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Thank you for purchasing the color image scanner ScanSnap S1300i (hereinafter referred to
as "the ScanSnap").

This manual explains how to handle and operate the ScanSnap.

Be sure to read this manual and "Getting Started" thoroughly before using the ScanSnap to
ensure correct use.

We hope that this manual will provide you with useful information in order to utilize the
ScanSnap.

If you are using a Microsoft® Windows® operating system, either Adobe® Acrobat® (7.0 or
later) or Adobe® Reader® (7.0 or later) is required to display or print this manual.

Trademarks

Microsoft, Windows, Windows Vista, Excel, PowerPoint, Outlook, SharePoint, and
Entourage are either registered trademarks or trademarks of Microsoft Corporation in the
United States and/or other countries.

Word is the product of Microsoft Corporation in the United States.
Apple, the Apple logo, Mac, Mac OS, and iPhoto are trademarks of Apple Inc.

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

Intel, Pentium, and Intel Core are registered trademarks or trademarks of Intel Corporation in
the United States and other countries.

Cardiris is a trademark of I.R.I.S.

ABBYY™ FineReader™ Engine ©2011 ABBYY. OCR by ABBYY

ABBYY and FineReader are trademarks of ABBYY.

Evernote is a registered trademark or trademark of Evernote Corporation.

Google, Google Docs, and Android are registered trademarks or trademarks of Google Inc.

Salesforce, the Salesforce logo, and Salesforce CRM are registered trademarks or
trademarks of salesforce.com, inc. in the United States and other countries.

ScanSnap, the ScanSnap logo, CardMinder, and Rack2-Filer are registered trademarks or
trademarks of PFU LIMITED in Japan.

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

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
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Disclaimer

®Reproducibility of the image data
Confirm that the image data scanned with the ScanSnap meets your requirements (e.g.
image reproducibility in size accuracy, information amount, fidelity, content and color).

®Disposing of the original document
Check the image data using the application where you transferred the image data to
make sure that there are no missing parts before disposing of the original document
scanned with the ScanSnap.
It is the responsibility of the customer to store and manage the scanned image, and
dispose of the original document scanned with the ScanSnap.

Manuals

Read the following manuals as needed when using the ScanSnap.

Manual Description Location

Safety Precautions Read this manual before you Included in the package.
start using the product because
it contains important information
about the safe use of the

ScanSnap.
ScanSnap S1300i This manual explains about the
Getting Started ScanSnap package contents,

software installation, connecting
the ScanSnap, and checking
the operation.

ScanSnap S1300i Read this manual for
Operator's Guide information about the basic Select [Start] menu - [All Programs] -
(this manual) operations of the ScanSnap, [ScanSnap Manager] = [ScanSnap

software installation, scanning Operator's Guide].
methods, various settings, and
handling of the ScanSnap. Select [Applications] from the sidebar in
Finder, and double-click [Application] =
[ScanSnap] = [Manual] = [Operator's
Guide].




Introduction

Manual

Description

Location

Troubleshooting
(installation)

Read this manual when you
failed to install the software or
when the ScanSnap does not
operate normally after software
installation. It explains about the
resolutions for such troubles.

® Click [Manuals] - [Troubleshooting
(installation)] in the [ScanSnap Setup]
dialog box that appears when you insert
the Setup DVD-ROM into the DVD-ROM
drive.

® Select [Start] menu — [All Programs] =
[ScanSnap Manager] = [Troubleshooting
(installation)].

® Double-click the [Troubleshooting
(installation)] icon in the [ScanSnap]
window that appears when you insert the
Setup DVD-ROM into the DVD-ROM
drive.

® Select [Applications] from the sidebar in
Finder, and double-click [ScanSnap] -
[Manual] = [Troubleshooting
(installation)].

ScanSnap Connect
Application User’s Guide
(i0S)

ScanSnap Connect
Application User's Guide
(Android)

Read this manual for
information about connecting
the mobile device and the
computer, ScanSnap Connect
Application operations on the
mobile device, settings and
receiving files.

Tap on the [File List] screen of
ScanSnap Connect Application installed on
your iOS device and tap [Help] on the
[Information] screen that appears.

Tap @ on the [File List] screen of
ScanSnap Connect Application installed on
your Android device and tap [Help] on the
[Information] screen that appears.

ScanSnap Organizer
User’'s Guide

CardMinder User's
Guide

Cardiris™ 4 User Guide

ABBYY FineReader for
ScanSnap User's Guide

Scan to Microsoft
SharePoint User Guide

Read these manuals when
using this product for the first
time, or when you need more
information on product features,
dialog boxes/windows,
operating environment and
functions.

Select [Start] menu - [All Programs] -
[ScanSnap Organizer] = [Manual].

Select [Start] menu - [All Programs] -
[CardMinder] = [Manual].

From Finder, select [Applications] and
double-click [Cardiris for ScanSnap] =
[Manuals] - [User Guide].

Select [Start] menu - [All Programs] -
[ABBYY FineReader for ScanSnap (TM)4.1]
- [User's Guide].

Select [Start] menu - [All Programs] -
[KnowledgelLake] = [Scan to Microsoft
SharePoint User Guide].
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Manual

Description

Location

ScanSnap Manager
Help

Read this Help file when
questions or problems
regarding operations (e.g. when
setting items) arise.

This Help file explains about
scanner operations, operational
troubles and their resolution,
dialog boxes/windows and
messages.

Refer to this Help by either of the following
methods:

® The ScanSnap Manager icon @ or =

is displayed in the menu that appears
when you click on the taskbar. Right-
click the ScanSnap Manager icon @ or

=, and then select [Help] = [Help] from
the menu that appears.

Click the Help button ( [ ) for
ScanSnap Manager.

Press the [F1] key on the keyboard when
a dialog box is displayed.

Click the [Help] button in each dialog box.

Click the ScanSnap Manager icon S or

= in the Dock while pressing the
[control] key on the keyboard, and then
select [Help] = [Help] from the menu that
appears.

® Click the Help button (%)) for ScanSnap
Manager.

® From the menu bar, select [Help] =
[ScanSnap Manager Help].

ScanSnap Organizer
Help

CardMinder Help

Cardiris Help

ABBYY FineReader for
ScanSnap Help

Read these Help files when
questions or problems
regarding operations (e.g. when
setting items) arise.

These Help files explain about
operations, dialog boxes/
windows and messages.

For details about how to start up the Help,
refer to the User's Guide for each product.

From the menu bar, select [Help] =
[Cardiris Help].

From the menu bar, select [Help] =
[FineReader for ScanSnap Help].
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B About This Manual

Structure of This Manual

This manual consists of the following:
ScanSnap Overview
This chapter explains about the features, the names and functions of the parts,
system requirements, and basic operations of the ScanSnap.

Installing the Software
This chapter explains about the software bundled with the ScanSnap and how
to install them.

Using the ScanSnap (for Windows Users)/Using the ScanSnap (for Mac OS
Users)
This chapter explains how to perform a scan, change or save scan settings,
add, change or delete profiles, as well as other various scanner functions.

Troubleshooting
This chapter provides references for resolving troubles such as removing
jammed documents.

Daily Care
This chapter explains about the cleaning materials and how to clean the
ScanSnap.

Consumables
This chapter explains how to replace and purchase the pad assy and the pick
roller.

Appendix
This appendix explains how to update ScanSnap Manager, how to uninstall
the software, about settings that differ by the scanning method, and the
ScanSnap installation specifications.

Read this manual in order starting from "ScanSnap Overview" through "Using the
ScanSnap" for a better understanding of ScanSnap operations.
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Symbols Used in This Manual

The following indications are used in this manual to obviate any chance of accident or
damage to you and people near you, and your property. Warning labels indicate the warning

level and statements. The symbols indicating warning levels and their meanings are as
follows.

Indication Description

This indication alerts operators to an operation that, if not
AWARNING strictly observed, may result in severe injury or death.

This indication alerts operators to an operation that, if not

strictly observed, may result in safety hazards to personnel or
ACAUTION Y Y y P
damage to the product.

Besides warning indicators, the following symbols are also used in this manual.

Symbol Description

This symbol indicates operations using Windows.

I]II This symbol indicates operations using Mac OS.

Arrow Symbols in This Manual

Right-arrow symbols [=] are used to connect icons or menu options you should select in
succession.

Example: Select [Start] menu - [Computer].
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Screen Examples in This Manual

®Windows screen

Screenshots in this manual are used according to the guidelines provided by Microsoft
Corporation.
The screenshots used in this manual are of Windows 7.

The actual windows and operations may differ depending on the operating system.
- Taskbar icon

The ScanSnap Manager icon @ or = is displayed in the menu that appears when you click @ on
the taskbar.

To have the ScanSnap Manager icon @ or = always displayed on the taskbar, drag the icon @ or
=, and drop it onto the taskbar.

Customize...

GCPEE

The explanations in the manual use the case in which the ScanSnap Manager icon @ or = is
always displayed on the taskbar.

®Mac OS screen

The screenshots used in this manual are of Mac OS X v10.7.
The actual windows and operations may differ depending on the Mac OS.

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

If the actual screen differs from the screen examples in this manual, operate by following the
actual displayed screen.
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Abbreviations Used in This Manual

The following abbreviations are used in this manual:

Windows 7

Windows Vista

Windows XP

Windows
Microsoft Office

Word

Excel

PowerPoint

SharePoint

Office Live

Internet Explorer

Windows Live Mail

Windows Mail

: Windows® 7 Starter operating system, English Version

Windows® 7 Home Premium operating system, English Version
Windows® 7 Professional operating system, English Version
Windows® 7 Enterprise operating system, English Version
Windows® 7 Ultimate operating system, English Version

: Windows Vista® Home Basic operating system, English Version

Windows Vista® Home Premium operating system, English Version
Windows Vista® Business operating system, English Version
Windows Vista® Enterprise operating system, English Version
Windows Vista® Ultimate operating system, English Version

: Windows® XP Home Edition operating system, English Version

Windows® XP Professional operating system, English Version

: Windows 7, Windows Vista, or Windows XP operating system
: Microsoft® Office

- Microsoft® Word 2010

Microsoft® Office Word 2007
Microsoft® Office Word 2003
Microsoft® Office Word 2002
Microsoft® Word for Mac 2011
Microsoft® Word 2008 for Mac
Microsoft® Word 2004 for Mac

: Microsoft® Excel® 2010

Microsoft® Office Excel® 2007
Microsoft® Office Excel® 2003
Microsoft® Office Excel® 2002
Microsoft® Excel® for Mac 2011
Microsoft® Excel® 2008 for Mac
Microsoft® Excel® 2004 for Mac

. Microsoft® PowerPoint® 2010

Microsoft® Office PowerPoint® 2007
Microsoft® Office PowerPoint® 2003
Microsoft® Office PowerPoint® 2002

. Microsoft® SharePoint® Server 2010, English Version

Microsoft® Office SharePoint® Server 2007, English Version
Microsoft® Office SharePoint® Portal Server 2003, English Version
Microsoft® SharePoint® Foundation 2010, English Version
Microsoft® Windows® SharePoint® Services 2.0/3.0, English Version

. Microsoft® Office Live

: Windows® Internet Explorer®

Microsoft® Internet Explorer®

. Windows Live™ Mail

: Microsoft® Windows® Mail
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Outlook

Outlook Express
Outlook for Mac
.NET Framework
Entourage

Mac OS

Adobe Acrobat
Adobe Reader

ABBYY FineReader for
ScanSnap

Cardiris
Google Docs
Android

ScanSnap

- Microsoft® Outlook® 2010

Microsoft® Office Outlook® 2007
Microsoft® Office Outlook® 2003

: Microsoft® Outlook® Express

: Microsoft® Outlook® for Mac

: Microsoft® .NET Framework

: Microsoft® Entourage®

: Mac OS X v10.7, Mac OS X v10.6, or Mac OS X v10.5
: Adobe® Acrobat®

: Adobe® Reader®

: ABBYY FineReader for ScanSnap™

All the descriptions in this manual assume the usage of ABBYY
FineReader for ScanSnap bundled with the ScanSnap. Unless otherwise
specified, the term ABBYY FineReader for ScanSnap refers to the ABBYY
FineReader for ScanSnap bundled with the ScanSnap.

Note that ABBYY FineReader for ScanSnap may be upgraded without
notice.

If the descriptions differ from the actual displayed screens, refer to ABBYY
FineReader for ScanSnap Help.

: Cardiris™ for ScanSnap
: Google Docs™
: Android™

: Color image scanner ScanSnap S1300i

10
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This chapter explains about the features, the names and functions of the parts, system
requirements, and basic operations of the ScanSnap.

Featuresofthe ScanSnap............ ... ... ... . . . . . . . .. 17
Parts and Functions . . . .. ... 22
System Requirements . ... ... 24
Turning the ScanSnap ON/OFF. . . .. ... . e 29
Documents for Scanning . . .. ... .. 31
How to Load Documents . .. ... ... 33
Scanning Operation FIOW. . . . . ... e 36
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Features of the ScanSnap

Features of the ScanSnap

The main features of the ScanSnap are as follows:

®Turn documents into digital data by just pressing the [Scan] button
By converting paper documents cluttering up your desk into PDF or JPEG files, you can
conveniently view, edit, manage and archive the documents in your computer.

®Speedy scanning
Double-sided color documents of A4 or Letter size can be scanned as follows:
- Power cable connection: approx. 12 sheets per minute
- USB bus power cable connection: approx. 4 sheets per minute
® System requirements

Intel® Core™2 Duo 2.2 GHz or higher
Windows 7, Windows Vista or Windows XP operating system

[Macos)

Intel® Core™2 Duo 2.4 GHz or higher
Mac OS X v10.7, Mac OS X v10.6 or Mac OS X v10.5

® Scan setting (*)
When [Image quality] is set to [Normal], [Color mode] to [Auto color detection],
[Compression rate] to [3], and other settings are in default
* 1 -S8canning speed may slow down in [B&W] (black & white) mode depending on the document.
Example: Scanning color brochures in [B&W] mode (converting a color image to black &
white)
- Scanning speed may slow down when [Correct skewed character strings automatically] and/
or [Allow automatic image rotation] is enabled.
o®Small size saves desktop space
Smaller than an A4 or Letter size paper, the ScanSnap does not require much desktop

space.

®Compact, lightweight and portable
The ScanSnap is compact and lightweight, allowing you to carry it around together with
your laptop computer. Also, the ScanSnap can be powered through your laptop's USB
port with USB bus power cable connection.

17



Features of the ScanSnap

®The Quick Menu makes the operation easy even for beginners
The Quick Menu will allow you to start using the ScanSnap right away even if it is your
first time. Simply press the [Scan] button on the scanner to scan your document, and
then the Quick Menu will appear where you can select the action you want to perform.

(= page 75)
(D (- page 277)

® Automatically recognize color and black & white documents (Auto color
detection)
The ScanSnap determines the color mode of each document, saves color documents in
color, black & white documents in black & white, and black & white documents with
photos or illustrations in grayscale. This function will optimize your PDF file size.

®Scan different size documents together (Automatic page size detection)
Paper size is automatically recognized so that you do not need to change the paper size
setting.

(= page 251)
([Err® (- page 425)

® Automatically set the resolution by the paper size (Automatic resolution
function)
Documents are scanned at 300 dpi at first, then the image is saved at 300 dpi if the
document length is 148 mm (5.83 in.) or less, and converted to 200 dpi for longer
documents. When linked with a text recognition application (e.g. for scanning business
cards), you can save high resolution image data without having to change the scan
settings.

®Create searchable PDF files
You can create searchable PDF files by performing automatic text recognition for PDF
files after scanning.
You can also perform text recognition on character strings marked by a highlight pen in
black & white documents, and add them as keywords for the PDF file.
(= page 259)
(Eer (- page 433)
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Features of the ScanSnap

O®E-mail or print a scanned image directly from scanning
You can attach the scanned image to an e-mail without needing any additional
application or print it out instead of using a copy machine.

- Attach to e-mail (- page 117)
- Print (» page 128)

[Macos)

- Attach to e-mail (- page 316)
- Print (» page 325)

®Compatible with both Windows and Mac OS
You can use the ScanSnap in a manner that best suits your office environment in either
Windows or Mac OS ().

*

: The following functions are not available for Mac OS:
* Color high compression
* Loading the document face-up
» Setting passwords for PDF files
®Convert paper documents into Word/Excel/PowerPoint files
Use the bundled "ABBYY FineReader for ScanSnap" to directly convert the scanned
image into a Word/Excel/PowerPoint file.

In Mac OS, only conversion to Word and Excel files is supported.
(= page 142)
{Err® (- page 331)

®0rganize and manage scanned images by linking with ScanSnap

Organizer

® Setting a keyword (Intelligent Indexing)
Keywords can be set by the following methods:
- Recognize a character string on a page (OCR) and set as a keyword (Zone OCR)
- Set any character string as a keyword
- Set a marked character string as a keyword (Marker Index)
- Drag and drop a keyword from the keyword list (Keyword Addition by Drag&Drop)
The keywords can be viewed in thumbnails. (Keyword Overlay)

® Distributing files by keyword (Automatic Keyword Sort)
Files can also be sorted into folders according to the keyword set for files as a sorting
condition.

® Search a variety of files (Search Engine Selection)
Files can be found quickly searched by file name, keyword, text or date.

® Cropping marked sections (Intelligent Cropping)
Selections on a page that are marked with a highlight pen can be cut and pasted
elsewhere to create scrapbooks.

(= ScanSnap Organizer Help)
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Features of the ScanSnap

®Easy filing of business cards
Text recognition can be performed on business cards which then can be easily
converted into digital data with the bundled business card application. With CardMinder,
you can create a database which facilitates data search of business cards converted
into digital data.
The bundled business card application is as follows:

CardMinder (= page 152)
(e Cardiris (= page 339)

®Share documents converted into digital data with others
You can conveniently share documents by saving the scanned image directly in
SharePoint or Office Live.

(= page 158)

®Access documents converted into digital data anytime, anywhere
The ScanSnap can be linked with the following cloud services (*). Through linkage with
these services, you can access scanned images anytime from your computer or
smartphone no matter where you are.

Dropbox

Evernote

Google Docs
Salesforce Chatter
SugarSync

*

: "Cloud services" refer to services that allow the user to save documents or photos that have
been converted into digital data to a network, and then access them when necessary from, for
example, a computer or smartphone.

(= page 186)
(/o (- page 368)
@Save documents converted into digital data to a mobile device

Scanned image can be saved directly to a mobile device such as tablet devices and
smartphones.

(= page 175)
(e (- page 353)
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Features of the ScanSnap

®Two separate scanned images can be merged into a single image
Two scanned images can be merged into a single image either vertically or horizontally.

(= ScanSnap Organizer Help)
(/x> (- ScanSnap Manager Help)

oLink with a wide variety of applications by using ScanSnap Folder

You can use ScanSnap Folder to link with a wide variety of applications, including Web
applications (Webmail, cloud services, etc.).

By selecting ScanSnap Folder from the file selection window of the application, you can
use the scanned image file directly.

(= page 232)

Note: The ScanSnap does not conform to the TWAIN, ISIS and WIA standards.
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Parts and Functions

Parts and Functions

This section explains names and functions of the ScanSnap parts.

B Front

ADF paper chute (cover) (*)

Open to use the ScanSnap.
= Opening the ADF paper chute (cover) turns on the
ScanSnap.

ADF top section

Open to remove jammed documents, replace the pad
assy and the pick roller, or clean the inside of the
ScanSnap.

Extension

Pull out when scanning long documents.

ADF paper chute (cover)

You can load the document here after opening it.

Side guide
Adjust to the width of documents to prevent them
from getting skewed.

ADF release tab
Pull this tab to open the ADF top section.

[Scan] button (*)

Press this button to start scanning.

It indicates the status of the ScanSnap as follows:
Blue (lit) : Ready

Blue (flashing) : Scanning

Orange (flashing) : Error

: When the ScanSnap has turned off automatically, either press the [Scan] button, or close the
ADF paper chute (cover), then open it again to turn the ScanSnap back on. Note that pressing
the [Scan] button when the ScanSnap is turned off will not start scanning.

For details, refer to "ScanSnap's auto power off" (page 30).
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Parts and Functions

B Back

— Tape seal

Remove this tape seal after installing the
software.

| 2 D) |EU— Security cable slot

Used to connect an anti-theft security cable
(commercially available).

Power connector

USB connector
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System Requirements

System Requirements

The system requirements for the ScanSnap are as follows:

B Windows

Operating Windows 7 Windows Vista (*1) Windows XP (*2)
system (32 bit/64 bit) (32 bit/64 bit) (32 bit)
CPU Intel® Pentium® 4 1.8 GHz or higher
(Recommended: Intel® Core™2 Duo 2.2 GHz or higher)
Memory 2421 E:: ; gg g: mg:: 512 MB or more (Recommended: 1 GB or more)
Display . . .
resolution 800 x 600 pixels or higher (*3)

Hard disk space

Disk space required to install the software bundled with the ScanSnap is as follows:
ScanSnap Manager: 600 MB

ScanSnap Organizer: 620 MB

CardMinder: 280 MB

ABBYY FineReader for ScanSnap: 600 MB
Evernote for Windows: 150 MB
Scan to Microsoft SharePoint: 40 MB

USB port (*4)

USB2.0/ USB1.1

*1 : Service Pack 1 or later required
*2 : Service Pack 3 or later required
*3 : When the font size is large, some screens may not be displayed properly.

In that case, use a smaller font size.

*4 : When using a USB 3.0 port, data is transferred at the same speed as USB 2.0.
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System Requirements

ATTENTION

® |f the system requirements above are not satisfied, the ScanSnap may not operate.

® Do not use the USB port on the keyboard or the monitor to connect the ScanSnap (it may not function
properly).

® Make sure to use a powered hub equipped with an AC adapter if you are using a commercially
available USB hub.

® Scanning speed will slow down in the following cases:
- The CPU or the memory does not meet the required specifications
- The version of the USB port or the USB hub is USB 1.1

® The actual increase in used disk space after installation and the required disk space for installation may
differ from each other depending on your Windows system disk management.

® A disk space approximately three times larger than the resulting scanned file size is required for
scanning documents.

® |f the characters are not displayed correctly when you use CardMinder, Scan to Mobile or Scan to
Salesforce Chatter, perform the following:
- Windows XP

o Select [Control Panel] = [Regional and Language Options] = [Language] tab = [Install files for
East Asian languages] check box.
e |Install the universal font (Arial Unicode MS) from the setup disc for Microsoft Office 2000 or later.

- Windows Vista or Windows 7

e Install the universal font (Arial Unicode MS) from the setup disc for Microsoft Office 2003 or later.

HINT

® For Windows Vista or Windows XP, .NET Framework 3.5 SP1 may be installed (maximum of 500 MB
free disk space required) at the same time as ScanSnap Manager, ScanSnap Organizer, or
CardMinder.

® For Windows XP, .NET Framework 2.0 may be installed (maximum of 280 MB free disk space required)
at the same time as Scan to Microsoft SharePoint.
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System Requirements

The following shows the estimated file size when scanning one side of a color

document.
File format Compression rate Paper size
PDF 3 A4 (catalog)
Il Hew ko D waith Businsss Hisk
Fo s TR
u"‘.ﬁi'.lt - '
Estimated image data size (KB)
Color mode Automa_mc Normal Better Best Excellent
resolution
Color 4154 268.7 410.6 838.4 3415.6
Gray 374.4 243.6 371.7 753.8 3015.0
B&W 172.3 115.8 173.0 347.3 2504.0
Color high compression 217.5 162.5 226.2 159.9 -
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B Mac OS

Operating system (*1) Mac OS X v10.7 Mac OS X v10.6 Mac OS X v10.5
CPU Intel® Core™ Duo 1.83 GHz or higher
(Recommended: Intel® Core™2 Duo 2.4 GHz or higher)
512 MB or more
Memory 2 GB or more 1 GB or more (Recommended: 1 GB
or more)
Display resolution 1024 x 768 pixels or higher

Disk space required to install the software bundled with the ScanSnap is as
follows:

® ScanSnap Manager: 800 MB

ABBYY FineReader for ScanSnap: 570 MB

Cardiris: 130 MB

Evernote for Mac (*2): 55 MB

USB port (*3) USB2.0 / USBA1.1

Hard disk space

*1 : Itis recommended to apply the latest updates to the Mac OS.

*2 : When using Mac OS X v10.7, you need to update to the latest version (3.0 or later) after you
installed Evernote for Mac.

*3 : When using a USB 3.0 port, data is transferred at the same speed as USB 2.0.

ATTENTION

® If the system requirements above are not satisfied, the ScanSnap may not operate.

® Do not use the USB port on the keyboard or the monitor to connect the ScanSnap (it may not function
properly).

® Make sure to use a powered hub equipped with an AC adapter if you are using a commercially
available USB hub.

® Scanning speed will slow down in the following cases:
- The CPU or the memory does not meet the required specifications
- The version of the USB port or the USB hub is USB 1.1

® A disk space approximately three times larger than the resulting scanned file size is required when
scanning documents.
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The following shows the estimated file size when scanning one side of a color

document.
File format Compression rate Paper size
PDF 3 A4 (catalog)
Il Heww b D waith Businsess Risk
Estimated image data size (KB)
Color mode Automa.tlc Normal Better Best Excellent
resolution

Color 415.4 268.7 410.6 838.4 3415.6
Gray 374.4 243.6 371.7 753.8 3015.0
B&W 172.3 115.8 173.0 347.3 2504.0
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Turning the ScanSnap ON/OFF

Turning the ScanSnap ON/OFF

This section explains how to turn the ScanSnap ON/OFF.

