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CHAPTER 1

Welcome to the
PaperPort Software

Welcome to the PaperPort software. This guide explains how to use the
main features of your PaperPort software. In addition to this guide, you
can get more information from a variety of sources, as shown in this

figure.

A
EXPI'ORE y One-Minute Guide

An online tour of PaperPort features.
PAPERPORT

This Getting Started Guide
The fastest way to get acquainted
with PaperPort and start using it.

Online Help

Everything you want to know about
PaperPort—“how-to” procedures,
dialog box reference, and trouble-

O shooting advice.

PaperPort (D

Your source for installing additional
software that works with PaperPort
and printing the documentation.
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v NOTE: To see the One-Minute Guide and Online Help, you should
first install the PaperPort 4.0 Software on your computer. See the
installation guide that you received with your scanner to install the
software.

This chapter of your Getting Started Guide provides a quick overview of
PaperPort’s features. If you've used an earlier version of the software, you
can also read this chapter to see whats new in the PaperPort software.

The whole idea behind the PaperPort software is to help you work more
quickly and efficiently with paper items scanned into your computer.
The next few pages show—at a glance—many of the time-saving
features of the PaperPort software.

VIEW SCANNED ITEMS TwWo WAYS

PaperPort provides two ways to view items: the Desktop View and Page
View. Desktop View displays a thumbnail, a small graphic that
represents each item on the PaperPort Desktop. Page View displays a
close-up of a single page.
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items as thumbnails. item as a full page.



ADD NOTES, HIGHLIGHT AREAS, AND MARK-UP A PAGE

ADpD NOTES, HIGHLIGHT AREAS, AND MARK-UP A PAGE

With the annotation tools in Page View, you can add a sticky note,
highlight text, draw lines or arrows, circle information, or paste a
graphic from another application into a PaperPort item. The following
figure shows a sample of how the tools can be used.

Visioneer PaperPort - Promo Letter [_ (O] %]
File Edt Search View Page Annctations Help
ElE) =
B | el 8= a0 |ala
Desktop Settings Find Bromze Previous Hext Frevinis Hext Rotate | Zoom Out| Zoom In
I_* " =
1934 Palm Way
San Francisco, €A 94110
R 415-555-9876
i
Use the Highlighter & Dear Sales Associate
tool to draw the == “This fall, Tropical Blends is affering an exciting sales promotion package vo all sales associates
) N E}J in our U.S. and internasional offices. You can wi di including the ul
reader’s attention - tropical vacation—a week far rwo in heavenly Tahiti
Here's how can win! The sales associare with the mose total sales berween Seprember 1
to an area. ; and Dmnhml.lf)%. will win the grand prize. Other fabulous peizes will also be given
away.
Picrure you and your companion at 4 full-scrvice, ocean-front resort for seven fun-flled days
W and six romantic nights. Ceystal clear water, white sand beaches, warm breezes, and all
7 expenses paid
. . . = For complete details about how to win and set sail for Tihiti next winer, scc the armached
Circle information —
with the Freehand tool. Guess what?
Jacques was
promoted!
Use the Sticky Note tool -
to add notes like paper [Proma Letter [ 200DFIBlagk & white | 100
sticky notes.

COMBINE ITEMS INTO STACKS

Many items that you scan will probably be more than one page. You can
combine the individual pages into a multipage item, called a stack. For
example, you could save all of your invoices for a job in one stack named
Invoices, and each page of the stack could be an invoice with its own
name, such as Invoice 7/9/96.
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A single page
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LINK TO MANY OTHER APPLICATIONS

PaperPort automatically recognizes many other applications on your
computer and creates a “working link” to them. The Link Bar at the
bottom of the Desktop View shows icons of those linked applications.
To use a link, you drag an item onto one of the icons. Then, that linKs
application starts, and you can use it with the scanned item. A typical
use of the Link Bar is to scan an item and fax it.

This sample shows many different applications linked to PaperPort.

If PaperPort does not automatically recognize one of the applications on
your computer, you can manually create a link using the Create New
Link feature. See the Online Help for more information about creating

links.

“‘V




Send an item by dragging
and droppingitontoalink
icon. This example shows
dragging and dropping an
item onto the fax link
icon.

When the fax icon is
highlighted, release the
mouse button. Your fax
application will start and you
can send the item as a fax.

The e-mail link icon for
Lotus cc:Mail.

SCAN IT AND FAX IT

SCAN IT AND FAX IT

If your computer has a fax modem and fax software, you can use the fax
link to quickly send the item as a fax. The fax link is represented by a fax
icon on the Link Bar at the bottom of the Desktop View.

Promo Letter

SCAN IT AND E-MAIL IT

If you can send e-mail from your computer, you can send any scanned
item as an e-mail attachment, including scanned pages, graphics, and
photos. You can use either the e-mail link icon or a convenient Send
command to attach an item to an e-mail message.
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A word processor link
icon. Dragging an item
onto it starts PaperPort’s
built-in OCR application,
O you can use your own.

CONVERT SCANNED TEXT INTO TEXT THAT You
CaN EpiT

PaperPort can quickly convert the text on a scanned item, (which is
really just a picture of the text), into text that you can edit with a word
processing application. The text is converted using either the optical
character recognition (OCR) application provided with PaperPort, or
your own OCR application if it’s already on your computer. You can
convert the entire item, or using the Copy As Text command, you can
select only a portion of the text to convert.

FINFEIEEIEIENEE

E

SCAN TO GET THE BEST IMAGE

With the PaperPort software, you select a setting that is best for
scanning a particular type of item. The software has scan settings for
items that you want to fax or e-mail, file, convert to text, or for special
items such as business cards, graphics, and photos. You can also
customize the software’s scan settings.



The following sample shows the Scan Settings dialog box.

PaperPort Freferences E

Desktopl Import/Expart  Scan Settings | Scanner Setupl

V Scan Setting For.  PaperPort

ORGANIZE ITEMS IN PERSONAL FOLDERS

—Scan Page For:
&' Faying, Filing, or Copying
" Editing Text (OCR)
" Filing Business Cards
" Storing Photos
 Custom

Advanced Settings... |

— Page Improvements
V' Staighten
¥ Trim
" SharpPage
— Brightness
Diarker 50 Lighter
Restare Defaults
ok I Cancel |

ORGANIZE ITEMS IN PERSONAL FOLDERS

PaperPort has an easy-to-use filing system for organizing your scanned
items. The filing system consists of folders designed specifically for
holding every item you scan. You can also rename folders to create your
own set. To store scanned items in folders, you simply drag-and-drop
the items onto the folder.
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IMPORT ITEMS FROM OTHER APPLICATIONS

In addition to scanning items, you can bring items into PaperPort in
several different ways:

* Print to the PaperPort Desktop from another application, such as
Microsoft Excel or Adobe Photoshop.

* Import files saved in other file formats, such as Windows Bitmap
(BMP) or Tag Image File Format (TIFF).

* Drag and drop an image file onto the PaperPort folder in Windows
Explorer and convert the file to a PaperPort item.

* Drag and drop an image file onto the PaperPort icon on the Windows
Desktop.

EXPORT ITEMS IN OTHER FORMATS

You can export or save PaperPort items in several popular file formats,
such as BMP or TIFE For example, after you scan a photograph, export
it in PaperPort as a BMP file. You can open that BMP file in an
application that reads BMP files.
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VIEW PAPERPORT ITEMS ON AN IBM PC OR
MACINTOSH

PaperPort Viewer, a separate application, comes with PaperPort and lets
others view PaperPort items without PaperPort. PaperPort Viewer is
available for free on CompuServe, America Online, and the Visioneer
web site at http://www.Visioneer.com. You can also send PaperPort
Viewer to someone else by attaching it to an e-mail message.

Customize PAPERPORT

You can arrange PaperPort’s tools to suit your individual style of
working. For example, you can move the Command Bar to another part
of the screen, hide the folders, display the Annotation Tool Bar vertically
or horizontally, move it to the other side of the window, and so on. On
the Link Bar, you can reorder the icons so the ones you use most often
appear first, and you can hide the icons that you use infrequently.

RIGHT MOUSE BUTTON SHORTCUTS

Many of the tools, buttons, and icons in PaperPort have right mouse
button shortcuts. For example, select an item in Desktop View and click
the right mouse button to display a menu of commands for the item.
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You can choose from that menu instead of the menus at the top of the
window. The following sample shows the shortcut menu for a single
item in Desktop View.

Business Card

LCopy Chil+C
Easte (St
Delete Del
Copy Az Text

Export...

Summary [nfo...

Frint... Chil+F

Send...

Stach Selecteditenms
Move To Folder...
Copy Ta Folder...
Duplicate ltem

Rotate 3

@ RELATED TOPICS IN HELP

Each new PaperPort feature is described in detail in the Help system. From
the PaperPort Help menu, choose PaperPort Help Topics to see the help
file.



CHAPTER 2

Scanning Items

The PaperPort software works with a variety of scanners. Depending on
the scanner you're using, you can scan small items, such as business
cards, or larger items up to 30 inches (76.2 cm) long. Typical items
include newspaper clippings, reports, magazine articles, brochures,
letters, memos, receipts, canceled checks, business cards, and photos.

MEMO SALES FAX
— REPORT

w [ =

PaperPort has special scan settings for a variety of different items so you
can get the best image with your scanner.

This chapter explains how to:

= Scan a page

= Adjust the paper return for different types of items
= Change scan settings

This chapter also explains why you don't have to save each scanned item
manually.



12

CHAPTER 2: SCANNING ITEMS

Insert the page,
face up, into the
front slot of the
PaperPort
scanner.

