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Introduction

ABBYY FineReader uses optical character recognition (OCR) to capture a document
and for PDFs. The main use of this program allows for the conversion of image
documents, such as scans and PDF files, to become editable in other software, such as
Microsoft Office, Adobe and more. Using ABBYY is not as hard as you assume. This
will be your quick guide to use this software and complete your work in a quick and
easy.

Note
This is a quick reference guide to navigate through ABBYY. For more in-depth
instruction, please visit ABBYY FineReader.

Getting Started:How to Install and Purchase

Step 1: Be sure your computer qualifies in the system requirements to use ABBYY at
this site https://help.abbyy.com/en-us/finereader/14/user_guide/system_requirements
Step 2: Now Use this link to get to the product page
https://www.abbyy.com/en-us/finereader/

Step 3: Click button. Choose offer options according to personal needs.

For individuals

Standard Corporate

$ 199 4 299 “ Volume licensing

ne-time payment ane-time |

BUY NOW BUY NOW GET VOLUME OFFER

Step 4: After making payments and downloading program, open it.

™ e


https://promo.abbyy.com/finereader-overview-us.html?gclid=EAIaIQobChMIk-X-x7_F5QIVA3iGCh0mqwSfEAAYASAAEgLiPPD_BwE
https://help.abbyy.com/en-us/finereader/14/user_guide/system_requirements
https://www.abbyy.com/en-us/finereader/
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Processing A Document

View and Edit PDF Documents

B Open PDF Document

Convert Documents

Cipen i OCR Editor

+

n Cormvert to POF
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m Corrvart to Microsoft® Word
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m Coemvert to Micraeott Bxorel®

Cormvert to Other Formats

This is the main screen for ABBYY. This is where one can Open, Scan, Compare, see
Recent documents, Options and Help. To choose any of these options simply:
Hover over desired need and left-click.

Viewing a PDF
Step 1: Using this interface on the left side, hover over Open and left-click.
Step 2: Hover over Open PDF Document and left-click.
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View and Edit PDF Documents
N

= Open PDF Document
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Creating a PDF

Step 1: Hover over Open and left-click Convert to PDF.

Step 2: Choose file(s) based on need by following the prompt.

Step 3: Left click Convert to PDF tab and choose folder for document.

Editing a PDF

To edit a PDF, be sure to open document first. Follow Viewing a PDF for help.
Step 1: Locate the Tools using the menu above.

I8 ABBYY FineReader 14 = m] X

& NewTask [l Open B Bsves - @8 = 1 oft - o~ - &A@ A U HPOFTocs WMo
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CATE30RY: CLIMATE CHANGE FEBRUARY 4, 2015
Northern Plains Regional Climate Hub Exposure
Assessment Published, Q1 2015
Check Back Each Week as We Shwcase Stories and. News from
P —— . Rich Science And Research Porifolio
== by Rachel Steeie

with Stephania Balaouras and Kelley Mak

WHY READ THIS ARTICLE

Weddings, dads, and grads make June a joyful month, but here at the Statistics Service, June is eventful for
a different reason altogether. It's when we conduct some of the most widely-anticipated agricultural

A U APDFTcols Mo

Step 2: Selecting the Arrow will help select the area in which you are editing.
Step 3: Once selecting the area, move the arrow to hover over the Edit - or Erase
o4
== option.

Step 4: Hover over Text Box =t or Picture <« to add new text or image.
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Scanning to PDF

Step 1: In New Task, hover over Scan and left-click Scan to PDF.

Step 2: Follow the prompt choose device and settings.

Step 3: Left-click the preview button to review image. Continue if satisfied or change
scanning settings to change image to your liking.

Step 4: Once you are done setting conversion settings, left-click Scan to PDF.

Step 5: If there are more items to scan follow prompt. If not, finish process and choose
a folder for your new document.

Keyword Search

o)

AE

File

Step 1: On the left side, there is a E button. Left-click on the Tab and a search

" bar will arise.

I3

&8 Step 2: Type specific word(s) or phrase. Choose if you want an Exact Match or
R Match Case.
Step 3: Choose whether you want to highlight, cross out or underline the
Q search.
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