Multimedia Instructional Design Studio Pc

Text (OCR*) Scanning

*OCR = Optical Character Recognition
To scan your text documents so that they will be editable in Word, follow the steps below:

At Computer with Scanner

Step 1. Open Adobe Acrobat 8 Professional (Go to Start/Programs/Adobe Design Premium CS3— Adobe
Acrobat 8 Professional) (fig. 1).
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Figure 1. Start menu

Windows XP Professional

Step 2. In the window that opens “Create PDF” (fig. 2).

Step 3. Click on the “Create PDF from Scanner” option (fig. 3) to launch the scanner.
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Text (OCR*) Scanning

GETTING STARTED WITH

@

G

CREATE PDF

Create an Adobe PDF from
Office, email, a web site, or
from any file that prints.

ADOBE ACROBAT 8 PROFESSIONAL

What's New in Acrobat 8 Professional

¥

COMBINE FILES

Combine multiple files from
various sources into a single,
professionalHooking POF file,

¢

EXPORT

Export PDF files to other file
formats and easily select text
and images for copying to
other applications.

&

START MEETING

Communicate and collaborate
with colleagues and customers,

=
SECURE

Help control access to your
documents,

/

SIGN

Sign POF files to enhance the
integrity and authenticity of
documents,

FORMS

Create a PDF form, distribute
it, and collect the data,

‘.ﬁ}

REVIEW 8 COMMENT

Initiate a PDF file review and
participate using Acrobat
commenting tools

Figure 2. Select “Create PDF”

CREATE PDF

¥ Anyone can view PDF files in Acrobat or in the free
Adobe Reader® software.

“ PDF files look the same on different computers.

¥ You can protect Adobe PDF files to help prevent

others from changing your documents.

Create PDF in Acrobat

from a single file, multiple
files, scanner, or a web toolbar.

site. « Office

®

Create PDF from a File

. « Outlook and Lotus Notes
(#  Create PDF from Multiple \ Archive e

Filez

®

Create PDF from Scanner
onverting them to PDF.

(%) Create PDF from a web utoCAD and Visio

site v

Adobe Reader.

Figure 3. Select “Create PDF from Scanner” option

Create PDF Files from Other Applications

& Use Acobat to create PDFs Creating PDF files from the following applications is as
LﬁJ “=-j simple as dicking a button. Just look for the Acrobat

Retain links, slide transistions, bookmarks, and more.,

ges or whole folders into a single,
onstantly changing. Preserve web pages by

Easily share drawings with others using PDF and the free

Do not show

Adobe PDF Printer

% Quickly create PDF files
from any file on your
computer by simply
printing to the Adobe PDF
printer.

@ Learn How to Create PDF
with the Adobe PDF printer
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Step 4. Place your document face down on the scanner bed. Select the EPSON scanner. Note that the
“Output” and “Text Recognition and Metadata” options are checked as shown in fig. 4. Click on the

“Scan” button.
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Figure 4. Select EPSON scanner. Note options.

Step 5. Save your scan when prompted (fig. 5).
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Figure 5. Save your scan
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Type: Adobe Acrobat Documenl
File Size: 28 KB
Modified: 2132009 3:20 PM
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Step 6. To scan multiple pages into a single document, when your first scan is complete, place the next page
on the scanner and select the “Scan more pages” option (fig. 6).

") Scan more pages {(Put sheet 2) ———

Figure 6. Multi-page scan option

Step 7. When scanning is complete, choose “Word document” from the Export menu (fig. 7).
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Getting Skarted with Expart:

Questions for students

1. Students: Can you pleake tell us a little about yourself? Name, Prog
Year.

2. What have you appreciated/valued about your educational experient
Highline?

3. What do you wish someone had told you about making the transition
college particularly a community college?

4. What one or two college resources or programs do you recommend
other students?

5. How have you grown/changed since starting at Highline?

Figure 7. Export to Word
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Step 8. Save your Word document when prompted (fig. 8).
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Figure 8. Save as Word document

Step 9. When the document opens in Word, scanned text appears in text boxes and can be edited (fig. 9).
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Questions for smudents

Word treats the converfed
scan fexf as Text Boxes.

1 Students: Can you please tell us a little about yourself? Name, Program, Year.

12 What have you appreciated/valued about your educational experience at

{Highline? =
i3 What do you wish someone had told you about making the transition to

icollege particularly a community college?

4 What one or two college resources or programs do you recommend to other

istudents?

5 How have you grown/changed since starting at Highline?

Figure 9. Editable text appears in text boxes in Word
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