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How to scan document as a PDF with OCR

Introduction to the Issue

e Instructors scan chapters of books and other documents for use in courses. If not
scanned with the proper settings, these documents will not be accessible.

o Documents scanned with the intent of being used as course content must be accessible
and work with text-to-speech (TTS) readers. Even if a document is not needed for a
student with a disability, users listen to the written word using TTS readers. All learners
should be able to access typed text using TTS readers.

e One simple way to achieve this is by using the Optical Character Recognition (OCR)
setting on an EIU campus Canon Image Runner copier/scanner.

Note: For documents already scanned, see the help sheet How to Remediate a Scanned PDF.

EXAMPLE A

Scanned page with unreadable text in the margin.
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Consider the quality of the material to be scanned:

¢ Place document as flat as possible to avoid distorted text in the center margin. Scan
document in the correct orientation, such as landscape or portrait.

¢ |If possible, remove the source from its binding. (See Example A for what to avoid)

e Avoid documents with handwriting on the page, such as underlining and highlighting or
notes in the margin (See Example B for what to avoid)

e Avoid documents with rips and stains

¢ Avoid scanning the binding

EXAMPLE B

Scanned page with underlined text and stray markings.
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Benefits of scanning with an “OCR” setting or “Searchable PDF” setting:

ol rpeed seseehmachusiorn, dez hring thee wegrepasion i
act dniminsion Whes the Fuilicy affered ek ooy
o mberastidly e alme. Tilisg 1he mne grooad,
ae e Comnee Comronise sssally div
aied o cmaviplader fled by eighieen Negre seamesn
apner sbe Alamtle Coux Line. The mes phed for
=y wid dechniee oG mgregEion noeed of -
ey T e repaeded a8 oEnEeg an Wl
fal e Tminstion Tﬂu#;.‘kgﬁ aitdy on
spregasien s seokall i pepeled
She: camplbirants qakd an 1s dacds l 1 13
et 3 weal qoertion wd mot @ pussion of jnsgmlicy
of tretrena

T reates| & losbul, if acrmeshot grotespar, dar
incidirts [ke the follraing o bazpan. O & crserdad
g traie e (hreagh Tewms the calored saldiom

ey crn. I Pup main gemtion, alomg with the white
Tk, & prosap Af Garmus wes prissaes Sred—aed ns
dnabe Fed sélnir lizzvinma o A sk o dkat Jim

Crem pertaim. |

e Hl.-th;uc»--:-iu::.::.ed the |

The issgarent of Dagra urin in abe Apwy o
mnal jobs b b wilitshresd pracion. Caleesd jaduses
i 0 sawp for miknry tracisg asd find themssdves
weigniin servie rlv—etelring, e g aval, Wil

T Bxd thw: riin powe e the “Parr of Losn Mape™ , . .
Mrerihd Jod, [ feve feof bers ea cheie o low al daih o
T s ot dhis mvwmemi o o . All i bedidup for wemdiing
o repeos, paly eo ba crensed Bl o bownles perls @1 fer
arfhing man than & papehals digpe and n mSager of
wise i vl bl L o L [ wwepr i thew wan Goodaleazal er
Azunlz or Kent Adica [ wosdd eapan) ssing i
weadd giun enerpiling, eren oy Wi ... Tn iy ooy, Bee
s wme bell gww dilferenilr, thin palden apesing wp ol tha
tetalled euchasiva Brundhen of thi mrvicm 16 Magas, Wa
are waned, tecame ddled—ard then the ot ol sove
maa [atxr. [}

Teis es seeret thar the Air Sorps wished 36 Nepro
wdhictoo, Bus it waa Soroad op It the sular ber dowm
lag in 1940 eed ool o "dvizdon Sqmdseme
(epurmie)™ whith servel ne speife milituy nood
zad mese amigmed to whiterer ol joln of mwmman

- lahoy che varises air Eeidy esuld afer, Therm wu

snuivalent whits wgenimation and thiwe Megre unim
weeld grofaly asber have cams inta e bet for
tha eyl mabig e proviien for the Negrees
enbexd i tha Alr Forom,

Tha Lt Carps bagea by treining [ warre
bat avarias inonly s beanch —porvah h B A sy

l='~um‘-minim it Gellridgs Falds P dy-
L

g on ehr whige efbctns. Estening wrvive, they may  ing aihe most of el sviation. Perkacy
_Eﬁ_ﬁwlmh.uhgﬁ-_ 2 Finad, or Alrioe HrEIJir wnmwtumﬂern}?:-