Use the page
markers on the
front slot to
center the page.

Push the page
forward until it
stops and begins
to curl upward.

SCANNING A PAGE

This section shows how to scan a page using a PaperPort scanner. If you
are using the PaperPort software with another type of scanner, please see
its user manual for instructions.

To scan a page with a PaperPort scanner:

N

After a slight pause, the feed mechanism pulls the page into the scanner;
you do not need to push it through. As the page is being scanned, a
preview appears on the screen.

PaperPoit - Faxing, Filing. or Copying

The scanned page appears on the PaperPort Desktop.



Rotate the
scanner’s Paper
Return so it’s set
to scan straight

through.

Align the marker
on the scanner
with the straight-
through arrow.

Click Settings on
the Command
Bar, or from the
Edit menu, choose
Preferences.

SCANNING A BUSINESS CARD OR PHOTO 13

SCANNING A BUSINESS CARD OR PHOTO

Because business cards and photographs are usually on heavier paper,
you should set the scanner to feed the paper straight through the feed
slot. In addition, the PaperPort software has special scan settings for
reading the smaller print on business cards or for scanning photographs.

To scan a business card or photo with a PaperPort scanner:

:
e

Q

Settings

Page

i*h

Find

=

Browse

(&

Retate

Duplicate

=

Stack

Ea

Unstack

&

Unstack1
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Make sure the
Scan Settings tab
is selected.

PaperPort Preferences E

Desktopl Irnpart/E xport Sc:anISettings | ScannerSetupI

If you are
scanning a
business card,
select the option,
Filing Business

Cards.

v

[ Startup Folder for Scans:

Scan Setting For: PaperPort

—Scan Page For:
€ Fauing, Filing, or Copying
" Editing Text (OCR)

rg Business Cards

When scanning
photos, select

Storing Photos

Click OK.

' Staring Photos
 Custom

Advanced Settings... |

I

— Page Improvements
IV Shaighten

¥ | Trim

¥ ShaipPage

— Brightness

50 Lighter

BRestore Defaults |

Insert the item,
face up, into the
front slot on the
PaperPort
scanner.

This example
shows scanning a
business card.

o]

Cancel |

~ C

12 FO
YeFa

onsolidated Movers

Joh ST .
110

The card (or photo) feeds straight through the scanner, and a preview of
the scan appears as the scanning progresses.

When scanning is complete, the item appears on the PaperPort
Desktop.



The business card
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Yizioneer PaperPort [_ O] %]
File Edit Seach “iew Deskiop Page Help
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(23 Travel
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Initially a newly-scanned item will be named “Untitled.” To give the
item a title, see “Giving Titles to Items and Stacks” on page 30.

v NOTE: Remember to reset the scan settings if you will be scanning
another type of item.

WHY You DON’T NEED TO SAVE A SCANNED ITEM

Every item scanned into PaperPort is automatically saved as soon as you
scan it. As long as you don’t delete the item, you can “scan it and forget
it” because the PaperPort software makes sure that the item is there
when you need it. Any changes that you make to an item, such as
adding a note or giving an item a new title, are automatically saved as

well.
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You can also save items in other formats using the Export command.
You can use the Export command to save items:

= As backup copies

= If you want to delete an item from the PaperPort Desktop but use it
later on

» In another file format, such as BMP or TIFF
= On a floppy disk

Besides the Export command, PaperPort has an archive link for creating
a backup of selected files or for quickly backing up the entire PaperPort
Desktop. See the Online Help for more information about using the
archive link.

@ RELATED ToPICS IN HELP

Use the Scanner

Work with Items on the PaperPort Desktop
Clean and Straighten Scanned Items
Print, Save, and Delete Items

Import and Export Files



CHAPTER 3

Viewing Items

Using PaperPort’s two views for displaying scanned items— Desktop
View and Page View—ryou can see either the thumbnails of the items in
a folder, or a full page that you can read.

This chapter explains the features of the:
= Desktop View
» Page View

s Command Bar in both views

17
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DESKTOP VIEW

Desktop View shows thumbnails of scanned items and stacks of items.
Use Desktop View to see the items on the PaperPort Desktop or in any

folder.

Yisioneer PaperPort M=
File Edit Search Miew Desktop Page Help

Command Bar SRS gz |a

Page Settings Find | Browse Rotate | Duplicate | tack | Unstack | Unstacki

» . _ =

Folders (L Adticles & Clippings Invoices Memos

(27 Bark Accounts Froma Letter Irwoice 7/3/96 Sales Memo

(I Investments " " &

(2] Medical - e

(2 Mew Folder

(27 Phone Mumbers

. (Z] Real Estate

Thumbn.alls of & Recsits
scanned items =k

(2 Travel

4] 103 [pF 4] 1oz |
Stacks | |
4]
Link Bar FP : 3
‘ i

Status Bar

[Irrvices | 200 DPI, Black & ‘white [

Command Bar—The buttons on the Command Bar are shortcuts for
commands on the menus. For example, clicking the Settings button is
the same as choosing Preferences from the Edit menu and then clicking
the Scan Settings tab in the PaperPort Preferences dialog box. The
Command Bar appears in both Desktop View and Page View.

Folders—You can store items in the folders to organize them. PaperPort
comes with a set of folders already on the PaperPort Desktop, but you
can change their titles, add new folders, and delete folders.

Thumbnails of scanned items—Thumbnails are small representations
of scanned items so you can see them at a glance. To see an item at full
size, use Page View.



Command Bar

Annotation Tool Bar

Status Bar

PAGE VIEW

A stack—After scanning multiple pages, you can combine the
thumbnails of those pages into a stack. For example, if you scan a
10-page report, 10 individual pages appear on the PaperPort Desktop.
By combining the pages into a stack, you can work with the report as a
single item. Stack titles appear in bold type above the page titles.

Link Bar—The icons on the Link Bar represent other applications and
functions that work with PaperPort. The icons include links for sending
a scanned item as a fax or an e-mail attachment, reading text from a
scanned item into a word-processing program, and so on. The icons that
appear depend on the applications on your computer. Use the scroll
arrows on the Link Bar to see the other icons.

Status Bar—The Status Bar shows information about the selected
items, the links, or the buttons on the Command Bar.

PAGE VIEW

Page View shows one page at a time. Use Page View to get a close-up
view of an item’s information or to add comments to the page.

Yisioneer PaperPoit - Promo Letter H=l
File Edit Search View Page Annotations Help
EIE] F ; ‘
BN & e8| 2 al0c|al’
Desktop Settings Find Browse Previous Mext Frevious Hext Rotate | Zoom Out| Zoom In
E
Afg'ru
i ekl i,
- NS
N (i
— Iiﬂ‘i‘m"ﬁn:A o
San Franc| 111
@ 415-555.08
1 Destr Sales Assockate:
— This fall, Tropical Blends is offering an exciting sales promorion package eo all sales assaciates
f in our U.S. and international offices. You can win outstanding prizes, including the ultimare
tropical vacarion—a weck for two in heavenly Tahiti.
W Here's how you can win! The sales associats with the most total sales berween Seprember |
— and December 31, 1996, will win the grand prize. Other fabulous prizes will also be given
i away.
=
—| Picture you and your companion at a full-service, occan-front resort for seven fun-filled days
and six romantic nighes. Crystal clear water, white sand beaches, wasm breezes, and all
expenses paid
=
| Prome Letter [ 200 DPI, Black & 'white [ Tofl | 100% s
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Select (click) the

item you want to
see in Page View,
such as a business
card.

Command Bar—The buttons on the Command Bar are shortcuts for
commands on the menus. Notice that some of the buttons in the Page
View Command Bar are different than those in Desktop View.

Annotation Tool Bar—These tools are for adding notes to a page,
highlighting areas on it, cutting and pasting sections, drawing on the
page, and so forth. See Chapter 7, “Annotating a Page,” for examples of
annotations, and how to use the tools.

Status Bar—The Status Bar shows information about the page being
displayed.

SWITCHING BETWEEN DESKTOP VIEW AND PAGE VIEW

While working with PaperPort, you'll want to switch back and forth
from Desktop View to Page View to work with a single page in Page
View or with the thumbnails in Desktop View.

To view an item in Page View:

File Edit Search “iew Desktop Page Help

SR . RR=SINE

Page Settings Find Browse Rotate

E=] PaperPort Deskiop
(27 Adticles & Clippings
(£ Bank Accounts

Business Card

Click the Page

button.

You can also just
double-click the
item to see it in

Page View.

File Edit Seach Yiew Deskiop Page Help

EIRENIN . RS

Page Settings Find Browse Rotate




Click the
Desktop button.

You can also
choose Desktop
View from the
View menu.

USING THE COMMAND BAR IN DESKTOP VIEW

To switch from Page View to Desktop View:

File Edit Search Wiew Page Annotations Help

N | M E|

Deshtop Settings Find Browse Prewious

i|E 2

Next

USING THE COMMAND BAR IN DESKTOP VIEW

To use a button on the Command Bar, click it. If a button does not
apply to a selected item, it will be gray, and clicking it won't have any
affect.

Desktop. Switch from Page View to Desktop View.

Page. Switch from Desktop View to Page View.

Settings. Displays the PaperPort Preferences dialog box where you can
set the scan settings, customize the PaperPort Desktop and folders,
choose options for importing and exporting files, calibrate the scanner,
and change its hardware settings.

Find. Find an item in Desktop View, or find an annotation in Page
View.

Browse. In Desktop View, see a list of items available on the PaperPort
Desktop and in all of the folders. In Page View, see a list of items
available in the currently open folder.