The ScanSnap is turned ON/OFF in conjunction with the computer. Therefore, you do not
have to worry about turning the power ON/OFF as long as the ScanSnap is connected to a
computer.

®Turning the ScanSnap on
Open the ADF paper chute (cover) when the computer is turned on.
The [Scan] button flashes blue to indicate that the ScanSnap is turned on, and lights in
blue when the ScanSnap is ready to scan.

ATTENTION
With some computers, the initialization of the ScanSnap may be performed several times when
the computer is started up.

®Turning the ScanSnap off
Turn off the computer or close the ADF paper chute (cover).
The [Scan] button switches off when the ScanSnap is turned off.

ATTENTION

® Close the ADF paper chute (cover) after putting the extension back.

® \With some computers, it may take two to three minutes until the light of the [Scan] button goes
out after the computer is turned off.
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Turning the ScanSnap ON/OFF

@ScanSnap in sleep mode
When the ScanSnap has not been used for 1 minute while the power is on, it enters
sleep (power saving) mode.

The ScanSnap’s internal light switches off in sleep mode.

@ScanSnap's auto power off
When the ScanSnap is turned on and left unused for the specified time (default is "4
hours"), it will turn itself off automatically.
To turn the ScanSnap back on, perform one of the following operations:
® Press the [Scan] button on the ScanSnap
® Close the ADF paper chute (cover) and open it again

HINT
® To continue using the ScanSnap, reset the time until auto power-off by performing one of the

following:

- Load a document in the ScanSnap

- Press the [Scan] button on the ScanSnap

- Close the ADF paper chute (cover) and open it again
® You can change the time until the ScanSnap automatically turns off, or set the ScanSnap to not

automatically turn off by performing the following procedure:

1. Right-click the ScanSnap Manager icon &) or L on the taskbar, and then select [Help] =
[Preferences] from the menu that appears.

=The [ScanSnap Manager - Preferences] dialog box appears.
2. In the [Power] tab, select one of the setting items for [Power off after].

[Macos) _
1. Click the ScanSnap Manager icon S or =/ in the Dock while pressing the [control] key on
the keyboard, and then select [Help] - [Preferences] from the menu that appears.
=The [ScanSnap Manager - Preferences] window appears.
2. In the [Power] tab, select one of the setting items for [Power off after].
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Documents for Scanning

Documents for Scanning

This section explains about the documents that can be scanned with the ScanSnap.

B Standard office paper, postcards, business cards

Paper type Standard office paper, postcards, business cards

Paper weight 64 to 104.7 g/m? (17 to 20 Ib)

Width: 50.8 to 216 mm (2 to 8.5 in.)

Length: 50.8 to 360 mm (2 to 14.17 in.)

Maximum size for long page scanning (*)
216 x 863 (mm) /8.5 x 34 (in.)

Paper size

*

: Scanning starts when you hold down the [Scan] button on the ScanSnap for 3 seconds or
longer.

ATTENTION

® When you scan documents written in pencil, there may be black traces left on them. Also, dirt
accumulating on the rollers may cause feeding errors. Clean the rollers as often as possible when you
scan such documents.
For details about how to clean the inside of the ScanSnap, refer to "Cleaning the Inside of the
ScanSnap" (page 446).

® The following types of documents must not be scanned:
- Paper-clipped or stapled documents (remove the paper clips and staples for scanning)
- Documents on which the ink is still wet (wait until the ink dries completely to scan these documents)
- Documents larger than 216 x 863 (mm) / 8.5 x 34 (in.) (width x length)
- Documents other than paper such as fabric, metal foil, OHP film and plastic cards
- Documents with memo photographs or sticky notes attached

® | oading the following types of documents directly in the scanner can result in documents being
damaged or scanned incorrectly.
- Documents smaller than 50.8 x 50.8 (mm) /2 x 2 (in.) (width x length)
- Documents whose paper weight is less than 64 g/m? (17 Ib)
- Documents of non-uniform thickness (e.g. envelopes and paper sheets with attached materials)
- Wrinkled or curled documents
- Folded or torn documents
- Tracing paper
- Coated paper
- Photographs (photographic paper)
- Perforated or punched documents
- 0Odd shaped documents (not square or rectangular)
- Carbon paper or thermal paper
- Documents with memo papers or sticky notes attached

® Since carbonless paper may contain chemicals that can harm the pad assy and the pick roller, take
note of the following when scanning carbonless paper: Make sure to clean the ScanSnap regularly to
maintain performance. Depending on the type of carbonless paper, the life span of the scanner may be
shortened compared to scanning standard office paper.

31



Documents for Scanning

B Picture postcards

Picture postcards can be scanned when the ScanSnap and the computer are connected with

a power cable.

Paper type

Picture postcards

Paper weight

64 to 326 g/m? (17 to 87 Ib)

Paper size

Width: 50.8 to 100 mm (2 to 3.9 in.)
Length: 50.8 to 148 mm (2 to 5.8 in.)

ATTENTION

® All conditions below must be satisfied when scanning picture postcards. Otherwise, paper jam may

occur.

- Power cable connection
- Room temperature: 5 to 35°C (41 to 95°F) / Normal humidity: 45 to 85%
- Load the picture postcard face-down in the ScanSnap
® When you scan photographs or picture postcards, be aware that the picture side may get damaged.
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How to Load Documents

How to Load Documents

Load documents in the ScanSnap in the following procedure.
For details about documents that can be loaded, refer to "Documents for Scanning" (page 31).

1 . If you are loading multiple sheets, check the number of sheets.

The maximum number of sheets in the ScanSnap is as follows:

For A4 or smaller sizes: Up to 10 sheets can be loaded (with paper weight of 80 g/m?
[20 Ib] and thickness of the document stack under 1 mm).

ATTENTION

If you try to scan more than the maximum amount that can be loaded, the following problems may
occur:

® Files may not be properly created due to excessive file size.
® Paper jams may occur.

2. Fan the documents.

1. Hold both ends of the documents and fan them a few times.

4
»

2. Rotate the documents by 90 degrees and fan them in the same manner.

3. Straighten the edges of the documents and slightly displace the top
edges at an angle.

at an angle

Feed direction

ATTENTION

Paper jams or damage to documents may occur if you scan the documents without aligning the
edges first.
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How to Load Documents

4. Open the ADF paper chute (cover) of the ScanSnap.

5. Pull out the extension.
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How to Load Documents

6. Load the documents in the ADF paper chute (cover).

Load the documents face-down and top-first with their back facing you. Load the
documents so that they are not beyond the reference marks within the side guides.

ATTENTION

=
]

Right-click the ScanSnap Manager icon S or = onthe taskbar, and
select [Scan Button Settings].

In the ScanSnap setup dialog box that appears, click the [Detail] button,
then select the [Scanning] tab = [Option] button.

If the [Set the document with its face up] check box is selected in the
[Scanning mode option] dialog box, load documents face-up and bottom
edge first.

7. Adjust the side guides to the width of the documents.

Do not leave space between the side guides and the documents.
Otherwise, the documents may be fed skewed.

Paper size

_

—
- \§
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Scanning Operation Flow

Scanning Operation Flow

This section explains the flow of operations for scanning documents.
You can scan documents in two different ways. Choose either way depending on your
intended use.

®Using the Quick Menu
With the Quick Menu, even the first time users can easily use each ScanSnap function
by following the instructions on the screen and perform scanning.
After scanning, select an application to link with ScanSnap Manager in the Quick Menu.
For details about how to perform scanning using the Quick Menu, refer to the following:

- For Windows (- page 75)
- For Mac OS (- page 277)

®Without Using the Quick Menu
You can perform scanning by using predefined scan settings.
Before you perform scanning, select a profile which is already configured with an
application to link with ScanSnap Manager. Documents are scanned according to the
scan settings of the selected profile.
For details about how to perform scanning using the Quick Menu, refer to the following:

- For Windows (- page 81)
- For Mac OS (- page 282)

HINT

® The above scanning methods can be switched by selecting or clearing the [Use Quick Menu] check box
in the ScanSnap setup dialog box/window.
Display the ScanSnap setup dialog box/window in the following procedure:

Right-click the ScanSnap Manager icon S or = onthe taskbar, and select [Scan Button Settings].

[Macos])

Click the ScanSnap Manager icon @ or = in the Dock while pressing the [control] key on the
keyboard, and select [Settings].

® ScanSnap Folder can also be used to scan documents. For details, refer to "ScanSnap Folder
Operations" (page 232).
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Scanning Operation Flow

Using the Quick Menu Without Using the Quick Menu

Turn on the ScanSnap. (= page 29)

Select a profile.

Press the [Scan] button to scan.

The selected application starts up. ]
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Installing the Software
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This chapter explains about the software bundled with the ScanSnap and how to install them.

Bundled Software Overview

............................................. 39
Installing iIn WINdOWS . . . . ... 41
Installingin Mac OS . . .. ... 57
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Bundled Software Overview

Bundled Software Overview

This section gives an overview of each bundled software and their functions. You can edit,
manage and arrange the scanned image by using the following software:

®ScanSnap Manager
This scanner driver is required to scan documents with the ScanSnap. The scanned
image can be saved as a PDF or JPEG file.
You need to have ScanSnap Connect Application installed on your mobile device to
save PDF or JPEG files to your mobile device.
You can download ScanSnap Connect Application for mobile devices from an
application store such as App Market.

@ScanSnap Organizer
You can use this application to display image data (PDF or JPEG files) without opening
them, create folders and arrange files as you like.

®CardMinder
You can use this application to efficiently digitalize a large number of business cards.
Text recognition can be performed on business cards and you can create a database to
facilitate card data management and searches.

®Cardiris (/D
You can use this application to efficiently digitalize a large number of business cards by
performing text recognition on them.

®ABBYY FineReader for ScanSnap
This application can perform text recognition on the scanned images using OCR
(Optical Character Recognition) and convert the image data to Word, Excel or
PowerPoint files that can be edited.
In Mac OS, only conversion to Word and Excel files is supported.

®Evernote for Windows | Evernote for Mac (o
You can easily save files in Evernote using the ScanSnap.

®Scan to Microsoft SharePoint
You can easily save files in SharePoint and Office Live using the ScanSnap.
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Bundled Software Overview

®Rack2-Filer V5.0 Trial Version
This application provides integrated management of digitalized paper documents
(electronic documents) and digital data created with computer, as if you are filing paper
documents in actual binders.
For details about the languages supported in Rack2-Filer, refer to Rack2-Filer
"Readme".

You can download the following software from the Setup DVD-ROM.

®SugarSync Manager for Windows ISugarSync Manager for

Mac (o

You can easily save files to your SugarSync folder using the ScanSnap.

®Dropbox for Windows IDropbox for Mac (ko
You can easily save files to your Dropbox folder using the ScanSnap.
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Installing in Windows

Installing in Windows

This section explains how to install the software in Windows.

B How to Install the Software

When you insert the Setup DVD-ROM into the DVD-ROM drive on your computer, the
[ScanSnap Setup] dialog box appears.

3 Scentinep Sctup [

Scansnap Scansnap
= e "o 1

welcame to the Scansnap Setup,
Readme Thank you for choosing the ScanSnap.

The foliowing softvrare can be installad:
- Scansnap Manager
Install Products - ScanSnap Organizer
- CardMinder
ABBRYY FineReader for ScanSnap

SO - EVEFOTE ;
S - Scan o Micresott SharePoint

The folinwing softweare can he dovenloaded:

Browse OVD Contents - Dropbosx
- SugarSync

when you have a problem with installation,
refer to [Troubleshooting {installation )] from

[Manwals].

Contact Us

Tridl Software
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Installing in Windows

The functions of each button in the [ScanSnap Setup] dialog box are as follows.

Button Function

Readme Displays the [Readme] dialog box where you can refer to the Readme file of
each software.

Install Products Displays the [Install Products] dialog box.
® [ScanSnap] button
Installs the following software:
- ScanSnap Manager
- ScanSnap Organizer
CardMinder
- ABBYY FineReader for ScanSnap
® [Dropbox] button
Opens the Dropbox for Windows download web page.
® [Evernote] button
Installs Evernote for Windows.
® [SugarSync] button
Opens the SugarSync Manager for Windows download web page.
® [Scan to Microsoft SharePoint] button
Installs Scan to Microsoft SharePoint.

Manuals Displays the [Manuals] dialog box where you can refer to the software
manuals including "Troubleshooting (installation)".

Browse DVD Contents Opens Windows Explorer to display the files from the DVD-ROM.

Contact Us Displays contact information for customer support.

Trial Software Displays the [Trial Software] dialog box.
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Installing in Windows

B ScanSnap Software

Install the following software:
® ScanSnap Manager
® ScanSnap Organizer
® CardMinder
® ABBYY FineReader for ScanSnap

The procedure is as follows.

1 = Turn on the computer and log on as a user with Administrator privileges.

2. Insert the Setup DVD-ROM into the DVD-ROM drive.

= The [ScanSnap Setup] dialog box appears.

HINT

If the [ScanSnap Setup] dialog box does not appear, double-click "ScanSnap.exe" in the Setup
DVD-ROM via Windows Explorer.

3. Click the [Install Products] button.

u Scantnap Sehup | | @
Scansnap Scansnap

g T o
SIS

welcame to the Scansnap Setp,
Readme Thank you for choosing the ScanSnap.

The tollowing saftware con be installed:
- ScanSnap Manager
Install Products - Scansnap Organizer
- CardMinder
AERYY FineReader for ScanSnap

Manuals - Evermote
i - Scan bo Microsott SharePoint

The falinwing software can he downlaaded:

Browse DVD Contents - Dropbox
- SugarSync

Contact Us When you have a problem with installation,
s refer to [Troubleshooting {installation )] from
[Manwals].

-

= The [Install Products] dialog box appears.

Trial Software
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Installing in Windows

4. Click the [ScanSnap] button.

3 testall Products [

Scansnap Scansnap

= = "

[ e =

Dropbos
EvErnote

Sugarbync

Scan to
Microsoft SharePoint

b Setup Menu @

= The [ScanSnap] dialog box appears, displaying the [Welcome to the InstallShield
Wizard for ScanSnap] screen.

5. Click the [Next] button.

= The [ScanSnap Setup] dialog box appears.

6. Read the message about anti-virus software, and click the [OK] button.

ScanSnap Setup ]

On rare oocasions, the installation may not be successful if an anti-virus
software g installed in your environment.
Inthat caze try installing without the anti-virus sofiwars runmng,

= The [Select Features] screen appears.
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Installing in Windows

7. Confirm the check boxes of the software you want to install are selected,
and click the [Next] button.

SconSnap ]
Select Features ﬁ

Sedent e aplions wan want b stall - %

Selact hefrarms pouwant b maell ard ceeslect the leatuss pow dooaok wart iorekal

i Cerdbinder | MH|
i AEETY FineRiaadar fon Scandnap [ WE)

| Geleear | Clesess
T () ||

ATTENTION

® The software will not be installed unless the check box is selected.

® Note that you must install ScanSnap Manager. Also, it is recommended to install all software in
order to utilize the features of the ScanSnap.

= The [Choose Destination Location] screen appears.

8. Confirm the destination folder, and then click the [Next] button.

= A confirmation about accepting the license agreement appears.

9. Read the "END-USER LICENSE AGREEMENT", select [l accept the terms

of the license agreement], and then click the [Next] button.
HINT

Depending on the number of the installed software, this step may be required more than once.

= The [Start Copying Files] screen appears.

1 O.Confirm the settings, and then click the [Next] button.

= Installation starts. When the installation is complete, the [About ScanSnap's Auto
Power OFF function] screen appears.
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Installing in Windows

1 1 .Read the explanation, and then click the [Next] button.

g
ScanSnap

Aboul Scanfnap's Aule Powes OFF funchion h

[
Whan bhe Sransnap s umed on cod left unised foe  boies. & sek b ikselt ot
adlomaticay.

The i unhl power-off can be chatped fom e [3eanbnan Manooer - Prefemnces|
WAL

To lum the Scentnap back on, pedoim one ol the folowng op=raton:
Press the [Sean] bkton

= Cmse the B0F peper chuls [cover] snd open & agen

= The "Install Complete" screen appears.

12.click the [Finish] button.

1 3.Remove the Setup DVD-ROM from the DVD-ROM drive.
ATTENTION

If the installation is not successfully completed, select [Manuals] - [Troubleshooting (installation)] in the
[ScanSnap Setup] dialog box, and refer to Troubleshooting (installation).
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B Dropbox for Windows

HINT
An Internet connection is required to install Dropbox for Windows.

The procedure is as follows.

1 = Turn on the computer and log on as a user with Administrator privileges.

2. Insert the Setup DVD-ROM into the DVD-ROM drive.

= The [ScanSnap Setup] dialog box appears.

HINT

If the [ScanSnap Setup] dialog box does not appear, double-click "ScanSnap.exe" in the Setup
DVD-ROM via Windows Explorer.

3. Click the [Install Products] button.

n Scantnap Sehap 1= | ﬁ
Scansnap Scansnap

[ - = -
IS T

Welcome to the Scansnap Setup,
Readme Thank you for choosing the ScanSnap.

The folinwing softvrare can be installed:
- SranSnap Manager
Install Products - Scansnap Organizer
- CardMinder
AERYY FineReader for ScanSnap

Manuals “EYEMULE.. ;
i - Scan o Microsott SharePoint

T The falinwing software can he downlaaded:
Browse OVD Contents - Dropbosx

- SugarSync

Contact Us when you have a prohlem with installation,
o refer to [Troubleshooting {installation )] from
[Manwals].

Trial Software

-

= The [Install Products] dialog box appears.
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4. Click the [Dropbox] button.

3 testall Products [

Scansnap Scansnap

IR F

G T
Dropbos
Evernote

Sugarbync

Scan to
Microsoft SharePoint

- Setup Menu ;

= A web browser starts up and the Dropbox for Windows download web page opens.
Download and install Dropbox for Windows.

5. When the installation is complete, remove the Setup DVD-ROM from the
DVD-ROM drive.
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B Evernote for Windows

The procedure is as follows.

1 . Turn on the computer and log on as a user with Administrator privileges.

2. Insert the Setup DVD-ROM into the DVD-ROM drive.

= The [ScanSnap Setup] dialog box appears.

HINT
If the [ScanSnap Setup] dialog box does not appear, double-click "ScanSnap.exe" in the Setup
DVD-ROM via Windows Explorer.

3. Click the [Install Products] button.

u Scanfnap Sehap [ I ﬁ

Scansnap Scansnap

= = "

o e =

Welcome to the Scansnap Setup,
Readme Thank you for choosing the ScanSnap.

The foliowing softvrare can be installed:
- Gransnap Manager
Install Products - ScanSnap Organizer
- CardMinder
ABBYY FineReader for ScanSnap

i - Evetnote :
S - Scan o Micresott SharePoint

e The foliowing software can he dovenloaded:
Hrowse DVHD Contents - Dropbox
- SugarSync
when you have a problem with installation,

refer to [Troubleshooting {installation )] from
[Manwals].

-

= The [Install Products] dialog box appears.

Contact Us

Trial Software
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4. Click the [Evernote] button.

3 testall Products [

Scansnap Scansnap

= = "

o e =
Dropbos
Evernote

Sugarbync

Scan to
Microsoft SharePoint

b Setup Menu @

= |nstallation starts.

5. Follow the instructions on the screen to continue with the installation.

6. Click the [Finish] button when the installation complete notification is

displayed.

7. Remove the Setup DVD-ROM from the DVD-ROM drive.
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B SugarSync Manager for Windows

HINT
An Internet connection is required to install SugarSync Manager for Windows.

The procedure is as follows.

1 = Turn on the computer and log on as a user with Administrator privileges.

2. Insert the Setup DVD-ROM into the DVD-ROM drive.

= The [ScanSnap Setup] dialog box appears.

HINT

If the [ScanSnap Setup] dialog box does not appear, double-click "ScanSnap.exe" in the Setup
DVD-ROM via Windows Explorer.

3. Click the [Install Products] button.

L3 ssonterg ity .

Scansnap Scansnap
= e "o 1

Welcome to the Scansnap Setup,
Readme Thank you for choosing the ScansSnap.

The fellowing software con be installed:
- SranSnap Manager
Install Products - ScanSnap Organizer
- CardMinder
ABRYY FineReader for ScanSnap

Manuals - Evernote ’
i - Scan o Micresott SharePoint

S The faliowing software can be downloaded:
Browse OYD Contents - Dropbog

- SugarSync

Contact Us when you have a problem with installation,
ST refer to [Troubleshooting {installatoni] from
[Manwals].

Tridl Software

=

= The [Install Products] dialog box appears.
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4. Click the [SugarSync] button.

3 testall Products [

Scansnap Scansnap

= = "

[ e =

Dropbos
EvErnote

Sugarbync

Scan to
Microsoft SharePoint

b Setup Menu @

= A web browser starts up and the SugarSync Manager for Windows download web
page opens.
Download and install SugarSync Manager for Windows.

5. When the installation is complete, remove the Setup DVD-ROM from the
DVD-ROM drive.
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B Scan to Microsoft SharePoint

The procedure is as follows.

HINT

For details about system requirements and notes on installation, refer to "Readme" of Scan to Microsoft
SharePoint. Click the [Scan to Microsoft SharePoint] button in the [Readme] dialog box to open the
Readme file.

1 = Turn on the computer and log on as a user with Administrator privileges.

2. Insert the Setup DVD-ROM into the DVD-ROM drive.

= The [ScanSnap Setup] dialog box appears.

HINT
If the [ScanSnap Setup] dialog box does not appear, double-click "ScanSnap.exe" in the Setup
DVD-ROM via Windows Explorer.

3. Click the [Install Products] button.

03 Seantnap Setip [

Scansnap Scansnap
= e " i

welcame to the Scansnap Setp,
Readme Thank you for choosing the ScanSnap.

The tollowing saftware con be installed:
- ScanSnap Manager
Install Products - Scansnap Organizer
- CardMinder
AERYY FineReader for ScanSnap

Manuals - Evermote
i - Scan bo Microsott SharePoint

The falinwing software can be downlaaded:

Browse DVD Contents - Dropbox
- SugarSync

When you have a prohlem with installation,
refer to [Troubleshooting {installation i1 from
[Manwals].

-

= The [Install Products] dialog box appears.

Contact Us

Trial Goftware
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4. Click the [Scan to Microsoft SharePoint] button.

3 testall Products [

Scansnap Scansnap

= = "

o e =
Dropbos
Evernote

Sugarbync

Scan to
Microsoft SharePoint

b Setup Menu @

= |nstallation starts.

5. Follow the instructions on the screen to continue with the installation.

6. Click the [Close] button when the installation complete notification is

displayed.

7. Remove the Setup DVD-ROM from the DVD-ROM drive.

HINT

For details about how to use Scan to Microsoft SharePoint, refer to the Scan to Microsoft SharePoint
User Guide. Click the [Scan to Microsoft SharePoint] button in the [Manuals] dialog box to open the Scan
to Microsoft SharePoint User Guide.
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B Trial Software

The procedure is as follows.

HINT

For details about system requirements and installation, refer to "Readme" of the trial version software.
Click on the name of the software in the [Trial Software] dialog box, then click the [Readme] button to
open the Readme file.

1 = Turn on the computer and log on as a user with Administrator privileges.

2. Insert the Setup DVD-ROM into the DVD-ROM drive.

= The [ScanSnap Setup] dialog box appears.

HINT
If the [ScanSnap Setup] dialog box does not appear, double-click "ScanSnap.exe" in the Setup
DVD-ROM via Windows Explorer.

3. Click the [Trial Software] button.

03 Seantnap Setip [

Scansnap Scansnap
= e " i

welcame to the Scansnap Setp,
Readme Thank you for choosing the ScanSnap.

The tollowing saftware con be installed:
- ScanSnap Manager
Install Products - Scansnap Organizer
- CardMinder
AERYY FineReader for ScanSnap

Manuals - Evermote
i - Scan bo Microsott SharePoint

The falinwing software can be downlaaded:

Browse DVD Contents - Dropbox
- SugarSync

When you have a prohlem with installation,
refer to [Troubleshooting {installation i1 from
[Manwals].

-

= The [Trial Software] dialog box appears.

Contact Us

Trial Goftware
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4. Click the button of the trial software you want to install.

il Scanfirap Setup =i i

Scansnap Trial Software

Rack?-Filer Select a trial solvare.

ABRBYY

, e =
REEIEanttotine:. * Read the conditions of use for each

sottware carefully. You may use the tnal
softwara anly whan wou have fully agreed to
the conditions of use. Note that we cannot
provids any support oF guaranbes regarding
thasa trnial version softyeare, For information
about the products and how Lo purchase
tham, please check the website of the
marufacturer and contact them directly.

e Setup Menu

= The setup dialog box of the trial software appears (e.g. [Rack2-Filer Setup]).

5. Click the [Install Product] button.

= |nstallation starts.

6. Follow the instructions on the screen to complete the installation.

7. Click the [Finish] button when the installation complete notification is

displayed.

8. Remove the Setup DVD-ROM from the DVD-ROM drive.
HINT

For details about how to use trial versions of the software, refer to the software manual. Click the
[Manuals] button in the setup dialog box of the trial software to open the manual.
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Installing in Mac OS

This section explains how to install the software in Mac OS.

B How to Install the Software

When you insert the Setup DVD-ROM into the DVD-ROM drive on your computer, the

[ScanSnap] window appears.

