that the ScanSnap is ready for the next scan.

BN ScanSnap Manager - Image scanning and file saving

T
i:_':_ Load the next document.

.
Scanning will start automatically. J ’ J '
"
‘i
k= To save the image and exit 4

Click the [Finish Scanning] button or press the [Stop)
button on the ScanSnap.

Saved: 1pages 1 sheets ) IIIII-

® ( Finish Scanning

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
¢ starts automatically when a document is loaded.
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6. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The application specified for the selected profile starts up.

/

You can also finish scanning by clicking the [Finish Scanning] button in the [ScanSnap
Manager - Image scanning and file saving] window.

The [Scan/Stop] button on the ScanSnap flashes in blue throughout the scan.

To select an application to link with ScanSnap Manager in the Quick Menu after
scanning is completed, refer to "Using the Quick Menu" (page 228).

When the [Set the marked text as a keyword for the PDF file] checkbox or the [Convert
to Searchable PDF] checkbox is selected in the [File option] tab, the application starts
after text recognition has been performed on the scanned image.

A window showing the text recognition progress appears during text recognition
process.

By default, documents are scanned with the following settings: [Image quality:
Automatic resolution] and [Color mode: Auto color detection].

For details about how to change scan settings, refer to "How to Configure Scan
Settings" (page 242).

The application that starts up after scanning varies depending on what is selected in the
[Application] tab in the ScanSnap setup window. For details, refer to the ScanSnap
Manager Help.

The output image may slightly differ from the original document in size.

When Cardiris is active (Cardiris menu appears in the menu), scanning business cards
by pressing the [Scan/Stop] button on the ScanSnap automatically starts the linkage
between ScanSnap Manager and Cardiris.

For details about automatic linkage, refer to "Automatic Linkage with Applications"
(page 255).
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B Stopping the Scan

You can stop a scan in progress in case you are scanning a wrong document or the wrong
side of a document.

Stop the scan in the following procedure:

1 = Click the [Stop] button in the [ScanSnap Manager - Image scanning and
file saving] window which appears during scanning.

/

. NaNe ScanSnap Manager - Image scanning and file saving

== L
! Scanning image...

Quick Menu (Recommended)
Application: -
Image quality: Automatic reselution
Color mode: Auto color detection
Scanning side: Simplex Scan v
File format: PDF {Compression rate:3)
Paper size: Automatic detection
Other: Skip blank page, Rotation

Saved: 0O pages ( 0 sheets )

@ ( Stop )

You can also stop the scan during scanning by pressing the [Scan/Stop] button on the
ScanSnap.

Remove the document from the ScanSnap after stopping the scan. For details about how
to remove documents, refer to "Troubleshooting” in the ScanSnap Manager Help.

= The following message appears when the scanning stops.

ScanSnap Manager - Message

! Scanning was stopped.

If any document remains in the ScanSnap, open the top cover and remove the
document.

None)
Troubleshooting m (

% To continue

Load the document in the feed guide, and click the [Continue Scanning]
button or press the [Scan] butten on the ScanSnap.

© To cancel

Click the [Quit] button.

Saved: 0 pages ( 0 sheets ) Last page saved

( Continue Scanning ) ( Quit )

2. Click the [Quit] button.

To continue scanning, click the [Continue Scanning] button or press the [Scan/Stop]
button on the ScanSnap after loading another document in the ScanSnap.
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B Finishing ScanSnap Operation

Exiting ScanSnap Manager
Select [Quit] from the ScanSnap Manager menu.
Normally, you do not have to exit ScanSnap Manager.

You cannot use the ScanSnap after exiting ScanSnap Manager.
J Select [Applications] = [ScanSnap] = [ScanSnap Manager] from Finder to start up
ScanSnap Manager when you want to use the ScanSnap.

Disconnecting the ScanSnap

1 . Close the feed guide to turn off the ScanSnap.

= The ScanSnap Manager icon in the Dock changes from @ to @

2. Disconnect the USB cable from your computer.

The ScanSnap does not have a power switch and is turned ON/OFF in conjunction with the
J computer’s power. The ScanSnap can also be automatically turned ON/OFF by opening or
closing the feed guide.
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Configuring ScanSnap Manager

This section explains how to set scan settings, how to add, change and delete profiles,
automatic linkage with applications and windows displayed during scanning.

B Quick Menu Settings

You can specify which applications to display or hide in the Quick Menu, as well as change
the display order of the applications in the following procedure.

1. Click [E=3] in the Quick Menu.

For details about how to display the Quick Menu, refer to "Using the Quick Menu" (page
228).

Click the icon of the application to interact with the ScanSnap

= The [Applications to Show/Hide] window appears.
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2. Specify which applications to display in the Quick Menu.

®Showing or Hiding Application Icons
Select the checkbox to display the application in the Quick Menu.
To display all the applications in the Quick Menu, click the [Restore Default] button.

Applications to Show/Hide

Select the checkbox to display the application in the Quick Menu.

Drag the application to change its order.

| 5can to Folder
~5can to E-mail
& 5can to Print
_73' Scan to Evernote (Document)
' scan to Evernote (Note)
\-*’ Scan to Google Docs(TM)
IL-»;! Scan to Word
tq:j_l Scan to Excel
Vag Cardiris
T iPhoto

ERrrrarmam

( Restore Default

(" Cancel ) € oK ) @

®Display Order of Applications
Application icons are displayed in the Quick Menu in the same order as they are listed in
the [Applications to Show/Hide] window.
Drag an application to change its order.

To restore the default display order of the applications displayed in the Quick Menu,
click the [Restore Default] button.

Applications to Show/Hide

Select the checkbox to display the application in the Quick Menu.

Drag the application to change its order.

# 5can to Folder

'™  Scan to E-mail

|¥ = Scan to Print

| 3 scan to Evernote (Document)
@ 3 scan to Evernote (Note)

™ \-*’ Scan to Google Docs(TM)
™ IL-»;! Scan to Word

| ¥ (2 5can to Excel

W FagCardiris
:%iPhoto )
( Restore Default ) (" Cancel ) € oK ) @
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The applications are displayed in the order shown below in the Quick Menu and in the
[Applications to Show/Hide] window.

Applications to Show/Hide

Select the checkbox to display the application in the Quick Menu.

Drag the application to change its order.

7@ |Scan to Folder
™ scan tf E-mail
|™ (= Scan tffprint

| 3 scan @l Evernote (Document)
| 3]5can flevernote (Note)
|# ¢ scan 1l Google Docs(TM)

¥ L3 Scan\liford
| (i 5can excel
|# FagCardiri

|™ g iPhoto
| %
'l L &)

= Click the icon of the application to interact with the ScanSnap K]

Restore Default ) Cancel ) (C0k ) ()

3. Click the [OK] button to close the [Applications to Hide/Show] window.

= The applications to be displayed in the Quick Menu and their display order are set.
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B How to Configure Scan Settings

You can configure scan settings in the ScanSnap setup window depending on your intended
use.

Configure the scan settings in the following procedure.

1 = Select [Settings] from the ScanSnap setup window.

Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).

= The ScanSnap setup window appears.

You can also open the ScanSnap setup window by pressing simultaneously the [command
J (3@)] and [S] keys on the keyboard. This operation is only enabled when ScanSnap
Manager is active (when "ScanSnap Manager" is displayed in the menu bar).

2. Click the [Detail] button to switch to the detail view mode.

®Using the Quick Menu

Outline view Detail view
(<} >
Scansnap Scansnap
™ Use Quick Menu # Use Quick Menu
¢ ) ( smaliFle ) ( HighQuality ) (  Customize ) € ) Small File High Quality Customize

Image quality: | [£] Automatic resolution [

Color mode: [ Auto color detection =]

Scanning side: | 2] Simplex Scan (Single-sided) (=]

¥ Continue scanning after current scan is finished

m e—r——
Hide ~)
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®Without Using the Quick Menu

Outline view Detail view
[x] [x]
Scansnap Scansnap
Cotor rmape Soerrer Cotor trmege Scermer
] Use Quick Menu Profile [ Use Quick Menu Profile
Recommended Small File High Quality [ Standard F3 Recommended — Smallfile High Quality [‘Standard B3]
!\ Detail ";s (_Aely ) A Application | i Save 7% Scanning | |2, File option | ¥ Paper | (s Compression
Image quality: | [E] Automatic resolution [T
Color mode: | [ Auto color detection ]
Scanning side: [ [£] Simplex Scan (Single-sided) ]

¥ Continue scanning after current scan is finished

(" Option... )

The ScanSnap setup window retains the display status from the last time the ScanSnap
M was used. For example, if it was closed in detail view mode, the window is displayed in
detail view mode next time you open it.

3. Set the scan settings in each tab.

A Application | L Save ﬁ Scanning L; File option . P Paper .LB_. Compression .

Specify the scanning mode and options you would like to use.

Image quality: ( Automatic resolution Fﬁ'i
Color mode: | [J Auto color detection Ps*i
Scanning side: | [* | Simplex Scan (Single-sided) |

EConrinue scanning after current scan is finished

[ Opti
L ( ption... | )
" ( b
Hide E===Applya—

The following items can be configured in each tab:
For details, refer to the ScanSnap Manager Help.
® [Application] tab
- Application to be used with the ScanSnap
® [Save]tab
- Folder in which scanned image is saved
- File name used for saving the scanned image
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® [Scanning] tab

Scanning

(Which image quality to scan with, use color, gray or black & white, 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].)

® [File option] tab

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

Whether to perform text recognition on a marked character string in the scanned
image and add the character string as a keyword for the PDF file

(Whether to perform text recognition only on the character strings in the first
marked section or all marked sections to be added as keywords, and in which
language to perform text recognition.)

Whether to perform text recognition on character strings in the scanned image to
convert the file to a searchable PDF file

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

Whether to create separate PDF files

(Whether to include all scanned images in a single PDF file, or create PDF files,
each of which including a preset number of pages)

® [Paper] tab

Paper size of documents (paper size selection)

® [Compression] tab

File size of the scanned image (compression rate)

Scan settings vary depending on whether or not you use the Quick Menu.
For details about items that can be set, refer to "Setting ltems With/Without the Quick
Menu" (page 376).

4. ciick the [Apply] button.

= When you use the Quick Menu, scan settings for the [Customize] button are

changed.
= When you do not use the Quick Menu, scan settings for the currently selected profile
are changed.

/

If you press the [Scan/Stop] button on the ScanSnap while the ScanSnap setup window is
displayed, the ScanSnap setup window closes and scanning starts. Scan setting changes
made up to this point are saved and documents are scanned by these settings.

Note that when other windows are open, scanning does not start even if you press the
[Scan/Stop] button on the ScanSnap unless open windows are closed.
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B Profile Management

You can manage up to 20 profiles.

You can select a profile in the [Profile] pop-up menu in the ScanSnap setup window or from
the Profile menu.

® [Profile] pop-up menu

(x]
Cofor mage .S‘csnner"
| Use Quick Menu Profile
Recommended Small File i High Quality | Standard s
i
( Detail v Apply )

® Profile menu

Profile

s o Scan to Folder
; Scan to E-mail
t-_,..}_ Scan to Print
3} Scan to Evernote (Document)

E Scan to Evernote (Mote)

T\g) Scan to Google Docs(TM)
ng.l Scan to Word
-

L‘%j] Scan to Excel
Fag Cardiis

iPhota

b )
el J

Once the frequently used scan settings are saved as profiles, you do not have to open the
ScanSnap setup window to change scan settings every time you perform scanning. You can
easily switch to an appropriate profile you want by just selecting it.

For details about how to add, change or delete profiles, refer to the following:

® To add new profiles (= page 246)

® To change scan settings for profiles (= page 249)
® To rename profiles (= page 251)

® To delete profiles (» page 253)
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Adding Profiles

1 . Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).
= The ScanSnap setup window appears.

M

Clear the [Use Quick Menu] checkbox if it is selected.

2. Configure the scan settings in each tab.

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

3]
Cofor nmsge Scs'nnsr"
| Use Quick Menu Profile
Recommended . ____S;'nali File High Quality [ Standard F%-i

#\ Application | L] Save | {2 scanning | | &, File option | LF Paper L2 Compression

Specify the scanning mode and options you would like to use.
Image quality: | 5] Automatic resolution P?*i

Color mode: | [J Auto color detection }'H

Scanning side: [ |'_| Simplex Scan (Single-sided) I'ﬁ‘i

EConlinue scanning after current scan is finished

L Option... y
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3. Select [Add Profile] from the [Profile] pop-up menu.

o

Scansnap

Color mage Scarnnser

| Use Quick Menu Profile

Recommended ) ( Small File  HighQuality ) v Standard

Scan to Folder

! It Scan to E-mail

=\ Application 11.;; Save .|ﬁ Scanning t | = File option | aper | B0 scan to Print

N - . - - | Scan to Evernote (Document)

Specify the scanning mode and options you would like to use. Scan to Evernote (Note)
Scan to Google Docs(TM)

Scan to Word

| lity: Automati luti
mage quality utomatic resolution oy
2 Cardiris
Color mode: | [3 Auto color detection iPhoto
Scanning side: ( [* | Simplex Scan (Single-sided) Add Profile...
Profie management...
EConrinue scanning after current scan is finishea i
( Option... )

= The [Add new profile] window appears.

4. Type in a new profile name and click the [OK] button.

( iA4 Color |)

® ( Cancel )E—Gl(—a

= The added profile appears in the [Profile] pop-up menu in the ScanSnap setup
window.

o

Scansnap

Color mage Scarnnser

| Use Quick Menu Profile
~ Recommended ) ( Small File ~ Highquaiity ) (a4 color )
A Application 11.;; Save ;ﬁ Scanning E | &, File option ] LI Paper | j= Compression
Specify the scanning mode and options you would like to use.
Image quality: - Automatic resolution

Color mode: [ [3 Auto color detection

® & &

Scanning side: ( |i| Simplex Scan (Single-sided)

EConrinue scanning after current scan is finished

( Option... )

5. Click the [Apply] button.
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6. Click the [ £1] button in the upper left corner to close the ScanSnap
setup window.

® Up to 20 profiles can be saved including the [Standard] profile.
M ® You can change the display order of profiles except for the [Standard] profile.

1. Select [Profile Management] from the ScanSnap Manager menu or from the [Profile]
pop-up menu in the ScanSnap setup window.

= The [ScanSnap Manager - Profile Management] window appears.
2. Drag the profile to move it to its desired position in the list.

M " ScanSnap Manager - Profile Management

Change the listing order of profiles by dragging
them.

Scan to E-mail
= 5can to Print
_’3? Scan to Evernote (Document)
_’3;_ Scan to Evernote (Note)
,‘», Scan to Google Docs(TM)
kth' Scan to Word
L’él Scan to Excel
r.‘ Cardiris

™8 iPhoto "/

[=[#-] | @

3. Click the [#¥] button to close the [ScanSnap Manager - Profile Management]
window.
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Changing Profile Settings

1 . Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"

(page 224).
= The ScanSnap setup window appears.

M

Clear the [Use Quick Menu] checkbox if it is selected.

2. Select a profile from the [Profile] pop-up menu.

[X]

Scansnap

Cofor mage Scarnrer

[l Use Quick Menu Profile

Recommended Small File ¥ High Quality | Standard

. Application | L Save i Scanning | |, Fileoption | F

Scan to Folder
Scan to E-mail
d5t scan to Print
| Scan to Evernote (Document)

Specify the scanning mode and options you would like to use. Scan to Evernote (Note)

Scan to Google Docs(TM)

Cardiris

i A4 Color

Color mode: | [ Auto color detection

Scanning side: ( |'_| Simplex Scan (Single-sided)

Scan to Word
Scan to Excel

Add Profile...
# Continue scanning after current scan is finishet  Profile Management...

3. Change the scan settings in each tab.

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

A Application 1_:] Save ﬁ Secanning | o File option LF Paper |1 Compression I
Specify the scanning mode and options you would like to use.
Image quality: | E=] Automatic resolution H"‘!
Color mode: | [J Auto color detection HV!
Scanning side: ( U Simplex Scan (Single-sided) Fé‘i
EConrinue scanning after current scan is finished
Option...
L ( ption )

Hide ~

{ Apply )
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4. When you finish changing the settings for the selected profile, click the
[Apply] button.