Rotate. Rotate the selected item or page 90 degrees to the right.
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Duplicate

=

Stack

Zh

Unstack

=

Unstacki

4]

Previous

e

Mext

&

Previous

Mext

Duplicate. Make a copy of the selected item(s).

Stack. Combine selected items into one stack.

Unstack. Unstack the pages of the selected stack.

Unstack1. Unstack only the visible (top) page of the stack. The rest of

the pages remain as part of the stack.

Arrange. Arrange the items on the PaperPort Desktop.

USING THE COMMAND BAR IN PAGE VIEW

Several of the buttons that appear in Desktop View also appear in Page
View. Because Page View displays a single item, buttons for viewing
single items only appear in the Page View Command Bar.

Previous. Displays the previous item on the PaperPort Desktop, or in
the currently open folder.

Next. Displays the next item on the PaperPort Desktop or in the
currently open folder.

Previous. Displays the previous page in a stack.

Next. Displays the next page in a stack.
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Zoom Out. Reduces the size of the page in Page View.

Zoom In. Magnifies the size of the page in Page View.

v NOTE: Two other buttons may appear on the Command Bar. A
Scan button appears if you are using the PaperPort software with a
flatbed or other scanner. Clicking the Scan button starts the scanning
on the scanner. The other button that can appear on the Command
Bar is labeled OLE Return. It appears when you are using Windows
Object Linking and Embedding (OLE).

RELATED TOPICS IN HELP

Work with PaperPort Desktop Features
Work with Items on the PaperPort Desktop
Work with Items in Page View

Use OLE with PaperPort
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CHAPTER 4

Stacking Items

Like many other busy people, you may sometimes put items on your
desk without organizing them. When you finally do put them in order,
you might stack the items by project, contact, or department. You use a
method that helps you to quickly find the stack you need.

With PaperPort you can electronically organize items into stacks in
much the same way that you do with paper documents. A stack is a
PaperPort item with multiple pages. Expense reports, contracts, memos,
letters, presentations, and other business materials are often two or more
pages. You can stack and unstack these items electronically on the

PaperPort Desktop.

COMBINING ITEMS INTO STACKS

Each scanned page appears on the PaperPort Desktop as a one-page
untitled item. To stack scanned pages, you can:

= Drag one page on top of the other
m Click the Stack button on the Command Bar

m Use the stack commands on the Desktop menu

You can also add stacks to other stacks.

25
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USING DRAG AND DROP TO CREATE STACKS

1. In the Desktop Cover Letter Invoice
View, select the
item that you
want to stack.

e

This example
shows stacking a
Cover Letter on
an Invoice.

2. Drag the selected
item onto the
item on which
you want to
stack it.

Cover Letter Invoice

—

3. When the second
item is
highlighted, |
release the
mouse button.

Invoice
Cover Letter

The stack is
created.

4. Repeat steps 1
through 3 until
you finish creating
the stack.

A new stack receives the title of the item on the bottom of the stack. The
stack title (Invoice in this case) is shown in boldface type. Each page title
is shown in normal typeface (Cover Letter in the sample).

Any item on the PaperPort Desktop can be stacked onto any other item.
You can use drag-and-drop to stack pages onto other pages, stacks onto
other stacks, pages onto stacks, and stacks onto pages. You can also use
the Stack button on the Command Bar to stack items. Select items in
the order that you want them stacked and click the Stack button.
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SELECTING AND DESELECTING ITEMS

When stacking items you need to select them. You can select one item at
a time, or several items together.

To select or deselect a single item:
= To select the item, click its thumbnail in Desktop View. A red (or

dark) line around an item indicates that it is selected.

» To deselect the item, click another item, or click anywhere else in
Desktop View.

To select multiple items:

» Click each thumbnail while holding down the Shift key or the Ctrl
key.

Or

» Click an empty space on the PaperPort Desktop, then drag the mouse
around the items that you want to select. Any item that is partially
enclosed in the box, or that the box even touches, will be selected.
Release the mouse button when the items you want are selected.

MOVING BETWEEN STACKED PAGES

The Page Navigators are the buttons for “fipping” through the pages of
a stack. You can also use the commands on the Page menu to move from
page to page in a stack.
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Select the stack.

Click the left
arrow of the Page
Navigator to see
the previous page
in the stack.

Click the right
arrow of the Page
Navigator to see
the next page in
the stack.

To move between pages in a stack in Desktop View:

Memos
Sales Mema

Display the stack
in Page View.

Click the
Previous or
Next button.

You can also move between pages by choosing the Page menu
commands: First Page, Last Page, Previous Page, and Next Page. Or use
the Go To Page command from the Page menu to move directly to any
page in the stack. Clicking the middle of the Page Navigator (it says 1 of
2 in the sample above) is a shortcut for choosing the Go To Page
command.

To move between pages in a stack in Page View:

I I
& | &

Previous Hext

EIE]

Deshtop

Q

Settings

*h

Find

&

Browse

i

Previous

JE#

Next

(&

Rotate

Q

Zoom Out

®

Zoom In

You can also use the commands on the Page menu to move between

pages in Page View.

UNSTACKING ITEMS

You can unstack pages in a stack if, for example, you want to move those
pages to another stack, replace those pages with new ones, or delete
them from the stack without disturbing the rest of the pages. You
unstack pages in Desktop View.
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To unstack a single page:

Select the stack in Memos
Training Memo

Desktop View.

Click the Page
Navigator to
display the page
you want to
unstack. |

N H|E| C & | 4| &
CliCk the Page Settings Find Browse Rotate Duplicate | Stack | Unstack | Unstacki
Unstack] button. |
You can also choose
Unstack Current
Page from the
Desktop menu.

To unstack all of the pages in a stack:

Select the stack in S;‘;'&‘;Q
Desktop View.

S FIR=Y G & |4 | &

Find Browse Rotate Stack Unstack | Unstackl

Click the Page
Unstack button. |

Settings Duplicate

You can also choose
Unstack from the
Desktop menu.

Each page of the stack becomes a separate item on the PaperPort

Desktop.
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GIVING TITLES TO ITEMS AND STACKS

When you first scan an item, it is Untitled, but you can give it a title up
to 30 characters long, such as Smithers Contract or Letter to Dr. Adams.
The more descriptive the title, the easier it is to quickly find the item
you want. You can also give titles to stacks to help identify them.

The stack title and page titles both appear above the stack so that, as you
flip through the pages of a stack, you can see each page’s title as well as
the stack title.

The stack title is

in boldface type. — = jicmos Memos
The page title is Sl s e
in normal type. f

As you flip :
through the

pages, each page’s
title appears.

If you don’t want to see page titles with the stack titles, choose Per-Page
Titles from the View menu.

To give an item or stack a title in Desktop View:

Select the item or
stack. Sales Memo
Click its title, or

choose Change
Title from the File

menu.

Type the new title
and press Enter.

To change a title in Page View, choose Change Title from the File menu.
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RELATED TOPICS IN HELP
Work with Items on the PaperPort Desktop

Create and Work with Stacks
Work with Items in Page View
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CHAPTER 5

Sending a Fax or E-Mail
Message

After an item has been scanned into PaperPort, you can send it as a fax,
or as an attachment to an e-mail message. You do not need to print the
item first; you can send it directly from the PaperPort Desktop without
worrying about paper jams when faxing.

If you want to add some notes to a fax, but don't want to mark up the
original, you can annotate the item using PaperPort’s annotation tools.
The annotations can be “turned off” before the item is sent, in case you
dont want someone to see your comments on it. See Chapter 7,

“Annotating a Page,” for the steps to create annotations and to display or
hide them.

OVERVIEW

The PaperPort software has several ways to send a fax or e-mail:
m Select an item and drag it onto the fax or e-mail link icon
m Select an item and click the fax or e-mail link icon

= Choose the fax or e-mail application from the Links menu on the File
menu

33
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SENDING A SCANNED ITEM AS A FAX

To send scanned items as faxes, your computer will need:
= A fax modem

m Fax software

To send a scanned item as a fax from Desktop View:

l' SCICCt the item Yisioneer PaperPort [_ (O] x]
to fax. Fil= Folt Search View Desktop Page Help
N H|E| C 7|4 | &
Page Settings Find Browse Rotate DOuplicate Stack Unstack | Unstacki Amange
e F"I':'”' D s Invoices Memos B
. tticles & Clippings :
2. Drag the item & Bank ACCDUT:?S & Promo Letter Invoice 7/3/98 Sales Memo
onto the fax link (2 Investments = @ &
. . Medical )
icon on the Link e =
(23 Phone Mumbers
Bar. (2] Real Estate
(2 Receipts
You can also click (& Taves
X g (23 Travel
the fax link icon.
3. When the fax link / =
icon is highlighted, 7
release the mouse @ ’ A {? ’ z?, ’ _3]| ’ @ ’ @ %
button. |

Invoices 200 DPI, Black & white [ 453, bytes | A




4.

When your fax
software starts,
send the scanned
item as a fax.

Display the item
in Page View that
you want to fax.

From the File
menu, choose

Links.

Choose the name
of your fax
software.

The fax software
starts and you can
send the item.

SENDING A SCANNED ITEM AS A FAX

Delina WinFax PRO Send E
To ZI Phonebook >> I
Humber :I Add to List I

Subject :IVisiDnem PaperPort
Recipient List

Schedule.... |
Remove
Make Group._{

[ Cower Page Quick Cover Page Fillln_._|| Cover...

