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Introduction

Thank you, for choosing DiVA as your document management system. DiVA is a simple to use document management system, which allows user to be rid of the chores of document management. With a simple to use interface and powerful imaging engine, DiVA will improve your productivity and your bottom line.

A word of caution, about using DiVA or any software application, for that matter. The software is nothing if the user do not employ the correct discipline in using it. We have a saying, GIGO (Garbage In Garbage Out), the accuracy and the maintainability of the application is dependant on the information you, the user, feed into the system. If the inputs are not structured then the system may not live up to the expectations.

In this manual you may also find a number of TLA’s (Three Letter Acronymns), though not only three letters, these are actually short forms of common phrases used by technical people (meaning computer geeks). Some TLA’s are pretty straight foward, OCR (Optical Character Recognition). Some are cryptic; JPEG (Joint Photographic Encoding Group) and some just don’t make sense, TWAIN (Technology Without An Important Name). What is important is that to treat all the TLA’s as names and not too get confused. Argument has always arised when there are multiple meaning for TLA’s and different pronounciations of the same TLA. 

We trust that you will find this manual easy to use and simple. Sometimes we do get a bit technical so please forgive us. Again thank you for choosing DiVA.

System requirements and installation

System Requirements

The minimum hardware and software requirements for the DiVA Portfolio are as follows:

     80486 with Pentium recommended 

     32MB RAM with 64-128MB recommended 

     100MB available space for application 

     VGA Video 

     Windows 95,98 or Windows NT 

Installation

Diskette

Before installing the DiVA Portfolio, be sure to make a back-up copy of the distribution diskette(s) and store the copy in a safe place. The distribution diskette is not bootable, so a simple copy command will suffice in making the back-up copy.

The DiVA Portfolio diskette labeled "Setup" or Disk 1 is used to begin the installation.

To install the DiVA Portfolio:

1.Place the installation diskette in either floppy drive. Drive A: is the most commonly used, and will be used here in describing the installation process

2.From the Windows 95, 98 Start menu, select Run. 

3.With the cursor in the input box, type A:Setup and press enter. (If you are installing from a drive other than

     A: , simply substitute that letter for A). 

 4.The Installation Location dialog box will prompt you to "Please enter the desired location for DiVA Portfolio." The default location is C:\Program Files\DiVA. If you wish to install the DiVA elsewhere, enter the desired path now. Otherwise, select OK. 

 5.Setup creates a directory called C:\Program Files\DiVA, and copies all the required DiVA.

 6.You will be prompted to insert the next diskette(s), if applicable. Insert the requested diskette and select     OK. 

7.A Windows program group called DiVA is created and…. 

8.After your installation is successfully completed, reboot your system so that the DiVA

     path, which includes the DiVA Portfolio and other DLLs, is accessible. 

9.To use DiVA Portfolio, just click the Start button, choose Program Files and then DiVA Portfolio.

Compact Disk (CD)

To install the DiVA Portfolio:

1.Place the installation CD in either CD drive. Drive D or E: is the most commonly used, and drive D will be used here in describing the installation process. If you received the IMAGinE installation on a CD-ROM, place the CD-ROM in the appropriate drive. 

2.From the Windows 95, 98 Start menu, select Run. 

3.With the cursor in the input box, type D: Setup and press enter. (If you are installing from a drive other than D: , simply substitute that letter for D). 

4.The Installation Location dialog box will prompt you to "Please enter the desired location for DiVA Portfolio." The default location is C:\Program Files\DiVA. If you wish to install the DiVA elsewhere, enter the desired path now. Otherwise, select OK. 

 5.Setup creates a directory called C:\Program Files\DiVA, and copies all the required DiVA.

 6.A Windows program group called DiVA is created and…. 

 7.After your installation is successfully completed, reboot your system so that the DiVA

   path, which includes the DiVA Portfolio and other DLLs, is accessible. 

 8.To use DiVA Portfolio, just click the Start button, choose Program Files and then DiVA Portfolio.

Registration

Before beginning work with the DiVA Portfolio, please take a moment to fill out the user registration card enclosed in your DiVA distribution package. Registration gives you access to technical support and notification of product revisions and upgrades

Technical Assistance 

In the unlikely event that you will require assistance using the DiVA Portfolio, you can reach the Imagine Systems technical support teams via phone, fax, or email. Our technical support desk is available Monday through Friday, 9:00 a.m. to 5:00 p.m. Malaysian time.

                                   Imagine Systems Technical Support

                       Phone 

                                     (603) 7781 3977


         (603) 7781 3988


                       Fax

                                     (603) 7781 1808
                       E-Mail



        imagine@tm.net.my
Chapter 2 Quick Start
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Inbox (New Page)

The inbox acts as a typical inbox on your desk. Here you can acquire the documents to be included into DiVA.  To acquire a document, click the File button at menubar. Choose New and then Page from where you would like to acquire. From disk will get the document from an image file, from scanner will invoke the TWAIN prescan dialog box and you can proceed to scan from there. Below is an example of a prescan dialog box.
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Prescan Dialog Box 

DiVA Search
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DiVA search is a simple to use seach engine. Just choose the keyword to search, which level would you like to search and DiVA will take over from there. You will be able to see where the item you are looking for is located.