5. Click the [©.7 ] button in the upper left corner to close the ScanSnap

setup window.
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Renaming Profiles

1 . Select [Profile Management] from the ScanSnap Manager menu.
For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"

(page 224).
= The [ScanSnap Manager - Profile Management] window appears.

® |f you cannot select [Profile Management] in the ScanSnap Manager menu, clear the
M [Use Quick Menu] checkbox in the ScanSnap setup window.
® You can also display the [Profile Management] window by selecting [Profile
Management] from the [Profile] pop-up menu in the ScanSnap setup window.

2. Select a profile, click the [| #- ] button in the lower left corner, and select

[Rename].

@ ' ScanSnap Manager - Profile Management

Change the listing order of profiles by dragging
them.

Scan to E-mail
= 5can to Print
_’3 5can to Evernote (Document)
E’ Scan to Evernote (Note)
A» Scan to Google Docs(TM)
t..; Scan to Word
t‘gl Scan to Excel

r*Cardiris

™ iPhoto

Rename

= The name field of the profile becomes editable.

The [Standard] profile cannot be renamed.
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3. Type in a new name.

M 7 ScanSnap Manager - Profile Management

Change the listing order of profiles by dragging
them.

Scan to E-mail

— Scan to Print
_'y Scan to Evernote (Document)
_'35 Scan to Evernote (Note)
+J Scan to Google Docs(TM)
|L’h' Scan to Word
t"‘}.l Scan to Excel

Fag Cardiris

= iPhoto

Letter Black and White ):

= R @

= The profile is renamed.

4. Click the [®] button to close the [ScanSnap Manager - Profile
Management] window.

= A message window appears.

5. Click the [Apply] button.

| Apply changes to the profile?

( Don't Apply P l’ Cancel ) E Apply 3
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Deleting Profiles

1 . Select [Profile Management] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).
= The [ScanSnap Manager - Profile Management] window appears.
® |f you cannot select [Profile Management] in the ScanSnap Manager menu, clear the
J [Use Quick Menu] checkbox in the ScanSnap setup window.

® You can also display the [Profile Management] window by selecting [Profile
Management] from the [Profile] pop-up menu in the ScanSnap setup window.

2. Select a profile and click the [T] button.

M ' ScanSnap Manager - Profile Management

Change the listing order of profiles by dragging
them.

Scan to E-mail
= Scan to Print
__'3' Scan to Evernote (Document)
_'BS Scan to Evernote (Note)
4 5can to Google Docs(TM)
|L.g Scan to Word
u.g'l Scan to Excel

I Cardiris

=% iPhoto )

‘ fim Letter Black and White

The [Standard] profile cannot be deleted.

= The selected profile is deleted.

3. Click the [®] button to close the [ScanSnap Manager - Profile
Management] window.

= A message window appears.

253



Configuring ScanSnap Manager (for Mac OS users)

4. Click the [Apply] button.

| Apply changes to the profile?

( Don't Apply \ ( Cancel \ f Apply 3
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B Automatic Linkage with Applications

When Cardiris is active (Cardiris menu appears in the menu bar), scanning business cards by
pressing the [Scan/Stop] button on the ScanSnap automatically starts the linkage between
ScanSnap Manager and Cardiris even when the Quick Menu is enabled. The scanned card
image is displayed in Cardiris when automatic linkage is established.

Country of current business card: United States 1095x631x32 2701K 300dpi

- e wE= ABCD LIMITED

United..
2 [n Howard Brown
(=%
el e Project Manager, Software Research
2
= 1234 Funciton Avenue, San Rose, CA987654-1111
Telephone: (000) 000-0000 FAX:(000)-111-2222
sy E-mail: hbrown@abed.com
Company ABeD LIMITED
Q\) First name Howard

Last name Brown

Title Project Manager, Software Research

Address 1234 FuncitonAvenue San Rose

City zZIP
State Country United States

Phone 9876541111
Phone 2 (000) 000-0000
Mabile phone
Fax {(000)-111-2222
E-mail hbrown@abcd.com
Web site
Note
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B Showing the Scanning Progress

When scanning starts, the [ScanSnap Manager - Image scanning and file saving] window
appears.
The [ScanSnap Manager - Image scanning and file saving] window consists of the following:
® Scan status
® Scan settings
® Save completed
® Preview
Also, note that you can stop scanning by clicking the [Stop] button in the [ScanSnap Manager
- Image scanning and file saving] window, or by pressing the [Scan/Stop] button on the
ScanSnap.
For details about how to stop scanning, refer to "Stopping the Scan" (page 237).

. NaNe ScanSnap Manager - Image scanning and file saving

== L
! Scanning image...

Quick Menu (Recommended)

Application: -
Image quality: Automatic reselution
Color mode: Auto color detection
Scanning side: Simplex Scan .‘ Z
File format: PDF {Compression rate:3) a
Paper size: Automatic detection
Other: Skip blank page, Rotation
Saved: 0O pages ( 0 sheets )
@ ( Stop )

The following message appears in the [ScanSnap Manager - Image scanning and file saving]
window after the document has been scanned. Load another document in the ScanSnap
when you want to scan multiple sheets. Scanning starts automatically when a document is
loaded.

AN ScanSnap Manager - Image scanning and file saving

-t
L“‘;_ Load the next document.

-
Scanning will start automatically. * , J '
=
"F
k= To save the image and exit Y

Click the [Finish Scanning] button or press the [Stop]
button on the ScanSnap.

Saved: 1pages ( 1 sheets ) II"I-

@ ( Finish Scanning

The [ScanSnap Manager - Image scanning and file saving] window closes when you press the
[Scan/Stop] button on the ScanSnap or when you click the [Finish Scanning] button.

When the [Continue scanning after current scan is finished] checkbox in the [Scanning] tab in the
J ScanSnap setup window is cleared, the [ScanSnap Manager - Image scanning and file saving]
window automatically closes after saving the scanned image.
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Hiding the Scanning Progress Status

You can hide the [ScanSnap Manager - Image scanning and file saving] window in the

following procedure.

1 = Select [Help] = [Preferences] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"

(page 224).
= The [ScanSnap Manager - Preferences] window appears.

2. Clear the [Show the scan progress status (recommended)] checkbox.

ﬂ %) ScanSnap Manager - Preferences

Show Scan Progress Status

Select whether to show the scan progress status.

(E Show the scan progress status (recommendedD

)

3. Click the [#] button in the upper left corner to close the [ScanSnap
Manager - Preferences] window.

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

next scanning on.

When the scanning progress status window is not displayed, the current 12
J number of pages saved is indicated on the ScanSnap Manager icon @ in
the Dock.
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Actions

The ScanSnap keeps the functions useful in your office work available as Actions.
Actions allow you to:

®Share the scanned document files with others.
You can save the scanned image directly in a shared folder on a network upon
scanning, share the scanned image with others and inform them of the destination
folder path by an e-mail message automatically created with the path stated.

®Send document files to participants of a meeting via e-mail.
Send an e-mail message to others with the scanned image file attached.

®Use a printer rather than a copy machine to make copies of documents.
Print the scanned image with a printer.

®Quote text from your paper documents when you do not want to type it.
Have the scanned image text recognized and converted into a Word or Excel document.

®File and organize a large number of business cards.
Store and manage business cards in Cardiris.

®Convert catalogs and pamphlets into digital data and save them.
Store and manage scanned images of catalogs and pamphlets directly in iPhoto.

®Manage scanned documents through linkage with Evernote.
Save PDF files in Evernote and access them easily anytime, anywhere.

®Manage handwritten notes through linkage with Evernote.
Save JPEG files in Evernote and access them easily anytime, anywhere.

®Manage scanned documents through linkage with Google Docs.
Save PDF files in Google Docs and access them easily anytime, anywhere.

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

This section explains how to save the scanned image file in a specified folder.

You can save the scanned image file in a shared folder on the network and share it with
others. In addition, you can inform others of the destination folder path by an e-mail message
automatically created with the path stated.

The e-mail program configured in Mail when you select [Mail] menu = [Preferences] = [General]
J button — [Default email reader] is used as the e-mail program to link with ScanSnap Manager.

The following e-mail programs are supported:

® Mail

® Entourage 2004 for Mac

® Entourage 2008 for Mac

For details about the procedure to scan and save the scanned image in a specified folder
using or without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 260)

® WVithout Using the Quick Menu (- page 263)
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Using the Quick Menu

To use the Quick Menu, you need to select the [Use Quick Menu] checkbox in the ScanSnap

M setup window.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 228)

1 . Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
M starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.
= The Quick Menu appears.

4. Click the [Scan to Folder] icon.

Scan to Folder

als=9%
e

Click the icon of the application to interact with the ScanSna

= The [Scan to Folder] window appears.
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5. Check the scanned image in the preview area.
In the [Scan to Folder] window, you can change files names, destination folders, and
specify whether to state a path to a destination folder in an e-mail message to notify

others.
For details about the [Scan to Folder] window, refer to the ScanSnap Manager Help.

B0O, Scan to Folder
Preview Specify file name
h File List:
o | No. File name
- 1
. . . . 2
1995 2000 2005 010 .
l Serialize... J l Name history >
File size: ME
Combined file size: MB

[ Local Folder | Network Folder ~MobileMe Folder |

Save in:

fUsersf

Browse... | | History -

Il

M = 1 - M o

Z# [ Include the destination folder path in an e-mail message

(" Cancel )( Save )

Preview
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6. Click the [Save] button.

= The scanned image file is saved in the specified folder.
= When you select the [State a path to a destination folder in an E-mail message]

checkbox in the [Scan to Folder] window, a new message window appears listing the
destination folder path where the file is saved.

@00 New Message =

=y - @ Il E | Q ] Tl [ (=] [ =]

] =

)
 Send  Char  Atach Address  Fonts  Colors Save As Draft Photo Browser ,Shumﬁ&mmm

To: J

Cc:

|=v| subject:

_10_16_15_00_05.pdf
10_16_15_00_06.pdf

EN

® You cannot start scanning after the Quick Menu is displayed and before the [Scan to

Folder] window is closed. Close the [Scan to Folder] window before scanning the next
document.

® Do not move, delete, or rename scanned image 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

To disable the Quick Menu, you need to clear the [Use Quick Menu] checkbox in the ScanSnap

M setup window.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using
the Quick Menu" (page 233).

1 . Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).

= The ScanSnap setup window appears.

2. In the [Application] pop-up menu in the [Application] tab, select [Scan to
Folder].

[x]
Scansnap

Color mage Scarnmnaer

T Use Quick Menu Profile

Recommended _' € Small File ( : High Quality ' [ Standard

#, Application )} £ Save {3} Scanning | [, File option | £F = Compression

Select the application you would like to use.
(Applicalion: [ Scan to Folder H’")

( Add or Remove... )

)

ScanSnap Manager can also link with [Scan to Folder] when you select:

M ® [Scan to Folder] from the [Profile] pop-up menu of the ScanSnap setup window
® [Scan to Folder] from the Profile menu

3. Click the [Apply] button.

4. Click the [ .1 ] button in the upper left corner to close the ScanSnap

setup window.
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5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning

M

starts automatically when a document is loaded.

7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The [Scan to Folder] window appears.

8. Check the scanned image in the preview area.

In the [Scan to Folder] window, you can change files names, destination folders, and
specify whether to state a path to a destination folder in an e-mail message to notify

others.

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

Tals)

Scan to Folder

Preview

Fold

~
-
’ . ' \
0
1995 2000 2005

]
“r
Il.
| I 0—

7

7

Specify file name

File List:
| No. File name
- ]
2
| Serialize... | | Name history >
File size: ME
Combined file size: MB
[ Local Folder | Network Folder = MobileMe Folder |
Save in:
fUsersf
Browse... | | History ~
] Include the destination folder path in an e-mail message
£ A
( Cancel ) ( Save )

Preview
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9. Click the [Save] button.

= The scanned image file is saved in the specified folder.
= When you select the [State a path to a destination folder in an E-mail message]

checkbox in the [Scan to Folder] window, a new message window appears listing the
destination folder path where the file is saved.

®No0 New Message —)

_ Send  Chat Awach Address Fonts Colors SaveAsDraft  PhotoB Show s
To:f:l J
Cc:

|=v| subject:

_10_16_15_00_05.pdf
_10_16_15_00_06.pdf

EN

® You cannot start scanning when the [Scan to Folder] window is displayed. Close the
[Scan to Folder] window before scanning the next document.

® Do not move, delete or rename the scanned image in other applications when the [Scan
to Folder] window is displayed.
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B Attaching Files to E-Mail

This section explains how to attach the scanned image file to an e-mail message.

‘@00 New Message ="
@R C O D D B =) (&
Send  Chat Auach Address Fons (Colors SaveAsDraft  Photo rowser ShowStationery

The e-mail program configured in Mail when you select [Mail] menu - [Preferences] = [General]
button — [Default email reader] is used as the e-mail program to link with ScanSnap Manager.
The following e-mail programs are supported:

® Mail

® Entourage 2004 for Mac

® Entourage 2008 for Mac

K

For details about the procedure to scan and attach the scanned image to an e-mail message
using or without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 267)

® Without Using the Quick Menu (- page 271)

266



Actions (for Mac OS users)

Using the Quick Menu

To use the Quick Menu, you need to select the [Use Quick Menu] checkbox in the ScanSnap

M setup window.

For details about how to perform scanning using the Quick Menu, refer to "Using the Quick
Menu" (page 228).

1 . Load the document in the ScanSnap.
For details about how to load documents, refer to "How to Load Documents" (page 30).

Up to ten files can be attached to an e-mail message.
When you scan more than one document with the scan settings shown below, multiple
files are created. Pay attention to the number of documents to scan:

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

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
M starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.

4. Change settings for the [Scan to E-mail] (If you do not want to change
any settings, go to step 5.).

1. Click [Settings] under the [Scan to E-mail] icon.

LScan o E-mail

Click the icon of the application to interact with the ScanSna

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

EShow preview
gSave scanned images to file

Attached file size:
When the combined file size exceeds the set
parameter{below), display a Warning message.

® ( Cancel \E—wm@—’

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

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

Click the icon of the application to interact with the ScanSnap Fo 7]

= The [Scan to E-mail] window appears.
If you clear the [Show preview] checkbox of the [Scan to E-mail - Options] window in
step 4., the [Scan to E-mail] window is not displayed. Instead, a new message
window appears with the file(s) attached.
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6. Check the scanned image in the preview area.

In the [Scan to E-mail] window, you can rename the file and decide whether to save the
scanned image in the folder specified for [Image saving folder] after sending it by e-mail.
For details about the [Scan to E-mail] window, refer to the ScanSnap Manager Help.

808 Scan to E-mail
Preview Specify file name
p— Y e
File List:
- | Na. File name |
1 [ 1
"II"'II"'II' 'II' .
1S =0 s 200
l Serialize... J l Name history -
Combined file size: ME

E Save scanned image

> M &

| Do not show this window again

( Cancel ) @ ‘Attach to E-mail >

Preview
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7 . Click the [Attach to E-mail] button.

= An e-mail message window appears with the file attached.

®00

EI Subject:

bI b

1995 2000 2005 2010

-
v
- IR EaV

® You cannot start scanning after the Quick Menu is displayed and before the [Scan to E-

mail] window is closed. Close the [Scan to E-mail] window before scanning the next
document.

® Do not move, delete, or rename scanned image 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

To disable the Quick Menu, you need to clear the [Use Quick Menu] checkbox in the ScanSnap

M setup window.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using
the Quick Menu" (page 233).
1 . Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).

= The ScanSnap setup window appears.

2. In the [Application] pop-up menu in the [Application] tab, select [Scan to

E-mail].
[x]
Cofor mage Scs'nnsn‘
"l Use Quick Menu Profile
" Recommended _' F Small File s Y ~ High Quality [ Standard &

4, Application ) £ Save {3} Scanning | [, File option | £F
Select the application you would like to use.