- Malal w SeanSnap
)< 5 tema =1 .
Scansnap "
Scan3nap Other Sofware
1 »
L] o
Readme Troublashoating

[installation)

D

Dperator's Guide

The functions of each icon in the [ScanSnap] window are as follows.

Icon

Function

ScanSnap

Installs the following software:

® ScanSnap Manager

® ABBYY FineReader for ScanSnap
® Cardiris

Other Software

Displays the [Other Software] window.
® [Dropbox] icon
Opens the Dropbox for Mac download web page.
® [Evernote] icon
Installs Evernote for Mac.
® [SugarSync] icon
Opens the SugarSync Manager for Mac download web page.

Readme

Displays the Readme file.

Troubleshooting (installation)

Displays "Troubleshooting (installation)".

Operator's Guide

Displays this manual.
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B ScanSnap Software

Install the following software:

® ScanSnap Manager
® ABBYY FineReader for ScanSnap

® Cardiris

The procedure is as follows.

1 . Turn on the computer and log in as a user with Administrator privileges.

2. Insert the Setup DVD-ROM into the DVD-ROM drive.

= The [ScanSnap] window appears.

3. Double-click the [ScanSnap] icon.

- Malal w ScanSnap
o~ Fitems —1
ol sy Scasirs— -‘ i
Scansnap Othar Sofvware
L i
L
'
Readme Troubleshoaoting

[inskallation)

Cperator's Guide

= A confirmation message appears.
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4. Click the [Continue] button.

: This package will run a program to
*‘ determine if the software can be installed.

i

To keef your com puter secure, you shouid only run
programs or install software from a trusted source. if
you're not sure ahout this software's source, chick
Langel to 5100 the pragram and the |nstaliatkan,

= The [Install ScanSnap] window appears, displaying the [Welcome to the ScanSnap
Installer] screen.

5. Click the [Continue] button.

= The [Important Information] screen appears.

6. Read [Important Information], and then click the [Continue] button.

= The [Software License Agreement] screen appears.

7. Read the "END-USER LICENSE AGREEMENT", and click the [Continue]
button.

= A confirmation message appears.

8. To accept the license agreement, click the [Agree] button.

To continue installing the software you must agree to the terms
of the software license agresment.

Click Agree to continue or click Disagree to cancel the installation
and quit the Instalier

Paad Liteuse | Pisagree. QL iAgme

= The [Cardiris License] screen appears.

9. Scroll down and read the "I.R.l.S. License Agreement” to the end, and

then click the [Continue] button.

= A confirmation message appears.
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1 O.To accept the license agreement, click the [Agree] button.

W
¥
- —
-

To continue installing the sofiware you must
agree 1o the terms of the software license
agresment.

Click Agree ta cofbinue or dick Disagres to cancel the |
Instafinkan and quit the Inscaller,

Read License | Disagree_ !

= The [Standard Install on "disk name"] screen appears.

11 .cClick the [Install] button.

¢ Install ScanSnap

8 Introduction

o Read Me

© License

& Cardiris License

i Destination Selace

£ Insal lavign Typa
s taliateo

B AhSEEEHE R
Airte Bermer OFF
f;

funr.nn

& S UMy

Standard Inszall on -

This will rake B of space on your computer.

Click Install to perform a standard installation of
this software on the disk " !

Change Install Location.,

Customize | GoBack

HINT

® To install only ScanSnap Manager, clear the [ABBYY FineReader for ScanSnap] and [Cardiris]
checkboxes in the [Custom install on "disk name"] screen which is displayed by clicking the

[Customize] button.

® ABBYY FineReader for ScanSnap or Cardiris cannot be installed on its own.

= An authentication window appears.

1 2.Enter the user name and password for a user with Administrator
privileges, and click the [Install Software] button ([OK] on Mac OS X

v10.6 or earlier).

= The [About ScanSnap's Auto Power OFF function] screen appears.
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1 3.Read the explanation, and then click the [Continue] button.

- NaNz

& Introduction

1t Read Me

B Litensa

i Cardinis License
B Destination Seloct
£ Instaliation Type
3 !ns:alhllinn

14 About ScanSnap's

Awuto Power OFF

& SuMNmary

4 Install ScanSnap

About ScanSaap's Aute Power OFF function

When the ScanSmap is twrned on and left unused for 4 hours,
it will twrn itself off automatically

The time untll power-off can be changed from the [Scanfnap
Manager — Preferences] window,

Ta turn the ScanSnap back on, perform one of the following
"_'lpETitIGﬂ S

- Press the [Scan] bution

— Clase the ADF paper chute (cover) and open it again

it

= The message "The installation was successful." appears on the screen.

1 4.Click the [Close] button.

1 5.Remove the Setup DVD-ROM from the DVD-ROM drive.
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B Dropbox for Mac

HINT
An Internet connection is required to install Dropbox for Mac.

The procedure is as follows.

1 . Turn on the computer and log in as a user with Administrator privileges.

2. Insert the Setup DVD-ROM into the DVD-ROM drive.
= The [ScanSnap] window appears.

3. Double-click the [Other Software] icon.

w ScanSnap

Sitems

ann

Scansnap i

Scansagp

' o
Troubleshoaoting

Readme
[inskallation)

2

v

Cperator's Guide

= The [Other Software] window appears.
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4. Double-click the [Dropbox] icon.

[~ NaNz] [ Other Softears
| » 3 erns

. @
¥ i

Evernole SUGATSYC

= A web browser starts up and the Dropbox for Mac download web page opens.
Download and install Dropbox for Mac.

5. When the installation is complete, remove the Setup DVD-ROM from the
DVD-ROM drive.
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B Evernote for Mac

The procedure is as follows.

1 = Turn on the computer and log in as a user with Administrator privileges.

2. Insert the Setup DVD-ROM into the DVD-ROM drive.

= The [ScanSnap] window appears.

3. Double-click the [Other Software] icon.

- Malal w Seansnap

k. 5 fterms = .

Scansnap v

Scan3nEp Other Software

'

Readme Troublashooting
e i (installation)

P

Ciperator's Guide

= The [Other Software] window appears.
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4. Double-click the [Evernote] icon.

aco

[ Other Softears

3 ernis

Evernole

= A confirmation message appears.

5. To accept the license agreement, click the [Agree] button.

Ewarnnts

IMPORTANT - Read this
Licenge Agreerment carefully
before clicking on the
“Agree” utton. By clicking
oft the “Agrec” Duttan, you
aofee 1o be bound by 1he
tarmu of the License
Agrooment,

Evemaoie Carparation
SOFTWARE LICENSE AND SERVICE AGREEMENT

Wielcoms 0 Evarnote Corporaton ("WE® ar “Evernote Carporatian®). We
provide the safware (he “SofwanT] end 3endces (Ine "Serces)
available at our Wab sile [the “Sie”) hipwsww evermnoicom or hnp
preview evamaie.com o YOU (“you® or "Licensee").

Thie Gottware you seek 1o download andior inatal i3 eensod anly on the
cardiian that YOU agroe wiih BEvarmate COorporatan 1o be legaly bound
by this Software License and Service Agreemant ("Agreemsant) which
sets forth the tems and conditions upan which the partes agree &s they
permaln i the leensing of Evamoe Sofware and usape of Evemabe
Sorvdas. Ploase read tham carelully balore using this Safware and
Services. Should you have any guestons concaming this Agreement
pleEse contact Evermnate Carporaton vis e-mall at
camplianceBevérneie com

F ¥YOU AGREE TO BE BOUND BY THE TEAMS OF THIS AGREEMENT,
CLICK O THE "AGREE™ BUTTON AT THE BOTTOM OF THIS PAGE AT

LA L TILAS TLAC s s D AL | CumiAR |l e T A S )

Print Sawve...

= A window to start installing Evernote for Mac appears.
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6. Drag the [Evernote] icon onto the [Applications] icon.

__| Evmrnote
o e —
il
" ' B MAC
| R LY
b —

> pr S ety
o install Evernote, drag the wan }'.- -U.'-:',

bo your Anpdcatices faldar ?
EvBroE Applicatinng

= Evernote for Mac is copied into the [Applications] folder.

7 . When the copying is finished, drag the Evernote icon on the desktop into
the Trash.

8. Remove the Setup DVD-ROM from the DVD-ROM drive.

ATTENTION

® If the installation is not successfully completed, select [Troubleshooting (installation)] in the
[ScanSnap] window and refer to Troubleshooting (installation).

® When using Mac OS X v10.7, you need to update to the latest version (3.0 or later) after you
installed Evernote for Mac.

9. Prepare for the linkage with Evernote.

Start up Evernote and create a new Notebook.
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B SugarSync Manager for Mac

HINT
An Internet connection is required to install SugarSync Manager for Mac.

The procedure is as follows.

1 = Turn on the computer and log in as a user with Administrator privileges.

2. Insert the Setup DVD-ROM into the DVD-ROM drive.

= The [ScanSnap] window appears.

3. Double-click the [Other Software] icon.

- Malal w ScanSnap

>~ S-items = r—

Scansnap

Readme Troubleshoaoting
f i [inskallation)

v

Cperator's Guide

= The [Other Software] window appears.
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4. Double-click the [SugarSync] icon.

[~ NaNz] [ Other Softears
| » 3 erns

(@ o
% ¢

Drophax Evernole

= A web browser starts up and the SugarSync Manager for Mac download web page
opens.
Download and install SugarSync Manager for Mac.

5. When the installation is complete, remove the Setup DVD-ROM from the
DVD-ROM drive.
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Using the ScanSnap (for Windows Users)

AN NN NN NN

This chapter explains how to perform scanning, configure scan settings, add, change or
delete profiles, as well as various scanner functions and uses.

ScanSnap Manager lconand Operations ... ........ ... ... ... i, 70
Howto Performa Scan . ... ... ... 74
Configuring ScanSnap Manager . . . ... e 86
ACHONS . . oo 109
Cloud Services. . . ... 186
ScanSnap Folder Operations. . . ... 232
Using the ScanSnap in Various Ways . . ... ... . i 240
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ScanSnap Manager Icon and Operations

All operations on the ScanSnap are managed in ScanSnap Manager.

The ScanSnap Manager icon automatically appears on the taskbar when Windows starts up.
The ScanSnap Manager icon indicates whether or not ScanSnap Manager is successfully
communicating with the ScanSnap. The appearance of the icon changes according to the
communication status as shown below.

This guide uses examples of power cable connection.

Status ScanSnap Manager icon

Power cable connection

()

.\l'\"-\.
Communicatin
unicating USB bus power cable connection

Not communicating

1 J0

A menu appears when you click the ScanSnap Manager icon.
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B Right-Click Menu

This menu appears when you right-click the ScanSnap Manager icon @

Duplex Scan

Simplex Scan

Scan Button Settings...

Profile Management...
ScanSnap Folder Settings...
Show scanning results
Check consumable status...

Help 3

Exit

5 < Right-click

Item

Function

Duplex Scan

Scans both sides of the document. Follows the settings configured in [Scan
Button Settings].

Simplex Scan

Scans only one side of the document. Follows the settings configured in [Scan
Button Settings].

Scan Button Settings

Displays the ScanSnap setup dialog box.
You can configure the scan settings in this dialog box.
= "How to Configure Scan Settings" (page 89)

Profile Management

Displays the [ScanSnap Manager - Profile Management] dialog box.

You cannot select [Profile Management] when the [Use Quick Menu] check box
is selected in the ScanSnap setup dialog box.

= "Profile Management" (page 93)

ScanSnap Folder
Settings

Displays the ScanSnap setup dialog box.
You can configure the scan settings for using ScanSnap Folder in this dialog box.
= "How to Configure Scan Settings" (page 233)

Show scanning
results

After scanning is completed, a message appears to inform you whether blank
pages are removed or the image is rotated.

SeanSnag Manager =
'ﬁ' Sean reauls are @s follows

Blank page rarmowal (Hao
Im=ge Fotsban Mo

T

Check consumable
status

Displays the [ScanSnap Manager - Check consumable status] dialog box.
You can reset the consumable counters after replacing the consumables.
= "Consumables" (page 451)
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Item Function
Help Displays the following menu:
® Help
Opens the ScanSnap Manager Help.
® Troubleshooting
Displays [Troubleshooting] in the ScanSnap Manager Help.
® ScanSnap Portal Site
Opens the ScanSnap global homepage (http://scansnap.fujitsu.com/).
® About ScanSnap Manager
Displays the [ScanSnap Manager - Version Information] dialog box.
® Preferences
Displays the [ScanSnap Manager - Preferences] dialog box.
® Online Update
Displays the [ScanSnap Manager - Online Update] dialog box (page 466).
To establish Displayed when ScanSnap Manager is not communicating with the ScanSnap
connection correctly.
Exit Exits ScanSnap Manager.

= "Finishing ScanSnap Operation" (page 85)

72


http://scansnap.fujitsu.com/

ScanSnap Manager Icon and Operations (for Windows Users)

B Left-Click Menu

-
This menu appears when you left-click the ScanSnap Manager icon @
Available profiles are displayed in the Left-Click Menu.

Frofile
|- _'Ti Scandardl
T Caitinar
:‘Jh Seerchislis PO
4
| Scemto Foldér
=5 Soen tu E-rrwil
| #=%: Scen ko Bt
[ f Rexk2-Fiks
a‘ Scan to Baemiote [Docurne ni]
_3: Soma to Bvernote [Mote)
T 4

\.:f*_:m tu Bocgle Docs The

L# AETYY Scan ko Wond

[-'jl'umw'mnm Frl 2
Lﬂ_-’ns EVY Sran oo Pl it R 4— Left-click

Left-Click Menu example

Select a profile in the Left-Click Menu before you perform scanning. Documents are scanned
according to the scan settings of the selected profile.

For details about how to add, change or delete profiles, refer to "Profile Management" (page
93).

HINT
® To enable the Left-Click Menu, clear the [Use Quick Menu] check box in the ScanSnap setup dialog
box. The Left-Click Menu does not appear when this check box is selected.
® Profiles configured for the following scanner models will be carried over to ScanSnap S1300i if the
computer is the same:
- ScanSnap S1500
- ScanSnap S1500M
- ScanSnap S1300
- ScanSnap S1100
- ScanSnap S510
- ScanSnap S300
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How to Perform a Scan

This section explains how to perform scanning with the ScanSnap.

B Preparation

1 = Turn on the computer.

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

A e TR

s e gl
e

HINT

® |f the ScanSnap Manager icon @ is not displayed, select [Start] menu - [All Programs] =
[ScanSnap Manager] = [ScanSnap Manager] to start up ScanSnap Manager. Normally,

ScanSnap Manager is registered under [Startup] when installed so its icon @ is displayed on
the taskbar when Windows starts.
® \When ScanSnap Manager is not registered under [Startup], register ScanSnap Manager in the
following procedure:
1. Select [Help] = [Preferences] in the Right-Click Menu.
= The [ScanSnap Manager - Preferences] dialog box appears.
2. In the [Auto Startup] tab, select the [Start up ScanSnap Manager when you log on] check

box.

2. Open the ADF paper chute (cover) of the ScanSnap to turn the power on.

ADF paper chute
(cover)

=y
= The ScanSnap Manager icon changes from @ to @

HINT

There may be a slight delay before the ScanSnap Manager icon changes to @ depending on your
computer's performance, operating environment and load such as when multiple programs are
running at the same time.
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There are two ways to perform scanning, either with the Quick Menu or without using the
Quick Menu. For details, refer to the following:

® Using the Quick Menu (= page 75)

® WVithout Using the Quick Menu (- page 81)

HINT
ScanSnap Folder can also be used to scan documents. For details, refer to "ScanSnap Folder Operations"
(page 232).

B Using the Quick Menu

The following explains the procedure for scanning by using the Quick Menu.

1 = Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).
= The ScanSnap setup dialog box appears.

2. Select the [Use Quick Menu] check box.

[ ==
SCcansnap
Cofor meoee Sosroes
Recommended | | SmallFle || Hghoeeby || Cusomize
Dl ] ok ||  Gancel Aaply |
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3. Click one of the profile buttons.

=
SCcansnap
Colon meaoe Sosnner
SHze Cluick Menu
(_meconmenges | [ SmaiFis | | Hgnowiy | [ Cusomes )
Detail ] ok ||  Gancel Aaply |

Profile Button

Profile Button

Description

[Recommended] button

Settings are [Automatic resolution] for [Image quality] in the [Scanning]
tab in the ScanSnap setup dialog box and default for other settings.

It is recommended that you select this button when you want to scan
documents in optimum quality suitable for the paper size of the
document.

[Small File] button

Settings are [Normal] (Color/Gray: 150 dpi, B&W: 300 dpi) for [Image
quality] in the [Scanning] tab in the ScanSnap setup dialog box and
default for other settings.

It is recommended that you select this button when you want to reduce
the file size.

[High Quality] button

Settings are [Best] (Color/Gray: 300 dpi, B&W: 600 dpi) for [Image
quality] in the [Scanning] tab in the ScanSnap setup dialog box and
default for other settings.

It is recommended that you select this button when you want to scan
documents in high quality.

[Customize] button

Default settings are the same as the [Recommended] settings.
Scan settings can be changed depending on your scanning purpose.

HINT

® The [Small File] button is selected in default.
® For details about the default settings when using the Quick Menu, refer to the ScanSnap Manager

Help.

® You cannot change the settings for the [Recommended], [Small File], and [High Quality] buttons. If
you change any of these settings, the profile automatically switches to [Customize].
For details about how to change scan settings, refer to "How to Configure Scan Settings" (page

89).

4. Click the [OK] button

to close the ScanSnap setup dialog box.

5. Load a document in the ScanSnap.

For details about how to

load documents, refer to "How to Load Documents” (page 33).
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6. Press the [Scan] button on the ScanSnap to start a scan.

HINT

® The [Scan] button setting is [Duplex Scan (Double-sided)] in default. Note that you can switch the
[Scan] button setting to [Simplex Scan (Single-sided)] in ScanSnap Manager.
For more details, refer to "Scanning Only One Side of a Document" (page 240).

® You can also start scanning from the Right-Click Menu.
For more details, refer to "Right-Click Menu" (page 71).

ATTENTION

® Do not connect or disconnect the ScanSnap and other USB devices during scanning.
® Do not close the ADF paper chute (cover) during scanning.
® Do not switch users during scanning. Doing so will cancel scanning.

= The [Scan] button on the ScanSnap flashes in blue throughout the scan.
The [ScanSnap Manager - Image scanning and file saving] dialog box appears.

Scaninap Manager - Image scanning and file saving. E
o '
et Szanning image..
Quick Menu (Rerammended]
Applestion =
Irmage qualiby: Auatometic resolubon
Color mods: Burto color detechon
Leanning scde: Dheplex Scan
Fibe formak PLF {Compression reted )
Haper size: Automebic det=chion
Cther Skep blerk page Polabon
Saved: 0 pages | 0 sheets)
i | Step
h

= The Quick Menu appears when the scanning is completed.
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7. In the Quick Menu, click the icon of the application to link with ScanSnap

Manager.

Scoansnap

1 Fage 11

@
Sean i Bcaninap Scar o
Crgarizst

Hean 1o Metins iz

.
W

Sean 1o Sug

"

CardMinder
B &
zria Oropsex Sean 1o Evemcle

m 3can b Exce ean SCAn Scan 10 Ficiura
Folgst

J

() Ehow Datake

Appiizations fo ShowHide ¥

= The selected application starts up.

HINT

® To specify which applications to display/hide in the Quick Menu, or change the display order of
the applications, refer to "Quick Menu Settings" (page 86).

® To select an application to link with ScanSnap Manager before scanning, refer to "Without Using
the Quick Menu" (page 81).

Application

Description

Scan to ScanSnap

Displays the [ScanSnap Organizer] dialog box.

I,fir Organizer (*1) Saves the scanned images in a folder specified in ScanSnap
Organizer.
For details about how to operate ScanSnap Organizer, refer to the
ScanSnap Organizer User's Guide.
. Scan to Displays the [CardMinder] dialog box.
m CardMinder (*2) Saves the scanned images to CardMinder.

For details about how to continue the process after you select this
item, refer to "Storing Business Cards in CardMinder" (page 152).

Scan to Folder

Displays the [Scan to Folder] dialog box.

You can specify the destination folder to save the scanned images.
For details about how to continue the process after you select this
item, refer to "Saving Data in a Specified Folder" (page 110).

Scan to E-mail

Displays the [Scan to E-mail] dialog box.

Attaches the scanned images to an e-mail message.

For details about how to continue the process after you select this
item, refer to "Attaching Files to E-Mail" (page 117).

Scan to Print

Displays the [Scan to Print] dialog box.

Prints out the scanned images with a specified printer.

For details about how to continue the process after you select this
item, refer to "Using the ScanSnap as a Copy Machine" (page 128).
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Application

Description

o)

Scan to Rack2-
Filer (*3)

Creates a PDF file from the scanned image data and saves the file in a
Rack2-Filer binder.

For details about how to continue the process after you select this
item, refer to "Saving to Rack2-Filer" (page 169).

Scan to Mobile
(*4)

Displays the [Scan to Mobile] dialog box.

You can save the scanned images to a mobile device.

For details about how to continue the process after you select this
item, refer to "Saving Data to a Mobile Device" (page 175).

Scan to Dropbox
(*5)

You can save scanned images to your Dropbox folder.
For details about how to continue the process after you select this
item, refer to "Saving Data to Your Dropbox Folder" (page 187).

Scan to Evernote
(Document) (*6)

You can save PDF files created from the scanned images to Evernote.
For details about how to continue the process after you select this
item, refer to "Saving Documents to Evernote" (page 194).

Scan to Evernote
(Note) (*6)

You can save JPEG files created from the scanned images to
Evernote.

For details about how to continue the process after you select this
item, refer to "Saving Handwritten Notes to Evernote" (page 201).

Scan to Google
Docs(TM) (*4)

You can save PDF files created from the scanned images to Google
Docs.

For details about how to continue the process after you select this
item, refer to "Saving Documents to Google Docs" (page 206).

Scan to Salesforce

You can post scanned images to Salesforce Chatter.

Chatter (*4) For details about how to continue the process after you select this
item, refer to "Posting to Salesforce Chatter" (page 215).
Scan to SugarSync | You can save scanned images to your SugarSync folder.

(7)

For details about how to continue the process after you select this
item, refer to "Saving Data to Your SugarSync Folder" (page 225).

Scan to Word (*8)

Creates a Word file by converting the scanned images into text data.
For details about how to continue the process after you select this
item, refer to "Converting into Word/Excel/PowerPoint Documents”
(page 142).

Scan to Excel (*8)

Creates an Excel file by converting the scanned images into text data.
For details about how to continue the process after you select this
item, refer to "Converting into Word/Excel/PowerPoint Documents"
(page 142).

Scan to
PowerPoint(R) (*8)

Creates a PowerPoint file by converting the scanned images into text
data.

For details about how to continue the process after you select this
item, refer to "Converting into Word/Excel/PowerPoint Documents"
(page 142).

o=

Scan to SharePoint
(*9)

Saves the scanned images in SharePoint or Office Live.
For details about how to continue the process after you select this
item, refer to "Saving Data in SharePoint" (page 158).
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Application Description
' Scan to Picture Displays the [Scan to Picture Folder] dialog box.
s ' Folder Saves JPEG files created from the scanned images in your Pictures
B folder.

For details about how to continue the process after you select this
item, refer to "Saving Files to Picture Folder" (page 135).

*1
*2
*3

*4

*5
*6
*7
*8
*9

HINT

: Displayed when ScanSnap Organizer is installed.

: Displayed when CardMinder is installed.

: Displayed when Rack2-Filer trial version (bundled with the ScanSnap) or Rack2-Filer (V5.0 or
later recommended/bundled model or sold separately) is installed.

: Displayed when .NET Framework 3.0 is installed.
Note that .NET Framework 3.0 is also included in .NET Framework 3.5 (SP1 or later).
It is recommended that you use .NET Framework 3.5 (SP1 or later) by updating Windows.
If NET Framework 4 or later is already installed, you need to install .NET Framework 3.0
separately because .NET Framework 3.0 is not included in .NET Framework 4 or later
version.

: Displayed when Dropbox for Windows 1.1.45 or later is installed.

: Displayed when Evernote for Windows 3.5 or later is installed.

: Displayed when SugarSync Manager for Windows 1.9.28 or later is installed.

: Displayed when ABBYY FineReader for ScanSnap is installed.

: Displayed when Scan to Microsoft SharePoint is installed.

® The output image may slightly differ from the original document in size.

® Performing a scan by pressing the [Scan] button on the ScanSnap while one of the following
applications is active (with its window brought to front and selected on taskbar) automatically
starts the linkage between ScanSnap Manager and the application:

ScanSnap Organizer

CardMinder (links with ScanSnap Manager only when the document is of business card size)
Rack2-Filer trial version (bundled with the ScanSnap) or Rack2-Filer (V5.0 or later
recommended/bundled model or sold separately)

Scan to Mobile

For details about automatic linkage, refer to "Automatic Linkage with Applications" (page 102).

ATTENTION

® You cannot start scanning when the Quick Menu is displayed. Either select an icon from the Quick
Menu and finish the process, or close the Quick Menu before you perform the next scan.

® Do not move, delete, or rename the scanned image in other applications when the Quick Menu is
displayed.
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B Without Using the Quick Menu

The following explains the procedure for scanning without using the Quick Menu.

1 . Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).
= The ScanSnap setup dialog box appears.