DiVA Viewer
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DiVA Viewer is where you can do most of the page manipulation you want. Some of the things you can do here are 

· Annotation

· Zoom

· Rotate

· Print

The menus are customisable and easy to use. Simply choose what you want to do and let DiVA proceed with the rest of the processing.

A word of caution, DiVA do not allow actualy modification of the image, any modification done will either be saved as another image or overlayed onto the image. Please refer to the chapter on annotations for more details.

Chapter 3 Concepts of imaging

          What is an image? 

          What is imaging? 

          Scanning Paper to Create Images 

          Fixing Images 

          Displaying an Image 

          Annotating Images 

          Printing 

          Recognizing Your Images: OCR, ICR and OMR 

          Optical Character Recognition (OCR) 

          Voting OCR 

          Intelligent Character Recognition (ICR) 

          Optical Mark Recognition (OMR) 

          Barcode Recognition 

          Forms Processing 

          Summary 

What is an image?

Image: a reproduction or duplicate of something else. Computer images are the same as any image – a reproduction, but are defined with a whole lot more technobabble. Computers generate digital images, composed of an array of millions of pixels, which are the smallest possible element of an image. Never being big proponents of technobabble, we would like to introduce imaging in plain and simple terms, ones that will help you get a good grasp of what imaging is and what it can do for you. We’ll have plenty of time later to obfuscate the issue with more technical details.

Put most simply, what is an image? It is really just an electronic photocopy of a piece of paper. There are many dozens of file types that software applications utilize, but for the purposes of brevity, let us compare just two: text files and images files. Many common applications generate and are able to recognize text files. For example, a document that has been created on the computer using a word processing program (a text file) is broken down intelligently by the computer into its individual elements (i.e., the characters, letters and spaces). Faced with a text file, the computer can call up a word processor to read it, understand it, and manipulate it. 

On the other hand, the computer deals with an image file sort of like someone might on meeting an alien spaceship. The computer can see it, take a picture of it to store for later reference, but can’t really understand what is actually contained within the image. The computer doesn’t know what to do with the image other than store it as a complete picture. In fact, the computer that does not have the proper software cannot even differentiate between images that contain text, photographs of your vacation in Hawaii, or ones that contain well-documented plans of aliens overtaking the earth!

What is imaging?

Now, an electronically stored photocopy is actually a pretty good idea. But what if you need to understand what is contained in the image? Imaging technology is your answer! Using imaging technology, you can electronically process and manipulate any type of image, whether it is composed of text, photographs or Venutian. With imaging technology you can understand the content of images so that you can both process

and access them most efficiently. 

Imaging can do more than just save the planet. It can also help you save a few thousand trees by reducing your need for paper. It can help you cut costs by letting you automate routine paper-based procedures that would otherwise need to be accomplished manually. And it can help you save many hours in precious time by letting you speed up how you deal with storing, filing and retrieving the information that comes into your office every day. And with all of those savings, how could you resist the move to imaging and a paperless office?

In short, imaging includes many technologies that can process images for a useful purpose. Imaging can involve any of a number of discrete possible functions, some of which are listed here: 

     Scanning paper to create images 

     Fixing Images 

     Displaying images 

     Annotations 

     Printing Images 

     Recognition Technologies: Barcode, OCR, ICR, and OMR 

     Forms Processing 

Scanning Paper to Create Images

Scanning is typically the first step in the process of getting rid of the morass of paper you currently have cluttering your workspace; it allows you to electronically "photocopy" a document or photo. In fact, a scanner works just like a copier: you place the document into the scanner, press the appropriate button, and an electronic photocopy, or digital image, will be created. 
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                                           Flatbed Scanner

Scanning can be accomplished on various levels of sophistication: bitonal scanning (black and white only) works well for simple text documents; grayscale scanning translates an image into black, white and shades of gray, just like a black and white photograph; and of course there is also full color scanning. Just like a photocopier, some scanners copy both sides of a page at once (duplex), while others only scan a single side (simplex). 

Picture your desk now: endless precariously balanced piles of paper that just can’t be thrown away. (Okay, your neighbor’s desk - yours is obviously completely neat and organized!) You know you should file all that paper, but the file drawers are all full of yet other must-have documents. Furthermore, once you file them, how will you be able to ever find them again? Did you ever notice how those drawers bear a scary

but striking resemblance to the Bermuda triangle? 

Scan in all of those documents and your piles of rubble will be reduced to a few neat electronic files. Once they are neatly stored electronically, you can do things with them that weren’t previously possible, but that’s yet to come.

Fixing Images 

Not all images are that easy to scan in. Well, the actual scanning technique is always simple (slide the paper into the scanner, push the button!), but the resulting images are sometimes less clear than one might desire. For example, if you tore a page out of this manual and scanned it in, it would come out crisp and clear, a perfect image. On the other hand, if you took this page, crumpled it up, drove over it with a bike, then faxed it out to someone who then tried to scan in the fax, well, that might result in a somewhat less perfect image. 