(Application: f 7 Scan to E-mail I"H)
( Application Setting... \
I,r Add or Remove... b
)

ScanSnap Manager can also link with [Scan to E-mail] when you select:

M ® [Scan to E-mail] from the [Profile] pop-up menu of the ScanSnap setup window
® [Scan to E-mail] from the Profile menu
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3. Change settings for the [Scan to E-mail] (If you do not want to change
any settings, go to step 4.).

1. Click the [Application Setting] button.

#A\, Application i i i J2 Compression
Select the application you would like to use.
Application: | o Scan to E-mail |+l
(_( Application Setting... \)
( Add or Remove... )
@

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

2. Change the settings.
For details about the [Scan to E-mail - Options] window, refer to the ScanSnap

Manager Help.

800

EShow preview
aSave scanned images to file

Attached file size:

When the combined file size exceeds the set
parameter{below), display a Warning message.

i )m
® (" Cancel \E—ﬂl@—a

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 to close the ScanSnap

setup window.
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6. Load the document in the ScanSnap.
For details about how to load documents, refer to "How to Load Documents" (page 30).

Up to ten files can be attached to an e-mail message.
When you scan more than one document with the scan settings shown below, multiple
files are created. Pay attention to the number of documents to scan:

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

7. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
J starts automatically when a document is loaded.

8. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The [Scan to E-mail] window appears.
If you clear the [Show preview] checkbox of the [Scan to E-mail - Options] window in
step 3., the [Scan to E-mail] window is not displayed. Instead, a new message
window appears with the file(s) attached.
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9. Check the scanned image in the preview area.

In the [Scan to E-mail] window, you can rename the file and decide whether to save the
scanned image in the folder specified for [Image saving folder] after sending it by e-mail.
For details about the [Scan to E-mail] window, refer to the ScanSnap Manager Help.

806 Scan to E-mail
Preview Specify file name

File List:

- | No. File name |
ER e I

. . . . .

s 2000 205 2010
l Serialize... J l Name history -
Combined file size: MB

E Save scanned image

> M &

| Do not show this window again

( Cancel ) @ ‘Attach to E-mail >

Preview
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10.click the [Attach to E-mail] button.

= An e-mail message window appears with the file attached.

@00 _ =

To:{ ]
L
EI Subject:
1995 2000 2005 2010
| Y

® You cannot start scanning when the [Scan to E-mail] window is displayed. Close the
[Scan to E-mail] window before scanning the next document.

® Do not move, delete or rename the scanned image in other applications when the [Scan
to E-mail] window is displayed.

275



Actions (for Mac OS users)

B Using the ScanSnap as a Copy Machine

This section explains how to print the scanned image with a printer.
When a printer links with ScanSnap Manager, the ScanSnap can be used as a copy machine.

® Note that shadows around the edges of the document may appear as lines on the generated
scanned image, depending on the scanning method and paper conditions. If you print such
an image, the printed image will also have lines appearing in it.

® When you perform a borderless printing, save the image data to file first, and then print it by
using Preview, Adobe Acrobat or Adobe Reader.

For details about the procedure to scan and print the scanned image using or without using

the Quick Menu, refer to the following:
® Using the Quick Menu (- page 277)
® Without Using the Quick Menu (- page 280)
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Using the Quick Menu

To use the Quick Menu, you need to select the [Use Quick Menu] checkbox in the ScanSnap

M setup window.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 228)
1 . Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
M starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.

4. Change settings for the [Scan to Print] (If you do not want to change any
settings, go to step 5.).

1. Click [Settings] under the [Scan to Print] icon.

LScan o Prini]

Y.L

\.

Click the icon of the application to interact with the ScanSnap £ o 7]

=The [Scan to Print - Options] window appears.

2. Change the settings.
For details about the [Scan to Print - Options] window, refer to the ScanSnap
Manager Help.

Scan to Print - Options

a Save scanned image

® (" Cancel \( oK )
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3. Click the [OK] button to close the [Scan to Print - Options] window.

5. Click the [Scan to Print] icon.

D
@y [(=)8 %

P e NS

Click the icon of the application to interact with the ScanSnap £ o 7]

= The [Print] window appears.

6. Configure print setup options in the [Print] window.

In the [Print] window, you can specify the printer to be used, the number of copies, and
size and position of the scanned image to be printed, and whether to save the scanned
image in the folder specified for [Image saving folder].

For details about the [Print] window, refer to the ScanSnap Manager Help.

L
- Printer: | Fﬂ 8
a % a a Presets: | Standard I"ﬂ
Copies: gCollated
= Pages: ® Al
.1‘ ) Erom: |1 to: |1
Paper Size: | A4 B‘ 21.00 by 29.69 cm
¢ ﬂ =
- Orientation: (1 %] Il
s ['Scan to Print H-{
* IIIII ["1Shrink to paper size
EAIIOW automatic rotation
o i lofl [ fmr] ™ Center the image and print
ESave scanned image
® e
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7 . Click the [Print] button.
= The scanned image is printed.

® You cannot start scanning after the Quick Menu is displayed and before the [Print]
window is closed. Close the [Print] window before scanning the next document.

® Do not move, delete, or rename the scanned image 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

To disable the Quick Menu, you need to clear the [Use Quick Menu] checkbox in the ScanSnap

M setup window.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using
the Quick Menu" (page 233).

1 . Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).

= The ScanSnap setup window appears.

2. From the [Application] pop-up menu in the [Application] tab, select [Scan
to Print].

o
Color Image SEEI"H_IEF“

"l Use Quick Menu Profile

. Recommended Small File _\ High Quality " [ Standard =
-4, Application ) £ Save i Scanning | 2, File option | F = Compression

Select the application you would like to use.

(Application'. [ \#= Scan to Print Pﬂ)
( Application Setting... B
( Add or Remove... \
D)

ScanSnap Manager can also link with [Scan to Print] when you select:

M ® [Scan to Print] from the [Profile] pop-up menu of the ScanSnap setup window
® [Scan to Print] from the Profile menu
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3. Change settings for the [Scan to Print] (If you do not want to change any
settings, go to step 4.).

1. Click the [Application Setting] button.

#A Application | £ Save

Select the application you would like to use.
Application: | = Scan to Print 4
G Application Setting... D
( Add or Remove... )
@
e

=The [Scan to Print - Options] window appears.

2. Change the settings.
For details about the [Scan to Print - Options] window, refer to the ScanSnap
Manager Help.

Scan to Print - Options

ESave scanned image

® (" Cancel \( oK 3

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 to close the ScanSnap

setup window.

6. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).
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7. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
J starts automatically when a document is loaded.

8. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The [Print] window appears.

9. Configure print setup options in the [Print] window.

In the [Print] window, you can specify the printer to be used, the number of copies, and
size and position of the scanned image to be printed, and whether to save the scanned
image in the folder specified for [Image saving folder].

For details about the [Print] window, refer to the ScanSnap Manager Help.

Print
Printer: | l-ﬂ E]

-
J , J ' Presets: | Standard I--ﬂ

Copies: |1 # Collated

Pages: ® Al
J_( ) Erom: |1 to: |1

Paper Size: | A4 I--3'-] 21.00 by 29.69 cm

t e v
Orientation: ri! I 3

| Scan to Print H-

" ||Il| [T1Shrink to paper size

E Allow automatic rotation

e 1of1 e fer] ™ Center the image and print

E‘Save scanned image

(@ ( poFv ) (cancel ) (Print )

10.click the [Print] button.
= The scanned image is printed.

® You cannot start scanning when the [Print] window is displayed. Close the [Print] window
before scanning the next document.

® Do not move, delete, or rename the scanned image in other applications while the [Print]
window is displayed.
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B Converting into Word/Excel Documents

This section explains how to convert the scanned image into Word/Excel files using ABBYY
FineReader for ScanSnap bundled with the ScanSnap.

® The following applications must be installed in your computer in order to perform text-
recognition:
- ABBYY FineReader for ScanSnap (bundled with the ScanSnap)
- Word
- Excel

® You cannot view the documents converted into Word and Excel files unless these
applications are installed and you completed the user registration to use them. Install these
applications and complete the user registration to view the converted documents on your
computer.

® [f Word is not installed in your computer, text-only results of converted documents to Word
will be displayed in TextEdit. If Excel is not installed in your computer, you cannot view
documents converted to Excel.

® ABBYY FineReader for ScanSnap can be used with the following versions of Word and
Excel:
- Word: 2008 / 2004
- Excel: 2008 / 2004

® Do not use this function while you are working in Word or Excel. In addition, do not use Word
or Excel while this function is being executed. If you use either Word or Excel together with
this function, the conversion result is saved to a file, but the conversion result may not be
displayed even if the [Open file after recognition] checkbox is selected on the [FineReader for
ScanSnap Preferences] window.
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About the OCR function of ABBYY FineReader for ScanSnap

® ABBYY FineReader for ScanSnap is an application used exclusively with the ScanSnap. This
program can perform text recognition only for PDF files created by using the ScanSnap. It
cannot perform text recognition for files created using Adobe Acrobat or other applications.

® The optical character recognition program has the following features. Before performing text
recognition, check whether the documents you want to convert are suitable for conversion
according to the following guidelines:

Application Suitable for conversion Not suitable for conversion
Scan to Word | Documents with simple lay- Documents with complex layouts con-
outs consisting of single or taining a mixture of diagrams, tables,
double columns and text (e.g. brochures, magazines, and
newspapers)

Word Document

e 1)

]

[T

Scan to Excel | Documents containing simple | Documents containing;

tables with no cells merged - tables with no solid border lines

- tables with complicated cell formats

- complex tables containing sub-tables

- diagrams, graphs, photos and/or
vertical text

(Note that documents containing dia-

grams, graphs or vertical text will not be

reproduced.)

Excel Document Title 1 [titte2 [rives [riviea |rivies

,,,,,,,,,,,,,,,,,,,,,

zzzzzzzzzz

ssssssssssssssssss
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The following parameters may not be reproduced as they are in the original document. It is
recommended that the converted documents be opened with Word or Excel to correct or edit
misrecognized characters:
- Character font and size
- Character and line spacing
- Underlined, bold and italic characters
- Superscript/subscript
The following types of documents (characters) may not be recognized correctly.
Better results in text recognition may be achieved by changing the color mode or increasing
the resolution:
- Documents including handwritten characters
- Documents containing small characters (smaller than 10 points)
- Skewed documents
- Documents written in languages other than the specified language
- 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 layouts as well as documents including unreadable characters
(It may take extra time to process text recognition for these documents.)
When converting to Excel files, if the recognition result exceeds 65,536 lines, no more results
are saved.
When converting to Excel files, information about the layout of the entire document,
diagrams, and length/width of graphs and tables is not duplicated. 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 334), or load documents face down in
portrait orientation.
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You can change the 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, select [FineReader for ScanSnap] menu - [Preferences] to display the

following window.

800 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)
*It is not recommended to select more than 3 languages.

NooDooDOoOooO

E Open file after recognition

[] Ask for file name before save
[T Delete scanned images after recognition

[] Quit ABBYY FineReader for ScanSnap after recognition

For details about how to configure settings, refer to the ABBYY FineReader for ScanSnap Help.

For details about the procedure to scan and convert the scanned image into Word/Excel files
using or without using the Quick Menu, refer to the following:

® Using the Quick Menu (- page 287)

® WVithout Using the Quick Menu (- page 289)
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Using the Quick Menu

To use the Quick Menu, you need to select the [Use Quick Menu] checkbox in the ScanSnap

M setup window.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 228).

1 . Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

® |t is recommended that you select [Automatic resolution] or [Best] for [Image quality] in

M the [Scanning] tab of the ScanSnap setup window.
® |oad another document in the ScanSnap when you want to scan multiple sheets.

Scanning starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.

4. Click the [Scan to Word] or [Scan to Excel] icon.
ay=9%
=

Y

=

Click the icon of the application to interact with the ScanSnap F+ (7]

® When you perform a scan with [JPEG(*.jpg)] selected for [File format] in the [File
option] tab in the ScanSnap setup window, scanned data cannot be converted into a
Word or Excel file. If you click either of these icons, an error message appears.

® You cannot start scanning when the Quick Menu is displayed. Wait until the
conversion is over to scan another document.

® Do not move, delete or rename the scanned image in other applications when the
Quick Menu is displayed.
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= The following window appears and conversion is started.

—
e ara

Converting the document

Extracting the PDF page images: 1 of 2 pages processed

e == = ==

Cancel

= When the conversion is completed, Word or Excel starts up, displaying the converted
document in the applicable format.

The Word or Excel file is saved in one of the following formats:

« ® Scan to Word: RTF format (.rtf)
® Scan to Excel: XLS format (.xIs)
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Without using the Quick Menu

To disable the Quick Menu, you need to clear the [Use Quick Menu] checkbox in the ScanSnap

M setup window.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using
the Quick Menu" (page 233).

1 . Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).
= The ScanSnap setup window appears.

2. In the [Application] pop-up menu in the [Application] tab, select [Scan to
Word] or [Scan to Excel].

[ x]
Color imagese Sx:'snner‘
[ Use Quick Menu Profile
" Recommended C Small File ) High Quality " [ Standard Hi"!
#, Application ) £ Save {5} Scanning | |, File option | fa Compression
Select the application you would like to use.
(Application: [k Scan to Word FH)
[ Add or Remove... |
@
® |tis recommended to select [Automatic resolution] or [Best] for [Image quality] in the
M [Scanning] tab in the ScanSnap setup window.
® ScanSnap Manager can also link with [Scan to Word] or [Scan to Excel] when you
select:

- [Scan to Word] or [Scan to Excel] from the [Profile] pop-up menu of the ScanSnap
setup window
- [Scan to Word] or [Scan to Excel] from the Profile menu

3. Click the [Apply] button in the ScanSnap setup window.
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4. Click the [©.© ] button in the upper left corner to close the ScanSnap

setup window.

5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
J starts automatically when a document is loaded.

7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The following window appears and image data conversion to Word or Excel files
starts.

Converting the document

Extracting the PDF page images: 1 of 2 pages processed

e

Cancel )

= When the conversion is completed, Word or Excel starts up and the conversion
result is displayed.

The Word or Excel file is saved in one of the following formats:

J ® Scan to Word: RTF format (.rtf)
® Scan to Excel: XLS format (.xls)
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B Storing Business Cards in Cardiris

This section explains how to store business card images in Cardiris.

ABCD LIMITED
Howard Brown
Project Manager, Software Research

1234 Funciton Avenue, San Rose, CA987654-1111
Telephone: (000) 000-0000 FAX:(000)-111-2222
E-mail: hbrown@abed.com

Data of up to 250 pages, including blank pages, can be stored in Cardiris at once.

For details about the procedure to scan and manage business cards in Cardiris using or
without using the Quick Menu, refer to the following:

® Using the Quick Menu (- page 292)

® WVithout Using the Quick Menu (- page 295)
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Using the Quick Menu

To use the Quick Menu, you need to select the [Use Quick Menu] checkbox in the ScanSnap

J setup window.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 228).

1 . Insert the business card straight into the feeding section of the

ScanSnap, with the scanning side facing up.

= Business card is pulled in until it is set inside the ScanSnap.

® When [Business card] is specified for [Paper size] in the [Paper] tab of the ScanSnap
setup window, insert the business card by aligning it with the left edge of the feeding
section.

® |[f you perform a scan with the output guide open, a
paper jam may occur and damage business cards.
Make sure to close the output guide when you scan
business cards.

Output guide
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2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

It is recommended to select [Automatic resolution] or [Best] for [Image quality] in the
[Scanning] tab in the ScanSnap setup window.

Load another business card in the ScanSnap when you want to scan multiple business
M cards. Scanning starts automatically when a business card is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.

4. Click the [Cardiris] button.

Click the icon of the application to interact with the ScanSnap £+ 7]

® You cannot start scanning when the Quick Menu is displayed. Wait until ScanSnap
Manager links with Cardiris before scanning another document.

® Do not move, delete, or rename the scanned image in other applications when the
Quick Menu is displayed.