,]P_ L

Attachments: [tem to print + 0 attachments selected Attach. ..
Options: Fine Res DOptions....
| Send I ‘ Cancel | ‘ﬂake Attachment

This sample shows the Delrina WinFax PRO window for sending a fax.
The window that appears on your computer will be for your fax
software.

v NOTE: Instead of using the fax link icon, you can also choose Links
from the File menu, and then choose the name of your fax software.

To send a scanned item as a fax from Page View:

MHew [tem

Impaort....
Export...

Change Title...
Summary Info...

Li the Printer

Frint... Cirl+P M5 Exchange

Frirt Setup. . America Orlir
Send... ) a

Eait Microzoft Ward for Windows 6.0

Microsoft WordPad

Any Word Processar
Microsoft Paint
Calera'wordScan 3.0
the Trash Can

Adobe Photozhop 3.05
co:Mail
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Select the item

v NOTE: In the sample, the name of the fax software is Delrina
WinFax. Note that an option named Fax is also listed. That option is
for fax software that isnt listed by name on the menu, or whose icon
does not appear on the Link Bar.

SENDING A SCANNED ITEM WITH AN E-MAIL MESSAGE

To send items as attachments to e-mail messages, your computer will
need:

= An e-mail account (typically over a network, or modem)

» E-mail software

To send a scanned item as an e-mail attachment from Desktop View:

[_ (O %]

Vizioneer PaperPort

to send.

Drag the item
onto the e-mail
link icon on the
Link Bar.

You can also click
the e-mail link
icon.

When the e-mail
link icon is
highlighted,
release the
mouse button.

File Fdit Search Miew Deskiop Page Help

Page

CE | £ [|Z

Duplicate Srach nztack

=\

Unstack1

N

Settings

(g}

Find

&

Browse

5

Rotate

Amange

=] PaperPort De:
(23 Adticles & Clippings

(2] Bank Accounts

(2 Investments

(Z3 Medical

(23 Phone Mumbers

(L3 Real Estate

(2 Receipts

(I Tawes

(23 Travel

Memos
Sales Memao

Invoices

Promo Letter Invoice 7/9/96

AR

Iy « e

Invoices 200 DPI, Black & white 453, bytes | A




4. When your e-mail
software opens, log
in and then send
the scanned item
as an attachment
to an e-mail
message.

SENDING A SCANNED ITEM WITH AN E-MAIL MESSAGE 37

g |

Log-in Name: |Ruheﬂ Baron

Cancel

| Less << |
[ Add Name to the Log-in List [ielete Name |

Location Name: - ||

Password:

Mode
LAN

P.0. Path: |C:\CCMDBILE\CCDATA3 |

= Mobile

This sample shows the login window for Lotus cc:Mail. The login
window that appears on your computer will be for your e-mail software.

v NOTE: Instead of using the link icons, you can also choose Links
from the File menu, and then choose the name of your e-mail
software. The software will open and you can send the item as an
attachment to an
e-mail message.

To send a scanned item as an e-mail attachment from Page View, choose
Links from the File menu and then choose the name of your e-mail
application.

RELATED TOPICS IN HELP

Fax an Item
Send an Item as an E-Mail Message
Manage and Use Other Links
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CHAPTER 6

Converting a Scanned
Item to Text

A scanned item is an image. Even the text on a scanned item is simply a
picture of the text, and you cant edit it as you would text in a word
processing document. Using optical character recognition (OCR)
software, the PaperPort software can convert those text “pictures” into
real text that you can then edit using a word processing application.

The PaperPort software includes OCR software so you can convert
scanned items without having to buy your own OCR software. After
scanning an item, you can simply “OCR it” and then work with the
converted text in your word processing application.

If you already own OCR software, you can use either it or PaperPort’s
built-in OCR software to convert scanned items.

WHAT IS OCR?

OCR is the computer’s way of recognizing that a picture of an “S” is
really the letter S, that the picture of a “W” is really the letter W, and so
on for each letter’s picture in a scanned item.

The OCR software looks at each letter on a page and, if it recognizes the
letter’s shape, converts it into the appropriate text character. When the
analysis of the page is complete, the OCR software puts the text
characters onto a page in about the same format as the pictures of text
on the original scanned item. The page is now a word processing
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The scanned words on
this page are not text. The
words are pictures of text,
and can’t be edited in a
word processing
application. For example,
if you tried to select a line
of text to reformat it, you
couldn’t.

After being processed
with the OCR

software, the pictures of
the text are now “real” text
that a word processing
program recognizes. You
can select text, as shown
here, to edit it. This
example shows how the
converted text would
appear in Microsoft

Word.

document containing text that word processing applications can
recognize. You can then edit the text, format it, cut and paste it, and so
on as you would normally when word processing.

The process is not always perfect. If the scanned item contains smudges
or hand-written notes, the OCR application will try to analyze them
but, of course, won't be able to come up with a suitable match. For that
reason you should always try to scan clean copies when planning to use
PaperPort’s OCR feature. Also, you should carefully check the converted
document to correct any mistakes that the OCR application made.

Here’s an example:

Visioneer PaperPort - Quotes [Untitled-1) [_[O] x]
File Edt Search View Page Annotations Help
EIE)
| H|X| & | &|Cc|ala
Desktop | Settings Find | Browse | Previous | MNest | Provios | Memt Rotate | Zoom Out| Zoom In
|
Here's What the Press is saying about
T PaperPort™:
@ “Visloneer. . .has created a small, simple, inexpensive, and elegant scanning system |
that makes it child's play to Ioad Iimages of paper documents into your computer
— and organize and manage ¥he
@ —Wall Street Journal
“Visioneer has added enough features and compatibility with industry-standard
document and communication packages fo make this version a big step forward -
f without compromising the Mvmerd-wimmg usability of its first release.”
\ei -PC Computing
— | -
i Kl | ¥
[Quotes [ 3000FIBlack tWhie | [ fo0x

% Microsoft Word - DOCODOT _RTF

| Fle Edt View lmet Fomat Tooks Table Window Help
[EEFEREREREEE RS
[p2 || [Times New Roman =] [11_ =] [B]Z[u]| [E][=

%'I‘_'I"‘1"‘|"‘2"‘I"‘3"‘I"‘4

Here's What the Press is saying about
PaperPortTM:Y]

"Visioneer. . has created a B 31T £ o E =
play to load images of paper documents into your computer an nrgamze an manage them. "

-Wall Street Jomrmalq]
1

1

"Wisioneer has added enough features and compatibility with mdustry-standard document and
communication packages to make this version a big step forward -without compromising the MVP Award-
winning usability of its first release."|

-PC Computing

EEE]L 3
el G T [ALT8" [nd Coz8 [ 5060W [RED WAk [ET | JR wen




Select the item to
convert. It can be
a single page or a
stack.

Drag the item
onto the word
processing link
icon on the Link
Bar.

You can also just
click the word
processing link
icon.

3. When the word

processing link
icon is highlighted,
release the mouse
button.

CONVERTING AN ITEM TO TEXT
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To convert an item to text, you first scan it into PaperPort. You can use
OCR to convert text from either Desktop View or Page View.

To convert an item from Desktop View:

Yizsioneer PaperPort
Fil= Fodt Search View Desktop Page Help

(O] %]

Q

Settings

(s ]

Find

=

Browse

Er

Rotate

Duplicate

A

Unstack

=

Unstack1

=

Stanh:

Amange

(23 Adticles & Clippings
(2] Bank Accounts
(23 Investments

(2] Medical

(23 Phone Humbers
(£ Real Estate

[Z3 Receipts

(I Tawes

(23 Travel

Promo Letter

Memos
Sales Memao

Invoices
Invoice 7/9/96

=
-

o
-

@A

cleBARB e

[Inwoices

[ 2000PI, Black &'wWhite | 45 3K bytes | p

v NOTE: This sample shows the steps for using the OCR software that
you received with PaperPort, and sending the converted text directly
to a word processing application. If you have other OCR software on
your computer, you send the text to it instead. You can also configure
the word processing link to send text to the other OCR application.

If the item is a stack, all pages are converted. To convert a single page of
a stack, use the Unstackl button on the Command Bar to unstack the
page first, and then convert it.

Instead of using the word processing link icon, you can also choose
Links from the File menu, and then choose the name of your word
processing software. The conversion process will begin.
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icrosoft Word - DOCDD0O1.RTF

File  Edit “iew |nset Format Tools Table ‘window =
| Cl=E) [ER[F) Ee][] o] -
[05 L= [Times New Roman =] [10_ =] [B] 2 ]1] [
4. When the
L [ R (RN RN R SRR RS SRR RNy |
conversion 1s _I
complete, the %
word processing 1
li . DATE: November 1, 1996
application TO: Jacgues Geluref
opens, and you FROM: Debb1eJone§ﬂ
. .. SURI: New Campaigny
can begin editing
the text. Tacques-I just wanted to keep you up to date about the results of the sales
campaign in the UK. As expected, we'te getting a very positive response to the
new flavors “Awesome Apricot” and “Outrageous Orange ™
The demographic studies in the test area proved to be helpful in positioning the
products, We are a big hit with the twenty-something group and expect to pick up -
L | - LI_‘
[Page T Sec 1 1A [AtZ7" Ln11 Col55 | [12:36 PM|[REC [MAK[EXT [OVA [wPH
To convert an item from Page View:
1. Display the item
. . Mew It
in Page View that el
you want to e
Expart...
convert.
Change Title...
Summary Info...
2. From the File L e
menu, ChOOSC FPrint.... Chl+F M5 Exchange
. Frint Setup... America Online
LlnkS. Send... Delrina WinF ax
Evit Fax
i .
3. Choose the =

name of your
word processing
software.