Sometimes you have no choice about the quality of the paper you are scanning. Faxes, copies, and invoices all make for unclean images. Luckily, there are imaging technologies whose job it is to play mom - to run after messy images and straighten them up. These results are accomplished using a number of cleaning techniques. For example, there are imaging technologies that can remove the extraneous specks (despeckling) and shading (deshading) on an image. There is even technology that can take an image that was placed on a scanner crooked and straighten it up! This is called deskewing.
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Technologies that provide these services are called fix-image, or image cleanup, software. Think of fix-image software as detergent for your images. Give your dirty images to a fix-image technology and what you’ll get in return in a nice, clean image. 

Displaying an Image

Now that you’ve scanned in all of your documents, invoices, and sundry papers, and cleaned up the images, you will need a display technology in order to be able to actually see them yourself. You choose which image you wish to see (say, vacation spots on Hawaii!), and the display software will allow you to call it up onto the screen.
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                                          Displaying an Image

Display software has many uses other than the obvious. For example, to prepare a case, a lawyer may have to search through thousands of legal briefs to find the precedent that will win him his case. Rather than having to burrow through multitudes of paper, he could sit comfortably at his desk, press a couple of buttons on his computer, and have the briefs appeared on his monitor. This saves not only his energy and time, but also his client’s money, since the process is now so much easier and faster. Okay, the lawyer may not be happy about having to charge less because it takes him less time to prepare the case, but hey, whose side are we on anyway? 

Display technology can also perform some cool tricks to help you read your images. If there is small writing on your image you can ask the display technology to zoom in on a certain area so that the text appears larger than it is in real life. If the paper is upside-down the display software can be used to turn the page right side up. All this is done electronically. Your original image is never changed - unless you want it

to!

Annotating Images

One of the useful little tricks that you can do to images is to mark them up with an electronic marker. This is referred to as annotating an image, and the markups themselves are called annotations. This is not unique - we all mark up our paper documents with post-it notes, hilites, redlines, circles, and of course the most significant markup of all - doodling! The difference between marking up your documents on paper and doing the same thing electronically to your images is that you can correct, erase, move, edit, change the color of, and hide electronic annotations. 
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                                           Annotated Image

Annotation software can also keep track of when annotations were added, who added them, their color, content, size, shape, and many other interesting tidbits of information about them. Why bother, you may ask? Having this kind of control over your annotation enables you to use annotations in useful ways. For example, you can have all the comments made by one department in red, another in blue, and a third in green. Anyone looking at an image that is annotated electronically in this way will know immediately which department is responsible for each annotation. 

Printing 

Printing may appear to be the paradox of imaging. Here you spend all this time and effort to get rid of paper and along comes another imaging technology that takes your electronic images and prints them to paper. Now you are right back where you started - with all the paper you wanted to get rid of in the first place!

Even if it does appear strange, you must be able to print images. After all there are a few people without computers (three to be exact), and even those with computers may not have imaging technology to display your precious images. So printing images is a basic necessity and there is special imaging software to accomplish this task.

Printing images also includes many useful features that can only be accomplished once your paper is converted to images. For example, if an image is landscaped when it should be portrait, or vice versa, image printing software can turn the image clockwise or counterclockwise when printing. Also you can add electronic annotations while printing an image, just like you can when you display the image. You can even zoom in to an image to enlarge the print, or zoom out to reduce the size of the original when printing.

Even though printing images means that you are still stuck with a paper document, it can serve many more purposes than to just recreate the paper you originally wanted to get rid of! Like all imaging technology, the value added by using software is that you gain immeasurable flexibility and features that are just not feasible with the paper documents.

Recognizing Your Images: OCR, ICR and OMR 

Optical Character Recognition (OCR)

Remember how we said that the computer couldn’t do anything with an image other than store it as a complete picture? Well, we lied! If you want your computer to actually read any text that your image contains, you can use Optical Character Recognition (OCR) software. Although the computer itself is illiterate (and you thought computers were so smart!), it can consult with a specialized set of OCR technology to examine your document, and convert the image into ASCII characters (its individual characters or letters) which can be used in a word processor. Once the OCR software has broken your image down into its individual letters, you will be able to manipulate them, or extract the information that the image contains. OCR recognition is not 100% accurate; the better the quality of your image, the better the OCR software can read the letters. (This is one of the reasons you might need to run fix-image technology after scanning.) 
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Text that has been OCRed

Why would you need OCR? OCR will electronically do what previously required manual keystroke entry. Let’s say you were a world-famous author, and you fax your publisher a draft of your manuscript. Well, she can read it, but what if she wants to make certain modifications to your novel? (The nerve!) She could print out the fax, write in the changes by hand, return to you a very messy manuscript, covered with editor’s marks, and then you’d have to manually enter the changes in by yourself. But, if your publisher had imaging technology, she could simply use OCR software to translate your fax into actual text. She could type in the corrections, just like word processing, and then ship the modified file back to you. (Of course, in this situation it would have been smarter to just send her a disk with the Great Malaysian Novel on it, but hey, you’re a world famous author, not a computer whiz!!) 

Voting OCR

There are many different OCR technologies on the market, each with its own strengths and weaknesses in terms of the types of fonts and sizes it is best at reading, and the error rate which it produces. Rather than having to choose just one OCR technology to read your image, a voting engine (very democratic!) allows a number of OCR software to take a stab at reading your document and trying to decipher it into recognizable

text. Then the voting technology acts like a moderator, voting on which OCR engine’s translation is most accurate for any given character. 