= Cardiris starts up and the Cardiris window appears.
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5. Check the scanned card image and the text recognition resuilt.

eoo

0903210932 (Card 1 of 1)

[Card Style]
button

[Send] button

[Format] button#l‘—r

Card toolbar

‘Country of current business card: United States

1095x631x32 2701K 300dpi

ABCD LIMITED
Howard Brown
Project Manager, Software Research

1234 Funciton Avenue, San Rose, CA987654-1111
Telephone: {000) 000-0000 FAX:(000)-111-2222
E-mail: hbrown@abed.com

+— Card image

Last name
Title

Address

City
State

Phane
Phone 2
Mobile phane
Fax
E-mail
Web site
Note

Company ABeD LIMITED
First name Howard

Brown

Project Manager, Software Research

1234 FuncitonAvenue San Rose

zp

Country United States
9876541111
(000) 000-0000

(000)-111-2222
hbrown@abed.com

—— & — 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 window is open.

® 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 Cardiris and how to use it, refer to Cardiris GETTING
STARTED and Cardiris Help.
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Without using the Quick Menu

To disable the Quick Menu, you need to clear the [Use Quick Menu] checkbox in the ScanSnap

M setup window.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using
the Quick Menu" (page 233).

1 . Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).

= The ScanSnap setup window appears.

2. In the [Application] pop-up menu in the [Application] tab, select
[Cardiris].

[ x]
Scansnap

Color Imege Scaernnaer

"l Use Quick Menu Profile

Recommended Small File 3 High Quality " [ Standard =

Y \ T - s |
-4, Application ) £ Save i Scanning | 2, File option | F = Compression
Select the application you would like to use.

(Applicarion: [ \Fay Cardiris "‘5'!)

( Add or Remove... \

@

It is recommended that you select [Automatic resolution] or [Best] for [Image quality] in the
[Scanning] tab of the ScanSnap setup window.

ScanSnap Manager can also link with [Cardiris] when you select:

M ® [Cardiris] from the [Profile] pop-up menu of the ScanSnap setup window
® [Cardiris] from the Profile menu
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3. Click the [Apply] button.

4. Click the [ .7 ] button in the upper left corner to close the ScanSnap

setup window.

5. Insert the business card straight into the feeding section of the

ScanSnap, with the scanning side facing up.

= Business card is pulled in until it is set inside the ScanSnap.

® When [Business card] is specified for [Paper size] in the [Paper] tab in the ScanSnap
setup window, insert the business card by aligning it with the left edge of the feeding
section.

® |f you perform a scan with the output guide open, a Output guide
paper jam may occur and damage business cards.
Make sure to close the output guide when you scan
business cards.

6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another business card in the ScanSnap when you want to scan multiple business
« cards. Scanning starts automatically when a business card is loaded.
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Actions (for Mac OS users)

7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= Cardiris starts up and the Cardiris window appears.

8. Check the scanned card image and the text recognition resulit.

800
[Card Style] fi
button E;‘J
[Send] button——— = (»

Send Md|ess %

[Format] button <

LS
S

e

Card toolbar

_09.03 21

Country of current business card: United States 1095x631%32 2701K 300dpi

ABCD LIMITED

Howard Brown
Project Manager, Software Research

1234 Funciton Avenue, San Rose, CASB7654-1111
Telephone: (000) 000-0000 FAX:(000)-111-2222
E-mail: horown@abed.com

Company ABeD LIMITED
First name Howard
Last name Brown
Title Project Manager, Software Research

Address 1234 FuncitonAvenue San Rose

City 2P

—Card image

State Country United States

Phone 5876541111
Phone 2 {000} 000-0000
Mabile phone
Fax (000)-111-2222
E-mail hbrown@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 window is open.

4

® 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 functions of Cardiris and how to use it, refer to Cardiris GETTING
STARTED and Cardiris Help.
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Using the Address Book in Cardiris

To register the recognized characters of a scanned business card in the Address Book,
perform the following procedure.

Do not exit Cardiris when setup or message window is open.

1 = Click the [Format] button or select [Settings] = [Output Format] on the
menu bar.

= The following window appears.

Business Cards

Format: [ yCard I»:.-!

Layout

ield delimiter. Tab

Include field names

glnclude card images

Qutput

.l . .
¥ Ask file name and location

Send to: ' None I-»ﬁ«!

~ | Use iSync to synchronize now

(_anceljl ( 0K

2. Select [Address Book] in the [Format] pop-up menu.

\ - .

; _ HTML .
J vCard h
& Jarch
Form' v Address Book |
. RpPpIEWorks b OSE,
Hyeu® Microsoft Entourage vX, 2004 8) 455

Field| Now Contact 5

Now Contact X
Ing -

Include card images

Output

Ask file name and location

Send to None = 95110 |
["] Use iSync to synchronize now 7P

Buntry Ut

I( Cancel \ L 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.

[ Ne &) || Address Book
- UEEEEE——
Q -
Group Name
[l s Howard Brown
e : Project Manager. Software Research
[@ Directories SEDL I ITED
k 9876541111
me (000} 000-0000
ax (000)-111-2222
<« hbrown@abcd.com
k 1234 Funciton Avenue San
Rose
United States
(2 (+) = S /

5. Select [Cardiris] = [Quit Cardiris] on the menu bar to quit Cardiris.

J ® The recognition result of scanned business cards can be output in text or vCard format.
® For more details, refer to Cardiris GETTING STARTED and Cardiris Help.
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B Storing Scanned Images in iPhoto

This section explains how to store the scanned image in iPhoto.

For details about the procedure to scan and store the scanned image in iPhoto using or
without using the Quick Menu, refer to the following:
® Using the Quick Menu (= page 301)

® Without Using the Quick Menu (- page 303)
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Using the Quick Menu
To use the Quick Menu, you need to select the [Use Quick Menu] checkbox in the ScanSnap

M setup window.

For more details about how to perform scanning by using the Quick Menu, refer to "Using the
Quick Menu" (page 228).

1 . Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
M starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.
= The Quick Menu appears.

4. Click the [iPhoto] button.

i] Vi xrf;,/ \ *’e—“ A'g

w—

D i (R

s

3@

O

Click the icon of the application to interact with the ScanSnap Fo 7]

® You cannot start scanning when the Quick Menu is displayed. Wait until ScanSnap
Manager links with iPhoto before scanning another document.

® Do not move, delete, or rename the scanned image in other applications when the
Quick Menu is displayed.

= The [iPhoto] window appears.
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5. Check the scanned image stored in iPhoto.

LIBRARY —n .
& s000| ¥ untitled event
s L Oct 16,2008 — 6 photos
[ Photos <

¥ RECENT
Last 12 Months

.
S ddd)
# Flagged
£ Trash —_— 7

== J=g=)=)=

3 7 = o e = == —
5 i =1
®» /93 X P = &) @ s =
split  Edit  Rotate  Hide Flag Book  Calendar  Card Web Gallery Email  Print  Order Prints
. = PEEm—

- AT CEER

The scanned image is also saved in the folder specified for [Image saving folder] in the

M [Save] tab of the ScanSnap setup window at the same time when it is saved to iPhoto.
Delete this file if unnecessary.
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Without using the Quick Menu

To disable the Quick Menu, you need to clear the [Use Quick Menu] checkbox in the ScanSnap
M setup window.

For more details about how to perform scanning without using the Quick Menu, refer to "Without
Using the Quick Menu" (page 233).
1 . Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).

= The ScanSnap setup window appears.

2. From the [Application] pop-up menu in the [Application] tab, select
[iPhoto].

[ x]
Cofor mage E-'t:anner-‘
"l Use Quick Menu Profile
Recommended Small File Y i High Quality " [ Standard 4

-4, Application ) £ Save i Scanning | 2, File option | F = Compression

Select the application you would like to use.

(Application: [ T iPhoto F's'D
( Add or Remove... \
@

ScanSnap Manager can also link with [iPhoto] when you select:

M ® [iPhoto] from the [Profile] pop-up menu of the ScanSnap setup window
® [iPhoto] from the Profile menu

3. Click the [Apply] button.

4. Click the [ £1] button in the upper left corner to close the ScanSnap
setup window.
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5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
J starts automatically when a document is loaded.

7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The [iPhoto] window appears.

8. Check the scanned image stored in iPhoto.

800 iPhoto
| uerarY ~
& evems #2090 ¥ untitled event
S @ Oct 16, 2008 — & photos
otos
¥ RECENT
[ Last 12 Months L s = -
 Flagged ‘ , ‘ .
£ Trash .
T,
:-——‘;7 E - =
e - T,
= e Il
v & _\
= . Ef ELIE
H ¥ - s == =
7 ¥ = ™ (@) @ i L ]
i '/ ;—, &% I @e L, e |§‘|J i —_ h —
Split Edit Rotate fid Flag Book Calendar  Card Web Gallery  Ema Print Order Prints
x. (" searc \ : 5
+ 0% » (Qv carch & photos in 1 Event m m}z

The scanned image is also saved in the folder specified for [Image saving folder] in the
J [Save] tab of the ScanSnap setup window at the same time when it is saved to iPhoto.
Delete this file if unnecessary.
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Actions (for Mac OS users)

Saving Documents to Evernote

This section explains how to save the scanned image as a PDF file to Evernote.
When you save the scanned image to Evernote after converting it into a searchable PDF, the
PDF file becomes searchable in Evernote.

® You first need to create a notebook in Evernote for Mac to save a file to Evernote.
® Disable [Bring the new note to the front]
in Evernote [Preferences] window
beforehand to prevent new notes
appearing on the screen when you
scan documents consecutively.
The screenshot on the left is from

annr

General Sync Software Update ' Clipping

Preferences

o)

i\_o
Shortcuts

By default, place all clipped notes into the following notebook:

| My Notebook :] (" Mew Notebook

Evernote for Mac 1.10.1. Clear the
[Bring the new note to the front]
checkbox in this window.

The actual window and the contents
may differ depending on the Evernote
version you are using.

After a clip:

|| Bring the new note to the !ron[)
¥ Bounce the dock icon once
E Play a sound

Safari Plugin

The Evernote Safari plugin clips notes from your current web page in
Safari.

E Use the Safari clipper plugin

Restart Safari for changes to take effect.

Firefox Plugin

The Evernote Firefox plugin clips notes from your current web page in
Firefox. It's available separately from the Mozilla Add-Ons website

( Download the Evernote Firefox Plugin ;

For details about the procedure to scan and save the scanned image to Evernote using or

without using the Quick Menu, refer to the following:
® Using the Quick Menu (= page 306)
® Without Using the Quick Menu (- page 309)
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Using the Quick Menu
To use the Quick Menu, you need to select the [Use Quick Menu] checkbox in the ScanSnap

M setup window.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 228).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets.
M Scanning starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.

4. Change settings for the [Scan to Evernote (Document)] (If you do not

want to change any settings, go to step 5.).

1. Click [Settings] under the [Scan to Evernote (Document)] icon.

Scan to Evernote (Document)

i‘ g

@bku "’ia"‘?

&
58

Click the icon of the application to interact with the ScanSnap Fo 7]

= The [Scan to Evernote (Document) - Options] window appears.
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2. Change the settings.

For details about the [Scan to Evernote (Document) - Options] window, refer to the
ScanSnap Manager Help.

e

Scan to Evernote (Document) — Options

E Convert to Searchable PDF

OCR options
Language: | El English J 3]
Target pages: () Eirst page @ Al pages
@ (" Ccancel ) ( 0K 3

3. Click the [OK] button to close the [Scan to Evernote (Document) - Options] window.

5. Click the [Scan to Evernote (Document)] icon.

Scan to Evernote (Document)

W i e B,

Click the icon of the application to interact with the ScanSnap Fo 7]

® You cannot start scanning when the Quick Menu is displayed. Save the PDF file to Ever-
note before scanning the next document.

® Do not move, delete, or rename the scanned image in other applications when the
Quick Menu is displayed.

= When you perform a scan with [JPEG(*.jpg)] selected for [File format] in the [File

option] tab of the ScanSnap setup window, a PDF file is created from the JPEG file.
A separate PDF file created for each JPEG file.

The following window is displayed when the PDF file is being created.

Scan to Evernote (Document)

Creating PDF file from image data...

M,
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= If the [Convert to Searchable PDF] checkbox is selected in step 4., text recognition is
performed according to the [OCR options] settings in the [Scan to Evernote -
Options] window.
The following window is displayed during text recognition.

ann Scan to Evernote {Document) Searchable PDF Maker

Processing text recognition...

Target file: .pdf

Processing status:
P

Processing 1/1 page
( Cancel )

Text recognition will be performed if there are any pages containing text which is not yet
J recognized. Note that text recognition will be performed on all pages, including pages
containing text on which text recognition has already been performed.

= Evernote for Mac starts up, and the PDF file is saved to Evernote.

My Notebook - 1 note

o @ m— e p Q) (= '
e @ K ©® O Ik 2 (= a
Sync Trunk  Current Monthly Usage New Note iSight Note . Delete All Notes Email - Search
Viewing 1 note from | My Notebook ¢ Save L Reset
NOTEBOOKS M Notes by Date Created = | 08 10 19 45 01
& My Notebook [ v &5 e
& TAGS = © Click to set URL B Click to add tag o
% ATTRIBUTES DPID [ teveica 2/ [ 22 :| (mm| (B[ 1]U| BI=[=[=] == (2@
@l SAVED SEARCHES i
102 [
1] Trash 22 |7 ""1
ACTIVITY —
B_08:10.1...
[:]
DID YOU 1995 2000 2005 2010
ENOW?
Windows, Mac, ||
Web, iPhone, and
Windows Mobile. ‘
- B—
B |- 1l A === A [] Use Auto-zoom

The file in which the scanned image is saved remains in the folder specified for [Image
J saving folder] in the [Save] tab of the ScanSnap setup window even after the scanned
image is saved to Evernote. Delete this file if unnecessary.
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Without using the Quick Menu

To disable the Quick Menu, you need to clear the [Use Quick Menu] checkbox in the ScanSnap

M setup window.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using
the Quick Menu" (page 233).

1 . Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).
= The ScanSnap setup window appears.

2. In the [Application] pop-up menu in the [Application] tab, select [Scan to

Evernote (Document)].

s}

. Scansnap

Cofor mage Scanmnaer

| Use Quick Menu Profile

._ Recommended Small File High Quality _ | Standard ¥

ly
4 Application ) £ Save I Scanning | |, File option | LI Paper 2 Compression
Select the application you would like to use.

(Application: [ _y Sean to Evernote (Document) 3D

€ Application Settings...

( Add or Remove...

H ! 1
Hide A Apply

ScanSnap Manager can also link with [Scan to Evernote (Document)] when you select:

M ® [Scan to Evernote (Document)] from the [Profile] pop-up menu of the ScanSnap setup
window
® [Scan to Evernote (Document)] from the Profile menu
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3. Change settings for the [Scan to Evernote (Document)] (If you do not

want to change any settings, go to step 4.).

1. Click the [Application Setting] button.

\ Application | L Save I Scanning | | L File option | LI Paper o Compression

=

Select the application you would like to use.

Application: | _y Scan to Evernote (Document) -

G Application Settings... )

€ Add or Remove...

0]

H f \
Hide A Apply

= The [Scan to Evernote (Document) - Options] window appears.

2. Change the settings.
For details about the [Scan to Evernote (Document) - Options] window, refer to the

ScanSnap Manager Help.

8.0 Scan to Evernote (Document) — Options
E Convert to Searchable PDF
OCR options
Language: | [ English J 3]
Target pages: () Eirst page @ Al pages
@ (" Ccancel ) E 0K 3

3. Click the [OK] button to close the [Scan to Evernote (Document) - Options] window.

4. Click the [Apply] button.

5. Click the [{.1] button in the upper left corner to close the ScanSnap

setup window.

6. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).
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7. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets.
¢ Scanning starts automatically when a document is loaded.

8. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= When you perform a scan with [JPEG(*.jpg)] selected for [File format] in the [File
option] tab of the ScanSnap setup window, a PDF file is created from the JPEG file.
A separate PDF file is created for each JPEG file.
The following window is displayed when the PDF file is being created.

Scan to Evernote (Document)

Creating PDF file from image data...

:\IJ',

= If the [Convert to Searchable PDF] checkbox is selected in step 3., text recognition is
performed according to the [OCR options] settings in the [Scan to Evernote -
Options] window.
The following window is displayed during text recognition.