2. Clear the [Use Quick Menu] check box.

[ s
Scansn3p
Colar maoe Soanmer
-
_I'_.g .|..|.|_|_|£|122£-|__I | Smiakl Fils | Hi .|__'-||. il | |_:'_1 Standard -
 Dietail ] ok || Cancel Soply |
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3. Select a profile.
Select a profile from either of the following:

® [Profile] drop-down list

&S
Cofor fmaoe &'-;-"r:lcvr‘lr‘!c‘v—J
_ Llse Qick M=oy Frofile
FiscnimitnEnché | | SmiaklFils : Higgkr Duehiy | | 3 Standard -
| Dewil_v] Ok | [ Gancel || épply |

® |eft-Click Menu

7‘: ofil=

Standard

4 )
-4
e

L}

JT] cordvingier

-,'_':tl" Searchzblz POF

’ I Scan to Falder
’?- Gran to E-mail

Li Scan to Print

..'i Rack2-Filer

E Scanto Bvemote (Document]
E Sean to Evemote (Note)

=4 G
! Sean to Google DocsT)

ki— ABEYY Scan to Woid
E%] LBRYY Scan to Excel

%AEBW Sean bo PowerBant(R)
e — J

4. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).
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5. Press the [Scan] button on the ScanSnap to start a scan.

HINT

® The [Scan] button setting is [Duplex Scan (Double-sided)] in default. Note that you can switch the
[Scan] button setting to [Simplex Scan (Single-sided)] in ScanSnap Manager.
For more details, refer to "Scanning Only One Side of a Document" (page 240).

® You can also start scanning from the Right-Click Menu.
For more details, refer to "Right-Click Menu" (page 71).

ATTENTION

® Do not connect or disconnect the ScanSnap and other USB devices during scanning.
® Do not close the ADF paper chute (cover) during scanning.

® Do not switch users during scanning. Doing so will cancel scanning.

= The [Scan] button on the ScanSnap flashes in blue throughout the scan.
The [ScanSnap Manager - Image scanning and file saving] dialog box appears.

Scansnap Manager - Emage scanning and file seang &r
(B3 o s
] Stanning image,
Skandard
Apphication: ScanSanp Crganmer
Image quality: Automatic reselution
Color mode: HAuto calor deteciicn
Scanning side Duplex Scan
Fit= Formet PEF {Compr=ssion rate3)
Pap=r sz Automatic detection
Oth=r: Skip bl=rk page, Rotetion
Zaved: Opagesi O sheets) |
Tl | Stop

= The application specified for the selected profile starts up.

HINT

® To select an application to link with ScanSnap Manager in the Quick Menu after scanning is
completed, refer to "Using the Quick Menu" (page 75).

® \When the [Set the marked text as a keyword for the PDF file] or the [Convert to Searchable PDF]
check box is selected in the [File option] tab, the application starts after text recognition has been
performed on the scanned image.
A dialog box showing the text recognition progress appears.

® By default, documents are scanned with the following settings: [Image quality: Normal] and [Color
mode: Auto color detection].
For details about how to change scan settings, refer to "How to Configure Scan Settings" (page
89).

® The application that starts after scanning varies depending on what is selected in the [Application]
tab in the ScanSnap setup dialog box. For details, refer to ScanSnap Manager Help.

® The output image may slightly differ from the original document in size.

® \When ScanSnap Organizer, CardMinder or Rack2-Filer becomes active (with the application’s
dialog box brought to front and selected on taskbar), performing a scan by pressing the [Scan]
button automatically starts the linkage between ScanSnap Manager and the active application.
- ScanSnap Organizer
- CardMinder (links with ScanSnap Manager only when the document is of business card size)
- Displayed when Rack2-Filer trial version (bundled with the ScanSnap) or Rack2-Filer (V5.0 or

later recommended/bundled model or sold separately) is installed.

- Scan to Mobile
For details about automatic linkage, refer to "Automatic Linkage with Applications" (page 102).
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B Stopping the Scan

You can stop a scan in progress in case you are scanning a wrong document or the wrong

side of a document.

Stop the scan in the following procedure:

1. Click the [Stop] button in the [ScanSnap Manager - Image scanning and

file saving] dialog box which appears during scanning.

ScanSrap Manager - image scanning and ﬁlcwn’ngl ﬁ

= o
Ef Scanning invage.,

»’-'lpphr.nl:u:m

Fite format:
Faper size:
Oher:

Quick Menu (Recommended)

Imiag e qualiby:
Color mode
Seanmng side

Saved:

Avtornatc resolution
Auto color detechon
DUPIEIEIEEH

POF (Compresson rate-d |
Automatic detechion

Skip biank page, Roksation

0 pages { O shestc)

HINT

Remove all documents from the ScanSnap after stopping the scan.
For details about how to remove documents, refer to "Troubleshooting" in the ScanSnap Manager

Help.

= The following dialog box appears when the scanning stops.

Scaninap Mansger - Message

[ To conkinoe

& Tocencel

l There is na paper in the ADF paper chute {rover)

Load the document in the A0F paper chute {oover) comrectly,

Lead the document in the ADF paper chute [cever], aod dick the
[Continue Scanningl button or press the [5oan] buthen on the ScanSnap.

Click the [uit] button.

[Maine]

Troubleshacting @

0 pages | 0 shiets) Last pate sayed

Continue Scanning it

2. Click the [Quit] button.

To continue scanning, click the [Continue Scanning] button or press the [Scan] button
on the ScanSnap after loading another document in the ScanSnap.
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B Finishing ScanSnap Operation

Exiting ScanSnap Manager
Select [Exit] from the Right-Click Menu.
Normally, you do not have to exit ScanSnap Manager.

HINT

You cannot use the ScanSnap after exiting ScanSnap Manager.

Select [Start] menu = [All Programs] - [ScanSnap Manager] - [ScanSnap Manager] to start up
ScanSnap Manager when you want to use the ScanSnap.

Disconnecting the ScanSnap

1 . Close the ADF paper chute (cover) to turn off the ScanSnap.

= The ScanSnap Manager icon on the taskbar changes from @ to @

2. Unplug the USB cable from the computer.

3. Unplug the power cable or the USB bus power cable from the AC outlet

or the computer.

HINT

The ScanSnap does not have a power switch and is turned ON/OFF in conjunction with the
computer's power. The ScanSnap can also be automatically turned ON/OFF by opening or closing
the ADF paper chute (cover).
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Configuring ScanSnap Manager

This section explains how to specify which applications to display in the Quick Menu, set scan
settings, how to add, change and delete profiles, automatic linkage with applications,
scanning progress status, and dialog boxes displayed during scanning.

B Quick Menu Settings

You can specify which applications to display or hide in the Quick Menu, as well as change
the display order of the applications in the following procedure.

1 . Click [Applications to Show/Hide] in the Quick Menu.

For details about how to display the Quick Menu, refer to "Using the Quick Menu" (page
75).
Scansnap
1 Fage 11

(;‘TY £ = :'.' = -j %

Sean i Bcaninap Sear o Scan o Foider czn b E-mail Bcan fa Priml 3cznfa
Cingariz=n CardMinder Rack2-Fitst

R £
A
o fiahie Srcan o Evemncle  Sicanto Bvernatz ra a l"".'l
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Soan 10 5ug SN 1 Exe +0T 0 SCEM T Sean 10 Ploura
PowerPainti=) sharsP o Foloesr

[;,' B Datak: (t'mljif--'iil-l'rﬂ: i ShoHide {G)

= The [Applications to Show/Hide] dialog box appears.
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2. Specify which applications to display in the Quick Menu.

®Showing or Hiding Application Icons
The icons of the applications listed under [Show] are displayed in the Quick Menu.
When you select an application in [Show] and click the [Remove] button, the application
is moved to [Hide]. Likewise, when you select an application in [Hide] and click the [Add]
button, the application is moved to [Show].
To display all the applications in the Quick Menu, click the [Restore Default] button.

Applications to ShowHide

~
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B Scan 1o PowerPoimtE)
'L&.-Sr.\nn in Excel

1 Boan 1o ShareFaint
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£ Scanto Croplas |
& Scan 0 Evemole ([Dooumen
M San to Evemncte (Mote)

#Scanto Gongle Docs(TM] -
e e e |

(=]

| 5] 3 Cancel

®Display Order of Applications
Application icons are displayed in the Quick Menu in the same order as they are listed in

[Show].

You can change the display order of an application by selecting an application in [Show]
and clicking either the [Up] or [Down] button.
To restore the default display order of the applications displayed in the Quick Menu,
click the [Restore Default] button.

Appikcations to ShowHide
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The applications are displayed in the order shown below in the Quick Menu and in
[Show] of the [Applications to Show/Hide] dialog box.

Applications to Shew/Hide

Scansnap

Hide:
b Soan 1o PowerPoint(R)
M Gean 1o Excel
~ Boan 10 SharaPoint
I Sean fo Piciure Felder

Showe
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Scan o i olfie
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Sicen i E e Docime it
Stcan to Evdncie (Mate)
“5ca
.

Festore Default J Ok i Carncel I

3. Click the [OK] button to close the [Applications to Show/Hide] dialog
box.

= The applications to be displayed in the Quick Menu and their display order are set.
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B How to Configure Scan Settings

You can configure scan settings in the ScanSnap setup dialog box depending on your
intended use in the following procedure.

1 . Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).
= The ScanSnap setup dialog box appears.

HINT

You can also open the ScanSnap setup dialog box by the following ways. If the "ScanSnap Folder"
folder is opened, the ScanSnap setup dialog box for ScanSnap Folder appears. For details about
ScanSnap Folder, refer to "ScanSnap Folder Operations" (page 232).

® Double-click the ScanSnap Manager icon S,
® Press [Ctrl], [Shift], and [Space] keys simultaneously.
® Select [Start] menu - [All Programs] = [ScanSnap Manager] = [ScanSnap Manager settings]
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2. Click the [Detail] button to switch to the detail view mode.

®Using the Quick Menu

Outline view Detail view

=]
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HINT
The ScanSnap setup dialog box retains the display status from the last time the ScanSnap was used.

For example, if it was closed in detail view mode, the dialog box is displayed in detail view mode next

time you open it.
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3. Change the scan settings in each tab.

Irnegqe quality: E:; Autormatic resclution -
Colormode: | 3 Auts coler detection -
Scanning side: | | & -[;uplti Scan (Double-sided) w

] Condinue acanning efier curreni scan is finiched

| Hide = | ok Ceancel | Asaly |

The following items can be configured in each tab:

For details, refer to the ScanSnap Manager Help.

® [Application] tab

Application to be used with the ScanSnap

® [Save]tab

Folder in which scanned image is saved
File name used for saving the scanned image

® [Scanning] tab

Scanning

(Which image quality to scan with, use color, gray or black & white, scan in
simplex or duplex mode, enable or disable [Setting for text only document], [Allow
automatic blank page removal], [Correct skewed character strings automatically],
[Allow automatic image rotation], [Set the document with its face up] and
[Continue scanning after current scan is finished].)

® [File option] tab

File format of the scanned image (*.pdf, *.jpg)

Whether to perform text recognition on a marked character string in the scanned
image and add the character string as a keyword for the PDF file

(Whether to perform text recognition only on the character strings in the first
marked section or all marked sections to be added as keywords, and in which
language to perform text recognition.)

Whether to perform text recognition on character strings in the scanned image to
convert the file to a searchable PDF file

(Whether to convert the first page only or all pages, and in which language to
perform text recognition.)

Whether to create separate PDF files

(Whether to include all scanned images in a single PDF file, or create PDF files,
each of which including a preset number of pages)

Whether to password-protect the created PDF files

(Whether to set the same password for all PDF files, or set a different password
per scan.)
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® [Paper] tab
- Paper size of documents (paper size selection)
- Whether to detect multifeed
® [Compression] tab
- File size of the scanned image (compression rate)

ATTENTION
Scan settings vary depending on the scanning method.

For details about items that can be set, refer to "Setting ltems With/Without the Quick Menu" (page
478).

4. ciick the [OK] or [Apply] button.

= When you use the Quick Menu, scan settings for the [Customize] button are
changed.

= When you do not use the Quick Menu, scan settings for the currently selected profile
are changed.

HINT

If you press the [Scan] button on the ScanSnap while the ScanSnap setup dialog box is displayed,
the ScanSnap setup dialog box closes and scanning starts. Scan setting changes made up to this
point are saved and documents are scanned by these settings.

Note that when other dialog boxes are open, scanning does not start even if you press the [Scan]
button on the ScanSnap unless open dialog boxes are closed.
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B Profile Management

You can manage up to 20 profiles.

You can select a profile in the [Profile] drop-down list in the ScanSnap setup dialog box or

from the Left-Click Menu.
HINT

To use a profile, you need to clear the [Use Quick Menu] check box in the ScanSnap setup dialog

box.

® [Profile] drop-down list
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Once the frequently used scan settings are saved as profiles, you do not have to open the
ScanSnap setup dialog box to change scan settings every time you perform scanning. You

can easily switch to an appropriate profile you want by just selecting it.
For details about how to add, change or delete profiles, refer to the following:

® To add a new profile (= page 94)

® To change scan settings for profiles (= page 97)
® To rename a profile (= page 99)

® To delete a profile (= page 101)
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Adding Profiles

1 . Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).
= The ScanSnap setup dialog box appears.

HINT
Clear the [Use Quick Menu] check box if it is selected.

2. Configure the scan settings in each tab.

For details about each tab, refer to the ScanSnap Manager Help.
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3. Select [Add Profile] from the [Profile] drop-down list.

Dol mages Soarnresr p
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= The [Add new profile] dialog box appears.

4. Type in a new profile name and click the [OK] button.

Add new profile

MNew profile name

(A4 Colod )
“ Ok I' I Cancel ] [ Help ]

= The added profile appears in the [Profile] drop-down list in the ScanSnap setup
dialog box.

Scansnap
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[7] Continue scanning after curent scan is finished
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5. Click the [OK] button to close the ScanSnap setup dialog box.

HINT

® Up to 20 profiles can be saved including the [Standard] profile.
® You can change the display order of profiles except for the [Standard] profile.

1.

Select [Profile Management] from the Right-Click Menu or the [Profile] drop-down list in the
ScanSnap setup dialog box.
= The [ScanSnap Manager - Profile Management] dialog box appears.

Select a profile from the list to arrange profiles in a different order.

Click the [Up] or [Down] button to move the profile to its desired position in the list.

ScanSnap Manager - Fralile Management
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4. Click the [Close] button to close the [ScanSnap Manager - Profile Management] dialog box.
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Changing Profile Settings

1 . Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).
= The ScanSnap setup dialog box appears.

HINT
Clear the [Use Quick Menu] check box if it is selected.

2. Select a profile from the [Profile] drop-down list.

(O =
Corfor moges Soarrrier ‘
" =e Ouick Menu Frahls
Fawor e J | Smal Filg | | H-_| Sinahiy | li Standard =
= Stwndard )

T Cemdiinder
4 Peper | g Comple & Searchable POF

e Scante Folder
Sroocify e SCER Ning e snd OENong poewed g ket uws 4 Scorko E-mail
& can o Prnk
Image qualiy. | ] Autermatic resalution % Rack-Files

Scon b Evernote [Mate]

Cobormode | E Auto coloe detechion
: Scan ko Gooale Docs{TH)

Scanning zide | B Duple Scan (Doublesided) ¢ ABEYY Scan to Waord

i ABEYY Scan to Excel

[7] Confinie scanning afler curent scanis finished w

Add Profite...

Frafilz Management.

g Scanta Evernote [Document]
1';
wy
i

3. Change the scan settings in each tab.

For details about each tab, refer to the ScanSnap Manager Help.

Specify the=cahning made ahd apians ol wobld [ ka iouss

Imege qualit: | E Sutormatic resclution -
Color moda: | E Auita color detecuosl- -
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4. When you finish changing the settings for the selected profile, click the
[OK] button.

= A confirmation message appears.

HINT
If you select another profile from the [Profile] drop-down list before clicking the [OK] button, the
following message appears.

Scaninap Manager f ]

To change "A4 Color” profile setting, sebect "Yes",
: To keep cument setting. select "Ma”,

| s ’ | Mo Cancel |

When you click the [Yes] button, the modified settings are overwritten and the profile switches to
the one you selected from the [Profile] drop-down list.

When you click the [No] button, the modified settings are canceled and the profile switches to the
one you selected from the [Profile] drop-down list.

5. To overwrite the profile, click the [Yes] button. To save the settings as
"Standard", click the [No] button.

Scmsi'la;l Manager [E=

The s=things of the prohle " 24 Color” heve been chenged
Select [Yes] to save the new settings,
and select [Ma| to save settings a5 "Standand”

|“ es || o Cancel

HINT
The confirmation message does not appear when the [Standard] profile is selected in step 2.
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Renaming Profiles

1 = Select [Profile Management] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).
= The [ScanSnap Manager - Profile Management] dialog box appears.

HINT

® If you cannot select [Profile Management] in the Right-Click Menu, clear the [Use Quick Menu]
check box in the ScanSnap setup dialog box.

® You can also display the [ScanSnap Manager - Profile Management] dialog box by selecting
[Profile Management] from the [Profile] drop-down list in the ScanSnap setup dialog box.

2. Select a profile and click the [Rename] button.

Scanfnap Menager - Profile Managemsnt ﬁ

=0 Scan o E-mal

"ﬁ Scanto Prirt
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- -% RacdFijar | S |
E‘: Foan 1o Evernate | Dalatz |
! i Dincurment] 3

I g E Seanio Evernofe (Mole) |$

#
[:-R“‘..Em:n to Gocghe Docs[TH) Liown
g

tﬂfAEIEW Scania Ward S Hee

hﬁqaaaw Stanto Exced [ s |
-] ABEMY Scanio .
EPDWIP‘JE.‘H[W

T

= The [Rename] dialog box appears.

ATTENTION
The [Standard] profile cannot be renamed.
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3. Type in a new name, and click the [OK] button.

Rename

S

MNarne: (Letter Black and White

[ o |)| cancel |

= The profile is renamed.

Scaninap Manager - Profike Management
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4. Click the [Close] button to close the [ScanSnap Manager - Profile

Management] dialog box.
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Deleting Profiles

1 = Select [Profile Management] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).
= The [ScanSnap Manager - Profile Management] dialog box appears.

HINT

® If you cannot select [Profile Management] in the Right-Click Menu, clear the [Use Quick Menu]
check box in the ScanSnap setup dialog box.

® You can also display the [ScanSnap Manager - Profile Management] dialog box by selecting
[Profile Management] from the [Profile] drop-down list in the ScanSnap setup dialog box.

2. Select a profile and click the [Delete] button.

Scancnap Manager - Profile Management .
[
Y -

“h Soanto E-rmail

| =8 ScantaPrit | §

- Fanamg....
L .* Fiack2-Filer
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L
ATTENTION
The [Standard] profile cannot be deleted.
= The [Delete Profile] dialog box appears.
3. Click the [Yes] button.
Delete Prodile i S

Fgmouing [ Letter Black and Whilte ] from the pe'.:.ﬁl; Fist.
! This operstion cannot be umdone

Bure you sire?

= The selected profile is deleted.

4. Click the [Close] button to close the [ScanSnap Manager - Profile
Management] dialog box.
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B Automatic Linkage with Applications

When one of the applications which can automatically link with ScanSnap Manager is running
and you perform scanning, ScanSnap Manager will automatically link with the corresponding
application regardless of the current scan settings or whether you are using the Quick Menu.
Applications that can automatically link with ScanSnap Manager are as follows:

® ScanSnap Organizer

Scanned image is displayed in ScanSnap Organizer.

® CardMinder

Scanned image is displayed in CardMinder.
® Rack2-Filer trial version (bundled with the ScanSnap) or Rack2-Filer (V5.0 or later

recommended/bundled model or sold separately)

Scanned image is saved in a binder in Rack2-Filer.

® Scan to Mobile (*)

Scanned image is sent to a mobile device.

*

There are two modes for automatic linkage.

: Automatic linkage is available only when the application is active.

oLink when one of the above applications is active (recommended)
When ScanSnap Organizer, CardMinder or Rack2-Filer becomes active (with the

application’s dialog box brought to front and selected on taskbar), performing a scan by

pressing the [Scan] button automatically starts the linkage between ScanSnap Manager

and the active application.

g an=

Not active

H' -,':'_ll.

i
TCEAETEp

v 1 4 |L"' b Woed
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|
i Dokl n Ly Cureerd frlw
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— | |
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= Active

=

The example above shows ScanSnap Manager automatically linking with ScanSnap

Organizer in when ScanSnap Organizer’s main window is in front (active).
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®Always link when one of the above applications is running

When ScanSnap Organizer, CardMinder, or Rack2-Filer is started, the application
specified for [Application] in the [Application] tab in the ScanSnap dialog box
automatically switches to the running application. The application will automatically link
with ScanSnap Manager even when the application window is minimized or not
displayed in the front. The linkage between the application and ScanSnap Manager
automatically ends once you exit the application.
When more than one application is running at the same time, priority will be given in the
following order:

- CardMinder

- ScanSnap Organizer

- Rack2-Filer trial version (bundled with the ScanSnap) or Rack2-Filer (V5.0 or

later recommended/bundled model or sold separately)

When the Quick Menu is disabled, the name of the interacting application on the Left-

Click Menu is followed by "is interacting".

Prefile

G [y ?h Scanbaap Grganineris int:rcrrin-])

=

i1V standard

I 1] ceraMinder

When ScanSnap Organizer is automatically interacting
with ScanSnap Manager

ATTENTION

® \When ScanSnap Manager automatically links with CardMinder, business cards are scanned
with the current settings. If there are some settings that are not supported by CardMinder,
defaults settings are used.
For details about CardMinder default settings, refer to the ScanSnap Manager Help.

® ScanSnap Manager links with CardMinder only when the document is of business card size.
When documents in other sizes are scanned, the following error message appears.

ScanSnap Planager @
, Mone of the scanned documents were of business card size
The current settin 13 arefor business card see only,

Contirmthe size of the scanned documents.

[ ok
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Changing Automatic Linkage Mode

Change automatic linkage mode options in the following procedure.

1 = Select [Help] — [Preferences] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).
= The [ScanSnap Manager - Preferences] dialog box appears.

2. Select the automatic linkage mode in the [Automatic Linkage] tab.

=kl
SceanSnap Munm_]er - Pr=fmrences ﬂ

Automatic Linkage EEEFF}@_@ -.;m_.:.?EE:up : Power |

Condition

When you launch 52 anSnap Orgenizer, CardMinder or Reckd-Filer, the
Scantnap eutomatically lnks vath the epphcaton, ‘

@ Link when one of the above spplicaions i actue [recomimended] |
Alhways link when one of the abowve applicabons is running

s i F—" Help

3. Click the [OK] button to close the [ScanSnap Manager - Preferences]

dialog box.

= Application will link with ScanSnap Manager using the linkage mode you selected.
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B ScanSnap's Communication Status

If you turn the ScanSnap ON/OFF when ScanSnap Manager is running, the pop-up balloon
notifies you of the communication status of the ScanSnap.

®When the ScanSnap is on

Power cable connection

@ ScanSnap is ready to scan * ¥
Click here to disable this notification.

USB bus power cable connection

@ ScanSnap is ready to scan *
Click here to disable this netification.

®When the ScanSnap is off

ScanSnap is disconnected ™ *
Click here to disable this notification.

HINT

To disable notifications of the ScanSnap's communication status, click the pop-up balloon, and in the
[Status Display] tab of the [ScanSnap Manager - Preferences] dialog box that appears, clear the [Notify
of the communication status] check box.

When the time until auto power-off is specified, the pop-up balloon appears five minutes
before the ScanSnap turns off.

®When the ScanSnap will be automatically turned off soon

@ The ScanSnap is about to turn off because it is not in use %X
Click here for details about the ScanSnap's power setting.
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Receiving or hiding the ScanSnap's communication status
notifications

You can specify whether or not to receive notifications of the ScanSnap’s communication
status with a pop-up balloon.
Configure the setting in the following procedure.

1 . Select [Help] — [Preferences] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= The [ScanSnap Manager - Preferences] dialog box appears.

2. In the [Status Display] tab, either select or clear the [Notify of the

communication status] check box.

=l
ScanSnap Manager - Preferences :Eﬁ

Automatic Li:lltagci Status Display | Auto Siartup | Power

Motice of cammunication stabis

Sefect whether ta notrfy of the ScanSnep's communication status with o
pop-up balloon

( 7 Motify of the cammunicason status )

Shaw scsn progress status

Sef=ck whether to show the soan progress sketus

' Show the scan progress status {recommended)

E_“."“:-EE““““#J Cancel | Hc’p

& &)

If you select the [Notify of the communication status] check box, you will be notified of
the communication status in conjunction with the ScanSnap being turned ON/OFF.
If you clear the [Notify of the communication status] check box, you will not be notified of

the communication status.

3. Click the [OK] button to close the [ScanSnap Manager - Preferences]

dialog box.
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B Showing the Scanning Progress

When scanning starts, the [ScanSnap Manager - Image scanning and file saving] dialog box
appears.
The [ScanSnap Manager - Image scanning and file saving] dialog box consists of the
following:

® Scan status

® Scan settings

® Saved

® Preview
Also, note that you can stop scanning by clicking the [Stop] button in the [ScanSnap Manager
- Image scanning and file saving] dialog box.
For details about how to stop scanning, refer to "Stopping the Scan" (page 84).

