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Windows has built-in support for scanning documents. In fact, it not only supports scanning but embracing the effort positively, forcing you to save your scanned documents where it thinks they should go, and performs several extraordinary steps every time you want to scan a page. If you find that annoying, you should check out NAPS2, which stands for not
another PDF scanner 2.The NAPS2 interface is as simple as can be. This free, open-source utility doesn't smother you with guidance. The bare-bones interface allows you to set up various scan profiles, each with its own name, resolution, document size, scanning source, and so on. When the time comes to scan, you just select a profile and scan. The
images that are scanned are imported directly into NAPS2, and you can then save them as images or as PDFs. NAPS2 supports multiple image formats, including JPG, PNG, and even TIFF. PDF support is basic and simple: Simply select a number of images and click on the Save PDF button to produce a PDF that includes them, one per page. You can
control page ordering via toolbar buttons, but you don't get anything else about the PDF. It's as basic as it gets. Profiles offer many settings, but don't take them too seriously: They may not all work. Not all profile settings work: Despite setting up my Receipts profile to scan documents in grayscale, this was due to images in full color. You can solve it with a
third-party image editor like the free IrfanView, but it's still a minor drawback. I also crashed NAPS2 when I chose to scan images using the TWAIN Driver, although WIA support worked well for the most part. You can even choose to use the WIA user interface, which lets you preview the image you're about to scan and optionally harvest it before scanning.
The WIA user interface allows you to preview and harvest the image before scanning. The only feature I really missed when I used NAPS2 was image straight: When scanning magazine pages, no matter how hard I tried to position the paper straight, it tended to deform if I shut down the scanner lid. Many other scanning applications allow you to partially
rotate the scanned page to compensate for this, but NAPS2 has no such feature. This allows you to turn the page 90 degrees right or left, but it's only useful if you misient the page when you place it on the scanner. Sometimes less is real more. NAPS2 holds a narrow focus, leading to a program that's so simple it doesn't even have a settings dialog. If you're
just looking to scan some documents and like to make your own calls about how and where to save it, NAPS2 handy beats the scanning feature built-in in Windows 8. Note: When you buy something after you in our articles, we can earn a small commission. Read our affiliate link policy for more details. NAPS2 is a great utility for users who want more manual
control over their document scanning tasks. Home Productivity Software Every productivity strategy needs a solution for paper documents. Fortunately, it doesn't necessarily require you to drop off hundreds of dollars on a desktop scanner. Thanks to our smartphone cameras, we're all walking around with hand scanners in our pockets. All you need to unlock
them is the right program. The best scanning apps provide everything you need to manage your digital-document workflow: editing tools to clean the scanned images, optical character recognition (OCR) so you can edit and search document text, and the ability to upload scans to your favorite note-taking app or cloud storage for anywhere access. Here are
four programs that do that and more. CamScanner CamScanner You can invite friends and colleagues to comment on your scans in CamScanner. It's hard to find a better app for simple scanning than CamScanner. It can change anything from receipts and post-it notes to line drawings and whiteboards in a high-quality digital image. Scan a document and
the app auto-crops and increase it and mark it by type (business card, whiteboard, etc.) for easy sorting. You can add multiple scans to a single document, extract text from all or part of a page, and even add annotations and watermarks. You can also invite others to view your scans and comment. CamScanner comes in a free version, but to get all the
features you need to upgrade to the paid app, which is offered for $1.99 for a limited time (usually $4.99). Many Evernote devotees are probably familiar with the company's Scannerable app. The iOS-exclusive app doesn't even require you to press a shutter button - just open it and point your iPhone's camera at a document, receipt, or whiteboard, and
Scannable catches it and saves it to a tray within the scan window. From here, you can review and edit scans before saving them to Evernote or another app or sharing them through email or text. Scannable with scannable, you can scan any document just by pointing your camera at it. Scannable's best trick, however, is the ability to turn any business card
into a contact. Once you connect Evernote to LinkedIn, Scannable details of your new contact's profile will pull in, including their photo, and add it to the business card's digitized information. Scannable is free for iOS. Office Lens Office Lens allows you to scan documents in your OneDrive or OneNote account. Office LensIf you prefer OneNote to Evernote,
look no further than Office Lens. This Microsoft app will convert your scans to Word, PDF, or PowerPoint files and add them to your OneNote or OneDrive accounts. Office Lens provides four scan modes: Photo, document, whiteboard, or business card. Business card mode, for example, will extract the contact information from the image and add it to your
address book, while whiteboard mode clears shadows and gloss. You can also export to any of the Office Mobile apps. Office Lens is free for iOS and Android. Adobe Fill and Sign Fill and Sign make it easy to fill out shapes and sign documents right from your phone. If you use you with many contracts, forms, and other documents requiring signatures,
Adobe Fill and Sign are indispensable. The app will scan these types of documents to a PDF so you can fill them in, draw them with your finger or stylus, and return them, all from your phone. Handling digital documents is just as easy. And with an Adobe Create Cloud subscription, you can securely save your scanned documents in Acrobat Document
Cloud.Adobe Fill and Sign is free for iOS and Android Note: When you buy something after clicking links in our articles, we can earn a small commission. Read our affiliate link policy for more details. I don't have time to futz around with drivers when I want to scan a document at work. I tried using my phone to scan documents before, but found I couldn't keep
the phone stable and shallow enough to get a picture I wasn't shy about working with. Luckily for me, the high school I work at has a wooden shop, so I just took one off my shelves down to the store, cite a big Forstner bit in the drill press, and put a hole in the shelf. Add some Ikea strip lights, and I have a cheap, quick, and easy document camera. By Cooper
Temple With the rise in popularity of all-in-one printers, many people now have the ability to scan documents. Many businesses use scanners to create electronic files of documents created manually to reduce paper consumption and to allow for editing and email distribution. Learn how easy it is to scan a document to a computer. Start your scanner software.
In this example, an app named SkandAll 21 is used. Although all apps are different, the functionality is essentially the same. Place the document you want to scan on the flat bed of the scanner or in the automatic document feeder, depending on the type of scanner you have. Click once on the Scan drop-down menu, and select To submit. Select the type of
file you want the scanned document to be saved as. If you have PDF writing software, such as Adobe Acrobat Pro, and the document is mainly text, then save the scan as a PDF file. Other options include JPG, TIFF, and BMP (bitmap). In the example, a JPG format is selected. Choose whether you want the document to be scanned in grayscale (black and
white) or color. Scanning a text document will reduce the file size by selecting grayscale. Using the browsing function, select a folder for the scan to be saved to. This particular software is set up to automatically save all scans to the My Photos folder. Adjust the options on the Scan window as needed. Depending on the type of software you have, there may
be plenty of features available to provide more control over the quality of the scan. It is important to note that the higher the resolution, the greater the Click Scan once when you're ready to scan the document. When the document is finished scanning, the original screen will appear. Open the folder to which you saved the document and view your scan. Left
click once on the Start button, and select Explore. In the Folders section of the pop-up window, scroll down until you find the appropriate directory. Double-click the folder to view the documents it contains, including your scanned document. Document.
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