M, MmO Scan to Evernote (Document) Searchable PDF Maker

Processing text recognition...

Target file:

Processing status:

e

Processing 1/1 page

£ o~ 1N
[ Cancel )
—

Text recognition will be performed if there are any pages containing text which is not yet
J recognized. Note that text recognition will be performed on all pages, including pages
containing text on which text recognition has already been performed.
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= Evernote for Mac starts up, and the PDF file is saved to Evernote.

My Notebook - 1 note =

o = = ; & =
= @ ‘ iy @ ﬁ m = : s | Q
Sync  Trunk  Current Monthly Usage MNew Note iSight Note Delete All Notes Email View Search
Viewing 1 note from | My Notebook + | Save (. Reset
SRNLHLEGOK 2 M hotesinDateiGreatec " ® 08_10_19_45_01
& TAcs . j @ Click to set URL @ Click to add tag o
» % ATTRIBUTES drIDP [ Heweca 2| [ 12 & (mm] (B][I]U]
@l SAVED SEARCHES L r
i B | F ™
17 Trash 2z |y i,
ACTIVITY
. 08.10.1...
Today
<]
1995 2000 2005 2010
Windm,me, b .
Web, iPhone, and
Windows Mobile. ‘
.
v
B % Il A === A [J Use Auto-zoom v

. The file in which the scanned image is saved remains in the folder specified for [Image
J saving folder] in the [Save] tab of the ScanSnap setup window even after the scanned
image is saved to Evernote. Delete this file if unnecessary.
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B Saving Handwritten Notes to Evernote

This section explains how to save the scanned image as a JPEG file to Evernote.
When you save a JPEG file to Evernote, text recognition is performed on all text, including
handwritten characters, and the file becomes searchable in Evernote.

nnnnn

® You first need to create a notebook in Evernote for Mac to save a file to Evernote.
® Disable [Bring the new note to the

anr- Preferences
front] in Evernote [Preferences —a ? ;
o [ ] oJio @ el
window beforehand to prevent new P S WO . o s

notes appearing on the screen when
you scan more documents

By default, place all clipped notes into the following notebook:

consecutively. [My Notebook #] ( New Notebook )
The screenshot on the left is from After a clip:

Evernote for Mac 1.10.1. Clear the Gﬁring the new note to the front )

[Bring the new note to the front] W Blice L dark i arioe

E Play a sound
checkbox in this window.

The actual window and the contents ot
E: plugin clips notes from your current web page in
may differ depending on the Evernote S
. . E Use the Safari clipper plugin
version you are using.

Restart Safari for changes to take effect.

Safari Plugin

Firefox Plugin

The Evernote Firefox plugin clips notes from your current web page in
Firefox. It's available separately from the Mozilla Add-Ons website

Download the Evernote Firefox Plugin ;

For details about the procedure to scan and send the scanned image to Evernote using or
without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 314)

® Without Using the Quick Menu (= page 316)
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Using the Quick Menu

To use the Quick Menu, you need to select the [Use Quick Menu] checkbox in the ScanSnap

M setup window.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 228).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets.
M Scanning starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.

4. Click the [Scan to Evernote (Note)] icon.

Scan to Evernote (Note)

Click the icon of the application to interact with the ScanSnap Fo 7]

® You cannot start scanning when the Quick Menu is displayed. Save the JPEG file to
Evernote before scanning the next document.

® Do not move, delete, or rename the scanned image in other applications when the
Quick Menu is displayed.

314



Actions (for Mac OS users)

= When you perform a scan with [PDF(*.pdf)] selected for [File format] in the [File
option] tab of the ScanSnap setup window, a JPEG file is created from the PDF file.
A separate JPEG file is created for each page of the PDF file.
The following window is displayed when the JPEG file is being created.

Scan to Evernote (Note)

Creating JPEG file from image data...

- -
e

= Evernote for Mac starts up, and the JPEG file is saved to Evernote.

My Notebook - 1 note

~ i = H iE <= = -
O@— k ©® 0O W = (= a
Sync  Trunk  Current Monthly Usage MNew Note iSight Note Delete All Notes Email Search
Viewing 1 note from | My Notebook + | Save (. Reset
NOTEBOOKS M Notes by Date Created i % 08 10 19 45 01
(& My Notebook i [ v 8A mw [1)
5 TaGs . @ Click to set URL n Click to add tag L5
¥ ATTRIBUTES drIDP veverica, 3] (12 & (mm] (B[ 1]U] @@= (=S| EE] (B]B]—
Gl SAVED SEARCHES ? m
1] Trash 22 |¥ ""]
ACTIVITY
_08.10_1...
-]
DID YOU 1995 2000 2005 2010
KNOW?
Use Evernote on
Windows, Mac, -
Web, iPhone, and
Windows Mobile. ‘
B, More
12 o
B |- I A === A [ Use Auto-zoom

® When you select [PDF (*.pdf)] for [File format] in the [File option] tab of the ScanSnap setup
M window, a four-digit serial number is automatically added to the name of the file which is
saved to Evernote.
e.g. When the file name is [ScanSnap], the file is saved as:
ScanSnap_0001, ScanSnap_0002, ScanSnap_0003...

® The file in which the scanned image is saved remains in the folder specified for [Image
saving folder] in the [Save] tab of the ScanSnap setup window even after the scanned
image is saved to Evernote. Delete this file if unnecessary.
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Without using the Quick Menu

To disable the Quick Menu, you need to clear the [Use Quick Menu] checkbox in the ScanSnap

M setup window.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using
the Quick Menu" (page 233).

1 . Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).
= The ScanSnap setup window appears.

2. In the [Application] pop-up menu in the [Application] tab, select [Scan to

Evernote (Note)].

[x]

. Scansnap

Cofor mage Scanmner

| Use Quick Menu Profile

.Re_c_qmmertaed é_mgul.lél.é_ — - T—hqh_Qua_Iutv_ [ Standard e

“\. Application
Select the application you would like to use.

Gpplicalion: | ¥ Scan to Evernote (Note) I-%D

Application Settings...

€ Add or Remove... )

Hide A Apply

ScanSnap Manager can also link with [Scan to Evernote (Note)] when you select:

M ® [Scan to Evernote (Note)] from the [Profile] pop-up menu of the ScanSnap setup window
® [Scan to Evernote (Note)] from the Profile menu
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3. Click the [Apply] button.

4. Click the [ .7 ] button in the upper left corner to close the ScanSnap

setup window.

5. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
« starts automatically when a document is loaded.

7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= When you perform a scan with [PDF(*.pdf)] selected for [File format] in the [File
option] tab in the ScanSnap setup window, a JPEG file is created from the PDF file.
A separate JPEG file is created for each page of the PDF file.
The following window is displayed when the JPEG file is being created.

Scan to Evernote (Note)

Creating JPEG file from image data...

I’I\'.
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= Evernote for Mac starts up, and the JPEG file is saved to Evernote.

My Notebook - 1 note

e@w—— B O 0O Wk =

Sync  Trunk  Current Monthly Usage MNew Note iSight Note Delete All Notes Email

Viewing 1 note from | My Notebook + | Save (. Reset

NOTEBOOKS m Notes by Date Created || o

| MyNotebook 1| [v a7 - g]

& TAGS -
» % ATTRIBUTES drIDP [ meveica 2] (12 &) (mm] (B]1]U] @=[=[E] (E]E] (2]B@]—
] SAVED SEARCHES #

: |

{7 Trash 22|y I,

ACTIVITY
. 08-10.1...
Today ' '
2005 2010

DID YOU 1995 2000
ENOW?

Use Evernote on
Windows, Mac, -
Web, iPhone, and

Windows Mobile. ‘
“ z More i
B % il A === A [J Use Auto-zoom

® When you select [PDF (*.pdf)] for [File format] in the [File option] tab of the ScanSnap
M setup window, a four-digit serial number is automatically added to the name of the file
which is saved to Evernote.
e.g. When the file name is [ScanSnap], the file is saved as:
ScanSnap_0001, ScanSnap_0002, ScanSnap_0003...

® The file in which the scanned image is saved remains in the folder specified for [Image
saving folder] in the [Save] tab of the ScanSnap setup window even after the scanned
image is saved to Evernote. Delete this file if unnecessary.

@ Click to set URL Bl Click to add tag o
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Saving Documents to Google Docs

This section explains how to save the scanned image as a PDF file to Google Docs.

For details about the procedure to scan and save the scanned image to Google Docs using or
without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 320)

® Without Using the Quick Menu (- page 324)
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Using the Quick Menu
To use the Quick Menu, you need to select the [Use Quick Menu] checkbox in the ScanSnap

M setup window.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick
Menu" (page 228).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

2. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets.
M Scanning starts automatically when a document is loaded.

3. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The Quick Menu appears.

4. Change settings for [Scan to Google Docs(TM)] (If you do not want to

change any settings, go to step 5.).

1. Click [Settings] under the [Scan to Google Docs(TM)] icon.

AF Settings...

Click the icon of the application to interact with the ScanSnap £+ 7]

= The [Scan to Google Docs(TM) - Options] window appears.
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2. Change the settings.
For details about the [Scan to Google Docs(TM) - Options] window, refer to the
ScanSnap Manager Help.

(. YoN®! Scan to Google Docs(TM) - Options

Coogle Account

Email: “

Password:

E Convert to Searchable PDF

OCR options

Language: | [ English ) :i

Target pages: () Eirst page @ Al pages

[_] Save scanned image

® (" cancel ) ( oK )

If the computer is shared with other users, do not enter your information in [Email] and
[Password] in this window.
Otherwise, other users will be able to log into Google Docs automatically.

3. Click the [OK] button to close the [Scan to Google Docs(TM) - Options] window.

5. Click the [Scan to Google Docs(TM)] icon.

g =81

Scan to Google Doc(TM_}

LF Settings...

Click the icon of the application to interact with the ScanSnap £+ 7]

® You cannot start scanning when the Quick Menu is displayed. Save the scanned image
to Google Docs before scanning the next document.

® Do not move, delete, or rename the scanned image in other applications when the
Quick Menu is displayed.
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= If you did not specify a Google account in the [Scan to Google Docs(TM) - Options]
window in step 4., the [Scan to Google Docs(TM) window appears. Saving will
continue after you enter an e-mail address and a password, and click the [OK]
button.

8.0 Scan to Google Docs(TM)

Enter your Google account.

Email:

Password:

| Remember the password in the keychain

(‘h ( cancel ) oK 3

If the computer is shared with other users, do not select the [Remember the password
in the keychain] checkbox in this window.
Otherwise, other users will be able to log into Google Docs automatically.

= When you perform a scan with [JPEG(*.jpg)] selected for [File format] in the [File
option] tab of the ScanSnap setup window, a PDF file is created from the JPEG file.
A separate PDF file is created for each JPEG file.
The following window is displayed when the PDF file is being created.

Scan to Google Docs(TM)

Creating PDF file from image data...

] - -~

= If the [Convert to Searchable PDF] checkbox is selected in the [Scan to Google
Docs(TM) - Options] window in step 4., text recognition is performed according to the
[OCR options] settings in the [Scan to Google Docs(TM) - Options] window. The
following window is displayed during text recognition.

(. ONe Scan to Google Docs(TM) Searchable PDF Maker

Processing text recognition...

Target file: 08_11_01_46_01.pdf

Processing status:

e

Processing 1/1 page

£ o~ 1N
[ Cancel )
—

Text recognition will be performed if there are any pages containing text which is not
J yet recognized. Note that text recognition will be performed on all pages, including
pages containing text on which text recognition has already been performed.
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= The following window appears when saving starts. Click the [Close] button to close
the [Scan to Google Docs(TM)] window when the saving completes.

B Scan to Google Docs(TM).

Successfully saved to Google Docs{TM).

Target file: 0811014246.pdf

Processing status:

Document: 1/1 File size: 0.07MB /0.07MB

(: Close this window when save compiet99

( Close )

When you select the [Close this window when save completes] checkbox in the
[Scan to Google Docs(TM)] window, from next scanning on, the [Scan to Google
Docs(TM) window automatically closes after the PDF file is saved to Google Docs.

Google Docs does not start up after the saving has completed. To check the saved PDF file,
M start a web browser and log in to Google Docs.
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Without using the Quick Menu

To disable the Quick Menu, you need to clear the [Use Quick Menu] checkbox in the ScanSnap

M setup window.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using
the Quick Menu" (page 233).

1 . Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).
= The ScanSnap setup window appears.

2. In the [Application] pop-up menu in the [Application] tab, select [Scan to
Google Docs(TM)].

s}

. Scansnap

Cofor mage Scanmnaer

| Use Quick Menu Profile

._ Recommended Small File High Quality _ | Standard &=

4 Application ) 1 Save I Scanning | |, File option | LI Paper 2 Compression
Select the application you would like to use.

Gpplication: | "% Scan to Google Docs(TM) P:D
3

€ Application Settings...

( Add or Remove...

H ! 1
Hide A Apply

ScanSnap Manager can also link with [Scan to Google Docs(TM)] when you select:

M ® [Scan to Google Docs(TM)] from the [Profile] pop-up menu of the ScanSnap setup
window
® [Scan to Google Docs(TM)] from the Profile menu
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3. Change settings for the [Scan to Google Docs(TM)] (If you do not want to

change any settings, go to step 4.).

1. Click the [Application Settings] button.

A Application | L1 Save o Compression

Select the application you would like to use.

Application: [ % Scan to Google Docs(TM) o

G Application Settings... D

Add or Remove...

(

&)

Hide A Apply

= The [Scan to Google Docs(TM) - Options] window appears.

2. Change the settings.
For details about the [Scan to Google Docs(TM) - Options] window, refer to the
ScanSnap Manager Help.

(. YoN®! Scan to Google Docs(TM) - Options

Coogle Account

Email: “

Password:

E Convert to Searchable PDF

OCR options

Language: | [ English ) :i

Target pages: () Eirst page @ Al pages

[_] Save scanned image

@ (" cancel ) ( oK 3

If the computer is shared with other users, do not enter your information in [Email]
and [Password] in this window.
Otherwise, other users will be able to log into Google Docs automatically.

3. Click the [OK] button to close the [Scan to Google Docs(TM) - Options] window.

4. Click the [Apply] button.
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5. Click the [ 7.7 ] button in the upper left corner to close the ScanSnap

setup window.

6. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

7. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
J starts automatically when a document is loaded.

8. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= If you did not specify a Google account in the [Scan to Google Docs(TM) - Options]
window in step 3., the [Scan to Google Docs(TM)] window appears. Saving will
continue after you enter an e-mail address and a password, and click the [OK]
button.

8.0 Scan to Google Docs(TM)

Enter your Google account.

Email:

Password:

| Remember the password in the keychain

m ( cancel ) oK 3

If the computer is shared with other users, do not select the [Remember the password
in the keychain] checkbox in this window.
Otherwise, other users will be able to log into Google Docs automatically.

= When you perform a scan with [JPEG(*.jpg)] selected for [File format] in the [File
option] tab of the ScanSnap setup window, a PDF file is created from the JPEG file.
A separate PDF file is created for each JPEG file.
The following window is displayed when the PDF file is being created.

Scan to Google Docs(TM)

Creating PDF file from image data...

] - -~
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= If the [Convert to Searchable PDF] checkbox is selected in the [Scan to Google
Docs(TM) - Options] window in step 3., text recognition is performed according to the
[OCR options] settings in the [Scan to Google Docs(TM) - Options] window. The
following window is displayed during text recognition.

(. ONe Scan to Google Docs(TM) Searchable PDF Maker

Processing text recognition...

Target file: 08_11_01_46_01.pdf

Processing status:

Processing 1/1 page

e A
[ Cancel )

Text recognition will be performed if there are any pages containing text which is not
« yet recognized. Note that text recognition will be performed on all pages, including
pages containing text on which text recognition has already been performed.

= The following window appears when saving starts. Click the [Close] button to close
the [Scan to Google Docs(TM)] window when the saving completes.

B Scan to Google Docs(TM)

Successfully saved to Google Docs{TM).

