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Introduction

AN N NN NN

Thank you for purchasing Color Image Scanner ScanSnap S510 (hereinafter referred to as the
"ScanSnap").

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

Bl You can turn images on paper into PDF files and made PDF files searchable by just
pressing the [SCAN] button!

You can turn documents cluttering up your desk into PDF files for managing and

archiving them on your computer. By using Adobe® Acrobat®, which comes with the
ScanSnap, you can view, edit, and search PDF files right at your fingertips.

PDF files are easy to print and share scanned images by e-mail.

In addition to the advantages above, the ScanSnap can automatically recognize the type
of documents, color or black-and-white, so that the size of the scanned image file can
be reduced when documents containing both color and black-and-white pages are
scanned. (Moreover, the ScanSnap can automatically remove blank pages from the
document to further reduce the size of the file.)

B You can scan documents with speed and efficiency!

Double-sided color documents of A4 or letter size paper can be scanned up to a speed
of 18 sheets/minute (when Scan mode is set to Normal, Color mode is set to Auto, and
Compression rate is set to 3). (¥1)
(*1) -Depending on the document, scanning speed may become slower in "B&W
(Black&White)" mode (due to process for converting data scanned in color to
monochrome data).
Example: Scanning color brochures in "B&W" mode

-When "Correct skewed character strings automatically,” "Allow automatic image
rotation," and/or automatic text recognition is enabled, scanning speed may become
slower.

H You can eliminate the nuisance of a bulky device!

Smaller than a sheet of A4 or letter size paper, the ScanSnap can fit unobtrusively on
your desktop all the time.

B You can file business cards with ease!

With CardMinder ", which is supplied with the ScanSnap, business cards can be easily
filed and searched for using the OCR function.
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Bl The Quick menu is newly added for beginners to operate the ScanSnap with
automatic ease!
When the [SCAN] button is pressed, the Quick menu is displayed. What you should do
is to select the action you want to perform on the Quick menu. The Quick menu is
simple enough for first-time use by completely neophytes. (Quick menu mode)

Bl You can send off the scanned image by e-mail or output the scanned image to the
printer immediately after scanning!
Without starting applications, you can attach the scanned image to e-mail or make
copies of the scanned image by outputting it to the printer.

Bl You can convert paper documents into Word/Excel/PowerPoint files!

With ABBYY FineReader for ScanSnapTM, you can convert the scanned document
directly into the Word/Excel/PowerPoint file.

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

This Operator’s Guide describes how to handle and operate the ScanSnap. Before using the
ScanSnap, be sure to read this document thoroughly for proper operation.
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B Regulatory Information

FCC declaration

This equipment has been tested and found to comply with the limits for a Class B digital
device, pursuant to Part 15 of the FCC Rules. These limits are designed to provide
reasonable protection against harmful interference in a residential installation. This
equipment generates, uses, and can radiate radio frequency energy and, if not installed and
used in accordance with the instruction manual, may cause harmful interference to radio
communications. However, there is no guarantee that interference will not occur in a
particular installation. If this equipment does cause harmful interference to radio or
television reception, which can be determined by turning the equipment off and on, the user
is encouraged to try to correct the interference by one or more of the following measures:

® Reorient or relocate the receiving antenna.
e Increase the separation between the equipment and receiver.

e Connect the equipment into an outlet on a circuit different from that to which the receiver
is located.

e Consult your dealer or an experienced radio/TV technician.

Changes or modifications not expressly approved by the party
A CAUTION responsible for compliance could void the user’s authority to operate the
equipment.

ron e The use of a shielded interface cable is required to comply with the Class B
@ﬂ? limits of Part 15 of FCC rules.

e The length of the AC cable must be 3 meters (10 feet) or less.
EEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm

Canadian DOC Regulations

This digital apparatus does not exceed the Class B limit for radio noise emissions from
digital apparatus set out in the Radio interference Regulations of the Canadian Department
of Communications.

This Class B digital apparatus complies with Canadian ICES-003.

Le présent appareil numérique n'émet pas de parasites radioélectriques dépassant les limites
applicables aux appareils numériques de la classe B et prescrites dans le Réglement sur le
brouillage radioélectrique dictées par le Ministére des Communications du Canada.

Cet appareil numérique de la classe B est conforme a la norme NMB-003 du Canada.



Bescheinigung des Herstellers / Importeurs

Fiir den S510 wid folgendes bescheinigt:

e In Ubereinsstimmung mit den Bestimmungen der EN45014(CE) funkentstort

® Maschinenldrminformationsverordnung 3. GPSGV: Der hochste Schalldruckpegel betrigt
70 dB (A) oder weniger, geméll EN ISO 7779.

International ENERGY STAR® Program

As an ENERGY STAR® Partner, PFU LIMITED has determined that

this product meets the ENERGY STAR® guidelines for energy ' '
efficiency. W
The International ENERGY STAR® Office Equipment Program is an

international program that promotes energy saving through the ENERGY STAR
penetration of energy efficient computers and other office equipment.

The program backs the development and dissemination of products with functions that
effectively reduce energy consumption. It is an open system in which business proprietors
can participate voluntarily. The targeted products are office equipment such as computers,
monitors, printers, facsimiles, copiers, scanners, and multifunction devices. Their standards
and logos are uniform among participating nations.
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B Liability

READ ALL OF THIS MANUAL CAREFULLY BEFORE USING THIS PRODUCT. IF
THIS PRODUCT IS NOT USED CORRECTLY, UNEXPECTED INJURY MAY BE
CAUSED TO USERS OR BYSTANDERS.

While all efforts have been made to ensure the accuracy of all information in this manual,
PFU assumes no liability to any party for any damage caused by errors or omissions or by
statements of any kind in this manual, its updates or supplements, whether such errors are
omissions or statements resulting from negligence, accidents, or any other cause. PFU
further assumes no liability arising from the application or use of any product or system
described herein; nor any liability for incidental or consequential damages arising from the
use of this manual. PFU disclaims all warranties regarding the information contained herein,
whether expressed, implied, or statutory.

Use in High-safety Applications

This product has been designed and manufactured on the assumption that it will be used in
office, personal, domestic, regular industrial, and general-purpose applications. It has not
been designed and manufactured for use in applications (simply called "high-safety
applications" from here on) that directly involve danger to life and health when a high degree
of safety is required, for example, in the control of nuclear reactions at nuclear power
facilities, automatic flight control of aircraft, air traffic control, operation control in mass-
transport systems, medical equipment for sustaining life, and missile firing control in
weapons systems, and when provisionally the safety in question is not ensured. The user
should use this product with adopting measures for ensuring safety in such high-safety
applications. PFU LIMITED assumes no liability whatsoever for damages arising from use
of this product by the user in high-safety applications, and for any claims or compensation
for damages by the user or a third party.

About the use of mercury

Lamp(s) inside this product contain mercury and must be recycled or disposed of
@ according to local, state, or federal laws.

To avoid unexpected injury, read the following carefully.
Doing the following actions may result in serious personal injuries:

® Do not put the substance in the lamp in your mouth as it contains mercury.
e Do not incinerate, crush, or shred the scanner.

® Do not breathe the chemical liquid contained in the scanner parts.



B Trademarks

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

Word and Excel are the products of Microsoft Corporation.

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

Intel and Pentium are trademarks or registered trademarks of Intel Corporation its
subsidiaries in the United Sates and other countries.

ScanSnap, ScanSnap logo, and CardMinder are the trademarks of PFU LIMITED.

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

ABBYY™ FineReader™ 7.x Engine © ABBYY Software House 2005.
OCR by ABBYY Software House. All rights reserved.
ABBYY, FineReader are trademarks of ABBYY Software House.

How Trademarks Are Indicated In This Manual

ScanSnap: ScanSnap S510

CardMinder: CardMinder" " 3.1
References to operating systems (OSs) are indicated as follows:

Windows 2000:  Microsoft® Windows® 2000 Professional operating system

Windows XP: Microsoft® Windows® XP Professional operating system
Microsoft® Windows® XP Home Edition operating system

Windows Vista:  Microsoft® Windows® Vista' Home Basic operating system (32-bit)
Microsoft® Windows® Vista' Home Premium operating system
(32-bit)
Microsoft® Windows® Vista" Business operating system (32-bit)
Microsoft® Windows® Vista™ Enterprise operating system (32-bit)

Microsoft® Windows® Vista' Ultimate operating system (32-bit)
Windows: Windows 2000, Windows XP, and Windows Vista

Adobe Acrobat:  Adobe® Acrobat®
All descriptions in this manual are based on the premises that Adobe
Acrobat supplied with the ScanSnap is used. Unless otherwise specified,
Adobe Acrobat herein refers to Adobe Acrobat supplied with the
ScanSnap. The version of Adobe Acrobat supplied with the ScanSnap is
subject to change without notice. If the screen examples in this document
differ from actual ones, please refer to "Adobe Acrobat Help."

ABBYY FineReader: ABBYY FineReader for ScanSnapTM

. The screenshots used in this manual are of Windows XP.
@“’? Depending on the operating systems you are using, the screen examples and

operations may differ from the actual ones.
EEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
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About Mouse Operations

In this manual, mouse operations are defined as follows:
Click: refers to clicking on the left mouse button one time (=> Left-click).
Right-click:  refers to clicking on the right mouse button one time.
Double-click: refers to clicking twice in rapid succession on the left mouse button
down.

Manufacturer

PFU LIMITED

International Sales Dept., Imaging Business Division, Products Group
Solid Square East Tower, 580 Horikawa-cho, Saiwai-ku, Kawasaki-shi Kanagawa 212-8563, Japan
Phone: (81)(44) 540-4538

All Rights Reserved, Copyright © PFU LIMITED 2007.



B Safety Precautions

This manual describes important details for users to use this product safely and correctly.
Read this manual thoroughly before you start using this product.

Be sure to read and fully understand the Safety Precautions in this manual, in particular.
In addition, keep this manual handy during use of this product, so that you can refer to it
quickly when necessary.

Warning Indications Used In This Manual

In this manual, the following signs are used to indicate a risk of physical injury and damage,
so that safe and correct use of this product can be ensured and possible danger and injury to
the operator and other persons can be avoided.

This sign warns the operator that improper use, indicated with this sign,
AWARMNG may cause death or severe injury of the operator or people in the
vicinity, if not followed.

This sign warns the operator that improper use, indicated with this sign,
A CAUTION may cause minor injury of the operator, or damage to equipment or
property, if not followed.

Symbols Used In This Manual

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

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
JU—— This symbol alerts operators to particularly important information. Be sure to
N read this information.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
Q This symbol alerts operators to helpful advice regarding operations.

operatw This symbol shows operations to perform on your computer.

Operaion This symbol shows operations to perform with your scanner.

7
<
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A TRIANGLE symbol indicates that special care and attention is required.
The drawing inside the triangle shows the specific caution.

A CIRCLE with a diagonal line inside shows action which users may not perform.

The drawing inside or under the circle shows the specific action that is not
allowed.

Outline characters on a colored background show instructions users should
follow.

It may also include the drawing that shows the specific instruction.

© b

About the Hot Surface Hazard Warning Label

The following warning labels are attached to this product.

The area around the part to which this warning label is affixed can become very hot.
Please take serious caution as the heat can cause burns.

>

EEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
Do NOT remove the warning labels from the scanner. Avoid them from being
stained, so that the warning labels are plainly visible.

ATTENTION

%

Screen Examples In This Manual

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

If actual screens differ from those used as examples in this manual, operate by following the
actual ones referring to the User's Manual of the scanner.

The screenshots used in this manual are for the ScanSnap Manager and the CardMinder
applications.

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

About Maintenance
Repairs should be done by properly trained repair technicians.

When this product needs servicing, please contact the store where you purchased it or any
authorized FUJITSU Image Scanner service provider.



AWARNING

The following describes important warnings described in this manual.

Do not touch the AC cable with wet hands.

Do not touch the power plug with wet hands. Doing so might cause electric
shock.

>

Do not damage the AC cable.

A damaged AC cable may cause fire or electric shock.

Do not place heavy objects on AC cables, or pull, bend, twist, heat, damage or
modify AC cables.

Do not use damaged AC cables or power plugs, and AC cables or power plugs
when the wall socket is loose.

%,

Use only specified AC cable, AC adapter, and connector cables

Use only the specified AC cable, AC adapter, and connector cables. Failure to
use the correct cables might cause electric shock and equipment failure.

Do not use the AC cable, AC adapter, and connector cables provided with this
scanner for other devices, since this might cause equipment failure and other
troubles or an electric shock.

%,

Use this scanner only at the indicated power voltage. Do not
connect to multiple-power strips.
Use this scanner only at the indicated power voltage and current. Improper

power voltage and current might cause fire or electric shock.
Also, do not connect to multiple-power strips.

>

Wipe any dust from the power plug.

Wipe off any dust from metal parts on the power plug or metal fittings with a soft,
dry cloth. Accumulated dust might cause fire or electric shock.
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Do not install in locations subject to oil smoke, steam, humidity,
and dust.

Do not install the scanner in locations subject to oil smoke, steam, humidity, and
dust. Doing so might cause a fire or electric shock.

%,

Do not use the scanner if you smell strange odor.

If you detect heat coming from the device or detect other problems such as
smoke, strange smells or noises, immediately turn off the scanner and then
disconnect its power plug.

Make sure that the smoking has stopped, and then contact the store where you
bought the scanner or an authorized FUJITSU scanner service provider.

i

Turn the scanner OFF if it is damaged.

If the scanner is damaged for any reason, turn off the scanner and unplug the
power cable before contacting the store where you purchased the scanner.

§

Do not put liquids inside the scanner.

e Do not insert or drop metal objects in to the scanner.
e Do not scan wet documents or documents with paper clips or staples.
¢ Do not splash or allow the scanner to get wet.

If foreign objects (water, small metal objects, liquids, etc.) get inside the scanner,
immediately turn off the scanner and disconnect the power plug from the power
outlet, then contact the store where you bought the scanner or the Maintenance
Service Center.

Pay particular attention to this warning in households where there are small
children.

> O

Do not touch the inside of the scanner unless necessary.

Do not take apart or modify the scanner. The inside of the scanner contains high-
voltage components. Touching these components might cause fire or electric
shock.

@



ACAUTION

The following illustrates important cautions described in this manual.

Do not install the scanner on unstable surfaces.

Install the scanner on a flat, lever surface. Make sure none of the scanner parts
protrudes outside the desktop.

Do not install the scanner on unstable surfaces. Install the scanner on a level
surface that is free of vibration to prevent it from falling.

Install the scanner on a strong surface that will support the weight of the scanner
and other devices.

L@

Firmly insert the power plug.

Firmly insert the power plug into the power outlet as far it can go.

-~

Do not block the ventilation ports.

Do not block the ventilation ports. Blocking the ventilation ports generates heat
inside of scanner, which may results in fire or scanner failure.

%,

Do not place heavy objects or climb on top of the scanner.

Do not place heavy objects on the scanner or use the top surface of the scanner
for performing other work. Improper installation might cause injuries.

%,

Before moving the scanner, unplug the power cord from the
electrical outlet.

Do not move the scanner with the power and interface cables connected as this
might damage the cables, causing fire, electric shock or injuries.

Before moving the scanner, be sure to disconnect the power plug from the power
outlet, and disconnect data cables. Also, make sure that the floor is free of
obstructions.

&
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Protect the scanner from static electricity.

Install the scanner away from strong magnetic fields and other sources of

electronic noise. Also, protect the scanner from static electricity as this might
cause the scanner to malfunction.

%,

Do not use aerosol sprays near the scanner.

Do not use aerosol sprays to clean the scanner. Aerosol sprays cause dirt and
dust to enter the scanner, resulting in scanner failure and malfunction.

%,

Avoid any contact when scanner is working.

Avoid touching any scanner mechanism when scanning as this may cause
injuries.

g

Unplug the power cord from the electrical outlet when the
scanner is not used for an extended period of time.

For your safety, unplug the power cord from the electrical outlet when the
scanner is not used for an extended period of time.

§

Do not expose the scanner to direct sunlight.

Do not install the scanner in a location exposed to direct sunlight or near any
heating apparatus. Doing so increases the inside temperature of the scanner,
and a fire or failure may occur. Install the scanner in a well-ventilated location.

%,

Do not use the scanner immediately after moving it from a cold
place into a warm room.

Do not use the device immediately after moving it from a cold place into a warm

room. This may cause condensation, which might lead to scanning errors. Let the
device dry about one or two hours before you use it.

%,

Be careful not to cut your fingers

When handling the paper or Carrier Sheet, be careful not to cut your fingers by
the paper or Carrier Sheet.

&



Chapter 1

Before You Start Using the ScanSnap

This chapter describes the necessary preparations for using the ScanSnap.

1.1 Checking the Contents of the Scanner Package ...........ccccovvummmriiinnnicninennneccnnnn, 2

1.2 Names and Functions of Components ... 3
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1.1 Checking the Contents of the Scanner Package

When you unpack the scanner package, find the packaging list first, and then make sure that the
ScanSnap and all items in the packaging list are present.
If anything is missing or damaged, contact the store where you purchased the product.



1.2 Names and Functions of Components

1.2 Names and Functions of Components

This section describes the names of parts and their functions.

B Front View

1

Paper chute
Open the cover to use the scanner.

—Opening the cover turns on the scanner.

ADF
(ADF:Automatic Document Feeder)

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

deugueog sy Buisn LIS NOA 810j8g

Side guide

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

Q /
i
/ /&r a / Cover open lever
\ ) ‘ To open the ADF, pull this lever toward
/ /_ X

you.

/\/‘/;‘%]j Operation button

—Refer to the next page.

Stacker
Before using the stacker, unfold and extend it as shown above.

You can also use the ScanSnap without unfolding the Stacker.
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Operation Button

[SCAN] button
Press this button to start the scanning.

[POWER] button
Turns on/off the power.

Power indicator @
Indicates the power status of the scanner.

Blue (Solid): Ready
Blue (Blinking): Scanning
Orange (Solid): Error
Light off: Power off

Rear View

00000000000
©0000000000000
©0000000000

AC adapter connector

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

USB connector

Seal (reminds you that the supplied software
has to be installed first)

After installing the software, remove this seal.



Chapter 2

AN N NN NN

Connecting the ScanSnap

This chapter describes how to connect the ScanSnap to your personal computer.

Before you connect the ScanSnap, install the supplied programs (Adobe Acrobat, ABBYY
FineReader for ScanSnap, ScanSnap Manager, ScanSnap Organizer, and CardMinder) on your
personal computer.

ATTENTION e Be sure to install ScanSnap Manager before connecting the ScanSnap to your
@g’y personal computer.

If you connect the ScanSnap to the personal computer before installing

ScanSnap Manager, the ScanSnap will not operate correctly.

* If you have connected the ScanSnap to the personal computer before
installing ScanSnap Manager, the "Found New Hardware Wizard" dialog box
appears (this dialog box might be slightly different depending on the
operating system running on your personal computer). If this dialog box
appears, click the [Cancel] button to close the Wizard dialog box, and install
ScanSnap Manager first.

e When the ScanSnap is connected to a personal computer, other FUJITSU
scanner models (fi-5110EOX Series or ScanSnap S500) or another S510
cannot be used on the same personal computer.

For details about the installation area for the scanner, refer to "Appendix C Quick Menu Mode /
Left-Click Menu Mode" (page 255).

2.1 Installing the Supplied Programs..............ccuuieiiieeimmmmeemieeeesseesssssessesssssesssssssssssenenn 6

2.2 Connecting the ScanSnap to your PC ... 21
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2.1

Installing the Supplied Programs

"Installation" of programs is the act of copying the program files supplied with the ScanSnap into
the hard disk of your personal computer so that the environment for using the ScanSnap is created

on the personal computer in which you install the program files.

B Before Installing the Supplied Programs for the ScanSnap

Before installing the supplied programs for the ScanSnap, perform the following preparations:

1. Check your system.
The system requirements for the ScanSnap are as follows:

B Operating system

One of the following operating systems is required:

Windows 2000
Windows XP
Windows Vista

Windows 2000 Windows XP *5 Windows Vista *5
ScanSnap Manager 2 v *] v
ScanSnap Organizer ' v *] v *4
CardMinder ~ v ¥] g
Adobe Acrobat Vv #3 V¥ -
ABBYY FineReader v~ v ] g
for ScanSnap

*1: Service Pack 1 or later must be applied
*2: Service Pack 2 or later must be applied
*3: Service Pack 4 or later must be applied
*4: The Search function is based on Adobe Acrobat functions. To use the Search
function, Adobe Acrobat must be installed. Install any version supported by
Windows Vista. Without a supported version of Adobe Acrobat, the search function
is not guaranteed to work properly.
*5: ScanSnap S510 is not supported by the following operating systems:
Windows XP Professional x64 Edition
Windows Vista 64-bit Editions

B Personal computer

e Intel® Pentium®4 1.8 GHz or higher
e CD-ROM drive (used for installation)
e USB port (USB 2.0/1.1)



2.1 Installing the Supplied Programs

H RAM
For Windows 2000 and Windows XP:
256 MB or more (512 MB or more is recommended when you scan documents while
sellecting "Excellent" in the "Image quality" drop down list.)
For Windows Vista:
512 MB or more
B Free disk space

e ScanSnap Manager 280 MB
e ScanSnap Organizer 320 MB
e (CardMinder 200 MB
e Adobe Acrobat 670 MB

(plus 270 MB for file cache at installation)
e ABBYY FineReader for ScanSnap 270 MB

EEEEEEEEEEEEEEEEEEEEEEEEEEEEETRN
ATTENTION e The ScanSnap may not function if it is connected to the USB port on the
@g’y keyboard or the monitor.
e |f you are using a commercially available USB hub, use a powered hub
equipped with an AC adapter.
e To connect the ScanSnap with USB 2.0, it is required that the USB port and
the hub be compliant with USB 2.0. When you connect the ScanSnap with
USB 1.1 port, scanning speed may slow down. Therefore, use the USB 2.0
compatible one if your computer has the USB 2.0 compatible port.
e |f the CPU and memory do not meet the required specifications, scanning
speed will slow down.

deugueog ay) 6unosuuo) NG

Make sure that the ScanSnap is not yet connected to your personal computer.

Start your personal computer.
Log on as a user with "computer administrator" privileges.

Exit all programs and close all windows.

ScanSnap S510 Operator's Guide | 7



B Installing Adobe Acrobat

Install Adobe Acrobat using the following procedure from the "Adobe Acrobat 8.0 CD-ROM"
supplied with the ScanSnap.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
ATTENTION Adobe Acrobat can be used on the following operating systems:
@g’? e Windows 2000 (Service Pack 4 or later)
Windows XP (Service Pack 2 or later)
Other requirements:
¢ Internet Explorer 6.0 or later
e Screen Resolution: 1024 x 768 or higher

NP Adobe Acrobat is required for viewing the "ScanSnap S510 Operator’s
iy ) Guide," "ScanSnap Organizer User’s Guide," and "CardMinder User’s Guide."
g Adobe Acrobat can also be linked to the ScanSnap for displaying the scanned
images in Adobe Acrobat.

* You do not have to install Adobe Acrobat if it is already installed on your
personal computer.

= Proceed to "Installing ABBYY FineReader for ScanSnap" on page 10.

Operaw

Prepare the Adobe Acrobat 8.0 CD.

1. Insert the supplied "Adobe Acrobat CD" into the CD-ROM drive.

= The CD-ROM is automatically recognized and the "Adobe Acrobat 8 Standard" window
appears.

N P This window is not displayed automatically when the "Auto play" setting of your
Cg) computer is deactivated. In this case, run "AutoPlay.exe" of this CD directly
using the "Explore" or "My computer.”



2.1 Installing the Supplied Programs

2. Click on the folder icon.

Install Adobe Acrobat 8 Standard

"-f?’ Read Me 2
(& " Browse CD Contents > "
v ! AR
] Read License Agreement hdabe
Blweays show SutoPlay Exit O
(@)
>
3. Click the [Next] button. (3D
Q
i@ Adobe Acrobat B Standard - Setup EJ 5
«Q
—
-y
L oD
ADOBE’ ACROBAT" 8 STANDARD g
Q
>
wn
>
Q
©
Al
Adabe

= Installation is started and the setup dialog box appears.

4. Follow the on-screen instructions to install the software.

about the installation of Adobe Acrobat.

ol Select "How to install" on the "Adobe Acrobat" dialog box (step 2) to learn more
C@D Refer to "Adobe Acrobat Help" about how to use Adobe Acrobat.

ScanSnap S510 Operator's Guide | 9
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Installing ABBYY FineReader for ScanSnap

Install ABBYY FineReader for ScanSnap by using the following procedure from the "ABBYY
FineReader CD" supplied with the ScanSnap.

Operation

Prepare the ABBYY FineReader CD.

Insert the "ABBYY FineReader CD" into the CD-ROM drive.
= The "ABBYY FineReader for ScanSnap" screen appears.

ATTENTION e |f Windows XP Service Pack 2 is installed in your computer, you may see the
following dialog box when inserting the CD described above. Click the [Yes]
button to show the "ABBYY FineReader for ScanSnap" screen.

Internet Explorer [Z|

information. Are you sure that you want to allow CDz ta run active

ri‘l Active content can harm your computer or dizclose personal
i
content on your computer?

“what vou should know sbout active content...

In the future, do naot show this message.

If the "In the future, do not show this message." checkbox is marked, you will
not see this dialog box when inserting a CD that attempts to connect to
Microsoft Internet Explorer in the future.

e You may see [Information Bar] instead of the message above. If so, first, click
the [OK] button and then the yellow part with a warning for options.
Next, select [Allow Blocked Content] from the menu.

Information Dar velp

Did pou matica the infomation Dar? qgiian (DCR) eoftwars ARRECANANE Bhat integratas with
1+ generated by your Scan

The Irdeeraabion Nl et yoas b Irkserent Eplonse blocks
POEriD v o e cseinad thal mohi rot be 1afe. I &
etk

B e e o o ont becwen |
] D e s thi it i

Leam.sbout fhe Iolimation ..

wrenABTSEm ARDYY FOF Transformer 2.0 Pro & an easy-10-use 76t pomertul wslity that combines FOT corvversion and PO creation
funeionaiises. The p uuu acourately transtarms § _# ikl B nba el e - Serchits e craates PO me; deily
The Tryfituy = id fin
2043 Pt B e sl g, A PO FLAS traatnd by ot B uln st bibd ot A

’Geoal trisi stamps.

tnstail |
{Fun sabipazs

Parn infarmation sbaut ABSTTY products: musabbrr.om

D vere 3 iy oot




2.1 Installing the Supplied Programs

Finally, click the [Yes] button on the "Security Warning" dialog to proceed.

Security Warning

Allowing active content such as script and Active controls can be useful,
' but active content might also harm your computer,

Are you sure you want ta let this file run active content?

2. Click [Install>] to proceed with installation.

23 ABBYY FineReader for ScanSnap - Microsoft Internet Explorer

Fle Edit View Favorites Tools Help

Qe - O \ﬂ @ ;‘, ) search

fddhess | € Giireadme.him

v B ks &y

This CD contains:
ABBYY FineReader for ScanSnap™ 3.0

ABBYY FineReader for ScanSnap™ 3.0 is a set of optical character recognition (OCR) software applications that integrates with
your ScanSnap Manager. It allows sasy and fast conversion of PDF filss generated by your ScanSnap scanner to Searchable

PDF or editable files in Microsoft® word, Excel and PowerPoint formats. ABEBYY FineReader for ScanSnap recognizes
documents in 180 languages, retains original dacumsnt layout, and is fast and sasy to uss.

-Run setup.exe)

ABBYY PDF Transformer 2.0 Pro Try&Buy

" ABBYY" Products
www.ABBYY.com

deugueog ay) 6unosuuo) NG

ABBYY PDF Transformer 2.0 Pro is an easy-to-use yet powerful utility that combines PDF conversion and PDF creation
functionalities. The product accurately transforms POF files of any tvpe into truly editable formats and creates PDF files directly
from Microsoft Office applications. The Try&Buy version is valid for 15 days from the day of the first launch of the program.

You can convert up to 50 pages total during the trial period. All PDF files created by the program in the trial mode will have
special trial stamps.

[Install B
[Tnstall B oot exe

Mare information about ABBYY’s products: wwe.sbbyy.cam

|§] Done 4 vy Computer

= The file folder containing the setup.exe file appears.

ScanSnap S510 Operator's Guide | 11
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3. Double-click the [Setup.exe] icon.

& F:\FR_for_ScanSnap - Microsoft Internet Explorer [g [Z|
File  Edit Miew Favorites Tools  Help v#

|\) Back. .J |_-E pSearch [L—_ Folders v

Address |[25) F:\FR_for_Scansnap v| b

File and Folder Tasks ¥ I_,J .I .I

FineReader 1031.mst 1033.mst 1034.mst
Other Places ¥

Details €

1036.mst 1040, mst 1049, mst 2070.mst

[ 1E

FR_for_ScanSnap
File Folder

dified; Tad =5 =5 =]
Date Modified: Today, .@i .@i =
Mavember 14, 2005, 9:18 AM £ B T
ABEYY instrsif.exe  instmsiw,exel  setup.exe
FineReade. ..
sekup.ini
13 objects .39 ME 4 My Computer

4. Select the language for this installation and click [OK].

Choose setup language

=] Select the language for this installation frorm the
I'.'__gf‘ choices below.
5,
| English v |

< ‘ (] 4 '4 > Cancel

= The InstallShield Wizard for ABBYY FineReader for ScanSnap appears.




2.1 Installing the Supplied Programs

= Follow the on-screen instructions to install the software.

i ABBYY FineReader for ScanSnap (TM) 3.0 - InstaliShield Wizard [= |51 |[X]

Welcome to the InstallShield Wizard for
ABBYY FineReader for ScanSnap (T} 3.0

ABEYY FineReader for Scansnap (TM) 3.0 Setup is preparing
the Installshield Wizard which will guide waou through the
program setup process, Please wait,

deugueog ay) 6unosuuo) NG

"ABBYY FineReader for ScanSnap User’s Guide."

Select [Start] = [All Programs] = [ABBYY FineReader for ScanSnap " 3.0] =
[User's Guide].

Qo For information about how to use ABBYY FineReader for ScanSnap, refer to

ScanSnap S510 Operator's Guide | 13
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Installing Supplied Programs

Install the supplied programs from the "ScanSnap Setup CD-ROM" that comes with this scanner.
They are:

e ScanSnap Manager

e ScanSnap Organizer

e CardMinder

<Installing ScanSnap Manager, ScanSnap Organizer, and CardMinder>
Following the procedure below, install ScanSnap Manger, ScanSnap Organizer, and
CardMinder.

Operaw

1. Insert the "ScanSnap Setup CD-ROM" into the CD-ROM drive.

= The "ScanSnap Installer" starts up, and the "ScanSnap Setup" dialog box appears.

» ScanSnap Setup

W € :adme ) S, anSnap

Color mage Scanner
A\
\

(2) ( Install Products ) Welcome to the ScanSnap Setup.
I Thank you for choosing ScanSnap
1
(3) ( Docunients ) - ScanSnap Manager
- ScanSnap Organizer

1 - CardMinder

(4) ( Browse CD Cur;tents )
I

(5) ( Contact Us )

© | €

(1) You can read important information on installation and uninstallation as well as how
the contents of the Setup CD-ROM are organized.

(2) You can install ScanSnap Manager, ScanSnap Organizer, and CardMinder.

(3) You can read manuals.
Click the following buttons to view each of the respective manuals.
[ScanSnap Manager] button: displays "ScanSnap Operator’s Guide (this manual)"
[ScanSnap Organizer] button: displays "ScanSnap Organizer User’s Guide" that
explains how to use ScanSnap Organizer.
[CardMinder] button: displays "CardMinder User’s Guide" that explains how to use
CardMinder.



2.1 Installing the Supplied Programs

(4) You can view the contents of the "Setup CD-ROM."
* If you log on to Windows Vista as a standard user, this button is not available. Use
Explore to view the contents of the "Setup CD-ROM."
(5) You can visit our website and view information about support to this product. In the

displayed window, click the URL, http://scansnap.fujitsu.com. (You must have an
Internet connection.)

(6) You can close this window.

(NP If the "ScanSnap Setup" dialog box is not displayed even when the Setup CD is
) inserted into the CD-ROM drive, find "Setup.exe" in the CD-ROM drive by using
Explore, and then double-click the "Setup.exe" icon.

2. Click the [Readme] button in the "ScanSnap Setup" dialog box.

» ScanSnap Setup

T e D STCINSnNIp
Color imeage Scarnmer
1\
( Install Products ) Welcome to the ScanSnap Setup.
- Thank you for choosing ScanSnap
1]
( Docunients ) - ScanSnap Manager
- ScanSnap Organizer
Il - CardMinder

( Browse CD Contents )
Il

( Contact Us )

deugueog ay) 6unosuuo) NG

= In the Readme file, things to keep in mind when you install/uninstall programs and how
the Setup CD-ROM is configured are described.
Close the Readme file when you finish reading it.

ScanSnap S510 Operator's Guide | 15



3. Click the [Install Products] button in the "ScanSnap Setup" dialog box.

Clicking the [Install Products] button installs ScanSnap Manager, ScanSnap Organizer, and
CardMinder.

‘» ScanSnap Setup

N

() STansnap

Color imeage Scarnmer

——

<« Install Products \' Welcome to the ScanSnap Setup.
—— Thank you for choosing ScanSnap

( Documents ) - ScanSnap Manager
- ScanSnap Organizer
I - CardMinder

( Browse CD Contents )
I

(- Contact Us )

—
/4

= The "Welcome to the InstallShield Wizard for ScanSnap" dialog box appears.

4. Click the [Next] button in the "Welcome to the InstallShield Wizard for ScanSnap"
dialog box.

ScanSnap E|

Welcome to the InstallShield Wizard for
ScanSnap

The InztallShield® wizard will install ScanSnap on pour
computer. To continue, click Mext.

Cancel

= The "License Agreement" dialog box is displayed.

16 |



2.1 Installing the Supplied Programs

5. Read the full text of the "License Agreement." If you agree to the terms of this license,
select "l accept the terms of the license agreement" and click the [Next] button.

ScanSnap . @

License Agreement
e

PLEASE READ THE FOLLOWING TERMS AND CONDITIONS BEFORE YOU USE A.I
THIS SOFTWARE. YOUR SELECTION OF "ves" BUTTOM INDICATES YOUR
UNDERSTANDING AND ACCEPTANCE OF ALL OF THE FOLLOWING TERMS AND
CONDITIONS.

Fleaze read the following license agreement carefully.

I. LICENSE AND COPYRIGHTS

“r'ou may uze the Software zolely on a single computer at a time. For the avoidance of
doubt, you acquire only a limited right to use the Software hereunder, and PFU LIMITED
or any third party developer retaing all rights, including but nat limited to copyrights, in and
ta the Software.

v
(3 | accept the terms of the license agreement
() | do not accept the terms of the license agreement

Cancel

= The "Choose Destination Location" dialog box is displayed.

6. Inthe "Choose Destination Location" dialog box, choose the destination folder and
click the [Next] button.
To install ScanSnap programs in the default folder, simply click the [Next] button.
In most cases, you do not have to change the directory path. When the selected drive does
not have enough free disk space, change the directory path.
When changing the directory path, click the [Browse] button and display the "Select
Directory" dialog box; select the folder to install ScanSnap programs.

deugueog ay) 6unosuuo) NG

ScanSnap

Choose Destination Location

Select folder where setup will install files,

Setup will inztall ScanSnap in the following folder,

To inztall to this folder, click Mest. To install to a different folder, click Browse and select
another folder.

Destination Folder

D:%Program Files\PFUAS canSnap

Cancel

= The "Setup Type" dialog box is displayed.

ScanSnap S510 Operator's Guide | 17
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7. Select "Typical," "Compact," or "Custom" from options and click the [Next] button.

8.

Select [Typical] for ordinary use.

ScanSnap
Setup Type
Select the zetup type to install rﬁh

Click the type of setup vou prefer, then click Mext.

Frogram will be installed with the most common options. Recommended for
most uzers.

(O Compact  Program will be installed with minimum required aptians.

(O Custom “Y'ou may zelect the options you want to install. Recommended for advanced
Lisers.

< Back ! Mest » ’ Cancel

= Clicking the [Next] button displays the "ScanSnap Manager Setting 1" dialog box.

Y P Depending on the selected options, programs are installed as follows:

y/ g e Typical
ScanSnap Manager, ScanSnap Organizer, and CardMinder are installed
along with the manuals for these programs.
e Compact
ScanSnap Manager is installed along with its manual.
e Custom
Only the programs of your choice and the manuals of them are installed.

In the "ScanSnap Manager Setting 1" dialog box, specify the method of loading the
document, and then click the [Next] button.
When you want to set the document upside down and face down on the ScanSnap, select the
left radio button.
When you want to set the document face up on the ScanSnap, check the right radio button.

ScanSnap

ScanSnap Manager Setting 1

The zzanning method of ScanSnap Manager iz applied. 3 'h
Thiz zetting can be changed later ‘

®Set the document face-down and
zcan [Recommended)

¢ ¢

< Back Mest » Cancel

(O Set the document face-up and szan




2.1 Installing the Supplied Programs

= Next, the "ScanSnap Manager Setting 2" dialog box appears.

N P e You can also change the setting after installation.

H'Zg) For details, refer to "- Set the documents with its face up (page 82)" in section
"4.2 Changing Scanning Settings."
[}

This dialog box will not appear when programs are re-installed. The settings
configured before re-installation remain effective.

9. Inthe "ScanSnap Manager Setting 2" dialog box, if you want to receive notification
about the scanning result, mark the "Notify scanning result" checkbox, and then click
the [Next] button.

If the checkbox is marked, the message appears after scanning to inform you whether blank
pages are automatically removed or whether images are automatically rotated.

ScanSnap gj
ScanSnap Manager Setting 2 ’ i,
Motification of ScanSnap's scanning result is applied. ~
Thiz zetting can be changed later ‘.

I Motify scanning result

Motify the rezults of [Allow automatic blank page removal] and [Allow
automatic image rotation] after scanning, if this function is enabled.

deugueog ay) 6unosuuo) NG

Cancel

= Clicking the [Next] button displays the "Start Copying Files" dialog box.

N P e You can change this setting after installation.
" g) For details, refer to "Show scanning results" on page 65.
C e The dialog box above will not appear when re-installing programs.
The settings configured before the re-installation remain effective.
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10. In the "Start Copying Files" dialog box, check the files that will be installed and click
the [Next] button.

Start Copying Files

i
Review settings before copying files. k" |

Setup has enough information to start copying the program files, 1f you want to review or
change any settings, click Back. If you are satisfied with the settings, click Mest to begin
copying files.

