Instructions for creating “Plates”- Scanning.

1. Place desired plate into scanner (be sure to cover the entire scanner glass with paper)

2. Click Start

· Select Programs/Caere Applications

· Click OmniPage Pro 9.0

3. Click Process/Scan Image

4. Select “image” content

· Move the mouse to the upper left of the image (a crosshair (+) symbol will appear)

· Click hold and drag the mouse until the entire “plate” is selected

5. Click File/SaveImage

· Type desired name and location

· Verify the following settings:

· Save as type = TIFF Group 4 compressed

· Save Current page only (Black dot ( in front)

· Save each graphic zone to a file (OCR is required) (Black dot ( in front)

· Add to PageKeeper is NOT selected  (No check in the box)

· Click on Yes (This document cannot be exported unitl all pages have been recognized. Do you want to recognize the unfinished pages?)

· Click on Yes (There are no graphic zones on this page. Do you want to save the entire page?)

6. Repeat as needed
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