Micozoft wordPad
Anyword Processor
Miciozoft Paint
Calera'wordScan 3.0
the Trash Can

Adobe Photozhop 305
co:Mail

The OCR conversion begins. If the item is a stack, all of its pages are
converted. To convert a single page of a stack, unstack that page from
the stack first, then convert it.
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CONVERTING PART OF A PAGE TO TEXT

If a page includes graphics and you convert it, the OCR software will try
to convert the graphics to text. The result will be a lot of unrecognized
characters on the page because the software can't match text characters
with graphics. In that case, select those portions of the page that contain
only text, and convert that selected area.

To convert part ofa page to text:

l . DiSPla}’ the Page Visioneer PaperPort - Promo Letter [Promo Letter?) |_ O]
in Page View_ File Edit Seach ‘iew Page Annotations Help
EIE] e | ¢
B S e bl o el olala
Desktop Sattings Find Bromse Prewvious Meat Ereviniie: Hext Raotate | Zoom Out| Foom In
2. Click .the 1234 Palm Way |
Selection tool on San Francisco, CA 94110
815-555-9876

the Annotation
Tool Bar. %

3. Drag around
the portion of
text you want to
convert.

Dear Sales Associarte:

This fall, Tropical Blends is offering an exciting sales promotion package to all sales associates
in our U.5. and international offices. You can win ourstanding prizes, including the ultimate
tropical vacation—a week for two in heavenly Tahiti.

a2
3 Here’s how you can win! The sales associate with the most total sales between September 1 E
! and December 31, 1996, will win the grand prize. Other fabulous prizes will also be given |

Picture you and your companion at a full-service, ocean-front resort for seven fun-filled days
and six romantic nights. Crystal clear water, white sand beaches, warm breezes, and all

expenses paid -
Ki| I Ll_l

Fromo Letter 200 DP. Black & ‘white 150%
4
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Edit
Whde (Bt
U rdE &l Ehanaes
Cut Chrl+
. LCopy Chrl+C
4. From the Edit Easte Ll
menu, choose Delete Del
Copy As Text.
. Selectsll [Sirls
The conversion [Weseleatsll [Strle
begins. When
. . Find Annatation... Cirl+F
conversion is Fird Nest 3
complete, the Update Certert Indey...
selected text is e i
COpiCd to the Pl e Ealar, 3
Clipboard_ Preferences...
Link Preferences...
Eamplinde Etilrz
5. Open the Cant Repeat Culsy
application where Bl e
you want to paste Doy Lol
h d Paste Clrk
the text an Paste Special...
choose Paste from i Del
that application’s Sl Ene
Edit menu. Find... Chl+F
Feplace... Chil+H
. . Go To.. ChilsG
This example is i "
A AutoT et
from Microsoft Bookmark..
Word. [lffss
[Hbrect

CONVERTING A SCANNED SPREADSHEET

The process to convert a scanned spreadsheet is similar to converting a
page of text. In most cases the spreadsheet will retain it columnar
format, and the spreadsheet application will recognize number
characters as numbers if you want to update them.
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To convert a spreadsheet from Desktop View:

a5

release the mouse
button.

VYisioneer PaperPort Hi=l B3
l. SCICCt the File Edit Seach Miew Desktop Page Help
spreadsheet t0 S|l nje|plmls|a|a
convert. [tcanbea Fage Settings Find | Browse Rotate | Duplicate | tack | Unstack | Unstack!| = Amange
single spreadsheet P =]
k (23 Articles & Clippings
Or a stack. (3 Bark Accounts Invoices Memos
(33 Investrents Irvoice 7/9/96 Sales Memo
(£ Medical Budget
2. Drag the (23 Phone Mumbers -
item onto the (] Real Estate
H (2] Receipts
§preadsheet link —
icon on the & Travel
Link Bar.
You can also click Ul izl ¥
the spreadsheet —
link icon. =
) | g Yo
3. When th A G w3 ES
spreadsheet link _
. . . . [Irvvoices | 200DPI, Blagk & White [ 453K bytes | i
icon is highlighted,

This sample shows Microsoft Excel as your spreadsheet application, but
you could drag the spreadsheet onto any other spreadsheet icon on the

Link Bar.

Instead of using the spreadsheet link icon, you can also choose Links
from the File menu, and then choose the name of your spreadsheet

application.
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4, When the g".‘!Micmsoﬂ Excel M= &=
conversion iS File Edit Formula Format  Data  Options Macro Window  Help
complete, the H| = [Nomal =[=)[s] 2 ]Al <] [E=1F=]) 2
spreadsheet | [ BUDGETFORECAST
application opens
and you can begin = r
AR = T = —
editing its text and (& - - . . :
numbers. @z F | G | H ] 1 [ J [ k] L [ M
4 8/86] 01 | 9/86]  10/86] 11786 Q2 | S1 | 128
[ [ 5 | $28.675 $85525 $28.675 $29.575 $31.875 $90.125 $175.650 $31.67%
- B ] 10000 30000 10000 10000 13000 33000 3000 1200
[ 7 | 3000 8500 2500 3000 2500 8000 16500 330
| 8 | 4575 13725 4575 4575 4575 13725 27450 457
EN 9500 23300 500 8600 8600 23500 57500 960
| - [10]] 1500 4500 2000 2400 2200 600 11100 220
11
E [12] $28.200 $84600 $28.200 $23.400 $25.900 $77.500 $162,100 $22,900
- [13] 7500 22500 7500 7500 10000 25000 47500 750
[14 | 2000 6000 2000 2000 2000 000 12000 200
[15 | 8000 24000 B000 2700 2700 13400 37400 270
[ 16 | 200 24600 8200 8200 200 24500 49200 820
- 17 2500 7500 2500 3000 3000 8500 16000 250
Reay T NoMf [ |

To convert a spreadsheet in Page View, use the steps on page 42 that
explain how to convert an item from Page View, except choose the name
of the spreadsheet application instead of the word processing
application.

@ RELATED TOPICS IN HELP

Work with Items on the PaperPort Desktop

Work with Items in Page View

Convert an Item to Text



CHAPTER 7

Annotating a Page

To communicate well, you need to draw the reader’s attention to important
information. When working with paper, you can highlight text with
highlighter markers, add post-it notes, and circle text with a pen or pencil.
With PaperPort, you can use these methods, but in electronic form.

This chapter shows how to:

Select, move, and resize annotations

Cut, copy, paste, and crop sections of a page

Straighten a page that was originally scanned at an angle
Scroll quickly

Write notes on a page

Highlight sections of a page

Draw lines and arrows

Display and hide annotations

Print items

a7
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Here is an example of a page with some annotations on it.

- [0] %]

Q| @

Vizioneer PaperPort - Quotes [Letter]

File Edit Search Wiew Page Annotations Help

| E| El

#*| & & | ¢

. Deshtop Settings Find Browze Prewious Mext Prewious Mext Rotate | Zoom Out| Zoom In
Selection. Select an area to
copy, cut, paste, or Crop. T — 5|
3 ;
B------------ a

Sticky Note. Add a note,
just like a post-it note.

‘o, that's hard to
believe!

Arrow. Point to important
information with a line or
arrow.

If you'ne peocple, much of the information you deal with exists on paper. In
fact, 95% of the word's Infarmation is on paper rather than in electronic form, Yet there
s no conveniant, coat-affective way for you to share paper-based information with
others via electronic mail or alectronic B, UnBl now.

the amall, fast, -mmeuymbml anything on paper into your
rPort fits betwee

Highlight. Add a
highlight color.

onioff switchl The PaperPon software integrates with )ulpqnhr lhml:hn and
optical {OCR) you know and yday.

PaperPort makes getting information into your compuler even easier than printing it out.
paper input soluions from Visioneer, please call 1-800 787-

Freehand. Circle or
underline important
information.

For more
T

Ll EEEE
|

Call now for more
infarmation.

i

23 I

Guotes 200 DFI, Black & White Th%
i

You can also tell if an item in Desktop View contains annotations
because they appear as small symbols on the thumbnail.

Yisioneer PaperPort

File Edit Search “iew Deskiop Page Help
X A E|C
Page Settings Find Browse Rotate

Annotations

(2T Adticles & Clippings
(23 Bank Accounts
(2T Investments

(2] Medical

(23 Phone Mumbers
[Z] Real Estate

(3 Receipts

Symbols on the thumbnail
indicate that the item has
annotations.

(I Tawes
(23 Travel




1. Click the tool on
the Annotation
Tool Bar.

2. Place the cursor
on the page. Its
shape will

USING THE ANNOTATION TOOLS

USING THE ANNOTATION TOOLS

The basic method to use the annotation tools is similar for each tool.

To use an annotation tool:

Yizioneer PaperPort - Promo Letter [_ (O] =]

File Edit Search “iew Page Annotations Help

indicate the tool
you selected.

3. Dependingon the
tool you selected,
click or drag the
cursor to use the
tool.
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Dear Sales Associare:

This fall, Tropical Blends is affering an exciring sales promotion package t all sales associates
in our LS. and internarional offices. You can win outsmanding prizes, including the uldmare
tropical vacarion—a weck for two in heavenly Tahiti.

Here's how you can winl The sales associare with the most total sales between Seprember 1
and December 31, 1996, will win the grand prize. Other fabulous prizes will also be given
away.