ScanSriap Manager - Image scanning and file saving ﬂ

E Scanring Image..,
Duick Menu (Fecommended)
Apphcation: 2
image quality: Automatic resolution
Colar muorde: Ao color detethion
Scanning sice: [huplex Scan
File fomat FOF (Compression rote:3 )
Paper sine: Automatic detection
Oicher: Skip blank page, Rotagon
Samr: D pages i D sheets)
& | Stop ||

The [ScanSnap Manager - Image scanning and file saving] dialog box closes automatically
after saving the scanned image of the last page scanned.
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Hiding the Scanning Progress Status

You can hide the [ScanSnap Manager - Image scanning and file saving] dialog box in the
following procedure.
1 = Select [Help] — [Preferences] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= The [ScanSnap Manager - Preferences] dialog box appears.

2. In the [Status Display] tab, clear the [Show the scan progress status

(recommended)] check box.

e |
ScanSnap Mumg:r Preferances 'Eﬁ |
Autamnatic Linkage | Stebus Display | Auto Stanup | Power |
Hotce of communication status
Selact whether ta notrty of the ScanSnag’s commun ication status with a
pop-up ballsan
7 Bty of the communicabon status
Shaw scan progress status
Sefectwhetfier to show the scan progress skstus
( # Show the sean progress status (recommended) )
emmien vy f
E. 0K —] Cancel | Heip
==

3. Click the [OK] button to close the [ScanSnap Manager - Preferences]

dialog box.
= The [ScanSnap Manager - Image scanning and file saving] dialog box is hidden from

next scanning on.

HINT
When the scanning progress status dialog box is hidden, the ScanSnap Manager icon alternates

ey -
between @ and —.
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Actions

The ScanSnap has functions useful in your office work available as Actions.
Actions allow you to:

®Share the scanned document files with others.
Save the scanned image directly in a shared folder on a network after scanning, share
the scanned image with others and inform them of the destination folder path by an e-
mail message automatically created with the path stated.

®Send document files to participants of a meeting via e-mail.
Send an e-mail message to others with the scanned image file attached.

®Use a printer rather than a copy machine to make copies of documents.
Print the scanned image with a printer.

®Convert catalogs and pamphlets into digital data and save them.
Save scanned images of catalogs and pamphlets directly into your Pictures folder.

®Quote text from your paper documents when you do not want to type it.
Have the scanned image text recognized and converted into a Word, Excel, or
PowerPoint document.

O®File and organize a large number of business cards.
Store and manage business cards in CardMinder.

®Share the scanned document files through linkage with SharePoint.
Save the scanned image in SharePoint and Office Live.

®Convert your paper documents into digital data to conveniently
organize them.
Save the scanned image directly in Rack2- Filer to manage and organize it.

®@Save scanned documents to a mobile device.
Scanned image file is saved to a connected mobile device. You can access the saved
files through linkage with an application that can view PDF or JPEG files.

The following are explanations on how to use Actions.
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B Saving Data in a Specified Folder

This section explains how to save the scanned image file in a specified folder.

You can save the scanned image file in a shared folder on the network and share it with
others. In addition, you can inform others of the destination folder path by an e-mail message
automatically created with the path stated.

HINT

The default e-mail program is used as the e-mail program to link with.

The e-mail program may not properly link with ScanSnap Manager even if it is the default e-mail program.
In this case, contact the manufacturer of the e-mail software.

Configure e-mail program settings in the following procedure.

Windows 7/Windows Vista
1. Select [Start] menu — [Default Programs] = [Set your default programs].
= The [Set your default programs] dialog box appears.
2. Select an e-mail program to link with ScanSnap Manager from [Programs].
3. Select [Set this program as default] and click the [OK] button.

Windows XP
The e-mail program selected in Internet Explorer [Tools] menu — [Internet Options] = the [Programs]
tab = [E-mail] drop-down list is used to link with ScanSnap Manager.
If no e-mail program is selected, select an e-mail program to link with ScanSnap Manager in the [E-
mail] drop-down list. E-mail programs that cannot be selected here cannot be set to link with ScanSnap
Manager.

Tested e-mail programs
- Windows Live Mail
- Windows Mail (Windows Vista)
- Outlook 2010 /2007 / 2003
- Outlook Express 6
- Thunderbird version 9.0.1

For details about the procedure to scan and save the scanned image in a specified folder
using or without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 111)

® Without Using the Quick Menu (- page 114)
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Using the Quick Menu

HINT

To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap setup dialog

box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick Menu" (page

75).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

2. Press the [Scan] button on the ScanSnap to start a scan.

= The Quick Menu appears when the scanning is completed.

' Scansnap
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3. Click the [Scan to Folder] icon E*-J .

= The [Scan to Folder] dialog box appears.
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4. Check the scanned image in the preview area.

In the [Scan to Folder] dialog box, you can change files names, destination folders, and
specify whether to state a path to a destination folder in an e-mail message to notify

others.

For details about the [Scan to Folder] dialog box, refer to the ScanSnap Manager Help.
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5. click the [Save] button.

= The scanned image file is saved in the specified folder.
= When you select the [State a path to a destination folder in an E-mail message]

check box in the [Scan to Folder] dialog box, a new message window appears listing

the destination folder path where the file is saved.
= e | | ! ‘5 = | Mew Meszage = & |
E Blacsage Ingerl Cotiats i'i'
o Calina T2l ||l =i aE i [ Aactile  EF lag I ]
- s (I A== Flain & | Photo slbum = Coutagls Defivery! Editing
o test ok = o E

Jipboars | B o5 L ke X x
Paragias Blain fusd

Cind Subgect

_01_0410_15_17.pdf
_01_D4_ 1015 24.pdf

C\Usersy \Documeants)
ChiUsersy \Documentsy,

ATTENTION

® You cannot start scanning after the Quick Menu is displayed and before the [Scan to Folder]
dialog box is closed. Close the [Scan to Folder] dialog box before scanning the next document.

® Do not move, delete, or rename scanned image in other applications after the Quick Menu is

displayed and before the [Scan to Folder] dialog box is closed.
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Without Using the Quick Menu

HINT

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap setup
dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using the Quick
Menu" (page 81).

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list in the [Application] tab, select [Scan
to Folder].

[ s
Cofor maos= EEﬂ'r‘lr‘l:f"J
T Uz Duick Meny Frofile
=TT T i b | | Small File | | Higgk Sughty | | -"_:. Srandard -

AddarRemove. |

[ Hide ok || -Cancel soply |

HINT

ScanSnap Manager also links with [Scan to Folder] when you select:

® [Scan to Folder] from the [Profile] drop-down list of the ScanSnap setup dialog box
® [Scan to Folder] from the Left-Click Menu

3. Click the [OK] button to close the ScanSnap setup dialog box.

4. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).
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5. Press the [Scan] button on the ScanSnap to start a scan.

= The [Scan to Folder] dialog box appears when the scanning is completed.

6. Check the scanned image in the preview area.

In the [Scan to Folder] dialog box, you can change files names, destination folders, and
specify whether to state a path to a destination folder in an e-mail message to notify
others.

For details about the [Scan to Folder] dialog box, refer to the ScanSnap Manager Help.
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7. Click the [Save] button.

= The scanned image file is saved in the specified folder.
= When you select the [State a path to a destination folder in an E-mail message]

check box in the [Scan to Folder] dialog box, a new message window appears listing

the destination folder path where the file is saved.
1 B = 0 ! ‘5 = | Mew Meszage | 5] & |
E Miacsdge Ingerl Crptiots a
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Cong | Subject
C\Usersy \Documeants) _01_04 10 15_12.pdf
ChiUsersy \Documentsy _01_D4 1015 24.pdf

ATTENTION

® You cannot start scanning when the [Scan to Folder] dialog box is displayed. Close the dialog
box before scanning the next document.
® Do not move, delete or rename the scanned image in other applications when the [Scan to

Folder] dialog box is displayed.
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Attaching Files to E-Mail

This section explains how to attach the scanned image file to an e-mail message.

HINT

® The default e-mail program is used as the e-mail program to link with.
The e-mail program may not properly link with ScanSnap Manager even if it is the default e-mail
program. In this case, contact the manufacturer of the e-mail software.
Configure e-mail program settings in the following procedure.

Windows 7/Windows Vista

1. Select [Start] menu - [Default Programs] - [Set your default programs].
= The [Set your default programs] dialog box appears.

2. Select an e-mail program to link with ScanSnap Manager from [Programs].

3. Select [Set this program as default] and click the [OK] button.

Windows XP

The e-mail program selected in Internet Explorer [Tools] menu - [Internet Options] = the [Programs]
tab = [E-mail] drop-down list is used to link with ScanSnap Manager.

If no e-mail program is selected, select an e-mail program to link with ScanSnap Manager in the [E-
mail] drop-down list. E-mail programs that cannot be selected here cannot be set to link with ScanSnap
Manager.

Tested e-mail programs
- Windows Live Mail

- Windows Mail (Windows Vista)
- Outlook 2010 / 2007 / 2003
- Outlook Express 6
- Thunderbird version 9.0.1
® ScanSnap Folder can also be used for this operation. For details, refer to "ScanSnap Folder
Operations" (page 232).

For details about the procedure to scan and attach the scanned image file to an e-mail
message using or without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 118)

® Without Using the Quick Menu (- page 123)
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Using the Quick Menu

HINT

To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap setup dialog
box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick Menu" (page
75).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

ATTENTION

Up to ten files can be attached to an e-mail message.

When you scan more than one document with the scan settings shown below, multiple files are
created. Pay attention to the number of documents to scan:

® File format: JPEG (*.jpg)

® [Generate one PDF file per (n) page(s)] check box is selected

2. Press the [Scan] button on the ScanSnap to start a scan.
= The Quick Menu appears when the scanning is completed.
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Actions (for Windows Users)

3. Change the settings for [Scan to E-mail] (If you do not want to change

any settings, go to step 4.).

1. Move the mouse cursor to the #& mark on the [Scan to E-mail] icon

select the [Settings] menu.
= The [Scan to E-mail - Options] dialog box appears.

2. Change the settings.

E
_,

I;{.
@‘5{ , and then

For details about the [Scan to E-mail - Options] dialog box, refer to the ScanSnap

Manager Help.

" 5can to E-mail - Options

Set a "Document Open Pazsword” for PDF files

| Save scanned images to file

Attached file size :

Wwhen the combined file size exceeds the set
parameter [below], dizplay a ‘W arning message.

==

[ QK ]| Cancel | | Help

3. Click the [OK] button to close the [Scan to E-mail - Options] dialog box.

7

4. ciick the [Scan to E-mail] icon " &,

= The [Scan to E-mail] dialog box appears.
If you clear the [Show preview] check box of the [Scan to E-mail - Options] dialog box
in step 3., the [Scan to E-mail] dialog box is not displayed. Instead, a new e-mail

message window appears with the file(s) attached.
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Actions (for Windows Users)

5. Check the scanned image in the preview area.

In the [Scan to E-mail] dialog box, you can rename the file, specify whether to set a "Document
Open Password", and save the scanned image in the folder specified for [Image saving folder]
after sending it by e-mail.

For details about the [Scan to E-mail] dialog box, refer to the ScanSnap Manager Help.
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Actions (for Windows Users)

6. Click the [Attach] button.

= When the [Set a "Document Open password" for PDF files] check box is selected in
the [Scan to E-mail - Options] dialog box or the [Scan to E-mail] dialog box, the [Scan
to E-mail - Set a password] dialog box appears.

"+ 5can to E-mail - Set a password (=3

Set a paszword for PDF files.

Password:

LConfirm pazsword:

ak. | Cancel || Help

Enter a password, and then click the [OK] button.

HINT
The following message appears if you click the [Cancel] button in the [Scan to E-mail - Set a
password] dialog box.

“Scan 1o E-mall 25§

['o you want bo conbinus the process without setbhng " Tocument Open
Passwacd” for thos= POF hiles®

If you do not want to set a document open password, click the [Yes] button.
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Actions (for Windows Users)

= An e-mail message window appears with the file attached.
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ATTENTION

® You cannot start scanning after the Quick Menu is displayed and before the [Scan to E-mail]
dialog box is closed. Close the [Scan to E-mail] dialog box before scanning the next document.

® Do not move, delete, or rename scanned image in other applications after the Quick Menu is
displayed and before the [Scan to E-mail] dialog box is closed.
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Actions (for Windows Users)

Without Using the Quick Menu

HINT
To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap setup

dialog box.
For details about how to perform scanning without using the Quick Menu, refer to "Without Using the Quick

Menu" (page 81).

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list in the [Application] tab, select [Scan

to E-mail].
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HINT

ScanSnap Manager also links with [Scan to E-mail] when you select:

® [Scan to E-mail] from the [Profile] drop-down list of the ScanSnap setup dialog box
® [Scan to E-mail] from the Left-Click Menu
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Actions (for Windows Users)

3. Change the settings for [Scan to E-mail] (If you do not want to change
any settings, go to step 4.).

1. Click the [Application Settings] button.

=5 Application | Seve ﬁ Soanning 'J File optian |= 4 Fepar Il # Compression

!"J"E.]E'L"t _1i'iE.;H_:'|pll.g:ghun-‘j-!E:!.J wold ke do use,

Application | =2 Scento E-mail -

( Applcabion Safings. )

Add arFHemowve

Hide = G, | Cancal | Apph

= The [Scan to E-mail - Options] dialog box appears.

2. Change the settings.
For details about the [Scan to E-mail - Options] dialog box, refer to the ScanSnap

Manager Help.

7 5can to E-mail - Options (=3

[VIsh {
[ Set a "Document Open Passward' for PDF files

Save scanned images to file

Attached file size :

Wwhen the combined file size exceeds the set
parameter [below], dizplay a ‘W arning message.

[ QK J[ Cancel ] [ Help ]

3. Click the [OK] button to close the [Scan to E-mail - Options] dialog box.

4. Click the [OK] button to close the ScanSnap setup dialog box.

5. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

ATTENTION

Up to ten files can be attached to an e-mail message.

When you scan more than one document with the scan settings shown below, multiple files are
created. Pay attention to the number of documents to scan:

® File format: JPEG (*.jpg)

® [Generate one PDF file per (n) page(s)] check box is selected
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Actions (for Windows Users)

6. Press the [Scan] button on the ScanSnap to start a scan.

= The [Scan to E-mail] dialog box appears when the scanning is completed.
If you clear the [Show preview] check box of the [Scan to E-mail - Options] dialog box

in step 3., the [Scan to E-mail] dialog box is not displayed. Instead, a new message
window appears with the file attached.

7. Check the scanned image in the preview area.

In the [Scan to E-mail] dialog box, you can rename the file, specify whether to set a

"Document Open Password", and save the scanned image in the folder specified for [Image
saving folder] after sending it by e-mail.

For details about the [Scan to E-mail] dialog box, refer to the ScanSnap Manager Help.
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Actions (for Windows Users)

8. Click the [Attach] button.

= When the [Set a "Document Open password" for PDF files] check box is selected in
the [Scan to E-mail - Options] dialog box or the [Scan to E-mail] dialog box, the [Scan
to E-mail - Set a password] dialog box appears.

"+ 5can to E-mail - Set a password (=3

Set a paszword for PDF files.

Password:

LConfirm pazsword:

ak. | Cancel || Help

Enter a password, and then click the [OK] button.

HINT
The following message appears if you click the [Cancel] button in the [Scan to E-mail - Set a
password] dialog box.

Gcan to E-mail 25

['oyou want to contnus the process without sethng "llocument Gpen
Passwvard” for thos= POF hiles®

If you do not want to set a document open password, click the [Yes] button.
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Actions (for Windows Users)

= An e-mail message window appears with the file attached.
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box before scanning the next document.

mail] dialog box is displayed.
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You cannot start scanning when the [Scan to E-mail] dialog box is displayed. Close the dialog

Do not move, delete or rename the scanned image in other applications when the [Scan to E-



Actions (for Windows Users)

B Using the ScanSnap as a Copy Machine

This section explains how to print the scanned image with a printer.
When a printer links with ScanSnap Manager, the ScanSnap can be used as a copy machine.

ATTENTION

® Note that shadows around the edges of the document may appear as lines on the generated scanned
image, depending on the scanning method and paper conditions. If you print such an image, the printed
image will also have lines appearing in it.

® The scanned image will be printed at a resolution of 150 dpi regardless of the settings specified for
[Image quality] in the [Scanning] tab.

For details about the procedure to scan and print the scanned image using or without using
the Quick Menu, refer to the following:

® Using the Quick Menu (= page 129)

® Without Using the Quick Menu (= page 132)
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Actions (for Windows Users)

Using the Quick Menu

HINT
To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap setup dialog
box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick Menu" (page
75).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

2. Press the [Scan] button on the ScanSnap to start a scan.
= The Quick Menu appears when the scanning is completed.
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Actions (for Windows Users)

3. Change the settings for [Scan to Print] (If you do not want to change any
settings, go to step 4.).

1. Move the mouse cursor to the ¥¢ mark on the [Scan to Print] icon ‘-ﬁ- , and then

select the [Settings] menu.
= The [Scan to Print - Options] dialog box appears.

2. Change the settings.
For details about the [Scan to Print- Options] dialog box, refer to the ScanSnap
Manager Help.

"= Scan toPrint - Options ==

J_jeep dats used for prting as fies

7] Show “Frint" dislog

O ] [ sl ]| [ ek

3. Click the [OK] button to close the [Scan to Print- Options] dialog box.
4. Click the [Scan to Print] icon ‘-ié&f--.

= The [Scan to Print] dialog box appears.
If the [Show "Print" dialog] check box is cleared in step 3., printing is immediately
performed.
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Actions (for Windows Users)

5. Check the scanned image in the preview area.

In the [Scan to Print] dialog box, you can specify the printer to be used, the number of
copies and size of the scanned image to be printed, and whether to save the scanned

image in the folder specified for [Image saving folder].
For details about the [Scan to Print] dialog box, refer to the ScanSnap Manager Help.
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Preview

6. Click the [Print] button.

= The scanned image is printed.

ATTENTION
® You cannot start scanning after the Quick Menu is displayed and before the [Scan to Print] dialog

box is closed. Close the [Scan to Print] dialog box before scanning the next document.
® Do not move, delete, or rename the scanned image in other applications after the Quick Menu is
displayed and before the [Scan to Print] dialog box is closed.
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Actions (for Windows Users)

Without Using the Quick Menu

HINT

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap setup
dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using the Quick
Menu" (page 81).

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list in the [Application] tab, select [Scan
to Print].
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HINT

ScanSnap Manager also links with [Scan to Print] when you select:

® [Scan to Print] from the [Profile] drop-down list of the ScanSnap setup dialog box
® [Scan to Print] from the Left-Click Menu
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Actions (for Windows Users)

3. Change the settings for [Scan to Print] (If you do not want to change any
settings, go to step 4.).

1. Click the [Application Settings] button.

5 Application L4 Save 5 Scanning | J Fileoption {7~ Papsr | 3 Compression

Select the appiication yauwould iss o use

Application: e Scanto Print -

G Applicalon Salings. )

Add ar Ramaone

|  Hide = | ol | Cancsl [ dople |

= The [Scan to Print - Options] dialog box appears.

2. Change the settings.

For details about the [Scan to Print- Options] dialog box, refer to the ScanSnap
Manager Help.

"= Scan to Print - Optins.
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3. Click the [OK] button to close the [Scan to Print - Options] dialog box.

4. Click the [OK] button to close the ScanSnap setup dialog box.

5. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

6. Press the [Scan] button on the ScanSnap to start a scan.

= The [Scan to Print] dialog box appears when the scanning is completed.

If the [Show "Print" dialog] check box is cleared in step 3., printing is immediately
performed.
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Actions (for Windows Users)

7. Check the scanned image in the preview area.

In the [Scan to Print] dialog box, you can specify the printer to be used, the number of
copies and size of the scanned image to be printed, and whether to save the scanned

image in the folder specified for [Image saving folder].
For details about the [Scan to Print] dialog box, refer to the ScanSnap Manager Help.
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Preview

8. click the [Print] button.

= The scanned image is printed.

ATTENTION
® You cannot start scanning when the [Scan to Print] dialog box is displayed. Close the dialog box

before scanning the next document.
® Do not move, delete or rename the scanned image in other applications when the [Scan to Print]

dialog box is displayed.
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Actions (for Windows Users)

B Saving Files to Picture Folder

This section explains how to save the scanned image as a JPEG file in the "Pictures folder".

HINT

The following folder is set as the "Pictures folder" by default:

® \Windows 7/Windows Vista
Drive name (such as C):\Users\user name\Pictures\ScanSnap

® Windows XP
Drive name (such as C):\\Documents and Settings\user name\My Documents\
My Pictures\ScanSnap

For details about the procedure to scan and save the scanned image in the "Pictures folder"

using or without using the Quick Menu, refer to the following:
® Using the Quick Menu (= page 136)

® WVithout Using the Quick Menu (- page 139)
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Actions (for Windows Users)

Using the Quick Menu

HINT
To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap setup dialog
box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick Menu" (page
75).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

2. Press the [Scan] button on the ScanSnap to start a scan.
= The Quick Menu appears when the scanning is completed.
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Actions (for Windows Users)

3. Change the settings for [Scan to Picture Folder] (If you do not want to

change any settings, go to step 4.).

1. Move the mouse cursor to the % mark on the [Scan to Picture Folder] icon ~ ,

and then select the [Settings] menu.
= The [Scan to Picture Folder - Options] dialog box appears.

2. Change the settings.
For details about the [Scan to Picture Folder - Options] dialog box, refer to the
ScanSnap Manager Help.

| Scan to Picture Folder - Options ==
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3. Click the [OK] button to close the [Scan to Picture Folder - Options] dialog box.
4. Click the [Scan to Picture Folder] icon -l

= The [Scan to Picture Folder] dialog box appears.
If you clear the [Show preview] check box in step 3., the image data is directly saved
in the Pictures folder.
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Actions (for Windows Users)

5. Check the scanned image in

the preview area.

In the [Scan to Picture Folder] dialog box, you can rename the file, change the

destination folder, and save the scanned image in the folder specified for [Image saving

folder].
For details about the [Scan to Picture Folder] dialog box, refer to the ScanSnap
Manager Help.
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Preview

HINT

In [Specify destination folder], you can change the destination folder for the image data to a folder

other than the Pictures folder.

6. Click the [Save] button.

= The scanned image is saved in the Pictures folder.

ATTENTION

® You cannot start scanning after the Quick Menu is displayed and before the [Scan to Picture
Folder] dialog box is closed. Close the [Scan to Picture Folder] dialog box before scanning the

next document.

® Do not move, delete, or rename scanned image in other applications after the Quick Menu is
displayed and before the [Scan to Picture Folder] dialog box is closed.
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Actions (for Windows Users)

Without Using the Quick Menu

HINT

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap setup
dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using the Quick
Menu" (page 81).

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list in the [Application] tab, select [Scan
to Picture Folder].
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HINT

When you add the customized settings as profiles, the application to link with ScanSnap Manager
can be selected from the [Profile] drop-down list or Left-Click Menu next time you perform a scan.
For details about how to add a profile, refer to "Profile Management" (page 93).
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Actions (for Windows Users)

3. Change the settings for [Scan to Picture Folder] (If you do not want to
change any settings, go to step 4.).

1. Click the [Application Settings] button.
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Add or Rarmmes,

Hides = i, Cancal || Apply

= The [Scan to Picture Folder - Options] dialog box appears.

2. Change the settings.
For details about the [Scan to Picture Folder - Options] dialog box, refer to the

ScanSnap Manager Help.
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3. Click the [OK] button to close the [Scan to Picture Folder - Options] dialog box.

4. Click the [OK] button to close the ScanSnap setup dialog box.

5. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

6. Press the [Scan] button on the ScanSnap to start a scan.

= The [Scan to Picture Folder] dialog box appears when the scanning is completed.
If you clear the [Show preview] check box in step 3., the image data is directly saved
in the Pictures folder.
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Actions (for Windows Users)

7. Check the scanned image in the preview area.

In the [Scan to Picture Folder] dialog box, you can rename the file, change the
destination folder, and save the scanned image in the folder specified for [Image saving

folder].

For details about the [Scan to Picture Folder] dialog box, refer to the ScanSnap

Manager Help.
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HINT

In [Specify destination folder], you can change the destination folder for the image data to a folder

other than the Pictures folder.

8. Click the [Save] button.

= The scanned image is saved in the Pictures folder.

ATTENTION

® You cannot start scanning when the [Scan to Picture Folder] dialog box is displayed. Close the
dialog box before scanning the next document.
® Do not move, delete or rename the scanned image in other applications when the [Scan to

Picture Folder] dialog box is displayed.
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Converting into Word/Excel/PowerPoint Documents

This section explains how to convert the scanned image into Word/Excel/PowerPoint files
using ABBYY FineReader for ScanSnap bundled with the ScanSnap.

PowerPoint documents

———
-
I
-
_———
-
-

ATTENTION

® The following applications must be installed in your computer in order to perform text-recognition:
- ABBYY FineReader for ScanSnap (bundled with the ScanSnap)
- Word

- Excel
- PowerPoint
- Visual Basic for Applications of Office Shared Features (installed at the same time when you
perform a standard installation of Microsoft Office)
® You cannot view the documents converted into Word, Excel and PowerPoint files unless these
applications are installed and you completed the user registration to use them. Install these applications
and complete the user registration to view the converted documents on your computer.