Voting OCR is more accurate, but also more costly. You would choose to lay out the extra cash if accuracy was truly critical in your situation. Let’s say that ordinary OCR software has an accuracy rate of 90%. Your situation would have to highly value accuracy to warrant the extra outlay of thousands of dollars to have a voting OCR that would raise your accuracy to 95%-99%, or higher.

Intelligent Character Recognition (ICR)

Intelligent Character Recognition (ICR) is similar to OCR, only much smarter, as you can tell from its name. ICR software is used to recognize hand printed text rather than typed text. This is much more difficult to do since no two handprints are alike. Once the ICR software has deciphered the writing, it converts the letters into standard ASCII characters. The post office uses ICR to electronically read the handwritten addresses on envelopes. (No, this is not the reason so much of our mail gets lost!)
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Hand Print Text

Say you were the president of the mega-million dollar Widget & Sprocket company, and your customer service department receives a lot of handprinted orders. Say you not only wanted to scan them in and have them electronically stored for all posterity (especially the large orders!), but you also wanted to be able to process and index them. That is, you want the computer to be able to search through the documents and find all the letters pertaining to your Widget, as opposed to those about your Sprocket, the part numbers, quantity, and most importantly, the total cost. You’ll want the computer to actually be able to translate the letters into text that it could understand, so that it could process that text into an order. Applying ICR software will allow you to accomplish this task.

Optical Mark Recognition (OMR)

Optical Mark Recognition (OMR) engines are even more specialized than OCR or ICR. OMR software reads anything that is not a letter, such as check marks and circles. OMR is used to discover whether information is present in a specific area. For example, when the SPMs are electronically graded, OMR software runs through the answer sheet looking to see if the correct spaces are filled in, circled or checked. All SPM exams are electronically graded using OMR technology.
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                                            OMR Marks

Barcode Recognition

Barcodes are a series of parallel bars and spaces that represent information. For example, barcodes are placed on every product in the supermarket to automatically identify the item - these are called UPC codes. Most supermarkets use barcode technology to read the UPC code on the product package to determine its price. If a document or invoice is barcoded and then scanned, barcode technology can extract the barcode and translate it into ASCII text. 
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Barcodes have many uses in document imaging. For example, if a legal firm barcoded all incoming documents, and then scanned them in, barcodes could be used to tell the computer where to store each file (for example, store all legal briefs in this section, all documents pertaining to a particular case in this file, etc.). Barcodes can also be used to track down documents or items, by searching for the specific information encoded into the barcode. In a manufacturing company, barcodes can be used for inventory; they can tell you how much more of a certain product is still in stock. Barcodes can even be used for something as simple as automatically setting your scanner to adjust for different formats (e.g., the sizes of pages being scanned, their orientation or background color).

Forms Processing

Most work environments deal with forms of some sort or another. Some places just use simple forms, such as message pads. Others base their whole business on forms, such as invoices, medical records, or social security applications. And of course, whether your forms are simple or complicated, what you don’t need is the actual form itself. What you want is the information it contains. 

Now, you can scan in all the forms and save them as images. And that will work if you only have a reasonable number of forms or if you have more storage space than you know what to do with. For those of us who want to conserve storage space, and have more effective access not only to the forms, but also to the data they contain, forms processing are the keys. 

There are two basic tasks of forms processing. The first is called forms recognition. Let’s say that you are the IRS and you receive an individual return. You duly scan the tax forms into your computer so that you have a set of images. You then store the original away in some inexpensive location like the Sahara desert, since you can now look at the tax return using your computer and a display technology. What if you only want to look at Schedule A? Forms processing software can look through the tax return, find the Schedule A image, and display just Schedule A.

Another example of form recognition software is in the medical insurance industry. Most insurance companies have numerous forms that must be filled out. These forms are often faxed into headquarters where they are processed manually by a clerk. Using forms processing software, a computer can receive incoming faxes and determine what type of form it is. Based on the form type the computer can make an

intelligent decision - such as where to route the incoming fax.

The second aspect of forms processing is called forms extraction. Form extraction is the ability to remove the background pre-printed form from the handwriting or typed information that was later filled in. You might be wondering why you would even think about removing the only part of the form that helps you make sense of the information it contains?
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Unlike physical paper, which occupies the same amount of space in your file cabinet regardless of what is written or typed on the paper, an electronic image occupies more space if there is a lot of information on the image. Most forms have a lot of pre-printed information that occupies a lot of electronic storage space. Forms processing can remove the pre-printed information and leave only what was later added. The remaining information that was later added to a form can often occupy less than 5% of the original image. 
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After applying forms extraction (using a forms processing software) to an image that contains a pre-printed form that has been filled in, you are left with two images: the pre-printed form and a separate image that contains just the portions that were later filled in to the form. The same forms processing engine can also be used to combine these two images into one to recreate the original pre-printed form that was filled in. This

way, you have to save only one copy of the original form, and collate it with the "data" images when you want to display them.

Summary

This chapter is merely an introduction to imaging. It provides you with a basic background to some of the imaging technology that is available, and how they might be used. The rest of this manual will show you how to use these concepts in DiVA.

