
Welcome to Scan2Text 

 

With Scan2Text you can scan documents, letters and papers, and PDF files and images. Scan2Text will 

use OCR (Optical Character Recognition) to let you read and edit the scanned documents. It can also 
make accessible PDF files. 



Using Scan2Text 

You can start Scan2Text from the Start menu (Start, All Programs, Claro Software, Scan2Text). This 
brings up the main selection window: 

 

Scan from Paper starts your scanner and scans some physical paper. You have to run the Scanner 
Setup Wizard first. 

Scan from File/Image opens a file on your computer and scans it. This is good for PDF files you want 

to make accessible, read, or convert to another format. 

Scan from Screen lets you select a section of the screen with the mouse, scans it, and copies the 
resulting text to the clipboard. You can then paste it anywhere. 

When Scan2Text has scanned the paper or opened the PDF or Image then, by default, it saves the 

result as a Microsoft Word document. This makes it as simple as possible to use. If you want to use 

more of the powerful scanning features in Scan2Text then go to the Scan2Text Settings and enable the 

Preview or Proofing Window. Then use Save as to output as one of many different file types, including 
PDF, text, and Word. Or use Export in the File menu to make several different output files. 

 



Scanner Setup Wizard 

Before you can use Scan2Text with a scanner you must run the Scanner Setup Wizard. It will start 
automatically if it has not been run before. 

You can also start it from the Scan2Text settings window: click the Run Scanner Wizard button. 

 

The actual screens will be dependent on the scanners and other devices that you may have attached to 
your PC. 

The first screen asks whether you would like to download the latest scanner database. It is 
recommended that do what the Wizard suggests. 

 

The next screen lists the available scanners and devices on your PC. 



 

Select the scanner you would like to use with Scan2Text. If you have more than one choice for the 

same scanner then select the "TWAIN" driver not a "WIA" driver, unless you have a Plustek Opticbook 

3600 Book Scanner or a Dell 928 Printer/Scanner/Copier, in which case you should use the "WIA" 

driver. 

 

Next you need to choose whether or not to test the scanner. It is recommended that you do what the 
Wizard suggests. 



 

You should normally follow the recommendation given on the screen. If your scanner is in the scanner 

database, you shouldn't need to run a test (No), and can proceed to the Finish Screen. 

Click Finish to complete the Scanner Wizard. Scan2Text should now operate with your chosen Scanner. 

For more details and support with configuring your scanner, go to Online Help for Scan2Text Scanner 
Wizard. 



Scan2Text Settings 

 

Format 

Keep original format means that the layout of the document is kept - columns, sidebars, titles. 

Simplify format means that the document is turned into a long piece of text, which is better for blind 
screenreader users. 

Show graphics controls whether images in the original document are left in the output or not.  

Run Scanner Wizard 

This starts the Scanner Setup Wizard. 

Language for scanning 

You should select the language of the document you are scanning. For example, for a French 

document, you should select French. If you do not, then the output will have many errors. 

Preview scanned image 

This opens the Preview Window during scanning, which lets you select which areas of the document 
you want to scan. 

View result 

If selected then when an output file is produced it will be opened. For example, if you output a PDF file 

then Adobe Reader will start up and display it. 

Ask to scan a new page 

If selected then after each page of paper is scanned in your scanner then Scan2Text will ask if you 
want to scan another. This lets you scan in many pages at once. 



Use sounds 

If selected then sounds will play as Scan2Text progresses. This helps you know what is happening. 

Proofread before converting 

This opens the Proofing Window during scanning, which lets you correct any scanning errors and 

spelling in the output document. 



Contact Us 

We would like to thank you for using Scan2Text. 

You can find our online help and support website at help.clarosoftwaredownloads.com 

You can see more Claro Software products at www.clarosoftware.com 

You can email us for support at support@clarosoftware.com 