Current Settings:

Install Folder: C:\Program Files\PFUAS canSnap
Setup type: Typical
Install Component[z]:

ScanSnap Manager

ScanSnap Organizer

CardMinder

Cancel

= The installation is started. When the installation is complete, the "InstallShield Wizard
Complete" dialog box will appear.

11. In the "InstallShield Wizard Complete" dialog box, click the [Finish] button.

InstallShield Wizand

InstallShield Wizard Complete

Setup has finished instaling ScanSnap on your computer.

% “Yes, | want ta restart my computer now.
" Mo, | will restart my computer later.

Fleaze click [Finish] button and end an setup.

= Select "Yes, | want to restart my computer now" to restart your personal computer.
= Select "No, I will restart my computer later." to finish the installation. The "ScanSnap

Setup" dialog box appears; click the [Exit] button to close the "ScanSnap Setup" dialog
box.

(To complete the installation, you have to restart your personal computer.)

Guide," and "CardMinder User’s Guide," Adobe Acrobat or Adobe® Acrobat®

Reader " is required. If this software is not installed on the personal computer,
install Adobe Acrobat from the "Adobe Acrobat CD" supplied with the
ScanSnap.

e For how to uninstall these programs, refer to "Appendix B Uninstalling
ScanSnap" on page 251.

Qo e To view the "ScanSnap S510 Operator’s Guide," "ScanSnap Organizer User's



2.2 Connecting the ScanSnap to your PC

2.2 Connecting the ScanSnap to your PC

Follow the procedure below to connect the ScanSnap to your personal computer.
1. Connect the ScanSnap to a power outlet with the AC cable.
2. Connect the ScanSnap to your personal computer with the USB cable.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEETS
ATTENTION e Be sure to connect the AC cable to an outlet before connecting the USB cable.
<§\ a

e Be sure to install ScanSnap Manager into your personal computer before
connecting the ScanSnap to your personal computer. (For details about the
installation, refer to "Installing the Supplied Programs (page 6)").
EEEEEEEEEEEEEEEEEEEEEEEEEEEEETR

The following describes each of the above two procedures.

B Connecting the Power Cable

Connect the AC cable and adapter as shown below.

A CAUTION

Do not use AC adapters other than the following.

deugueog ay) 6unosuuo) NG

Manufacturer AC-adapter model number

LEI NU40-2160250-13
SANKEN ELECTRIC CO,. LTD SEB55N2-16.0x (x= A-Z or Blank)

Operation —
]

1. Connect the AC cable to the AC adapter (collectively called the power cable).

N

AC cable AC adapter

EEEEEEEEEEEEEEEEEEEEEEEEEEEEER
ATTENTION Use only the supplied AC cable and AC adapter (power cable).
:ﬁ\ a
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2. Plug the power cable into the power connector on the back side of the ScanSnap, and
the other end to a wall outlet.




2.2 Connecting the ScanSnap to your PC

Connecting the USB Cable

Connect the USB cable as shown below.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
ATTENTION e Use only the USB cable supplied with the Scanner.

@g’? ¢ When connecting to a USB hub, be sure to connect the ScanSnap to the hub
pluged into the personal computer (first stage). If you connect it to a USB hub
connected to another USB hub (second stage), the ScanSnap may not
function correctly.

e If you connect the ScanSnap with USB 2.0, it is required that the USB port and
the Hub be compliant with USB 2.0. The scanning speed may slow down
when you connect the ScanSnap with USB 1.1. If your computer has the USB
2.0 compatible port, use it.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERN

Operation
\ &/

1. Remove the seal on the back side of the ScanSnap.

ooooooooooooooooooooooooooooooooooooo
ooooooooooooooooooooooooooooooooooooo
ooooooooooooooooooooooooooooooooooooo

USB cable
\I

Seal

deugueog ay) 6unosuuo) NG

2. Connect the USB cable to the USB connector on the ScanSnap, and the other end of
the USB cable into the USB port on your personal computer.

Insert the USB cable into the connector all the way to the end.

USB cable
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3. Open the paper chute of ScanSnap.

Paper chute

= ScanSnap is automatically turned on and detected by your personal computer.

(NP Press [POWER] button, if the scanner power is not turned ON after opening the
Cg) paper chute.
Operation

4. The ScanSnap is added as new hardware.
How to add hardware varies depending on the operating system running on your computer.

B Windows 2000
The "Digital Signature Not Found" dialog box appears. Click the [Yes] button.

Digital Signature Nokt Found |

The Micrazoft digital signature affims that saftware has
been tested with ‘windows and that the software has not
been altered since it was tested.

The software pou are about ta install does nat contain &
Microzalt digital signature. Therefare, there iz no
guarantee that thiz software works camectly with
indows.

ScanSnap 5510

If you want to search for Microzoft digitally signed
software, visit the Windows pdate ‘wWeb site at
hitp: /Awindowsupdate. microsoft.com to see if ane iz
available:

Do you want to continue the installation?

Yes ’ No Mare Info |




2.2 Connecting the ScanSnap to your PC

B Windows XP

1) When the "Found New Hardware Wizard" dialog box appears, select "No, not this
time," and then click the [Next] button.

Found New Hardware Wizard

Welcome to the Found New
Hardware Wizard

‘Windows will search for cument and updated software by

loolang on your on the | CD, oron
b site {with your pemmission).

Can Windows connect to \Windows Update to search for
software?

() Yes, this time only

Click Mext to continue.

ATTENTION The window above may not appear unless Windows XP Service Pack 2 is
N installed.

2) Click the [Next] button in the following window.

deugueog ay) 6unosuuo) NG

Found New Hardware Wizard

This wizard helps you install software for;

ScanSnap 5510

'j If your hardware came with an installation CD
i~ or floppy disk. insert it now.

‘What do you want the wezard to do?

(O Install from a bist or specific location (Advanced)

Click Mext to continue.

< Back et = Cancel

ATTENTION Although the message "If your hardware came with an installation CD or floppy
disk, insert it now." is displayed, you do not have to insert the CD into the CD-
ROM drive.
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3) The "Hardware Installation" dialog box appears. Click the [Continue Anyway]
button.

Hardware Installation
lE The sof you are ling for this
L

ScanSnap 5510

has not passed Windows Logo testing to venfy its compatibdity
with Windows XP. (Tell me why this testing is important.)

Continuing your i llation of this soft may impair
or destabilize the comect operation of your system
either immediately or in the future. Microsoft strongly
recommends that you stop this installation now and
contact the hardware vendor for software that has
passed Windows Logo testing.

) STOP Instalation

4) When the "Found New Hardware Wizard" dialog box informing you that the
Wizard will end is displayed, click the [Finish] button.

Found New Hardware Wizard

Completing the Found New
Hardware Wizard

The wizard has finished installing the software for,

i :!‘J ScanSnap 5510

Click Finish ta close the wizard,

= The ScanSnap is added to your personal computer as new hardware.

B Windows Vista

1) The "Found New Hardware" dialog box appears; select "Locate and install driver
software (recommended)" in the dialog box.

[57] Found New Hardware =

Windows needs to install driver software for your ScanSnap
S510

WY Locate and install driver software (recommended)
Windows will guide you through the process of installing driver software
for your device,

* Ask me again later
Windows will ask again the next time you plug in your device or leg on,

& Don't show this message again for this device
Your device will not functien until you install driver software,

Cancel




2.2 Connecting the ScanSnap to your PC

2) The "User Account Control" dialog box appears; click the [continue] button.

-

User Account Control =]

@ Windows needs your permission to continue

If you started this action, continue,
* Device driver software installation
Microsoft Windows

H
'i’:'DEtE“E (I Continue ‘) Cancel J
——

User Account Control helps stop unauthorized changes to your computer.

3) The "Windows Security" message appears; select "Install this driver software
anyway."

15 Windows Security =]

@? Windows can't verify the publisher of this driver software

< Don't install this driver software

You should check your manufacturer's website for updated driver scftware
for your device,

* Install this driver software anyway
Only install driver software cbtained from your manufacturer's website or
disc. Unsigned scftware from cther scurces may harm your computer or steal
informaticn.

() See details

deugueog ay) 6unosuuo) NG

= The ScanSnap is added as a new hardware device.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEETS
ATTENTION It may take some time for the ScanSnap Manager icon on the taskbar to

3\ become the ready e status.
Press the [POWER] button on the ScanSnap when the icon appears

in not-ready e status.
When you turn on/off the ScanSnap, wait for five seconds.
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(. P)

HINT g

To turn on/off the ScanSnap, press the [POWER] button for longer than one
second.

* To prevent unintended operation, the [POWER] button does not work unless
it is pressed for longer than one second.

The ScanSnap is turned on/off when:
e the paper chute on the ScanSnap is opened/closed.
e the personal computer connected to the ScanSnap is turned on/off.
e the [POWER] button on the scanner is pressed (with the paper chute open).
However, power on/off of the ScanSnap is controlled by opening and closing the
paper chute, and therefore, the ScanSnap will not be turned on unless the
paper chute is open, even if the personal computer is turned on.

Leave the ScanSnap connected to the personal computer, and you can turn on/
off the ScanSnap simply by opening/closing the paper chute when necessary.



Chapter 3

NN N NN
Using the ScanSnap

This chapter describes the basic operations of the ScanSnap.

3.1 FIOW Of OPerations ........c.uceeieeiimeiimeiieeieesissesssssssssssssssssssssessssssssssssssssssssesseessessneenes 30
3.2 Paper Size of Documents to be Scanned ..........ccccceeeeiiiiiei e, 46
BT I I Y- T [T T T Lo ToT 0T 1= 41 = 49
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3.1 Flow of Operations

This section describes the flow of operations starting with the scanning of documents on the
ScanSnap to the saving of scanned images in PDF format.

B Basic Flow of Operations

With the document loaded on the ScanSnap, simply press the [SCAN] button, and you can save the
scanned documents to files, attach them to e-mail, and print them with the printer.

The ScanSnap has two buttons as follows:

SCAN Simply press this button to scan the document.

To turn on/off the ScanSnap, press this button.

©

30 |



3.1 Flow of Operations

SCAN

With the [SCAN] button , you can scan documents in two different ways. Perform a scan in
a way that suits the preferences of you.

(1) Select an action you want to perform in the ScanSnap Quick Menu after scanning.
(2) Select an application or a profile before scanning.

Use either way according to your preferences.

‘ . /Selecta profile

Select a profile

% Letter Color Document 3
CardMir\der
- C
23
Scan the document >
— by pressing the (S
[SCAN] button >
D
w
o
Q
-}
w
-}
5
Select a desired
action in the
ScanSnap Quick
Menu

\ B \
=S P
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NP You can switch between the above two modes by checking and unchecking
cg) [Use Quick Menu] in the Right-Click Menu, which pops up when the ScanSnap

Manager icon (e) on the taskbar is right-clicked. For details, refer to "Use
Quick Menu" (page 65).

1. The way that you select an action after scanning in the menu.
<Quick Menu Mode>

1) Press the [SCAN] button to scan the

document.

2) The ScanSnap Quick Menu appears after

scanning.

3) Select a desirable action in the ScanSnap
Quick Menu.

= An application starts up for you to
perform the selected action.

ol The Quick Menu Mode has the following features:

HE@) e You can perform a desirable action with point and click operations by using the
menu simple enough for beginners.

e This way of scanning is suitable when you want to perform various actions
after scanning. You do not have to specify an application in advance.
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3.1 Flow of Operations

2. The way that you scan the document by using a specific application (profile).
<Left-Click Menu Mode>

Sakect a profile

1) On the Left-Click Menu, select a desirable
application (profile).

\ 4

2) Press the [SCAN] button to scan the

document.
=> The selected application starts up for you T |
] =
to perform the selected action. .=
=l =

N P The Left-Click Menu Mode has the following features:
" g) e You can scan the document at the press of a button.
( e This way of scanning is suitable when you want to scan the document by using
a profile you have configured in advance.
e You can add profiles modified to suit the needs or preferences of you.

C
@
-
Q
~—
>
o
Q)
Q
)
>
()]
>
)
o

The following gives you detailed descriptions of a series of operations.

SCAN

For the combination of ‘ ([SCAN] button) and <ScanSnap Quick Menu Mode>, see "Scanning
documents in Quick Menu Mode" on page 35.

SCAN

For the combination of ‘ ([SCAN] button) and <Left-Click Menu Mode>, see "Scanning
documents in Left-Click Menu Mode" on page 40.
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B Preparation

34

Operation

1. Make sure that the Power cable is connected to the ScanSnap.

2. Make sure that the ScanSnap is connected to your personal computer properly.

(NP You can turn the personal computer on before connecting the ScanSnap to it.
C ) If the ScanSnap is already connected to your personal computer, you do not
have to disconnect them to reconnect.

3. Turn on your personal computer.

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

4. Open the paper chute.

Paper chute

=> The ScanSnap is turned on and the ScanSnap Manager icon will change from e to 9

NP If the ScanSnap is not automatically turned on even when the paper chute is
Cg) opened, press the [POWER] button on the ScanSnap.



3.1 Flow of Operations

Scanning documents in Quick Menu Mode

Operatio@

1. Check for the ScanSnap Manager icon on the taskbar as shown below.

5
£°0'5 955 aM
“.’

menu, select [All Programs] = [ScanSnap Manager] = [ScanSnap Manager]
to start up ScanSnap Manager.

Generally, ScanSnap Manager is registered under "Startup" programs, so that
its icon is displayed on the taskbar when Windows starts. If it is not registered
under "Startup" programs, from [Start] menu, select [All Programs] =
[ScanSnap Manager] = [Startup Register] to register it.

g‘o If the ScanSnap Manager icon is not displayed on the taskbar, from the [Start]

2. Check that [Use Quick Menu] is marked in the menu that pops up when the

ScanSnap Manager icon @ is right-clicked.

Duplex scan
Simplex scan

SCAN Button Settings ...

Show scanning resulks

deugueog ey buisn ENEW)

Check consumable supplies ...

Help 3

NP If [Use Quick Menu] is not marked, scanning is performed in Left-Click Menu
g) Mode. For how to scan the document in the Left-Click Menu Mode, refer to
"Scanning documents in Left-Click Menu Mode" (page 40).

Operation
¥/

3. Load the document onto the ScanSnap.

Refer to "3.2 Paper Size of Documents to be Scanned" (page 46) and "3.3 Loading
Documents" (page 49) for more information.
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SCAN

4. Press the [SCAN] button on the ScanSnap.

= The scanning is started.

N P e By default, documents are scanned in "Duplex" mode when you press the

g) [SCAN] button. In the "ScanSnap Manager - Scan and Save Settings" dialog
box, you can switch the scanning mode of the [SCAN] button to "Simplex"
mode.

e Scanning can also be started by using the ScanSnap Manager icon e on
the taskbar.

For details about this operation, refer to "4.1 About the ScanSnap Icon" (page
64).

ATTENTION ¢ Do not connect or disconnect other USB devices during the scanning
@g’? operation.
e Do not close the paper chute during the scanning operation.
¢ Do not switch the user to log in during the scanning operation. Otherwise, the
scanning is canceled.

= The power indicator (lamp) €D on the ScanSnap blinks blue during the scanning operation.

The following window appears to indicate the scanning status.

ScanSnap Manager - Image scanning and file saving

Frocessing compressed data.
. Stop(g)
- Scanning completed: 2 Fage

Duplex, Auto Color, Better, PDF, Auto size
Skip blank page. Rotation, Compression 3

= When the scanning is complete, the ScanSnap Quick Menu appears.



3.1 Flow of Operations

Operaw

5. Select an action you want to perform in the Action List on the left side of the

ScanSnap Quick Menu.

ScanSnap Quick Menu

e e Y,

s
S =

Save with ScanSnap Organizer

ScanzFolder

ScanzE-mail 3

1@ ()

ScanzPrint 3

&ﬁj ABBYY Scan2word

e
Pl

] ABBYY ScanZExcel

E% ABBYY Scan2PowerPoint

Select a function you want to perform from the menu on the left,

FDF filez are created from the scanned documents and dizplayed with
ScanSnap Organizer. [The created PDF files are stored in the folder
specified in ScanSnap Organizer. |

™ Do not show fhis menu again.

Action List Descriptions of the selected action
Action List
Action Description

Save with ScanSnap
Organizer *1

PDF files are created from the scanned images, and
ScanSnap Organizer is started to display the scanned
images. Those files are saved in a folder (on your
personal computer) specified in ScanSnap Organizer.

Scan2Folder

PDF files are created from the scanned images and
saved in a specified folder (shared folder).
= "5.2 Saving Data in the Specified Folder" (page 115)

Scan2E-mail

PDF files are created from the scanned images and an
e-mail program is started with the PDF files attached to
e-mail.

= "5.3 Sending Files by E-Mail" (page 127)

Scan2Print

Scanned images are printed with a printer.
= "5.4 Using the ScanSnap as a Copy Machine" (page
143)

ABBYY Scan2Word *2

The scanned images are processed through OCR and
converted into Word files.
= "5.5 Converting into Word / Excel / PowerPoint
Files" (page 153)
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ABBYY Scan2Excel *2 The scanned images are processed through OCR and
converted into Excel files.
= "5.5 Converting into Word / Excel / PowerPoint
Files" (page 153)

ABBYY Scan2PowerPoint *2 The scanned images are processed through OCR and
converted into PowerPoint files.
= "5.5 Converting into Word / Excel / PowerPoint
Files" (page 153)

*1: This Action button does not appear unless ScanSnap Organizer is installed.
*2: This Action button does not appear unless ABBYY FineReader for ScanSnap 3.0 is
installed.

= An application corresponding to the selected action starts up to perform the selected action.
(If you perform "Save with ScanSnap Organizer," PDF files are created based on the
scanned documents and stored in a folder specified in ScanSnap Organizer. Then, ScanSnap

Organizer starts up to display the stored images.)

& ScanSnap Organizer - [My ScanSnap] - [Automatically convert added PDFs into searchable PDFs]
File Edit Yew PDFfile Action Tools Help
=T, — e e | R T L =
B E G- % REAvRE $]
&l soerce — — Scansnap
- ss10
Scansnap ’
Color lmaga Scanver
i
-
cartaron Copanas oot
171 I 173 »[m 171 ]
005, pof 00 pof 002 pof
& Color Image Scanvr
18] action x mageScrve 5:5n5na:p Scansnap
@ SranzE-mail Q b ot
@ Scan2Print g ] - y
L ey Scan2wiord 1 [— " =
il seevy scanzencel E bisiiiniiiidia
- - IETTT
L‘% ABBYY Scan2PowerPoint |\J
- [n i i
]« 172 [ ]w]|[1a] <] 172 »m 171 |
003 pof 006, pof 004.pof
6 object(s) Date Created(Ascending)

For details about the settings for the scanning, file name, and destination to save data,
refer to "4.2 Changing Scanning Settings" (page 67).

About the scanning of Business cards, refer to section "6.3 Scanning Business Cards"
(page 200).



3.1 Flow of Operations

(. P) [

&

By default, documents are scanned using the settings below.
Image quality: Normal
Color mode: Auto Color Detection
Before scanning documents of printed or handwritten text, mark the "Setting
for text only document" checkbox. In the ScanSnap Manager - Scan and Save
Settings" dialog box, select the [Scanning] tab, and then the [Option] button to
display the "Read mode option" dialog box in which you can enable the above
function. For details, refer to section "4.2 Changing Scanning Settings" (page
67).
In the Quick Menu Mode, scanned images cannot be saved in JPEG format.
To save images in JPEG format, use the Left-Click Menu Mode.
For information about how to scan in the Left-Click Menu Mode, refer to
"Scanning documents in Left-Click Menu Mode"(page 40).
For details about changing the document scan settings, refer to section "4.2
Changing Scanning Settings" (page 67). In the "ScanSnap Manager - Scan
and Save Settings" dialog box, you can change the following settings:
- Folder in which scanned images are saved
- File name of scanned images
- Scanning mode (whether to perform fast scanning or excellent scanning,
whether to produce sharp text images, whether to automatically remove
blank pages, correct skewed images, change orientation of pages, load
the document face up, and continue scanning another document)
- Whether to text recognize the scanned document to make PDF files
searchable
- Whether to include all scanned pages in a PDF file or create PDF files,
each of which includes a preset number of pages
- Paper size of documents to be scanned
- File size of scanned images (compression rate)
Scanned images may be scaled in some degree.
When ScanSnap Organizer and/or CardMinder is running and one of these
applications becomes active, the ScanSnap automatically interacts with the
active application. Scanned document images are opened with the active
application. Interaction is disabled when the application becomes inactive or
when it is closed.
For details on the automatic interaction, refer to section "4.6 About Automatic
Interaction with Applications" (page 110).

deugueog ey buisn ENEW)
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ATTENTION

When the ScanSnap Quick Menu is displayed, the ScanSnap does not work
even if you press the [SCAN] button. Select one of actions in the menu and

complete the action before scanning another document.

Do not move, delete, rename files in other applications when the ScanSnap
Quick Menu is displayed.
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Scanning documents in Left-Click Menu Mode

Operatio@

1. Check for the ScanSnap Manager icon on the taskbar as shown below.

ol If the ScanSnap Manager icon is not present on the taskbar, from the [Start]
HZ%) menu, select [All Programs] = [ScanSnap Manager] = [ScanSnap Manager]
to start up ScanSnap Manager.
Generally, ScanSnap Manager is registered with "Startup," so that its icon
appears on the taskbar when Windows starts up. If ScanSnap Manager is not
registered with "Startup," from the [Start] menu, select [All Programs] =
[ScanSnap Manager] = [Startup Register] to register it.

2. Unmark [Use Quick Menu] in the menu that pops up when the ScanSnap Manager
icon 9 is right-clicked.

Duplex scan
Simplex scan

SCAN Button Settings ..
Use Quick Menu
Prafile Managementk. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

N P) e When [Use Quick Menu] is marked, the document is scanned in Quick Menu
g) Mode. For details about the Quick Menu Mode, refer to "Scanning documents
in Quick Menu Mode"(page 35).

Operation
7
~J
3. Load the document onto the ScanSnap.

Refer to "3.2 Paper Size of Documents to be Scanned" (page 46) and "3.3 Loading
Documents" (page 49) for more information.



3.1 Flow of Operations

SCAN

4. Press the [SCAN] button on the ScanSnap.

= The scanning is started.

ol e By default, documents are scanned in "Duplex" mode when you press the

g) [SCAN] button. In the "ScanSnap Manager - Scan and Save Settings" dialog
box, you can switch the scanning mode of the [SCAN] button to "Simplex"
mode.

e Scanning can also be started by using the ScanSnap Manager icon e on
the taskbar.
For details about this operation, refer to section "4.1 About the ScanSnap
Icon" (page 64).

ATTENTION ¢ Do not connect or disconnect other USB devices during the scanning
\ operation.
°

Do not close the paper chute during the scanning operation.
e Do not switch the user to log in during the scanning operation.

= The power indicator (lamp) €D on the ScanSnap blinks blue during the scanning operation.

The following window appears to indicate the scanning status.

deugueog ey buisn ENEW)

ScanSnap Manager - Image scanning and file saving

Frocessing compressed data.
. Stopip)
- Scanning completed: 2 Fage

Duplex, Auto Color, Better, PDF, Auto size
Skip blank page. Rotation, Compression 3
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= The supplied application (ScanSnap Organizer) becomes active, and you can view the

scanned images.

& ScanSnap Organizer - [My ScanSnap] - [Automatically convert added PDFs into searchable PDFs]

Fle Edt Yiew PDFFle Action Tools Help

EECER SRR T VLT T

(il 2 —

Scansnap

,__ o

SsScansna
Scansnap prdhieofns —
; o
= o
b o st e
171 (]« 173
005 put 007 put

(18] action o s Scanrer Scansnap Scansnap
fn

@ Scan2E-mail Q 5510
]
g 5
ﬂ -
ln o

{8y ep8vY Scanzword
) sperrv scarzEncel ot g Screer
L eeevy ScanzPowerpaint

] 142 » ] ]« 142 (L] 11

003 pdf 006 pdf 004 pdf

Date Creatediascending)

6 object(s)

For details about the settings for the scanning, file name, and destination to save data, refer to

section "4.2 Changing Scanning Settings" (page 67).
About the scanning of Business cards, refer to section "6.3 Scanning Business Cards" (page 200).



3.1 Flow of Operations
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HINT g

By default, documents are scanned using the settings below.
Image quality: Normal
Color mode: Auto Color Detection
Before scanning documents of printed or handwritten text, mark the "Setting
for text only document" checkbox. In the "ScanSnap Manager - Scan and
Save Settings" dialog box, select the [Scanning] tab, and then the [Option]
button to display the "Read mode option" dialog box in which you can enable
the above function. For details, refer to section "4.2 Changing Scanning
Settings" (page 67).
The application that starts up automatically after scanning is the one selected
on the [Application] tab of the "ScanSnap Manager - Scan and Save Settings"
dialog box.
For details, refer to section "4.2 Changing Scanning Settings" (page 67).
Scanned images can also be saved in JPEG format. To save images in JPEG
format, change scanning settings beforehand.
For information about scanning settings, refer to section "4.2 Changing
Scanning Settings" (page 67). In the "ScanSnap Manager - Scan and Save
Settings" dialog box, you can change the following settings:
- Application that interacts with the ScanSnap.
- Folder in which scanned images are saved
- File name of scanned images
- Scanning mode (whether to perform fast scanning or excellent scanning,
whether to produce sharp text images, whether to automatically remove
blank pages, correct skewed images, change orientation of pages, load
the document face up, and continue scanning another document)
- File format of scanned images (*.pdf/*.jpg)
- Whether to text recognize the scanned document to make PDF files
searchable
- Whether to include all scanned pages in a PDF file or create PDF files,
each of which includes a preset number of pages
- Whether to password-protect the created PDF files
- Paper size of images to be scanned
- File size of scanned images (compression rate)
Scanned images may be scaled in some degree.
In Adobe Acrobat, you can process scanned images (in PDF format)
as follows.
For details, refer to [Acrobat Help].
- Reduce PDF file size
From the menu, select [Document] - [Reduce File Size]
When ScanSnap Organizer or CardMinder becomes active, the ScanSnap
automatically interacts with the active application. While an application is
interacting with the ScanSnap, the ScanSnap Quick Menu is disabled, and
scanned images are stored in the active application.Scanned document
images are opened with the active application. Interaction is disabled when
the application becomes inactive or when it is closed.

deugueog ey buisn ENEW)
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B Turning the ScanSnap On/Off

You can turn on/off the ScanSnap by doing either of the following:
- Turn on/off the personal computer.
- Open/close the paper chute of the ScanSnap.

The ScanSnap is turned on/off in conjunction with the personal computer connected. Therefore,
you do not have to press the power button on the ScanSnap to turn it on/off.

* When you turn off the personal computer or close the paper chute of the ScanSnap...

= The power indicator goes off and the ScanSnap is turned off.

* When you turn on the personal computer or open the paper chute of the ScanSnap...

= The power indicator illuminates and the ScanSnap is turned on.

To turn off the ScanSnap with the paper chute open, press the [POWER] button on the ScanSnap.

N P To turn on/off the ScanSnap, press the [POWER] button for longer than one

y second.
g * To prevent unintended operation, the [POWER] button does not work unless
it is pressed for longer than one second.

ATTENTION Depending on specifications of your personal computer, the following
@g’? symptoms may occur. Even so, the ScanSnap is not malfunctioning.
e The ScanSnap is initialized several times during startup.
e |t may take 2 to 3 minutes until the power indicator goes off after the personal
computer is turned off.
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3.1 Flow of Operations

B Finishing Scanner Operation

Exiting ScanSnap Manager

Operati@

When you do not want ScanSnap Manger to stay resident on your computer, right-clicking the

ScanSnap Manager icon e on the taskbar, and select "Exit" in the Right-Click menu to exit
ScanSnap Manger.

N P If you exit ScanSnap Manager, you can no longer use the ScanSnap.
To activate ScanSnap Manager again, from the [Start] menu, select [All
Programs] = [ScanSnap Manager] = [ScanSnap Manager].

HINT

Disconnecting the ScanSnap

Operation
i 7
1\H L/

1. Close the paper chute to turn off the ScanSnap.

= The ScanSnap Manager icon on the taskbar changes to the inactive state .

deugueog ey buisn ENEW)

2. Disconnect the USB cable from your personal computer.
3. Disconnect the Power cable from the power outlet.
(NP The ScanSnap is turned on/off in conjunction with the personal computer or

opening/closing of the paper chute. Ordinarily, you can forget about turning on/
off the ScanSnap being connected to the personal computer.

HINT
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Paper Size of Documents to be Scanned

The ScanSnap can scan any paper size in the table below.

Without Using the Carrier Sheet

Type

Standard office paper

Post cards, Business cards

Weight

52 g/m? to 127 g/m? (14 Ib to 34 Ib)

Size

Letter

Legal

A4

A5

A6

B5 (JIS)

B6 (JIS)

Post card
Business card
Custom

(8.5x111in. (216 x 279.4 [mm]))

(8.5 x 14 in. (216 x 355.6 [mm]))

(210 x 297 [mm])

(148 x 210 [mm])

(105 x 148 [mm])

(182 x 257 [mm])

(128 x 182 [mm])

(100 x 148 [mm])

(90 x 55 [mm], 55 x 90 [mm])

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

With the Carrier Sheet

Type

Standard office paper, Post card, Business card,

Photograph, Clipping

Weight

Up to 127 g/m? (Up to 34 Ib) *when scanning half fold paper
Up to 63.5 g/m? (Up to 17 Ib)

Size

A3

A4

A5

A6

B4 (JIS)
B5 (JIS)
B6 (JIS)
Post card
Business card
Letter

11 x17
Custom

(297 x 420 [mm])
(210 x 297 [mm])
(148 x 210 [mm])
(105 x 148 [mm])
(257 x 364 [mm])
(182 x 257 [mm])
(128 x 182 [mm])
(100 x 148 [mm])
(90 x 55 [mm], 55 x 90 [mm])
(8.5x 11 [in.] (216 x 279.4 [mm]))
(11 x 17 [in.] (279.4 x 431.8 [mm]))
Width: 50.8 to 216 [mm] (2 to 8.5 [in.])
Length: 50.8 to 297 [mm] (2 to 11.69 [in.])
*For B4, A3 and 11 x 17, fold in two when
scanning




3.2 Paper Size of Documents to be Scanned
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ATTENTION e Documents hand-written with a pencil may be smeared during a scan.
§§\ 3

Y P

&

It is recommended that the Carrier Sheet be used.

If such documents are scanned without using the Carrier Sheet, the rollers of
the ScanSnap get dirty and multi-feeding may be caused. In the case where
you scan such documents without using Carrier Sheet, clean the rollers as
often as possible. For details, refer to "8.2 Cleaning the Scanner Exterior"
(page 229).

e Carbonless paper contains chemical substances that may damage the Pad
ASSY and/or rollers such as the pick roller. When scanning carbonless paper,
keep in mind the following:

- Clean the Pad ASSY and rollers as frequently as possible.
- The service life of the ScanSnap may be shorter than when you use
woodfree paper.

e The pad and/or rollers of the ScanSnap could be damaged if photographs or
sheets of paper affixed to the document come into contact with the pad and/or
rollers during scanning.

Do not scan the following types of documents:

Documents with paper clips and/or staples (Remove clips and staples to scan
these documents.)

e Documents before ink dries (Scan documents after the ink dries)

e Documents larger than Legal (width: 8.5 in. length: 14 in.)

e Documents folded in half larger than 216 x 297 mm (W x L) (8.5 x 11.7 in.)

e Materials other than paper such as the fabric, metal foil, transparency, or
plastic card.
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If you scan the following types of documents without using the Carrier Sheet,
the documents may be damaged or scanned incorrectly.

It is recommended that the documents be inserted inside the Carrier Sheet
when you scan the documents described below with the ScanSnap.

e Documents smaller than 2 (width) x 2 (length) in.

e Documents thinner than 52 g/m? (14 Ib) and thicker than 127 g/m? (34 Ib)
e Documents of nonuniform thickness (e.g. envelopes and paper sheets with
other paper sheets affixed)

Wrinkled or curled documents

Folded or torn documents

Tracing paper

Coated paper

Photographs (printing paper)

Perforated or punched documents

Documents of not-square shaped paper

Documents including different widths

Carbonless paper

Thermal paper

Carbon paper

e Documents with photographs or sticky notes affixed
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In addition, keep in mind the following points when you use the Carrier Sheet.

ATTENTION e Use the Carrier Sheet only for the ScanSnap.

@g’? ¢ Avoid writing letters on, coloring, staining, or cutting the portion striped in black
and white on the Carrier Sheet. Otherwise, the ScanSnap cannot scan the
document with the Carrier Sheet correctly.

e Load the Carrier Sheet one by one on the ScanSnap.

e Do not place the Carrier Sheet upside-down on the ScanSnap. Otherwise, a
paper jam may happen, or the Carrier Sheet may be damaged.

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

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

e Do not bend or pull the Carrier Sheet by force.

e Do not use a damaged Carrier Sheet. Otherwise, the ScanSnap may be
damaged or may malfunction.

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

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

e Do not insert more than one small-size material such as the picture and post
card in the Carrier Sheet per scan. Otherwise, a paper jam may occur. It is
recommended small-size materials be scanned one-by-one.

e |If a paper jam occurs frequently, feed about 50 sheets of PPC paper or
recycled paper, and then scan the document by using Carrier Sheet.

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



3.3 Loading Documents

3.3 Loading Documents

This section describes how to load documents onto the ScanSnap.

B How to load documents

1. Align the edges of the document.

Align the edges of the document as follows:
1) Straighten the edges of the document.
Straighten both edges of the document stack for scanning it correctly.
2) Check the number of sheets in the document stack.

step-like pattern as shown in the figure.

Scanning direction

The maximum number of sheets that can be loaded on the ScanSnap is as follows: 3
For A4-size paper or smaller, a document stack of 5 mm or less (50 sheets at 64
g/m2 or at 17 Ib).
-
28
>
NP, Scanning accuracy increases when the . «Q
g document is loaded onto the ScanSnap so Step-like =
that the leading edges of the paper form a @
78
o
Q
>
wn
>
Q
©

In the "ScanSnap Manager - Scan and Save Settings" dialog box, select the

[Scanning] tab, and then click the [Option] button. In the "Read mode option"
dialog box displayed, check whether the "Set the documents with its face up"
checkbox is marked. If marked, load the document its face up and the bottom
edge into ADF.

To prevent paper jams, fan the document as follows:

1) Select a stack of documents 5 mm or less high.
2) Hold the document with both hands and fan it out as shown in the figure below.

3) Turn the document 90 degrees, and then fan it in the different orientation again.
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2. Load the document onto the paper chute.

Load the document so that the front side of the two-sided document (the first page when the
document contains more than one sheet) faces the paper chute.
Do not load the document beyond the reference marks on the side guide.

Reference

mark Paper chute

Side guide

ATTENTION In the "ScanSnap Manager -Scan
@g’? and Save Settings" dialog box, select
the [Scanning] tab, and then click the
[Option] button. In the "Read mode
option" dialog box displayed, check
whether the "Set the documents with
its face up" checkbox is marked. If
marked, load the document its face
up and the bottom edge into ADF.

Q‘o Pull out the extension of the paper chute to scan long-size documents.

Paper chute




3.3 Loading Documents

3. Adjust the side guides to the document width.

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

L J|

Document | Side guide
—

(NP When you use the stacker, scanned document sheets are stacked on the
Cg) stacker in the collated order when they have passed through the ScanSnap.

Use the stacker as described below.
1. Pull out the stacker toward you.
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Stacker

2. Extend the stacker.
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B Loading Documents Using the Carrier Sheet
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The Carrier Sheet is a plastic sheet for loading the document specifically for the ScanSnap S510/
S500/fi-5110EOX?2 Series. It allows you to scan documents that cannot be scanned as it is. The
document of larger than A4 size, such as A3 and B4 sizes, can be scanned by folding it in half.
Insert the folded document into the Carrier Sheet and scan it in duplex mode.

You can scan documents that can easily get scratched such as photographs or irregular-shaped
documents difficult to load on the ScanSnap; for example, clippings of magazine and newspaper
articles.

The following explains how to insert the document into the Carrier Sheet.

You can use the Carrier Sheet in two different modes according to the type of documents.

Create facing pages in one Use this mode for scanning a document larger than
image(page 53) A4 size such as A3 and B4 sizes.
Fold the document in half, scan it in duplex scanning
mode, and then merge both front and back side
images to make a double-page spread image.

Create front and back images Use this mode for scanning a photograph when you

separately (page 58) do not want to get scratches on the photograph, or
for scanning an irregular-shaped document such as
the clipping of articles, which is difficult to scan as
is. The scanned image is output in specified size.

ATTENTION e To use the Carrier Sheet, select [Automatic Detection] in the Paper size drop-
@g’? down list on the [Paper size] tab of the ScanSnap Manager -Scan and Save
Settings" dialog box. When you scan the document in "Create facing pages in
one image" mode, set the Scanning side to "Duplex Scan" on the [Scanning]
tab of the ScanSnap Manager -Scan and Save Settings" dialog box. If you set
the Scanning side to "Simplex Scan," the produced image is the same as the
one produced in "Create front and back images separately" and "Simplex
Scan" mode.
For details on how to change the "Carrier Sheet" Settings, refer to section
"4.5 Changing Carrier Sheet Settings" (page 105).
e When the Carrier Sheet is used for scanning, continuous scanning is not

possible. Scan one piece or one page at one time.



3.3 Loading Documents

To "Create facing pages in one image"

Use this mode for scanning a document larger than A4 size such as Double letter, A3, and B4 sizes.
Fold the document in half, scan it in duplex scanning mode, and then merge both front and back
side images to make a double-page spread image.

(You can also merge both front and back side images of a document smaller than A4 size to output
a double-page spread image.)

Operaw

1. Right-click the ScanSnap Manager icon e on the taskbar, and select "SCAN Button
Settings."

Duplex scan
Simplex scan

SCAN Butkon Setkings ...
Use Quick Menu
Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

2. On the [Paper Size] tab, click the "Carrier Sheet Settings" button.

ScanSnap Manager - Scan and Save Settings @

deugueog ey buisn ENEW)

SCAN Button Setting: Left-Click Menu Mode
Select a profile

A4 color document LJ Add Profile... | Edit Profile... |
Change scan and save settings

Application] Sawve ] Scanning | File optio ampression |

Ad Select paper size,

Faper size:

Automatic detection j

Mixed paper size scanning is not available.

Customn...

™ Scan mixed paper size

( Carrier Sheet Settings... D
Help oK | Cancel
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3. Inthe "Carrier Sheet Settings" window, select "Create facing pages in one image" in
the "Mode" drop-down list, and then click the [OK] button.

B Carrier Sheet Settings @

tode -

ABC'

 Output image size

Automatic detection ﬂ

In this Mode, the front and back pages are set in a facing-page state and is output
as 5 1-page image.
Use this mode when scanning documents such as A3 size.