Chapter 4 Concepts of document management

Document management typically consists of four parts;

1. Acrhival

2. Retrieval

3. Processing

4. Distribution

Archival

Archival or storage and maintenance of documents are the heart of any document management system. All the documents need to be stored and to use it efficiently, has to be stored intelligently. DiVA employs a hierachichal filing system, not unlike the manual system.

In DiVA there are cabinets, drawers, folders, documents and pages. The ammount of any item in DiVA is only limited to the ammount of storage space available.  Each of the items has a name and description which a user can fill in to make searching and filing easier.

In DiVA, storage is in the means of magnetic storage. All the images are stored in either the magnetic harddisk or any other storage media supported by Windows.

Retrieval

Retrieval is the collection of the document from the storage media to view. Diva employs the desktop to allow you toview all the documents on the screen. DiVa also eliminates the need to shuffle through mountains of paper to get to your document. Just key in the appropriate keyword in the DiVA Search and DiVA will retrieve the document for you.

Processing

After retrieving the document, you might want to retrieve data from the image. In DiVA you can either OCR the document to transfer the image into a text file or if there is barcode on the image, do barcode recognition. All this can be easily carried by clicking a few buttons.

Distribution

Distribution is the passing of documents from one person to another. Though not available in DiVA Portfolio, as DiVA Portfolio is a stand-alone solution. DiVA Pro’ and Enterprise user can make use of DiVA mail and workflow to automate the distribution process.

Summary

Now that we are here, I can assume that you have loaded DiVA and raring to go. The next chapters will discuss the various features of DiVA and help you to use DiVA effectively. If you have not loaded DiVA please do so now.

Chapter 5 DiVA Explorer (Electronic Filing Cabinet)
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The DiVA Explorer is the heart of DiVA. Here the manual filing system is visually represented as an Explorer type view.

Navigating the DiVA Explorer

The tree structure in the DiVA Explorer will include all the cabinet, document and folder in DiVA. To espand to another level just double clkick the item or click the “+” sign, to collapse the level double click it again or click the “-“ sign. Please note that if the next level is empty the “+” sign next to the item is not available. Double clicking on the document item will prompt you to either view the document in the Desktop or the Document View options.

Amending an item

To amend an item name or description, click on the item, make sure it is selected, right click mouse and choose any process available such as open, find, rename, delete, cut, copy and paste. To rename the item, the easiest way is by click at the item and make sure it is selected. You can now key in the appropriate changes in the name.

Adding an item

To add an item choose the File at menubar first then at New click Item. Other alternative way is by clicking the New Item button at navigation bar. If you would like to add a drawer in cabinet 1, click cabinet 1. Make sure it is selected, click the New Child button at navigation bar or click File at menubar then click New and choose Child and a drawer is added. It is as simple as that. To add pages to a document click the document to get the document view screen and click the “Add Image File” button or go to the Inbox and click the “Add To Document” button. For more information please refer to the chapter on Document.

Deleting an item

A note of caution, an item that is not empty cannot be deleted. To delete an item, select it and click the delete button. DiVA will handle the rest of the processing. Simple isn’t it?

Copy and Paste

As easy as Windows Explorer, DiVA Explorer using the way to do this task. User can select at the desire item, right click mouse or go to the File at the menubar and choose copy and then paste at the desire location.

Moving an item

To move an item in DiVA, we emply the drag and drop solution. Simply click on the item you wish to move, without releasing the mouse button, drag the item to the new location. 
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An item can only be drop at the same level. This is to say a folder can only be dropped into a drawer. If a drop is possible, the drag icon is replaced with the drop icon. You can then release the button and will be asked to confirm the move.

Properties Box
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This item used to display an information about the item selected. Two main fields are available for the portfolio users. These are the name and description.

These name and description can later be used as search key for the item.

Closing the DiVA Explorer

To close the DiVA Explorer, click the “X” button on the top right hand corner.

Chapter 5 The Inbox
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The inbox is a representation of the inbasket found on most desks. This where new pages be located. From the Inbox you can the file the pages accordingly.

Acquiring

Acquiring images come in two types, firstly pages from disk and next scan in a new page. These two methods will be discussed later in the chapter.

Delete an item

To delete an item, simply choose the item and click the delete button.

Add page to document

Pages in the inbox can be filed by simply clicking the File at menubar, then click New and choose Page button,  finally user have two option whether to add page from scanner or from file.

Scanning an image

Scanning a piece of paper into your computer allows you to turn that piece of paper into an electronic file. Once that piece of paper is a file on your computer, you can then manipulate it, share it, e-mail it, or otherwise use it electronically.

 The critical first step in turning that piece of paper into an electronic file is to scan it in using a scanner. A scanner works exactly like a copy machine. You simply place the paper in the scanner, and tell the scanner (via a program instead of a control panel like on the copier) how to store the paper in your computer.

When a piece of paper is scanned in to your computer, there are actually two steps being done. First, the

scanner takes an electronic picture, or snapshot, of the piece of paper. Second, it takes the snapshot and

writes it to a storage device, like a hard disk, CD-ROM, floppy disk, or tape.