® ABBYY FineReader for ScanSnap can be used with the following versions of Word, Excel and
PowerPoint:

- Word: 2010/ 2007 / 2003 / 2002

- Excel: 2010 /2007 / 2003 / 2002

- PowerPoint: 2010 / 2007 / 2003 / 2002

Do not use this function while you are working in Word, Excel or PowerPoint. In addition, do not use
Word, Excel or PowerPoint while this function is being executed. Otherwise, a message such as "Call is
rejected by callee" may appear and the conversion result may not be displayed.
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About the OCR function of ABBYY FineReader for ScanSnap

® ABBYY FineReader for ScanSnap is an application used exclusively with the ScanSnap. This
application can perform text recognition only for PDF files created by using the ScanSnap. It cannot
perform text recognition for PDF files created using Adobe Acrobat or other applications.

® The optical character recognition program has the following features. Before performing text
recognition, check whether the documents you want to convert are suitable for conversion according to
the following guidelines:

Application Suitable for conversion Not suitable for conversion

Scan to Word | Documents with simple layouts Documents with complex layouts
consisting of single or double containing a mixture of diagrams,
columns tables and text (e.g. brochures,

magazines and newspapers)

Word Document

Scan to Excel | Documents containing simple Documents containing:

tables with no cells merged - Tables with no solid border lines

- Tables with complicated cell
formats

- Complex tables containing sub-
tables

- Diagrams

- Graphs

- Photos

- Vertical text

Excel Document
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Actions (for Windows Users)

Application Suitable for conversion Not suitable for conversion
Scan to Documents containing text and - Documents with complex
PowerPoint(R) | simple diagrams/tables on a white layouts containing text mixed

or light monocolor background

with diagrams or illustrations

- Documents containing
photographs or patterns set as
the background

- Documents with light colored
text on a deep colored
background

PowerPoint Document
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Actions (for Windows Users)

The following parameters may not be reproduced as they are in the original document. It is
recommended that you check the conversion result in Word, Excel or PowerPoint and edit the data if
necessary:
- Character font and size
- Character and line spacing
- Underlined, bold and italic characters
- Superscript/subscript
The following types of documents (characters) may not be recognized correctly.
Better results in text recognition may be achieved by changing the color mode or increasing the
resolution:
- Documents including handwritten characters
- Documents containing small characters (smaller than 10 points)
- Skewed documents
- Documents written in languages other than the specified language
- Documents with characters on an unevenly colored background
e.g. Shaded characters
- Documents with many decorated characters
e.g. Decorated characters (embossed/outlined)
- Documents with characters on a patterned background
e.g. Characters overlapping illustrations and diagrams
- Documents with many characters contacting underlines or borders
- Documents with a complex layout and documents with image noise
(It may take extra time to process text recognition for these documents.)
The following message appears when you convert a long page document into a Word file, and the
conversion result may be divided into more than one page.

ABEYY Finefeader for Scanfinap (TM] 4.1 |smed B

._e- Papersize it too large, The resuir may be dispiayed incomecthy. Centinue saving?

s [ Bilo

When converting to Excel files, if the recognition result exceeds 65,536 lines, no more results are
saved.

When converting to Excel files, information about the layout of the entire document, diagrams, and
length/width of graphs and tables is not duplicated. Only tables and character strings are reproduced.
A converted PowerPoint document will not have the original background color and patterns.
Documents placed upside down or in landscape orientation cannot be recognized properly. Select the
[Allow automatic image rotation] check box (page 250), or load documents face down in portrait
orientation.

Even if [Generate one PDF file per (n) page(s)] is selected in the [PDF file format option] dialog box,
which is displayed by clicking the [Option] button in the [File option] tab of the ScanSnap setup dialog
box, the conversion result is saved as one file.
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Actions (for Windows Users)

HINT
You can change the settings applied during conversion to Word, Excel or PowerPoint documents in the
ABBYY FineReader for ScanSnap setup dialog box.

Select [Start] menu - [All Programs] = [ABBYY FineReader for ScanSnap (TM) 4.1] - [ABBYY
FineReader for ScanSnap (TM) 4.1] to display the following dialog box.

L= ARBYY FineReacer for Scanlinap (T 4.0 (-2 e S
| Scanto Peweraint [ Seanta Ssemtabls POE
Genernl Options. | SeantoWeed . | Scanta Eucel

| Aokhag
| Adygha
| Afbezane
|
| Mbarian
| St
| Brmerian (Eastam)
| femerian G}
_frmenian (Westem)
Ol fvar
|tz
| e (i

lQe-eb- scanned meges sfter moognbicn

Sboid | Fegeder How! |

[ o Cwe=l || tien

For details about how to configure settings, refer to ABBYY FineReader for ScanSnap User's Guide.

For details about the procedure to scan and convert the scanned image into Word/Excel/
PowerPoint files using or without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 147)

® Without Using the Quick Menu (= page 150)
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Actions (for Windows Users)

Using the Quick Menu

HINT
To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap setup dialog

box.
For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick Menu" (page

75).

1 . Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).
= The ScanSnap setup dialog box appears.

2. Select either [Recommended] or [High Quality] button.

[ =
Scansn3p
Colon maoe Soormor
& Lze ik Menu
( Recommend D | Smallfile ( High Duality D | Gustomize
el | ok || Gancel Soply |

HINT
It is recommended that you select [Automatic resolution] or [Best] for [Image quality] in the
[Scanning] tab of the ScanSnap setup dialog box.

3. Click the [OK] button to close the ScanSnap setup dialog box.

4. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).
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Actions (for Windows Users)

5. Press the [Scan] button on the ScanSnap to start a scan.

= The Quick Menu appears when the scanning is completed.

' Scansnap
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PowerPoint(R)] icon
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J or [Scan to

® \When you perform a scan with [JPEG(*.jpg)] selected for [File format] in the [File option] tab of
the ScanSnap setup dialog box, scanned data cannot be converted into a Word, Excel or

PowerPoint file.

® You cannot start scanning when the Quick Menu is displayed. Wait until the conversion is over to

scan another document.

® Do not move, delete, or rename the scanned image in other applications when the Quick Menu is

displayed.

= The following window appears, and conversion starts.

ABBYY FincReader for SconSnap (TM] 4.1

Aegiler your copy of ABETY FneFeade! and recaivs tha fellowing baenefis.

Fres technical suppor:
- Irfomistion sbiul rew wargono of ABEYY produds.

siipter o
Readng mapes
Diragels) proveczed. 2 maged)lof
= [
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Actions (for Windows Users)

= When the conversion is completed, Word, Excel or PowerPoint starts up, and the
conversion result is displayed.

HINT

In a computer environment where Word, Excel or PowerPoint is not installed, the scanned image is
saved in one of the following formats when the conversion is completed:

® Scan to Word: RTF format (.rtf)

® Scan to Excel: XLS format (.xIs)

® Scan to PowerPoint: PPT format (.ppt)
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Actions (for Windows Users)

Without Using the Quick Menu

HINT

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap setup
dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using the Quick
Menu" (page 81).

1 . Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).
= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list in the [Application] tab, select

[ABBYY Scan to Word], [ABBYY Scan to Excel] or [ABBYY Scan to
PowerPoint(R)].

[y ==
Caolor maoe= .":'n-"ca-r-rr-aa.'—J
" Lse Duick Menu Profile
Fiaoimimaneen | | Small File | | Higgk Sughty | | -"_:.' Srandard -
'.
Balact Heapplicalon Wowwo s ke 1o usa:
&pplicalion Settings
AddarFemove. .
Hidls | ok || - Gancsl Haple |

HINT
® |tis recommended that you select [Automatic resolution] or [Best] for [Image quality] in the
[Scanning] tab of the ScanSnap setup dialog box.
® ScanSnap Manager also links with [ABBYY Scan to Word], [ABBYY Scan to Excel] or [ABBYY
Scan to PowerPoint(R)] when you select:
- [ABBYY Scan to Word], [ABBYY Scan to Excel] or [ABBYY Scan to PowerPoint(R)] from the
[Profile] drop-down list of the ScanSnap setup dialog box
- [ABBYY Scan to Word], [ABBYY Scan to Excel] or [ABBYY Scan to PowerPoint(R)] from the
Left-Click Menu

3. Click the [OK] button to close the ScanSnap setup dialog box.
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Actions (for Windows Users)

4. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

5. Press the [Scan] button on the ScanSnap to start a scan.

= When the scanning is completed, the following window appears, and conversion
starts.

ABBYY FineReader for ScanSnap (Th] 4.1

Regigler your cony of ABETY FneReade! and recaive tha fallomng benelis.
Frea technizal suppor:
Irfamistion sbiou rew worgons of ABEYY produde.

Rogeter How!
Feadng imapes
Divanee) prooeseed. 2 mageds)lef
== | S

= When the conversion is completed, Word, Excel or PowerPoint starts up and the
conversion result is displayed.

HINT

In a computer environment where Word, Excel or PowerPoint is not installed, the scanned image is
saved in one of the following formats when the conversion is completed:

® Scan to Word: RTF format (.rtf)

® Scan to Excel: XLS format (.xIs)

® Scan to PowerPoint: PPT format (.ppt)
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Actions (for Windows Users)

Storing Business Cards in CardMinder

This section explains how to store business card images and the related information in
CardMinder.

ABCTLIMTED

Hurwars Broan

Pt g it
e e i w
ey g

ATTENTION
® Blank pages are not removed even if the [Allow automatic blank page removal] is selected when you

store scanned images of business cards in CardMinder.
® Data of up to 1,000 pages, including blank pages, can be stored in CardMinder at once.

HINT
ScanSnap Folder can also be used for this operation. For details, refer to "ScanSnap Folder Operations"

(page 232).
For details about the procedure to scan and manage business cards in CardMinder using or
without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 153)
® Without Using the Quick Menu (- page 156)
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Actions (for Windows Users)

Using the Quick Menu

HINT
To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap setup dialog

box.
For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick Menu" (page

75).

1 . Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).
= The ScanSnap setup dialog box appears.

2. Select either [Recommended] or [High Quality] button.

[ =
Color meoe .‘:_-'r:e.ﬂ'i-'-—u':'-r—J
& Lze ik Menu
Recommended | ) | Smallfile ( High Duality D | Gustomize
el | ok || Gancel Soply |
ATTENTION

It is recommended that you select [Automatic resolution] or [Best] for [Image quality] in the
[Scanning] tab of the ScanSnap setup dialog box.

3. Click the [OK] button to close the ScanSnap setup dialog box.

4. Load a business card in the ScanSnap.

® |oad the business card so that the front side faces the ADF paper chute (cover).
® To scan multiple business cards, load them in a pile.
® Do not leave space between the side guides and business cards.
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Actions (for Windows Users)

5. Press the [Scan] button on the ScanSnap to start a scan.

= The Quick Menu appears when the scanning is completed.
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6. Click the [Scan to CardMinder] iconm.

ATTENTION

® You cannot start scanning when the Quick Menu is displayed. Wait until ScanSnap Manager links
with CardMinder before scanning another document.

® Do not move, delete, or rename the scanned image in other applications when the Quick Menu is
displayed.

= The CardMinder window appears.
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Actions (for Windows Users)

7 . Check the scanned card image and the text recognition resuilt.

AR

ABCD LIMITED

Howard Brown

Projesct Manager, Software Research et A

1234 Funcion Awnis. San Rose. CARITONM-1111
Telechone: (G00] 0000000 FAX (000)-111.2227
E-mail: hbrmami@aboc com

Cowguer 1N LATTED
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Aanues 153 Funcn Axvten. tan Fama, 8
hikdusen 0 i e e g — = |

HINT
For details about the functions of CardMinder and how to use it, refer to CardMinder User's Guide

and CardMinder Help.
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Actions (for Windows Users)

Without Using the Quick Menu

HINT

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap setup
dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using the Quick
Menu" (page 81).

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list in the [Application] tab, select
[CardMinder].

[ (=
Scansnap
_ Lze Duick Manu Frafile
=TT T i b | | S Fila | | High sty | | _-,'_:p i =

=5 Application § 1

Balact Heapplicalon Wowwo s ke 1o usa:

(Applicminn' | 51 Cardtinder 'PJ

&pplicalion Settings

AddarFemove. .

[ Hide ok || -Cancel soply |

ATTENTION

It is recommended that you select [Automatic resolution] or [Best] for [Image quality] in the [Scanning]
tab of the ScanSnap setup dialog box. ScanSnap Manager cannot link with CardMinder when [Image
quality] is set to [Excellent].

HINT
ScanSnap Manager also links with [CardMinder] when you select:

® [CardMinder] from the [Profile] drop-down list of the ScanSnap setup dialog box
® [CardMinder] from the Left-Click Menu

3. Click the [OK] button to close the ScanSnap setup dialog box.
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Actions (for Windows Users)

4. Load a business card in the ScanSnap.
® |oad the business card so that the front side faces the ADF paper chute (cover).

® To scan multiple business cards, load them in a pile.
® Do not leave space between the side guides and business cards.

5. Press the [Scan] button on the ScanSnap to start a scan.

= The CardMinder window appears.

6. Check the scanned card image and the text recognition resulit.

Fi= ABCD LIMITED

RN Howard Brown
Project Mansger, Software Resesrch et RS e
1234 Funchon Amenue. San Rose. CARITOSE- 1111

Telechone: (O0] 00000040 FAX 00031912222
E-mail: hboowniab oo oorm

...........

HINT
For details about the functions of CardMinder and how to use it, refer to CardMinder User's Guide

and CardMinder Help.
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Actions (for Windows Users)

B Saving Data in SharePoint

This section explains how to save the scanned image in SharePoint or Office Live.

ATTENTION

® To save a large file to SharePoint or Office Live, you may need to have the system administrator
change the SharePoint or Office Live setting.

® When you start up Scan to Microsoft SharePoint for the first time, you need to register a SharePoint
site. Once you register the SharePoint site, ScanSnap Manager automatically connects to that site from
the next startup.
For more details, refer to the Scan to Microsoft SharePoint User Guide.

For details about the procedure to scan and save the scanned image in SharePoint/Office
Live using or without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 159)

® WVithout Using the Quick Menu (- page 164)
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Actions (for Windows Users)

Using the Quick Menu

HINT
To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap setup dialog
box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick Menu" (page
75).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

2. Press the [Scan] button on the ScanSnap to start a scan.
= The Quick Menu appears when the scanning is completed.
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Actions (for Windows Users)

3. Change the settings for [Scan to SharePoint] (If you do not want to

change any settings, go to step 4.).

1. Move the mouse cursor to the & mark on the [Scan to SharePoint] icon r ,and
then select the [Settings] menu.
= The [Scan to SharePoint - Options] dialog box appears.

2. Change the settings.
For details about the [Scan to SharePoint - Options] dialog box, refer to the
ScanSnap Manager Help.

| Gean b SharePoint - Options et

¥ Save stained iraces to fie

Cancs!

3. Click the [OK] button to close the [Scan to SharePoint - Options] dialog box.

4. Click the [Scan to SharePoint] icon

ATTENTION

® You cannot start scanning when the Quick Menu is displayed. Wait until ScanSnap Manager links
with Microsoft SharePoint before scanning another document.

® Do not move, delete, or rename the scanned image in other applications when the Quick Menu is
displayed.

= Scan to Microsoft SharePoint starts up.
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Actions (for Windows Users)

5. save the scanned image.

@Saving to SharePoint

1. From the Site Tree Pane, select the document library in which you want to save the

scanned image.

"- |
& Tros ]
=71 Document Lbray 1
7y Dozomert Limny 2
1 Decumarnt Lbay 3
i3 Repoding Templebe
01 Shared Dacomenes
1171 Ste fesoln
=3 Syl Ly

=The Index Pane appears.
2. Enter information, such as the title, and click the [Accept] button.
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= The scanned image is saved in the specified document library.
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Actions (for Windows Users)

®Saving to Office Live

ATTENTION

Support for Office Live varies depending on the country. For more details, refer to the Office Live

Web site.

1. Click the Menu Button in the [Scan to Microsoft SharePoint] dialog box, and select

[Connect to Office Live].

= The Office Live logon dialog box appears.

2. Enter the ID and the password in the Office Live logon dialog box, and then click the

[Sign In] button.

BEminTe

et Cfice Live

o | Wrooue Liva D
Pamasaied |

DR AT

)

[ Rerambarme un this compter

O Aermmhior my 7 sgaeord
‘ow e logging into Pl CHice Livel whch and a

iceach develapad sppkcation

-3 Windowa Livm [0 Wik vty BEN DHicn Lt and Pameper sl

= The [Scan to Microsoft SharePoint] dialog box appears after the ScanSnap is

connected to Office Live.
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Actions (for Windows Users)

3. From the Site Tree Pane, select a document library in which you want to save the
scanned image.

= The Index Pane appears.
4. Enter information, such as the title, and click the [Accept] button.

=-E5 iy
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= The scanned image is saved in the specified document library.

ATTENTION
For details, refer to the Scan to Microsoft SharePoint User Guide.
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Actions (for Windows Users)

Without Using the Quick Menu

HINT
To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap setup

dialog box.
For details about how to perform scanning without using the Quick Menu, refer to "Without Using the Quick

Menu" (page 81).
1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list in the [Application] tab, select [Scan
to SharePoint].

[ s
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HINT

When you add the customized settings as profiles, the application to link with ScanSnap Manager
can be selected from the [Profile] drop-down list or Left-Click Menu next time you perform a scan.
For details about how to add a profile, refer to "Profile Management" (page 93).
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Actions (for Windows Users)

3. Change the settings for [Scan to SharePoint] (If you do not want to

change any settings, go to step 4.).

1. Click the [Application Settings] button.

£S5 Application 4 Seve 45 Boanning | ) Fileoption M4 Paper | 50 Comprassion
Ezlect the applicatan you waulel ks use
Application: | (7} Scanto SharePaint -
( Applicotion Ssflings. )
Addar Bempwe
Hide = 0, | Camneal, | Apphe

= The [Scan to SharePoint - Options] dialog box appears.

2. Change the settings.

For details about the [Scan to SharePoint - Options] dialog box, refer to the

ScanSnap Manager Help.

|| Scan to SharcPoint - Options e

¥ Save seatned iriages o fie

Canjcel |

3. Click the [OK] button to close the [Scan to SharePoint - Options] dialog box.

4. Click the [OK] button to close the ScanSnap setup dialog box.

5. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

6. Press the [Scan] button on the ScanSnap to start a scan.

= Scan to Microsoft SharePoint starts up when the scanning is completed.
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Actions (for Windows Users)

7. Save the scanned image.

@Saving to SharePoint
1. From the Site Tree Pane, select a document library in which you want to save the
scanned image.

:l_'n ncomgmEnr
=11 Documerd Liwar 1
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=The Index Pane appears.
2. Enter information, such as the title, and click the [Accept] button.
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= The scanned image is saved in the specified document library.
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Actions (for Windows Users)

®Saving to Office Live

ATTENTION
Support for Office Live varies depending on the country. For more details, refer to the Office Live
Web site.

1. Click the Menu Button in the [Scan to Microsoft SharePoint] dialog box, and select
[Connect to Office Live].

= The Office Live logon dialog box appears.

2. Enter the ID and the password in the Office Live logon dialog box, and then click the
[Sign In] button.
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= The [Scan to Microsoft SharePoint] dialog box appears after the ScanSnap is
connected to Office Live.
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Actions (for Windows Users)

3. From the Site Tree Pane, select a document library in which you want to save the
scanned image.

= The Index Pane appears.
4. Enter information, such as the title, and click the [Accept] button.

=-E5 iy
[T | Coorwa Loy |
| -8 Coswent iy 2
| - Documend Librery 3
4 prodhuct docunentain

= The scanned image is saved in the specified document library.

ATTENTION
For details, refer to the Scan to Microsoft SharePoint User Guide.
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Actions (for Windows Users)

B Saving to Rack2-Filer

This section explains how to save the scanned image as a PDF file in Rack2-Filer trial version
(bundled with the ScanSnap) or Rack2-Filer (V5.0 or later recommended/bundled model or
sold separately).

ATTENTION
® Rack2-Filer trial version (bundled with the ScanSnap) or Rack2-Filer (V5.0 or later recommended/

bundled model or sold separately) is required to use this function.
Rack2-Filer is an application that converts paper documents and electronic documents into PDF files
and manages them in a computer. You can manage the documents as if you bind them, store them on

a cabinet shelf, and browse them as if you flip through a book.
® The following settings in ScanSnap Manager are disabled when the scanned image is saved to Rack2-

Filer:
- Rename file after scanning
- Color high compression

HINT
ScanSnap Folder can also be used for this operation. For details, refer to "ScanSnap Folder Operations"

(page 232).
For details about the procedure to scan and save the scanned image in Rack2-Filer using or
without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 170)
® Vithout Using the Quick Menu (- page 172)
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Actions (for Windows Users)

Using the Quick Menu

HINT
To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap setup dialog
box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick Menu" (page
75).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

2. Press the [Scan] button on the ScanSnap to start a scan.
= The Quick Menu appears when the scanning is completed.
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Actions (for Windows Users)

3. Change the settings for [Scan to Rack2-Filer] (If you do not want to

change any settings, go to step 4.).

1.

3.

Move the mouse cursor to the % mark on the [Scan to Rack2-Filer] icon = ,and

then select the [Settings] menu.
= The [ScanSnap -> Rack2] dialog box appears.

. Change the settings.

In this dialog box, specify the destination to save the scanned image.

For details about the [ScanSnap -> Rack2] dialog box, refer to Rack2-Filer Help.
Click the [Help] button in the [ScanSnap -> Rack2] dialog box to display Rack2-Filer
Help.

ScanSnap -> Rack2 (=3

ScanSnap data save location [when Rack2-iewer or WorkArea iz not open)

[ Request confimation each time

™ Binder currently selected in the Rack2-Filer window

[or binder zelection dialog if no binder is selected)

™ Binder zelection dialog for individual assignment every time

QK | Cancel | Help |

Click the [OK] button to close the [ScanSnap -> Rack2] dialog box.

o)

4. Click the [Scan to Rack2-Filer] icon

ATTENTION

When you perform a scan with [JPEG(*.jpg)] selected for [File format] in the [File option] tab of
the ScanSnap setup dialog box, you cannot save the image in Rack2-Filer.

You cannot start scanning when the Quick Menu is displayed. Save the scanned image to Rack2-
Filer before scanning another document.

Do not move, delete, or rename the scanned image in other applications when the Quick Menu is
displayed.

Rack2-Filer starts up, and the PDF file created by the ScanSnap is saved in Rack2-
Filer in accordance with the settings specified in step 3.

HINT
For details about how to use Rack2-Filer, refer to the Rack2-Filer User’s Guide.
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Without Using the Quick Menu

HINT

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap setup
dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using the Quick
Menu" (page 81).

1 . Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list in the [Application] tab, select [Rack2-
Filer].
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HINT

ScanSnap Manager also links with [Rack2-Filer] when you select:

® [Rack2-Filer] from the [Profile] drop-down list of the ScanSnap setup dialog box
® [Rack2-Filer] from the Left-Click Menu
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3. Change the settings for [Scan to Rack2-Filer] (If you do not want to

change any settings, go to step 4.).

1. Click the [Application Settings] button.

5 Application Lot Seve 88 Boanning |
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= The [ScanSnap -> Rack2] dialog box appears.

2. Change the settings.

In this dialog box, specify the destination to save the scanned image.
For details about the [ScanSnap -> Rack2] dialog box, refer to Rack2-Filer Help.
Click the [Help] button in the [ScanSnap -> Rack2] dialog box to display Rack2-Filer

Help.

ScanSnap -» Rack2

[ Request confimation each time

™ Binder currently selected in the Rack2-Filer window

[or binder zelection dialog if no binder is selected)

™ Binder zelection dialog for individual assignment every time

QK | Cancel | Help

ScanSnap data save location [when Rack2-iewer or WorkArea iz not open)

==

3. Click the [OK] button to close the [ScanSnap -> Rack2] dialog box.

4. Click the [OK] button to close the ScanSnap setup dialog box.

5. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).
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6. Press the [Scan] button on the ScanSnap to start a scan.

= When the scanning is completed, Rack2-Filer starts up, and the PDF file created by
the ScanSnap is saved in Rack2-Filer in accordance with the settings specified in
step 3.

HINT
For details about how to use Rack2-Filer, refer to the Rack2-Filer User’s Guide.

174



Actions (for Windows Users)

B Saving Data to a Mobile Device

This section explains how to save the scanned image as a PDF or a JPEG file to a mobile
device.

ATTENTION

® Only one mobile device can be connected to the computer.

® You need to have .NET Framework 3.0 installed in order to use this function.
Note that .NET Framework 3.0 is also included in .NET Framework 3.5 (SP1 or later). It is
recommended that you use .NET Framework 3.5 (SP1 or later) by updating Windows.
If .NET Framework 4 or later is already installed, you need to install .NET Framework 3.0 separately
because .NET Framework 3.0 is not included in .NET Framework 4 or later version.

® You need to have ScanSnap Connect Application installed in the mobile device in order to use this
function. Download ScanSnap Connect Application for mobile devices from application stores such as
App Store.
ScanSnap Connect Application for mobile devices operate on the following operating systems:
- i0S 4.2.1 or later
- Android OS 2.2 or later

® The number of scanned image files and the maximum file size that can be saved on a mobile device at
once are as follows:
- Number of files: Up to 100
- File size: 2048 MB

® A firewall alert may be displayed when you first launch [Scan to Mobile]. When the alert is displayed,
select [Allow access] or [Unblock].
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HINT

® The following message appears when you first launch [Scan to Mobile]. Click the [OK] button to open
the [Scan to Mobile - Basic] dialog box.
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In the [Scan to Mobile - Basic] dialog box, enter a password to connect to the mobile device.
For details about other setting items, refer to the Scan to Mobile Help.