Target file: 0811014246.pdf

Processing status:

Document: 1/1 File size: 0.07MB /0.07MB

C: Close this window when save comp!etea

( Close )

When you select the [Close this window when save completes] checkbox in the
[Scan to Google Docs(TM)] window, from next scanning on, the [Scan to Google
Docs(TM) window automatically closes after the PDF file is saved to Google Docs.

Google Docs does not start up after the saving has completed. To check the saved PDF file,
J start a web browser and log in to Google Docs.
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Using the ScanSnap in Various Ways

This section explains about various ways of using the ScanSnap.

B Scanning Color Documents in Gray or Black & White
Mode

When [Auto color detection] is specified for [Color mode] in the [Scanning] tab of the
ScanSnap setup window, the ScanSnap automatically recognizes whether the scanned
document is color, gray or black & white, and saved the documents in their respective color
modes.

1 . Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).

= The ScanSnap setup window appears.

2. From the [Color mode] pop-up menu in the [Scanning] tab, select [Gray]

or [B&W].
[ %]
Scansnap
Colar Image Scarrcr
"] Use Quick Menu Profile
Recommended Small File High Quality ._ | Standard e

A Application | L Save | o File option | 5 Paper 2 Compression
Specify the scanning mode and options you would like to use.

Automatic resclution ()

Image quality: f'_

Color mode v [ Auto color detection

Color
Scanning sid
[ Baw

(" Option... )

Hide ~  App ly
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3. Click the [Apply] button.

4. Click the [ ©.7 ] button in the upper left corner to close the ScanSnap

setup window.

5. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

6. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
J starts automatically when a document is loaded.

7. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= Scanned image is saved in gray or black & white.
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B Correcting Skewed Character Strings

When documents with skewed character strings are scanned, the ScanSnap is able to detect
the skewed character strings and correct them.
To correct skewed character strings, change the settings in the following procedure.

® Up to +/-5 degrees of skew can be corrected.
® Since this option is performed assuming that the document contains a certain amount of text,
character strings may be adjusted at a wrong angle when scanning the following types of
documents. In that case, clear the [Correct skewed character strings automatically]
checkbox:
- Documents on which pitches between lines or characters are extremely narrow, or
characters are overlapped
- Documents with many outlined or decorated characters
- Documents with many photographs or figures and few characters
- Documents with characters on a patterned background
e.g. Characters overlapping illustrations and diagrams
- Documents with characters printed in various directions such as drawings
- Documents with long diagonal lines
- Documents including handwritten characters
® This setting is disabled when you perform a scan using the Carrier Sheet.

You do not have to enable [Correct skewed character strings automatically] when [Automatic
¢ detection] is specified for [Paper size] in the [Paper] tab in the ScanSnap setup window because
the skewed image is always corrected when documents are scanned by this setting.

1 - Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).

= The ScanSnap setup window appears.
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2. Click the [Option] button in the [Scanning] tab.

[ x]
Cofor magse Scsnner"
[l Use Quick Menu Profile
" Recommended - Small File ) Hi__c_;h Qualit_\f ” [ Standard =

A Application | L1 Save

Specify the scanning mode and options you would like to use.

Image quality: | P;..i
Color mode: | [ Auto color detection I-"ﬂ
Scanning side: | [* | Simplex Scan (Single-sided) I-Mﬁi
EConrinue scanning after current scan is finished
Eeptian—
@

= The [Scanning mode option] window appears.

3. Select the [Correct skewed character strings automatically] checkbox.

Brightness (Black and White scanning only).

ng h . —_ I I 1 1 I \I/ I I I I 1 Dark

Normal

["]Setting for text only document
EAIIOW automatic blank page removal

(E Correct skewed character strings automatically)

™ Allow automatic image rotation

® ( Cancel )( 0K 3

4. Click the [OK] button to close the [Scanning mode option] window.
5. Click the [Apply] button in the ScanSnap setup window.

6. Click the [ﬁ ] button in the upper left corner to close the ScanSnap

setup window.
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7. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

8. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
J starts automatically when a document is loaded.

9. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= Image data is saved 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 same size documents

of different page orientations.
The ScanSnap is able to automatically rotate each scanned image to its correct orientation for
such document batches.

To rotate scanned images to their correct orientations, change the settings in the following

procedure.

Since this option determines the document’s page orientation based on the character strings

printed on the document, the following types of documents may be rotated to the wrong

orientation. In that case, clear the [Allow automatic image rotation] checkbox.

Documents with many extremely large or small characters

Documents on which pitches between lines or characters are extremely narrow, or characters
are overlapped

Documents with many characters contacting underlines or borders
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 characters printed in various directions such as drawings
Documents written using only capital letters

Documents including handwritten characters

Skewed documents

Documents written in an unsupported language (language other than Japanese/English/
French/German/Italian/Spanish/Russian/Portuguese)

Documents with complex layouts

Documents with a large amount of image noise

Documents with faint characters

Documents with faded characters

1 = Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).

= The ScanSnap setup window appears.
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2. Click the [Option] button in the [Scanning] tab.

[ x]
Scansnap

Cofor image Scarnmnaer

[l Use Quick Menu Profile

" Recommended - Small File ) Hi__c_;h Qualit_\f ” [ Standard =

A Application | ] Save | & File option | L Paper j2 Compression

Specify the scanning mode and options you would like to use.

Image quality: | Automatic resolution I-$--i
Color mode: | D Auto color detection I-"ﬂ
Scanning side: | [* | Simplex Scan (Single-sided) I-Mﬁi

EConrinue scanning after current scan is finished

Option...

ooy

= The [Scanning mode option] window appears.

3. Select the [Allow automatic image rotation] checkbox.

_Brightness (Black and White scanning anly)

ng ht e 1 1 I I I \I/I 1 I I 1 1 Dark

Normal

["1Setting for text only document
EAIIOW automatic blank page removal

[~ Correct skewed character strings automatically
( EAHDW automatic image rotation ’

@ (" cancel \E'—"Bll—a

4. Click the [OK] button to close the [Scanning mode option] window.
5. Click the [Apply] button in the ScanSnap setup window.

6. Click the [ﬁ ] button in the upper left corner to close the ScanSnap

setup window.
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7. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

8. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
J starts automatically when a document is loaded.

9. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The scanned image is saved in the correct orientation.
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B Scanning Documents Larger Than A4/Letter Size

You can scan documents larger than A4/Letter size such as A3, Double Letter and B4 using
the Carrier Sheet (sold separately). By folding the document in half and scanning both sides
consecutively in simplex mode, the two sides are merged into a single image and saved.

Change the settings to scan documents larger than A4/Letter size in the following procedure.

In the [Scanning mode option] window ([Scanning] tab — [Option] button in the ScanSnap setup
window), the [Correct skewed character strings automatically] checkbox is disabled.

You can also scan documents smaller than Ad/Letter size and have both sides saved as a single

M image.

1 = Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).
= The ScanSnap setup window appears.

2. In the [Paper] tab select [Automatic detection] in [Paper size], and then
click the [Carrier Sheet Settings] button.

(%]
Scansnap

Cofor mage Scannaer

[l Use Quick Menu Profile

~ Recommended ~ Small File 4 High Quality | Standard F—3’j

Select paper.

Paper size: (f Automatic detection |-$-l)
(( Carrier Sheet Settings... D ( Custom... \
@

= The [Carrier Sheet Settings] window appears.
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3. Select [one double-page spread image] in [Save as].

For details about the Carrier Sheet settings, refer to the ScanSnap Manager Help.

Carrier Sheet Settings
Save as
( one double-page spread image IrE-])
Paper size
[ Automatic detection Is@ni

Customize...

Use this setting to scan a document larger than A4 size, such as A3 and B4.
It scans both sides of a document which is folded in half, and merges the
front and the back sides to save it as a double-page spread image.

<How to configure the scan setting>
- Select [Automatic detection] for [Paper size| in the [Paper] tab.

<How to place a document inside the Carrier Sheet>
- Align the fold line with the right edge of the Carrier Sheet so that the
document fits in the upper right-hand corner.

<How to scan the Carrier Sheet>

Perform scanning in the following procedure.

L. Load the Carrier Sheet in the ScanSnap with its front side facing up, and
scan the front side.

2. Turn over the Carrier Sheet and load it in the ScanSnap, and scan the back
side.

@ (" Cancel \‘( oK )’

4. Click the [OK] button to close the [Carrier Sheet Settings] window.
5. Click the [Apply] button in the ScanSnap setup window.

6. Click the [ £ ] button in the upper left corner to close the ScanSnap

setup window.

7. Place the document inside the Carrier Sheet.

1. Fold the document in half so that the sides to be scanned are facing out.
Fold it tightly and smooth out any creases.

NE
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2. Open the Carrier Sheet and place the document inside.
Align the fold line with the right edge of the
Carrier Sheet so that the document fits in
the upper right-hand corner of the Carrier
Sheet.

Note that the front side of the Carrier Sheet has a thick vertical line in the
¢ upper right-hand corner.

8. Insert the part with the black and white pattern straight into the feeding
section of the ScanSnap, with the front side of the Carrier Sheet facing
up.

= The Carrier Sheet is pulled in until it is set inside the ScanSnap.

If you perform a scan using the Carrier Sheet with the Output guide
output guide open, a paper jam may occur and damage the
documents. Make sure to close the output guide when you
perform a scan using the Carrier Sheet.
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9. Press the [Scan/Stop] button on the ScanSnap to start scanning.

= Scanning starts and the [ScanSnap Manager - Image scanning and file saving]
window appears. When the front side of the Carrier Sheet is scanned, the image
data is displayed in the preview area.

BN ScanSnap Manager - Image scanning and file saving

Turn over the Carrier Sheet and load it in the
feed guide.

Scanning will start automatically to save the image as a
double-page spread.

® To cancel
Click the [Stop] button or press the [Stop] button on the
ScanSnap.

Saved: 0 pages ( 0 sheets )

@ § Stop

1 O.Turn over the Carrier Sheet and insert it as explained in step 8.

Make sure to scan the front and back side of the Carrier Sheet consecutively.

= Scanning starts automatically and the [ScanSnap Manager - Image scanning and file
saving] window appears. When the back side of the Carrier Sheet is scanned,
scanned images of the front and back side of the document inside the Carrier Sheet
are displayed as a double-page spread image in the preview area.

BN ScanSnap Manager - Image scanning and file saving

|:_:_ Load the next document.

Scanning will start automatically.

I To save the image and exit = —
Click the [Finish Scanning] button or press the [Stop] —

button on the ScanSnap. s s

Saved: 1pages ( 1sheets )

@ § Finish Scanning

Repeat steps 7. to 10. to scan more documents larger than A4/Letter size.

« You can continue with scanning documents that can be set directly in the ScanSnap. For
details about how to load documents, refer to "How to Load Documents" (page 30).
Scanning starts automatically when a document is loaded in the ScanSnap.
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1 1 -Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= The scanned images of the front and back side of
the document inside the Carrier Sheet are saved as
a double-page spread image.

® There may be a line or a gap appearing between the front and back side images. Also when
you scan thick papers, images on both left and right may skew towards each other from the
top.
The degree of these symptoms varies depending on how the document was set or folded.
In that case, try the following for possible resolutions:
- Fold the document properly
- Neatly align the edges of the document with the edges of the Carrier Sheet when placing
the document inside the Carrier Sheet
® When [Automatic detection] is selected from the [Paper size] pop-up menu in the [Carrier
Sheet Settings] window, the image is output in an optimal size selected automatically from
the available standard sizes (A3, B4 or 11 x 17 in.) in the [Paper size] pop-up menu.
However, depending on the document, the size of the saved image data may be smaller than
the original document or some parts of the image may be missing.
Example: When you scan an A3 size document with an A4 size image printed in the center,
image data is saved in B4 size.
To save an image data in the actual size of the document, specify the document size in the
[Paper size] pop-up menu.
® Part of the image data around where the document is folded may appear missing. In that

case, place the document so that its edge is about 1 mm inside from the edge of the Carrier
Sheet.
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B Scanning Documents Such as Photographs and
Clippings

You can scan photographs you do not want to damage or documents that are difficult to scan
such as clippings using the Carrier Sheet (sold separately).

Change the settings to scan documents such as photographs and clippings in the following
procedure.

In the [Scanning mode option] window ([Scanning] tab — [Option] button in the ScanSnap setup
window), the [Correct skewed character strings automatically] checkbox is disabled.

1 . Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).
= The ScanSnap setup window appears.

2. In the [Paper] tab, select [Automatic detection] in [Paper size], and then
click the [Carrier Sheet Settings] button.

(%]
Color mage Scsnner"
[l Use Quick Menu Profile
" Recommended ~ Small File 4 High Quality | Standard =4

Select paper.

Paper size: C Automatic detection |-$-l)
G Carrier Sheet Settings... D ( Custom... \
@

= The [Carrier Sheet Settings] window appears.
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3. Select [two separate images (front and back)] in [Save as].

For details about the Carrier Sheet settings, refer to the ScanSnap Manager Help.

Carrier Sheet Settings

Save as
6 two separate images (front and back) Fﬂ'r’i)
Paper size

| Automatic detection

4

as the following:

<Hint=

Use this setting to scan documents that are difficult to scan as they are such

- Documents that can easily get damaged such as photographs
- Non-standard size documents such as newspaper clippings
- Documents that often cause paper jams

<How to configure the scan setting>
- Select [Automatic detection] for [Paper size] in the [Paper] tab.

<How to place a document inside the Carrier Sheet>
- Place the top of the document against the top center of the Carrier Sheer,

‘When you select [Carrier Sheet Size] for [Paper size], the scanned image is
saved in the size of a Carrier Sheet. You can then crop the image to a desired
size by using applications such as Adobe(R} Acrobat(R).

( Customize...

® Cana (D)

4. Click the [OK] button to close the [Carrier Sheet Settings] window.

5. Click the [Apply] button in the ScanSnap setup window.

6. Click the [ £3] button in the upper left corner to close the ScanSnap

setup window.

7. Place the document inside the Carrier Sheet.

Open the Carrier Sheet and place the top of the —

document against the top center of the Carrier Sheet. ,’: i :
4 1
4 : :
el !
| /

4

4

/
4
P4
\
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8. Insert the part with the black and white pattern straight into the feeding
section of the ScanSnap, with the scanning side of the document inside
the Carrier Sheet facing up.

= The Carrier Sheet is pulled in until it is set inside the ScanSnap.

If you perform a scan using the Carrier Sheet with the Output guide
output guide open, a paper jam may occur and damage the
documents. Make sure to close the output guide when you
perform a scan using the Carrier Sheet.

9. Press the [Scan/Stop] button on the ScanSnap to start scanning.

= When scanning is completed, the scanned image of the document inside the Carrier
Sheet is displayed in the preview area.

8. ScanSnap Manager - Image scanning and file saving

-l
L_';_ Load the next document.

Scanning will start automatically.

k= To save the image and exit

Click the [Finish Scanning] button or press the [Stop] |
button on the ScanSnap. m
Saved: 1pages ( 1sheets )
@ ( Finish Scanning

Repeat steps 7. to 8. to scan more documents such as photographs and clippings.

J You can continue with scanning documents that can be set directly in the ScanSnap. For
details about how to load documents, refer to "How to Load Documents" (page 30).
Scanning starts automatically when a document is loaded in the ScanSnap.
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1 O.Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= Scanned image is saved.

/

The scanned image is output at the center of the page in the size specified in the
[Paper size] pop-up menu of the [Carrier Sheet Settings] window.
When [Automatic detection] is specified in the [Paper size] pop-up menu of the
[Carrier Sheet Settings] window, the image is output in an optimal size selected
automatically from the available standard sizes in the [Paper size] pop-up menu.
However, depending on the document, the size of the saved image data may be
smaller than the original document or part of the image may be missing.
Example: When you scan an A5 size image printed in the middle of an A4 size
document, the scanned image is saved in A5 size.
To save the scanned image in its original size, specify the document size in the [Paper
size] pop-up menu.