Picture you and your companion at a full-service, ocean-front resort for seven fun-filled days
and six romantic nighrs. Crysual clear warer, white sand beaches, warm breezes, and all

expenses paid
For complete details about how to win and set sail for Tahiti nexr winter, see the arrached
memo.
-
K [
|Prormo Letter

| 200D, Black & 'White [ 1of1

| 100% 4

TooL SAMPLES

The following examples show how to use the annotation tools.

POINTER

49

Use the Pointer tool to select annotations on a page. Annotations must
be selected to move, resize, or edit them.
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To use the Pointer tool to move, resize, or edit an annotation:

1. Clickan
annotation to Guess what?

. Jacques was
select it. et \
2. To move the \

annotation, put
the pointer inside

the selected area, \

and drag the Guess what?
annotation to a Jacgues was
new place. promotad]

3. To resize the
annotation, put
the pointer on one
of the selection

boxes, hold down

the mouse button

and drag the \

pointer. \
4. To edit the text in

an annotation,

double-click the

annotation. The

cursor is at the
start of the text.

Guess what?
Jacques was
promoted!

IGuess what?
Jacques was
promoted|

SELECTION

Use the Selection tool to select an area to crop, cut, copy and paste, such
as a graphic for use in another application, or your signature for use on a
form letter.



2.

Drag to select an
area of the page.

Depending on
what you want
to do with the
selection, choose
Copy, Cut,
Crop, Delete, or
Copy As Text
from the Edit

menu.

To paste the
selection to
another
document, open
it, and choose
Paste from the
Edit menu.

TOOL SAMPLES 51

To use the Selection tool:

B------------ a
. R
. ____________
Whda (St
Unda All Changes
Cut Chrl+
LCopy Chil+C
Paste Chil+
Delete [rel
Crop
Copy Az Text
Select All Chrl+4,
[eselectAll (St

Freferences. ..
Link Preferences...

v TIP: Use this process to copy your signature onto letters. Then you
can fax a signed copy of your letters directly from your computer
without having to print the letter, sign it, and then re-scan it (or send
it from a fax machine).

Cut AND PASTE OPTIONS

You can copy (or cut) and paste to and from pages and applications in
several different combinations:

» From one page to another in Page View. The copied image is pasted
onto the receiving page; you can then move the image into place.

w From Page View to the PaperPort Dexktop. A new item is created on the
PaperPort Desktop with the copied image on it.

» From Page View to another application. The copied image appears on
the page in that application; you can then move that image to its
correct position in that application.
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» From another application to PaperPort. If the copied image is a
graphic, pasting it to the PaperPort Desktop creates a new item with
the image on it. Pasting to the Page View puts that image on the page
being displayed. If the copied material is text, it can be pasted to a
PaperPort sticky note or mark-up note, but copied text cannot be
pasted directly to a thumbnail on the PaperPort Desktop.

v NOTE: Another copy and paste option is the Copy As Text
command in the Edit menu. PaperPort converts the selection to text
at the same time it copies the text to the Clipboard.

=1 STRAIGHTEN PAGE
D

Use the Straighten Page tool to straighten a page, either horizontally or
vertically, that was originally scanned in at an angle.

To straighten a page:
1. Hold down the Visioneer PaperPort - Untitled-1 [_[OLX]
mouse button File Edit Search Yiew Page Annotations Help
i EIE] B | e
and draw a line N | AE| B =] 2|8 0@
along the edge Of Desktop Settings Find Browse | Previous |  Hext Frevious | Hext Rotate |Zoom Out| Zoom In
an area that you R =
want to be B
. = 16!
horizontal or i TROPICAL BLENDS Hirs I
. 3 Bhonds
vertical on the |_® ", ?:% Vi e s m:t:’-&"w"‘"m
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@ o h"'mwh.“:;luémnwm
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Bonanzn Beans, uptorea o rustc
—@ e e the duganeof o e sl P
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South America.
% Rospondiog 18 w&:‘ﬂﬂmmh" M:‘wl:‘
7 et e 0 asters o the Vet S L
— West mwdm-mﬂ"
=l
[Untitled1 [ 2000FI, Black & Whie Toil [100x 4




2. When you release
the mouse button
the PaperPort
software
straightens the
whole page along
the line you drew.

1. Put the hand

pointer on the
page.

Yisioneer PaperPort - Invoices [PR Announcement)

File Edit

Search Wiew Page Annotations

TOOL SAMPLES

Help
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TroPicAL BLENDS HiTs It Big!

With only three years in the coffes business, the Blends
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Blonds hos alrecdy displaced saveral other
corporations os the leading supplier of rabust gourmet coffees.

Their latest hit, Bonomza Beons, captures the rustic flavor of the
Old Wes1, yet retains the elegance of o French salon.

Illm initially lounched Bonanza Beans in the southwestem
Statas, the compony was pleased that its new brew took
off i Europs ond Asia. Mlhm surprise came when the
coffae received a warm welcome from caffen lavers thronghout
South America.

Responding to such enthosiastic demaond, Tropicol Blends bas

increased its ovtput of Bononza Beans and is sponsering o Wiki
West Weekend open to castomers arownd the world. Each bog of
Whnmhmuhwl“-lﬂlﬁmqhhh
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[ Z000FI, Black &'white |

[ 100z 4

PAN

Use the Pan tool to quickly scroll an image, up, down, left, or right.

To use the Pan tool to scroll quickly:

2. Drag the mouse.
The page image
moves as you
move the mouse.

Visioneer PaperPort - Promo Letter H=l
File Edit Search Yiew Page Annotations Help
ElE : - | - -
M & X & & C|_Q|R
Desktop Settings Find Browse Prewious Mext Fretriais et Rotate | Zoom Out| Zoom In
K ok iy g
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@ 415 555-“1‘
IEJ Decar Sales Associate:
:: This fall, Tropical Blends is offering an exciring sales promotion package to all sales associates
in our ULS, and internarional offices. You can win cutstanding prizes, including the uliimarz
y tropical vacation—a week for two in heavenly Tahiri.
— Here's how you can winl The sales associare with the most total sales between September 1
W and December 31, 1996, will win the grand prize. Other fabulous prizes will also be given
aweay.
_’i Picture you and your companion at a full-service, ocean-front resort for seven fun-filled days
— and six romantic nighrs. Crystal clear warer, white sand beaches, warm breszes, and all
| Proma Letter [ 200DPI, Black & White [ [ 100 4
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Il

Click the page.

Type the note in
the text box that
appears.

To collapseall the
sticky notes on a
page, select any
one of the notes
first.

From the
Annotations
menu, choose
Collapse Sticky
Notes.

To see the notes
again, select any
note, then choose
Expand Sticky
Notes from the
Annotations
menu.

STIcKY NOTE

Use the Sticky Note tool to write a resizable note at any place on the
age. You can also “collapse” the note so it doesn’t cover any information
pag p y

on the page.

To write a note with the Sticky Note tool:

| The insertion point is ready
for you to begin typing.

As you type the
note, the box
expands to fit
the amount of
text...

Guess what?
Jacgues was
promoted!

|E ——— The Collapsed Note icon
indicates a Sticky Note is at
that position on the page.

MARK-Up

Use the Mark-Up tool to add a line of text to the page.



1. Click the page

2

where you want
to type text.

Type a line of

text.

<

Hold down the
mouse button and
drag the Highlighter
tool over the area you
want to highlight.

|

Hold down the
mouse button
and draw a line
around the area
you want to
empbhasize.

TOOL SAMPLES

To write a note with the Mark-Up tool:

The Mark-Up tool is for typing a single line of text, like this.
Don’t press Enter to type a second line of text...

...instead create another mark-up box and type your text.

HIGHLIGHTER

Use the Highlighter tool to highlight any part of a page with a color.

To highlight a portion of a page:

Here’s What the Press is saying about
PaperPort™:
“Visioneer. . has created a small, simpie, inexpensive, and elegant scanning system
.. that makes it chiid's to inad images of paper documents iNto your compater
and organize and manage - 4§>
=Wall Street Journal
"Visloneer has added enough features and compatibility with industry-standard
document and communication to make this version a big step forward -
without compromising the MVP Award-winning usabllity of its first releass.”

-PC Computing

FREEHAND

Use the Freehand tool to draw freehand marks, for example, circle text
or underline important sentences.

To draw freehand lines on a page:

V4
7 —

Teotal

$450,00
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w|

Hold down the
mouse button
and drag to draw
a line or arrow.

To add or remove
arrowheads when
you draw, choose
Line Arrowhead
from the
Annotations
menu.

To change the line width of an existing line, select it, then choose Line
Width from the Annotations menu and choose a new line width.

To change the width for new lines that you want to draw, click the
Freehand tool or Arrow tool, choose Line Width from the
Annotations menu and then choose a new width. Existing lines will not

be affected.

v NOTE: Changing the line width affects both the Arrow tool and
Freehand tool.

ARROW

Use the Arrow tool to draw straight lines, with or without arrowheads,
to point to specific parts of a page.

To draw straight lines with the Arrow tool:

 ———
[ &notations |

v Show Annotations

[Salapee Shekyates:
Erpand Stekniotes

DISPLAYING AND HIDING ANNOTATIONS

You can display items on Page View with all of their annotations either
visible or hidden. This feature is especially useful if you want to print or
fax an item, but dont want to include the annotations.



To display or hide annotations:

1. In Page View, arnoton

choose Show

[Eollapse Stk iotes

Annotatlons Erpand|Sticknotes
from the P
Annotations Calor...

menu. The [Litie SAficdth v
checkmark means Llire Arohead >

the annotations
will be visible.

To hide
annotations,
choose Show
Annotations
again from the
Annotations
menu.