® The Scan to Mobile icon

The Scan to Mobile icon
The Scan to Mobile icon
device. The appearance

o
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appears on the taskbar when the file is saved to the mobile device.

is displayed in the menu that appears when you click E on the taskbar.
shows the communication status between the computer and the mobile
of the icon changes according to the communication status as shown below.

Status Scan to Mobile icon
Waiting @
Standby E
Sending

Sending error

8

Rejected

For details about the procedure to save scanned images to mobile devices through automatic
linkage, and using or without using the Quick Menu, refer to the following:

® Automatic Linkage (= page 177)
® Using the Quick Menu (= page 179)
® WVithout Using the Quick Menu (- page 182)

176



Actions (for Windows Users)

Automatic Linkage

HINT

® For details about the features of ScanSnap Connect Application for mobile devices and how to use it,
refer to the ScanSnap Connect Application User's Guide for your mobile device.

® For details about automatic linkage to active applications, refer to "Automatic Linkage with
Applications" (page 102).

1 . Select [Start] menu - [All Programs] = [ScanSnap Manager] = [Scan to
Mobile].

= The Scan to Mobile icon appears on the taskbar.

2. Connect to the computer from your mobile device.

For details about how to connect to the computer from your mobile device, refer to the

ScanSnap Connect Application User’'s Guide for your mobile device.

= When the connection is established, the [Scan to Mobile] dialog box appears on the
computer, showing the mobile device that is currently connected to the computer.

r'a Sean ta Mokils =

Connected Mobile Device
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Document: 070
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3. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).
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4. Press the [Scan] button on the ScanSnap to start a scan.

ATTENTION

To enable automatic linkage with Scan to Mobile, press the [Scan] button on the ScanSnap and start
a scan while [Scan to Mobile] is active (where this application is currently selected on the taskbar
and the [Scan to Mobile] dialog box is brought to front).

= Scanned images will be sent to the mobile device from the computer when the
scanning is completed.

Scan to Mchils =]
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=3 -———=n
E -_—

A gza- §79.014479.01 ME

Dacument: 141

HINT

When you select the [Wait until the [Send] button is clicked] check box in the [Scan to Mobile - Basic]
dialog box, the [Send] button appears in the [Scan to Mobile] dialog box. Click the [Send] button to
send the image to the mobile device.

5. Click the [Close] button to close the [Scan to Mobile] dialog box when
sending of the scanned image is completed.

HINT

The [Scan to Mobile] dialog box closes automatically when the mobile device is disconnected from
the computer.
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Using the Quick Menu

HINT

To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap setup dialog

box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick Menu" (page

75).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

2. Press the [Scan] button on the ScanSnap to start a scan.

= The Quick Menu appears when the scanning is completed.
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When [Scan to Mobile] has already started and is active (with the application selected on the taskbar
and the [Scan to Mobile] dialog box brought to front), ScanSnap Manager links with [Scan to Mobile]
automatically and the Quick Menu does not appear.
To show the Quick Menu, minimize the [Scan to Mobile] dialog box first, and then try scanning again.
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3. Change the settings for [Scan to Mobile] (If you do not want to change
any settings, go to step 4.).

=

1. Move the mouse cursor to the % mark on the [Scan to Mobile] icon ' and then
select the [Settings] menu.
= The [Scan to Mobile - Options] dialog box appears.

2. Change the settings.
For details about the [Scan to Mobile - Options] dialog box, refer to the ScanSnap
Manager Help.

Bl Scan to Mabile - Options i

Szva scannst magaa o ile
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3. Click the [OK] button to close the [Scan to Mobile - Options] dialog box.

4. Click the [Scan to Mobile] icon .

ATTENTION

® You cannot start scanning when the Quick Menu is displayed. Wait until ScanSnap Manager links
with Scan to Mobile before scanning another document.

® Do not move, delete, or rename the scanned image in other applications when the Quick Menu is
displayed.

= The [Scan to Mobile] dialog box appears.
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5. Connect to the computer from your mobile device.

For details about how to connect to the computer from your mobile device, refer to the

ScanSnap Connect Application User's Guide for your mobile device.

= When the connection is established, the [Scan to Mobile] dialog box appears
showing the mobile device that is currently connected to the computer. Then, the
scanned image is sent to the mobile device.
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HINT

® \When you select the [Wait until the [Send] button is clicked] check box in the [Scan to Mobile -
Basic] dialog box, the [Send] button appears in the [Scan to Mobile] dialog box. Click the [Send]
button to send the image to the mobile device.

® For details about the features of ScanSnap Connect Application for mobile devices and how to
use it, refer to the ScanSnap Connect Application User's Guide for your mobile device.

6. Click the [Close] button to close the [Scan to Mobile] dialog box when
sending of the scanned image is completed.

HINT

The [Scan to Mobile] dialog box closes automatically when the mobile device is disconnected from
the computer.
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Without Using the Quick Menu

HINT
To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap setup

dialog box.
For details about how to perform scanning without using the Quick Menu, refer to "Without Using the Quick

Menu" (page 81).

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list in the [Application] tab, select [Scan
to Mobile].
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HINT

When you add the customized settings as profiles, the application to link with ScanSnap Manager
can be selected from the [Profile] drop-down list or Left-Click Menu next time you perform a scan.
For details about how to add a profile, refer to "Profile Management" (page 93).
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3. Change the settings for [Scan to Mobile] (If you do not want to change
any settings, go to step 4.).

1. Click the [Application Settings] button.
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= The [Scan to Mobile - Options] dialog box appears.

2. Change the settings.
For details about the [Scan to Mobile - Options] dialog box, refer to the ScanSnap

Manager Help.
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3. Click the [OK] button to close the [Scan to Mobile - Options] dialog box.

4. Click the [OK] button to close the ScanSnap setup dialog box.

5. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).
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6. Press the [Scan] button on the ScanSnap to start a scan.

= The [Scan to Mobile] dialog box appears on the computer when the scanning is
completed.
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7. Connect to the computer from your mobile device.

For details about how to connect to the computer from your mobile device, refer to the
ScanSnap Connect Application User's Guide for your mobile device.
= When the connection is established, the [Scan to Mobile] dialog box appears

showing the mobile device that is currently connected to the computer. Then, the
scanned image is sent to the mobile device.
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HINT

® \When you select the [Wait until the [Send] button is clicked] check box in the [Scan to Mobile -

Basic] dialog box, the [Send] button appears in the [Scan to Mobile] dialog box. Click the [Send]
button to send the image to the mobile device.

® For details about the features of ScanSnap Connect Application for mobile devices and how to
use it, refer to the ScanSnap Connect Application User's Guide for your mobile device.

8. Click the [Close] button to close the [Scan to Mobile] dialog box when
sending of the scanned image is completed.

HINT

The [Scan to Mobile] dialog box closes automatically when the mobile device is disconnected from
the computer.
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Cloud Services

By pressing the [Scan] button on the ScanSnap, you can save documents converted into
digital data to the following cloud services, and access them easily anytime, anywhere.

®Manage scanned documents through linkage with Dropbox.
Save scanned image files to your Dropbox folder.

®Manage scanned documents through linkage with Evernote.
Save PDF files in Evernote.

®Manage handwritten notes through linkage with Evernote.
Save JPEG files in Evernote.

®Manage scanned documents through linkage with Google Docs.
Save PDF files in Google Docs.

®Manage scanned documents through linkage with Salesforce Chatter.
Post scanned image files to Salesforce Chatter and manage them with Salesforce
CRM.

®Manage scanned documents through linkage with SugarSync.
Save scanned image files to your SugarSync folder.

The following are explanations on how to use Cloud Services.
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B Saving Data to Your Dropbox Folder

This section explains how to save the scanned image as a PDF or a JPEG file to your
Dropbox folder.

ATTENTION

® You need to have a Dropbox account.

® You need to have Dropbox for Windows 1.1.45 or later installed in order to use this function.
® You can save up to 100 files to your Dropbox folder at once.

HINT

® \When you first log into Dropbox after installing Dropbox for Windows, the Dropbox folder, which is the
sync folder used for Dropbox, is automatically created.

® ScanSnap Folder can also be used for this operation. For details, refer to "ScanSnap Folder
Operations" (page 232).

For details about the procedure to scan and save the scanned image to your Dropbox folder
using or without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 188)

® Without Using the Quick Menu (- page 191)

187



Cloud Services (for Windows Users)

Using the Quick Menu

HINT

To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap setup dialog

box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick Menu" (page

75).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

2. Press the [Scan] button on the ScanSnap to start a

scan.

= The Quick Menu appears when the scanning is completed.
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Cloud Services (for Windows Users)

3. Change the settings for [Scan to Dropbox] (If you do not want to change
any settings, go to step 4.)

1. Move the mouse cursor to the % mark on the [Scan to Dropbox] icon @ and
then select the [Settings] menu.
= The [Scan to Dropbox - Options] dialog box appears.

2. Change the setting.
For details about the [Scan to Dropbox - Options] dialog box, refer to ScanSnap
Manager Help.
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3. Click the [OK] button to close the [Scan to Dropbox - Options] dialog box.

4. Click the [Scan to Dropbox] icon @

= The [Scan to Dropbox] dialog box appears.
If you clear the [Show preview] check box in step 3., the scanned image is directly
saved to your Dropbox folder.
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5. Check the scanned image in the preview area.

In the [Scan to Dropbox] dialog box, you can rename the file and specify your Dropbox
folder.

For details about the [Scan to Dropbox] dialog box, refer to the ScanSnap Manager
Help.
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ATTENTION
The file will not be synced with Dropbox unless you select the Dropbox folder as the destination
folder.

6. Click the [Save] button.

= The scanned image is saved to your Dropbox folder.

ATTENTION

® You cannot start scanning after the Quick Menu is displayed and before the [Scan to Dropbox]
dialog box is closed. Close the [Scan to Dropbox] dialog box before scanning the next document.

® Do not move, delete or rename the scanned image in other applications after the Quick Menu is
displayed and before the [Scan to Dropbox] dialog box is closed.
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Without Using the Quick Menu

HINT

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap setup
dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using the Quick
Menu" (page 81).

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list in the [Application] tab, select [Scan
to Dropbox].
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HINT

When you add the customized settings as profiles, the application to link with ScanSnap Manager

can be selected from the [Profile] drop-down list or the Left-Click Menu next time you perform a
scan.

For details about how to add a profile, refer to "Profile Management" (page 93).

191



Cloud Services (for Windows Users)

3. Change the settings for [Scan to Dropbox] (If you do not want to change
any settings, go to step 4.).

1. Click the [Application Settings] button.
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= The [Scan to Dropbox - Options] dialog box appears.
2. Change the settings.
For details about the [Scan to Dropbox - Options] dialog box, refer to the ScanSnap

Manager Help.
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3. Click the [OK] button to close the [Scan to Dropbox - Options] dialog box.

4. Click the [OK] button to close the ScanSnap setup dialog box.

5. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

6. Press the [Scan] button on the ScanSnap to start a scan.

= The [Scan to Dropbox] dialog box appears when the scanning is completed.
If you clear the [Show preview] check box in step 3., the scanned image is directly
saved to your Dropbox folder.
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7. Check the scanned image in the preview area.

In the [Scan to Dropbox] dialog box, you can rename the file and specify your Dropbox

folder.
For details about the [Scan to Dropbox] dialog box, refer to the ScanSnap Manager
Help.
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ATTENTION
The file will not be synced with Dropbox unless you select the Dropbox folder as the destination
folder.

8. Click the [Save] button.

= The scanned image is saved to your Dropbox folder.

ATTENTION

® You cannot start scanning when the [Scan to Dropbox] dialog box is displayed. Close the dialog
box before scanning the next document.

® Do not move, delete or rename the scanned image in other applications when the [Scan to
Dropbox] dialog box is displayed.
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B Saving Documents to Evernote

This section explains how to save the scanned image as a PDF file to Evernote.
When you save a scanned image to Evernote after converting it into a searchable PDF, the
PDF file becomes searchable in Evernote.

ATTENTION
® You need to create an Evernote account (free or premium).
® You first need to sign in to Evernote for Windows to save a file to Evernote.

HINT
ScanSnap Folder can also be used for this operation. For details, refer to "ScanSnap Folder Operations"
(page 232).

For details about the procedure to scan and save the scanned image to Evernote using or
without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 195)

® Without Using the Quick Menu (- page 198)
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Using the Quick Menu

HINT
To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap setup dialog
box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick Menu" (page
75).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

2. Press the [Scan] button on the ScanSnap to start a scan.
= The Quick Menu appears when the scanning is completed.
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3. Change the settings for [Scan to Evernote (Document)] (If you do not

want to change any settings, go to step 4.).

1. Move the mouse cursor to the % mark on the [Scan to Evernote (Document)] icon

&= and then select the [Settings] menu.
= The [Scan to Evernote - Options] dialog box appears.

2. Change the settings.
For details about the [Scan to Evernote - Options] dialog box, refer to the ScanSnap

Manager Help.
] Scan to Evernote - Opticns [
(¥ arver in Saarchails POE
CCR aptions
Lonouege |E8 Engizh =
Tamgel peges. Fet page e M papes
L ok || G Helg

3. Click the [OK] button to close the [Scan to Evernote - Options] dialog box.

4. Click the [Scan to Evernote (Document)] icon @

ATTENTION
® You cannot start scanning when the Quick Menu is displayed. Save the PDF file to Evernote

before scanning the next document.
® Do not move, delete, or rename the scanned image in other applications when the Quick Menu is

displayed.

= If [JPEG(*.jpg)] is selected for [File format] in the [File option] tab of the ScanSnap
setup dialog box, a separate PDF file will be created from each JPEG file.
The following window appears during file creation.

b
Scan to Bvernote [Document] H;’-]
Cragting POF fie from imape das..

Targe fike

Proceesng slabus:

Po
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= If the [Convert to Searchable PDF] check box is selected in step 3., text recognition

is performed according to the [OCR options] settings in the [Scan to Evernote -
Options] dialog box.

The following window appears during text recognition.

Scan to Evernote [Document) |&

Procecsing texd mooprtian.

Terget fie: pf

Procssang satus:

Fage: 141 Carcel |

HINT
Note that text recognition will be performed only on pages containing text which is not yet
recognized.

= Evernote for Windows starts up, and the PDF file is saved to Evernote.

HINT

The file in which the scanned image is saved remains in the folder specified for [Image saving folder]

in the [Save] tab of the ScanSnap setup dialog box even after the scanned image is saved to
Evernote. Delete this file if unnecessary.
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Without Using the Quick Menu

HINT

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap setup
dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using the Quick
Menu" (page 81).

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= Displays the ScanSnap setup dialog box.

2. In the [Application] drop-down list in the [Application] tab, select [Scan
to Evernote (Document)].

(] S
Cofor maos EEﬂ'r‘lr‘l:u"’J
T Uz Duick Meny Frafile
Fiecummenché | | Smakl Fils . | Higk Buily | | -"_:. Standard -

== Application

Edact the applcaion you wi st ie 1o yea:

(Appncnhnn- | 2 Seonto bvemete Bocumentl. e v)

-Applicahnn Sathings...

Add arFemave . |

Hide | ok || canest |1 gpple |

HINT

ScanSnap Manager also links with [Scan to Evernote (Document)] when you select:

® [Scan to Evernote (Document)] from the [Profile] drop-down list of the ScanSnap setup dialog
box

® [Scan to Evernote (Document)] from the Left-Click Menu
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3. Change the settings for [Scan to Evernote (Document)] (If you do not

want to change any settings, go to step 4.).

1. Click the [Application Settings] button.

= Application

Seleche applicainn sol would e yee

L1 S :;% Scanning ], File option

" Peper | Comprassion

Application:

Add arHemove

U Applicabon Setings... )

Hide =

[T | Aaply |

Cancel

= The [Scan to Evernote - Options] dialog box appears.

2. Change the settings.
For details about the [Scan to Evernote

Manager Help.

- Options] dialog box, refer to the ScanSnap

] Scan to Evernote - Opticns 'iﬂ
|ViiZerva to Sozrctabls 05 '
CCR aptions
Lenpege: 50 Engisy =]
Targelpeges. ) et paps = 8 papes
[ ok ][ cance Help

3. Click the [OK] button to close the [Scan to Evernote - Options] dialog box.

4. Click the [OK] button to close the ScanSnap setup dialog box.

5. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).
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6. Press the [Scan] button on the ScanSnap to start a scan.

= When the scanning is completed, a separate PDF file will be created from each
JPEG file if [JPEG(*.jpg)] is selected for [File format] in the [File option] tab of the

ScanSnap setup dialog box.

The following window appears during file creation.

#
Scan 1o Evernote (Document)

Target fie:

Procassng stahae:

Crechirg P DF fls fam oo dat s

‘ |
(=2

L

= If the [Convert to Searchable PDF] check box is selected in step 3., text recognition
is performed according to the [OCR options] settings in the [Scan to Evernote -

Options] dialog box.

The following window appears during text recognition.

Scan bo Evemote {Diocurnent} ﬁ
Prinessing bt racognition
Tamelfle .oef
. |
Proceasing s
Page: 141 Cawsl |

HINT

Note that text recognition will be performed only on pages containing text which is not yet

recognized.

= Evernote for Windows starts up, and the PDF file is saved to Evernote.

HINT

The file in which the scanned image is saved remains in the folder specified for [Image saving folder]
in the [Save] tab of the ScanSnap setup dialog box even after the scanned image is saved to

Evernote. Delete this file if unnecessary.
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B Saving Handwritten Notes to Evernote

This section explains how to save the scanned image as a JPEG file to Evernote.
When you save a JPEG file to Evernote, text recognition is performed on all text, including
handwritten characters, and the file becomes searchable in Evernote.

ATTENTION
® You need to create an Evernote account (free or premium).
® You first need to sign in to Evernote for Windows to save a file to Evernote.

HINT

ScanSnap Folder can also be used for this operation. For details, refer to "ScanSnap Folder Operations"
(page 232).

For details about the procedure to scan and save the scanned image to Evernote using or
without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 202)

® Without Using the Quick Menu (- page 204)
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Using the Quick Menu

HINT
To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap setup dialog
box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick Menu" (page
75).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

2. Press the [Scan] button on the ScanSnap to start a scan.
= The Quick Menu appears when the scanning is completed.
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3. Click the [Scan to Evernote (Note)] iconE.

ATTENTION

® You cannot start scanning when the Quick Menu is displayed. Save the JPEG file to Evernote
before scanning the next document.

® Do not move, delete, or rename the scanned image in other applications when the Quick Menu is
displayed.

= If [PDF(*.pdf)] is selected for [File format] in the [File option] tab of the ScanSnap
setup dialog box, a separate JPEG file will be created from each page of the PDF
file.
The following window appears during file creation.

Scan to Evernote (Mote) [

Craating mage data from FOFHE.

Tarost fiks;

Processing mihis:

pdf
e @

= Evernote for Windows starts up, and the JPEG file is saved to Evernote.

HINT

® When you select [PDF(*.pdf)] for [File format] in the [File option] tab of the ScanSnap setup
dialog box, a four-digit serial number is automatically added to the name of the file which is saved
to Evernote.
e.g. When the file name is [ScanSnap], the file is saved as:

ScanSnap_0001, ScanSnap_0002, ScanSnap_0003...

® The file in which the scanned image is saved remains in the folder specified for [Image saving
folder] in the [Save] tab of the ScanSnap setup dialog box even after the scanned image is saved
to Evernote. Delete this file if unnecessary.
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Without Using the Quick Menu

HINT

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap setup
dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using the Quick
Menu" (page 81).

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= Displays the ScanSnap setup dialog box.

2. In the [Application] drop-down list in the [Application] tab, select [Scan
to Evernote (Note)].

] (=
Scansnap
_ Lze Duick Manu Frafile
=TT T i b | | S Fila | | High sty | | _-,'_:p i =

AddarRemove. |

[ Hide ok || -Cancel soply |

HINT

ScanSnap Manager also links with [Scan to Evernote (Note)] when you select:

® [Scan to Evernote (Note)] from the [Profile] drop-down list of the ScanSnap setup dialog box
® [Scan to Evernote (Note)] from the Left-Click Menu

3. Click the [OK] button to close the ScanSnap setup dialog box.

4. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).
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5. Press the [Scan] button on the ScanSnap to start a scan.

= When the scanning is completed, a separate JPEG file will be created from each
page of the PDF file if [PDF(*.pdf)] is selected for [File format] in the [File option] tab
of the ScanSnap setup dialog box.
The following window appears during file creation.

| Scan to Bvsrnote [Nots) &T‘

Creating image dats from FOFHEe
Torger die: il
Processng Satus:
Fage: /s [ Caneel ]

|

= Evernote for Windows starts up, and the JPEG file is saved to Evernote.

HINT

® \When you select [PDF(*.pdf)] for [File format] in the [File option] tab of the ScanSnap setup
dialog box, a four-digit serial number is automatically added to the name of the file which is
saved to Evernote.
e.g. When the file name is [ScanSnap], the file is saved as:

ScanSnap_0001, ScanSnap_0002, ScanSnap_0003...

® The file in which the scanned image is saved remains in the folder specified for [Image saving
folder] in the [Save] tab of the ScanSnap setup dialog box even after the scanned image is
saved to Evernote. Delete this file if unnecessary.
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B Saving Documents to Google Docs

This section explains how to save the scanned image as a PDF file to Google Docs.

ATTENTION
® You need to create a Google account (free).
® You need to have .NET Framework 3.0 installed in order to use this function.
Note that .NET Framework 3.0 is also included in .NET Framework 3.5 (SP1 or later).
It is recommended that you use .NET Framework 3.5 (SP1 or later) by updating Windows.

If .NET Framework 4 or later is already installed, you need to install .NET Framework 3.0 separately
because .NET Framework 3.0 is not included in .NET Framework 4 or later version.

HINT

ScanSnap Folder can also be used for this operation. For details, refer to "ScanSnap Folder Operations"
(page 232).

For details about the procedure to scan and save the scanned image to Google Docs using or
without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 207)
® \Vithout Using the Quick Menu (- page 211)
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Using the Quick Menu

HINT
To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap setup dialog
box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick Menu" (page
75).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

2. Press the [Scan] button on the ScanSnap to start a scan.
= The Quick Menu appears when the scanning is completed.
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3. Change the settings for [Scan to Google Docs(TM)] (If you do not want to

change any settings, go to step 4.).

1. Move the mouse cursor to the % mark on the [Scan to Google Docs(TM)] icon

, and then select the [Settings] menu.

= The [Scan to Google Docs(TM) - Options] dialog box appears.

2. Change the settings.

For details about the [Scan to Google Docs(TM) - Options] dialog box, refer to the

ScanSnap Manager Help.

Goade Aocount
Emai

Paagword

CCR opbions
Lemgunge:

Tangst padee:

“~"\ Sran to Google Docs{THY) - Optians

=

o Carwert i Searchabls POF

El Englsh

First pege

Save wcanred imagee e fla

& Alpages

K

Cancel

Help

ATTENTION

If the computer is shared with other users, do not set your information in [Email] and
[Password]. Otherwise, other users will be able to log into Google Docs automatically.
It is recommended to set only [Email] in this dialog box, and type in the password every time.

3. Click the [OK] button to close the [Scan to Google Docs(TM) - Options] dialog box.
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4. Click the [Scan to Google Docs(TM)] icon .

ATTENTION
® You cannot start scanning when the Quick Menu is displayed. Save the PDF file to Google Docs

before scanning the next document.
® Do not move, delete, or rename the scanned image in other applications when the Quick Menu is

displayed.

= If you did not specify a Google account in the [Scan to Google Docs(TM) - Options]
dialog box in step 3., the [Scan to Google Docs(TM)] dialog box appears. To
continue, enter your e-mail address and password, and click the [OK] button.

", Scan to Seogle DocelTH] =]

Enber your Goode account

& ]

[} Sawe yoourr acenund iformation

[ ox [ cancal | Heip

ATTENTION

® If the computer is shared with other users, do not select the [Save your account
information.] check box in this dialog box.
Otherwise, other users will be able to log into Google Docs automatically.

® Scan to Google Docs(TM) is not available in a proxy environment that requires
authentication upon connecting to the Internet.

= If [JPEG(*.jpg)] is selected for [File format] in the [File option] tab of the ScanSnap
setup dialog box, a separate PDF file will be created from each JPEG file.
The following window appears during file creation.

T |

Scan o Google Bocs{TM)

Crezting POF file fram iraoe Stz

Targe: fie: po

| Processing status:

| Dacument: 2°2 ih Cancal
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= If the [Convert to Searchable PDF] check box is selected in the [Scan to Google
Docs(TM) - Options] dialog box in step 3., text recognition is performed according to
the [OCR options] settings in the [Scan to Google Docs(TM) - Options] dialog box.
The following window appears during text recognition.

Scan to-Google Docs{TM] él
Procesang tee recearton
Tergst fle odf
Fracesiing status:
L3 —
Fage- 171 L Cance )

HINT

Note that text recognition will be performed only on pages containing text which is not yet
recognized.

= Saving to Google Docs starts. Click the [Close] button to close the [Scan to Google
Docs(TM)] dialog box when the saving is completed.

Scan to Google DocsTH =
Successfilly sawed b Google Docs{THM)
Tangst il 0 §

Processing siatus

Datument; 272 Filz size: 3.40/0.40 MB

( | Clega thin wandom whean save cm'.p'iatsl)

| Closs |

If you select the [Close this window when save completes] check box above, the
[Scan to Google Docs(TM)] dialog box will automatically close from next scanning on
when the saving is completed.