Scanning from a flatbed

A flatbed scanner is exactly like a copier. It has a flat piece of glass on which you lay the single piece of paper you wish to scan. Underneath the glass is an electronic camera that takes a picture of that piece of paper. 
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When the scanner completes its task of taking a picture of the piece of paper, it stops. If you want to scan

another piece of paper, you need to remove the first one, place the second one on the glass, line it up correctly, and restart the process. This is okay if you need to scan in only a few pieces of paper, or if you have lots of time to spare. However, there is often a requirement to scan in more than a few pieces of paper. Many scanners come equipped with an Auto Document Feeder (ADF), a device that allows you to pass in many pieces of paper at a time.

Scanning from an ADF (Auto Document Feeder)

An ADF (Auto Document Feeder) gives you a single place on the scanner in which to load many pieces of

paper. The ADF device then takes each piece of paper and passes it through the scanner. On a well-designed ADF scanner, this could significantly speed up the process of scanning many pieces of paper. 
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As each piece of paper passes through the scanner, the same tasks are being done as described above - a

picture is taken of the piece of paper ad it is then written to some storage medium like a CD-ROM or hard

drive.

TWAIN

TWAIN is a technology developed by scanner manufacturer to enable easy to use scanning interface. In DiVA portfolio before scanning an image, DiVA will invoke the TWAIN dialog box. As each manufacturer has a different set of TWAIN dialog boxes, we can’t help you much here. For more information please refer to the material that comes with your scanner.

Before invoking TWAIN DiVA will prompt for the appropriate scanner.
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Acquiring from Disk
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On choosing to acquire from disk, DiVA will prompt for the filename. You just need to choose from the dialog box and DiVA will associate the image file to the page.

Chapter 6 DiVA Search

DiVA search employs a fuzzy logic search engine by which you only need to key in the keyword and DiVA will search for it. 
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To use DiVA Search

1. Choose the item to search for by clicking the tabs at the top.

2. Key in the keyword in the box.

3. Choose to search by selecting the search by the drawer, folder or page at the Search In. and also Search By field by choosing the Search Field. Finally click the search button.

Tree Structure

The tree structure in the search screen is similar to that of the EFC, but without most of the functionality.  You can also double click on items to expand or collapse it. Double clicking on the document will ask wheather you would like to view the document in the desktop or document view.

Exiting DiVA Search

To exit DiVA seach click the “X” button on the top right hand corner.

Chapter 7 Page Viewer

Page Viewer enable user to open the file or page for viewing.

One Page View

To view the One Page image user have to go to File at menu bar and choose One Page.
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Thumbnail View
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By double clicking on a page in the Document View, you will be presented with a thumbnail view of the document. Click on the “View” button to view the image in the DiVA Viewer.

Chapter 8 DiVA Viewer

DiVA Viewer is a powerful tool where you can view and work with the image. All the necessary functions of imaging are available here.
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Multiple Pages

A note of caution, to allow backward compatibility of DiVA with a previous version DiVA viewer will always refer to type of pages. Firstly, is image, this is as to say the image you see on the screen.

A previous version of DiVA supported a file type called multiple pages, where a single file contains multiple pages. For this type of image, DiVA Viewer will refer to as documents. 

ToolBar

The toolbar in DiVA Viewer contains the most used functions available. This toolbar us fully customisable and this can be done by choosing customise toolbar option under teh options menu item.

File Menu Item

· Pint

· Exit

Print

This item will allow you to print the page to any Windows compatible printer

Exit

This item will close the DiVA Viewer

View Menu Item

The View menu item includes

· Scale to Gray

· One Page

· Thumbnail

· Page and Thumbnail

· Full Screen

Scale To Gray

When a piece of paper is scanned and saved as an electronic image the image has the same size and content
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as the original piece of paper. However, most monitors cannot display the entire content of an 8½ x 11 image in its original form. An image often has to be scaled down, i.e. reduced, in order for a user to see the entire contents of an image in a typical size window. Other times there is small print that needs to be examined on animage, and if the image is displayed in its original size the small print is illegible. In such circumstances the image must be scaled up, i.e. magnified, so that small print appears larger in the window. This all falls under the category of image scaling.



Original
Image





Image Scaled 50%

DiVA lets you scale an image, either to reduce it or to magnify it to the user. When an image is scaled the

actual image does not change. DiVA renders the image in the scaled state, without changing the content of

the image. The scaling is an effect that DiVA displays, rather than a change in the actual image. Therefore, when an image is scaled to 25%, it retains its full size of content, but DiVA displays that content reduced to

¼ its original sizes.

One Page View

This item let user to view the image in a whole page view

Thumbnail View

This function let user to view all the images available at the appropriate folder viewed as a thumbnail view.

Page and Thumbnail View

This item let user to view the images as a One Page and Thumbnail at the same time.

Full Screen View

Enable user to view the image at Full Screen view

Page Menu Item

The View menu item includes

· Previous page

· Next Page

· First

· Last

· Print page

· Rotate left

· Rotate right

· Flip

· Convert

Previous, Next, First and Last Pages

These items are to be used only if you are using documents instead of images. By choosing any of the items you can flip through the pages just like flipping through a book.