A page with visible annotations

PRINTING ITEMS 57

The same page with hidden annotations

of this new

Visioneer PaperPort - Training Memo (Sales Memo) [_[O]=] Visioneer PaperPort - Training Memo (Sales Memo) M=
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& -!@ < / changed!! *i‘ %
) DATE: November 1, 1996 ] DATE: November 1, 1996
TO. Jacques Gelure TO. Jacques Gelure
FROM: Debbie Jones FROM: Debbie Jones
What do you think SUBJ: New Campuign SUBJ: New Campaign

name?

Jacques— I just wanted w kesp you up to date about the
vesults of the sales eampaign in the UK. As expected, we'te
s sz 10 e new Ravors “Awesome

The demaographic srudics in the test area proved w0 be helpful
in positioning the products. We arc a big hit with the cwenty-
i ick

0
)
E
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o

RS sl kb2 s e Vit o

]
Sy
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‘The Tahiti promation is st for kick-off next month. We
i 1t of Fvorabl

by
the news modia. Sec the arached article for some of the press

I

0
i
E
&
L7

1
oy

4

Jacques— I just wanted w kesp you up to date about the
resuls of the sales campaign in the UK. As expected, we'te '
gerting a very positive response to the new avors “Awesome

Apricor” and *Outrageous Orange.”

The demaographic srudics in the test area proved w be helpful
in positioning the products. We arc a big hit with the twenty-
i ick

Jauich next meomtHs ads that arge the over thirty gromp.

‘The Tahiti promorion s st for kick-off next month. We
1t of Fvorabl b

the ncws modia. Sce the arached article for some of the press

[ Training Memo | J00DPIBlack & Whiz |

[0z 4

[ Training Memo

| Z00DPLBlack & Whiz | | 100z

PRINTING ITEMS

You can print any scanned item. If an item contains annotations that
you don’t want to include when its printed, remember to turn off the

annotations first.
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To print an item:

Yizsioneer PaperPort

1. Select the item. ' |

It can be a single
item or a stack.

2. Drag the selected

item onto the Bank Accounts
. . . Investments
Printer link icon Mool
on the Link Bar. Phone Numbers
Real Estate
. Feceipts
You can also just £

click on the Travel
Printer link icon.

3. When the Printer
link icon is
highlighted,
release the
mouse button.

You can also print by choosing Print from the File menu.

RELATED TOPICS IN HELP

Print, Save, and Delete Items
Work with Items in Page View
Add Notes, Arrows, and Other Annotations



CHAPTER 8

Filing Items in Folders

PaperPort’s filing system with folders is for items scanned or imported to
the PaperPort Desktop.

This chapter shows how to:

Store items in folders
Create new folders

Give folders titles

See the contents of folders

Find an item in a folder

59
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The list of folders appear in Desktop View along the left side of the

window.

Visioneer PaperPort [ _ [O] x|
File Edit Search “iew Desktop Page Help

Fage

A

Unstack

&

Unstack1

N

Settings

i+

Find

=

Browse

¢

Rotate

Arange |

Duplicate | Stack

G Aticles
. (23 Bank Accounts Invoices Memos
The list of folders — (23 Investments Proma Letter Inwoice 7/9/36 Sales Memo
(2] Medical

(2] Phone Numbers
(1 Real Estate

(2] Receipts

(Z] Tawes

(2 Travel

SR @ A=l

IFonices 200 DPI, Black & White [ 453K, bytes | i

DRAGGING AND DROPPING ITEMS INTO FOLDERS

The easiest way to move an item into a folder is by dragging-and-
dropping the item into the folder.

You can file items one at a time, or you can file multiple selected items
all at the same time. Each folder can hold up to 200 items.



CREATING NEW FOLDERS

To drag and drop an item into a folder:

61

lo C[le an item(s) Vizioneer PaperPort M= E
to SClCCt it. File Edit Search “iew Desktop Page Help
2. Drag the selected N | # & ¢ Z | &
M . g Page Settings Find Browse Rotgte Duplicate Staph Unstach | Unstack] Amange
ltem onto a ﬁ FPaperPort Desktop -]
fOIder' @ .?rtlcles & Clippings Medical Farm Surgery Bensfits Surgery Hospital
([0 Bari Accounts
. | i I
3. When thefolderis 08 Jogettienis -
h1ghl1ghted, ({3 Phane Mumbers
release the mouse et
(2] Receipts
button. [ZT Tawes
(23 Travel
1 Uf_3 »
3 &[G [ = B[ 3 [ B
| Medical, 2 iterns 200 DFI, Black & white | 178K, bytes | i

You can also put the selected item into a folder using the Move to Folder
or Copy to Folder commands on the Desktop menu. The Copy to
Folder command files a copy of the item in the folder, but leaves the
original in its original folder.

CREATING NEW FOLDERS

You can add new folders to the main list to create a personal filing
system. For example, you could create a folder named Business Memos
and another one named Personal Letters to keep your business
correspondence separate from your personal correspondence.
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Click PaperPort
Desktop.

From the File
menu, choose
New Folder.

Type the new
folder’s title next
to the new folder,

and click OK.

To add a folder to the main list of folders:

File Edit Search “iew Desktop Par

N | M E

Settings Find Browse

(T Adticles & Clippings
(T Bank Accounts
[ Investments

(2 Medical

[ Mew Falder

(23 Phone Mumbers
[ Real Estate

[ Receipts

[ Tases

(T Travel

Mew Folder E
Folder Title: 0k, I
Il Cancel |

GIVING FOLDERS NEW TITLES

Each folder must have a title. You can re-title any folder, including the
basic set of folders that you receive with PaperPort.

v NOTE: The PaperPort Desktop is not a folder and cannot be

renamed.
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3.

Click a folder to

select it.

Click the folder’s
title to see the text
box for editing
the title.

Type the new title
and press the
Enter key or just
click elsewhere on
the PaperPort
Desktop.

To give a folder a new title:

Vizioneer PaperPort

File Edit Search “iew Desktop Page Help

SEEING THE CONTENTS OF FOLDERS

63
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Q

Settings

Fage
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Find
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Browse
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Rotate

Duplicate
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You can also select the folder and choose Change Title from the File

menu.

SEEING THE CONTENTS OF FOLDERS

The Desktop View displays the contents of the open folder. Thus, if you

open the Medical folder, you will see all of the scanned items stored in

that folder.

Opening one folder, closes the other open folder.
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To see the items in a folder:

Vizioneer PaperPort

Articles & Clippings
Bark Accounts

1. Click a folder to

see the items in it.

Fieal Estate
Feceipts
Tanes
Travel

You can also click
the Browse
button to see all
of the items in all

of the folders.

FINDING AN ITEM

PaperPort’s search features help you find items stored in folders. For
example, if you recall the item’s title, keywords, text annotations, or
other identifying text, PaperPort can find the item.



In the Desktop
View, choose
Find Item from
the Search menu.

Type the text that
you know will

identify the item. [ v Title [ Annatation [~ Keywords
[T Comments [~ Creator
Select one or more Find—— ¢ First ltem & &l ltems

checkboxes to tell
PaperPort where
to search for the
identifying text.

Select the buttons
to find just the
first or all items
that have that text.

Click OK.

@

FINDING AN ITEM 65

To find an item in a folder:

Find Item [ %]

Text | Optiohs I

Search for: Ielegant zCanning

Ok I Cancel

Clicking the Options tab on the dialog box displays several options for
using the search features, including whether you want PaperPort to
match the uppercase and lowercase letters in the search text or to match
only whole words in the text.

RELATED TOPICS IN HELP

Work with Items on the PaperPort Desktop
Create and Work with Stacks

Organize and Store Items in Folders

Find Items
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APPENDIX A

PaperPort Viewer

With PaperPort Viewer, you can share PaperPort items—including
articles, letters, contracts, budgets, reports, and photos with others who
do not own the PaperPort software. PaperPort Viewer lets others view
and print PaperPort items.

You can distribute PaperPort Viewer to others free of charge. One
way to send someone PaperPort Viewer is to attach the PaperPort
Viewer file to an e-mail message and then send that e-mail message to
the recipient.

The PaperPort CD includes PaperPort Viewer for Windows. See the
installation guide that you received with your PaperPort scanner for
instructions about installing applications from the CD.

PaperPort Viewer is also available free on Visioneer’s web page. The
address is http://www.Visioneer.com. You can also get PaperPort Viewer
from many online services, such as America Online and CompuServe.
For example, on CompuServe, PaperPort Viewer is available under the
Office Automation Vendor Forum.

PaperPort Viewer has its own help information. Please see that help
information for a complete description of PaperPort Viewer and how to
use it.