When inzerting & document into Carrier Sheet, take nate of the Fallawing,

- Set the document 5o that it touches the top of the sheet
- Align the folded edge of the document along the thick vertical line

- Select "Duplex Scan (Double-sided]” in ScanSnap Manager setting. The: setting
can be changed in the [Scanning side] of the [Scanning] tab.

‘ (1] ' Cancel | Help |

4. Select "Automatic Detection"” in the "Paper size" drop-down list on the [Paper size]
tab.

ScanSnap Manager an and Save Settings

Color Image Scammer

SCAN Button Setting: Left-Click Menu Mode
Select a profile

Ad calar dacument -~ AddProfile.. | EditProfie.. |
Change scan and save settings

Application] Sawve ] Scanning] File optio Dmpression]

A4 Select paper size,

Faper size:

Automatic detection LJ

Mixed paper size scanning is not available.

Customn...

[™ Scan mixed paper size

Carrier Sheet Settings... |

Help oK | Cancel




3.3 Loading Documents

5. Select "Duplex Scan" in the "Scanning side" drop-down list on the [Scanning] tab, and
click the [OK] button.

ScanSnap Manager - Scan and Save Settings @

Color Image Scammer

SCAN Button Setting: Left-Click Menu Mode
Select a profile

A4 color document LJ Add Profile... | Edit Profile... |

Change scan and save settings

Application] Sawve | JFile optian | Papersize] Compression |

Specify the scanning mode you would like to use.

Image quality:

|5 Mormal (Fastest) |
Color mode:

Auto Caolor Detection j
Scanning side: \

||E1 Duplex Scan (Double—sidey j

¥ Continue scanning after current scan is finished

Help " Cancel ‘ |

Operation

-

deugueog ey buisn ENEW)

6. Fold the sheet to be scanned in half.

Fold the sheet tightly and smooth out the crease. Otherwise, the sheet may be skewed during
scanning.

|

# > P
P —————
e —
e ——— I
P —————
e —
P
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7. Open the Carrier Sheet and insert the document.

Align the fold with the right edge of the
Carrier Sheet so that the document fits into
the Carrier Sheet at the upper corner.

8. Load the Carrier Sheet onto the ScanSnap.

e Load the Carrier Sheet with the portion
striped in black and white as the leading
edge as shown in the right figure.

e Adjust the side guides to the width of the
Carrier Sheet to avoid skewing.

e When the Carrier Sheet is used for
scanning, continuous scanning is not
possible. Scan one piece or one sheet at
one time.

SCAN

9. Press the [SCAN] button (&)

= The front and back side images are merged into a double-page spread image.




3.3 Loading Documents

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
ATTENTION e There may be a gap between the front and back side images, or a line may
@g’? appear on the output image.
When a sheet of thick paper is scanned, images on the both right and left side
may be skewed to a trapezoidal shape.
The degree of skewing varies depending on the condition of the document
(how it is folded or loaded).
Troubleshoot the problem as follows, and the situation may be improved.
- Is the document neatly folded? If not, fold it neatly.
- Is the edge of the document aligned with the edge of the Carrier Sheet?
If not, align the document with the Carrier Sheet.
- Try to scan the document with the front side of the Carrier Sheet facing
the paper chute or vice verse.

e When "Automatic Detection" is selected from the "Output image size" drop-
down list in the "Carrier Sheet Settings" window, the size of the produced
image may be smaller than the original.

(The image is output in A3, B4, or 11" x 17"size, whichever the smallest, so
that all elements on the image are included.)

Example: When you scan the A4 size image printed at the center of an A3 size
paper

= A B4 size image is output.

To output an image in the original size, specify the document size in the
[Output image size] drop-down list.

deugueog ey buisn ENEW)
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To "Create front and back images separately"

Use this mode for scanning a photograph with the Carrier Sheet when you do not want to get

scratches on the photograph, or for scanning an irregular-shaped document such as the clipping of
articles, which is difficult to scan as is.

Operation

1. Right-click the ScanSnap Manager icon e on the taskbar, and select [Scan Button
Settings].

Duplex scan
Simplex scan

SCAN Butkon Setkings ...
Use Quick Menu
Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

= The "ScanSnap Manager -Scan and Save Settings" dialog box appears.

2. On the [Paper Size] tab, click the [Carrier Sheet Settings] button.

Scansnap

Color Image Scammer

SCAN Button Setting: Left-Click Menu Mode
Select a profile

Ad calar dacument -~ AddProfile.. | EditProfie.. |
Change scan and save settings

Application] Sawve ] Scanning] File option Compression |

A4 Select paper size,

Faper size:

Automatic detection j

Mixed paper size scanning is not available.

Customn...

[™ Scan mixed paper size

( Carrier Sheet Settings... D
Help oK | Cancel




3.3 Loading Documents

3. On the "Carrier Sheet Settings" window, select "Create front and back images
separately" in the "Mode" drop-down list, and then click the [OK] button.

& Carrier Sheet Settings E]
Mode

Output image size

Automatic detection j
Add custom size... P
Ir this made, the scanned document image is pasted on the specified size of a sheet. B

U ze this mode ta scan photographs and clippings.

This mode is intended far scanning the following originals.
Documents such as photogiaphs that you do not want to damage.
‘wirinkled or creased documents that are easily jammed ¢

Please observe the following instiuctions when loading documents in Camier Shest:

Align the original document to the top edge of the Carrier Sheet, -
Fosition the document in the center of the Shest.

Ee aware that the scanned image size is the size of the Sheet when Carrier Sheet
size is specified.

By trimming the scanned image using an application such as Acrobat(R), vou can clip
out the image with the size of your preference.

Thiz mode, scanning sides depends on ScanSnap settings. With simplex setting, only
single-sided images are generated and with duplex setting, double-sided images are

generated.
"when scanning documents of non-standard sizes such as photographs, add a
custom size definition and specify it for autput size ta get the carrectly timmed image, AN _/

4. Select "Automatic detection” in the "Paper size" drop-down list on the [Paper size]
tab.

ScanSnap Manager n and Save Settings

deugueog ey buisn ENEW)

SCAN Button Setting: Left-Click Menu Mode
Select a profile

Ad calar dacument -~ AddProfile.. | EditProfie.. |
Change scan and save settings

Application] Sawve ] Scanning | File optio

ampression |

A4 Select paper size,

Faper size:

Automatic detection j

Mixed paper size scanning is not available.

Customn...

[™ Scan mixed paper size

Carrier Sheet Settings... |
Help ‘ ‘ oK b Cancel
. ——
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Operation

5. Open the Carrier Sheet and insert the material to scan.

Neatly align the top of the material with the
top of the Carrier Sheet.

Center the material so that it is entirely
contained in the Carrier Sheet. /

llllllllllllﬁllllllllllll
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6. Load the Carrier Sheet onto the ScanSnap.

e Load the Carrier Sheet with the portion
striped in black and white as the leading
edge as shown in the right figure.

e Place the Carrier Sheet so that the back
side of it faces up.

e Adjust the side guides to the width of the
Carrier Sheet to avoid skewing.

e When the Carrier Sheet is used for
scanning, continuous scanning is not
possible. Scan one piece or one sheet at
one time.

apis yoeg il

|
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i
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ATTENTION In the "ScanSnap Manager -Scan and Save Settings" dialog box, select the
@g’? [Scanning] tab, and then the [Options] button to display the "Read mode
option" window. When the "Set the documents with its face up" checkbox is
marked in the "Read mode option" window, load the document so that its front
side faces up in the correct orientation.



3.3 Loading Documents

SCAN

7. Press the [SCAN] button (®).

= Scanning is started and the image data is generated in the specified size.

I EEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
ATTENTION e The image is centered and output in the specified size.

@g’? When "Automatic Detection" is selected in the "Output image size" drop-
down list of the "Carrier Sheet Settings" window, an optimal size is selected
automatically from the available standard sizes (refer to page 107) and the
image is output.

¢ In the "Carrier Sheet Settings" window, when "Automatic Detection" is
selected in the "Output image size" drop-down list, the size of the produced
image may be smaller than the original.
Example: When you scan the A5 size image printed at the center of an A4

e The outline of the material is shaded.
e Black lines appear around the material cut out in an indefinite shape.

size paper 3
= A5 size image is output.
To output an image in the original size, specify the document size in the

[Output image size] drop-down list %
EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm é
=

S ) If the following symptoms are observed, lay the material over a piece of white ©
" g paper to scan. E-’,’

e The output image is not in a suitable size (when [Automatic Detection] is %

selected). w

S

Q

©

" |
IR RRRRRRRRRRRIERRRRRRRRREND]

white paper

1
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Chapter4

AN N NN NN

Setting the ScanSnap

This chapter describes the basic settings of the ScanSnap.

4.1 About the ScanSNap ICON ... nn e nnn e nnnnnns 64
4.2 Changing Scanning Settings .........ccccccemeeemmecceee e eennenees 67
4.3 Saving Scanning Settings........ccccucirimrimir e ————— 91
4.4 Using the ScanSnap QUICK MenU..........cccoiccciiriiiiseenessseresssseee s ssse e s s sneeeseenns 102
4.5 Changing Carrier Sheet Settings........cccccoiviiiimmimi . 105
4.6 About Automatic Interaction with Applications........cccceeeiiiiiiiiiecccccereeeees 110
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4.1

64

About the ScanSnap Icon

All functional properties on the ScanSnap are managed by ScanSnap Manger.

Ordinarily, the ScanSnap Manager icon 9 is added to the taskbar at the lower right on the
Windows desktop.

Clicking this icon shows the following menus. You can use either of the menus to start scanning,

change settings, and check the status of consumables.

Duplex scan
Simplex scan

Select a profile

SIZAMN Butkon Settings ...

W Use Quick Menu v

) Standard
%

4545

) Letter Color Document:
Show scanning results

Check consumable supplies ... Fem Corvert into Word File

sy

Help 3
B35 _ardMinder

Exit

Right-Click Menu Left-Click Menu



4.1 About the ScanSnap Icon

B Right-Click Menu

This menu appears when the ScanSnap Manager icon e is right-clicked.

In this menu, you can perform the following:

Item

Function

Duplex scan

Both the front and back sides of the document are scanned at the
same time. Scanning is performed according to the settings
configured in the "ScanSnap Manager - Scan and Save Settings"
dialog box.

Simplex scan

Only one side of the document is scanned at one time. Scanning
is performed according to the SCAN Button Settings.

SCAN Button Settings

The "ScanSnap Manger - Scan and Save Settings" dialog box
appears.
Settings configured in this dialog are used when scanning is

SCAN

performed with a [SCAN] button ' press.
—=Refer to "4.2 Changing Scanning Settings" (page 67).

Use Quick Menu

You can switch between the Quick Menu Mode and Left-Click
Menu Mode by marking/clearing this.
You can select an operational mode that is enabled upon

SCAN

scanning with a [SCAN] button . press.
=Refer to section "3.1 Flow of Operations" (page 30).

Profile Management

The "Profile Management" dialog box appears.
You can edit profiles.
—=Refer to "4.3 Saving Scanning Settings" (page 91).

Show scanning results

A message appears after scanning to inform you of the scanning
results, whether blank pages are removed (page 81) and/or the
orientation is changed (page 82).

ScanSnap Manager

i Scan results are as follows
-\2 Blank page remowval : Mo
Image Rotation : Yes

Check consumable

The "Check consumable status" dialog box appears.

supplies Reset consumable counters to 0 after you replace consumables.
Refer to section "9.1 Replacing Consumables" (page 236).

Help You can view the Help topics, the version information of
ScanSnap Manager, and the "Preferences" (page 112) and Online
Update (page 249) dialog boxes.

Exit You can exit ScanSnap Manger.
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B Left-Click Menu

66

This menu appears when the ScanSnap Manager e icon is left-clicked.

Selectable profiles are listed on the Left-Click Menu.

Select a profile name on this menu, and you can switch between profiles previously configured and
added to the profile list.

The selected profile is used for scanning in Left-Click Menu Mode (page 40).
For how to create and edit profiles, refer to section "4.3 Saving Scanning Settings" (page 91).

. % The Left-Click Menu is not displayed in Quick Menu Mode (page 35). When you
g want to use the Left-Click Menu, unmark [Use Quick Menu] in the Right-Click
Menu.



4.2 Changing Scanning Settings

4.2 Changing Scanning Settings

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

Operation

1. Right-click the ScanSnap Manager icon e on the taskbar.
When you want to change scanning settings, select [SCAN Button Settings].

Duplex scan
Simplex scan

SCAN Butkon Setkings ...

Use iguick Menu
Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

= The "ScanSnap Manager - Scan and Save Settings" dialog box appears.

Color Image Scammer

SCAN Button Setting: Left-Click Menu Mode
Select a profile

A4 color document LJ Add Profile... | Edit Profile... |

Change scan and save settings

deugueog sy Bumes _h

Application] Sawve File option | Papersize] Compression |

Specify the scanning mode you would like to use.

Image quality:

|5 Mormal (Fastest) |
Color mode:

Auto Calar Detection j
Scanning side:

||E1 Duplex Scan (Double-sided) j

¥ Continue scanning after current scan is finished

Help oK | Cancel ‘ |
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ol You can also display the "ScanSnap Manager - Scan and Save Settings" dialog

HINT

box by double-clicking the ScanSnap Manager icon e or by pressing [Cirl],
[Shift], and [Space] keys simultaneously.

2. Change the scanning settings on each tab of the "ScanSnap Manager - Scan and
Save Settings" dialog box.

The following settings can be changed:

e The application that starts automatically and interacts with ScanSnap =
[Application](page 71)

e The destination to save scanned images = [Save](page 75)

e Scan mode (fast or slow, excellent or normal, color or black-and-white, enable or disable
"setting for text only document," "automatic blank page removal," "correct skewed
character strings automatically," "allow automatic image rotation," and/or "set the document
with its face up," and whether "Continue scanning after current scan is finished" )=
[Scanning] (page 78)

e File format for the scanned image = [File option](page 83)

(file format, OCR, number of pages per PDF file, and password for PDF files)

e Paper size of the document = [Paper size](page 86)

(Carrier Sheet settings)
o File size for saving scanned images = [Compression](page 89)

ATTENTION Settings for scanning vary between the Quick Menu Mode and Left-Click Menu
@Wy Mode.
In this section, the "Scan and Save Settings" dialog box in the Left-Click Menu

Mode is used as examples.
EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm

3. Click the [OK] or [Apply] button.
= Settings on the "Scan and Save Settings" dialog box have been changed.



4.2 Changing Scanning Settings

<Setting Items>

Each setting item is described below.

Settings you can change for scanning in Quick Menu Mode differ from those in Left-Click
Menu Mode.

For your convenience, each item is marked with a following symbol:

S@NBONI[d @ : [tems that can be set in Quick Menu Mode

* Items with no mark can be changed in both modes.

Select a profile: @B Ze[{

ScanSnap Manager - Scan and Save Settings @

SN\ BRI E@IES - [tems that can be set in Left-Click Menu Mode

Color imege Scarnmer
SCAN Button Setting: Lefi-Click Menu Mode

|4 color document -~ AddProfile.. | EditPrafile ) wn
TN SColl N Sowe Sengs s ,(‘_D._
Apph:atlon] Save ng] File optian | Papersue] Cormpression | g
Specify the scanning mode you would like to use «

—
>

)
Image quality U)

[ Normal (Fastest) | O

Q

Color mode S
|nAutD Caolor Detection j (D

Scanning side: )

_ Q

||E-| Duplex Scan (Double-sided) ﬂ O

¥ Continue scanning after current scan is finished

Option ...
Help Ok | Cancel ‘ |

You can switch between profiles configured beforehand by selecting a profile in the "Select a
profile" drop-down list.
By default, the following profiles are in the list.

e Standard

e CardMinder (Only in CardMinder installed case)

Searchable PDF

Scan2Folder

Scan2E-mail

Scan2Print

ABBYY Scan2Word (Only in ABBYY Fine Reader for ScanSnap installed case)
ABBYY Scan2Excel (Only in ABBYY Fine Reader for ScanSnap installed case)

e ABBYY Scan2PowerPoint (Only in ABBYY Fine Reader for ScanSnap installed case)

ScanSnap S510 Operator's Guide | 69



70

. s You can add profiles configured to suit your needs or preferences.
C@) For details on how to add a profile, refer to "4.3 Saving Scanning Settings"
(page 91).
B [Add Profile] Button
You can add new profiles configured to meet your preferences.

B [Edit Profile] Button

Clicking this button displays the "Profile Management" window.

Profile Management

@ Standard

Rename ..

Delete

Doy

Help

el el §

Close

In this window, you can change profile names, delete profiles, and change the order
listed. However, you cannot change or delete the "Standard" profile (a default profile).



4.2 Changing Scanning Settings

[Application] tab Ee\BEiZe[{eX

B Application:

ATTENTION EE“'E?

Scansnap

Color Imasge Scarmmes

SCAMN Button Setting: Left-Click Menu Mode
Selecta profile

[Standard -~ AddProfie.. | EditProfile.. |

Change scan and save settings
Application Joave ] Scanning | File option | Papersize] Compression |

Selectthe application you would like to use.

Application

Ei_\; Scan2E-mail LJ

Application Settings...

Add or Remaowve...

Help

Cancel Apply

Specify the application to be linked to the ScanSnap to execute. The specified
application starts up after the document is scanned with the ScanSnap. Click the

drop-down-arrow j to select an application.
The selections are as follows:
Scan To File (No application is started)
ScanSnap Organizer (= page 206)
Adobe®Acrobat®
Adobe®Acrobat® Reader™ or Adobe® Reader®
CardMinder (= page 200)
ABBYY Scan2Excel (=>page 153)
ABBYY Scan2Word (=>page 153)
ABBYY Scan2PowerPoint (=>page 153)
Scan2Folder (=>page 115)
Scan2E-mail (=>page 127)
Scan2Print (=>page 127)

deugueog sy Bumes _h

Select [ABBYY Scan2PDF] when you want to make searchable PDF files in a
language not supported by ScanSnap Manager. For details about text
recognition languages, see [ABBYY FineReader for ScanSnap™ Help].

Note that Adobe Acrobat is a prerequisite for using [ABBYY Scan2PDF],
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Only the installed applications are selectable.

If you select "No application is started (Scan To File)," the scanned image is
saved to file, but this operation is transparent to you. Scanning results
(scanned images) are not displayed. Select this when you do not want to view
the scanned image every time a document is scanned.

When you select "CardMinder " in the "Application" drop-down list on the
[Application] tab, the [Save], [File option], [Paper size], and [Compression]
tabs are hidden.

When CardMinder is active, the application selected in the "Application" drop-
down list on the [Application] tab automatically switches to CardMInder. When
ScanSnap Organizer is active, the application selected in the "Application”
drop-down list on the [Application] tab automatically switches to ScanSnap
Organizer. When either of those applications is deactivated, the application
selected in the "Application" drop-down list on the [Application] tab switches to
the previously selected application.

B [Application Settings] button

This button only appears when "Scan2E-mail" or "Scan2Print" is selected in the

"Application" list. With this button, you can change the settings of the selected
application.

H [Add or Remove] button

Applications can be added to or removed from the "Application" list.
Click the [Add or Remove] button to displayed the dialog box below.

(Up to 10 applications can be added.)

Add or. remove application @

4 Added
Add .
Help

*Up to 10 applications can be added.




4.2 Changing Scanning Settings

<To add an application>
1) Click the [Add] button.
2) The dialog box below appears.

Application Settings @

1 Application Path:

Browse..

Application Name

MNew application

Ok | Cancel | Help |

o Click the [Browse] button to select an executable file (.exe) or a shortcut file
(.Ink).

= The path to the selected application is displayed in the "Application Path" field.

e Type in a name for the newly selected application.

= The application name is displayed in the "Application" drop-down list.
3) When you have finished the procedure, click the [OK] button.
4) In the dialog box below, the new application appears in the list. Click the [Close]
button to close the window.
Add or. remove application
9 Added

f“_fl Mew application

Femowve

e |

Change ...

Help

*Upto 10 applications can be added. < Close

=4
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NP, You must select an application that supports JPEG (*.jpg) and/or PDF (*.pdf)

Y/ g) file format.
Depending on applications, password-protected or text-recognized (processed
through OCR) PDF files may not open.
You can verify that the selected application supports the above file formats by
doing the following:
Example: Check that the selected application supports JPEG file format>
1. Create a shortcut to the application you want to add.
2. Drag afile in JPEG format (*.jpg) onto the shortcut (drag-and-drop action).
= If the application starts up and the file opens, then the application
supports JPEG file format.
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<To remove an application>

)

2)

3)

Select an application you want to remove in the "Add or remove application”
window, and then click the [Remove] button.

The confirmation message appears. Click the [ Yes] button to remove the
application.

Make sure that the application is removed, and then click the [Close] button.

<To change settings>

1)

2)

3)
4)

Select an application you want to change settings (path/name) for in the "Add or
remove application" window, and then click the [Change] button.

The "Application Settings" dialog box appears. Change the desired items.

After you make changes, click the [OK] button.

In the "Add or remove application" window, the application appears with a new
name if you change the name. Click the [Close] button to close the window.



4.2 Changing Scanning Settings

[Save] tab

ScanSnap Manager - Scan and Save Settings @

Calor Image Scarmee

SCAMN Button Setting: Left-Click tenu Mode
Select a profile

Standard L] Add Profile... | Edit Prafile... |
Change scan and save settings

Applicatio = canning | File option ‘ Paperenze] Compression |

@ Specify the folder and file name formatyou would like to use.

Irmage saving folder:

|E'\D0cuments and Setlings\Ownerify Documentsihy Fictures

Browse

File name farmat

I™ Rename file after scanning

Help ‘ oK | Cancel
w
o
B Image saving folder: g
Specify a folder to save scanned images. «Q
When you click the [Browse] button, the "Browse for Folder" dialog box appears. =
Select a folder to save scanned images, and then click the [OK] button. @
wn
Browse For Folder E 8
Save Folder: (:;)
>
& oo 2 oS

= -ﬂ My Documents

[# |Z) homepage
120 Image Transfer
[5) MIBARCD
I My eBoaks

[=2] j My Music

= “ﬂ My Pictures
[Z3) My Received Files

& ‘_‘ﬂ My Scansnap
I5) My videos

[# |2} Roxia

& ) temp v

Make MNew Folder

ol When "ScanSnap Organizer" is selected in the [Application] drop-down list,
" g) [Image saving folder] and the [Browse] button are grayed out, and you cannot
C specify any folder to save images from this window.
In this case, scanned images are saved in the "My ScanSnap Folder" specified
in ScanSnap Organizer (page 210). (If the operating system is Windows Vista,
the folder will be labeled as the "ScanSnap Folder."
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B [Filename format] button

S

@

Specify the name of image files to save.
When you click the [File name format] button, the following dialog box appears.

Filename format @

Date and Time
" Use Operating Systern Setting
" sanhMddHHmmss

* Custom File Name

File Name: | Counter: |3 digit =

Example  001.pdf

You can select one of three settings below.

e "Date and time (Use Operating System Setting)"

Files are named according to the settings of the operating system of your personal
computer.

Characters inappropriate for file names (/;+,*”<>|), if used, will be replaced with
"-" (under bar).

"Date and time (yyyyMMddHHmmss)"

The date and time are used for file names.
Example: A file saved at 19:00:50 on February 27th, 2007, in PDF format will be
20070227190050.pdf

"Custom File Name"

A file name is the combination of a text string typed in the "File Name" field and a
number of digits specified in the "Counter" drop-down list.

(An example name in each format is displayed at the bottom of the dialog box
when you select the format.)

About "Counter”

e When no file with a name specified in the "File Name" field exists in the save
folder (specified on the [Save] tab), a suffix number combined will be "1" ("001"
if 3 is selected in the "Counter" drop-down list). The number increases in
increments of 1 every time a new file is saved.

o When other files with a name specified in the "File Name" field exist in the
save folder, a number combined will be the smallest available number.
Example: When files, Scan01.pdf, Scan03.pdf, and Scan04.pdf, exist in the
same folder, the file you save next will be Scan02.pdf, and then Scan05.pdf,
Scan06.pdf, Scan07.pdf...as long as you use the same "File Name."

e When the specified number of digits is exceeded (for example, when saving
the 100th file with two digits specified), the number of digits increases by one.

Upon clicking the [OK] button, specified settings take effect.
(An example file name in the format you select is displayed under the [Filename
format] button.)



4.2 Changing Scanning Settings

B Rename file after scanning &\ BN ESiS@(e 3

If this checkbox is marked, the "Save scanned image as" dialog box appears after
scanning.

Save scanned image as E]

Save jn; |IT'|?‘I My ScanSnap j |‘j( v

.arganizer

Investigation Repart
MyRecent | TU 2006 11 21 10 24 21.pdf
Clmiis T scan1o0t. pdf

T scanl002, pdf

b scan1003, pdf

&

Deskiop

\3

My Documents

My ter

@ i@

File niame: 2008 1121 10 35 45.5a | sae |
Mypr;letwork Save as type: |PDF File [*.pdf) j Cancel
You can change folders to save the scanned images, or rename files in this window.
. NP e The file is automatically named with a file name previously specified in the
> "File name format" dialog box. If you do not want to rename the file, click the
[Save] button.

e When multiple files are generated per scan, each file name is followed by a
serial number. (= File name + Serial number +.Extension)

Example 1: In the "PDF file format option" dialog box (page 84), select
[Generate one PDF file per xx page(s)]. If a scanned document
contains pages exceeding the specified page number, files are
named as follows:
=Scan001.pdf, Scan002.pdf, Scan003.pdf...

Example 2: When files are saved in JPEG format, files are named as follows:
=Scan001.jpg, Scan002.jpg, Scan003.jpg...

*The example names above are of files named using "Scan" as the file name.

*The number of digits is a number selected in the "Filename format" dialog

box.
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[Scanning] tab

ScanSnap Manager - Scan and Save Settings

e Soearres. y

SCAN Button Setting: Left-Click Menu Mode
Select a profile

Ad calar dacument -~ AddProfile.. | EditProfie.. |
Change scan and sa i

Application] Sawve JFile optian | Papersize] Compression |

Specify the scanning mode you would like to use.

Image quality:

|5 Mormal (Fastest) |
Color mode:

Auto Calar Detection j
Scanning side:

||E1 Duplex Scan (Double-sided) j

¥ Continue scanning after current scan is finished

Help oK | Cancel ‘ |

H Image quality:
You can specify mode to scan documents, depending on your preferences (whether
you want to scan documents quickly or at high quality.
Select one of the following:
e Normal (Fastest)
Select this mode when you wish to scan documents quickly.
e Better (Faster)
Select this mode when you wish to scan documents at high quality.
e Best (Slow)
Select this mode when you wish to scan documents at higher quality.
e Excellent (Slower)
Select this mode when you wish to scan documents at the highest quality

HINT‘.' The resolution of each mode is as follows:

C%) e Normal: equivalent to 150 dpi (color)/300 dpi (black-and-white)
e Fine: equivalent to 200 dpi (color)/400 dpi (black-and-white)
e Best: equivalent to 300 dpi (color)/600 dpi (black-and-white)
e Excellent: equivalent to 600 dpi(color)/1200 dpi (black-and-white)
Generally, the higher quality you specify, the longer it takes to scan documents
and the larger the file size becomes.



4.2 Changing Scanning Settings

B Color mode:
You can specify whether to scan documents in color or black-and-white.
Select one of the following modes:

e Auto Color Detection
The ScanSnap automatically recognizes color pages and black-and-white pages,
and it switches between color and B&W modes automatically.
e Color
The ScanSnap scans the document in color mode.
This setting suits when color pages are scanned.
e B&W
The ScanSnap scans the document in black-and-white mode.
This setting suits when black-and-white pages, mostly containing text, is scanned.
The file sizes are smaller than those scanned in color mode.

e Color high compression @@ \EIESiS@i(¢3

The ScanSnap saves color document images at a high compression rate.

. sl e Normally, set this setting to "Auto Color Detection," and you do not have to
g change the color mode each time you scan a document.
* Note that the following types of documents may be recognized as black-and-

white documents.

- Faintly toned paper

- Partially colored documents

- Documents printed in two colors; many parts of documents are colored in
dark color such as dark gray similar to black
To scan such documents in color mode, select "Color" in the "Color mode"
drop-down list.

e In "Color high compression" mode, characters and background on the
document are compressed separately, and thus, the file size of the document
that mostly contains text characters becomes smaller while the quality of the
characters is kept high.

However, this mode is not appropriate for scanning photographs or figures
because these graphical materials are recognized as background and
compressed as such, causing degradation in images.

If this setting is specified, the contrast of the image may become higher.

e Depending on the types of documents, file size may increase if you use color
high compression mode than if you do not. The file size of the following types
of documents may become larger.

- Documents that contain many pictures and/or graphics but fewer
characters written in black

- Documents of complex layout (e.g. multiple columns)

- Documents with patterned background

deugueog sy Bumes _h
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B Scanning side:
You can select the sides to be scanned (single-sided or double-sided) by pressing the

[SCAN] button @ on the ScanSnap.
Select [Duplex Scan] or [Simplex Scan] from the menu.

B Continue scanning after current scan is finished
If the checkbox is marked, the following message appears after scanning.

ScanSnap Manager - Message
n Scanning is completed —
i To continue scanning, click the [Continue Scanning] button; to stop
= scanning, click the [Finish Scanning] buttan

Caontinue Scanning: Load the document in the ADF and click this
hutton. The pages will be appended to the current file Asobe Acroost

Finish Scanning: Press this button when scanning has been s Mo

completed
——
Scanning completed up to 1 sheet.
Cantinue Scanning Finish Scanning J Last page scanned

To continue scanning, load a document onto the ScanSnap, and then click the

[Continue Scanning] button.

To finish scanning, click the [Finish Scanning] button.

After the [Finish Scanning] button is clicked, the scanned images are saved into one

file.

* It is possible to continue scanning up to 1000 pages for one file.

* The size of a PDF file should be 1Gbyte at the maximum. Although a file larger
than 1Gbyte can be created, such a file may not be opened.
Specifically, when you attempt to open the file with Adobe Acrobat, a message
may appear to tell that the file is corrupted and being fixed.

B [Option] button
In the dialog box below, you can configure detailed settings.
Clicking the [Option] button displays the "Read mode option" dialog box.

Read mode option

Brightness (Black and White scanning only)

N ot
e 0 el

Marmal

I~ Setting for text only document

W Allow automatic blank page removal

I~ Correct skewed character strings automatically
W Allow automatic image rotation

[~ Setthe documentwith its face up

oK | Cancel Help




4.2 Changing Scanning Settings

- Brightness
(Black and White scanning only)
You can set the density for scanning black-and-white images.
Moving the slider control to the left lightens scanned images while moving the
slider control to the right darkens scanned images.
* This setting is valid when "B&W" is selected in the "Color mode" drop-down
list, or when a scanned document is recognized as a black-and-white document
with "Auto Color Detection" selected in the "Color mode" drop-down list.

- Setting for text only document
Mark or clear this checkbox depending on documents.
e Mark this checkbox when scanning documents not containing
photographs.

¢ Clear this checkbox when scanning documents containing photographs.

- Allow automatic blank page removal
When this checkbox is marked, blank pages in a document are automatically
recognized and removed so that the output images include no blank pages.
For example, when both two-sided and one-sided documents are contained in a
batch and the batch is scanned in Duplex mode, this feature removes only the blank
pages of documents.
* No scanned images are output if all pages of the batch of documents are

recognized as blank.

EEEEEEEEFEEEEEEEEEEEEEEEEEEEEEESN
ATTENTION The following types of documents may be accidentally recognized as blank.
@g’? e Almost blank sheet of paper with a few characters on it
e Plain color sheet of paper (including black)
Before discarding the original documents you have scanned, check the
document images for pages accidentally removed. If any, you may have to
scan the documents again.
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- Correct skewed character strings automatically
When this checkbox is marked, skew is automatically detected and corrected.
Images with up to +/-5 degrees of skew can be corrected.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
ATTENTION This function detects document skew based on text. Therefore, if the following
@g’? types of documents are skewed, the skew may not be corrected:
e Documents on which the pitches of lines or characters are extremely narrow,
or characters are overlapped
e Documents that have many outlined or decorated characters
e Documents that have many photographs or figures but only a few characters
e Documents that have characters on patterned background
e Documents that have characters printed in various direction (e.g. drawings)
e Documents that have long diagonal lines
e Handwritten documents

*When you scan documents above, clear the checkbox. Or random results will
occur.
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- Allow automatic image rotation
When this checkbox is marked, pages scanned upside down or in the wrong

orientation are rotated and output in the right orientation.

Therefore, the following types of documents may not be rotated correctly:

ATTENTION This function detects the orientation of a document based on the text lines.
§§\ %

Documents which have many extremely large/small characters

Documents on which pitches of lines or characters are extremely narrow, or
characters are overlapped

Documents that have many characters contacting underlines or ruled lines
Documents that have many photographs or figures but a few characters
Documents that have characters on patterned background

Documents that have characters printed in various directions (e.g. plans, etc.)
Documents that have only capital letters

Handwritten documents

Documents that have unclear or smeared characters

*When you scan documents above, clear the checkbox.
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEER

- Set the documents with its face up

Mark the checkbox if you want to scan the
document as shown in the right figure.

Scanning starts with the last page from
bottom up. After all pages are scanned,
pages are sorted in the reverse order scanned
to save to file.

after scanning.

ATTENTION The scanning speed is slower than usual because scanned images are sorted
3\
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4.2 Changing Scanning Settings

[File option] tab

Color Imasge Scanmer
SCAN Button Setting: Left-Click Menu Mode
Select a profile
Standard -~ AddPrafie.. | EditProfls. |

Change scan and save settings

Application] Save l Scanning Papersize] Compressw0n|

9. Specify the file options you would like to use.
=

File format:

\PDF¢* pelf) -

MNote: JFEG is available only when "Color' is selected at [Caolar Mode].

¥ Searchable PDF(OCRs during scan)
Selecttext recognition language:

[English -]

Select page for text recognition

& All pages " First page

Option
w QK | Cancel ‘ Apply |

B File format (@A BN i@ ITd 4

You can specify the file format to save scanned images.

Click the down-arrow j and select either of the following:
e PDF (*.pdf)
e JPEG (*.jpg)

EEEEEEEEEEEEEEEEEEEEEEEEEEEEENETSR
ATTENT.ON§H% The "JPEG" format is not available when "Auto Color Detection," "B&W," or
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"Color high compression" is selected in the [Color mode] drop-down list on the
[Scanning] tab.

When "JPEG" is selected, if you select "Auto Color Detection," "B&W," or
"Color high compression," the file format is automatically switched to "PDF."

B Searchable PDF (OCRs during scan)
You can use this function only when PDF is selected in the [File format] drop-down
list. By marking this checkbox, you can create a searchable PDF file.

B Select text recognition language:
You can select a language for recognizing text.
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B Select page for text recognition:
e All pages
All pages are recognized as text when a PDF file is created.
o First page
Only the first page is recognized as text when a PDF file is created.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
rrTENTION e Marking this checkbox may require an extended period of processing
@i‘ly depending on your personal computer environment.
e ScanSnap may fail to correctly recognize the following kinds of documents
(characters) as text. However, by changing Color mode and/or improving
Image quality for scanning, such a document may be successfully text
recognized.
- Handwritten documents
- Documents including smaller characters and scanned in low quality
- Skewed documents
- Documents written in languages other than the specified language for text
recognition
- Documents including texts written in Italic characters
- Superscript/subscript letters and complex mathematical formulas
- Characters are written against an unevenly-colored or patterned background
e Characters to which effects (Shadow, Outline, and the like) are applied
e Shaded characters
- Documents of complex layout as well as documents including unreadable
characters (due to print-through and smudges)
(It may take an extended period of time to scan documents described above.)

B [Option] button
This function is used for configuring detailed settings of PDF files. This button is
enabled when "PDF(*.pdf)" is specified at [File format:]. Click [Option] button to
display the following dialog box.

PDF file format option @
FDF File Option

& Multipage POF(whale batch in one POF);

" Generate one PFOF file per E| page(s)

r

oK Cancel | Help |

e "Multipage PDF (whole batch in one PDF)"
Creates a merged PDF file of all the scanned images.



4.2 Changing Scanning Settings

e "Generate one PDF file per xx pages"

Create a new PDF file at each set page. For example, when "2" pages are set in
this option, scanning 6 pages of documents creates 3 files.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
ATTENTION If you select Adobe Acrobat and Adobe Reader (or Acrobat Reader) at
@Wy "Application," only the first file is displayed in the dialog box when two or more
files are created by one scanning. (If you select other applications, follow the
specifications of the application to find out how the files are displayed.)

B Set a password for PDF file L&)\ EE= i 2@[(d3

You can set a password for a PDF file created after scanning. It becomes impossible
to open a password-protected file if you do not enter the password for that file.

The "Enter password" dialog box appears whenever the scanning finishes. Enter a
password two times (one is for confirmation), and then click the [OK] button.

ScanSnap Manager (Enter password) @

Enter password for PDF file

Fassword: |

Confirm: I

*If you click the [Cancel] button, the file is saved as a normal PDF file
without a password.
Use a fixed password
You can set a fixed password in advance for all the PDF files so that the "Enter
password" dialog box will not appear when you scan.
If you select the checkbox, the [Password] and the [ Confirm] fields become
enabled. Enter the same password in these two fields.
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¥ Setapassword for PDF file

p— ) p—
Fassword: | Confirm: |

ATTENTION ¢ You can set a password using the following:
@{"7 Maximum number of characters: 16
Characters: A-Z, a-z, 0-9
Symbols: '"#$% &' ()*+,-./:;<=>2@[\]*_"{|}~
* Note: If you forget your password, the PDF file cannot be opened.
EEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
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[Paper size] tab

ScanSnap Manager - Scan and Save Settings

SCAN Button Setting: Left-Click Menu Mode
Select a profile

Ad calar dacument -~ AddProfile.. | EditProfie.. |

Change scan and save settings

Application] Sawve ] Scanning] File option Compression]

34 Select paper size,

Faper size:

Automatic detection LJ

Mixed paper size scanning is not available.

Customn...

[™ Scan mixed paper size

Carrier Sheet Settings... |

Help oK | Cancel

B Paper size:

Specify the size of the document to be loaded on the ScanSnap.
Click the down-arrow j to select the size. The following paper sizes (W x L) can
be selected.

e Automatic detection

o Letter (8.5x11in (216 x 279.4 mm))

o Legal (8.5x 14 in (216 x 355.6 mm))

e A4 (210 x 297 mm)

e A5 (148 x 210 mm)

e A6 (105 x 148 mm)

e B5 (JIS) (182 x 257 mm)

e B6 (JIS) (128 x 182 mm)

e Post card (100 x 148 mm)

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

e Custom (up to 10 settings can be registered)

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERNm
ATTENTION To use the Carrier Sheet, "Automatic detection" must be selected.
<§\ %



4.2 Changing Scanning Settings

B [Custom] button
You can use this function to register up to 10 customized document sizes at the
[Paper size] menu. Clicking this button displays the following setting window:

Add or Remove Custom sizes @

Acd .
custam?
custom3
customd Remove

‘Wviclth Length

% =i inches

*Up 1o 10 custom documents can be added.