Place the document over a blank sheet if the following is observed:

Scanned image is not saved in the same size as the document (when [Automatic
detection] is specified in the [Paper size] pop-up menu of the [Carrier Sheet Settings]
window)

There are shadows around the edges of the scanned image

There are black lines around the scanned image of a uniquely shaped cutting

e

4

]

Blank sheet
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B Long Page Scanning

Documents up to 863 mm (34 in.) in length can be scanned.
The following explains how to scan long pages.

1 = Insert the document straight into the feeding section of the ScanSnap,

with the scanning side facing up.

= The document is pulled in until it is set inside the ScanSnap.

Secure enough space where the
document exits the ScanSnap, and pick
up the document with your hands to
prevent it from falling off the unit where
the ScanSnap is placed on.
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2. Press the [Scan/Stop] button on the ScanSnap for three seconds or

longer until it flashes in blue.

= Scanning starts.

When you scan the first page as a long page and continue scanning, the next document
« is also scanned as long page.

® The error message below appears and long page scanning is disabled when
[Excellent] is selected in the [Image quality] pop-up menu in the [Scanning] tab of the
ScanSnap setup window.

ScanSnap Manager

- Long page scanning is not available when [Excellent] is
@- specified for [Image quality].
\_/l Select a different item in {Image quality] and try again.

(—ok—)

® When you perform a long page scan, the setting for [Paper size] in the [Paper] tab of
the ScanSnap setup window automatically switches to [Automatic detection]. The
current settings are used for other scan settings.
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B Saving Scanned Images in Multiple PDF Files

The ScanSnap is able to save scanned image in separate PDF files based on the specified
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 in the following procedure.

1 - Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"

(page 224).
= The ScanSnap setup window appears.

2. From the [File format] pop-up menu in the [File option] tab, select [PDF

(*.pdf)], and then click the [Option] button.

A Application Eg Save [F Paper

iﬁ Scanning (| 2, File option

[x]
Cofor mage SC‘EI"M‘]EF“
" Use Quick Menu Profile
" Recommended Small File High Quality [ Standard &

| 2 Compression

Specify the file options you would like to use.
e ———

File format: ({ @3 PDF (~.pdf

D))

Select OCR

[T 5et the marked text as a keyword for the PDF file

=) First marked section

"1 Convert to Searchable PDF

TPEG 1 avaiaple only When color or Gray” s selected HICoIor mode].

) All marked sections

OCR options
English -
*) First page ) All pages
@ (' Option... )

= The [PDF file format option] window appears.
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3. Select [Generate one PDF file per (n) page(s)] and enter the number of
pages to split.
One PDF is created every time the number of pages specified here has been saved.

PDF file format option

PDF File Option

$) Multipage PDF (whole batch in one PDF)

(®) Generate one PDE file per
1 '? page(s)

@ "’ Cancel \( OK )

L

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 to close the ScanSnap

setup window.

7. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

8. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
¢ starts automatically when a document is loaded.

9. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= One PDF file is created every time the number of pages specified in step 3. has been
scanned.
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B Creating Searchable PDF Files

The ScanSnap is able to perform text recognition on a scanned image automatically and

create a searchable PDF file.

To create searchable PDF files, change the settings in the following procedure.

1 . Select [Settings] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"

(page 224).
= The ScanSnap setup window appears.

2. From the [File format] pop-up menu in the [File option] tab, select [PDF

(*.pdf)].
[x]
Scansnap
Colfor mage Scannaer
" Use Quick Menu Profile
" Recommended Small File High Quality [ Standard &

2 Compression

Select OCR

[T 5et the marked text as a keyword for the PDF file
*) Eirst marked section

"1 Convert to Searchable PDF

OCR options

ot (Color mode].

) All marked sections

English =
*) First page ) All pages
@ ( oOption... )

in the ScanSnap setup window.

M
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3. Select the [Convert to Searchable PDF] checkbox.

= The following message appears.

1 It may take extra time for processing text recognition.
-

= Click the [OK] button to close the window.

A\ Application |1 Save {3} Scanning |, File option | EF
1
Specify the file options you would like to use.
File format: [ 3 PDF (*.pdf) 2

JPEG is available only when "Color" or "Gray" is selected at [Color mode].
Select OCR

[T 5et the marked text as a keyword for the PDF file

=) First marked section ) All marked sections
(E‘ Convert to Searchable PDF)
OCR options
Language: | [l English K
Target pages: @ First page O Al pages
@ ( Option... \I
® |anguage

Select the language. English, French, German, Italian, Spanish, Russian, and
Portuguese can be selected.

® Target pages
Select [All pages] to perform text recognition for all pages and [First page] for just the
first page.

4. Click the [Apply] button.

5. Click the [£.1] button in the upper left corner to close the ScanSnap

setup window.

6. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).
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7. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning
¢ starts automatically when a document is loaded.

8. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= Text recognition is performed on the scanned image and a searchable PDF file is

created.

® |t may take extra time to process text recognition depending on your computer system
environment when you enable this setting in step 3.

® Scanned images of the following types of documents (characters) may not be recog-
nized correctly.
In that case, better results in text recognition may be achieved by changing the setting
for [Color mode] or specifying a higher resolution in [Image quality].

Documents including handwritten characters

Documents with small characters scanned at a low resolution
Skewed documents

Documents written in languages other than the specified language
Documents including texts written in italic characters

Documents containing characters with superscripts/subscripts and complicated
mathematical expressions

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

® It may take extra time to perform text recognition on the following documents:

Documents with complex layouts
Documents with information other than text
e.g. Text on a shaded background
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B Automatically Setting Keywords for PDF Files

If the document is black & white, character strings (e.g. page heading, title) 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.

Searchable PDF file

Sets text as a keyword for
* the PDF file *
e R x|+ [sen
ScanSnap Keyword

ScanSnap
Image

Converts a character string in
a marked section into text

You can search for the file through
the set keyword

Scan

Mark black & white documents in the following way:
® Any regular highlight pen can be used.
The following shows the colors and thickness recommended for highlight pens:

Pink Yellow Blue Green

ScanSnap ScanSnap ScanSnap ScanSnap

® Mark a straight line over a single character string.

® The supported range of a marked section is as follows:
Minimum : 3 mm (short side) x 10 mm (long side)
Maximum : 20mm (short side) x 150mm (long side)

® Use only one color per page for marking.
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® Make sure to cover the entire character string when marking it.
Mark sections so that the entire section is evenly colored.

Good example: Bad example 1: Bad example 2:
ple: (does not cover the entire section) (unevenly colored)
ScanSnap ScanSnap ScanSnap

® Do not mark more than ten sections per page.

® |tis recommended that you use a blue or a green highlight pen for marking. When you use
colors such as pink or yellow for marking, the marked sections may not be recognized as
keywords.

® Use a blue highlight pen for documents with dark background colors such as
newspapers.Marked sections may not be detected when a color other than blue is used.

® For the following document types, marked sections cannot be recognized and set as
keywords:
- 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 with too many marked sections on a single page

® The following types of marked character strings cannot be set as keywords:
- The size of marked section is outside the supported range
- The marking is irregular (e.g. 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.

® In the following case, character strings surrounding marked sections may be set as
keywords:

- Marked section overlaps the line above and below

® 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 a highlight pen
- Stained documents

® Increase the resolution when you have trouble setting the keywords correctly.
® Keywords set for a PDF file can be checked [Document Properties] of Adobe Acrobat /
Adobe Reader or Preview [Inspector].
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Change the settings in the following procedure to automatically set keywords for PDF files.

1 . Select [Settings] from the ScanSnap Manager menu.
For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).
= The ScanSnap setup window appears.
2. From the [File format] pop-up menu in the [File option] tab, select [PDF
(*.pdf)].

(%]

Scansnap

Colfor mage Scannaer

" Use Quick Menu Profile

( ~ Recommended _' 3 Small File High Quality | [ standard ﬂ

A Application |1 Save o, File option } EF Ja Compression

Specify the file options you would like to use.
File format:{ | (3 PDF (*.pdf) @

PEC is available only when "Color” or "Gray” Is selected at [Color mode].

Select OCR

[T 5et the marked text as a keyword for the PDF file

*) Eirst marked section ) All marked sections
"1 Convert to Searchable PDF
OCR options
1 English =
*) First page ) All pages
@ (  Option... )

It is recommended that you select [Better] or [Best] for [Image quality] in the [Scanning] tab

M of the ScanSnap setup window.
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3. Select the [Set the marked text as a keyword for the PDF file] checkbox.

“A Application !g Save IE Scanning || 2, File option | Pap — f= Compression
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].
(" Select oCR )

E 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: | [ English Fﬁ"!
L Target pages: @ FEirst page O Al pages )
@ (" option... )

® Target marked sections
Select [First marked section] to perform text recognition and set a keyword for the
PDF file only for the character strings in the first marked section, and [All marked
sections] for all marked sections.

The following explanation is for when you select [First marked section]:
M ® Select this button to set a character string such as a title of a document as a
keyword for the PDF file.
Example: When only the 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.

3. How to Use ScanSnap

Thes chapter describes b operation of ScasSestp

® 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

® |anguage
Select the language. English, French, German, Italian, Spanish, Russian, and
Portuguese can be selected.

® Target pages
Select [First page] to perform text recognition and set a keyword for the PDF file only
for the first page, and [All pages] for all pages.
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4. ciick the [Apply] button.

5. Click the [

] button in the upper left corner to close the ScanSnap

setup window.

6. Load the document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 30).

7. Press the [Scan/Stop] button on the ScanSnap to start scanning.

Load another document in the ScanSnap when you want to scan multiple sheets. Scanning

J starts automatically when a document is loaded.

8. Press the [Scan/Stop] button on the ScanSnap to finish scanning.

= Text recognition is performed on marked character strings and a PDF file is created

with the keywords added.

It may take extra time to process text recognition depending on your computer system
environment when you enable this setting in step 3.
Scanned images of the following types of documents (characters) may not be recog-
nized correctly.
In that case, better results in text recognition may be achieved by specifying a higher
resolution in [Image quality].
- Documents including handwritten characters
- Documents with small characters scanned at a low resolution
- Skewed documents
- Documents written in languages other than the specified language
- Documents including texts written in italic characters
- Documents containing characters with superscripts/subscripts and complicated
mathematical expressions
- 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
It may take extra time to perform text recognition on the following documents:
- Documents with complex layouts
- Documents with information other than text
e.g. Text on a shaded background
If the same character string is marked several times in the document, the same keyword
is added multiple times in the PDF file.
Total length of all the keywords can be up to 255 characters.
When you check keywords in Adobe Acrobat or Adobe Reader, the added keywords
may be displayed with a set of quotation marks (e.g. "ABC").
For Mac OS X v10.4, keywords cannot be set for PDF files that are 500 MB or larger.
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For details about how to resolve problems such as removing jammed documents, refer to
"Troubleshooting" in the ScanSnap Manager Help.

' Windows)

Select [Help] = [Troubleshooting] in the Right-Click Menu.

Select [Help] = [Troubleshooting] in the ScanSnap Manager menu.
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This chapter explains about cleaning materials and how to clean the ScanSnap.

Cleaning Materials . . ... ..o e e 359
Cleaning the Outside of the ScanSnap . ............. .. . . . .. ... 360
Cleaning the Inside of the ScanSnap. . . ........ ... ... . . . i 361
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Cleaning Materials

Cleaning materials and their part numbers are as below.

Product Name Part No. Unit Note
Cleaner F1 PA03950-0352 1 bottle Size: 100 ml
PA03950-0419 1 pack 24 packets

Cleaning Wipe (*1)

Commercially
available

Lint-free dry cloth (*2)

*1 : Cleaning Wipes are wet sheets pre-moistened with Cleaner F1 which can be used instead of

cloths moistened with Cleaner F1.
*2 : Any lint-free cloth can be used.

To obtain these products, contact your FUJITSU dealer or an authorized FUJITSU scanner

service provider.
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Cleaning the Outside of the ScanSnap

Clean the outside of the ScanSnap in the following procedure.

How to perform cleaning

1. Unplug the USB cable from the ScanSnap.

2. Clean the outside of the ScanSnap with a dry cloth, or a cloth moistened
with Cleaner F1/mild detergent.

® Never use paint thinner or any other organic solvents.
® Be careful not to get any moisture or water inside the scanner during cleaning.
® |t may take a long time for Cleaner F1 to dry if an excessive amount is used. Moisten the

cloth with moderate quantity. Wipe off the cleaner completely to leave no residue on the
cleaned parts.

Mild detergent or
Cleaner F1

K Thinner
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Cleaning the Inside of the ScanSnap

Scanning continuously may cause dust and paper dust to accumulate inside the ScanSnap
and result in scanning error.

As a guideline, the inside of the ScanSnap should be cleaned every 100 sheets scanned.
Note that this guideline varies depending on the types of documents you scan. For instance, it
may be necessary to clean the scanner more frequently when you scan documents on which
the toner is not sufficiently fused.

Clean the inside of the ScanSnap in the following procedure.

%

Check the number of sheets scanned in the following procedure.

Select [Help] = [About ScanSnap Manager] - [Detail] button in the Right-Click Menu to display
the [ScanSnap Manager - Scanner and driver information] dialog box, and then see [Total page
count].

Select [Help] = [About ScanSnap Manager] - [Detail] button in the ScanSnap Manager Menu
to display the [ScanSnap Manager - Scanner and driver information] window, and then see
[Total page count].

AWARNING

® Before you perform cleaning, you must turn off the ScanSnap and unplug the USB cable to
avoid the risk of fire or electric shock.

® Do not use aerosol spray or spray that contains alcohol to clean the scanner. Dust blown
up by strong air from the spray may enter inside of the scanner which may cause scanner
failure or malfunction. Also note that sparks generated by static electricity may cause a fire.
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How to perform cleaning

1 = Unplug the USB cable from the ScanSnap.

2. Open the top cover and the output guide.

Output guide

Feed guide

3. Clean the idler rollers and the glass with a cloth moistened with Cleaner
F1.

® Do not use water or mild detergent to clean the inside of the ScanSnap.

® |t may take a long time for Cleaner F1 to dry if an excessive amount is used. Moisten
the cloth with moderate quantity.
Wipe off the cleaner completely to leave no residue on the cleaned parts.

——Glass ( x 2) Idler roller ( x 12)—

r

H—ﬂ—n—m—nin—n—n—nin—m—n— — 7r
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® Glass (x 2, located on the top cover and its opposite side)
Gently wipe the dirt and dust off the surface of the glass sections.

® Idler roller (x 12, located on the top cover)
Gently wipe the dirt and dust off the rollers as you rotate them manually. Be careful
not to damage the surface of the rollers. Make sure that it is cleaned properly
because residue on the roller will affect the feeding performance.
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4. Connect the USB cable to the ScanSnap and the computer, then press

the [Scan/Stop] button for three seconds with the top cover open.

The USB cable should be connected to the computer only for cleaning the feed roller
and the eject roller.

5. Clean the feed roller and the eject roller with a cloth moistened with

Cleaner F1.

® Do not use water or mild detergent to clean the inside of the ScanSnap.

® |t may take a long time for Cleaner F1 to dry if an excessive amount is used. Moisten
the cloth with moderate quantity.
Wipe off the cleaner completely to leave no residue on the cleaned parts.

Eject roller ( x 1)—

— Feed roller ( x 1)

® Feedroller (x 1)
Press the [Scan/Stop] button to rotate the roller. Gently wipe the dirt off while taking
care not to damage the surface of the roller. Make sure that it is cleaned properly
because residue on the roller will affect the feeding performance.
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® Ejectroller (x 1)
Press the [Scan/Stop] button to rotate the roller. Gently wipe the dirt and dust off
while taking care not to damage the surface of the roller. Make sure that it is cleaned
properly because residue on the roller will affect the feeding performance.
If eject roller is difficult to clean, try cleaning it from the back while you keep the top
cover slightly open.

s

=
{ |

Eject roller ( x 1)

Pressing the [Scan/Stop] button seven times will rotate the feed roller and the eject roller

J one revolution.

6. Close the top cover and the output guide.

Output guide

Feed guide

= It clicks when it returns to its original position.

Make sure that the top cover is completely closed. Otherwise, paper jams or other
feeding errors may occur.
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This appendix explains how to update ScanSnap Manager, how to uninstall the software,
setting items with/without the Quick Menu, how to purchase the Carrier Sheet and the
ScanSnap installation specifications.