3 67 GACRErfering wirter in = of o de.
o kg (s it
=ucl fipcline oyt pf The Camselns v, | ile
Wit urstt cravmed 1 1he i ia are 1n the Aghtey
_mar, whesn the Negre laaps 4= e @ F
‘“@TW’?F.WH’ blacked o wra
s presge geed o menal A e ware
- m%n T P oF S Swmags
%ﬂ’:’ﬁ"?‘ I xﬁsofgﬂlupﬁyﬂd of being
K wghly ralbed Hegee trhnologa nimel o;
the prphc o u bospisl Hip Arey seiee
g e the oficen” pures ina.
:‘L::jmv e be v vt e Fed
1-ub-|-rt os vanishol. Asether indnmes, 1 bnil-
"ot fasier gn the Picike Coart the ollcers
Mwuunmqrmmwmai’;
Faztige. He v sene 1 Cimp A Bar training and
1 b et B thy elugieal aberatory, Beforn
:"'ﬂ"“mhk ke mu Fasther e 10
= B, wod wnrallod for secbical traming o1 3y
v, Hie ol £ cours with gk bomen, and
:‘ pemmly diipped o Camp C—links wene
h‘ﬂ'-' L] wnd wmigmed o the Arey A
T A ek mter b fiind himsell & Carip D 1

e Kb, twiged e Lboe demd, Thet muae

bad m fustes Aoy career, A1 rhe  Sorrhe

By it v irying 4o
vt Bvers st odly meads in erwinleg, bur the
Minatyaisth &il‘. l]-:g:dl.nd enly ooe seat
abrasd, ks wa sl prase from Sserctary of War
&N\IB:ME-FJ:IH i Kive spiit and tbs speimabiced
Gva Fiting the mnm R
s wqmdran W en Joan ro the

1n 14, whocls for bemknrdicrs and navigsioes
were pperd 40 N, i the Srr aqeadren, hrgms,
] Fon 18, -mued on Februarp 34, 2544,
at Hards, Temms, and will now roctive Ersining
bartandar, -

I8 sams smipess the Mavy, with it arciear and
mgeslerin maditions, e with the paliy

of the madera Air Comesund. 19a3 and royz
Megrom mers M physbwermdy oF My e
g w prwarch, chefs aad mesboy. I marshs

-afier Prurl Harbor che Navy brotd down md ad-

mined colored MER a8 apprEntie Aeime with the
chance of bemming petry ofiera. It ko ot dowa dhe
bary tn womebe=bin 2o dirkaicaned women, Thereere |
59 éolassd Wavrs, Spary or Marine Corps Aumilbrdes
Aol aizi= o Kegre ool be commiminaed o 45 2
Pow eehe i, ehent are so Begrs chiplisnd in the
Ky ~ Voo

e Will create searchable PDFs
o Will create clear and legible PDFs
e Will create a higher-resolution PDF



How to scan a document with an OCR setting on an EIU copier/scanner:

(The Canon ImageRunner Advance DX copier/scanners in academic departments of EIU
have an OCR option)

e Place document to be scanned — consider the orientation of the document and how flat
the document can be to avoid distorted text in the center margin of facing pages.
e Select Scan and send
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4 You can also use the numeric keys.
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e Select OCR (Prioritize Precision) and select the OCR Language

Before hitting Start to scan, make sure the source says PDF (OCR)
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e If scanning multiple pages — place the next page and hit start

<Scan and Send>
Press the [Start] key to scan the next original
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Cancel
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¢ When done scanning, select Start Sending

Check your email and you should see your scanned document appear in your inbox with the
sender as eiuprinting@eiu.edu. Download your PDF and rename it.

Checking your scanned PDF for accessibility

e Open your PDF with Adobe Acrobat Pro

e Search your document for a word you know is in it: either go to the magnifying glass
and type in the word in the find window, or hit control+f on a PC keyboard or
command+f on a Mac keyboard.

File Edit View E-Sign Window Help

Home Tools PDF-database-test....

w ® B8 Q

Truth, Death, and Journafs

If your document is accessible, the search and find tool will work.

If it is not accessible, you won't be able to search the text. Below are the steps to follow
to make the file accessible.
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A window will pop up that says “this is a scanned PDF and cannot be searched.
Run text recognition (OCR) to search text?” Select Yes.
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For the next window, select all pages. For settings: Document Language select English;
output should be set to Editable Text and Images; downsample should be 600 dpi.
Select OK.

Page 1: Converting scanned page to Editable Text and Images

Once you click OK, a new window appears tell you the document is being converted to
OCR and will have searchable and editable text and images. (This process is the same
as option 1 from the FDIC help sheet How to Remediate a Scanned PDF.)

Faculty Guide to Accommodating. Office of Accessibility and Accommodations. Eastern lllinois University. 2023-24.

Canon. imageRunner Advance Dx C5800 series User’s Guide. (n.d.) https://oip.manual.canon/USRMA-5488-zz-CS-
5800-enUS/contents/devu-scan.html
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