<When adding a customized document size>
1) Click the [Add] button.

2) The following dialog box appears.

Additional custom size settings @
“idth Length
g |11 @ inches

" mm
™ Auto Length

‘Width: 50.8-216 mm (2-85in)

Length: 50.8 - 360 mm  (2-14.17in)
MNarne:

Mew custom size

Ok | Cancel ‘ Help ‘

- Enter the document size within the range given below.
Width:  50.8 - 216 mm (2 - 8.5 in)
Length: 50.8 - 360 mm (2 - 14.17 in)

- Enter a name in the [Name] field.

= The name is displayed in the [Paper size] field.

deugueog sy Bumes _h

3) To complete the setting, click the [OK] button.
= The customized document size will be registered.

4) Click the [Close] button to exit the "Add or Remove Custom sizes" window.

<When deleting a customized document size>

1) In the "Add or Remove Custom sizes" window, select the document size to be
deleted and click the [Remove] button.

2) The confirmation message appears. Click the [Yes] button to delete the customized
size.

3) Make sure that the selected size is deleted from the list. Click the [Close] button to
exit the "Add or Remove Custom sizes" window.
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<When changing the settings>

1))

2)
3)

4)

In the "Add or Remove Custom sizes" window, select the document size to be
changed and click the [Change] button.

Change the settings in the "Additional custom size settings" window.

To complete the setting, click the [OK] button.
= The window returns to the "Add or Remove Custom sizes" dialog box and the

changes are saved.

Click the [Close] button to exit the "Add or Remove Custom sizes" window.

ATTENTION gz“'gr

When you select Business card (90 mm x 55 mm, 55 mm x 90 mm) and scan:
From the scanned length, the horizontal or vertical position is automatically
recognized and scanned.

For length (loading direction), it is the actual scanned length of the card.

For width, it is fixed at 90 mm (horizontal position), or 55 mm (vertical position).

B "Scan mixed paper size"
By marking the checkbox, you can scan the documents of different widths or sizes at a

time.

B [Carrier Sheet Settings] button
You can set or change settings to scan with the carrier sheet.

ATTENTION EE“’E?

For information about how to set the Carrier Sheet Settings, refer to "4.5
Changing Carrier Sheet Settings" (page 105).



4.2 Changing Scanning Settings

[Compression] tab

Color imsge Scammer

SCAN Button Setting: Left-Click Menu bdode
Select a profile

Standard LJ Add Profile... Edit Profile.. |

Change scan and sawve settings

Applicatmnl Sawve 1 Scanning ‘ File option | Faper size

HE Specify the compression rate you would like to use.
(Compression rates can only be adjusted for colorimages.)

Compression rate:

(L) et (-ich)

Compression
/ 3
(Large) R — ()

MNorrmal

File size

Help (0]9 | Cancel

B Compression rate:
Specify a compression rate to control file sizes of scanned images.
By moving the slider, compression rates can be changed.
The compression rate increases as the slider moves to the right.File sizes become
smaller when the compression rate is high.

ATTENTION When the compression rate is increased, the quality of scanned images
\ deteriorates.

deugueog sy Bumes _h

H.NT‘.' e If you select "Color high compression" mode on the [Scanning] tab, the file
) size becomes far more smaller by increasing the compression rate.
e In "Color high compression" mode, characters and background on the

document are compressed separately, and thus, the file size of the document
that mostly contains text characters becomes smaller while the quality of the
characters is kept high. However, this mode is not appropriate for scanning
photographs or figures because these graphical materials are recognized as
background and compressed as such, causing degradation in images. If this
setting is specified, the contrast of the image may become higher.(page 79)

e Depending on the types of documents, file size may increase if you use color
high compression mode than if you do not. The file size of the following types
of documents may become larger.

- Documents containing many pictures and/or graphics but fewer characters
written in black

- Documents of complex layout (e.g. multiple columns)

- Documents with patterned background

ScanSnap S510 Operator's Guide | 89



90

sl About the size of image data
(g> The following table shows a rough guideline for calculating the size of
images generated when a sheet of a color document is scanned in the
Simplex mode.

File type: PDF

Paper size: A4 (Brochure)

Color mode: Color (in KBytes)
Compression rate
Scan mode 1 2 3 4 5
Normal quality 743 312 256 178 100
Better quality 1169 548 395 300 186
Best quality 2503 1018 790 575 352
Excellent quality 10210 4084 2884 1981 1793

Color mode: Color high compression (in KBytes)
Compression rate
Scan mode 1 2 3 4 5
Normal quality 524 329 270 180 159
Better quality 787 459 393 137 97
Best quality 1107 572 238 176 147
Color mode: B&W (in KBytes)
Scan mode Compression rate
Normal quality 158
Better quality 247
Best quality 533
Excellent quality 2076

* "Color high compression" is more effective in "Best quality" mode.

* To further decrease file sizes, change settings as follows:

- When scanning documents such as photographs or drawings, change
compression rates (1 to 5).

- When scanning documents containing mostly characters in "Best quality”
mode, select "Color high compression" in Color mode drop-down list.



4.3 Saving Scanning Settings

4.3 Saving Scanning Settings

You can define up to 12 sets of preferences called profiles for scanning in Left-Click Menu Mode.

With just a click of the ScanSnap Manager icon e, you can retrieve and use the saved profiles.

Select a profile

v ==k Standard

ol

7

=L | etter Calor Document

{

q

[ Convert into Waord File

Y

J &

P ar dMinder

Left-Click Menu )

o

Once settings that you configure frequently for scanning are preset (profiles), you do not have to g
change settings in the ScanSnap Manager dialog box every time you scan documents. You can (,C_)._
switch between profiles with simple point and click operations. cDD-
wn

X

. o0 The descriptions above apply to scanning operations in the Left-Click Menu (:})
g Mode. -]

Q

©

The following explains the operations.
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B Adding Profiles

Opera%

1. Right-click the ScanSnap Manager icon e and make sure that [Use Quick Menu] is
unchecked.

Duplex scan
Simplex scan

&M Butbopn Setbings ...

Use Quick Menu

Profile Management. ..
Show scanning resulks
Check consumable supplies ...

Help 3

Exit

= When you uncheck [Use ScanSanp Quick Menu], the Right-Click Menu above
disappears once.

. sl When [Use Quick Menu] is marked, the [SCAN] button enters Quick Menu
%) Mode. You cannot add or edit profiles in the Quick Menu Mode.

2. Right-click the ScanSnap Manager icon e and then select [SCAN Button Settings].

Duplex scan
Simplex scan

SCAN Butkon Setkings ...

Use Quick Menu

Profile Management. ..

Show scanning resulks

Check consumable supplies ...

Help 3

Exit

92 |



4.3 Saving Scanning Settings

3. Inthe "ScanSnap Manager - Scan and Save Settings" dialog box, change scanning
settings to meet your preferences.

ScanSnap Manager - Scan and Save Settings @

Color Image Scanner

SCAN Button Setting: Left-Click Menu Mode
Selectaprofie

|Ad color document | Add Profile.. | EditProfle.. |

Change scan and save settings
,Apphcannnl Save ___SEE_i__fjfj_!n_g I File option | Paper swze] Compression |

Specify the scanning mode you would like to use

Image quality:

£ Mormal (Fastest) =
Color moce:

‘nAutD Color Detection j
Scanning side

H‘E Duplex Scan (Double-sided) j

[¥ Continue scanning after current scan is finished

Help 0K Cancel J |

4. When all changes have been made, click the [Add Profile] button.

SCAMN Button Setting: Left-Click Menu Mode
Select a profile

|A4co|0rdocument j ‘ Add Profile... , Edit Profile... |

Change scan and save settings

Application] Sawve

File Dption] Papersize] Compression]

= The "Add new profile" dialog box appears.

5. Type in a profile name, and then click the [OK] button.

Add new profile

deugueog sy Bumes _h

MNew profile name

|Letler Color Document

OK Cancel | Help |

= The new profile appears in the "Select a profile" drop-down list.

ScanSnap Manager - Scan and Save Settings @

Color image Scammaer 8

SCAN Button Setting: Left-Click Menu Mode
Select a profile

| Standard -~ AddProfile.. | EditProfie.. |

E option | Papersizel Compression ‘

6. Click the [OK] button to close the "ScanSnap Manager - Scan and Save Settings"
dialog box.
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= Now, you have finished adding a new profile.

H.NT‘.' e You can add up to 12 profiles, includi
Cg) (The "Standard" profile cannot be del
e You can change the sequence of the

ng the "Standard" profile.
eted.)
profiles except for the "Standard" profile.

1. Right-click the ScanSnap Manager icon, and then select [Profile
Management] to open the "Profile Management” window.
2. Select a profile name from the list to arrange profiles in a different

sequence.

3. Click the [Up] or [Down] button to move the profile name up or down.

Profile Management @

@ Standard

%Conveninto YWoard file

?_— CardMinder

etter Color Document

Fename ...

Delete

Dawn

Help

Close

e

4. Click the [Close] button.



4.3 Saving Scanning Settings

Scanning with an Added Profile

Operatw

1. Left-click the ScanSnap icon e

Select a profile

v @ Standard
[cEY

'm,..ﬁ, Letter Color Docurment

= The Left-Click Menu appears.

(Icons of applications that start-up after scanning appear on the left of each profile.)

2. Select a profile to use for scanning.
= The selected profile is marked.

w
=

Ziﬁ" Standard
T
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Operation

3. Load the document on the ScanSnap.

SCAN

4. Press the [SCAN] button (®).
= The document is scanned according to the settings of the selected profile.
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B Changing Settings for Profiles

Operation

1. Right-click the ScanSnap icon 9 and then select [SCAN Button Settings].

Duplex scan
Simplex scan

SCAN Button Settings .

Use Quick Menu
Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

2. From the "Select a profile" drop-down list in the "ScanSnap Manager - Scan and Save
Settings" dialog box, select a profile you want to change settings for.

Color imsge Scammer

SCAN Button Setting: Left-Click Menu bdode

Standard -0 AddPrafile.. | EditProfile. |

Standard

(Letter Color Document
Convert inta Woard file
ardhinder

o option | Papersizel Compression ‘

Application

|]7ﬂ ScanSnap Organizer LJ

Add or Remove

Help (0]9 | Cancel

3. Change settings for the selected profile.

For detailed information on how to configure scanning settings for profiles, refer to "4.2
Changing Scanning Settings" (page 67).
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4.3 Saving Scanning Settings

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

Scansnap

Color imsge Scammer

SCAN Button Setting: Left-Click Menu bdode
Select a profile

Letter Color Docurnent LJ Add Profile... ‘ Edit Profile.. |
Change scan and sawve settings

Applicatmnl Sawve gl File option | Papersizel Compression ‘

Specify the scanning mode you would like to use

Image quality:

|ﬁ Mormal (Fastest) LJ
Color mode:

[¥B Color &l
Scanning side:

|—|ﬂ Simplex Scan (Single-sided) j

W Confinue scanning after current scan is finished

Option ..
Help ( (0]9 i ’ Cancel ‘ Applhy |

= A confirmation message appears to ask you whether you want to overwrite the profile
with new settings.

HWTs'o If you select another profile from the "Select a profile" drop-down list before
g) clicking the [OK] button, the following message appears.

ScanSnap Manager,

2 To change "Letter Colar Document” profile setting, select "Yes",
‘-./ To keep current setting, select "No".

deugueog sy Bumes _h

Upon clicking the [Yes] button in the message window above, new settings
made to the profile take effect, and the profile is switched to another one. If the
[No] button is clicked, no changes are made to the profile, and the profile is
switched to another one. If the [Cancel] button is clicked, you will be returned to
the "ScanSnap Manager - Scan and Save Settings" dialog box.

5. To overwrite the profile, select the [Yes] button. If the [No] button is clicked, changes
are reflected to the "Standard" profile.

If the [Cancel] button is clicked, you will be returned to the "ScanSnap Manager - Scan and
Save Settings" dialog box.

ScanSnap Manager

The settings of the prafile %% e & s have been changed.
1_—/ Select [fes] to save the new settings,
and seleck [Mao] to save settings as "Standard",

Mo | Cancel |

(When the settings are saved for the "Standard" profile, the confirmation message will not
appear.)
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Renaming Profiles

Opera%

1. Right-click the ScanSnap icon 9 and then select [SCAN Button Settings].

Duplex scan
Simplex scan

SCAN Butkon Setkings ...

Use Quick Menu

Profile Management. ..

Show scanning resulks

Check consumable supplies ...

Help 3

Exit

= The "ScanSnap Manager - Scan and Save Settings" dialog box appears.

2. Click the [Edit Profile] button.

Select a profile

|LenerCqurDucument j Add Profile... |< Edit Profile... ’|

= The "Profile Management" dialog box appears.

3. Select a profile name from the list, and click the [Rename] button.

Profile Management B]
@ Standard

%Cunvenimn Ward file
Delete
Cardeder

Down

Help

Letter Calor Document

4. In the "Rename" window, type in a new name.

Rename

Cancel ‘

5. Click the [OK] button



4.3 Saving Scanning Settings

= The selected profile is renamed.

N P)

HINT g

You can also invoke the "Profile Management" dialog box by right-clicking the

ScanSnap icon 9

The "Profile Management" dialog box appears when [Profile Management] in
the Right-Click Menu, which pops up.

Change profile names as you do in the "ScanSnap Manager - Scan and Save
Settings" dialog box; select a profile name from the list, and then perform steps
3to 5.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...

Lise Ouick Menu

Profile Management. ..

Show scanning resulks

Check consumable supplies ...

Help 3

Exit

deugueog sy Bumes _h
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B Deleting Profiles

Opera%

1. Right-click the ScanSnap icon 9 and then select [SCAN Button Settings].

Duplex scan
Simplex scan

SCAN Butkon Settings ...
Use Quick Menu

Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

= The "ScanSnap Manager - Scan and Save Settings" dialog box appears.

2. Click the [Edit Profile] button.

Select a profile

|LetterCDIurDDc:ument j AddPeriIe...I Edit Profile. . ’

Change scan and save settings

= The "Profile Management" dialog box appears.

3. Select a profile name from the list, and then click the [Delete] button.

Profile Management @
@ Stanclard

t Color Document

%Conveninto YWoard file

& Cardhinder

Fename ...

Delete 1
Dawn
Help

Close

e e
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4.3 Saving Scanning Settings

o 0 You can also invoke the "Profile Management" dialog box by right-clicking the

Cg) ScanSnap icon e

The "Profile Management" dialog box appears when [Profile Management] in
the Right-Click Menu, which pops up.
Delete profile names as you do in the "ScanSnap Manager - Scan and Save

Settings" dialog box; select a profile name from the list, and then click the
[Delete] button.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...
Eonick I=n

Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

4. The "Delete Profile" dialog box appears to confirm the deletion. Click the [Yes]
button to delete the profile.

Delete Profile

! E Remaove [Letter Color Documnent] From the profile lisk, This operation cannot be undone, CK ko delete?
L
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Using the ScanSnap Quick Menu

ScanSnap Quick Menu

When the ScanSnap is in Quick Menu Mode, the ScanSnap Quick Menu pops up upon scanning
with a [SCAN] button press.

Save with ScanSnap Organizer

ScanzFolder

ScanzE-mail

ScanzPrint

=
5
g

ABBYY Scanword

@- Y ABEYY ScanZExcel

ABBYY Scan2PowerPoint

I Da not show this men

agair.

Select a function you want to perform from the menu on the left,

’~

FDF filez are created from the scanned documents and dizplayed with
ScanSnap Organizer. [The created PDF files are stored in the folder
specified in ScanSnap Organizer. |

Action List

Descriptions of the selected action

In this menu, you can select an action as follows:

Action List

You can select an action you want to perform with scanned images.
Place the mouse pointer on an action and click it to perform any action.
Up to seven actions are selectable.

Action

Description

Save with ScanSnap Organizer

PDF files are created based on the scanned images, and

*1 ScanSnap Organizer is started to display the scanned
images. Those files are saved in a folder
(on your personal computer) specified in ScanSnap
Organizer.

Scan2Folder PDF files are created based on the scanned images and

saved in a specified folder (shared folder).
= "5.2 Saving Data in the Specified Folder" (page

115)




4.4 Using the ScanSnap Quick Menu

Scan2E-mail PDF files are created based on the scanned images and
an e-mail program is started with the PDF files attached
to an e-mail message.

= "5.3 Sending Files by E-Mail" (page 127)

Scan2Print Scanned images are printed with the printer.
= "5.4 Using the ScanSnap as a Copy Machine" (page
143)
ABBYY Scan2Word *2 The scanned images are processed through OCR and

converted into Word files.
= "5.5 Converting into Word / Excel / PowerPoint Files"
(page 153)

ABBYY Scan2Excel *2 The scanned images are processed through OCR and
converted into Excel files.
= "5.5 Converting into Word / Excel / PowerPoint Files"
(page 153)

ABBYY Scan2PowerPoint *2 The scanned images are processed through OCR and
converted into PowerPoint files.
= "5.5 Converting into Word / Excel / PowerPoint Files"
(page 153)

*1: This is not available unless ScanSnap Organizer is installed.
*2: This is not available unless ABBYY FineReader for ScanSnap 3.0 is installed.

Descriptions of the selected action

An illustrated description of each action.
The [Settings] button is displayed when there are required settings to be configured for the
selected action.

deugueog sy Bumes _h

[Settings] button

When you find an arrow button | on an action button, you can change settings for that

action. Place the mouse cursor on the arrow button | to display the [Settings] button of an

action you want to use.

ScanSnap Quick Menu

— = "up Select a function you want to perform from the menu on the left,

|
r
3

Save with ScanSnap Organizer FDF files are created from the scanned documents; you can launch email
zoftware [Microzoft Dutlook] and attach PDF files to email by using this
function.

T—
@ )

ScanzFolder

ScanzE-mail 3

WD)

ScanzPrint 3

Lﬁj ABBYY Scan2word
@ﬂ ABBYY ScanZEucel
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e Scan2E-mail (=>page 127)

HWTs'o The [Settings] buttons are displayed when following actions are selected:
g e Scan2Print (= page 127)

"Do not show this menu again" checkbox

If this checkbox is marked, the ScanSnap Quick Menu is not displayed again.
The mode used for scanning is switched from Quick Menu Mode to Left-Click Menu
Mode.

When you want to use the ScanSnap Quick Menu, mark [Use Quick Menu] on the Right-
Click Menu.

[Close] button

The action is canceled.
When this button is clicked, the following dialog box appears.

ScanSnap Manager

The scanned images are saved ko files in the folder below,
\._'_'/ E:\Documents and Settingsifuruseiiy DocumentsiMy Pictures
Do you want to delete the files?

Mo ‘ Cancel ‘

[Yes] button: Scanned images are deleted and the action is canceled.

[No] button: Scanned images are saved in a folder specified in the
"ScanSnap Manager - Scan and Save Settings" dialog box in
PDF format and the action is canceled.

[Cancel] button: You will be returned to the ScanSnap Quick Menu.

[Help] button:
Help topics about the ScanSnap Quick Menu are displayed.

R e When the ScanSnap Quick Menu is displayed, the ScanSnap does not work
@3,7 even if you press the [SCAN] button. Select one of actions in the menu and
complete the action before scanning another document.
e Do not move, delete, or rename files in other applications when the ScanSnap
Quick Menu is displayed.



4.5 Changing Carrier Sheet Settings

4.5 Changing Carrier Sheet Settings

Carrier Sheet settings can be changed in the "Carrier Sheet Settings" dialog box.

The "Carrier Sheet Settings" dialog box appears when the [Carrier Sheet Settings] button on the
[Paper size] tab is clicked.

Right-click the ScanSnap Manager icon e on the taskbar, and select [SCAN Button Settings]
from the menu.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...

Use Quick Menu

Profile Management. ..

Show scanning resulks

Check consumable supplies ...

Help 3

Exit

= The "ScanSnap Manager - Scan and Save Settings" dialog box appears.

Click the [Carrier Sheet Setting] button on the [Paper size] tab to display "Carrier Sheet Settings"
dialog box.

ScanSnap Manager - Scan and Save Settings @
ST SIS, /2

Color Image Scammer

SCAN Button Setting: Left-Click Menu Mode
Select a profile

Ad color document -~ Add Profile.. | Edit Profile.. |
Change scan and save settings

deugueog sy Bumes _h

Application] Sawve | Scanning | File optio ampression |

A4 Select paper size,

Faper size:

Automatic detection j

Mixed paper size scanning is not available.

Customn...

™ Scan mixed paper size

( Carrier Sheet Settings... D
Help oK | Cancel
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Select mode in—{| _

this drop-down

list.

The selected
mode is

& Carrier Sheet Settings

-~ Dutput image size

Autamatic detection j

Ik this Maode, the frant and back pages are et in a facing-page state and iz output
a3 al-page image.
Use thiz mode when scanning documents such as 43 size.

‘when inserting a document into Cariier Sheet, take note of the following,

- Set the document so that it touches the top of the sheet
lign the folded edae of the document alang the thick vertical ling

described briefly

- Select "Duplex Scan (Double-sided)” in ScanSnap Manager setting. The setting
can be changed in the [Scanning side] of the [Scanning] tab,

ABC

— ' The
procedure in
the selected
mode is

illustrated

Hel |

Click to enable settings and close this dialog box

Click to cancel settings and close this dialogbox |

Click to show Help.

The following explains settings you can change in the "Carrier Sheet Settings" dialog box.

Mode

You can specify a method of scanning with the Carrier Sheet.
There are two modes:

¢ Create facing pages in one image

This mode is used for scanning a document in duplex mode, folding it in
half. A double-page spread image is output, combining the front and back

page images.

Use this mode for scanning a document larger than A4 size up to A3, B4, or

11" x 17" (single side).

oCreate front and back images separately

This mode is used for creating scanned images in their original sizes by

cropping them.

Use this mode for scanning documents that are difficult to set directly on the
ScanSnap with the Carrier Sheet.
For examples; photographs, on which you do not want to make scratches, or

irregular-sized documents such as clippings of articles.
In this mode, the front and back side images are output separately, if

scanned in duplex mode.

I EEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
When scanning documents in [Create facing pages in one image] mode,
select [Duplex Scan] in the "Scanning side" drop-down list on the [Scanning]

°
ATTENTION

tab of the "ScanSnap Manager - Scan and Save Settings" dialog box.
How to load documents differs between modes. For details, refer to "3.3

Loading Documents" (page 49).



4.5 Changing Carrier Sheet Settings

Output Image Size

You can specify an image size to output images of scanned documents.
You can select it from the following paper sizes.

Mode: Create facing pages in Mode: Create front and back images
one image separately
Automatic Detection Automatic Detection

A3 (297 x 420 [mm]) -
- Carrier Sheet size (216 x 297 [mm])
- A4 (210 x 297 [mm])
- A5 (148 x 210 [mm])
- A6 (105 x 148 [mm])
- Post Card (100 x 148 [mm])
B4 (JIS) (257 x 364 [mm]) -
- B5 (JIS) (182 x 257 [mm])
- B6 (JIS) (128 x 182 [mm])

- Letter (8.5 x 11 [in.],
216 x 279.4 [mm])

best matches the original document size. You do not have to select a size in the
"Output image size" drop-down list every time.

o When you select [Carrier Sheet size] in the "Output image size" drop-down list, images
are output in the Carrier Sheet size. With Adobe Acrobat, you can trim images to
create images in a preferred size.

In Adobe Acrobat, to trim an image, select [Tools] from the menu bar, and select
[Advanced Editing] = [Crop tool]. Select an rectangular area you want to trim using the
Crop tool, and then double-click the selected area.

11 x 17 (11 x 17 [in], - 4
279.4 x 431.8 [mm])
- Business Card Portrait (55 x 90 [mm])
- Business Card Landscape (90 x 55 [mm]) (q,))
- Custom (up to 5 sizes can be created) =
>
(o]
5
. N T, ® \When you select [Automatic Detection] in the "Output image size" drop-down list, D
scanned document sizes are automatically detected, and each image is output in a wn
standard size (other than Custom and Carrier Sheet Size) in the above table, which 8
>
w
>
Q
©
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ATTENTION gg“'gr

e When you select [Automatic Detection] in the "Output image size" drop-down list and

scan an irregular-sized document (not in the table above), the scanned image is output
in a standard (ISO) size longer than and nearest to the original document size.

The next longer ISO size may not be wide enough for your document. If the document
is clipped, or if you want to output a scanned document image in its original size, create
a custom document size beforehand in the "Add or Remove Custom sizes" dialog box,
and then select the custom size in the "Output image size" drop-down list. The "Add or
Remove Custom sizes" dialog box appears when the [Custom] button is clicked.
When you select [Automatic Detection] in the "Output image size" drop-down list, the
output image size may be larger than the original. If so, try the following:

- Insert a document into the Carrier Sheet so that the sides of the document and
Carrier Sheet becomes parallel.

- Adjust the side guides to the width of the Carrier Sheet to prevent the Carrier Sheet

from skewing.

If the situation does not improve, select a size in the "Output image size" drop-down list.

[Add custom size] button

You can create up to 5 custom sizes.
Clicking the [Add custom size] button displays the following dialog box.

Add or Remove Custom sizes @

Add

Cugtom2
Custom3
Customd Remove

il
=
Lt

Change ...

Help

‘width Length
Cloze
b x 1 inches

A marimum of 5 custom sizes can be added.

Custom sizes are not supported when using “Automatic Detection'.

To add custom size documents

1) Click the [Add] button.
2) The following dialog box appears.

Additional custom size settings E]
“Width Length )
|8.5 o |11 * inches
™ mm

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

MName:

|New Custom size|

oK | Cancel Help




4.5 Changing Carrier Sheet Settings

eType in the width and length.
You can create custom sizes of the following:
Width: 50.8 - 216 mm (2 - 8.5 in.)
Length: 50.8 - 297 mm (2 - 11.69 in.)

e Type in a name you want to use for the custom size in the "Name" field.
=The new name is added in the "Output image size" drop-down list.

3) When you finish, click the [OK] button.

=A new custom size is added in the list.

4) Click the [Close] button to close the "Add or Remove custom sizes" dialog
box.

To delete custom sizes

1) In the "Add or Remove custom sizes" dialog box, select a custom size you
want to delete, and click the [Delete] button.

2) In the confirmation message window, click the [Yes] button.

3) In the "Add or Remove custom sizes" dialog box, verity that the custom size is
deleted, and then click the [Close] button.

To change settings

1) In the "Add or Remove custom sizes" dialog box, select a custom size you
want to change settings, and then click the [Change] button.
2) The "Additional custom sizes settings" dialog box appears. Make change to
meet your preferences.
3) When you finish, click the [OK] button.
=The "Add or Remove custom sizes" dialog box appears, and changes

made take effect.

4) Click the [Close] button to close the "Add or Remove custom sizes" dialog
box.
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4.6 About Automatic Interaction with Applications

ScanSnap Organizer and CardMinder can automatically interact with the ScanSnap upon startup.

There are two ways of interacting.

B Automatic Interaction Mode (When to Interact)

(1) When any one of above applications is selected (active), the ScanSnap interacts
with it. (Default setting)

When ScanSnap Organizer or CardMinder becomes active, or, in other words, when one of
them is clicked on the taskbar and its window is brought to the front, a scanned document
image is displayed in the active application upon pressing the [SCAN] button.

In addition, when the ScanSnap is in Quick Menu Mode, either of the applications starts
interacting with the ScanSnap upon pressing the [SCAN] button, and a scanned document
image is displayed in the interacting application, instead of the ScanSnap Quick Menu being
displayed.

When the application becomes inactive or it is deselected, the ScanSnap no longer interacts
with the application.

Not interacting

Interacting

Fe Edt Yew Tool Helo

® | @D . & | &

Son Focogten " Mobde Wekage | Prosait Outook.

%) tnbox |5 paported | B Trash | @ Mobie |

YASLURD PURIJSA Put

& action
T serdt by €-mad AT .r‘_n_ |d .IL\'!-!.T:F!n
g.‘_"-;q Print with Printed i M, Bt R
k) convert o
) Corvert into Exe

o Cormert it Pord

Full Mame | [Firwrnest Fiaswn
L compemy || [abod Lindiea
Phone number | [{408)453-0000
E.mall | |hownrd(@abed com
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4.6 About Automatic Interaction with Applications

(2) The ScanSnap always interacts with an application that is running and has
higher priority (when more than one application is running).

When ScanSnap Organizer or CardMinder is running, an application selected in the
"Application" drop-down list on the [ Application] tab of the "ScanSnap Manager - Scan and
Save Settings" dialog box is automatically switched to the running application (when more
than one application is running, an application that has higher priority is selected). When
you scan documents scanned document images are opened with the selected application.
Even if the ScanSnap is in Quick Menu Mode, the ScanSnap Quick Menu will not appear
after scanning. Be aware that scanned document images are opened with the selected
application.

The ScanSnap interacts with the application until you exit the application.

When both the applications are running, CardMinder has higher priority than ScanSnap
Organizer.

When the ScanSnap is in Left-Click Mode, the interacting application name on the Left-
Click Menu is followed by "is interacting."

Select a profile

(v @ Stansnap Organizer is interacting

a.‘”:,..': ' Standard

=)

:3"“,‘.'3 | Letter Color Docurment

T
&ﬁCUnvert inko Word file
|

CardMinder

b

=

4

When ScanSnap Organizer is interacting with the ScanSnap
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Changing "When to Interact” Options

Follow the procedure below to change "When to Interact" options described above.

Operation

1. Right-click the ScanSnap icon e and then select [Help] = [Preferences].

Duplex scan
Simplex scan

SCAN Butkon Settings ...
v Use Quick Menu

Help kopi
Show scanning resulks =lp kopics

Check consumable supplies ...

2. Select either of settings on the [Automatic interaction] tab.

Preferences E|

Autamnatic Interaction |

When ScanSnap Organizer, CardMinder, andfor Rack2 Libraryis
running. the Scan3nap interacts with one of them automatically.
You do not hawve to select an application in the "ScanSnap
Manager" dialog box separately

‘hen to Interact

) Mhen any one of above applications is selected (active),
the ScanSnap interacts with it. (Recommended)

The ScanSnap always interacte with an application that is
© running and has higher priotity (when more than one application
is running).

OK Cancel | Help ‘

When any one of above applications is selected (active), the ScanSnap interacts
with it. (Default setting)

When ScanSnap Organizer or CardMinder becomes active, or, in other words, when one of
them is clicked on the taskbar and its window is brought to the front, the active application
automatically starts interacting with the ScanSnap.

The ScanSnap always interacts with an application that is running and has
higher priority (when more than one application is running).

When ScanSnap Organizer or CardMinder is running, an application selected in the
"Application" drop-down list on the [ Application] tab of the "ScanSnap Manager - Scan and
Save Settings" dialog box is automatically switched to the running application.



Chapter 5
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About Actions

This chapter describes about actions in the Action List.

5.1 About Actions in the Action List ..........cccovmmmmiiiiniiirr e, 114
5.2 Saving Data in the Specified Folder..........ccccoiiiiiiiimimii e, 115
5.3 Sending Files by E-Mail.........ccccccmmiiiiiiii 127
5.4 Using the ScanSnap as a Copy Machine..........ccccciiiiiiiiiiicccccce e, 143
5.5 Converting into Word / Excel / PowerPoint Files..........cccooiiiiiiiiciiiiiiiccicenee 153

ScanSnap S510 Operator's Guide

113




5.1 About Actions in the Action List

The ScanSnap has frequently-used functions at the ready in the Action List to help you make effi-
cient use of your time at your office.

Actions in the Action List are helpful when:

e you want to share document files scanned with the ScanSnap with other members.
=Simply press the [SCAN] button, you can save document files in a shared folder on a

network upon scanning. In addition, all members are informed of the destination

folder path by e-mail.
e you want to send document files used in a meeting about to start to all persons concerned.
=Simply press the [SCAN] button, and you can quickly send an e-mail message with

document files attached.

e you want to use a printer, rather than a copy machine, to make copies of documents.
=Simply press the [SCAN] button, you can print documents with a printer.

e you want to use text in your paper documents but do not want to type it manually.
=Simply press the [SCAN] button, and you can convert an electric picture of text into a

form your text-based applications, such as Word, Excel, and PowerPoint, can use.

The following are explanations on how to use the Action menu.
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5.2 Saving Data in the Specified Folder

5.2 Saving Data in the Specified Folder

This section describes how to save image files scanned with the ScanSnap in a shared folder. By
using this action, you can save image files scanned with the ScanSnap in a networked folder to

share information among group members.

When you scan documents with the ScanSnap, image files are created and saved in a specified

folder.
A function of launching an e-mail program to notify group members of additions to the folder is

also available. In an e-mail message, paths to the folder are stated as shown in the figure below.

Be E Yoo Juet Fomst Tooh Memem ek

i

(o Priess

- K) s"’ v
Spelirg

Seng Unde | Credh

suonoy 1noqy I
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e An e-mail program selected in the "E-mail" drop-down list on the [Programs]
Am@“’? tab of the "Internet Options" dialog box will be used; to display the "Internet
) Options" dialog box, select the [Tools] menu within the Microsoft® Internet
Explorer browser, and then select [Internet Options].
If no e-mail program is selected, select an e-mail program you want to use
in the "E-mail" drop-down list.
Operations with the following e-mail programs have been checked.

« Microsoft® Windows® Mail (in Windows Vista)
« Microsoft® Outlook® 2003/2007
« Microsoft® Outlook Express V6.0

» Eudora Pro® V7.1.09
» Thunderbird Version 1.5.0.7 (Launch Thunderbird in advance; it must
stand ready to send/receive e-mail messages.)

e Even if you use an e-mail program selected in the "E-mail" drop-down list on
the [Programs] tab of the "Internet Options" dialog box (in the [Tools] menu

in Microsoft® Internet Explorer), the e-mail program may not interact with
the ScanSnap properly. In this case, contact the manufacturer of that e-mail
program.

e It has been confirmed that attached file extensions are changed if sending

attached files by e-mail failed when the following conditions are met:

- The operating system you are using is Windows XP (Professional, Home
Edition).

- You have set Hotmail as a default e-mail program.
(File extensions are changed to those including a character "A".)
This problem occurs when a combination of Window XP and Hotmail is
used. When you send attached files by e-mail through Explore, the same
problem will occur.
Use other e-mail programs with which correct operations are verified (as of
March 2007).
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5.2 Saving Data in the Specified Folder

B Operations in Quick Menu Mode

Operation

1. Load the document on the ScanSnap.

For details, refer to sections "3.2 Paper Size of Documents to be Scanned" (page 46) and

"3.3 Loading Documents" (page 49).

2. Press the [SCAN] button .

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

ScanSnap Quick Menu

Select a function you want to perform from the menu on the left,

GDF files are created from the scanned documents and displayed with \

% Save with ScanSnap Organizer 1 : L

L\ ScanSnap Organizer. [The created PDF files are stored in the folder
specified in ScanSnap Organizer. |

ﬁ ScanzFolder

@ ScanzE-mail 3

[

@ ScanzPrint 3

&ﬁ SBEYY ScanZword

[y ABBYY ScanZEscel

E% ABBYY Scan2PowerPoint )

suonoy 1noqy I

I™ Do notlshow this menu again. [ @ Clase ] [ @ Help ]

Action List Descriptions of the selected action

Opera%

3. Place the mouse cursor on [Scan2Folder].

= A description of the [Scan2Folder] action is displayed.
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4.  Click the [Scan2Folder] action.

ScanSnap Quick Menu

Select a function you want to perform from the menu on the left,

FDF files are created from the scanned documents and saved in a
networked folder g0 that the files can be shared by all clients.

ScanzFolder

ScanzE-mail 3

LTS
w ScanzPrint 3

Eﬁ ABBYY ScanZword
% ABBYY ScanZExcel
ABBYY Scan2PowerPoint

™ Do not shaw this menu again. [ @ Clase ] [ @ Help ]

= A preview window appears.

5.  Verify a scanned image in the preview window.

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

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

& Scan2Folder |Z] |E| FXJ

Specify file name

Eile name: 1/ 5 Fie

8

Combined file size 0.59 MB

Specify destination folder

Savein:

| [:ADocuments and SettingshJwnerMy Documents |

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

P 1o s gok 0 pour PC. |

Save

) Cancel

Help

iiﬁ

il ] N

Preview Window
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5.2 Saving Data in the Specified Folder

Preview Window
The image of the selected file is displayed.
You can use the following navigation controls for paging through documents:

M To go to the first page, click this First Page button.
4: To go to the previous page, click this Previous Page button.
| 2 To go to the next page, click this Next Page button.
M To go to the last page, click this Last Page button.
1/2 |:  Current page number / Total page number
@ : To zoom in, click this button.
a,: To zoom out, click this button.

Drag the vertical scroll bar or use mouse actions to move around the page so that
you can view all the areas of it when the image is enlarged.

Specify file name
The name of a selected file and the number and combined size of files are
displayed under "Specify file name."
You can change file names and select a file to display.

File name
The currently selected file name is displayed.

2006_11_21_13_30_36 b

You can type a file name in this combo box to change the file name.
Up to 100 characters can be used for a file name.
When there is more than one file to display, click the down-arrow button

(%) to select another file from the drop-down list.
Numbers (X /Y) to the right of "File name" are the currently displayed file’s
position in the list (X) and the total number of files (Y).

suonoy 1noqy I

[History] button

File names you have specified before are displayed in the "History" list;
only file names you changed in the "File name" field are added to the list.
(Up to 10 file names can be listed. When the 11th or later file name is
specified, a file name is deleted in chronological order.)

(1) ocR

(2} Organizer
(3} Scan3nap

Clear Hiskory

Select a file name, and all file names listed in the "File name" drop-down list
are changed to the selected file name.
Selecting [Clear History] deletes all file names in the list.
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[Serialize] button

When there are multiple files, a serial number is appended to the file name;

a file name and serial number is combined using " " (underbar). The

maximum number of digits you can specify for a serial number is 6.

When you use this button, a currently selected file name is used in common.

Example: When there are three files in the drop-down list, Scan.pdf,
Snap.pdf, and S510.pdf, if you select "Snap.pdf” in the drop-
down list and specify "3" as the number of digits, names of these
three files are changed to
Snap 001.pdf, Snap 002.pdf, and Snap 003.pdf.

Combined file
The file size is displayed in megabytes. When there are multiple files, the
combined file size is displayed.
Specify destination folder

A path to a destination folder is displayed. You can change a destination folder in
this dialog box.
Save in

The path name to the currently selected folder is displayed.