Updating ScanSnap Manager . . . ... 366
Uninstallingthe Software . . . . ......... ... ... ... .. . .. . 370
Setting Items With/Without the Quick Menu. . . ........ ... .. ... ... ... ...... 376
Purchasing/Cleaning the Carrier Sheet . . . .. ... ... ... .. ... . . . . ... ... ... 380
Installation Specifications. . .. ....... ... ... .. .. .. 382
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Updating ScanSnap Manager

Updating ScanSnap Manager

Updates are released regularly in an effort to improve the usability and functionality of
ScanSnap Manager.
This section explains how to update ScanSnap Manager.

For details about updates of the software bundled with the ScanSnap, visit the following web
page:

http://scansnap.fujitsu.com

B Updating in Windows

Update ScanSnap Manager in the following procedure.
We recommend that you run the update regularly.

® |tis necessary to have a browser with Internet access to perform the update.
® Always log on as a user with Administrator privileges.

1 - Select [Help] = [Online Update] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 59).
= A confirmation message appears.

You can also update ScanSnap Manager by selecting [Start] menu = [All Programs] =
J [ScanSnap Manager] - [Online Update].

2. Click the [Yes] button.

& ScanSnap Manager - Online Update &J

i "~ , Do youwant to update to "ScanSnap Manager " online?
W' £ Forthe Internet connection, Windows(R) Internet Explorer(R)
privileges are used.

MNote: You must have the Administrator privileges of the computer.

G x =

= If a later version of ScanSnap Manager (update) is available, a message confirming
the update appears.
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M

If the latest version of ScanSnap Manager is already installed, the message below

appears.

¢~ Scan5Snap Manager - Online Update

[S=5c)

P/ There is no need to update.

"-.I The latest Update program version is already installed.

Click the [OK] button to close the message.

3. Click the [Yes] button.

¢~ Scan5Snap Manager - Online Update

Do you want to run the update now?
Download size: MB

N The latest version of the program (update) is available on the website,

=

) B

%

= The program is downloaded, and a confirmation message to start the installation

appears.

4. Click the [Install] button.

M

- ScanSnap Manager - Online Update

Download is completed
Click the [Install] button.

[Install] button: Starts the installation

[Inforrmation] button: Shows the update information

Install

Infarmation

When you click the [Information] button, Internet Explorer which displays information about

the latest update for ScanSnap Manager opens.

= Installation starts, and the ScanSnap Manager installer starts up.
Follow the instructions on the screen to continue with the installation.
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B Updating in Mac OS

Update ScanSnap Manager in the following procedure.
We recommend that you run the update regularly.

It is necessary to have a web browser with Internet access to perform the update.

1 = Select [Help] - [Online Update] from the ScanSnap Manager menu.

For details about the ScanSnap Manager menu, refer to "ScanSnap Manager Menu"
(page 224).
= A confirmation message appears.

You can also update ScanSnap Manager by selecting:
V ® [Help] = [Online Update] from the menu bar
® From Finder, [Applications] = [ScanSnap] and double-clicking [Online Update].

2. Click the [Yes] button.

ScanSnap Manager - Online Update

.% Do you want to update to "ScanSnap Manager” online?
" No \<( Yes \’

= If a later version of ScanSnap Manager (update) is available, a message confirming
the update appears.

If the latest version of ScanSnap Manager is already installed, the message below

« appears.

ScanSnap Manager - Online Update

| e
% 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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3. Click the [Yes] button.

ScanSnap Manager - Online Update

The latest version of the pregram (update) is available on the
website.

Do you want to run the update now?
Download size: ME

(No ( Yes )

= The program is downloaded, and a confirmation message to start the installation
appears.

4. Select [Quit] from the ScanSnap Manager menu to exit ScanSnap
Manager.

5. Click the [Install] button.

ScanSnap Manager - Online Update

Download is completed.
Click the [Install] button.

( Install ) ( Information \

When you click the [Information] button, a web browser which displays information about
J the latest update for ScanSnap Manager opens.

= The ScanSnap Manager installer starts.

Follow the instructions on the screen to continue with installation.
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Uninstalling the Software

This section explains how to uninstall the software bundled with the ScanSnap.
For details about installation, refer to "Installing the Software" (page 34).

B Uninstalling in Windows

This part explains how to uninstall the following software:

ScanSnap Manager

ScanSnap Organizer

CardMinder

ABBYY FineReader for ScanSnap
Evernote for Windows

Scan to Microsoft SharePoint

The procedure is as follows.

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

2. Exit all running software.

3. Select [Start] menu = [Control Panel] = [Programs] - [Programs and

Features].

= The [Uninstall or change a program] dialog box appears with a list of currently

installed software.
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4. Select the software to uninstall.

® To uninstall ScanSnap Manager
Select [ScanSnap Manager].
® To uninstall ScanSnap Organizer
Select [ScanSnap Organizer].
® To uninstall CardMinder
Select [CardMinder].
® To uninstall ABBYY FineReader for ScanSnap
Select [ABBYY FineReader for ScanSnap (TM) 4.1].
® To uninstall Evernote for Windows
Select [Evernote].
® To uninstall Scan to Microsoft SharePoint
Select [Scan to Microsoft SharePoint].

/

To uninstall more than one software, repeat steps 4. to 6. for each software.

5. Click the [Uninstall] button.

= A confirmation message appears.

6. Click the [Yes] button.
= The software is uninstalled.

® Screen displays may vary slightly depending on the operating system that you are
using. In that case, follow the instructions by the operating system.

Example:
- [Programs and Features]
In Windows XP: [Add or Remove Programs]
- [Uninstall] button
In Windows XP: [Remove] button
® |f you cannot successfully uninstall the following software, select [Manuals] -
[Troubleshooting (installation)] in the [ScanSnap Setup] dialog box and refer to
Troubleshooting (installation).
- ScanSnap Manager
- ScanSnap Organizer
- CardMinder
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Uninstalling the Software

B Uninstalling in Mac OS

Uninstall ScanSnap Manager, ABBYY FineReader for ScanSnap, Cardiris and Evernote for
Mac in the following procedure.

® ScanSnap Manager (= page 372)

® ABBYY FineReader for ScanSnap (= page 373)

® Cardiris (- page 374)

® Evernote for Mac (= page 375)

ScanSnap Manager

1 = Turn on the computer.

2. If ScanSnap Manager is running, exit ScanSnap Manager (select [Quit]

from the ScanSnap Manager menu).

3. If the ScanSnap Manager icon @ still remains in the Dock, drag the
ScanSnap Manager icon & into the Trash.

4. Select [System Preferences] from the Apple (f) menu.

= The [System Preferences] window appears.

5. Select [Accounts] in the [System Preferences] window.

= The [Accounts] window appears.

6. Select the currently logged in user from the [My Account] pane in the

[Accounts] window.

7. Click [Login Items] in the [Accounts] window.

= In the [Login Items] pane, a list of software that automatically start at 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.
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Uninstalling the Software

1 O.Close the [Accounts] window.
1 1 .In a multi-user environment, every user must perform steps 2. to 10.

12.Log in as a user with Administrator privileges, then from Finder, select

[Applications] = [ScanSnap], and drag the [ScanSnap] folder into the
Trash.

For Mac OS X v.10.5/Mac OS X v10.4, also perform the following.
From the sidebar in Finder, select the [volume name] = [Library] = [Receipts], and drag
[ScanSnap Manager.pkg] into the Trash.

1 3.Empty the Trash.

= The [ScanSnap Manager] folder is deleted.

ABBYY FineReader for ScanSnap

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

2. Exit ABBYY FineReader for ScanSnap if it is running. (Select [Quit] from
the ABBYY FineReader for ScanSnap menu.)

3. From Finder, select [Applications] = [ABBYY FineReader for ScanSnap],
and drag the [ABBYY FineReader for ScanSnap] folder into the Trash.

For Mac OS X v.10.5/Mac OS X v10.4, also perform the following.
From the sidebar in Finder, select the [volume name] = [Library] = [Receipts], and drag
[ABBYY FineReader.pkg] into the Trash.

4. Empty the Trash.

= The [ABBYY FineReader for ScanSnap] folder is deleted.
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Cardiris

1 . Turn on the computer and log in as a user with Administrator privileges.
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 = [Cardiris 3.6 for
ScanSnap].

= The [Cardiris 3.6 for ScanSnap] window appears, displaying the [License] screen.

5. Scroll down and read the "License" to the end, and then click the

[Continue] button.

= A confirmation message appears.

6. Click the [Agree] button.

= The [Select Destination] screen appears.

7. Select the destination where "Cardiris" is installed and click the

[Continue] button.

= The [Installation Type] screen appears.

8. Select [Uninstall] from the [Installation Type] pop-up menu, and click the
[Uninstall] button.

= A confirmation message appears.

9. Click the [Continue] button.

= The uninstallation is started.
= The [Finish Up] screen appears.
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Uninstalling the Software

10.click the [Quit] button.

For Mac OS X v.10.5/Mac OS X v10.4, also perform the following.
From the sidebar in Finder, select the [volume name] = [Library] = [Receipts], and drag
[Cardiris.pkg] into the Trash.

11 .Remove the Setup DVD-ROM from the DVD-ROM drive.

Evernote for Mac
1 = Turn on the computer.

2. Exit Evernote if it is running (select [Quit] form the Evernote menu).

If the Evernote icon (ﬁ) is displayed on the right side of the menu bar, click the icon
and select [Quit] from the menu that appears.

3. From Finder, select [Applications] = [Evernote], and drag the [Evernote]

folder into the Trash.

4. Empty the Trash.

= The [Evernote] folder is deleted.
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Setting Items With/Without the Quick Menu

Setting items that you can configure in the ScanSnap setup dialog box/window differ

depending on 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 default settings, refer to the ScanSnap Manager Help.

Setting Items With/Without the Quick Menu

(OK: Available, NA: Not available)

ABBYY Scan to PowerPoint(R)

Setting Item Using the Quick Menu | Without Using the Quick Menu
Profile Recommended OK NA
Small File OK NA
High Quality OK NA
Customize OK NA
Select a profile NA OK
Add Profile NA OK
Profile Management NA OK
Application | Application NA(*) OK
None (Scan to File) NA OK
Adobe® Acrobat®
NA OK
Adobe Acrobat Pro, Adobe
Acrobat Professional or Adobe
Acrobat Standard
® ®
Adobe™ Reader NA OK
Adobe Reader
; NA OK
CardMinder
) NA OK
ScanSnap Organizer
ABBYY Scan to Excel NA OK
Scan to Excel
ABBYY Scan to Word NA OK
Scan to Word
NA OK
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Setting Items With/Without the Quick Menu

Setting Item Using the Quick Menu | Without Using the Quick Menu

Application Application NA(*) OK

' Windows

ABBYY Scan to Searchable PDF NA OK

Scan to Searchable PDF

Scan to Folder NA OK

Scan to E-mail NA OK

' Windows) NA OK

Scan to Picture Folder
Scan to Print NA OK

m;:m. NA OK
Rack2-Filer

' Wiindows) NA OK

Scan to SharePoint

: NA OK
Preview

Cardiris NA OK

iPhoto NA OK

Scan to Evernote (Note) NA OK

Scan to Evernote (Document) NA OK
Scan to Google Docs(TM) NA OK

Save Image saving folder OK

File Name Format OK

Rename file after scanning NA OK

Scanning Image quality OK

Automatic resolution OK

Normal (Color/Gray: 150 dpi,
B&W: 300 dpi)

Better (Color/Gray: 200 dpi,
B&W: 400 dpi)

Best (Color/Gray: 300 dpi, B&W:
600 dpi)

Excellent (Color/Gray: 600 dpi,
B&W: 1200 dpi)

Color mode OK
Auto color detection OK
Color OK
Gray OK
B&W OK
U NA OK

Color high compression

OK

OK

OK

OK
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Setting Items With/Without the Quick Menu

Setting Item Using the Quick Menu | Without Using the Quick Menu
Scanning Scanning side OK
Simplex Scan (Single-sided) OK
Continue scanning after current
e OK
scan is finished
Option OK
Brightness (Black and White OK
scanning only)
Setting for text only document OK
Allow automatic blank page
OK
removal
Correct skewed character strings
. OK
automatically
Allow automatic image rotation OK
File option | File format OK
PDF (*.pdf) OK
JPEG (*.jpg) OK
Set the marked text as a keyword OK
for the PDF file
First marked section OK
All marked sections OK
Convert to Searchable PDF OK
Language OK
Target pages OK
First page OK
All pages OK
Option OK
Multipage PDF (whole batch in OK
one PDF)
Generate one PDF file per (n)
OK
page(s)
i NA OK
Set a password for PDF file
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Setting Items With/Without the Quick Menu

Setting Item Using the Quick Menu | Without Using the Quick Menu
Paper Paper size OK
Automatic detection OK
A4 (210 x 297 mm) OK
A5 (148 x 210 mm) OK
AB (105 x 148 mm) OK
B5 (JIS) (182 x 257mm) OK
B6 (JIS) (128 x 182mm) OK
Post card (100 x 148 mm) OK
Business card (90 x 55 mm, 55 x
90 mm) OK
l(_8e.t;e>: 11in. (216 x 279.4 mm)) OK
(ngal 14 in. (216 x 355.6 mm)) OK
Customize OK
Carrier Sheet Settings OK
Compression | Compression rate OK
1 OK
2 OK
3 OK
4 OK
5 OK

*

: When using the Quick Menu, you can start an application to link with ScanSnap Manager from
the Quick Menu after scanning. Therefore, the [Application] tab is not displayed.
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Purchasing/Cleaning the Carrier Sheet

This section explains about how to purchase/clean the Carrier Sheet.

B Purchasing the Carrier Sheet

The product name and part number of the Carrier Sheet are as follows.

Name Quantity Part No.

ScanSnap Carrier Sheet 5 sheets PA03360-0013

The Carrier Sheet should be replaced approximately every 500 scans.
However, replace it if damage or dirt is noticeable.

To purchase the Carrier Sheet, contact your FUJITSU dealer or an authorized FUJITSU
scanner service provider.
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B Cleaning the Carrier Sheet

As you keep using the Carrier Sheet, dirt and dust will accumulate on the surface and the
inside.
Clean the Carrier Sheet regularly because it may result in scanning errors.

How to perform cleaning

Gently wipe the dirt and dust off the surface and the inside of the Carrier Sheet with a cloth
moistened with Cleaner F1/mild detergent.

Do not use paint thinner or any other organic solvents.

Do not use force to rub against the Carrier Sheet because it may be damaged or deformed.
Be careful not to leave any crease on the Carrier Sheet.

After cleaning the inside of the Carrier Sheet with a cloth moistened with Cleaner F1/mild
detergent, make sure that it is completely dry before closing the Carrier Sheet.

The Carrier Sheet should be replaced approximately every 500 scans.

For details about purchasing the Carrier Sheet, refer to Purchasing/Cleaning the Carrier
Sheet (page 380).
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Installation Specifications

The following table summarizes the installation specifications of the ScanSnap.

Item Specification

Outer dimensions (Width x Depth x Height) Minimum: 273 x 47.5 x 34 (mm) / 10.7 x 1.9 x 1.3 (in.)
(when the feed guide is closed)

Maximum: 273 x 77 x 52 (mm) / 10.7 x 3 x 2 (in.)
(when the feed guide or the output guide is open)

Weight 3509 (approx. 0.77 Ib.)
Input power Voltage 5V
Power consumption During operation: 2.5 W or less

During standby: 1.0 W or less

Temperature / humidity | Temperature During operation: 5 to 35°C / 41 to 95°F
allowable ranges During standby: -20 to 60°C / -4 to 140 °F
During storage/transportation: -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%

A |

52 mm
(2in.)

gg

i

" 77 mm (3in.)

v

A
A

273 mm (10.7 in.)
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About Maintenance

AN NN NN NN

Contact your FUJITSU scanner dealer or an authorized FUJITSU scanner service provider for
repairs on this product.

Do not perform repairs on this scanner.
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