HINT
Google Docs does not start up after the saving has completed. To check the saved PDF file, start a

web browser and log in to Google Docs.
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Without Using the Quick Menu

HINT

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap setup
dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using the Quick
Menu" (page 81).

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list in the [Application] tab, select [Scan
to Google Docs(TM)].

=
Cofor mag= Eﬂﬂﬂﬂaﬂj
Lz Gluick Meny Fratfile
Facaimimeniciy | | SmallFils | | ik Duahiy |  Standard L

=1 Application J-1 Sewe |68 Boanning | 4 Fileoption |‘ FPapar }.a- Compression

Salectthe apphcakon vouwwould ke lo use,

(Apm.mn- & IS SRR DR : ,-]
Applicabon Setings.
Fdd or Remove:
Hida | ok || -Cancal |0 swple |

HINT

ScanSnap Manager also links with [Scan to Google Docs(TM)] when you select:

® [Scan to Google Docs(TM)] from the [Profile] drop-down list of the ScanSnap setup dialog box
® [Scan to Google Docs(TM)] from the Left-Click Menu
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3. Change the settings for [Scan to Google Docs(TM)] (If you do not want to

change any settings, go to step 4.).

1. Click the [Application Settings] button.

= Applicefion |1 Seve SE Soanning J File option | Pepsr | % Compression

Selec the applicatnn solwiuld iKein use

Application. | 54 {acen o Bongle BocsiTh] it

U Applicatan Setings. )

Add orHemove,..

Hide | Ok, ||  Cencel | Aople |

= The [Scan to Google Docs(TM)] dialog box appears.

2. Change the settings.
For details about the [Scan to Google Docs(TM) - Options] dialog box, refer to the
ScanSnap Manager Help.

T Scan o Google DecdTHOpians =
Goade Aocount
Emai

Paagword

o Carwert i Searchabls POF
CCR opbions
Lenguspe: | B Englsh |
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Save wcanred imagee e fla
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ATTENTION

If the computer is shared with other users, do not set your information in [Email] and
[Password]. Otherwise, other users will be able to log into Google Docs automatically.

It is recommended to set only [Email] in this dialog box, and type in the password every time.

3. Click the [OK] button to close the [Scan to Google Docs(TM) - Options] dialog box.

4. Click the [OK] button to close the ScanSnap setup dialog box.

5. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).
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6. Press the [Scan] button on the ScanSnap to start a scan.

= If you did not specify a Google account in the [Scan to Google Docs(TM) - Options]
dialog box in step 3., the [Scan to Google Docs(TM)] dialog box appears when the
scanning is completed. To continue, enter your e-mail address and password, and

click the [OK] button.

", Scan to Seogle DocelTH]

Enber your Goode account
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Emait :
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[} Sawe yoourr acenund iformation

[ o [ canem

Help

ATTENTION

® |f the computer is shared with other users, do not select the [Save your account

information.] check box in this dialog box.

Otherwise, other users will be able to log into Google Docs automatically.
® Scan to Google Docs(TM) is not available in a proxy environment that requires

authentication upon connecting to the Internet.

= If [JPEG(*.jpg)] is selected for [File format] in the [File option] tab of the ScanSnap
setup dialog box, a separate PDF file will be created from each JPEG file.

The following window appears during file creation.

Scan o Soogke DocsTh

Creating PDF e from image data.. .
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= If the [Convert to Searchable PDF] check box is selected in the [Scan to Google
Docs(TM) - Options] dialog box in step 3., text recognition is performed according to
the [OCR options] settings in the [Scan to Google Docs(TM) - Options] dialog box.
The following window appears during text recognition.

I Scan to Google DocsiTM] |§
Proceesing (e FoODTan.
[erget fie e
Procassing status: ' Il
L= -
Fage: 1.1 Cancel

HINT
Note that text recognition will be performed only on pages containing text which is not yet
recognized.

= Saving to Google Docs starts. Click the [Close] button to close the [Scan to Google
Docs(TM)] dialog box when the saving is completed.

Sran to-Google Docs(TM]

Suczessfully saved b Goodle Docs{TH)

Tang file

Proceseng staie

od
A
-

Diocument: 242 Fle giza: 040040 ME

(_ Tl fhis window when saue :l:rrl.'rH.u)

e

If you select the [Close this window when save completes] check box above, the
[Scan to Google Docs(TM)] dialog box will automatically close from next scanning on
when the saving is completed.

HINT
Google Docs does not start up after the saving has completed. To check the saved PDF file, start a

web browser and log in to Google Docs.
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B Posting to Salesforce Chatter

This section explains how to post the scanned image as a PDF or a JPEG file to Salesforce
Chatter.

ATTENTION
® A Salesforce CRM license is required separately.
® ScanSnap Manager can link with the following Salesforce editions:
- Unlimited
- Enterprise
® You need to have.NET Framework 3.0 installed in order to use this function.
Note that .NET Framework 3.0 is also included in .NET Framework 3.5 (SP1 or later). It is
recommended that you use .NET Framework 3.5 (SP1 or later) by updating Windows.
Even if NET Framework 4 or later is already installed, you need to install .NET Framework 3.0
separately because .NET Framework 3.0 is not included in .NET Framework 4 or later version.
® A maximum of 100 scanned image files can be posted to Salesforce Chatter at once.

HINT
ScanSnap Folder can also be used for this operation. For details, refer to "ScanSnap Folder Operations"
(page 232).

For details about the procedure to scan and post the scanned image to Salesforce Chatter
using or without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 216)

® Without Using the Quick Menu (- page 220)
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Using the Quick Menu

HINT

To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap setup dialog
box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick Menu" (page
75).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

2. Press the [Scan] button on the ScanSnap to start a scan.
= The Quick Menu appears when the scanning is completed.
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3. Change the settings for [Scan to Salesforce Chatter] (If you do not want

to change any settings, go to step 4.).

1. Move the mouse cursor to the % mark on the [Scan to Salesforce Chatter] icon

c , and then select the [Settings] menu.
= The [Scan to Salesforce Chatter - Options] dialog box appears.
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2. Change the settings.
For details about the [Scan to Salesforce Chatter - Options] dialog box, refer to the
ScanSnap Manager Help.

¥ Sean to Salesforce Chamar- Ogtions ==
User acoourt
Unar Haema

Pasawond

Securty Token:

" Save scenned mages o file

[ oK Cancel e |

ATTENTION

If the computer is shared with other users, do not set your information in [User Name],
[Password] and [Security Token]. Otherwise, other users will be able to log into Salesforce
automatically.

It is recommended to set only [User Name] and [Security Token] in this dialog box, and type in
the password every time.

3. Click the [OK] button to close the [Scan to Salesforce Chatter - Options] dialog box.
4. Click the [Scan to Salesforce Chatter] icon c

= If you did not specify a Salesforce account in the [Scan to Salesforce Chatter -
Options] dialog box in step 3., the [Scan to Salesforce Chatter - Login] dialog box

appears. To continue, enter your user name and password and click the [OK] button.
Enter a security token if needed.

¥ Scan to Salesforce Chatter - Login

Enter the weer sccourt,

Lser Hame:
Pasawornd:

Secutfiy Token.

~ Bove user pocount infonmatien

oK, || Canesl: |[ Hap

ATTENTION

® |f the computer is shared with other users, do not select the [Save user account information.]
check box in this dialog box.
Otherwise, other users will be able to log into Salesforce automatically.

® Scan to Salesforce Chatter is not available in a proxy environment that requires
authentication upon connecting to the Internet.

= The [Scan to Salesforce Chatter] dialog box appears.
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5. Check the scanned image in the preview area.

In the [Scan to Salesforce Chatter] dialog box, you can set the posting destination and
method, the message to post, the name and description of the image file that will be
posted to Salesforce Chatter, and save the scanned image in the folder specified for
[Image saving folder].

For details about the [Scan to Salesforce Chatter] dialog box, refer to the ScanSnap

Manager Help.
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6. Click the [Post] button.

= Posting to Salesforce Chatter starts. Click the [Close] button to close the [Scan to
Salesforce Chatter] dialog box when the posting is completed.

"% $can to Salesforce Chatter =
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= =
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If you select the [Close this window when posting completes] check box above, the
[Scan to Salesforce Chatter] dialog box will automatically close from next scanning
on when the posting is completed.

ATTENTION

® You cannot start scanning after the Quick Menu is displayed and before the [Scan to Salesforce
Chatter] dialog box is closed. Close the [Scan to Salesforce Chatter] dialog box before scanning
the next document.

® Do not move, delete, or rename the scanned image in other applications when the Quick Menu is
displayed.

HINT
Salesforce does not start up after the posting has completed. To check the saved scanned image
file, start a web browser and log in to Salesforce.
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Without Using the Quick Menu

HINT

To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap setup
dialog box.

For details about how to perform scanning without using the Quick Menu, refer to "Without Using the Quick
Menu" (page 81).

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list in the [Application] tab, select [Scan
to Salesforce Chatter].

[ ==
Cofar maogs SEﬂ'ﬂﬁﬂ"J
I Lz Cluick: Manu Prafile
B it nidio | | Small Fila | High Sughty | | f Srapdard -

Salact he-applicahon Yoo e o uea;

ASpplicahon Setings..

AddarFlemove..

| Hids ~| ok || cancel || spply |

HINT

When you add the customized settings as profiles, the application to link with ScanSnap Manager
can be selected from the [Profile] drop-down list or Left-Click Menu next time you perform a scan.
For details about how to add a profile, refer to "Profile Management" (page 93).
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3. Change the settings for [Scan to Salesforce Chatter] (If you do not want

to change any settings, go to step 4.).

1. Click the [Application Settings] button.

£ Application |1 Save {33 Scanning |'4 File optian |' i Paper |+ Comprassion

Selzcohie applicaton wownnid ke o use.

Applicetion. | € Geanto SelesforceChabler |

[ Applicaion Safings.. )

A ar Hemowe |

| Hide | ok | Cangel Apply |

= The [Scan to Salesforce Chatter - Options] dialog box appears.

2. Change the settings.
For details about the [Scan to Salesforce Chatter - Options] dialog box, refer to the
ScanSnap Manager Help.

s tnﬁl&fmuf‘thmr—[)f&nm @
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: Save -anmed mages to file
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ATTENTION

If the computer is shared with other users, do not set your information in [User Name],
[Password] and [Security Token]. Otherwise, other users will be able to log into Salesforce
automatically.

It is recommended to set only [User Name] and [Security Token] in this dialog box, and type in
the password every time.

3. Click the [OK] button to close the [Scan to Salesforce Chatter - Options] dialog box.

4. Click the [OK] button to close the ScanSnap setup dialog box.

5. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).
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6. Press the [Scan] button on the ScanSnap to start a scan.

= If you did not specify a Salesforce account in the [Scan to Salesforce Chatter -
Options] dialog box in step 3., the [Scan to Salesforce Chatter - Login] dialog box
appears when the scanning is completed. To continue, enter your user name and
password and click the [OK] button. Enter a security token if needed.

¥ Scan to Salesforce Chatter - Login ==

Enter the user mocourt,

Lser Hame:
Passwornd:

Secuiny Toker.

1 Bave user poceunt infomaton

.}t{_ _|| Canosl || Hap

ATTENTION

® |f the computer is shared with other users, do not select the [Save user account
information.] check box in this dialog box.
Otherwise, other users will be able to log into Salesforce automatically.

® Scan to Salesforce Chatter is not available in a proxy environment that requires
authentication upon connecting to the Internet.

= The [Scan to Salesforce Chatter] dialog box appears.
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7. Check the scanned image in the preview area.

In the [Scan to Salesforce Chatter] dialog box, you can set the posting destination and

method, the message to post, the name and description of the image file that will be
posted to Salesforce Chatter, and save the scanned image in the folder specified for

[Image saving folder].

For details about the [Scan to Salesforce Chatter] dialog box, refer to the ScanSnap

Manager Help.
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8. click the [Post] button.

= Posting to Salesforce Chatter starts. Click the [Close] button to close the [Scan to
Salesforce Chatter] dialog box when the posting is completed.
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If you select the [Close this window when posting completes] check box above, the
[Scan to Salesforce Chatter] dialog box will automatically close from next scanning
on when the posting is completed.

ATTENTION

® You cannot start scanning when the [Scan to Salesforce Chatter] dialog box is displayed. Close
the dialog box before scanning the next document.

® Do not move, delete, or rename the scanned image in other applications when the [Scan to
Salesforce Chatter] dialog box is displayed.

HINT

Salesforce does not start up after the posting has completed. To check the saved scanned image file,
start a web browser and log in to Salesforce.
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B Saving Data to Your SugarSync Folder

This section explains how to save the scanned image as a PDF or a JPEG file to your
SugarSync folder.

ATTENTION
® You need to have a SugarSync account.

® You need to have SugarSync Manager for Windows 1.9.28 or later installed in order to use this
function.

® You can save up to 100 files to your SugarSync folder at once.

HINT

® When you first log into SugarSync after installing SugarSync Manager for Windows, the Magic
Briefcase, which is a sync folder used for SugarSync, is automatically created.

® ScanSnap Folder can also be used for this operation. For details, refer to "ScanSnap Folder
Operations" (page 232).

For details about the procedure to scan and save the scanned image to your SugarSync
folder using or without using the Quick Menu, refer to the following:

® Using the Quick Menu (= page 226)

® Without Using the Quick Menu (= page 229)
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Using the Quick Menu

HINT
To use the Quick Menu, you need to select the [Use Quick Menu] check box in the ScanSnap setup dialog
box.

For details about how to perform scanning by using the Quick Menu, refer to "Using the Quick Menu" (page
75).

1 . Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

2. Press the [Scan] button on the ScanSnap to start a scan.
= The Quick Menu appears when the scanning is completed.
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3. Change the settings for [Scan to SugarSync] (If you do not want to

change any settings, go to step 4.).

1. Move the mouse cursor to the % mark on the [Scan to SugarSync] icon ‘ , and
then select the [Settings] menu.
= The [Scan to SugarSync - Options] dialog box appears.

2. Change the setting.
For details about the [Scan to SugarSync - Options] dialog box, refer to ScanSnap

Manager Help.
i Soon o SugarSyne- Opfions T
| 5] Shaw preview
on. || ceed |[C Bep

3. Click the [OK] button to close the [Scan to SugarSync - Options] dialog box.

4. Click the [Scan to SugarSync] icon ﬁ

= The [Scan to SugarSync] dialog box appears.
If you clear the [Show preview] check box in step 3., the scanned image is directly
saved to your SugarSync folder.
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5. Check the scanned image in the preview area.

In the [Scan to SugarSync] dialog box, you can rename the file and specify your

SugarSync folder.
For details about the [Scan to SugarSync] dialog box, refer to the ScanSnap Manager
Help.
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Preview
ATTENTION

The file will not be synced with SugarSync unless you select a SugarSync folder as the destination

folder.

6. Click the [Save] button.

= The scanned image is saved to your SugarSync folder.

ATTENTION

® You cannot start scanning after the Quick Menu is displayed and before the [Scan to SugarSync]
dialog box is closed. Close the [Scan to SugarSync] dialog box before scanning the next

document.

® Do not move, delete or rename the scanned image in other applications after the Quick Menu is
displayed and before the [Scan to SugarSync] dialog box is closed.
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Without Using the Quick Menu

HINT
To disable the Quick Menu, you need to clear the [Use Quick Menu] check box in the ScanSnap setup

dialog box.
For details about how to perform scanning without using the Quick Menu, refer to "Without Using the Quick

Menu" (page 81).

1 . Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).
= The ScanSnap setup dialog box appears.

2. In the [Application] drop-down list in the [Application] tab, select [Scan

to SugarSync].
| |
Color moage=s Socarner
" Usze Duick Menu Fratile
Banumimaici | | Simall Filia I | Higgk Sualily | | 3 Standasd -

Applicalon Satings...

AddarFemove .

| Hidg | ok || Gancel Apply |

HINT
When you add the customized settings as profiles, the application to link with ScanSnap Manager
can be selected from the [Profile] drop-down list or the Left-Click Menu next time you perform a

scan.
For details about how to add a profile, refer to "Profile Management" (page 93).
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3. Change the settings for [Scan to SugarSync] (If you do not want to
change any settings, go to step 4.).

1. Click the [Application Settings] button.

=5 Application | Seve ﬁ Soanning 'J File optian |= 4 Fepar It # Compression

ezt ne sl sl ke se

Applicetion: | B Sentofugerfme T e
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= The [Scan to SugarSync - Options] dialog box appears.

2. Change the settings.
For details about the [Scan to SugarSync - Options] dialog box, refer to the

ScanSnap Manager Help.

W oo to SwgarSyne - Dptians ]
|51 Shaw prevview
o] ] e

3. Click the [OK] button to close the [Scan to SugarSync - Options] dialog box.

4. Click the [OK] button to close the ScanSnap setup dialog box.

5. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

6. Press the [Scan] button on the ScanSnap to start a scan.

= The [Scan to SugarSync] dialog box appears when the scanning is completed.
If you clear the [Show preview] check box in step 3., the scanned image is directly
saved to your SugarSync folder.
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7. Check the scanned image in the preview area.

In the [Scan to SugarSync] dialog box, you can rename the file and specify your

SugarSync folder.
For details about the [Scan to SugarSync] dialog box, refer to the ScanSnap Manager
Help.
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ATTENTION

The file will not be synced with SugarSync unless you select a SugarSync folder as the destination

folder.

8. Click the [Save] button.

= The scanned image is saved to your SugarSync folder.

ATTENTION

® You cannot start scanning when the [Scan to SugarSync] dialog box is displayed. Close the dialog

box before scanning the next document.

® Do not move, delete or rename the scanned image in other applications when the [Scan to

SugarSync] dialog box is displayed.
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ScanSnap Folder Operations

"ScanSnap Folder" is a temporary folder where you can save images scanned with the
ScanSnap to upload the file to a Web application or attach the file to an e-mail.
ScanSnap Folder supports a wide range of applications including Web applications.

Files saved in this folder can be used by specifying ScanSnap Folder directly from the
application when you scan.

\ ™
Q SNS/
(ClOUC! ) Q
Web-Mail

ScanSnap Folder

ATTENTION
ScanSnap Folder can be used with applications that support PDF or JPEG files.

HINT

The files in ScanSnap Folder will be deleted automatically after a set number of days because it is a

temporary folder. The number of days to keep the files can be changed. For details, refer to the ScanSnap
Manager Help.

232



ScanSnap Folder Operations (for Windows Users)

B How to Configure Scan Settings

You can configure scan settings for ScanSnap Folder in the ScanSnap setup dialog box
depending on your intended use in the following procedure.

1. Select [ScanSnap Folder Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).
= The ScanSnap setup dialog box appears.
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2. Change the scan settings in each tab.

= Appticetion |
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For details about setting items, refer to the ScanSnap Manager Help.

ATTENTION

The following items cannot be changed while the ScanSnap Folder is being used.
® The profile button

® [Profile] drop-down list
® [Application] tab

- Applications other than ScanSnap Folder in the [Application] drop-down list
- The [Add or Remove] button
® [Save] tab

- The [Rename file after scanning] check box

3. Click the [OK] or [Apply] button.

= Scan settings for the profile are changed.
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B How to Perform a Scan

This section explains how to use ScanSnap Folder to perform scanning.
The following explains an example in which the scanned image file is attached to an e-mail in

Windows Live Mail.

ATTENTION
ScanSnap Folder cannot be used if it is disabled. To enable ScanSnap Folder, refer to the ScanSnap

Manager Help.

1. Click the [Attach file] button.
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= The [Open] dialog box appears.
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2. Click [Computer] ([My Computer] for Windows XP).
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HINT

For Windows 7 or Windows Vista, when you select the ScanSnap Folder registered in [Favorites]
([Favorite Links] for Windows Vista), scanning becomes available in some applications.
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3. Select ScanSnap Folder.

= A pop-up balloon appears from the ScanSnap Manager icon on the task bar, and

scanning becomes available.
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Selecting "ScanSnap Folder" from some applications may terminate those applications.
If your application ends, take an alternate measure. Use your application separately after starting an
application in the Quick Menu to process and save the scanned image.

4. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

5. Press the [Scan] button on the ScanSnap to start a scan.

= The [ScanSnap Folder] dialog box appears when the scanning is completed.
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6. Check the scanned image in the preview area.

In the [ScanSnap Folder] dialog box, you can rename the file and convert the file format.
For details about the [ScanSnap Folder] dialog box, refer to the ScanSnap Manager
Help.
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7. Click the [Save] button.

= The file is saved to ScanSnap Folder.
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8. Select the file to be attached, and click the [Open] button.

= The file is attached.
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Using the ScanSnap in Various Ways

This section explains about various ways of using the ScanSnap.

B Scanning Only One Side of a Document

By default, the ScanSnap scans in duplex mode.
To perform simplex scanning, perform the following steps to change the setting.

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= The ScanSnap setup dialog box appears.

2. In the [Scanning side] drop-down list in the [Scanning] tab, select
[Simplex Scan (Single-sided)].
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3. Click the [OK] button to close the ScanSnap setup dialog box.

4. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).
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5. Press the [Scan] button on the ScanSnap to start a scan.

HINT
When you select [Simplex scan] from the Right-Click Menu, scanning is performed in simplex mode
even if [Duplex Scan (Double-sided)] is specified for [Scanning side] in the [Scanning] tab.

= Scanned image is saved.
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B Scanning Color Documents in Gray or Black & White

When [Auto color detection] is specified for [Color mode] in the [Scanning] tab of the
ScanSnap setup dialog box, the ScanSnap automatically recognizes whether the scanned
document is color, gray or black & white, and saves documents in their respective color
modes.

If you want to scan color documents and save them in gray or black & white, change the
settings in the following procedure.

1 = Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).
= The ScanSnap setup dialog box appears.

2. In [Color mode] drop-down list in the [Scanning] tab, select [Gray] or

[B&W].
=]
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3. Click the [OK] button to close the ScanSnap setup dialog box.

4. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

5. Press the [Scan] button on the ScanSnap to start a scan.

= Scanned image is saved in gray or black & white.
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B Scanning Color Documents in High Compression

The ScanSnap can save image data of color documents in high compression mode. You can
scan large quantities of color documents in high compression mode and save them as a
compact PDF file.

To scan color documents in high compression mode, perform the following steps to change
the setting.

ATTENTION

In [Color high compression] mode, different compression rates are applied to characters and backgrounds.
Therefore, the file size of a document with mostly text characters is reduced, while the quality of the
characters is kept high.

However, high compression is applied to photographs and figures since they are regarded as
backgrounds, resulting in deteriorated image data. For this reason, this mode is not appropriate for
scanning photographs, images and such.

1 . Select [Scan Button Settings] from the Right-Click Menu.
For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).

= The ScanSnap setup dialog box appears.

2. In the [Color mode] drop-down list in the [Scanning] tab, select [Color

high compression].
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3. Click the [OK] button to close the ScanSnap setup dialog box.
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4. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

5. Press the [Scan] button on the ScanSnap to start a scan.

= The scanned document is saved as highly compressed color image data.
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B Deleting Blank Pages from the Scanned Image

The ScanSnap can detect and automatically delete blank pages from a scanned image. For
example, when you scan a mixed batch of double-sided and single-sided documents in duplex
mode, the images are generated without the back sides of the single-sided documents (blank
pages).

To delete blank pages, perform the following steps to change the setting.

ATTENTION

® The following documents may be detected as blank.
- Almost blank documents with only a few characters
- Documents of only one color (including black) and without any patterns, lines or characters
When you scan such documents, clear the [Allow automatic blank page removal] check box.
Also make sure to check the image data for accidentally deleted pages when discarding the scanned
document.

® Blank pages are not deleted when CardMinder is used.

1 . Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).
= The ScanSnap setup dialog box appears.

2. Click the [Option] button in the [Scanning] tab.
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= The [Scanning mode option] dialog box appears.
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3. Select the [Allow automatic blank page removal] check box.
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4. Click the [OK] button to close all open dialog boxes.

5. Load a document in the ScanSnap.

For details about how to load documents, refer to "How to Load Documents" (page 33).

6. Press the [Scan] button on the ScanSnap to start a scan.

= Scanned image is saved without any blank pages.

246



Using the ScanSnap in Various Ways (for Windows Users)

Correcting Skewed Character Strings

When documents with skewed character strings are scanned, the ScanSnap is able to detect
the skewed character strings and correct them.
To correct skewed character strings, change the settings in the following procedure.

ATTENTION
® Up to +/-5 degrees of skew can be corrected.
® Since this option is performed assuming that the document contains a certain amount of text, character
strings may be adjusted at a wrong angle when scanning the following types of documents.
In that case, clear the [Correct skewed character strings automatically] check box:
- Documents on which pitches between lines or characters are extremely narrow, or characters are
overlapped
- Documents with many outlined or decorated characters
- Documents with many photographs or figures and few characters
- Documents with characters on a patterned background
e.g. Characters overlapping illustrations and diagrams
- Documents with characters printed in various directions such as drawings
- Documents with long diagonal lines
- Documents including handwritten characters.

HINT

You do not have to enable [Correct skewed character strings automatically] when [Automatic detection] is
specified for [Paper size] in the [Paper] tab of the ScanSnap setup dialog box because the skewed image is
always corrected when documents are scanned by this setting.

1 = Select [Scan Button Settings] from the Right-Click Menu.

For details about the Right-Click Menu, refer to "Right-Click Menu" (page 71).
= The ScanSnap setup dialog box appears.

2. Click the [Option] button in the [Scanning] tab.
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= The [Scanning mode 