E:ADocumentz and SettingshOwnershy Documentz'by Pictures

You can also type a path name in this field to change destination folders.
Use up to 220 characters for a path name including a file name.

[History] button

The path names of folders you have specified before are displayed in the
History list. (Up to 10 folder names can be added in the list. When the 11th
or later path name is specified, a path name is deleted in chronological
order.)

(1) E:\Documents and SetkingsiOwneriMy DocumentsiMy Pictures

(2} E:\Documents and SetkingshOwnert My Documentsi My Scan3nap
(3) E:\Documents and SettingshOwwnert My Documents

Clear Hiskory

Select a path name, and the selected path name is displayed in the "Save in"
field.
Selecting [Clear History] deletes all path names.

[Browse] button

Use this button when selecting a destination folder.

"State a path to a destination folder in an e-mail message" checkbox
After files are saved in a specified folder, an e-mail program is started with the
path to the specified folder being stated in an e-mail message.

[Save] button

Clicking this button saves files using settings configured in this dialog box.



5.2 Saving Data in the Specified Folder

[Cancel] button
Clicking this button cancels all changes made in this dialog box and returns you to
the previous window (the ScanSnap Quick Menu).

[Help] button
You can view Help topics related to the preview window.

Click the [Save] button

= Files are saved in the specified folder.
= When you mark the "State a path to a destination folder in an e-mail message" checkbox
in this dialog box, an e-mail message is created with the path to the destination folder

being stated.

BE New Message E|@EJ
'f::

© Fle Edit ‘Miew Insert Format  Tools  Message Help
¥

= | % v & v 0 V.

© Send Paste Undo Check  Spelling Attach  Priority

[ To: |
G e |
|

Subject;

[ arial v [w ¥ E|B 7|UJA |i= = E45

i Awork space/Scan 001, pdf
i Awork space/Scan 002 pdf

EEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
rreon e When the ScanSnap Quick Menu is displayed, the ScanSnap does not work
:ﬁ\ a

suonoy 1noqy I

even if you press the [SCAN] button. Select one of actions in the menu and
complete the action before scanning another document.

e Do not move, delete, or rename files in other applications after the ScanSnap
Quick Menu is displayed and before the "Preview" window is closed.
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B Operations in Left-Click Menu Mode

122

Opera%

1. Select [SCAN Button Settings] in the Right-Click Menu, which pops up when the

ScanSnap Manager icon @ is right-clicked.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...

Use Juick Menu
Profile Management. ..

Show scanning resulks

Check consumable supplies ...

Help 3
Exit

= The "Scan and Save Settings" dialog box appears.

2. In the "Application" drop-down list on the [Application] tab, select "Scan2Folder."

ScanSnap Manager - Scan and Save Settings @

ScanSsnap

Color Imsasge Scsmmer

SCAMN Button Setting: Lef-Click Menu Mode
Selecta profile

Standard - Add Profile.. | EditProfile.. |
c

and seve settings

lSﬁve l Scanning | File option ‘ Faper swze] Compression |

Selectthe application you would like to use

Application:

Gﬁ Scan2Folder ) LJ

Add or Femove...

Help ‘ 0K Cancel Apply

3. Click the [OK] button.

= .The "ScanSnap Manager -Scan and Save Settings" dialog box closes



5.2 Saving Data in the Specified Folder

NP Changes you have made in the above procedure take effect from the next time

" ) you scan documents using the Left-Click Menu.
For details on how to change settings, refer to section "4.3 Saving Scanning

Settings" (page 91).

Operation

4, Load the document on the ScanSnap.

For details, refer to sections "3.2 Paper Size of Documents to be Scanned" (page 46) and
"3.3 Loading Documents" (page 49)

SCAN

5. Press the [SCAN] button ().

= Scanning is started.
= When scanning is complete, the preview window appears.

Opera%

6.  Verify a scanned image in the preview window. E
You can also change file names and destination folders and specify whether to state a path to ™
a destination folder in an e-mail message to notify other members of it. 8'
=
& Scan2Folder
>
Specify file name Q._
File name: 1/ 5 Fie g
—/] @ 2007 0117 16 3 05 — _vl wn
Combined file size 0.59 MB

Specify destination folder

Savein:

| [:ADocuments and SettingshJwnerMy Documents

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

Save

Cancel

J
Help

iiﬁ

Preview Window
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Preview

Window

The image of the selected file is displayed.
You can use the following navigation controls for paging through documents:

M
4:
|
M:

@ :
@, :

Drag

To go to the first page, click this First Page button.

To go to the previous page, click this Previous Page button.
To go to the next page, click this Next Page button.

To go to the last page, click this Last Page button.

1/2 |:  Current page number / Total page number

To zoom in, click this button.

To zoom out, click this button.

the vertical scroll bar or use mouse actions to move around the page so that

you can view all the areas of it when the image is enlarged.

Specify file name
The name of a selected file and the number and combined size of files are

displayed under "Specity file name."

You can change file names and select a file to display.

File name

The currently selected file name is dispalyed.

(@3 2006_11_21_13_30_36 v

You can type a file name in this combo box to change the file name.
Up to 100 characters can be used for a file name.
When there is more than one file to display, click the down-arrow button

(1*) to select another file from the drop-down list.
Numbers (X / Y) to the right of "File name" are the currently displayed file’s
position in the list (X) and the total number of files (Y).

[History] button

File names you have specified before are displayed in the "History" list (up
to 10 file names.) When the 11th or later file name is specified, a file name
is deleted in chronological order.

(1) ocR

(2} Organizer
(3} Scan3nap

Clear Hiskory
Select a file name, and all file names listed in the "File name" drop-down list

are changed to the selected file name.
Selecting [Clear History] deletes all file names in the list.

[Serialize] button

When there are multiple files, a serial number is appended to the file name;
a file name and serial number is combined using " " (underbar). The
maximum number of digits you can specify for a serial number is 6.

When you use this button, a currently selected file name is used in common.



5.2 Saving Data in the Specified Folder

Example: When there are three files in Scan.pdf, Snap.pdf, and S510.pdf, if
you select "Snap.pdf" in the drop-down list and specify "3" as the
number of digits, names of these three files are changed to
Snap 001.pdf, Snap 002.pdf, and Snap 003.pdf.

Combined file
The file size is displayed in megabytes. When there are multiple files, the
combined size files is displayed.

Specify destination folder
A path to a destination folder is displayed. You can change a destination folder in

this dialog box.

Save in
The path name to the currently selected folder is displayed.

E:ADocumentz and SettingshOwnershy Documentz'by Pictures

You can also type a path in this field to change destination folders. Use up to
220 characters for a path name.

[History] button
Folder names you have specified before are displayed in the "History" list.
(Up to 10 folder names can be added to the list. When the 11th or later path
name is specified, a path name is deleted in chronological order.)

(1) E:\Documents and SetkingsiOwneriMy DocumentsiMy Pictures

(2} E:\Documents and SetkingshOwnert My Documentsi My Scan3nap
(3) E:\Documents and SettingshOwwnert My Documents

1
Clear Hiskory

Select a folder name, and the selected folder name is displayed in the "Save

in" field.
Selecting [Clear History] deletes all path names in the list.

suonoy 1noqy I

[Browse] button
Click this button when selecting a destination folder.

"State a path to a destination folder in an e-mail message" checkbox
After files are saved in a specified folder, an e-mail program is started with the
path to the specified folder being stated in an e-mail message.

[Save] button
Clicking this saves files using settings configured in this dialog box.

[Cancel] button
Clicking this button cancels saving of files.

[Help] button
You can view Help topics related to the preview window.
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7. Click the [Save] button.

= Files are saved in the specified folder.

= When you mark the "State a path to a destination folder in an e-mail message" checkbox
in this dialog box, an e-mail message is created with the path to the destination folder
being stated.

) (= |
B New Message l._\@@
File Edit Wiew Insert Format Tools Message Help ’,’
»
ABH
= db | ] K) ﬁ/ j 'ﬂ ;' S
Send Undo heck  Spelling Attach  Priority
[E3RLH |
[EeR Cc: |
Subject; |
Crial (o B E B r(UJA|SEEE|E =SS

Awork space/Scan 001, pdf
Awork space/Scan 002, pdf

EEE EEEEEEEEEEEEEEEEEEEEEEEEENTSR
e When the "Preview" window is displayed, the ScanSnap does not work even
mm@“’? if you press the [SCAN] button. Close the "Preview" window before
\ scanning another document.
e Do not move, delete, or rename files in other applications when the
"Preview" window is displayed.
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5.3 Sending Files by E-Mail

5.3 Sending Files by E-Mail

This section describes how to send documents scanned with the ScanSnap by e-mail.

After documents are scanned with the ScanSnap, document files are created and an e-mail message

appears with the document files attached.

- & v i ¥
cand Rock  Spalng Atk Prie *
e
[+ 1
Subtent: |
setachi E|2008_L1_21_13_13_44.pdf (319 )

suonoy 1noqy I
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e An e-mail program selected in the "E-mail" drop-down list on the [Programs]
Am@“’? tab of the "Internet Options" dialog box will be used; to display the "Internet
) Options" dialog box, select the [Tools] menu within the Microsoft® Internet
Explorer browser, and then select [Internet Options].
If no e-mail program is selected, select an e-mail program you want to use
in the "E-mail" drop-down list.
Operations with the following e-mail programs have been verified:

Microsoft® Windows® Mail (in Windows Vista)
*Microsoft® Outlook® 2003/2007
« Microsoft® Outlook Express V6.0

» Eudora Pro® V7.1.09
» Thunderbird Version 1.5.0.7 (Launch Thunderbird in advance; it must
stand ready to send/receive e-mail messages.)

e Even if you use an e-mail program selected in the "E-mail" drop-down list on
the [Programs] tab of the "Internet Options" dialog box (in the [Tools] menu

in Microsoft® Internet Explorer), the e-mail program may not interact with
the ScanSnap properly. In this case, contact the manufacturer of that e-mail
program.

e It has been confirmed that attached file extensions are changed if sending

attached files by e-mail failed when the following conditions are met:

- The operating system you are using is Windows XP (Professional, Home
Edition).

- You have set Hotmail as a default e-mail program.
(File extensions are changed to those including a character "A".)
This problem occurs when a combination of Window XP and Hotmail is
used. When you send attached files by e-mail through Explore, the same
problem will occur.
Use other e-mail programs with which correct operations are verified (as of
March 2007).
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5.3 Sending Files by E-Mail

B Operations in Quick Menu Mode

Operation

1. Load the document on the ScanSnap.
For details, refer to section "3.2 Paper Size of Documents to be Scanned" (page 46) and

section "3.3 Loading Documents" (page 49).

2. Press the [SCAN] button .

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

ScanSnap Quick Menu

Select a function you want to perform from the menu on the left,

% Save with ScanSnap Organizer (F’DF files are created from the scanned documents and displayed with N
| ScanSnap Organizer. [The created PDF files are stored in the folder

specified in ScanSnap Organizer. |
ﬁ ScanzFolder

@ ScanzE-mail 3
[

@ ScanzPrint 3
|gﬁ SBEYY ScanZword

I% ABBYY ScanZExcel

@ ABBYY Scan2PowerPoint
-4

I™ Do not show this menu again. [ @ Clase ] [ @ Help ]

suonoy 1noqy I

Action List Descriptions of the selected action

Opera%

3. Place the mouse cursor on [Scan2E-mail].

= A description of the [Scan2E-mail] action is displayed.
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4.

When you want to change settings on the [Scan2E-mail] action, place the mouse
cursor on the ( ) mark, and then click the [Setting] button .
(If you want to use default settings, go to step 6.)

s = nup Select a function you want to perform from the menu on the left.

|
r
3

FDF filez are created from the scanned documents; you can launch email
zoftware [Microzoft Dutlook] and attach PDF files to email by using this
function.

Save with ScanSnap Organizer

ScanzFolder
ScanzE-mail L @' Settings...
w=t|  ScanZPrint L

WD)

L:ﬁj ABBYY Scan2wiord

@ ™ ABBYY ScanZExcel

E% ABBYY Scan2PowerPoint

= The following dialog box appears.

& Scan2E-mail - Options

Show preview

Save scanned images to file

Altached file size :

Wwhen the combined file size exceeds the set
parameters [below], display a ‘Warning message.

14| Me

[ i) ][ Cancel ] [ Help ]

In this dialog box, you can change settings on the [Scan2E-mail] action as follows:

"Show preview" checkbox
A preview window appears when scanning is complete.
You can visually check a scanned image before attaching it to an e-mail message.

"Set a ‘Document Open’ password for PDF files" checkbox
You can set a "Document Open" password for attached PDF files.
The attached PDF files cannot be opened unless the password is entered.
Therefore, mark this checkbox when you send confidential files by e-mail.

"Save scanned images to file" checkbox
You can save PDF files attached to e-mail messages in a specified folder.
The attached PDF files are saved in a folder specified on the [Save] tab of the
"ScanSnap Manager - Scan and Save Settings" dialog box (page 75).



5.3 Sending Files by E-Mail

Attached file size
When attached file size exceeds a set parameter, a Warning message appears.
You can specify a parameter between 1MB and 10MB.
* Even if you see a Warning message, you can send attached files by e-mail.
However, it is recommended that the attached file size be 2MB at the maximum

(it depends on your system environment).

5. Click the [OK] button to close the "Scan2E-mail -Options" dialog box.

e e Contact your e-mail service provider to find out the maximum document size

HINT > that can be sent.

Cg e When the [Settings] button of a selected action is clicked, the selected action
background color changes to yellow, and other actions become unselectable.
To select another action, first close the "Scan2E-mail - Options" dialog box,
and then click on any point in areas other than actions, or place the mouse
cursor on the selected action.

ScanSnap Quick Menu

- 3.’?5.’7._.,’:' Select a function you want to perfarm from the menu on the left,

FDF files are created from the scanned documents; you can launch emaill
software [Microsoft Outlook] and attach POF files to email by using this
function.

ScanzFolder
Kcucm
» T

ScanzE-mai —

=
@ Scan2Print K b
&fj ABEYY SeanZword

E% ABEYY ScanZExcel
ELE ABBYY ScanZPowerPoint
[ ] ]
@ Save with Rack2-Viewer

I Do not show this menu again. [ @ Claze ] [ @ Help ]

Save with ScanSnap Organizer

T D

suonoy 1noqy I

=The selected action background color is changed to the original color (blue)
and other actions become selectable.
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6. Click [Scan2E-mail] in the Action List.

ScanSnap Quick Menu

e Select a function you want to perform from the menu on the left,

Save with ScanSnap Organizer FDF files are created from the scanned documents; you can launch email
zoftware [Microzoft Dutlook] and attach PDF files to email by using this
function.

ScanzFolder

ScanzE-mail r

ScanzPrint 3

ABBYY Scanword

!
=
=
% ABBYY ScanZExcel

ABBYY Scan2PowerPoint

51 Save with Rack2iewer
™ Do not shaw this menu again. [ @ Clase ] [ @ Help ]

= A preview window appears.

(You can change settings not to display a preview window.)

7. Verify a scanned image in the preview window.

You can also change file names and specify whether to set a "Document Open" password

and whether to save files sent by e-mail.

Y Scan2E-mail

N Specify file name

File name: 1/ 4 Fie
—1 (D EATREATRE

Combined file size 0.31 MB

[ 5et a"Document Open” password for PDF files

Save scanned images to file

Poesava 1o tis gk % yoar PG, |

Attach to E-mail

e Cancel

n I @\ -.’\"_-,\ [ Da nat shaw this dislog again @ e

Preview Window
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5.3 Sending Files by E-Mail

Preview Window
The image of the selected file is displayed.
You can use the following navigation controls for paging through documents:

M
4:
|
M

To go to the first page, click this First Page button.
To go to the previous page, click this Previous Page button.
To go to the next page, click this Next Page button.

To go to the last page, click this Last Page button.

1/2 |:  Current page number / Total page number
@ :
@, :

To zoom in, click this button.

To zoom out, click this button.

Drag the vertical scroll bar or use mouse actions to move around the page so that
you can view all the areas of it when the image is enlarged.

Specify file name
The name of a selected file and the number and combined size of files are
displayed under "Specify file name."
You can change file names and select a file to display.

File name

The currently selected file name is displayed.

2006_11_21_13_30_36 b

You can type a file name in this combo box to change the file name.
Up to 100 characters can be used for a file name.
When there is more than one file to display, click the down-arrow button

(+ ) to select another file from the drop-down list.
Numbers (X / Y) to the right of "File name" are the currently displayed file’s
position in the list (X) and the total number of files (Y).

[History] button

File names you have specified before are displayed in the "History" list;
only file names you changed in the "File name" field are added to the list.
(Up to 10 file names can be added to the list. When the 11th or later file
name is specified, a file name is deleted in chronological order.)

(1) ocR

(2} Organizer
(3} Scan3nap

Clear Hiskory

Select a file name, and all file names listed in the "File name" drop-down list
are changed to the selected file name.
Selecting [Clear History] deletes all file names in the list.
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[Serialize] button

When there are multiple files, a serial number is appended to the file name;
a file name and serial number is combined using " " (underbar). The
maximum number of digits you can specify for a serial number is 6.

When you use this button, a currently selected file name is used in common.

Example: When there are three files in the drop-down list, Scan.pdf,
Snap.pdf, and S510.pdf, if you select "Snap.pdf" in the drop-
down list and specify "3" as the number of digits, names of these
three files are changed to
Snap 001.pdf, Snap 002.pdf, and Snap 003.pdf.

Combined file size

The file size is displayed in megabytes. When there are multiple files, a
combined file size is displayed.
(Depending on the e-mail program you are using, the size of the attached
files in the e-mail program may differ from the file size displayed here. This
is because each e-mail program uses a different computation method; the
actual size is the same.)
"Set a '‘Document Open’ password for PDF files™ checkbox

You can set a "Document Open" password for attached PDF files.

The attached PDF files cannot be opened unless a correct password is entered.

Therefore, mark this checkbox when you send confidential files by e-mail.

"Save scanned images to file" checkbox

You can save PDF files attached to e-mail messages in a specified folder.
The attached PDF files are saved in a folder specified on the [Save] tab of the
"ScanSnap Manager - Scan and Save Settings" dialog box (page 75).

"Do not show this dialog again" checkbox
You will not see the preview window from the next time.
You can skip step 7.

[Attach to E-mail] button

Clicking this button attaches files to an e-mail message using settings configured
in this dialog box.

[Cancel] button

Clicking this button cancels all changes made in this dialog box and returns you to
the previous window (the ScanSnap Quick Menu).

[Help] button

You can view Help topics related to the preview window.



5.3 Sending Files by E-Mail

8. Click the [Attach] button.

= If you marked the "Add a password to PDF file" checkbox in the preview window, the

"Scan2E-mail - Set a password" window will appear.

& Scan2E-mail - Set a password E|

Set a pazsward for POF files.

Pazzward: | TITITTITY) |
Confirm password: | ssssssne ]
[ ]9 l [ Cancel ] [ Help ]

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

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

— -
BE New Message l._|@@
© Fle Edit ‘Miew Insert Format  Tools  Message Help :,'
N e AB ‘ »
L™
L= db | ﬁ’ j lﬂ] ‘ .
© Send C Paste f Check  Spelling Attach  Priority

To: |
(e |
Subject: |

suonoy 1noqy I

EEEEEEEEEEEEEEEEEEEEEEEEEEEENTDR
e When the ScanSnap Quick Menu is displayed, the ScanSnap does not work

mm@“’? even if you press the [SCAN] button. Select one of actions in the menu and
\ complete the action before scanning another document.

e Do not move, delete, or rename files in other applications after the
ScanSnap Quick Menu is displayed and before the "Preview" window is

closed.
E EEEEEEEEEEEEEEEEEEEEEEEEEEEETNR
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B Operations in Left-Click Menu Mode

Operation

1. Select [SCAN Button Settings] in the Right-Click Menu, which pops up when the
ScanSnap Manager icon @ is right-clicked.

Duplex scan
Simplex scan

SCAN Butkon Setkings ..
Use Quick Menu
Profile Management. ..

Show scanning resulks
Check consumable supplies ...
Help 3

Exit

EN ] &

= The "ScanSnap Manager - Scan and Save Settings" dialog box appears.

2. In the "Application" drop-down list on the [Application] tab, select "Scan2E-mail."

ScanSnap Manager - Scan and Save Settings @

 Scansnap

Color Image Sosmmees

SCAN Button Setting: LeftClick Menu Mode
Select a profile

Standard -~ AddProfie.. | EditProfile. |
Change scan and save seftings

Application ISave ] Scanning ‘ File option | Papersize] Compressian ‘

Selectthe application you would like to use.

Application

‘ @ ScanZE-mail ’ j

Application Settings..
Add or Remove...

Heln ‘ T OK T i T
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5.3 Sending Files by E-Mail

3.

When you want to change settings on the [Scan2E-mail] action, click the
[Application Settings] button, and then change settings.

(When you do not want to change settings, go to step 5.)

Application lSave ] Scanning] File Dption] Papersize] Comprassion

Selectthe application you would like to use.

Application:
F_ér_\, Scan2E-mail j

( Application Settings... D

= The following dialog box appears.

& Scan2E-mail - Options

Show preview

Save scanned images to file

Altached file size :

Wwhen the combined file size exceeds the set
parameters [below], display a ‘Warning message.

[ i) ][ Cancel ] [ Help ]

In this dialog box, you can change settings on the [Scan2E-mail] action as follows:

"Show preview" checkbox

A preview window appears when scanning is complete.
You can visually check a scanned image before attaching it to an e-mail message.

"Set a '‘Document Open’ password for PDF files" checkbox
You can set a "Document Open" password for attached PDF files.
The attached PDF files cannot be opened unless the password is entered.
Therefore, mark this checkbox when you send confidential files by e-mail.

"Save scanned images to file" checkbox
You can save PDF files attached to e-mail messages in a specified folder.
The attached PDF files are saved in a folder specified on the [Save] tab of the
"ScanSnap Manager - Scan and Save Settings" dialog box (page 75).

Attached file size
When attached file size exceeds the set parameter, a Warning message appears.
You can specify a parameter from 1MB to 10MB.
* Even if you see a Warning message, you can send attached files by e-mail.
However, it is recommended that the attached file size be 2MB at the maximum

(it depends on your e-mail service provider).
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4, Click the [OK] button.

= The "Scan2E-mail - Options" dialog box is closed.

5. Click the [OK] button.

= The "ScanSnap Manager - Scan and Save Settings" dialog box closes.

e Changes you have made in the above procedure take effect from the next time
" you scan documents using the Left-Click Menu.
For details on how to change settings, refer to section "4.3 Saving Scanning
Settings" (page 91).

Operation

~

6. Load the document on the ScanSnap.

For details, refer to sections "3.2 Paper Size of Documents to be Scanned" (page 46) and

"3.3 Loading Documents" (page 49).

SCAN

7. Press the [SCAN] button (®).

= Scanning is started.
= When scanning is complete, a preview window appears.

(You can change settings not to display a preview window.)



5.3 Sending Files by E-Mail

Operation

8.  Verify a scanned image in the preview window.

You can also change file names and specify whether to set a "Document Open" password.

Y Scan2E-mail

\. Specify file name
Eile name: 1/ 4 Fie
—1 (D EATNEAERE ~
Combined file size 0.31 MB

[ 5et a"Document Open” password for PDF files

Save scanned images to file

@ Attach to E-mail
11 Q (S} [ Da nat shaw this dislog again

Preview Window

Preview Window
The image of the selected file is displayed.
You can use the following navigation controls for paging through documents.

suonoy 1noqy I

M To go to the first page, click this First Page button.
4: To go to the previous page, click this Previous Page button.
| To go to the next page, click this Next Page button.
M To go to the last page, click this Last Page button.
1/2 |:  Current page number / Total page number
@ : To zoom in, click this button
e, : To zoom out, click this button

Drag the vertical scroll bar or use mouse actions to move around the page so that
you can view all the areas of it when the image is enlarged.

Specify file name
The name of a selected file and the number and combined size of files are
displayed under "Specify file name."
You can change file names and select a file to display.
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File name
The currently selected file name is displayed.

2006_11_21_13_30_36 b

You can type a file name in this combo box to change the file name.
Up to 100 characters can be used for a file name.
When there is more than one file to display, click the down-arrow button

(1w ) to select another file from the drop-down list.

Numbers (X / Y) to the right of "File name" are the currently displayed file’s
position in the list (X) and the total number of files (Y).

[History] button

File names you have specified before are displayed in the "History" list (up
to 10 file names). When the 11th or later file name is specified,a file name
is deleted in chronological order.

(1) ocR

(2} Organizer
(3} Scan3nap

Clear Hiskory

Select a file name, and all file names listed in the "File name" drop-down list
are changed to the selected file name.
Selecting [Clear History] deletes all file names in the "History" list.

[Serialize] button

When there are multiple files, a serial number is appended to the file name;
a file name and serial number is combined using " " (underbar). The
maximum number of digits you can specify for a serial number is 6.

When you use this button, a currently selected file name is used in common.

Example: When there are three files in the drop-down list, Scan.pdf,
Snap.pdf, and S510.pdf, if you select "Snap.pdf" in the drop-down
list and specify "3" as the number of digits, names of these three
files are changed to
Snap _001.pdf, Snap 002.pdf, and Snap 003.pdf.

Combined file size

The file size is displayed in megabytes. When there are multiple files, a
combined file size is displayed.

(Depending on the e-mail program you are using, the size of the attached
files in the e-mail program may differ from the file size displayed here. This
is because each e-mail program uses a different computation method; the
actual size is the same.)

"Set a '‘Document Open’ password for PDF files™ checkbox
You can set a "Document Open" password for attached PDF files.

The attached PDF files cannot be opened unless a correct password is entered.
Therefore, mark this checkbox when you send confidential files by e-mail.



5.3 Sending Files by E-Mail

"Save scanned images to file" checkbox
You can save PDF files attached to e-mail messages in a specified folder.
The attached PDF files are saved in a folder specified on the [Save] tab of the
"ScanSnap Manager - Scan and Save Settings" dialog box (page 75).

"Do not show this dialog again™ checkbox
You will not see the preview window from the next time.
You can skip step 8.

[Attach to E-mail] button
Clicking this button attaches files using settings configured in this dialog box.

[Cancel] button
Clicking this button cancels all changes made in this dialog box.

[Help] button
You can view Help topics related to the preview window.

Click the [Attach] button

= If you marked the "Add a password to PDF file" checkbox in the preview window, an

"Set a password" window will appear.

& Scan2E-mail - Set a password ! ;
Set a pazsword for PDF files.
>
O
: o
Easswurd: [ TTTTITTY ) S._
' >
@]
—
Confirm password: ssssssne ot
>
wn
[ (] l [ Cancel ] [ Help

Enter a password, and then click the [OK] button.
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= An e-mail program is started and selected files are attached to an e-mail message.

HE New Message E”EHE'
>

© FElle Edit ‘Wiew Insert Format Tools Message Help
¥
— 17 AB

= oo | | <) ﬁr’ j lﬂ] " x

Send Cu Copy Paste Check  Spelling Attach  Priority

EEEEEEEEEEEEEEEEEEEEEEEEEEEENTSR

e When the "Preview" window is displayed, the ScanSnap does not work even
if you press the [SCAN] button. Close the "Preview" window before
scanning another document.

ATTENTION

e Do not move, delete, or rename files in other applications when the
"Preview" window is displayed.
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5.4 Using the ScanSnap as a Copy Machine

5.4 Using the ScanSnap as a Copy
Machine

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

machine.

When you scan documents with the ScanSnap, scanned images are printed with a printer.

suonoy 1noqy I

EEEEEEEEEEEEEEEEEEEEEEEEEEEENIDR
By default, a printer that is "Set as Default Printer" in Windows Control Panel

AWEW is used. You might also change settings so that a printer can be selected after
scanning.
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B Operations in Quick Menu Mode

Operation

1. Load the document on the ScanSnap.

For details, refer to sections "3.2 Paper Size of Documents to be Scanned" (page 46) and

"3.3 Loading Documents" (page 49).

2. Press the [SCAN] button .

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

ScanSnap Quick Menu

Select a function you want to perform from the menu on the left,

(PDF files are created from the scanned documents and displayed with \
ScanSnap Organizer. [The created PDF files are stored in the folder
specified in ScanSnap Organizer. |

Save with ScanSnap Organizer

& 0 |

ScanzFolder

ScanzE-mail 3
o
% ScanzPrint 3

Eﬁj ABBYY Scan2word

ABBYY ScanZExcel

ABBYY Scan2PowerPoint

te- |

I Do not siow this menu again. [ @ Clase ] [ @ Help ]

Action List Descriptions of the selected action
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5.4 Using the ScanSnap as a Copy Machine

Operaw

3. Place the mouse cursor on [Scan2Print].

=> A description of the [Scan2Print] action is displayed.

4.  When you want to change settings on the [Scan2Print] action, place the cursor on

the ( » ) mark, and then click the [Setting] button :

(If you want to use default settings, go to step 6.)

ScanSnap Quick Menu

— = "up Select a function you want to perform from the menu on the left,

|
r
3

Save with ScanSnap Organizer The scanned documents are printed with the printer.

=

ﬁ ScanzFolder

@ ScanzE-mail 3

. Scan2Print L4 El Settings...J
@ ABBYY Scanword

[ ABEYY Scan2Escel

= The following dialog box appears.

a Scan?Print — Options

Keep data uzed for printing az files

Show "Frint"’ dialog

suonoy 1noqy I

i ok | [ Cangel ] [ Help ]

In this dialog box, you can change settings on the [Scan2Print] action as follows:

"Keep data used for printing as files" checkbox
Printed document images are saved in PDF format.
PDF files are saved in a folder specified in the "Image saving folder" drop-down
list on the [Save] tab of the "ScanSnap Manager - Scan and Save Settings" dialog

box (page 75).
(By default, this checkbox is not marked.)

Show "Print" dialog checkbox
Before documents are printed, the print setup dialog box is displayed.

5.  Click the [OK] button to close the "Scan2Print - Options" dialog box.
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NP When the [Settings] buttons of a selected action is clicked, the selected action
" ) background color changes to yellow, and other actions become unselectable.
To select another action, first close the "Scan2Print - Options" dialog box, and
then click on any point in areas other than actions, or place the mouse cursor on
the selected action.

ScanSnap Quick Menu

e Select a function you want to perfarm from the menu on the left.

@ Save with ScanSnap Organizer The scanned documents are printed with the printer.
ﬁ ScanzFolder f KC LI C K!
@ ScanzE-mail 2 T = -:—
L] Scan2Prnt »

i ABBYY S Zar \Gyrd

ABEYY SoanZExcel
% ABBYY ScanZPowerPoint

I Dionat show this menu again, [ @ Clase ] [ @ Help ]

=The selected action background color is changed to the original color (blue)
and other actions become selectable.

6.  Click [Scan2Print] in the Action List.

ScanSnap Quick Menu

Select a function you want to perform from the menu on the left,

The scanned documents are printed with the printer.

Save with ScanSnap Organizer

ScanzFolder
ScanzE-mail 3
ScanzPrint r

gﬁ ABBYY ScanZword
% ABBYY ScanZExcel
% ABBYY Scan2PowerPoint

™ Do not shaw this menu again. @ Close ] [ @ Help ]
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5.4 Using the ScanSnap as a Copy Machine

= The "Scan2Print -Print" dialog box appears.
(This dialog box will not appear unless the Show "Print" dialog checkbox is marked in

step 4, and printing is performed immediately after clicking this action.)

Change settings for printing, and then click the [OK] button.

a Scan2Print - Print @

Select a printer and print options.

Find printer

Print aptions
Lopies: 18
Secaling down: Same size v

[#] llow automatic fatation

Center the image and print

Keep data uszed for printing as files

[[] Do not show this dialog again

| 0K J [ Cancel ] [ Help

Find printer
Select a printer to use.

Name
The currently selected printer is displayed.

To change printers, click the down-arrow button * , and then select a
printer you want to use in the printer list.

[Properties] button
The print setup dialog box is displayed and you can change settings for the
currently selected printer.

Print options
You can change settings as follows:

Copies
You can specify the number of copies you want to print.
Select a number between 1 and 99.

Same size/Scaling down
You can select an output size of images; you can fit output images to paper
size or print them in original size.
Same size:
Images are printed in their original sizes.

Shrink to paper size:
Images larger than a paper size are scaled down to the paper size so that the

whole image can be printed on a sheet of paper.
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"Allow automatic rotation" checkbox

Images are rotated according to the length-to-width ratio of images so that
they can be printed in either portrait orientation or landscape orientation,
whichever best fits.

"Center the image and print" checkbox

Images are centered and printed.

"Keep data used for printing as files" checkbox
PDF files are saved in a folder specified in the "Image saving folder" drop-down
list on the [Save] tab of the "ScanSnap Manager - Scan and Save Settings" dialog
box (page 75).

"Do not show this dialog again™ checkbox

You will not see the preview window from the next time.
You can skip step 7.

[OK] button

Clicking this button prints images using settings configured in this dialog box.

[Cancel] button

Clicking this button cancels all changes made in this dialog box and returns you to
the previous window (the ScanSnap Quick Menu Mode).

[Help] button

You can view Help topics related to the preview window.

= Printing is performed.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
e Once the ScanSnap Quick Menu is displayed, the ScanSnap does not work
ATTEW until the "Scan2Print - Print" dialog box is closed, even if you press the [SCAN]
D button. Complete the action before scanning another document.
e Do not move, delete, or rename files in other applications after the ScanSnap
Quick Menu is displayed and before the " Scan2Print - Pirnt" dialog box is
closed.
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5.4 Using the ScanSnap as a Copy Machine

B Operations in Left-Click Menu Mode

Operatio@

1. Select [SCAN Button Settings] in the Right-Click Menu, which pops up when the

ScanSnap Manager icon @ is right-clicked.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...

Use Quick Menu
Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

= The "ScanSnap Manager - Scan and Save Settings" dialog box appears.

2. In the "Application" drop-down list on the [Application] tab, select "Scan2Print."

ScanSnap Manager - Scan and Save Settings @

Color :fn;‘rsge Scarrer

SCAN Button Setting: Lefi-Click Menu Mode
Select a profile
Standard ~| Ade Profile. | EditProfile |

Change scan and save settings

Application |Save ‘ Scanning | File optian | Papersme] Compression |

Selectthe application vou would like fo use.

Application:
‘ |';;"1 ScanzFrint i L]

Application Settings...

suonoy 1noqy I

Add or Remove...

Help | e o B
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3. When you want to change settings on the [Scan2Print] action, click the [Application
Settings] button, and then change settings.

(When you do not want to change settings, go to step 5.)
Application lSave ] Scanning] File Dption] Papersize] Comprassion

Selectthe application you would like to use.

Application:

|&-EI ScanZFrint j

(Application Settings... D

= The following dialog box appears.

a Scan?Print — Options

Keep data used for printing as files

Show "Print" dialog

ook [ Cancel ] ’ Help ]

In this dialog box, you can change settings on the [Scan2Print] action as follows:

"Keep data used for printing as files" checkbox
Printed document images are saved in PDF format.
PDF files are saved in a folder specified in the "Image saving folder" drop-down
list on the [Save] tab of the "ScanSnap Manager - Scan and Save Settings" dialog
box (page 75).
(By default, this checkbox is not marked.)

Show "Print" dialog checkbox
A preview window appears before printing images.

4, Click the [OK] button.

= The "Scan2Print - Options" dialog box is closed.

5. Click the [OK] button.

= The "ScanSnap Manager -Scan and Save Settings" dialog box is closed.

NP Changes you have made in the above procedure take effect from the next time
. ) you scan documents using the Left-Click Menu.
For details on how to change settings, refer to section "4.3 Saving Scanning
Settings" (page 91).

Operation
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5.4 Using the ScanSnap as a Copy Machine

6. Load the document on the ScanSnap.
For details, refer to sections "3.2 Paper Size of Documents to be Scanned" (page 46) and

"3.3 Loading Documents" (page 49).

SCAN

7. Press the [SCAN] button (9).

= Scanning is started.
= When scanning is complete, the "Scan2Print - Print" dialog box appears.
(You can change settings not to display the "Scan2Print - Print" dialog box.)

Operat@

8. Configure print setup options, and then click the [OK] button.

a Scan?Print - Print @
Select a printer and print options:
Find printer
Frint options
LCopies: ] 18
Scaling down: | Sa_njfa size Al

[+] Allows automatic fatation

Center the image and print

[¥] Keep data used for printing as files

[1 0o not shaw this dialog again

‘ Ok J [ Cancel ][ Help

suonoy 1noqy I

Find printer
Select a printer to use.

Name
The currently selected printer is displayed.

To change printers, click the down-arrow button * , and then select a
printer you want to use in the printer list.

[Properties] button
The print setup dialog box of the currently selected printer is displayed.
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Print options
You can change settings as follows:

Copies
You can specify the number of copies you want to print.
Select a number between 1 and 99.

Scaling down

You can select an output size of images; you can fit output images to paper
size or print them in original size.

Same size:

Images are printed in their original sizes.

Shrink to paper size:

Images larger than a paper size are scaled down to the paper size so that the
whole image can be printed on a sheet of paper.

"Allow automatic rotation" checkbox
Images are rotated according to the length-to-width ratio of images so that
they can be printed in either portrait orientation or landscape orientation,
whichever best fits.

"Center the image and print" checkbox
Images are centered and printed.

"Keep data used for printing as files" checkbox
Printed document images are saved in PDF format.
PDF files are saved in a folder specified under the "Image saving folder" field on
the [Save] tab of the "ScanSnap Manager - Scan and Save Settings" dialog box
(page 75).

"Do not show this dialog again” checkbox
This dialog box does not appear again. Step 8 will be skipped.

[OK] button
Clicking this button prints images using settings configured in this dialog box.

[Cancel] button
Clicking this button cancels printing.

[Help] button
You can view Help topics related to the Print dialog box.

= Printing is performed.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
e While the "Scan2Print - Print" dialog box is open, the ScanSnap does not work
ATTEW even if you press the [SCAN] button. Close the "Scan2Print - Print" dialog box
D before scanning another document.
e Do not move, delete, or rename files when the "Scan2Print - Print" dialog box
is displayed.
EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm



5.5 Converting into Word / Excel / PowerPoint Files

5.5 Converting into
Word / Excel / PowerPoint Files

This section describes how to convert documents scanned with the ScanSnap into Word/Excel/
PowerPoint files through OCR (Optical Character Recognition). OCR refers to the process that
involves scanning the text from paper form into images, then translating the information into text
that computers can recognize.

The OCR function of ABBYY FineReader for ScanSnap, which is supplied with the ScanSnap,
allows you to convert scanned images into Word format, Excel format, or PowerPoint format.

—)

&

'd
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ScanSnap S510 Operator's Guide | 153



154

ATTENTION gg“'gr

e To use the above OCR function, ABBYY FineReader for ScanSnap 3.0 must

be installed on your computer.