Print Page

This item will allow you to print the page to any Windows compatible printer

Rotate Left and Right

All documents have a right side up - that is, they are displayed by default the way they were scanned in. There are times when you might want to rotate an image to have it appear on the screen turned right, or left, or upside-down. DiVA calls this the rotation of the image. You can rotate an image in 90-degree ncrements, i.e., 0, 90, 180, and 360 degrees rotated. 0 degrees rotated is the same as saying right side up.

When an image is rotated the actual image does not change. DiVA renders the image in the rotated state,

without changing the content of the image. The rotation is an effect that DiVA displays, rather than a change in the actual image. Therefore, when an image is rotated 180 degrees the image retains its right side up content, but DiVA displays that content upside-down.

Prompt Display Setting

This item will invoke the display setting dialog box.

Zoom Menu Item

The Zoom Menu Item includes

· Zoom in

· Zoom out

· Zoom to selection

· Fit to height

· Fit to width

· Best fit

· Actual size

Zoom In, Out, and Zoom to Selection

This item let user to zooming the images to best view desired by the user.

Fit to Width, Height, Best Fit and Actual Size

Fit to width will scale the width of the image to the width of the window and fit to height will scale the height of the image to the height of the window. Best will fit the image into the window size and Actual size will display an actual size of the image.

[image: image37.png]



Annotation Menu Item

Annotations are way to mark up an image much like you would mark up a piece of paper. A simple example of an annotation is a hilite. Just like you can mark up a piece of paper with a hilite marker, you can similarly do so electronically with DiVA annotations. The advantage of DiVA’s electronic annotations is that they have far more flexibility, security, power, and features than their physical counterparts.

Annotations Display Menu Items

· Hide Annotation

· No Tool

· Selection Pointer

· Freehand Line

· Straight Line

· Hollow Rectangle

· Filled Rectangle

· Typed Text

· Attach-a-note

· Text From File

· Rubber Stamp

Hide Annotation

This item will hide the annotation done by the user.

No Tool

This item will allow you to clear the current annotation setting cursor.

Types of Annotations

DiVA supports a variety of annotation types, including all the standard ways of marking a document, as well as specialized markings that can only be done electronically.
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                                           Annotated Image

(Note that much is lost in the fact that this manual is in black-and-white while most annotations are rendered in color.)

Hollow Rectangle

A Hollow rectangle is a rectangle area that is by default yellow, and the text underneath will show through just as it would when using a physical hilite to mark up a paper document.

Filled Rectangle

 A filled rectangle on the other hand is a rectangle that is by default red, but the text underneath does not show though. A hollow rectangle is therefore an annotation that directs a user to focus on an area, while a filled rectangle is used to cover up an area of the image that you do not want another users to see. An ellipse is an oval redaction that by default is blue.

Typed Text

A Typed Text is text that resides directly on the image. This is comparable to typing on the pages of an existing document. A note is text that is represented by a picture of a pushpin. To see the text of the note the user must click on the note. A note can also contain a label. Typed Text is used to notify the viewer of the image with immediate information, while the note is used to indicate that there is information that is important, but not necessarily urgent to see right away.

Freehand

A freehand annotation is one that is drawn out by the user using a pen cursor. The freehand annotation is

comparable to drawing on a document using a pen. You can draw anything, but most often it is used to draw asignature, small design, or to circle or correct data that is on the image.

Optional Menu Item – this function is profesional version function that can also be included in a portfolio version if the need arised.

FixImage Menu Item

Fixing an image may sound like a peculiar notion - what about an image actually needs to be fixed? There are in fact many problems with typical images that affect how we work with them. Many images are unclear for a variety of reasons (i.e., skewed, extraneous lines, etc.) which make them difficult to view, OCR and process. The fix-image function gives you the ability to clean up images that are unclear. A typical use of the fix-image function is to straighten an image that is skewed. 
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                      Skewed image
                                                                Deskewed image

The DiVA fix-image function includes many ways to correct an image. Some are obvious while others will

require some explanation. The following features are available within DiVA’s fix-image category:

1 Deskew  

2 Clean Borders      

3 Clean Noise      

4 Invert Image      

5 Invert White on Black      

6 Crop Image

7 Register Image

8 Correct Lines

9 Remove Halftones

10 Remove Punch Holes

11 Smooth Characters 

12 Clear image

13 Rotate Before

14 Rotate After 

DiVA Portfolio will not include all of these functions, as some of these require enhanced engines, which can only be used in DiVa Pro’ and above.

Deskew

Most images are brought into a system using a scanner device. A paper can be fed into a scanner using an

ADF (automatic document feeder), or using the flatbed surface. In either case there is a possibility that the

image was fed through the ADF or placed on the flatbed surface crooked. In such cases the resulting image of the scan is an image that appears crooked when displayed. Crooked images are referred to as being skewed. The process of electronically fixing a skewed image is called deskew.

The problem with skewed images is threefold: 1) they are more difficult to read when they are displayed on the screen, 2) they are more difficult to process, and 3) they require more storage space. A skewed image cannot be read as easily as a straight image, much like a crooked piece of paper is more difficult to read than a straight one.

Skewed images are also more difficult to process. One of the main processes that are applied to images is
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OCR (optical character recognition). When an image is skewed the lettering on the image appears crooked to the OCR engine, making it more difficult to recognize characters.



