Creating OCR (Optical Character Recognition) Files

On a PC-based Computer

by Suzanne Krejci ©2005
Scanning files into an OCR format allows for the conversion of hard copy files into an
editable text format that can be used with applications such as Word, WordPad or
NotePad. Scanning to OCR on the Epson scanner allows for optical character
recognition, the process in which a device examines printed characters on paper,
determines their shapes, and then uses character recognition methods to translate the
shapes into computer text.

Getting Started

Find a PC computer with an Epson scanner connected to it. The IT Lab has a few
computers located in the Annex with Epson scanners connected. If these computers are
not available, ask the IT Lab Staff to help set up one of the scanners located on mobile
carts. Before beginning your scan, make sure these steps are completed:

e The USB cable is connected to the computer.
e The power cord is plugged in.
e The scanner is turned on.

Aligning the Document on the Scanner

e Open the scanner lid and
place the document
image-side down on the
glass.

e Caution-Do not press
hard or place heavy
objects on the glass.

e Make sure that the
document is carefully
aligned with the upper
right corner of the
glass scanner table.

e Close the lid. )
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Using Epson Smart Panel to Scan to OCR

e (o to the Start Menu and
navigate to Programs/Epson
Scanning/Epson Smart Panel.
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e Open the Smart Panel.

e Check the device settings to
insure that the scanner you
are using is the device
selected.
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iThere are two methods of operation; one is

e Click on the Scan to OCR
button.

(Lo click the icon on the left and then follow:
Ethe step-by-step procedure, the other is to
%press the Scan Button on your scanner, then
(the task will be done automatically .

| The following steps are necessary hefore
‘using the Scan Button on your scanner.
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e The Scan to OCR menu will open.
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Select the desired Paper
Size.

Choose the Scan Mode.
If the document does
not need to be in color,
then select black and
white.

If you would like to
preview the document
before scanning, click
on the Preview button.
When ready, select the
Scan button.




e Once scanning is complete, the Verify Assistant will open. Your document
should appear in one of the verify boxes. If you have more documents to scan,
choose Scan More. You can rename files in the Verify Assistant. If you are
finished scanning, click on the Finish button.
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Converting Files

e After clicking on the Finish button, gScanteocR (=1 >
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e Choose the Document Layout that
is desired. The All Pages in one
document selection will assemble
all the pages that have been scanned into one document.

e Choose Paragraph designation. If the Same as original document option is
selected, the OCR software will maintain the original formatting and paragraph
returns.

e Click on the Recognize button to convert the document to an OCR file.




Saving Files
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e After the file has been

converted to an OCR A
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document, the Launch

Launch Assistant

—
[.?} Fuollow the steps below to

MNotePad complete a task in Launch
Assistant.

Assistant opens.
e The default applications in

1. Select one of the programs
or devices on the left.

the launch assistant are
WordPad or NotePad. In

order to convert the file into a
Microsoft Word document,
first select WordPad and
click Launch.
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File in WordPad
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e  Navigate to Save as..., and save the file as a
Word Document.
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In Conclusion

e  Check the Word file for accuracy. Some
inaccuracies may have been introduced in the
OCR conversion process.

e WordPad will open with the

converted scanned text.

e Save the file as a RTF file (rich text

format). Specify the file name and
the location where the file should be
saved.

e Close WordPad and navigate to the

file. Double click on the file.
The file will open in Microsoft
Word.
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"What a piece of work is man! How noble in reason! how infinite in faculties! in form
and moving, how express and admirable! in action how like an angell in apprebension,
how like a god! the beauty of the world! the paragon of animals! And yet, to me, what is
this quintessence of dust? Man delights not me; no, nor woman neither, though by vour
seniling you seetn to say so."

-From Hamlet (1L 1, 115-117)

Harnlet's murderous uncle the King has called for the prince's university friends
Rozencrantz and Guildenstern, seeking their opinion on the source of Harnlet's depression
and madness. In this scene in which the lang, the friends. Harmlet, Polonius and various
ambassadors go in and out, Hamlet addresses Rosencrantz and Guildenstem, forcing
them to admut that they have not come out of pure friendship and concern, but because
they were summoned. He describes his own recent mood in the classical terms of true
depression: "I have lost all my mirth. . the earth . _seems. . sterile". He hounces back
and forth between admiration at the nobility and beauty of man and bas own
disillusionment at how evil man can be. After uttering the words abowe he calls man "a
quintessence of dust”, revealing the true depth of his depression and foreshadowing his
suicidal feelings.