Scanned document images are opened with Microsoft® Word, Microsoft®
Excel, or Microsoft® PowerPoint® when Microsoft® Word, Microsoft® Excel
and/or Microsoft® PowerPoint® is installed.

When any of them is not installed, scanned document images are simply

saved to file.

* You cannot view the documents converted into Word/Excel/PowerPoint
files unless Microsoft® Word/Microsoft® Excel/Microsoft® PowerPoint® is
installed or you have completed user registration to use these
applications. Install the above applications and complete user
registration to view the converted documents on your computer.

ABBYY FineReader for ScanSnap can be used with the following versions

of Microsoft® Word, Microsoft® Excel, and/or Microsoft® PowerPoint®.

Microsoft® Word: 2000 / 2002 / 2003 / 2007

Microsoft® Excel: 2000 / 2002 / 2003 / 2007

Microsoft® PowerPoint®: 2002 / 2003

If this action is executed while the Print or Search function is being

performed in Microsoft® Word, Microsoft® Excel, or Microsoft®

PowerPoint®, an error message, for example, "Call is rejected by callee," is

sent. Do not perform this action and the functions of Microsoft® Word,

Microsoft® Excel, or Microsoft® PowerPoint® at the same time.

Select [ABBYY Scan2PDF] (in the "Application” drop-down list on the

[Application] tab) when you want to make searchable PDF files in a

language not supported by ScanSnap Manager.

For details about text recognition languages, see [ABBYY FineReader for

ScanSnap™ Help].
Note that Adobe Acrobat is a prerequisite for using [ABBYY Scan2PDF],

(2%

For details on ABBYY FineReader for ScanSnap, refer to ABBYY FineReader
for ScanSnap User’s Guide.



5.5 Converting into Word / Excel / PowerPoint Files

EEEEEEEEEEEEEEEEEEEEEEEEEEEEENETR
About the OCR function of ABBYY FineReader for ScanSnap

ATTENTION gi“'sr

Some types of documents are occasionally misrecognized. Before
recognition, check whether the documents you want to convert are suitable
for conversion according to the following guidelines.

- Suitable for conversion to Word/PowerPoint®
Documents created by using simple page layout with one or two columns

- Not suitable for conversion to Word/PowerPoint®
Documents created by using complex page layout comprised of diagrams,
tables, and letters, such as a brochure, magazine, and newspaper
- Suitable for conversion to Excel
Simple tables in which every border line connects to the outside borders
- Not suitable for conversion to Excel
Documents containing tables without borders, complex tables with too
many borders, convoluted tables containing sub-tables, diagrams, graphs
and charts, photographs, and/or characters written in vertical direction
(Diagrams, graphs and charts, photographs, and characters written in
vertical direction are not converted.)

The following parameters may not be inherited from the originals during
conversion. It is recommended that the converted documents be opened
with Microsoft® Word, Microsoft® Excel, or Microsoft® PowerPoint® to

correct or edit misrecognized letters.
- Superscript and subscript

The following parameters apply to Japanese documents:

- Font and size of characters

- Character spacing and line spacing

- Underline, bold, and ltalic

* Note that Scan2PowerPoint does not support the scanning of Japanese
documents.

The following types of documents may be misrecognized. If so, change the

"Color mode" to "Color" and/or increase the resolution (Image quality) to

improve the results of conversion.

- Documents containing handwritten characters

- Text including small characters (smaller than 10 points)

- Skewed documents

- Documents in languages other than the specified language

- Documents containing characters written in an unevenly-colored or
patterned background
(Characters to which effects, such as Shadow, Outline, and Shading, are
applied.)

- Documents of complex layout and documents including unreadable
characters
(It may take an extended period of time to convert these documents.)

ABBYY FineReader for ScanSnap can text-recognize only PDF files that
are created by using the ScanSnap, but it cannot text-recognize PDF files
created by using Adobe Acrobat or other applications.

A converted Excel worksheet can contain up to 65536 rows.

suonoy 1noqy I

If Japanese documents are scanned upside down or in landscape

orientation, conversion will fail. Mark the "Allow automatic image rotation"

checkbox (page 82), or load documents face down in portrait orientation.

* Note that Scan2PowerPoint does not support the scanning of Japanese
documents.
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e To use this function, more than the recommended memory is required. If a
large number of pages are converted at one time, memory may become
insufficient during conversion.

ABBYY FineReader for ScanSnap (TM) 3.0

Register your copy of FineReader and receive the following benefits:

- Free technical support;
- Information about new versions of ABBYY products,

Reading images:
39 image(s] processed. 130image(s] left

NEENERERANARANANENE ” Stop

Mot enough memory! -~
ot enough memary!
Mot enough memary!

| £ Fe

In this case, change settings for virtual memory configuration, following the

procedure below.

Windows XP

1. Select [Start], right-click [My Computer], and then select [Properties] in
the pop-up menu.

2. Inthe "System Properties" dialog box, sy, Px
select the [Advanced] tab, and then S T e
click the [Settings] button under "Per- 3 1838 - 3072
formance."
3. In the "Performance Options" dialog T
box, select the [Advanced] tab, and Sy S
then click the [Change] button under ?f‘tmmﬁ) T
"Virtual memory." wanansoe o))
4. In the "Virthual Memory" dialog box, 8:5:2::238“*2& -
select "Custom size, " and then type in m;pam S =
a rather large number in the "Maxi- Minkoun alowed: 2 M
mum size (MB)" field. e e
5. Click the [Set] button.
6. Click the [OK] button to close all dia-
log boxes.
Windows 2000

1. Right-click the [My Computer] icon on the Desktop, and then select
[Properties] in the pop-up menu.

2. Inthe "System Properties" dialog box, EEEErrEE—— 2
select the [Advanced] tab, and then rellohne el 2105 22 ) _
click the [Performance Options] but- F ke 208575 =l
ton under "Performance." 5o

Space available: 1320 MB

3. In the "Performance Options" dialog R —
box, click the [Change] button under s oo 1)
"Virtual memory-" ~Total paging file size for all dri

4. In the "Virthual Memory" dialog box, A 203

Recommended: 286 MEB
type in a rather large number in the Currenty dloceect 21
"Maximum size (MB)" field under Pm—
"Paging file size for selected drive." Mevimum regsry sz (W) [52

o

Click the [Set] button.
6. Click the [OK] button to close all dia-
log boxes.
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B Operations in Quick Menu Mode

Operation

1. Load the document on the ScanSnap.
For details, refer to sections "3.2 Paper Size of Documents to be Scanned" (page 46) and

"3.3 Loading Documents" (page 49).

2. Press the [SCAN] button .

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

ScanSnap Quick Menu

Select a function you want to perform from the menu on the left,

% Save with ScanSnap Organizer ﬁ'DF files are created from the scanned documents and displayed with \
| ScanSnap Organizer. [The created PDF files are stored in the folder

specified in ScanSnap Organizer. |
ﬁ ScanzFolder

@ ScanzE-mail 3
[

I@ ScanzPrint 3
I&ﬁ SBEYY ScanZword

I% ABBYY ScanZExcel

@ ABBYY Scan2PowerPoint

I™ Do not shibw this menu again. [ @ Clase ] [ @ Help ]

suonoy 1noqy I

Action List Descriptions of the selected action
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Operation

3. Click [ABBYY Scan2Word], [ABBYY Scan2Excel], or [ABBYY Scan2PowerPoint].

ScanSnap Quick Menu

— = n.._.p Select a function you want to perform from the menu on the left,

I
r
N

The scanned documents are converted to embed testual information in

Save with ScanSnap Organizer = 5 Y
their images and output as ‘Word files.

ScanzFolder

ScanzE-mail 3

E E | SeanFrint 3

l j ABBYY Scanwiord

& i 48

@Iﬁ ABBYY ScanZEucel

E% ABBYY Scan2PowerPoint

I™ Do not show this menu again. [ @ Clase ] [ @ Help ]

= The following window appears and conversion is started.

ABBYY FineReader for ScanSnap (TM) 3.0

Fiegister your copy of FineReader and receive the following benefits:

- Free technical support;
- Information about new versions of ABBYY products,

Begister Maw!

Adding images: E:A\Documents and Settings\Ownerhy Documentzhhiy
Pictures\2006_11_21_13_55 26.pdf

IllllllllllllllllllllllllllllllllllllllqE Stop |

= When the conversion is complete, Microsoft® Word, Microsoft® Excel, or Microsoft®
PowerPoint® starts running, and converted images are displayed in Word format, Excel

format, or PowerPoint format.

N P When Microsoft® Word, Microsoft® Excel, and/or Microsoft® PowerPoint® is not
" g) installed on your computer, scanned document images are simply saved to file.

Word documents are saved in RTF format (.rtf), Excel documents, in XLS format

(-xIs), and PowerPoint documents, in PPT format (.ppt). A confirmation message

will appear before the files are saved; specify a folder in which you want to save

images.



5.5 Converting into Word / Excel / PowerPoint Files

EEEEEEEEEEEEEEEEEEEEEEEEEEEENTDR
e When the ScanSnap Quick Menu is displayed, the ScanSnap does not work

ATTEW@W? even if you press the [SCAN] button. Close the ScanSnap Quick Menu
\ before scanning another document.

e Do not move, delete, or rename files in other applications when the
Scansnap Quick Menu is displayed.
EEEEEEEEEEEEEEEEEEEEEEEEEEEENTDN

suonoy 1noqy I
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B Operations in Left-Click Menu Mode

160

Opera%

1. Select [SCAN Button Settings] in the Right-Click Menu, which pops up when the

ScanSnap Manager icon @ is right-clicked.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...

Use Quick Menu
Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

= The "ScanSnap Manager -Scan and Save Settings" dialog box appear.

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

"ABBYY Scan2Word" to convert documents into Word files.
"ABBYY Scan2Excel" to convert documents into Excel files.
"ABBYY Scan2PowerPoint" to convert documents into PowerPoint files.

Color Image Scammer

SCAN Button Setting: Left-Click Menu Mode
Select a profile

Standard -~ AddProfile.. | EditProfie.. |

Change scan and save settings

lSave ] Scanning | File option | Papersize] Compression |

Selectthe application you would like to use.

Application:

[ ABBYY Scanzword ) £l

Add or Remowve...

Help oK | Cancel




5.5 Converting into Word / Excel / PowerPoint Files

3. Click the [OK] button.

= The "ScanSnap Manager - Scan and Save Settings" dialog box closes.

[P Changes you have made in the above procedure take effect from the next time

S
" ) you scan documents using the Left-Click Menu.
For details on how to change settings, refer to section "4.3 Saving Scanning

Settings" (page 91).

Operation
&
4, Load the document on the ScanSnap.

For details, refer to sections "3.2 Paper Size of Documents to be Scanned" (page 46) and

"3.3 Loading Documents" (page 49).

SCAN

5. Press the [SCAN] button (9).

= Scanning is started.
= When the scanning is complete, the window below appears and a conversion is started.

ABBYY FineReader for ScanSnap (TM) 3.0

Fiegister your copy of FineReader and receive the following benefits:

- Free technical support;
- Information about new versions of ABBYY products,

Begister Maw!

Adding images: E:A\Documents and Settings\Ownerhy Documentzhhiy
Pictures\2006_11_21_13_55 26.pdf

[ {[__Sto |

suonoy 1noqy I

= When the conversion is complete, Microsoft® Word, Microsoft® Excel, or Microsoft®
PowerPoint® starts running, and converted images are displayed in Word format, Excel

format, or PowerPoint format.

ol When Microsoft® Word, Microsoft® Excel, or Microsoft® PowerPoint® is not
" g) installed on your computer, scanned document images are simply saved to file.
Word documents are saved in RTF format (.rtf), Excel documents, in XLS format
(-xIs), and PowerPoint documents, in PPT (.ppt) format. A confirmation message
will appear before the files are saved; specify a folder in which you want to save

images.
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B About Settings on
ABBYY FineReader for ScanSnap
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When you want to change settings on conversion to Word/Excel/PowerPoint file format, use the
"ABBYY FineReader for ScanSnap" dialog box.

From the [Start] menu, select [All Programs] = [ABBYY FineReader for ScanSnap(TM) 3.0] and
[ABBYY FineReader for ScanSnap(TM) 3.0]; the following dialog box appears.

B ABBYY FineReader for ScanSnap (TM) 3.0

_ScanZExcel

(

General Dp.t.ions

5 can__2Eg_\_:\ferPoint )
Scan2wiord

ScanzPDF

)

Tab

Becognition languages:

Adpghe
Afrikaanz:
Agul
Albanian
Altai

Avar
Apmara

Armenian [Eastem]
Armenian [Grabar]
Armenian [Western)

Azer [Cyrillic]

[] Delete scanned images after recognition

About

| |

Fiegizter Mow!

l

A

Preferences

[ (1] 8 H Cancel H

Help

]

This dialog box contains the followings tabs:

e [General Options] tab
[Scan2Word] tab
[Scan2Excel] tab
[Scan2PowerPoint] tab

=page 163
= page 164
= page 165
= page 165

ScanSnap™

ATTENTION gi“'ir

Help].

For details about the [Scan2PDF] tab, see [ABBYY FineReader for

Note that Adobe Acrobat is a prerequisite for using [ABBYY Scan2PDF],



5.5 Converting into Word / Excel / PowerPoint Files

B [General Options] tab

You can select general options for using ABBYY FineReader for ScanSnap.
On this tab, specify "Recognition languages" for conversion to Word/Excel/
PowerPoint file format and whether to "Delete scanned images after
recognition," and read information about ABBYY FineReader for ScanSnap,
and register your ABBYY FineReader for ScanSnap.

B8 ABBYY FineReader for ScanSnap (TM) 3.0 RIx
ScanExcel | Scan2PowerPoint ScanzPDF
General Options | ScanZward

Becognition languages:

Abkhaz el
Adpghe |
Afrikaanz:

Agul

Albanian

Altai

Armenian [Eastem]

Armenian [Grabar]

Armenian [Western)

Avar

Apmara

Azer [Cyrillic] w

[] Delete scanned images after recognition

About l [ Fiegizter Mow! ‘

[ QK. H Cancel H Help ]

Recognition languages
Languages used for text recognition can be selected. In ABBYY FineReader for
ScanSnap, text in multiple languages (for example, English and French) can be
recognized.
Drag the vertical scroll bar and mark languages you want to use.

selected.

“% If you select Japanese as the recognition language, other languages cannot be
ATTENTION

(Y P)

%

"Delete scanned images after recognition” checkbox
If marked, images scanned with the ScanSnap (in PDF format) are deleted after
documents are converted into Word/Excel/PowerPoint file format.

e When documents are scanned with the ScanSnap, scanned images are
created in PDF format. ABBYY FineReader for ScanSnap recognizes the
scanned images in PDF format and convert into Word/Excel/PowerPoint file
format.

If you want to keep scanned images in PDF format before recognition, clear
this checkbox.

e Depending on qualities and settings, scanned images may be misrecognized.
It is recommended that this checkbox be cleared unless otherwise needed.
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[About] button
Clicking this button displays the information about ABBYY FineReader for
ScanSnap including the version number.

[Register Now!] button
A dialog box appears for you to fill out the registration form.

B [Scan2Word] tab

You can configure advanced settings for converting to Word file format.

1 ABBYY FineReader for ScanSnap (TM) 3.0 Rx

Sean2Excel 5 canZPowerPoint Scan2PDF
General Options Scanword

Teut zettings
[IKeep iine breaks
Fietain text color
[ Remove optional hyphens

Picture settings
Picture guality:

Medium [for screen) Ev
Highlight uncertainly recogrized characters
] it test color

[ with backaround color

I ak H Cancel ][ Help

"Keep line breaks" checkbox
The text is converted to Word file format, keeping line brakes.

"Retain text color" checkbox
The text is output in original colors.

"Remove optional hyphens" checkbox
Optional hyphens used in the original text are replaced with ordinary hyphens (-).
When Japanese is selected as the recognition language, this checkbox is not
available.

Picture quality
Set the quality for saving pictures. Select one of the following values:
High (for printing): If you are planning to print the recognition results.
Medium (for screen): If the recognition results are intended for viewing on the
screen.
Low (web): If you are planning to place the recognition results on the Web.

"With text color" checkbox

If marked, improperly-recognized characters are colored.

"With background color" checkbox

If marked, the background of improperly-recognized characters are colored.



5.5 Converting into Word / Excel / PowerPoint Files

B [Scan2Excel] tab
You can configure advanced settings for converting to Excel file format.

%8 ABBYY FineReader for ScanSnap (Th) 3.0 Px

General Options ) ) Scandword
ScanzExcel SoanzPowerPoint Scan2PDF

[lignore text outside the tables
Set this option if you only want to save tables in the

HLS file.

] Corveert numeric valugs to numbers
Set thiz option to have numbers saved in "Mumbers"
format in the %LS file. Micrazoft E xcel may perform
aiithmetical operations with cells of this format

[ ar II Cancel ][ Help

"Ignore text outside the tables” checkbox
The text outside the tables is removed and only tables are converted to Excel file

format.

"Convert numeric values to numbers" checkbox

Numeric values in the text are converted to numbers in Excel sheets. 5
B [Scan2PowerPoint] tab

You can configure advanced settings for converting to PowerPoint file format. g
___ (@)
% ABBYY FineReader for ScanSnap (TM) 3.0 3 S_
General Options Scandword >
Scan2Excel SoanzPowerPaint | Scan2PDF (@)
Save Mode 8“'
ofs 3
w

Text settings
[ Keep line breaks

Picture settings
Picture guality:

b edium [for screen)

ak H Cancel ][ Help

"Save Mode"
You can specify how scanned document files are converted into PowerPoint files.

Text and pictures: The recognized text is saved as text, and the pictures, as
pictures.
Page image only: Only the image is saved.
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"Keep line breaks" checkbox
Set this option if you want the original arrangement into lines to be retained in the
PowerPoint format, otherwise the text will be formatted in a single line in the
PowerPoint file.

"Wrap text"” checkbox
If line formatting is preserved (if the "Keep line breaks" checkbox is marked), the
recognized text will fit the width of the text block of the slide.

"Picture quality"
Set the quality for saving pictures. Select one of the following values:
High (for printing): If you are planning to print the recognition results.
Medium (for screen): If the recognition results are intended for viewing on the
screen (default).
Low (for web): If you are planning to place the recognition results on the Web.



Chapter 6
NN NN NN NN

Using the ScanSnap in Various Ways

This chapter describes a variety of ways you can use the ScanSnap.

6.1 Using ScanSnap ManNAQer ...........cuiieeiieiimmiieeieieiieeeeeseeesseesessssssssessssssssssessmeesseenn 168
6.2 Using Adobe Acrobat ..........ccccuriiiimmmmnineee e 195
6.3 Scanning Business Cards........ccccviviiriiiriieisssss s s s s ss s s s s s s s s s se s s s s s eessesenenes 200
6.4 Using ScanSnap Organizer..........ccccceeeriiiiiiiisssssssnssssss s ssssssssssssss s sssssssns 206
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6.1 Using ScanSnap Manager

In order for you to use the ScanSnap immediately after opening the package, factory default
settings are optimized.

All you need to do is press the [SCAN] button to scan documents.
You can also configure the settings as necessary.
This section describes how to scan documents using various settings and how to process scanned

images.
Y ) <Quick Menu Mode>
" g The default settings of ScanSnap Manager are as follows:
e Application: To be specified after scanning

e Image saving folder: [My Pictures] folder under [My Documents] ([Pictures]
folder in Windows Vista)
e File name format: Date and time (Use operating system setting)
e Rename file after scanning: Not available
e Image quality: Normal (Fastest)
e Color mode: Auto Color Detection (automatically determines whether the
document is "color" or "black and white")
e Scanning side: Duplex Scan
e Continue scanning after current scan is finished: Disabled
e Scanning Option:
Brightness: Normal
Setting for text only document (in Color mode only): Disabled
Allow automatic blank page removal: Enabled
Correct skewed character strings automatically: Disabled
Allow automatic image rotation: Enabled
Set the documents with its face up: Depends on the setting at installation
e File format: PDF (*.pdf) only
e Searchable PDF (via OCRs): Disabled
e File format Option
PDF File Option: Multipage PDF (whole batch in one PDF)
Set a password for PDF file: Not available
Use a fixed password: Not available
e Paper size: Automatic detection
e Scan mixed paper size: Disabled
e Carrier Sheet settings:
Mode: Create facing pages in one image
Output image size: Automatic detection
e Compression
Compression rate: 3
The settings above can be changed in the "ScanSnap Manager Scan and
Save Settings" dialog box.
For details, refer to the "4.2 Changing Scanning Settings" (page 67).

168 |



6.1 Using ScanSnap Manager

NP

HINT %

<Left-Click Menu>
The default settings of ScanSnap Manager are as follows:

Application: ScanSnap Organizer

Image saving folder: [My ScanSnap] folder under [My Documents]
([ScanSnap] folder under [Documents] in Windows Vista)
Filename format: Date and time (Use operating system setting)
Rename file after scanning: Disabled

Image quality: Normal (Fastest)

Color mode: Auto Color Detection (automatically determines whether the
document is "color" or "black and white")

Scanning side: Duplex Scan

Continue scanning after current scan is finished: Disabled
Scanning Option:

Brightness: Normal

Setting for text only document (in Color mode only): Disabled
Allow automatic blank page removal: Enabled

Correct skewed character strings automatically: Disabled

Allow automatic image rotation: Enabled

Set the documents with its face up: Depends on the setting at installation
File format: PDF (*.pdf)

Searchable PDF (via OCRs): Disabled

File format Option

PDF File Option: Multipage PDF (whole batch in one PDF)

Set a password for PDF file: Disabled

Use a fixed password: Disabled

Paper size: Automatic detection

Scan mixed paper size: Disabled

Carrier Sheet settings:

Mode: Create facing pages in one image

Output image size: Automatic detection

Compression

Compression rate: 3

The settings above can be changed in the "ScanSnap Manager Scan and
Save Settings" dialog box.
For details, refer to the "4.2 Changing Scanning Settings" (page 67).
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Scanning only one side of a document

SCAN

By default, pressing the [SCAN] button on the ScanSnap starts scanning in "Duplex" mode.
When you wish to use "Simplex scan," change the settings by following the procedure below.

Operatio@

1. Right-click the ScanSnap Manager icon e on the taskbar, and then select "SCAN
Button Settings" from the menu.

Duplex scan
Simplex scan

‘ SCAN Button Settings ’

Use Quick Menu
Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

2. Click the [Scanning] tab and select "Simplex scan" from the "Scanning side:" drop-

down menu.
Change scan and save settings
Application] Sawve File option | Paper size | Compression

Specify the scanning mode you would like to use.

Image quality:

| Mormal (Fastest) |
Calar mode:

Auto Calar Detection j

Scanning side:

3. Click the [OK] button to save changes and close the window.



6.1 Using ScanSnap Manager

Operation
— 7
e

4. Load the document onto the ScanSnap.

SCAN

5. Press the [SCAN] button (©) .

= The document is scanned in the "Simplex" mode.

NP To return the setting to the "Duplex" mode, select [Duplex scan] in Step 2. The
ng selected setting is applied to further scans unless it is changed again.
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Scanning color documents in black and white

By default, the ScanSnap automatically recognizes whether scanned documents are color or
monochrome. Color documents are scanned in color mode and monochrome documents are
scanned in black-and-white mode.

If you wish to scan color documents in the black-and-white mode, change the settings by following
the procedure below.

Operatio@

1. Right-click the ScanSnap Manager icon e on the taskbar, and then select the
[SCAN Button Settings] from the menu.

Duplex scan
Simplex scan

SCAN Button Settings ...

Use Quick Menu
Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

2. Select the [Scanning] tab, and then select "B&W" in the "Color mode" drop-down list.
To scan color documents in color, select "Color."

Change scan and save settings
Application] Sawve File Dption] Faper size | Compression

Specify the scanning mode you would like to use.

Image quality:

| Mormal (Fastest) |
Color mode:

| P Color j

¥A Auto Color Detection

DIoT NGN COMmpression
=

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

Operation

4. Load the document onto the ScanSnap.

SCAN

5. Press the [SCAN] button ().

= Scanned images will be output in black and white.



6.1 Using ScanSnap Manager

B Scanning color documents in high compression mode

With the ScanSnap, you can scan and save color documents in "Color high compression" mode so
that the file size of data can be reduced.

If you scan an enormous quantity of documents in the "Color high compression" mode, for
example, you can store colored documents as a space-saving PDF file.

In addition, you can increase the compression rate further by dragging the slider to the right on the
[Compression] tab.

To scan color documents in high compression mode, perform the following steps to change the
setting. This setting can be changed only in the Left-Click Menu Mode.

Operatio@

1. Right-click the ScanSnap Manager icon e on the taskbar, and then select [SCAN
Button Settings] from the menu.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...

Use Quick Menu

Profile Management. ..

Show scanning resulks

Check consumable supplies ...

Help 3

Exit

2. Select the [Scanning] tab, and then select "Color high compression" in the "Color
mode" drop-down list.

ScanSnap Manager - Scan and Save Settings @

Scansnap

Color image Scanmner g

SCAN Button Setting: Left-Click Menu Mode
Select a profile

Standard -~ Add Prafie.. | EditProfile.. |

Change scan and save seftings
Applicatmn] Save ile optian | Papersize} Compression |

Specify the scanning mode vou would like 1o use.

Image guality:

@ Better (Faster) j
Caolor mode:

Auta Colar Detection j

¥4 Auto Color Detection

Option
Help ‘ [6]:8 | Cancel | Apply |
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3. Click the [OK] button to close the dialog box.

Operation

4. Load the document onto the ScanSnap.

SCAN

5. Press the [SCAN] button ().

= Scanned documents will be output as highly compressed color images.

R In "Color high compression" mode, characters and background on the
@g’? document are compressed separately, and thus, the file size of the document

that mostly contains text characters becomes smaller while the quality of the
characters is kept high. However, this mode is not appropriate for scanning
photographs or figures because these graphical materials are recognized as
background and compressed as such, causing degradation in images. If this
setting is specified, the contrast of the image may become higher.
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6.1 Using ScanSnap Manager

B Skipping blank pages

ScanSnap is able to recognize blank pages and remove them from the output data. When scanning
documents in "Duplex" mode, both sides of the documents are scanned regardless if their
backsides are printed or not. Though the empty back sides are scanned, they are recognized as
"blank" and automatically removed, so they will not appear on the output data.

To change the setting, follow the procedure below.

Operatio@

1. Right-click the ScanSnap Manager icon e on the taskbar, and then select "SCAN
Button Settings" from the menu.

Duplex scan
Simplex scan

SCAN Button Settings ..

Use Quick Menu
Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

2. Select the [Scanning] tab and click the [Option] button.

ScanSnap Manager - Scan and Save Settings

Scansnap

Color Imasge Scanner

SCAN Button Setting: Left-Click Menu Mode
Selecta profile

Standard -~ AddPrafile.. | EditProfile.. |

Change scan and save setings
Appl\cation] Save Fi\e option | Papersize] Caompression |

Specify the scanning mode vou would like to use.

Image quality:

[ Mormal (Fastest -l
Colar mode:

Aum Caolor Detection ﬂ
Scanning side:

||E Duplex Scan (Double-sided) j

[~ {Continue scanning after current scan is finished

G=)
Help | Ok | Cancel | Apply |
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3. Select the "Allow automatic blank page removal" checkbox.

Read mode option E|

Brightness (Black and White scanning only)

Lightﬁél|||| U il éﬁDmk

11
Marmal

I~ Setting for text only document
(17 Allow automatic blank page removal)

I~ Correct skewed character strings automatically

W Allow automatic image rotation
™ Setthe documentwith its face up

oK | Cancel Help

4. Click the [OK] button to close the window.
= The setting is enabled from next scanning.

ArTENTON The following types of documents may be accidentally recognized as blank
@.\w? pages:

e Almost blank documents containing only a few characters

e Documents of only one color (including black) and without any patterns, lines,
or characters

*When you scan such documents, clear the checkbox.



6.1 Using ScanSnap Manager

Correcting skewed documents

The ScanSnap is able to automatically correct document skew. To change the setting, follow the
procedure below.

Operatio&

1. Right-click the ScanSnap Manager icon e on the taskbar, and then select "SCAN
Button Settings" from the menu.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...

T5E wLILK eIl
Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

2. Select the [Scanning] tab and click the [Option] button.

ScanSnap Manager - Scan and Save Settings @

SCAN Button Setting: Lett-Click Menu Mode
Select a profile

Standard LJ Add Profile... | Edit Profile... |

Change scan and save Saiting
Applicaliun} Save ' ile option | Papersize\ Compression |

Specify the scanning mode vou would like to use.

Image quality:

[% Normal (Fastest) |
Colar mode:

Aum Calar Detection j
Scanning side:

||E Duplex Scan (Double-sided) j

I~ ‘Continue scanning after current scan is finished:

G
Help ‘ [6]:8 Cancel ‘ Apply |
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3. Select the "Correct skewed character strings automatically” checkbox.

Read mode option EJ

Brightness (Black and White scanning only)

Lightﬁ ]|||||@]|||||ﬁDark

Marmal

I~ Setting for text only document

W Allow automatic blank page removal

(17 Correct skewed character strings automaticallyi)

W Allow automatic image rotation
™ Setthe document with its face up

oK | Cancel | Help

4. Click the [OK] button to close the window.
= The setting is enabled from next scanning.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
. Up to +/-5 degrees of skews can be corrected.
@g’y This function determines a document skew based on the characters printed on
the document, so it may not work properly for the following document:
e Documents on which the pitches of lines or characters are extremely narrow,
or characters are overlapped
e Documents with many outline characters or using font styles like this
e Documents with many photographs or figures and only a few characters
e Documents with a background pattern behind characters
e Documents on which characters are printed in various direction (e.g. plans)
e Documents with long diagonal lines

e Documents with handwritten characters
*When you scan such documents, clear the checkbox.



6.1 Using ScanSnap Manager

B Correcting the orientation of scanned images

When there are different types of page orientation in a batch, the ScanSnap is able to automatically
correct the orientation of the scanned images for the batch. For example, it is often seen that a
batch has portrait pages for text contents and landscape pages for tables. For the case of double-
sided documents in calendar style, their rear sides are printed upside down.

To change the setting, follow the procedure below.

Operatio@

1. Right-click the ScanSnap Manager icon e on the taskbar, and then select "SCAN
Button Settings" from the menu.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...

Use Quick FMenu
Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

2. Select the [Scanning] tab and click the [Option] button.

ScanSnap Manager - Scan and Save Settings

Color Image Scammer

SCAN Button Setting: Left-Click kMenu Mode
Select a profile

Standard -~ AddProfie | EditProfile |

Change scan and save seftings
Application] Sawve i ile option | Papersize] Compressmn|

Specify the scanning mode you would like to use

Image quality:

| Nomal (Fastast) Bl
Color mode:

Auto Color Detection ﬂ
Scanning side

|&1 Duplex Scan (Double-sided) ﬂ

I~ Continue scanning after current scan is finished

o)
Help | Ok | Cancel | Apply |
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3. Select the "Allow automatic image rotation" checkbox.

Read mode option EJ

Brightness (Black and White scanning only)

Lightﬁ ]|||||@]|||||ﬁDark

Marmal

I~ Setting for text only document

W Allow automatic blank page removal

W iCarrect skewed character stings automatically:

(17 Allow automatic image rotation )

I Setthe document with its face up

oK | Cancel Help

4. Click the [OK] button to close the window.

= The setting is enabled from next scanning.

I EEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
ArTENTON This function determines a document orientation based on the characters
@g’? printed on the document. So it may not work properly for the following kinds of
documents:
e Documents with many extremely large/small characters
e Documents on which the pitches of lines or characters are extremely narrow,
or characters are overlapped
e Documents with many characters that contact underlines or ruled lines
e Documents with many photographs or figures and only a few characters
e Documents with a background pattern behind characters
e Documents on which characters are printed in various directions (e.g. plans)
e Documents with only capital letters
e Documents with handwritten characters
*When you scan such documents, clear the checkbox.
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6.1 Using ScanSnap Manager

Scanning documents of differing widths or sizes at the same time

By marking the "Scan mixed paper size" checkbox, you can scan documents of different widths or
sizes in one batch.
To scan documents of various sizes, do the following.

Operatio@

1. Right-click the ScanSnap Manager icon e on the taskbar, and then select "SCAN
Button Settings" from the menu.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...

Use Quick Menu
Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

2. Select the [Paper size] tab.

ScanSnap Manager - Scan and Save Settings @
r D & = =
Scansnap

e Sosrirer

SCAN Button Setting: Left-Click Menu Mode
Select a profile

Ad color document -~ Add Profile.. | Edit Profile.. |

Change scan and save settings

Application] Sawve | Scanning | File option{: ampression |

A4 Select paper size,

Faper size:

Automatic detection j

Mixed paper size scanning is not available.

Customn...

™ Scan mixed paper size

Carrier Sheet Settings... |

Help oK | Cancel
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3. Mark the "Scan mixed paper size" checkbox.

Change scan and save settings

Application] Sawve ] Scanning] File option Paper size | Compression

A4 Select paper size.

Faper size:

Automatic detection j

Custarmn...

@ )

Carrier Sheet Settings... |

Help oK | Cancel | Apply

4. Click the [OK] button to close all the windows opened.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
. This function is available only when "Automatic detection" is selected from the
@i‘/? "Paper size" drop-down menu.

Operation

5. Align the edge of all documents.

ABC

ABC ABC
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6.1 Using ScanSnap Manager

6. Load the document onto the paper chute.

ArTENTON e Place all documents in the center under the pick roller.
@g’? (Documents that are not under the pick roller cannot be fed.)

/— Width of the pick roller

o8av ¢

@©o

e Adjust the side guides to the widest document.

e Carefully load the smaller documents, which cannot contact the side guide, so
that they can be fed straight. If the documents are skewed during a scan, the
quality of scanned images may be degraded (chipped images/slant lines
produced) or scanned images may be output in different size from the original.
If you have difficulties feeding documents straight, it is recommended to scan
documents in several batches; scan documents of about the same width in
one batch.

Note that smaller documents that cannot be guided by the side guide may
cause a jam.
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SCAN

7. Press the [SCAN] button (®) .
= The size of all output images conforms to the respective documents.

ABC

ABC

ABC ABC
)

EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEERN
. If the document was scanned as skewed, the output image size may be
@g’y different from the document’s size.
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6.1 Using ScanSnap Manager

Saving scanned images in multiple files

The ScanSnap can save scanned images in multiple files based on the selected number of pages.
For example, you can scan a batch of documents and create files for every single page.
To change the setting, follow the procedure below.

Operatw

1. Right-click the ScanSnap Manager icon e on the taskbar, and then select "SCAN
Button Settings" from the menu.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...

Use Quick Menu
Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

2. Select the [File option] tab, and then click the [Option] button.

SCAMN Button Setting: Left-Click Menu Mode
Select a profile

|Standard | Add Profile.. | EditProfie.. |

Change scan and save settings
Application] Sawve ] Scanning Papersize] Compression]

.. Specify the file options you would like to use.

File farmat:

|PDF* pef] ~
Mote: JPEG is awvailable only when "Color" is selected at [Color Mode].

W Searchahle POF(OCRs during scanj
Selecttext recognition language:

English -

Select page for text recognition:
(=)

EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEER
N Make sure that "PDF(*.pdf)" is selected in the "File format" drop-down list.
<§\ a

@+ All pages " First page
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3. Inthe "PDF file format option" window, select "Generate one PDF file per x page(s)"
and enter a number.
One PDF file is created every time when the specified number of pages have been scanned.

PDF file format option @

PDF File Option

™ Multipage POF(whale batch in one FDF)

(? Generate one PDF fils per |1 El page(s) )

I~ Seta password for POF file:

-

0K Cancel Help

NP In "Duplex" mode, two pages (front/back) are created per document sheet. It is
' g) recommended that you clear "Allow automatic blank page removal"; select the
[Scanning] tab = [Option] button to open the window. If this function is
enabled, there may be a discrepancy between the page numbers of the original
document and the resulting document in which blank pages may be deleted.

4. Click the [OK] button to close the window.
= The setting is enabled from next scanning.
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6.1 Using ScanSnap Manager

B Merging scanned images divided by scan errors back into one PDF
file

When you are scanning documents and saving them in PDF format, the following window appears
if the scanning is interrupted by a paper jam or error.

ScanSnap Manager - Message
m Faper jam occurred. s |
Femove the paper from the scanner.

Continue Scanning: Load the document in the ADF and click this
hutton. The pages will be appended to the current file.

Cluit: Click this button to quit scanning.

Scanning completed up to 1 sheet.

| Continue Scanning | Cluit ‘ Last page scanned

You can resume or abort the scanning by the following procedure.

<To resume scanning>

Operatio@

1. Check the last scanned page in the "Message" window.

2. Load the not-yet scanned pages on ADF.

3. Click the [Continue Scanning] button to restart the scanning.
<To quit scanning>

Opera%

1. Click the [Quit] button.

= The following window appears.

ScanSnap Manager - Message

“-?f, Delete the scanned data?

[ a] Cancel |
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2. Click the [Yes] button to delete the data that has been scanned up to the interruption,
or click the [No] button to save the data that has been scanned up to the interruption.
*Click the [Cancel] button not to quit but to return to the previous window.

R The [Continue Scanning] button may not be displayed on the window and an
@“’7 error message like the example below may appear. In this case, it is not
possible to resume scanning. You will use Adobe Acrobat if you want to merge
two divided image files; this operation is only available for files of PDF format.

ScanSnap Manager - Message

m | ScanSnap is off line | vy |

| Please check cable and scanner power. Retry the scan.

Cuit: Click this buttan to quit scanning

Scanning completed upto 1 sheet.

Cluit Last page scanned

The following shows the procedures for this operation:
1. Confirm the last page scanned on the "Message" window.
2. Click the [Quit] button, then the following window appears.

ScanSnap Manager - Message

.\:.:} Delete the scanned data?

Cancel

3. Click the [No] button to save the image (PDF file) scanned before the
interruption (this file is called "File A").

4. Scan the remaining documents (this part is called "File B").

5. Open "File A" with Adobe Acrobat.

6. From the menu bar, select [Document] - [Insert Pages].

i P3PC-1792-N1FN70.-061227. pdf - Adobe Acrobat Standard

File Edit iew{REl Wl Comments  Forms  Tools  Advanced  Window  Help
= = | ¢
L | Create PDR Header & Footer Y 6] Start Meeting ~ ﬁ Secure T / Sign ~ ’? Rev
—————————  Background L < ; —
i ' = = % [ £ L =
L @ Watermark ( E&; \-_J] “& 9 @ |ﬂ- i I::l E:I
Insert Pages. .. shift+Ctri+l )
Exfrack Pages...
Replace Pages. .. @
Delete Pages. .. Shift+Ckrl+D
Crop Pages.., Shift+Chrl+T Color Image Scanner
Rotate Pages... Shift+Ckrl+R. %ﬁ‘gm}gp
55 Scan ta POF...
Optimize Scanned PDF SS-T O
OCR Text Recognition LS Operator's Guide

Reduce File Size...