Skewed Characters



Deskewed Characters

DiVA supports deksewing that straightens an image, making it easier to read and easier to process.

Clean Borders

A border on an image is its margin. When a piece of paper is scanned there is often a dark line that can

appear along the edge of the image. This dark line can affect the way an image is processed, particularly for

registration (see further in this chapter). DiVA supports the ability to clean the borders of an image to

remove the dark line.

                                      

As images are scanned the image may not be correctly placed in the ADF or on the flatbed surface. Unlike photocopiers, some scanners fill in the gaps along the edge where the paper does not cover the flatbed surface with black, rather than white, pixels. This is most often the cause of the dark line along the edge of an image.

DiVA’s ability to clean borders makes images better prepared to be processed by other fix-image operations as well as other processes.

Clear Noise

Discrete or small groups of dots that appear on an image are referred to as "noise". The cause of "noise" on

an image is often due to an unclean scanner surface. As the scanner takes a picture of the image, any dirt on

the flatbed surface is also scanned. This turns into scattered pixels, or "noise", on the image. 

The problem with noise is that it not only affects the look of an image as it is displayed, it can affect other

processes as well, such as OCR and barcode recognition. For example, if an OCR engine is attempting to

read a small area of an image that has the letter C, noise along the right side of the opening of the C can cause the OCR engine to read the letter as an O.


           Clean Letter C                          Letter C with Noise

DiVA fix-image supports an operation that can remove noise from the image. The fix-image engine does

so by looking for unattached pixels. An unattached pixel is one that does not appear to be associated with its neighbors. These pixels are removed from the image, leaving the image clean to view and ready for

processing.

Invert Image

Bitonal images consist of pixels that are either black or white. The image stores a value that represents each

pixel within the image. If the value is on, the image is black, and if the value is off the pixel is white. Some

scanners reverse this logic and turn a pixel on if it is white, and off if it is black. When DiVA attempts to

display such an image the image appears inverted - that is, what is white on paper is black on the screen, and what is black on paper is white on the screen.

The problem with an inverted image is that it is difficult to read and impossible to process. White on black is often much harder to read than black on white. As well, all processing engines, such as barcode recognition, OCR, ICR and mark sense engines, recognize information based on the content of black pixels against a white background. Therefore, a white on black image is impossible to process.

DiVA’s invert image operation can correct for this confusion. The fix-image engine in this case merely

reverses the value of each pixel, so that whatever was formerly white will appear black, and whatever was

formerly black will appear white. Images then become easier to read and capable of being processed.

Invert White On Black

Some images contain sections of text that are white on a black background. For example, documents that

contain headings to table information often have table labels inverted - that is white on a black background.

While this makes it easier to distinguish the table heading, it makes it impossible for any other process to

recognize the information in the table heading.

                                   Image with White on Black Table Headings

DiVA fix-image supports the ability to invert just those areas of an image that are in reverse video without

affecting any other part of an image. The fix-image engine does this by searching for areas that are inverted, and then switching the pixel value for those areas. The result is clean images that can be fully processed by any other engines and processes.

Other FixImage Feature

Some other fiximage feature is not availble to DiVA Portfolio users, but to allow backward compability the options are allowed here. A note of caution, sometimes because of the unavailability of the engine, an error will occur. 

OCR Menu Items

OCR Menu items includes

· OCR Image

· OCR Document

· OCR Selection

· Settings

Optical Character Recognition (OCR) is the process whereby an image is translated into text. An image

contains pixels of information that may represent a picture, text, or other information. Even though an image contains a representation of text, the image itself has no way of distinguishing pixels that represent text as compared with pixels that represent a chart or other graphics. In order for a user to make use of the text that is contained in an image, the pixels must be translated into actual text that a word processor or other text reader can understand. The OCR engine is what does this translation.

OCR Image, Document or selection

The item selected here will tell the DiVA ehat to OCR.

Steps to OCR an Image

1. Select OCR image under OCR menu item.

Make sure the image you would like to OCR is selected

2. Give a name to the result file

Give a valid filename for the result. Eg. test.txt

3. OCR Preview Window is invoked for selection of Image

Check the image selected

4. OCR Consultant will be invoked for the correction of unknown characters

Certain unknown characters will be highlited, you can choose to correct the system or skip the character

5. OCR Verify Result Screen will be invoked

The results are shown. To verify double click on the text to view the corresponding image.

6. The application where the result file is trnslated will be invoked

OCR Settings

Here you can select the setting for the OCR engine, including the language used and output format.

The settings may vary with the engines supplied. DiVA Portfolio users may not have the same engine as those used by Pro’ and Enterprise users.

Chapter 9 Summary

DiVA is a simple to use application. We hope that it will be helpful to you and will lessen your workload. Our R&D team continually upgrades DiVA and as such sometimes our manual may not be up to date. For that we would really like to apologise.

DiVA Portfolio is a simple to use application and you should not be worried about experimenting with it. Try using its functions and explore new ways to increase your productivity. As with any software application, we have tested the system thoroughly, but sometimes gremlins will come and disturb our system when nobody is arround and thus there would be errors.

If you do find any bugs in the application, please do inform us and we would carry out the necessary fixes so as to allow future users from any complications.

Again thank you for purchasing DiVA.
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