67
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INDEX
A

Annotation Tool Bar 9, 19, 49
annotation tool samples 3, 4956
annotations
collapse notes 54
copy and paste 51
hiding or displaying 56
how to create 49
samples 48
selecting 4950
application link 4
archive link 16
Arrange button 22
Arrow tool 56

B

back up files 16
Browse button 21
business card scan 13

(

Collapse Sticky Notes command 54
Command Bar 9, 13, 18, 21, 22
convert text 6, 41—43

copy annotations 51

Copy As Text command 44, 52

D

deselect an item 27
Desktop button 21
Desktop View 2, 18, 28
annotations 48
Command Bar 21
e-mail 36
folders 60, 63
switch to 21
titles 30
drag and drop
create a stack 26
item in folder 60
Duplicate button 22

E

e-mail link 5, 33, 36
Excel 45

Export command 16
export item 8, 16

F

fax link 5, 33, 34

Find button 21

find item 64

folders 18
adding to list 62
changing title 62
contents 63
creating new folder 61
drag and drop 60
dragging items 60-61
list of 60
samples 7
selecting 63

Freehand tool 55

6

Go To Page 28
H

help system 1
Highlighter tool 55

import item 8
Internet 8, 67
item
export 8, 16
filing in a folder 7
finding 64
import 8
print 57
rotate 21
saved 15
scanned at an angle 52
scanning 12
selecting and deselecting 27

69
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item (continued)
selecting multiple 27
send
as e-mail 36
as fax 34
title 15, 30
unstacking 28

L

letter, signature on 51

line width 56

Line Widths command 56

link application 4

Link Bar 46, 9, 18, 19, 57
Links menu 33, 35, 41, 45

M
Mark-Up tool 54

N
Next button 22
notes
collapse 54
on a page 54

0

OCR6
definition 39
sample 40
software 39, 41
OLE 23
OLE Return button 23
One-Minute Guide 1
online help 1

Optical Character Recognition, See OCR

P
page

arrows 56

convert portion to text 43

highlight sections 55

note 54

scanned at an angle 52
Page button 20, 21

Page menu 27, 28
Page Navigators 27
Page View 2, 19
Command Bar 22
convert text 42
fax item 35
switch to 20
Pan tool 53
paper return 13
PaperPort CD 1
PaperPort Desktop 14, 18
PaperPort Viewer 8, 67
paste
annotations 51
converted text 44
Per-Page Titles command 30
photo scan 13
Pointer tool 49
Previous button 22
print items 57
Printer link icon 57

R

right mouse button 9
Rotate button 21

S

scan
button 23
page 12
photo 13
preview 12
straight through 13
Scan Settings 7, 13, 14
scroll quickly 53
select an item 27
Selection tool 43, 50
Settings button 21
shortcuts, right mouse button 9
signature, copy to a letter 51




spreadsheet
convert 44
link 45
stack 19
convert text 41
creating 25
definition 25
drag and drop 26
seeing pages in 27
title 30
unstacking 28
Stack button 22, 26
stack sample 3
Status Bar 18, 19
Sticky Note tool 54
Straighten Page tool 52

I

text
convert to 6, 39, 41
convert a portion 43
paste converted 44
thumbnail 18
annotations 48
definition 2
title 15
folder 62
item 26, 30
stack 26, 30

U

unstack all pages 29
Unstack button 22
unstack

one page 29

pages 28
Unstackl button 22, 41

v

Viewer, PaperPort 67
Visioneer web site 8, 67

W

WinFax PRO 35, 36

word processing
application 42
link icon 41

writing notes 54

L

Zoom In button 23
Zoom Qut button 23
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	Viewing Items
	Desktop View
	Page View
	Switching Between Desktop View and Page View
	To view an item in Page View:
	1. Select (click) the 1. item you want to 1. see i...
	2. Click the Page 2. button.

	To switch from Page View to Desktop View:

	Using the Command Bar in Desktop View
	Using the Command Bar in Page View

	Stacking Items
	Combining Items into Stacks
	Using Drag and Drop to Create Stacks
	1. In the Desktop 1. View, select the 1. item that...
	2. Drag the selected 2. item onto the 2. item on w...
	3. When the second 3. item is 3. highlighted, 3. r...
	4. Repeat steps 1 4. through 3 until 4. you finish...

	Selecting and Deselecting Items
	To select or deselect a single item:
	To select multiple items:


	Moving Between Stacked Pages
	To move between pages in a stack in Desktop View:
	1. Select the stack.
	2. Click the left 2. arrow of the Page 2. Navigato...
	3. Click the right 3. arrow of the Page 3. Navigat...

	To move between pages in a stack in Page View:
	1. Display the stack 1. in Page View.
	2. Click the 2. Previous or 2. Next button.


	Unstacking Items
	To unstack a single page:
	3. Click the 3. Unstack1 button.

	To unstack all of the pages in a stack:
	1. Select the stack in 1. Desktop View.
	2. Click the 2. Unstack button. 2. 2. You can also...


	Giving Titles to Items and Stacks
	To give an item or stack a title in Desktop View:
	1. Select the item or 1. stack.
	2. Click its title, or 2. choose Change 2. Title f...
	3. Type the new title 3. and press Enter.



	Sending a Fax or E-Mail Message
	Overview
	Sending a Scanned Item as a Fax
	To send a scanned item as a fax from Desktop View:...
	1. Select the item 1. to fax.
	2. Drag the item 2. onto the fax link 2. icon on t...
	3. When the fax link 3. icon is highlighted, 3. re...
	4. When your fax 4. software starts, 4. send the s...

	To send a scanned item as a fax from Page View:
	1. Display the item 1. in Page View that 1. you wa...
	2. From the File 2. menu, choose 2. Links.
	3. Choose the name 3. of your fax 3. software.
	4. The fax software 4. starts and you can 4. send ...


	Sending a Scanned Item with an E-Mail Message
	To send a scanned item as an e-mail attachment fro...
	1. Select the item 1. to send.
	2. Drag the item 2. onto the e-mail 2. link icon o...
	3. When the e-mail 3. link icon is 3. highlighted,...
	4. When your e-mail 4. software opens, log 4. in a...



	Converting a Scanned Item to Text
	What is OCR?
	Converting an Item to Text
	To convert an item from Desktop View:
	1. Select the item to 1. convert. It can be 1. a s...
	2. Drag the item 2. onto the word 2. processing li...
	3. When the word 3. processing link 3. icon is hig...
	4. When the 4. conversion is 4. complete, the 4. w...

	To convert an item from Page View:
	1. Display the item 1. in Page View that 1. you wa...
	2. From the File 2. menu, choose 2. Links.
	3. Choose the 3. name of your 3. word processing 3...


	Converting Part of a Page to Text
	To convert part of a page to text:
	1. Display the page 1. in Page View.
	2. Click the 2. Selection tool on 2. the Annotatio...
	3. Drag around 3. the portion of 3. text you want ...
	4. From the Edit 4. menu, choose 4. Copy As Text.
	5. Open the 5. application where 5. you want to pa...


	Converting a Scanned Spreadsheet
	To convert a spreadsheet from Desktop View:
	1. Select the 1. spread�sheet to 1. convert. It ca...
	2. Drag the 2. item onto the 2. spreadsheet link 2...
	3. When the 3. spreadsheet link 3. icon is highlig...
	4. When the 4. conversion is 4. complete, the 4. s...



	Annotating a Page
	Using the Annotation Tools
	To use an annotation tool:
	1. Click the tool on 1. the Annotation 1. Tool Bar...
	2. Place the cursor 2. on the page. Its 2. shape w...
	3. Depending on the 3. tool you selected, 3. click...


	Tool Samples
	Pointer
	To use the Pointer tool to move, resize, or edit a...
	4. To edit the text in 4. an annotation, 4. double...


	Selection
	To use the Selection tool:
	1. Drag to select an 1. area of the page.
	2. Depending on 2. what you want 2. to do with the...
	3. To paste the 3. selection to 3. another 3. docu...

	Cut and Paste Options

	Straighten Page
	To straighten a page:
	1. Hold down the 1. mouse button 1. and draw a lin...
	2. When you release 2. the mouse button 2. the Pap...


	Pan
	To use the Pan tool to scroll quickly:
	1. Put the hand 1. pointer on the 1. page.
	2. Drag the mouse. 2. The page image 2. moves as y...


	Sticky Note
	To write a note with the Sticky Note tool:
	1. Click the page.
	2. Type the note in 2. the text box that 2. appear...
	3. To see the notes 3. again, select any 3. note, ...


	Mark-Up
	To write a note with the Mark-Up tool:
	1. Click the page 1. where you want 1. to type tex...
	2. Type a line of 2. text.


	Highlighter
	To highlight a portion of a page:

	Freehand
	To draw freehand lines on a page:

	Arrow
	To draw straight lines with the Arrow tool:
	1. Hold down the 1. mouse button 1. and drag to dr...
	2. To add or remove 2. arrowheads when 2. you draw...



	Displaying and Hiding Annotations
	To display or hide annotations:
	1. In Page View, 1. choose Show 1. Annotations 1. ...
	2. To hide 2. annotations, 2. choose Show 2. Annot...


	Printing Items
	To print an item:
	1. Select the item. 1. It can be a single 1. item ...
	2. Drag the selected 2. item onto the 2. Printer l...
	3. When the Printer 3. link icon is 3. highlighted...



	Filing Items in Folders
	Dragging and Dropping Items into Folders
	To drag and drop an item into a folder:
	1. Click an item(s) 1. to select it.
	2. Drag the selected 2. item onto a 2. folder.
	3. When the folder is 3. highlighted, 3. release t...


	Creating New Folders
	To add a folder to the main list of folders:
	1. Click PaperPort 1. Desktop.
	2. From the File 2. menu, choose 2. New Folder.
	3. Type the new 3. folder’s title next 3. to the n...


	Giving Folders New Titles
	To give a folder a new title:
	1. Click a folder to 1. select it.
	2. Click the folder’s 2. title to see the text 2. ...
	3. Type the new title 3. and press the 3. Enter ke...


	Seeing the Contents of Folders
	To see the items in a folder:
	1. Click a folder to 1. see the items in it.


	Finding an Item
	To find an item in a folder:
	1. In the Desktop 1. View, choose 1. Find Item fro...
	2. Type the text that 2. you know will 2. identify...
	3. Select one or more 3. checkboxes to tell 3. Pap...
	4. Select the buttons 4. to find just the 4. first...
	5. Click OK.
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