Exarnine Docurnent, .,

Add Bookmark Chrl+B
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6.1 Using ScanSnap Manager

7. Select "File B" in the "Select File to Insert" window and click the [Select]
button.

Select File To Insert @

Lok in: | iﬂ Muy Pictures v] @ ﬂ‘ il v
. - 1227-01.pdf - 1227-2.pdf
Adobe Acrobat Document Adobe Acrobat Document
My Recent ‘M 5006 KB o pae B0 KE
Documents
=) = 1227-3.pdf ~ 1227-4.pdf
L& Adobe Acrobat Document Adabe Acrobat Document
Adobe| 5006 KB ;ﬁ; 8,006 K&
Desktop — —_—

My Diocuments

38

iy Computer

-::g File name: | b | Select

MyNetwok | Fies ofwpe: | dobe POF Fies [ pdl) v Cancel

= The "Insert Pages" window will appear.

Insert Pages El

Insert File:  1227-1.pdf

Location: : after v |

Page

() First

) Page: of (232
Cancel

8. Select "After" from the Location menu and "Last" from Page radio buttons,
then click [OK].
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Setting Passwords for Scanned Documents

When saving document images scanned with the ScanSnap as PDF files, you can set passwords for

the PDF files.

The password-protected PDF files cannot be opened unless a Document Open password is entered.
If you set a password for sensitive documents or confidential documents, adequate security of

information can be provided.

Passwords can be set only in Left-Click Menu Mode.

Operatio@

1. Right-click the ScanSnap icon e and then select "SCAN Button Settings" in the

pop-up menu.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...

Use Quick Menu
Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

2. On the [File Option] tab, click the [Option] button.

File farmat:

Change scan and save settings
Application] Sawve ] Scanning apersize] Compression

.. Specify the file options you would like to use.

|PDF* pef]

Mote: JPEG is awvailable only when "Color" is selected at [Color Mode].

|

W Searchahle POF(OCRs during scanj

Selecttext recognition language:

English

@+ All pages

Select page for text recognition:

|

‘ Option ...

" First page

N’

Help

oK | Cancel | Apply |

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
ArrenTIOn Check that "PDF (*.pdf)" is selected in the "File Format" drop-down list.
:ﬁ\ a



6.1 Using ScanSnap Manager

3. Mark the "Set a password for PDF file" checkbox in the "PDF File Option" dialog box.

PDF file format option

FDF File Option

" Multipage PDF(whole batch in one PDF)
¢ GenereonePOFfieperl [1 =] page(s)

(l? Seta password for POF file )

I™ Use afixed password

0K | Cancel | Help ‘

<To set a different password per scan>

Clear the "Use a fixed password" checkbox.

[ Use afixed password

= You can set a different password per scan.

<To use a preset password>
1) Mark the "Use a fixed password" checkbox.

v lse afixed password

Password: Confirm:

= The same password is used for all PDF files.
You do not have to type in a password every time a document is scanned.
2) Type in the same password in the "Password" and "Confirm" fields.

N The following characters can be used to set passwords:
iy Number of characters: Up to 16 characters
Characters: A-Z, a-z, 0-9

Symbols: " #$ % &' ()*+,-./:;<=>?2@[\]"_"{|}~

4. Click the [OK] button to close all dialog boxes.
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Operation

5. Load a document onto the ScanSnap.

6. Press the [SCAN] button .
= Scanning starts.
= If the "Use a fixed password" is not marked in step 3, the following dialog box appears.

ScanSnap Manager (Enter password) @

Enter password for PDF file

Fassword: |

Confirm: I

OK | Cancel ‘

In the "Password" and "Confirm" fields, type in the same password, and then click the

[OK] button.
NP e The following characters can be used to set passwords:
" ) Number of characters: Up to 16 characters
Characters: A-Z, a-z, 0-9

Symbols: '"#$ % &' ()*+,-./:;<=>2@[\]1"_"{|}~
e If you click the [Cancel] button, the PDF file is saved without a password.

= The scanned document is saved as a password-protected PDF file.

. If you forget a password, there is no way to open the PDF file. It is a good idea
@i‘ly to store passwords in another secure location in case you forget them.



6.1 Using ScanSnap Manager

Performing text recognition when scanning documents

Documents can be text-recognized while being scanned. If text-recognized, PDF files are
searchable.

Operation&

1. Right-click the ScanSnap icon 9 and then select "SCAN Button Settings" in the
pop-up menu.

Duplex scan
Simplex scan

SCAN Butkon Settings ...

Use Quick Menu
Profile Management. ..

Show scanning resulks
Check consumable supplies ...

Help 3

Exit

2. On the [File Option] tab, select "PDF" from the "File format" drop-down list.

Change scan and save settings

Application] Sawve ] Scanning Papersize] Compression]

.. Specify the file options you would like to use.

File farmat:

((PoFepen ) =

Mote: JPEG is awvailable only when "Color" is selected at [Color Mode].

W Searchahle POF(OCRs during scanj
Selecttext recognition language:

English -

Select page for text recognition:

@+ All pages " First page

Option ...
Help oK | Cancel | Apply |

3. Mark the "Searchable PDF (OCRs during scan)" checkbox.

To perform text recognition for all pages, select "All pages"; for the first page, select "First
page" on the tab.

v ‘Searchable POF(OCRS during scanj;
Selecttext recognition language:

English -

Select page for text recognition:
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4. Click the [OK] button to close all dialog boxes.
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Operation

5. Load the document onto the ScanSnap.

SCAN

6. Press the [SCAN] button (©).
= Scanning starts.

The document is text-recognized, and a searchable PDF file is created from the scanned

document and saved in a folder.

ATTENTION EE“’EK

It may take an extended period of processing depending on your personal
computer’s performance.
The ScanSnap may fail to correctly recognize the following types of
documents (characters) as text. However, by changing Color mode and/or
improving Image quality for scanning, such documents may be successfully
text-recognized.
- Handwritten documents
- Documents scanned in low quality, including smaller characters.
- Skewed documents
- Documents written in languages other than the specified language for text
recognition
- Documents including texts written in ltalic characters
- Superscript/subscript letters and complex mathematical formulas
- Characters are written against an unevenly-colored or patterned background
e Characters to which effects (Shadow, Outline, and the like) are applied
e Shaded characters
- Documents of complex layout as well as documents including unreadable
characters (due to print-through and smudges)
(It may take an extended period of time to scan documents described above.)



6.2 Using Adobe Acrobat

6.2 Using Adobe Acrobat

You can modify created PDF files with Adobe Acrobat .

NP For detailed information about the Adobe Acrobat functions, refer to "Adobe

H'Zg) Acrobat Help."

B Rotating pages within a PDF file

If the "Allow automatic image rotation" function (page 179) fails to change the view of pages, or
you want to rotate pages in a document, follow the procedure below.

B

1.  With Adobe Acrobat, open the PDF file.

ul P3IPC-1792-01ENZ0-061227. pdf - Adobe Acrobat Standard EEx
File Edt View Document Comments Forms Tools Advanced Window Help *®

::jcreate PDF = Egjcomblne Files ~ @ Expart ~ @ Start Meeting ~ Iﬁ Secure ¥ fS\gr\ 4! _9R eeeee & Comment ~
OBB0Des wlO g eoFnr 4 BF

©
FUJITSU

Color Image Scanner
S Sris)p

S510
Operator's Guide
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2. From the menu bar, select [Document] = [Rotate Pages].

P3PC-1792-01ENZ0-061227.pdf - Adobe Acrobat Standard

File Edit  Wie {I::u:u:urnent’ omments Forms  Tools  Advanced  Window  Help

|
Header & Foater * Start Meeting ~ ﬁ Secure T f Si

Background
O R ees~]

‘Watermark ] -

Insert Pages. .. Shift+Chrl+I
Exfrack Pages...

Replace Pages. ..

Delete Pages. .. Shift+Ckrl+D
Crop Pag&s. i Shift+Chrl+T
ﬁd&ate‘-f-‘&gm“ T
574 Scan ta POF. . h VN

3. Specify pages of which you want to change the view, and then click the [OK] button.
Direction: Select the amount and direction of the rotations.
Page Range: Specify whether all pages, a selection of pages, or a range of pages are to be
rotated.

Direction: | Clackwise 90 degrees R |

Page Range
Cal

Selection

(%) Pages From: ;1 To: |1 of {292}
Rotate: | Even and Odd Pages w
Pages of Any Orientation s

C=)

= The view of the selected page is changed.

P3PC-1792-01ENZ0-061227. pdf - Adobe Acrobat Standard

Fle Edt Wew Document Comments Forms Iools Advanced Window Help

ﬁ Create PDF ~ chmblne Files + @Exﬁw{ . @S{aﬂ Meeting ﬁ Secure ~ ,S\gn = \:‘?Rewew&cummem =
SHB0 e @O R ool AEIE T

Color Image Scanner
Sﬁéﬁ%j@
S510

Operator's Guide

FUjiTsu
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6.2 Using Adobe Acrobat

Deleting pages from a PDF file

If the "Allow automatic blank page removal" function (page 175) fails to remove blank pages from
a PDF file, or you want to delete unwanted pages, follow the procedure below.

Operaw

1.  With Adobe Acrobat, open the PDF file.

2. From the menu bar, select [Document] = [Delete Pages].

o P3PC-1792-01ENZ0-061227. pdf - Adobe Acrobat Standard

Edit  Wie ‘ Bl ) omments  Forms  Tools  Advanced  Window  Help
&y | =
;J Creste PDF  Header & Footer b }:FJ Start Meeting + ﬁ Secure T / z
3| Background L4 = —
ikl & B | & @ % |
L_J H L Watermark (N E&‘ k-..J] - =~ < |ﬂ
Insert Pages. .. Shift+Chrl+I
Extrack Pages...
Replace Pages...
Delete Pages... Shift+-CtrH+-D
Crop Pages. .. Shift+Chrl+T Color Image Scanner
Rotate Pages... Shift+Ckrl+R. %ﬁm
&5 Scan ta POF...
Optimize Scanned PDF 851 O
OCR Text Recognition L4 Operaior's Guide

Reduce File Size...

Exarine Docurnent, .,

Add Bookmark Ctrl+B

3. Specify a range, and then click the [OK] button.

Delete Pages

@Erom: [1— To: Il_ of (292))

‘ 0K ’ Cancel

= The pages within the specified range are deleted.
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Converting scanned images to searchable text via OCR

All documents scanned with the ScanSnap are saved as image files, if not text-recognized.
Symbols, characters, and numbers in scanned documents are only text images, and the personal
computer cannot recognize the text images as normal text. This means that you are not able to
search the text in a scanned PDF file.

By using OCR ("Recognize Text" of Adobe Acrobat), you can convert text images into searchable
text.

Follow the procedure below.

Operation

1.  With Adobe Acrobat, open the PDF file to be converted.

2. Select [Document] = [OCR Text Recognition] = [Recognize Text Using OCR] from
the menu.

il P3PC-1792-01ENZ0-061227. pdf - Adobe Acrobat Standard

File Edit View (@<= 88 Comments  Forms  Tools  Advanced  Window Help
=y E ; ' 3
i :J Creste PO Header & Footer Y 6] Start Meeting ~ ﬁ Secure ¥ / Sign ~
e Background L g : = -
=3 & ] ' = = DA
L @ L ‘Watermark. L Ekj \~J ’& 9 a !ﬂ' i

Insert Pages. .. Shift+Chrl+I

Exfrack Pages...

Replace Pages. .. [
Delete Pages. .. Shift+Ckrl+D

Crop Pages.., Shift+Chrl+T Color Image Scanner

Rotate Pages... Shift+Ckrl+R. %ﬁ‘%
1

55 Scan ta POF...
Ciptimize Scanned FDF oS40

QR Text Recognition l Recognize Text Using OCR. .. )uide

Reduce File Size... Find Eirst OCR. Suspect

Examine Document, . Find all OCR, Suspects

3. In the dialog box below, specify pages and edit settings, and then click the [OK]
button.

Recognize Text @

Pages
@il pages:

Q Current page
O Erom page to

Settings

| Primary OCR. Language: English (LIS}
| PDF Qutput Style: Searchable Image
| Downsample: Lowest {600 dpi)

C= )




6.2 Using Adobe Acrobat

= Text information is added to the images via OCR.

oo To recognize the images of color documents, select "Better (Faster)" or "Best
" (Slow)" in the "Image quality" drop-down list on the [Scanning] tab of the
"ScanSnap Manager - Scan and Save Settings" dialog box (page 78).
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6.3
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Scanning Business Cards

CardMinder, which is application software for managing business card images, comes with the

ScanSnap.

By using CardMinder, you can convert business cards into image files, and create a database of
business cards by recognizing their text images via OCR (Optical Character Recognition).

The following describes how to start CardMinder and scan business cards with the ScanSnap.

(N D) °

For further details, refer to the "CardMinder User’s Guide." If CardMinder is
already installed on your personal computer, you can view the User’s Guide by
selecting [Start] = [All Programs] = [CardMinder V3.1] = [Manual]. (You can
also view the User’s Guide from the initial screen of the "Setup CD-ROM"
supplied with the ScanSnap.)

In Left-Click Menu Mode: When CardMinder is started and becomes active,
"CardMinder" is automatically selected in the "Application" drop-down list on
the [Application] tab. When CardMinder is closed or becomes inactive, the
application selected in the "Application" drop-down list returns to the
previously selected one.

In Quick Menu Mode: When CardMinder is started and becomes active, the
ScanSanp Quick Menu is not displayed and the ScanSnap interacts with
CardMinder every time a document is scanned. If you want to use other
applications or perform other actions, exit or deselect CardMinder to make it
inactive.



6.3 Scanning Business Cards

B Starting CardMinder

The following describes how to create scanned images of business cards on ScanSnap.

SCAN

In this example, the [SCAN] button on the ScanSnap is used to scan business cards.

oo Business cards can also be scanned by starting up CardMinder and clicking the
" [Scan] button at the upper left of the window.
For details, refer to the "CardMinder User’s Guide."

<Preparations>

Preparations are different depending on which mode (Quick Menu Mode or Left-Click Menu
Mode) the ScanSnap is in.

In Quick Menu Mode, start CardMinder and scan documents using the Automatic Interaction
function.

In Left-Click Menu Mode, start CardMinder and scan documents using the Automatic Interaction
function or after selecting "CardMinder" in the "Application" drop-down list.

Scanning through Automatic Interaction

Operatiw

1. From the [Start] menu, select [All Programs] = [CardMinder V3.1] = [CardMinder
V3.1].

= CardMinder starts up.

2. Select "CardMinder" from the "Application" drop-down list on the [Application] tab to
make it active.

= The ScanSnap automatically interacts with CardMinder.

NP When another application is selected (becomes active), the ScanSnap no
" longer interacts with CardMinder.
Depending on the setting you select, the application interacts with the Scan-

Snap differently. For details, refer to "About Automatic Interaction with Applica-
tions" on page 110.
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Selecting another application

Opera%

1. Right-click the ScanSnap Manager icon e on the taskbar, and select [SCAN Button
Settings] from the menu that is displayed.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...

Use Quick Menu

Profile Management. ..

Show scanning resulks

Check consumable supplies ...

Help 3

Exit

= The "ScanSnap Manager - Scan and Save Settings" dialog box is displayed.

2. Select "CardMinder" from the "Application" drop-down list on the [Application] tab.

ScanSnap Manager - Scan and Save Settings @

Cofor Imasge Scsmmer

SCAN Button Setting: Left-Click Menu Mode
Select a profile

Standard R AddProfie.. |  EditProfie.. |
Change scan and save settings

Application 1 Scanning ‘

Selectthe application you would like to use.

Application:

‘ @ Cardhinder i ;J

Add or Remove..

Help (8] Cancel ‘ I ‘

= Two tabs, the [Application] and [Scanning] tabs, will be displayed.

202 |



6.3 Scanning Business Cards

NP "Image quality" and "Color mode" can be changed on the [Scanning] tab.
" (Refer to "[Scanning] tab" on page 78.)
The defaults are "Best" and "Color" for the scan mode. (In this section,

business cards are scanned using these default settings.)
When CardMinder is selected from the [Application:] drop-down list, the option
"Excellent" in the [Image quality] field on the [Scanning] tab is not available.

3. Click the [OK] button.

= This closes the "Scan and Save Settings" screen.
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<Scanning procedure>

Operation _
1. Load the business cards onto the ScanSnap.

e Load the business cards face down.
e When you scan more than one business card, set them together.
¢ Adjust the side guides so that they are touching the business card edges.

Paper chute

Business card

Side guide

[SCAN] button

SCAN

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

= Scanning will be started. After the scanning has finished, the "CardMinder" screen is
displayed.

I EEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
- ¢ Do not connect or disconnect other USB devices during the scanning
@{"? operation.
e Do not close the paper chute or press the [POWER] button on the ScanSnap
during the scanning operation.
e Do not switch the user to log in during the scanning operation.

NP e As the default setting, documents are scanned at "Duplex" mode when you
" ) press the [SCAN] button. Using ScanSnap Manager, you can set the
ScanSnap to scan documents in "Simplex" mode by pressing [SCAN] button.

e You can also start scanning with the ScanSnap Manager icon e on the
taskbar.
*For details, refer to "4.2 Changing Scanning Settings" (on page 67).



6.3 Scanning Business Cards

Opera%

3. Confirm the image data of the scanned business cards in the [CardMinder] main
window.

2 CardMinder

‘esﬁnl ‘E'w P:E::n T Muh\\:\&kﬂge Microsoft Outlook
) Inbox } Exported | ff Trash | & mobie |
Data |ISt ! EA\CS:SSr:iE \Z
L Howal URUSA \ — Card image
ABCD LIMITED
Full Name JHDWEIH Brown
Company |Abcd Limited
Phone number (408)453-0000
E-mail Il‘huwmd@ahcd.\:um
‘ Selected items: 1 1] 2sheets
Recognition result
The images of each business card is displayed on the right.
A list of already saved business cards is displayed on the left.
Under the image, the recognized characters are displayed.
4. Should there be any recognition errors, correct the data manually. C
Correct misrecognized characters. 2}
>
(@)
—
NP For details on correcting recognized characters, refer to the "CardMinder g
" ) User’s Guide." %))
G &
Q
S
w
2
5. Select [Exit] from the [File] menu to quit CardMinder. S
5
H n H ) . " . . <
oo For more details, refer to the "CardMinder User’s Guide." If CardMinder is )
" g) already installed on your personal computer, you can browse the User’s Guide o
by selecting [Start] = [All Programs] = [CardMinder V3.1] & [Manual]. (You (%
can also browse the User’s Guide from the "Setup CD-ROM" startup screen E
supplied with this scanner.) é)
(7]
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6.4

Using ScanSnap Organizer

ScanSnap Organizer is a software application for displaying and sorting image files such as the

PDF and JPEG files.
Images scanned by ScanSnap can be displayed without opening, folders can be created for

different purposes, and files can also be sorted.
This following explains how to use ScanSnap Organizer.

N P)

&

For details, refer to "ScanSnap Organizer User’'s Guide."

B Starting ScanSnap Organizer

Operaw

206

1. From the [Start] menu, select [All Programs] = [ScanSnap Organizer] = [ScanSnap

Organizer].

= The ScanSnap Organizer window appears.

File Edit Wew POFfle Action Tools Help

&0 ScanSnap Organizer - [My ScanSnap] - [Automatically convert added PDFs into searchable PDFs]

If ScanSnap Organizer has already been installed, you can refer to it by
selecting [Start] = [All programs] = [ScanSnap Organizer] = [Manual]. (You
can also access the manual from the initial screen of the provided software on
the ScanSnap Setup CD-ROM.

B0

R RE RS

Scansnap

Calor Image Scanner

e

Scansnap
S510

| 11

002 pok

(&) action
@ StanzE-mail

{2 ScanzPrint

by eBevY Scan2word

% ABBYY Scan2Excel

itk sBBvY ScanzPoweroint

& objectis)

Scansnsp

5510

Scansnap
S50

[W]4]

142

o0

(W] 4]

142 »]m]| 11

003, pdf

006, pf

004, pf

Date Created{Ascending)




6.4 Using ScanSnap Organizer

NP e You can also launch ScanSnap Organizer by double-clicking the ScanSnap

Organizer icon on the desktop.

Scansnap
Organizer

e Password-protected PDF files are not thumbnailed because of security
restrictions.” These files are displayed in the form of the Adobe Acrobat icon

along with the lock mark il on the bottom left of that icon.

* However, PDF files with the same password as the "fixed password" set on
the "PDF file format option" window using ScanSnap Manager can be
thumbnailed.

For details on how to set the fixed password, refer to "Set a password for
PDF file" on page 85.

e In Left-Click Menu Mode, scanning is performed as described below as long
as ScanSnap Organizer is active (activated and selected): Scanned
documents are automatically opened with ScanSanp Organizer even if an
application other than ScanSnap Organizer is selected in the "Application”
drop-down list on the [Application] tab.

When ScanSnap Organizer becomes inactive (closed or deselected), scanned
documents are opened with an application selected in the "Application" drop-
down list on the [Application] tab.

¢ In Quick-Menu Mode, scanning is performed as described below as long as
ScanSnap Organizer is active (activated and selected): The ScanSnap Quick
Menu is not displayed and scanned documents are always saved based on
the [Save with ScanSnap Organizer] action (opened with ScanSnap
Organizer).

When you want to perform other actions after scanning, close or deselect
ScanSnap Organizer so that it becomes inactive.

C
.
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B Interacting with the ScanSnap

This section describes how to scan documents with the ScanSnap to display images in ScanSnap
Organizer.

<Preparation>

When the ScanSnap is in Left Click Menu Mode, do the following before scanning documents:

Opera%

1. Right-click the ScanSnap Manager icon e on the taskbar, and then select [SCAN
Button Settings] from the menu.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...

Use Quick Menu

Profile Management. ..

Show scanning resulks

Check consumable supplies ...

Help 3

Exit

= The "ScanSnap Manager - Scan and Save Settings" dialog box appears.

2. Select "ScanSnap Organizer" from the "Application" drop-down list on the
[Application] tab.

Color Imasge Scarnrer

SCAN Button Setting: Left-Click Menu Mode

Select a profile

Standard - AddPrafie. | EditProfie. |
Ch

nd save seftings

Save | Scanning | File option | Papermzﬂ Compression |

Selectthe application you would like to use
i

Application:

‘ | ScanSnap Organizer ) L]

Add or Remowve

Help oK | Cancel Apply
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6.4 Using ScanSnap Organizer

3. Click the [OK] button.
= The "ScanSnap Manager - Scan and Save Settings" dialog box closes.

NP

HINT %

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

For information about how to add profiles, refer to "Saving Scanning Settings"
on page 91.
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<Scanning>

Operation

1. Load the document onto the ScanSnap.

SCAN

2. Press the [SCAN] button (®).
= Scanning starts.

NP When [Use Quick Menu] is marked, the ScanSnap Quick Menu is displayed
" when scanning is complete. In this case, select [Save with ScanSnap
C Organizer] in the ScanSnap Quick Menu.

= When scanning is complete, ScanSnap Organizer is opened and the scanned document
images are displayed as thumbnails.

(80 ScanSnap Organizer - [My ScanSnap] - [Automatically convert added PDFs into searchable PDFs] Eﬂ@@l

Eile Edit Yew PDFfile Action Tools Help

BERE G RE SR AVRE SR

= Scansnap
| 510

H oy

5510 —

Scansnap Color Image Scanner

Scansnap Color lmoge Scammer

11 ||[] o] 173 »]m 11

005, pdf 001 pdf 002 pdf

(1] action ok e Sarer Scansnap Scansnap
s

'@ ScanzE-mail I .
= Q /
) Scan2Print E = ]

| co e

L-%] ABBYY Scanord

% ABBYY ScanzExcel E = it
E%J ABBYY Scan2PowerPoint H —— —
EITT
H]a 172 »]H] (]« 172 »H 11
003, pof 006 pf 004 pdf
& object(s) Date Created(Ascending)
Y P Scanned document image files are saved in [My ScanSnap folder], which is
" ) specified on the [General Settings] tab of the "ScanSnap Organizer - Options"
window.
* The destination folder is initially set to the [My ScanSnap] folder under [My
Documents].

(The [ScanSnap] folder in Windows Vista.)
* The destination folder cannot be changed via ScanSnap Manager.
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6.4 Using ScanSnap Organizer

<Sorting Files>

How to create a new Cabinet and folder and how to move scanned files to the Cabinet and folder
are explained here.

NP The idea is similar to arranging a big pile of documents (files) in the room ([My
" ) ScanSnap] folder), purchasing a new shelf (Cabinet) and a new document tray
(folder), and classifying them according to subject to sort out the documents.
Opera%

1. On the [File] menu, select [New] = [Cabinet].
= Under [My ScanSnap] folder in Folder View, [New Cabinet] is created.

& ScanSnap Organizer - [My ScanSnap
File Edit Wiew POFfile Action Tools Help

[El=4==4 B E R

|ﬁ| My Scansnap
B Fi=w Cabinet

2. Enter a name for the Cabinet.
Enter the name “Investigation Report™ here.

3. Select the Cabinet created in Step 1.

ScanSnap Organizer - [Investigation Report]

File Edit Yiew PDFfile Action Tools Help

BEF B W@ &

|§| My ScanSnap

-] Investigation Report

4. On the [File] menu, select [New] = [Folder].
= Under the Cabinet created in Step 1, [New Folder] is created.

Bl b | (- |

[T

—|-|[=] 1nwestigation Repart

My ScanSnap
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5. Enter a Folder name.

6. Repeat Steps 4, 5 to create folders as needed.
As an example, create two folders named [July] and [August].

7. Select the file.

You can select several files at one time when you press down and hold the

QD [Ctrl] key.

Wl ScanSnap Organizer - [My ScanSnap]

File Edit Wiew PDFFile Action Tools Help

k'“ETJ B -3 - =G

ﬁ July
ﬁ August

= [ ! Investigation Report

8. Drag-and-drop the selected file to the destination folder.

File Edit Wew PDFFle Action Tools Help

@ My ScanSnap
(=] Investigation Report
i E July
! ﬁ' ALgust

EBEEEFE- L @& RB AWk

7] ScanSnap Organizer - [My ScanSnap] - [Automatically convert added PDFs into searchable PDFs]

R

L

005, pdf

Scansnap

Color [mage Scanner

oy

173 [

141

001 pdf

(002, pdt

[@ Action
E% ScanzE-mail

QT} Scan2Print
L‘% ABBYY Scan2ihord
% ABBYY Scan2Excel
i E%] ABBYY ScanzPowerPoint

Date Created:12/26/2006 5133 PM, Size: 446KE

) 2 I T a— 1]

003, pdf

Scansnapg

S50

172 »]m]|

11

006, pdf

(004 pdf

Date Created(Ascending)

9. Repeat Steps 7, 8 to store files in the destination folders.




6.4 Using ScanSnap Organizer

<Using the Action Menu>

You can use Actions in the Action menu by dragging thumbnails onto Actions. Using this Action
menu is just like using Actions in the ScanSnap Quick Menu chapter 5 "About Actions" on page
113.

Operaw

1. Select afile.

Y ) Hold down the Ctrl key to make multiple selections.

&

2. Drag the selected file onto an Action you want to use.

& ScanSnap Organizer - [My ScanSnap] - [Automatically convert added PDFs into searchable PDFs]
File Edt Yiew FDFFile Action Tooks Help

BiEE 3-8 & RBAVWVEE S R

(&l e — Scansnap
= Investigation Report 1 H - S5
Ej uly J s10 = J
Scansnay G
Ej August Color Imags S:amerp —
pree—
(18] action Scansnap

@ ScanzPrint
{8y ep8vY Scanzword

) scanze-mail / S50

il cesvy scanzecel
L eeevy ScanzPowerpaint
:Kﬂ 1/2 »m] |[1a] « 1/2 (3L 11
003 pat 006 pat 004.pat
Date Created:12/26/2006 5:33 PM, Size: 446K Date Created{Ascending)

= The Action is performed.
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Actions you can select are:

Action Description

Scan2E-mail An e-mail program is started with selected files attached
to an e-mail message.

Scan2Print Selected files are printed with a printer.

ABBYY Scan2Word *1 Selected files are converted into Word file format
through OCR.

ABBYY Scan2Excel *1 Selected files are converted into Excel file format

through OCR.

ABBYY Scan2PowerPoint Selected files are converted into PowerPoint file format
*1 through OCR.

Note 1: This Action does not appear unless ABBYY FineReader for ScanSnap 3.0 is installed.

NP For details about the Action menu of ScanSnap Organizer, refer to "ScanSnap
" Organizer User’s Guide."
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Chapter 7
AN NN NN NN N

Troubleshooting

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

7.1 Clearing Document JAMS........cceeeeeeeemmeeemmmmmeeneecceeeeeeeeeeneeeereeseesnrensessssssssnnsenssnnne 216

7.2 Troubleshooting Checklist............ccccviiiiiiiiiiii . 218

ScanSnap S510 Operator's Guide 215



7.1 Clearing Document Jams

If a paper jam occurs during scanning, follow the procedure below to remove the jammed
document.

A CAUTION

Open the ADF before removing the jammed document.

e Be careful when removing the jammed document.

e When removing the jammed document, be careful not to get neckties or necklaces
entangled in the ScanSnap.

e The surface of the ADF glass becomes hot during operation. Take care not to get burned.

NP Clean the ADF by following the guidelines in "8.3 Cleaning the Inside of the
H'Zg) Scanner" (page 230).
Operation
/)

1. Remove the document on the paper chute.

2. Open the ADF while pulling the cover open lever.

Paper chute

Cover open lever

216 |



7.1 Clearing Document Jams

3. Remove the jammed document.

4. Close the ADF.

Paper chute

ADF

/

= You should hear the ADF click when it returns to its original position.

R Make sure that the ADF is completely closed. Otherwise, paper jams or other
@g’? feeding errors may occur.

Bunooysajgnol]
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Troubleshooting Checklist

This section describes common problems that may occur during usage of the ScanSnap and how to

solve the problems.

Before you call a repair service, perform simple troubleshooting steps in the table below.
If performing these troubleshooting steps does not resolve your problem, contact an authorized
FUJITSU scanner service provider.

Symptom

Check This Item

Resolution

The scanner cannot be
turned on.

Are the AC/USB cable and
the AC adapter connected
correctly?

Correctly connect the Power/USB
cable.

Disconnect and then re-connect the
Power cable.

(* Wait at least 5 seconds before
reconnecting the Power cable)

Is the paper chute closed?
(The scanner’s power is
controlled by closing/
opening the paper chute.)

Open the paper chute.

Is Windows normally
started up?

(This scanner’s power is
controlled by turning on/off
the computer.)

Wait until Windows has started up

completely. © LED will turn off
when Windows is starting up or in
the sleeping mode.

Did you press the
[POWER] button to turn off
the ScanSnap? (The
scanner can be turned off
by pressing [POWER]
button when the paper
chute is opened.)

Press the [POWER] button.




7.2 Troubleshooting Checklist

Symptom

Check This Item

Resolution

Scanning does not start.

Is the USB cable
connected correctly?

Connect the USB cable correctly.
(When a hub is used, check the
hub’s power supply.)

Does the © LED light
blink continuously?

Disconnect and then re-connect the
Power cable.

(* Wait at least 5 seconds before
reconnecting the Power cable)

Is ScanSnap Manager
started?

(If ScanSnap Manager is
started up successfully, the
ScanSnap Manager icon

e appears on the
taskbar.)

If the ScanSnap Manager icon is not
displayed, select [Start] = [All
Programs] = [SnanSnap Manager]
= [ScanSnap Manager] to start
ScanSnap Manager.

Is ScanSnap Manager
running properly?

(If ScanSnap Manager is
not running properly, the
ScanSnap Manager iconin
the taskbar is displayed as

©)

Do the following:

1. Perform "Scan for hardware
changes" or "Refresh" from
Device Manager. (*1) If the situa-
tion does not improve, perform
step 2.

2. Update the ScanSnap driver.

In the Device Manager window,
right click on "ScanSnap S510",
and from the pop-up menu,
select [Update Driver]. If this
does not improve the situation,
perform step 3.

3. Disconnect and re-connect the
AC cable and the AC adapter
(Wait at least 5 seconds before
turning on the power again.). If
this does not improve the situa-
tion, perform step 4.

4. If an USB hub is used, directly
connect ScanSnap to your PC. If
this does not improve the situa-
tion, perform step 5.

5. If your PC has multiple USB
ports, connect ScanSnap with
another port. If this does not
improve the situation, perform
step 6.

6. Restart your PC.

If none of the above operations

resolve the problem, uninstall and

re-install ScanSnap Manager. (*2)

Is the "ScanSnap Manager
- Scan and Save Settings"
window still displayed?

Close the "ScanSnap Manager =
Scan and Save Settings" window,
and scan the document.
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Symptom

Check This Item

Resolution

Vertical lines appear in
the scanned image.

Is the inside of the ADF
dirty?

Clean the inside of the ADF following
the instructions in Chapter "8 Daily
Care" (page 227).

The scanned image
shifts or is distorted.

Is the document loaded
correctly?

Load the document correctly
following the instruction in "3.3
Loading Documents" (page 49)

The image scanned is
too light or too dark.

Is the "Brightness (Black
and White scanning only)"
setting on [Option] of the
[Scanning] tab set to
extremely Light or Dark?

Adjust "Brightness" at [Scanning] =
[Option] in the "ScanSnap Manager
= Scan and Save Settings" dialog
box.

Lines on the document
are blurred.

(Example: Ruled lines
on a table cannot be
seen.)

Are you scanning in color
mode, documents
including handwritten or
typed text, tables or frames
with ruled lines?

The color mode is used for capturing
colored images like photos in high
quality. For other documents
including textual content, select the
checkbox for [Setting for text only
document] at [Scanning] = [Option]
in the "Scan and Save Settings"
window.

If it does not improve even after you
have tried this method, change
"Image quality" setting.

The scanning speed is
very slow.

Does your PC meet the
recommended system
requirements?

Confirm the system requirements in

"Before Installing the Supplied

Programs for the ScanSnap" (page

6).

Scanning speed will be slower

whenever the recommended CPU

and memory requirements are not

met.

If this is the case, at [Scanning] =

[Option] in the "ScanSnap Manager

= Scan and Save Settings" dialog

box, clear the checkboxes of the

following to increase the scanning

speed.

e Correct skewed character strings
automatically

e Allow automatic image rotation

Is the USB 1.1 connected?
Note: When using an
USB1.1 interface, the data
transfer rate may be
slower due to large data
sizes.

If your PC has an USB 2.0 port,
connect the ScanSnap to this port.
(If using a USB hub, it must also
support USB 2.0 interfaces.) (*3)




7.2 Troubleshooting Checklist

Symptom

Check This Item

Resolution

Multi-feed errors (*4)
occur frequently.

Is the Pad ASSY dirty?

Replace the pad by following the
instructions in "8.3 Cleaning the
Inside of the Scanner" (page 230).

Is the Pad ASSY worn?

Replace the Pad ASSY by following
the instructions in "9.2 Replacing the
Pad ASSY" (page 238).

Is the document stack
thicker than 5 mm?

Reduce the number of sheets in the
document stack to 5 mm thickness
or less.

Paper is not fed (stops
midway).

Is the Pick roller dirty?

Clean the Pick roller by following the
instructions in "8.3 Cleaning the
Inside of the Scanner" (page 230).

Is the Pick roller worn out?

Replace the Pick roller by following
the instructions in "9.3 Replacing the
Pick Roller" (page 241).

Are there any debris on the
document feeding path?

Remove any debris from the
document feeding path. (Refer to
"7.1 Clearing Document Jams"
(page 216).

Do the loaded documents
satisfy the conditions
described in section "3.2
Paper Size of Documents
to be Scanned" (page 46)?
If not, they might not pass
smoothly through the ADF.

Try the following:

e Slightly push through with your
finger the first sheet of the
documents at the start of
scanning.

e Change the insertion direction of
the document.

The scanner is not
recognized even if
ScanSnap Manager is
installed.

Did you connect the
scanner to your PC before
installing ScanSnap
Manager?

Is the scanner registered
as "Other device" in the
"Device Manager"?

On the [Start] menu, select [Control
panel] & [System] = [Hardware] =

[Device Manager].

Delete the device name such as USB
device (differs with the OS) under
"Other Device" selection in the
[Device Manager] and restart your
PC.

The file size of a
scanned black & white
image is the same as
that of a scanned color
document image.

Is the B&W document
scanned in the color
mode?

Select "B&W" from the [Color mode]
drop-down list on the [Scanning] tab

in the "ScanSnap Manager = Scan
and Save Settings" dialog box.
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Symptom

Check This Item

Resolution

Images on the back of
pages, which are
printed-through, are
overlaid on the scanned
image when scanning a
two-sided document.
(This is called
"bleedthrough" of the
back side image.)

Is the "Setting for text only
document" checkbox
cleared in the "Read mode
option" dialog box ([Option]
on the [Scanning] tab of
the "ScanSnap Manager
= Scan and Save
Settings" dialog box)?

Mark the "Setting for text only
document" checkbox. (Available only
in color mode) Marking it makes
characters, lines, and contrasts
sharper and clearer, and removes
the noise of the back side image.
Note that you can also use this
mode for documents including
photos and illustrations. Even if this
mode is used, the contrasts and
colors might be affected.

Scanned images are not
displayed on the screen
(when"Allow automatic
blank page removal" is
enabled).

When "Allow automatic
blank page removal" is
enabled, almost blank
documents with only a
few characters may be
accidentally recognized
as blank pages and
removed from scanned
image data.

Right-click ScanSnap Manager icon
on the taskbar, select [Setting] =
[Scanning] tab and click the [Option]
button. Then clear the "Allow
automatic blank page removal"
checkbox.

Scanned images are
skewed.

Are the documents fed into
the ADF with a skew of
more than +/-5 degrees?

The "Correct skewed character
strings automatically" function can
correct skewed images up to +/-5
degrees. Load the document onto
the scanner so that the document
skew does not exceed this limit.

Depending on the contents
of document, the automatic
image deskew may not
work properly.

Refer to "Correct skewed character
strings automatically." (page 81)

The orientation of
scanned images is not
displayed correctly
(when "Allow automatic
image rotation" is
enabled).

Depending on the contents
of document, the automatic
image rotation may not
work properly.

Refer to "Allow automatic image
rotation." (page 82)

The scanned images
cannot be read.

Have you scanned
documents written in small
letters?

When small letters are squashed,
right click ScanSnap Manager icon
on the taskbar and select "Best" or
"Excellent" in the [Scanning] tab and
scan them again.

A part of the document
does not appear in the
scanned image.

Is the “Allow automatic
blank page removal”
enabled?

Clear the check box for "Allow
automatic blank page removal" on
[Option] of the [Scanning] tab of
[Scan and Save Settings]




7.2 Troubleshooting Checklist

Symptom

Check This Item

Resolution

A profile cannot be
created with currently
configured settings.

Is the ScanSnap in Quick
Menu Mode?

To create a profile with settings you
want to use, uncheck [Use Quick
Menu] and switch to Left-Click Menu
Mode.

See section "4.3 Saving Scanning
Settings" (page 91).

The document is not fed
properly or gets
jammed.

1. Is the inside of the
scanner dirty?

2. Are you scanning one
of the following?
Thin paper
Torn paper
Folded paper

1. Clean the dirty locations.

2. Use the Carrier Sheet for each
page if you have difficulties feed-
ing the document.

When the document is
scanned with the Carrier
Sheet, a message,
"Document size
incorrect," appears.

Did you put multiple small-
size materials (pictures/
post cards) in Carrier
Sheet for scanning?

Put only one small-size document
(photo/post card) into the Carrier
Sheet per scan.

When the document is
scanned with the Carrier
Sheet, a paper jam
occurs frequently.

Feed about 50 sheets of PPC paper
or recycled paper, and then scan the
document by using Carrier Sheet.

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

Black lines are
produced on the
scanned document.

Is the scanned documents
written with a pencil?

It is recommended the Carrier Sheet
be used for scanning.

If you are not using Carrier Sheet for
scanning such documents, clean
rollers as often as possible.

For information about how to clean
rollers, refer to "8.3 Cleaning the
Inside of the Scanner" (page 230).

The scanned image is
chipped/Slant lines are
produced on the
scanned image/The
output image is wider
than the original.

With "Automatic detection”
being selected in the
"Paper size" drop-down
list, was the document
skewed during a scan?

Neatly align the edges of paper
sheets with Side Guide.

* If you are scanning documents of
mixed paper sizes, marking the
"Scan mixed paper size" checkbox
(page 88), carefully load smaller
documents so that they can be fed
straight.

If those documents cannot be fed
straight, it is recommended to scan
only documents of about the same
size at a time.
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Symptom

Check This Item

Resolution

The ScanSnap Quick
Menu is hidden.

Is the ScanSnap in Left-
Click Menu Mode?

Mark [Use Quick Menu] on the
Right-Click Menu.

Is ScanSnap Organizer or
CardMinder running?

If these applications are running and
one of them is active, the ScanSnap
interacts with the active application
and scanned images are opened
with it. Therefore, the ScanSnap
Quick Menu is not displayed.

To display the ScanSnap Quick
Menu, exit these applications or
deselect them.

See section "4.6 About Automatic
Interaction with Applications" (page
110).

The Left-Click Menu is
hidden.

Is the ScanSnap in Quick
Menu Mode? (Is the
ScanSnap Quick Menu
displayed after scanning?)

On the Right-Click Menu, uncheck
[Use Quick Menul].

Is the "ScanSnap
Manager = Scan and
Save Settings" dialog box
open?

Close the "ScanSnap Manager =
Scan and Save Settings" dialog box.

Applications cannot be
selected in the
"ScanSnap Manager -
Scan and Save
Settings" dialog box.

Is the ScanSnap in Quick
Menu Mode?

In Quick Menu Mode, you
do not have to select an
application beforehand.
You can select an
application in the
ScanSnap Quick Menu
after scanning.

If you want to select an application in
advance, use Left-Click Menu Mode.
To use Left-Click Menu Mode,
uncheck [Use Quick Menu] on the
Right-Click Menu.

Business cards cannot
be scanned when the
ScanSnap Quick Menu
is used.

In Quick Menu Mode,
business cards cannot be
scanned.

Start CardMinder, and then press
the [SCAN] button with CardMinder
being active. Scanned business card
images are displayed in CardMinder.




7.2 Troubleshooting Checklist

Symptom

Check This Item

Resolution

Files created by using
the ScanSnap cannot be
opened with a specified
application.

(For example, an error
occurs when you try to
open a PDF file with
Adobe Acrobat.)

Is a folder specified as the
Image saving folder on
another personal computer
or a hard disk on the
network?

For those who answered
"Yes" to the above
question: did an error
occur while files scanned
with the ScanSnap were
being saved (because, for
example, a LAN cable
came off)?

If such network-related
errors occur, files may not
be saved properly, and
corrupted files may exist in
the folder.

Verify the location of the Image
saving folder, and then delete
corrupted files, if any. After that,
retry scanning.

When you try to execute
"ABBYY Scan2Word/
Excel/PowerPoint," an
error message
"Insufficient memory" or
"Not enough memory" is
sent and conversion
cannot be executed.

Is the installed memory
size smaller than the
recommended size?

Install additional memory if the
installed memory size is smaller than
the recommended size.

Are other applications
running?

Other applications
consume memory
resources, so that enough
memory cannot be
allocated for execution of
this function.

Exit other applications, and then
retry scanning.

Did you scan a large
number of pages s at one
time?

This function, "ABBYY
Scan2Word/Excel/
PowerPoint," requires
large memory. If a large
number of pages are
scanned at one time,
memory may become
insufficient.

Refer to a "Hint" in section "5.5
Converting into Word / Excel /
PowerPoint Files" (page 153) and
change settings for the virtual
memory.

Did the above methods
improve the situation?

If the above three methods did not
improve the situation, install
additional memory.

Note 1: In Windows XP, open the "Device Manager" window. Right-click on a computer name and
perform "Scan for hardware changes."

Note 2:

- Make sure the personal computer and ScanSnap are powered on and connected properly.
- Inthe "Device Manager" window, check if the ScanSnap is recognized as unknown device.

If so, go to [Control Panel] = [System] and delete it.
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- Close ScanSnap Manager

- Go to [Control Panel], select [Add or Remove Programs], and uninstall ScanSnap Manager
and ScanSnap Organizer. Refer to "Appendix B - Uninstalling Supplied Programs (page
251)."

- Before restarting the personal computer, remove the following folders:

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
. After uninstalling ScanSnap Manager, delete the following folders and files, and
@g’? then restart your computer.

Be careful not to remove any other folders or files; this will affect your system
environment.

Windows 2000, Windows XP:

Delete the ScanSnap folder under:
= c:\Documents and Settings\<User name>\Application Data\PFU\

Delete the Driver folder under:
= c:Program Files\PFU\ScanSnap\

Windows Vista:

Delete the ScanSnap folder under:
= c:\User\<User name>\AppData\Roaming\PFU\

Delete the Driver folder under:
= c:Program Files\PFU\ScanSnap\

- After the folders and files are removed, restart your computer with ScanSnap disconnected.
- Reinstall ScanSnap Manager and restart.

Note 3: If you are not sure about the USB port to which the ScanSnap is connected (USB1.1 or
USB2.0), check the information about the USB port following the procedure below.
First, right-click the ScanSnap Manager icon to display the Right-Click Menu.
Next, on the Right-Click Menu, select [Help] = [About ScanSnap Manager].
Finally, in the "ScanSnap Manager - Version Information" window, click the [Detail]
button. In the "ScanSnap Manager - Scanner and driver information" window, see "USB
type."

Note 4: "Multi-feed" error is an error that occurs when two or more sheets are fed into the scanner
simultaneously.
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Chapter 8

Daily Care

This chapter describes how to clean the ScanSnap.

AWARNING

Fire/Electric Shock

Before you clean the scanner, turn off the scanner and disconnect
the AC adapter from the power outlet.

8.1 Cleaning Materials .........ccceeeeeeeimmiiemmieemeeiireeree e srre e s s s s e s e e se e sereeereessensesennnns 228
8.2 Cleaning the Scanner EXterior.........cccccoiiiiimmmmessnr s 229
8.3 Cleaning the Inside of the Scanner............ccooomrinrcir 230
8.4 Cleaning Carrier Sheet ........... ettt eeee 233
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8.1

228

Cleaning Materials

Cleaning Materials Parts No. Remarks

Cleaner F1 PA03950-0352 1 bottle (100ml)
(*1)

Lint-free dry cloth Commercially available. (*2)

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
. e Never use paint thinner and other organic solvents.
@g’? e During the cleaning, prevent water or moisture from getting inside the scanner.

e Do not use aerosol sprays to clean the scanner. Aerosol sprays cause dirt and
dust to enter the scanner, resulting in scanner failure and malfunction.

e |t may take long before the cleaner vaporizes if a large quantity is used. When
cleaning the scanner parts, dampen a cloth with modest quantities of the
cleaner. In addition, wipe off the cleaner completely with a soft lint-free cloth to
leave no residue on the surface of the cleaned parts.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm

Note 1: To purchase cleaning materials, contact a FUJITSU scanner dealer where you purchased
the scanner.
Note 2: Any lint-free cloth can be used.



8.2 Cleaning the Scanner Exterior

8.2 Cleaning the Scanner Exterior

Clean the scanner exterior and the stacker with a cloth moistened with a small amount of Cleaner
F1 or any neutral detergent.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
. ¢ Never use paint thinner and other organic solvents.
@g’? e During the cleaning, prevent water or moisture from getting inside the scanner.
e Do not use aerosol sprays to clean the scanner. Aerosol sprays cause dirt and
dust to enter the scanner, resulting scanner failure and malfunction.
¢ |t may take long before the cleaner vaporizes if a large quantity is used. When
cleaning the scanner parts, dampen a cloth with modest quantities of the
cleaner. In addition, wipe off the cleaner completely with a soft lint-free cloth to
leave no residue on the surface of the cleaned parts.
EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm

O
Q.
<
0
L
®

@)

Cleaner F1 or
neutral detergent

)¢

Paint thinner
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8.3 Cleaning the Inside of the Scanner

Clean inside of the scanner with a cloth moistened with Cleaner F1.

In an alternating succession of scanning documents, the accumulated paper-powder and dust inside
the scanner causes a scanning error.

As a guideline, clean the ADF every 1,000 scans. Note that this guideline varies according to the
type of the documents you are scanning. For example, the ADF must be cleaned more frequently
when scanning documents on that the toner has not been sufficiently fixed on.

Clean the ADF according to the following procedure and refer to the illustrations on the following

page.

A CAUTION

The glass surface inside the ADF becomes hot during the scanner operation.
Before you start to clean the inside of the scanner, disconnect the AC adapter from the outlet
and wait at least 15 minutes to let the scanner cool down.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
. e Do not use water or neutral detergent to clean the inside of the scanner.
@g’? e Do not use aerosol sprays to clean the scanner. Aerosol sprays cause dirt and
dust to enter the scanner, resulting scanner failure and malfunction.

1. Open the ADF while pulling the cover open lever.

Paper chute

Cover open lever
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8.3 Cleaning the Inside of the Scanner

2. Clean the following locations with a cloth moistened with Cleaner F1.

Pad ASSY
Plastic roller /
i A/,
\ / / O
| o)
-\ ] ?)
Q Q
=
— (0)
L .
;EP\ Pick roller
%D
®
= Feed roller

I Glass (2 places)
Eject roller

EEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
It may take long before the cleaner vaporizes if a large quantity is used. When

ATTEW cleaning the scanner parts, dampen a cloth with modest quantities of the
cleaner. In addition, wipe off the cleaner completely with a soft lint-free cloth to

leave no residue on the surface of the cleaned parts.
EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm

Turn off the scanner before cleaning the following locations.

e Pad ASSY (1 piece)
Wipe the Pad ASSY downwards. When cleaning the Pad ASSY, take care to prevent the

cloth from catching on the metal parts.

o ADF glass surfaces (2 pieces; located on the ADF and opposite side)
Clean lightly.

e Pick roller (1 piece)
Clean lightly taking care not to scratch the surface of the roller. Take particular care in
cleaning the Pick roller since black debris on the roller adversely affects the pickup
performance.

e Plastic rollers (4 pieces on the ADF)
Clean them lightly while rotating the rollers with your finger. Be careful not to roughen the
surface of the rollers. Take particular care in cleaning the plastic rollers since black debris
on the rollers adversely affects the pickup performance.
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Turn on the scanner before cleaning the following locations, and clean the following rollers

while rotating them.

e Feed rollers (2 pieces)
Clean lightly taking care not to roughen the surface of the rollers. Take particular care in
cleaning the feed rollers since black debris on the rollers adversely affect the pickup
performance.

o Ejectrollers (2 pieces)
Clean lightly taking care not to roughen the surface of the rollers.
Take particular care in cleaning the eject rollers since black debris on the rollers adversely
affect the pickup performance.
To rotate the feed rollers and the eject rollers, press the [POWER] button while holding
down the [SCAN] button.

As a guideline, six presses of the [POWER] button make the rollers to rotate one full turn.
1. Hold down the [SCAN] button.

2. Press the [POWER] button
while holding down the [SCAN]
button.

= The rollers rotate.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
Connect the AC adapter and AC cable only when cleaning the feed rollers and
mm@“’? eject rollers.

3. Close the ADF.

Paper chute
ADF

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
After closing the ADF, make sure that it is completely closed. Otherwise, paper
mm@“’? jams or other feeding errors may occur.
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8.4 Cleaning Carrier Sheet

8.4 Cleaning Carrier Sheet

If the Carrier Sheet is used extensively, dirt and dust may stick onto the surface or the interior and
cause scanning errors. Clean it regularly to avoid errors.

Cleaning method
Use dry, soft cloth, or soft cloth slightly moistened with Cleaner F1 (sold separately) or a mild

detergent to lightly clean off the dirt and dust from the surface and the interior of the Carrier Sheet. o

Q

EEEEEEEEEEEEEEEEEEEEEEEEEEEEETN <

— e Never use paint thinner or other organic solvents. 8

@{"7 e Do not rub the Carrier Sheet too hard. Otherwise, it may be scratched or be o
deformed.

e After cleaning the interior of the Carrier Sheet with Cleaner F1 or mild
detergent, dry the Carrier Sheet completely before closing it.

e As aguideline, it is recommended to replace the Carrier Sheet with new one
every 500 scans.
Refer to "9.4 Purchasing the Carrier Sheet" (page 248) for details on the
purchase of a Carrier Sheet.
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Chapter 9

AN N NN NN

Replacing Consumables and Carrier
Sheet

This chapter describes how to replace consumables.

AWARNING

Fire/Electric Shock

£\ A\

Before you replace the consumables, turn off the scanner and disconnect the AC adapter
from the power outlet.

9.1 Replacing Consumables ..........ccccvvmmmiiiiiiniii 236
9.2 Replacing the Pad ASSY ... iiiieeiiiricctrrsrss s s srsssssssssss s s sssss s s s ss s s s s s s ssssssssssenes 238
9.3 Replacing the Pick RoOller........... s s 241
9.4 Purchasing the Carrier Sheet ...........cccoiiiiiiini 248
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9.1 Replacing Consumables

This section describes how to replace consumables.

B Part Nos. and Replacement Cycle of Consumables

The following tables list the part numbers of consumables and rough guidelines for replacing these

parts.
No. Description PIN Standard Replacement
Cycle
1 Pad ASSY PA03360-0002 50,000 sheets or one year
2 Pick roller PA03360-0001 100,000 sheets or one year
%

These replacement cycles are rough guidelines for the case of using A4/Letter wood-free paper 64

g/m? (17 Ib). So it may differ according to the paper being used.
Use only the consumables specified by PFU LIMITED; do not use consumables made by other
manufacturers.
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9.1 Replacing Consumables

NP By the following procedure, you can create a rough guideline for replacing
) consumables and for estimating how many sheets have been already scanned.

1. Right-click the ScanSnap Manager icon e on the taskbar.
2. Click [Check consumable supplies] at the menu.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...
Use Quick Menu
Profile Management. ..

Show scanning resulks

( Check consumable supplies ... )

Help 3

Exit

= The window ("Check consumable status" screen) is displayed. This
window indicates how many times consumables have been used.

ScanSnap Manager - Check consumable status @

ﬂT Mumber of times the consumables are used. Resetthe consumable counter when the
conzumable is replaced.

counter Targetwalue to change supplies
Total Page Count: 150834
Pick Foller Count: 100000 Reset Fick raller: 100000 sheets
Pad ASSY Count; 50000 Resst Fad 455Y: 50000 sheets

Help |

Replace consumables referring to "Target value to change supplies" as a rough

guideline.

For details about purchasing consumables, visit the following website or

contact the Fujitsu scanner dealer where you purchased your scanner.
[Website] http://scansnap.fujitsu.com/
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9.2 Replacing the Pad ASSY

Replace the Pad ASSY following the procedure below.
Operation

1. Remove the documents on the paper chute.

2. Open the ADF while pulling the cover open lever.

Paper chute

Cover open lever

ADF

3. Remove the Pad ASSY.

Pull out the Pad ASSY in the direction of the arrow while pinching both ends of the Pad
ASSY.

Pad ASSY
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9.2 Replacing the Pad ASSY

4. Attach the new Pad ASSY.

Pad ASSY /

- Make sure that the Pad ASSY is completely attached. Otherwise, document
@‘\]’? jams or other feeding errors may occur.

5. Close the ADF.
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= You should hear the ADF click when it returns to its original position.
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6. Turn on the scanner.

7. Right-click the ScanSnap Manager icon e on the taskbar, and select [Check
consumable supplies] from the menu.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...
Use Quick Menu
Profile Management. ..

Show scanning resulks

( Check consumable supplies )

Help 3

Exit
EN ] &

= This displays the "Check consumable status" window.

8. In the "Check consumable status" window, click the [Reset] button of Pad ASSY
Count.

ScanSnap Manager - Check consumable status

ﬂT Mumber of times the consumables are used. Resetthe consumable counter when the
conzumable is replaced.

counter Targetwalue to change supplies
Total Page Count: 150834
Pick Foller Count: 100000 Reset Fick raller: 100000 sheets

Fad ASSY Count: 5l]l]l]l] Pad ASSY: 50000 sheets

Help

= The counter is reset to "0."

ScanSnap Manager - Check consumable status

ﬂT Mumber of times the consumables are used. Resetthe consumable counter when the
conzumable is replaced.

counter Targetwalue to change supplies
Total Page Count: 150834
Pick Foller Count: 100000 Reset Fick raller: 100000 sheets
Pad ASSY Count: @ﬂ‘ Pad ASSY: s0000 sheets

Help
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9.3 Replacing the Pick Roller

9.3 Replacing the Pick Roller

Replace the Pick roller following the procedure below.

1. Remove the documents on the paper chute.

2. Open the ADF while pulling the cover open lever.

Cover open lever

ADF

—
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4. Remove the sheet guide.
Hold the pick-up tabs on the sheet guide between the thumb and index finger, and then pull
up the sheet guide to remove.

Pick-up tab

Pick-up tab

v\ I

4 %g = 7
Lfi_)‘_‘ "
“"7“ r U
T TN
I/’—W‘H

\OO\ /

/ /

Pick roller Pick roller bushing

Pick roller shaft
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9.3 Replacing the Pick Roller

6. Remove the pick roller with its shaft.
Slightly pull up the left part of the Pick roller shaft (about Smm), move it towards the left
side, and then raise it to remove from the scanner.

1
Pick roller shaft Pick roller

PR If the around the pick roller is dirty by paper-powder, it may cause a scanning
@‘\]’? error. Remove the dirt using a dry cloth moistened with Cleaner F1.

* Don't use water, mild detergent or air-spray.
EEEEEEEEEEEEEEEEEEEEEEEEEEEEETRN

7. Remove the pick roller from its shaft.
Pull out the shaft from the pick roller while lifting up its tab.

Pick roller
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ArrENTON If you push up the pick roller tab using your fingernail, your fingernail may be
@ﬂ,? hurt or get chipped. If you cannot push it up successfully with your fingernail,

use a paper clip to push up the pick roller tab.

8. Attach the new pick roller to the shaft.
Insert the shaft aligning the protrusion with the slot on the new pick roller.

Pick roller

Protrusion

Shaft

9. Install the pick roller with it's shaft to the scanner.
Insert the right end of the shaft to the roller bushing (right), and set the shaft to the slot while
lowering it.

[J\
<

Pick roller shaft

Pick roller
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9.3 Replacing the Pick Roller

10. Rotate the roller bushing (left) by rotating it in the direction of the arrow.

Pick roller Pick roller bushing Pick roller shaft

ArrETON Make sure that the Pick roller is completely attached. Otherwise, document
@‘\]’? jams or other feeding errors may occur.

11. Attach the sheet guide to the scanner.
Hold the pickup tabs on the sheet guide between the thumb and index finger, and then attach
the sheet guide to the scanner.

Pick-up tab

Pick-up ti
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= The sheet guide makes a clicking sound when the knobs fix into position.
EEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
NN Make sure that the sheet guide is completely attached. Otherwise, document
:ﬁ\ %

jams or other feeding errors may occur.

12. Close the ADF.

Paper chute

ADF

= You should hear the ADF click when it returns to its original position.

13. Turn on the scanner.

14. Right-click the ScanSnap Manager icon e in the taskbar, and select [Check
consumable supplies] from the menu.

Duplex scan
Simplex scan

SCAN Butkon Setkings ...
Use Quick Menu
Profile Management. ..

Show scanning resulks
( Check consumable supplies ... )

Help 3

Exit

= This displays the "Check consumable status" window.
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9.3 Replacing the Pick Roller

15. In the "Check consumable status" window, click the [Reset] button of the consumable
you replaced.

ScanSnap Manager - Check consumable status

ﬂT Mumber of times the consumables are used. Resetthe consumable counter when the
conzumable is replaced.

counter Targetwalue to change supplies
Total Page Count: 150834
Pick Foller Count: 100000 ’ Fick roller: 100000 sheets
Pad ASSY Count: 0 Reset Pad ASSY; 50000 sheets

Help

= The counter is reset to "0."

ScanSnap Manager - Check consumable status

ﬂT Mumber of times the consumables are used. Resetthe consumable counter when the
conzumable is replaced.

counter Targetwalue to change supplies
Total Page Count: 150834
Fick Roller Count: @ Reset Fick roller: 100000 sheets
Pad ASSY Count: 0 Reset Pad ASSY; 50000 sheets

Help
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9.4

248

Purchasing the Carrier Sheet

If the “Carrier Sheet” bundled in this product cannot be used for scanning due to damage or wear-
and-tear, you can purchase just the Carrier Sheet separately.

As a guideline, it is recommended to replace the Carrier Sheet every 500 scans.
However, the number of times of use differs according to usage. If scratches and dirt are
conspicuous, replace the Carrier Sheet accordingly.

The description of the Carrier Sheet and its part number are as follows:

Description Qty P/N

ScanSnap Carrier Sheet 5 pcs FI-511ES-WW




Appendix A

AN N NN NN
Updating ScanSnap Manager

In an effort to improve the usability and functionality of ScanSnap Manager, program updates are
carried out timely.

ScanSnap Manager can automatically detect whether the latest program (Update Pack) is available
and update the program.

Update Packs are made available without notice. We recommend that you / \

HINT “‘
Cg) update your program regularly.

When updating ScanSnap Manager, follow the instructions below.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
ArTENTION e When updating, it is essential that Internet Explorer is installed in a system
@“’? which can access the Internet.
e Always log on using an administrator account.

Operaw

1. Right-click the ScanSnap Manager icon e and then select [Help] - [Online Update].

Duplex scan
Simplex: scan

SCAMN Butbon Settings ...
Use Quick Menu
Profile Management. .,

Help topics
iy Show scanning results

About Scan3nap Manager ...

Check consumable supplies ...
Preferences...

= A confirmation message appears for the update.
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2. Click the [Yes] button.

ScanSnap Manager

Do you want to update "ScanSnap Manager " online?
\._/ # For the Internet connection, Inkernet Explorer privileges are used,

Moteyou must have the Administrator privileges of the computer,

= If the latest Update program is available, a message appears for the confirmation of the
download and installation of the program.

sl If the latest update is already installed, an informational message appears.

HINT
C ) ScanSnap Manager @

i The latest Update program version is already installed,
There is no need to update,

Click the [OK] button to close the message.

3. Click the [Yes] button.

ScanSnap Manager

2 The latest version of the program (Update Pack) is available on the website,
‘-—/ OF ko run the update now?

= The program is downloaded, and a confirmation message to start installation appears.

4. Click the [Install] button.

%

ScanSnap Manager

Download is completed
Click the [Install] buttan.

[Install] button: Starts the installation
[Infarmation] button: Shows the update information

Information

When you click the [Information] button, Internet Explorer opens and
g) information about the latest update for ScanSnap Manager appears.

= Installation starts, and the "Welcome to InstallShield Wizard for ScanSnap Manager"
window appears.

Follow the instructions on the screen to install.
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Appendix B
AN N NN

Uninstalling ScanSnap

"Uninstallation" removes the ScanSnap program files that were copied during the installation from
the hard disk and restores the system environment to its original state.
This chapter describes how to uninstall ScanSnap.
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Uninstalling Supplied Programs

Follow the procedure below to uninstall programs (ScanSnap Manager, CardMinder, and
ScanSnap Organizer) supplied with ScanSnap.

1. Start up your PC.

Always log on as a user with "Administrator" privileges.
2. Exit all currently running programs.

3. Select [Control Panel] = [Add or Remove Programs] from the [Start] menu.
= The "Add or Remove Programs" screen appears with a list of the currently installed

applications.

4. Select the application to uninstall.
(1) When uninstalling ScanSnap Manager
Select "ScanSnap Manager."
(2) When uninstalling CardMinder
Select "CardMinder V3.1."
(3) When uninstalling ScanSnap Organizer
Select "ScanSnap Organizer."

5. Click the [Change/Remove] button.
= The "Confirm Uninstall" window appears.

6. Click the [OK] button.

Confirm Uninstall

Cancel

= This executes the uninstallation.

7. After the uninstallation is completed, select "Yes, | want to restart my computer now!"
and click the [Finish] button.



ArTENTON Screen displays may vary slightly depending on the operating system (OS) of
@% you personal computer. Follow the on-screen instructions of the OS.

Example: When the OS is Windows 2000

e "Add or Remove Programs" = "Add/Remove Applications"
e [Change/Remove] button = [Add/Remove] button
Example: When the OS is Windows Vista

e "Add or Remove Programs" = "Program and features"

e [Change/Remove] button = [Unistall] button
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Appendix C

AN NN NN NN
Quick Menu Mode / Left-Click Menu Mode

Setting items you can configure in the "ScanSnap Manager - Scan and Save Settings" dialog box
are different depending on which mode the ScanSnap is in.

Switch between Quick Menu Mode (page 35) and Left-Click Menu Mode (page 40) as necessary.

(OK: Selectable / NA: Not selectable)

Setting Items in Quick Menu Mode and Left-Click Menu Mode

Setting ltems Quﬁ';':;nu ML:r‘:tj-(;llltcl;e Page
Profile Select a profile NA OK page 69
Add Profile NA OK page 70
Edit Profile NA OK page 70
Application Application NA *1 OK page 71
No application is started (Save To File) NA OK
ScanSnap Organizer NA OK
Adobe® Acrobat® NA OK
Adobe® Acrobat® Reader™or Adobe® NA OK
Reader®
CardMinder NA OK
ABBYY Scan2Excel NA OK
ABBYY Scan2Word NA OK
ABBYY Scan2PowerPoint NA OK
Save in the specified folder NA OK
Send by e-mail NA OK
Scan2Print NA OK
Save Image saving folder OK OK page 75
File name format OK OK page 75
Rename after scanning NA OK page 77
Scanning Image quality OK OK page 78
Normal (Fastest) OK OK
Better (scanned high quality) OK OK
Best (scanned at higher quality) OK OK
Excellent (scanned at highest quality) OK OK
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Setting Items in Quick Menu Mode and Left-Click Menu Mode

Setting Items QUiht;II;g:nu ML::L-(;IIIi::e Page
Scanning Color mode OK OK page 79
Auto Color Detection OK OK
Color OK OK
B&W OK OK
Color high compression NA OK
Scanning side OK OK page 80
Continue scanning after current scan is OK OK
finished
Option OK OK page 80
Brightness (Black and White scanning OK OK
only)
Setting for text only document OK OK
Allow automatic blank page removal OK OK
Correct skewed character strings OK OK
automatically
Allow automatic image rotation OK OK
Set the document with its face up OK OK
File option File format NA OK page 83
PDF (*.pdf) OK OK
JPEG (*.jpg) NA OK
Searchable PDF (OCRs during scan) OK OK page 83
All pages OK OK
First page OK OK
Option OK OK page 84
Multipage PDF (whole batch in one OK OK
PDF)
Generate one PDF file per xx pages OK OK
Set a password for PDF file NA OK




Setting Items in Quick Menu Mode and Left-Click Menu Mode

Setting ltems L i;ll;l‘\jn:nu ML::tu-(;llli::e Page
Paper size Paper size OK OK page 86
Automatic detection OK OK
A4 (210 mm x 297 mm) OK OK
A5 (148 mm x 210 mm) OK OK
A6 (105 mm x 148 mm) OK OK
B5 (182 mm x 257 mm) OK OK
B6 (128 mm x 182 mm) OK OK
Post card (100 mm x 148 mm) OK OK
Business card (90 mm x 55 mm, OK OK
55 mm x 90 mm)
Letter (8.5in. x 11 in., OK OK
216 mm x 279.4 mm)
Legal OK OK
(8.5in. x 14 in., 216 mm x 355.6 mm)
Custom OK OK page 87
Scan mixed paper size OK OK page 88
Carrier Sheet Settings OK OK
Compression | Compression rate OK OK page 89
1 OK OK
2 OK OK
3 OK OK
4 OK OK
5 OK OK

Note 1: In Quick Menu Mode, you can start associated applications by selecting actions in the
ScanSnap Quick Menu. Therefore, the [Application] tab is hidden.
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Appendix D
AN N NN

Installation Specifications

The following table summarizes the installation specifications of this scanner.

Item Specifications
Dimensions Width Depth Height
(Note) —
Minimum 284 mm 157 mm 158 mm
11.18 in. 6.18 in. 6.22 in.
Maximum 284 mm 436.7 mm 299.5 mm
11.18in. 17.19in. 11.79in.
Weight 2.7 kg (approximately 5.95 Ib)
Input power Voltage 100 - 240 V (varies regionally)
suppl
PPy Number of Single-phase
phases
Frequency 50/60 Hz
Power During 28 W or less
consumption operation
During standby 6 W or less
Temperature/ Scanner state During operation | During standby During storage/
Humidity transportation
Allowable . . .
Ranges Temperature 510 35 (°C) -20 to 60(°C) -20 to 60(°C)
41 to 95 (°F) -4 10140 (°F) -4 to 140 (°F)
Humidity (%) 20-80 8-95 8-95

Note) Dimensions

Mo

-l

& | 'l

284

152,35

288.5

436 7
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Repairs

AN N NN NN

Contact the store where you purchased your ScanSnap or an authorized service provider for
performing repairs on this product.

e The user must not perform any repairs on the scanner.
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Index

A
ABBYY FineReader for ScanSnap ....... 162
ABBYY Scan2Excel .......cccccuuunnn. 158, 160
ABBYY Scan2PowerPoint ............ 158, 160
ABBYY Scan2Word .......ccccevunnneenns 158, 160
About the size of image data .................. 90
AC adapter connector ........cccccceceiiinnnnnns 4
Actions in the Action List .........ccccceeene 114
Add custom size button ... 108
Add or Remove button .........ccccceeeiiiiis 72
ADF s 3
Allow automatic blank page removal ...... 81
Allow automatic image rotation ............... 82
Application ... 71
Applicationtab ... 71
Applications Settings button ................... 72
Auto Color Detection .........ccccvvveeeeiiinnies 79
Automatic detection ..........cccciiiieiiiiiins 86

Automatic Interaction with Applications 110

B
B&W scanning .......ccccciiiiieiieiieeeeeen 79
Before Installing the Supplied Programs .. 6
Best quality  ...ooovveeiii e, 78
Better quality .......cooovviiiiiicc e, 78
Brightness ... 81
Business Cards ........ccccceeeeeiiiiiiiiieeeenn 200
C
CardMinder ....ccoovvevveeeeieeeeeeee, 201, 202

Carrier Sheet ....oooovvveeeeeeieeiieeennn, 52, 248
Carrier Sheet Settings  .........cccccveeeeinne 105
Carrier Sheet Settings button ................. 88
Changing Scanning Settings ......cccceee...... 67
Cleaner F1 e 228
Cleaning Carrier Sheet ..........cccccceeeiinne 233
Cleaning cycle ......ccccceeeiiiiiiiiiieeeeeeeee 230
Cleaning Materials  .......ccccvvvvvvveveeeeeennee. 228
Cleaning the ADF  .....cooviiiiiiiiieeeeeee 230
Clearing Document Jams  ........cccceeeeeeee. 216
Color high compression  ........ccccccveeennnnee 79
Colormode ......coocciiiiii 79
Color scanning  ...cceveeeeeeeeeiiiiiieeeee e 79
Compressionrate  ......ccccviiiiiiiiiiiiiinennenn. 89
Compressiontab .....ccccvvviiviiiiveeeeeeeeeeeee, 89
Connecting ScanSnap  ....ccccceeveevveeeeeeenenn. 21
Connecting the Power Cable .................. 21
Connecting the USB Cable ..................... 23
Consumables ......cccoceeviiiiiie 236
Continue scanning  ......ccceeevvveeeeeeeeeeeeeeeeenn. 80
COPY oot 143
Correct skewed character strings

automatically ......oocooiiiiie 81,178
Correcting skewed documents .............. 177

Correcting the orientation of scanned

IMAGES  weeeeieeeieirie e 179
Cover open lever .......ccccvvevvevverveeerneennnnnnnns 3
Create facing pages in one image ........ 106

Create front and back images
separately ... 106
Custom button ..., 87
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Customized paper size  .......ccoovvvvviennnnnn. 86

D
DAILY CARE ..o 227
Deskew ... 81
E
Excel format ... 153
Excellent quality .......cccovvieeeiiiiiieeeen 78
F
factory default settings .........ccccceeeeeiie 168
File format ......cccooiiii, 83
File optiontab .....coovvviiiiiiicii e, 83
Filename format button ............cccceee 76
fixed password ......ccccoiiiiiis 85
Flow of Operations .............ccceeee e, 30
I
Image quality .....ccceeiiiiiiiiec e 78
image rotation ......ccccceviiiiii 82
Image saving folder ......cccccoiiiiiiiinnennnn. 75
Installation Specifications —..................... 259
Installing Adobe Acrobat ..................... 8, 10
Installing CardMinder ..........cccccccuivnnnnnns 14
Installing PDF Thumbnail View ............... 14
Installing ScanSnap Manager ................. 14
L
Left-Click Menu ..., 66
Loading Documents .......cccccceevviiviieennnnnn, 49

Loading Documents with the Carrier
Sheet 52

264 |

M
Merging scanned images ..............cce... 187
N
Normal quality  .....oooveiiiiiieeeee, 78
o)
Online Update .......oovveimiiiiiiiiiiiiiieeeeeeee, 249
Operation Button  ........ccccvviiviiiiiiiiiiiiiiiniinens 4
Option button ..., 80, 84
Output Image Size  ...ooeviiiiiiieeeee 107
P
Package ... 2
Pad ASSY 236
Paperchute ......ccccoiiiiiiiiici e 3
Paper size ..o 46, 86
Papersizetab ... 86
Papertype .o 46
PASSWOId  ..eeiiiiiiecieceecr e 85

Performing text recognition when scanning

dOCUMENES  ..oiiiiiiieee e 193
Pick roller ..o 236
POWER button ..o 4
Power indicator —.........ccccccciiieiiiiiiniieee, 4
PowerPoint format ............ccccceeiiiiiinnn 153
Preview window  .........cccevviieiiinnnnnn. 118, 123
preview window ......cccccceeeeiviineenennns 132, 139
Printing oo 143
Profile .o 91

AddiNG oo 92

Changing Settings  .....cccooeeiciinnnnnns 96

Renaming  ....ccccccoiiis 98

Scanning with an Added Profile ........ 95
Purchasing the Carrier Sheet ................ 248



QUICK MeNU  ....oeeiiiiiee e 37
R
Rear View ..o 4
Recognize Text ..o, 198
Rename file after scanning ..................... 77
Repairs ..o 261
Replacing the Pad ASSY  .......ccccieeeeen. 238
Replacing the Pick Roller ...................... 241
Right-Click Menu ... 65
Rotating pages within a PDF file ........... 195
S

Savetab ... 75
Saving Data in a Specified Folder ........ 115
Saving Scan Settings  ......ccccceviiiiiiii, 91
Saving scanned images in multiple files 185
SCAN button ..o 4
Scan mixed paper siz€  .....cccceeeeiiieeenennn. 88
Scan2E-mail ... 129
Scan2E-mail. ... 136
Scan2Folder ......oooeeiiiiiieeeee 117,122
Scan2Print . 145, 149
Scanning color document in black and

White e 172

Scanning color documents in high
compression mode  .......oocoeeeiiiiiieenennnn. 173

Scanning documents in Left-Click Menu

Mode .., 40
Scanning documents in Quick Menu
Mode ..o, 35

Scanning documents of different widths or
sizesatatime ..., 181

Scanning only one side of a document . 170

Scanning side ... 80
Scanningtab ... 78
ScanSnap Carrier Sheet ................. 52, 248
ScanSnap Manager - Scan and Save
Settings oo 67, 68
ScanSnap Manager icon .......ccccccceeeeeeeen. 64
ScanSnap Organizer ........cccccceeeeeeeennne 206
ScanSnap Quick Menu ................... 37,102
ScanSnap Setup ..o 15
Security cable slot ... 4
Select a profile ..o 69
Send by e-mail ... 127
Sending Files by E-Mail ..........cccccoeee 127
Set the documents with its face up ......... 82
Setting for text only document ................. 81
Setting ltems ... 255
Setting Passwords for Scanned

Documents ......ccoeiieiiiiii 190
SetUP e 15
Shared folder ........ccoccoeeiiiiiiie 115
Side guide ... 3, 51
Skipping blank pages ......cccceeeiiieieeeennn. 175
Stacker .o 3, 51

T
Troubleshooting  ......cceeveeiiiiiiiieeee 215
Troubleshooting Checklist ..................... 218
Turning the ScanSnap On/Off ................. 44
U

Uninstalling ScanSnap  ...........oeeeeeeee. 251
Uninstalling Supplied Programs —............ 252
Update .o 249
USB cONNECLOr  ..ooeeiieeiiiiiieeeee e 4
Use a fixed password .......cccccevvvvvveeeennnnn. 85
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Weight e 46
Word format ..o, 153
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e The contents of this manual are subject to change without notice.

e PFU LIMITED assumes no liability for incidental or consequential
damages arising from the use of this manual, and any claims by a
third party.

e Copying of the contents of this manual in whole or in part and
copying of the scanner applications are prohibited under the
copyright law.
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